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HULL CITY COUNCIL

JOB DESCRIPTION & PERSON SPECIFICATION 
	SERVICE AREA:


	Customer Services
	POSITION NO: 
1045500
1045497

	SECTION:


	Bereavement Services
	GRADES:
Grade 5


	JOB TITLE:


	Cemeteries Senior Grounds Operative
	DATE PREPARED: 27/06/2011

	JOB HOLDER:


	
	REPORTING TO: Cemetery  Chargehand

	EVALUATION DATE:
	12 October 2011
	JE NUMBERS: NC1349


	

	DIGNITY AT WORK: To show, at all times, a personal commitment to treating all customers and colleagues in a fair and respectful way, which gives positive regard to people’s differences and individuality (for example, gender, gender identity, nationality or ethnic origin, disability, religion or belief, sexual orientation, age).  Assists in ensuring equal access to services and employment opportunities for everyone and promotes the Council’s Equal Opportunities in Employment Policy.


	PURPOSE:
To provide and promote a horticultural service which is customer focussed to the needs of the bereaved in the cemeteries and crematorium.  To carry out associated duties with burials, exhumations, grounds maintenance, and interments of cremated remains.  

To provide a personal sympathetic and client focussed response to requests for the Section’s services.
To have an extensive and in depth knowledge of and be able to apply relevant burial, exhumation and cremation legislation, where applicable. 
To deputise for senior grounds charge hand. To understand and apply relevant exhumation legislation, where applicable.
To carry out all local and national exhumations, in accordance with relevant legislation as directed. 



	PRINCIPAL ACCOUNTABILITIES:
Please note decision making must be included within the Principal Accountabilities

	1.
	To promote and safeguard the welfare of children, young people, vulnerable adults and all visitors to the cemeteries and crematorium grounds.

	2.
	Undertake grass cutting duties in the cemeteries and crematorium, using pedestrian, hand held and ride on type mowers and perform chemical applications to areas indicated using selective, total control and feeding using both hand held and boom type sprayers to control weed growth.

	3.
	Perform general maintenance work to rose/shrub beds, including cultivation, removal of litter, weeds, debris and trimming back of bed edges, during spring/winter.  Perform pruning of roses/shrubs removing all dead, broken and deceased branches cutting back to outside buds to encourage plants to produce a good crop of flowering buds

	4.
	Undertake planting of annual bedding, shrub roses and trees, all plants to be handled with care and planted using good horticultural practices. Undertake shaping and trimming back of hedges using hedge trimmers, including clearing site after completion of task.

	5.
	To work as a member of the Bereavement Services Team to foster good team working and inform the cemetery charge hand or cemetery supervisor and other personnel of breaches in the rules and regulations appertaining to the cemeteries and crematorium especially memorabilia and unsafe headstones. Enforce the rules and regulations as and when appropriate. 

	6.
	To coordinate workload as directed by the cemetery charge hand, or in their absence, and take relevant and appropriate action where necessary.

	7.
	Undertake minor construction work i.e. installing seat bases and seats, erecting fencing laying pavers, small paint and minor tarmacing works.

	8.
	To maintain good working relationships with the clergy, funeral directors, memorial masons and provide a first class customer focussed service for the bereaved.

	9.
	To assist as directed in the committal service by lowering or placing the coffin into the grave. To assist and provide support to parents of deceased child or baby, and support them at the interment. It is important that the post holder is aware of the background of the families ethnicity, mental state of mind, and where legally and operationally possible accommodate special and specific requests made by the family. 

	10.
	To keep clean and in good working order all machinery and equipment and ensure that they are kept secure at the end of each working day including the depots and associated buildings.

	11.
	To prepare graves ready for excavation, and assist with the shoring, matting, box sets ready for interment. To be aware of exhausting interments, soil and cemetery conditions as so not to disturb neighbouring graves, existing interments and surrounding memorials. To tidy graves after interment, and ensure the area has been left safe and presentable. When necessary, meet with families to co-ordinate the grave location and any specific religious, personal and special requests.

	12.
	Support, mentor and develop new staff, modern apprentices and various voluntary and work experience placements. Motivate and encourage all team members.

	13.
	There are laid down procedures covering all the main activities, tasks and duties of this job. These instructions do not define the tasks in detail but the post holder is expected to deal with any unexpected problems or situations which arise

	14.
	To carry out exhumations of human cadavers in all stages of decomposition, be able to safely and competently manually handle the deceased with respect.  To adhere to safe working practices, be aware of appropriate ppe, health and safety, exhumation legislation and licence conditions, be aware of  noxious gases, cross contamination and potential infectious diseases, background information relating to the deceased, soil and cemetery conditions. Understand the family circumstances. at all times and be able to deal sympathetically and support, interact and advise the families and appointed third parties, as required. 

	15.
	Assist and provide full operation support and exceptional front line service as directed by the cemetery charge hand, in the event of an emergency to ensure a consistent and uninterrupted services is provided.

	16.
	The Health and Safety at Work etc. Act 1974 and associated legislation places responsibilities for health and safety on Hull City Council, as your employer and you as an employee of the council. In addition to the Councils overall duties, the post holder has personal responsibility for their own health & safety and that of other employees; additional and more specific responsibilities are identified in the Council’s Corporate H&S policy.

	17.
	To carry out banks man duties, backfill and top up graves as required using the appropriate mechanical machinery and hydraulic shoring, and other equipment as required. To be fully aware of all appropriate health and safety duties, and be aware of exhausting interments, soil and cemetery conditions as so not to disturb neighbouring graves, existing interments and surrounding memorials.

	18.


	Understand and apply when necessary, relevant legislation appropriate to burials, cremations and exhumations. To identify areas of concern and take relevant action accordingly.  

	19.
	Deputise for the cemetery charge hand in their absence.

	GENERAL:
The above principal accountabilities are not exhaustive and may vary without changing the character of the job or level of responsibility. The postholder must be flexible to ensure the operational needs of the Council are met.  This includes the undertaking of duties of a similar nature and responsibility as and when required, throughout the various work places in the Council.



	DIMENSIONS:  
All sections should be completed – if there aren’t any state ‘none’

	1.
Responsibility for Staff:

Induction, Mentoring and training of new staff and apprentices
Deputised for charge hand – responsible for all staff in their absence. Advise, support and monitor all staff to ensure achieve set output objectives


	2.
Responsibility for Customers/Clients:

The bereaved as part of the day to day working in the cemeteries and crematorium to deal with their enquires and complaints as a first point of contact, and take action where appropriate. 
Funeral directors as part of their day to day working in preparing graves for burials, internment of ashes, appointments and other service specific demands, ensuring all relevant rules and regulations are adhered to. 
Monumental masons as part of the day to day working in the cemeteries, and to ensure that all relevant rules and regulations are adhered to. 
Ensuring that the graves are correctly located, prepared and safe for the funeral directors and mourners to attend. Understanding the impact that all services have on the bereaved, and incorporate where reasonable  possible all religious, specific and personal requests.  
Liaising with families and dealing with any issues that arise. Be reactive and proactive in responding to service requests and service improvements. Enforcing legislation and rules and regulations when necessary. Support families as and when appropriate, offering advice, guidance and support. 
Deputised for charge hand – Advise and support all visitors to the cemeteries and crematorium grounds where necessary and relevant.


	3.
Responsibility for Budgets:

If the grave is prepared incorrectly then the city council will be liable, thus ensuing in bad publicity and loss of income.
Decisions made in the absence of the charge hand. Ensure work is carried out efficiently,  and identify areas for improvement and savings.
Assist in the procurement of new equipment and machinery. 



	4. Responsibility for Physical Resources:
Tools, plant and equipment, including excavator,  which the post holder and other staff have to use and maintain. 
Ensure that all maintenance and servicing of equipment, plant and machinery is carried out, and take remedial action where necessary. Use of appropriate chemicals and other relevant solvents to maintain and clean the machinery. 
Carry out quarterly Health and Safety checks in accordance with the City Council’s procedures.

Deputised for charge hand –. Advise, support and monitor all staff to ensure that all relevant operational and maintenance procedures are adhered too.



	WORKING RELATIONSHIPS:
All sections should be completed – if there aren’t any state ‘none’

	1.
Within Service Area/Section:
Working with other staff within the bereavement services team .

Mentor, support, train and in the absence of the charge hand, ensure that all polices, procedures and health safety practices are adhered too. 


	2.
With Any Other Council Areas

Fleet management re tools and equipment
CIVIC, FMO, Waste Management, Urban forestry team.
Area staff, apprentices, work experiences.


	3.     With External Bodies to the Council
Funeral Directors    Monumental Masons   Clergy and other funeral officiants. 
External Works Contactors – repairs and maintenance, landscaping (for one off projects of annual leaf clearance programme)
NVQ Assessors

Co-ordinating works and improvements with relevant and necessary contractors.

Supporting voluntary groups. 




	ORGANISATION CHART: 



	


	
	Tick relevant level for each category
	

	
	Not applicable
	Low
	Moderate
	High
	Very High
	Intense
	Supporting Information for each level  
(if applicable)

	PHYSICAL DEMANDS: Physical Effort and/or Strain – (tiredness, aches and pains over and above that normally incurred in a day to day office environment).
	G5
	
	
	
	
	yes
	
	Pushing of lawnmowers, moving and lifting of grave boards, operation of hydraulic grave shoring, hand digging and removal of soil from grave and bedding areas. Removal of brash from ground. If ground conditions do not allow for funeral directors to lower coffin, it may be necessary that operative assists with coffin lowering.



	WORKING CONDITIONS: Working Conditions – (exposure to objectionable, uncomfortable or noxious conditions over and above that normally incurred in a day to day office environment).
	G5
	
	
	
	
	Yes
	
	Working outside in all weather conditions– unless extreme poor visible conditions, constant use of machinery, handling of petrol, oil and weed spraying fluids.  Front line dealing with bereaved people in the cemeteries and crematorium grounds.  Carrying out exhumations.


	EMOTIONAL DEMANDS: Exposure to objectionable situations over and above that normally incurred in a day to day office environment.
	G5
	
	
	
	
	
	yes
	Front line contact with bereaved families in the cemeteries and crematorium grounds – irrational behaviour, witnessing of funerals. Ensuring that the standard of presentation is above normal expected on street maintenance. Carrying out exhumations and handling of deceased. Place baby coffins in the grave by hand or assist and direct the family with the placing.



	PERSON SPECIFICATION
	Tick relevant column
	List code/s*

	The information listed as essential (the column that is shaded) is used as part of the job evaluation process.  The requirements identified as desirable are used for recruitment purposes only.
*Codes: AF = Application Form, I = Interview, CQ = Certificate of Qualification, R = References (should only be used for posts requiring CRB’s),T = Test/Assessment, P = Presentation
	Essential
	Desirable
	How identified 

	1. 
	Qualifications:

	
	Clean Full Driving Licence, which allows the holder to drive a dumper, 7.5 tonne vehicle and tow a trailer. 
	/
	
	

	
	City and Guilds Stage 1 – horticulture or gardening (or equivalent)
	/
	
	

	
	Council vehicle permit holder. 
	/
	
	

	
	NVQ L2 Horticulture.
	/
	
	

	
	COTS Health and Safety and the burial process (city and guilds NPT&C).
	/
	
	

	
	PA1 & PA6 spraying licences.
	/
	
	

	
	Confined Space training qualification 
	/
	
	

	
	NVQ Level 3 Horticulture.
	
	/
	

	
	Supervisory qualification.
	
	/
	

	
	
	
	
	

	
	
	
	
	

	2. 
	Relevant Experience:

	
	Extensive and in depth practical and working knowledge Public area grounds maintenance and horticulture to a high standard.
	/
	
	

	
	Extensive use of hand tools and pedestrian mowers.
	/
	
	

	
	Extensive and in depth practical and working use of ride on mowers.
	/
	
	

	
	Extensive and in depth practical and working knowledge of grave digging excavators, and other equipment in the preparation of graves.
	/
	
	

	
	Extensive and in depth practical experience of working in a cemetery or crematorium grounds.
	/
	
	

	
	Extensive and in depth knowledge of funeral practices, religious beliefs and seasonal variations. 
	
	
	

	
	Extensive and in depth knowledge of seasonal growing variations. 
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	3. 
	Skills (including thinking challenge/mental demands):

	
	Ability to use all plant, machinery, tools (hand and mechanical) vehicles, and have the ability to bend, lift, push, pull and walk long distances.
	/
	
	

	
	Working to deadlines, requiring the post holder to complete tasks by a pre-set time.
	/
	
	

	
	Identify issues and report them to the charge hand, that may effect the performance of the post holder or service. i.e – weather conditions, machinery faults.
	/
	
	

	
	The post holder is expected to deal with unexpected problems or situations that arise, seeking charge hand assistance when only necessary.
	/
	
	

	
	Identify and deal with any unexpected problems.
	/
	
	

	
	Co-ordinate staff according to weather conditions, service requirements and specific seasonal tasks, in liaison with charge hand
	/
	
	

	
	Extensive and in depth practical and working knowledge of exhumations and relevant legislative guidelines.
	/
	
	

	
	
	
	
	

	4. 
	Knowledge:

	
	Extensive and in depth working knowledge in public area horticulture knowledge to a high standard. 
	/
	
	

	
	Extensive and in depth working knowledge and experience in all health and safety aspects of burial, and exhumation and grounds maintenance practices.
	/
	
	

	
	Extensive and in depth working knowledge of council procedures that are associated with this role.
	/
	
	

	
	Extensive and in depth working knowledge on the use of various plant and machinery relevant to the work, including ride on and pedestrian mowers, dumpers and hedge trimmers.
	/
	
	

	
	Extensive and in depth practical and working use of mechanical excavator.
	/
	
	

	
	Extensive and in depth knowledge of council procedures that are associated with this role.
	/
	
	

	
	Extensive and in depth practical and working knowledge of exhumations and relevant legislative guidelines.
	/
	
	

	
	Extensive and in depth knowledge of council procedures that are associated with this role, with regards to Human resources, risk assessments, health and safety and legislative requirements
	/
	
	

	
	
	
	
	

	5. 
	Interpersonal/Communication Skills:
Verbal Skills

	
	Ability to establish professional, effective working relationships with a range of partners/colleagues.
	/
	
	

	
	Excellent customer care skills when dealing with the bereaved.
	/
	
	

	
	Ability to pass on information/requests to senior staff.
	/
	
	

	
	Extensive and in depth understanding of funeral protocol, and having empathy with the bereaved.
	/
	
	

	
	Extensive and in depth understanding of funeral protocol, and having empathy with the bereaved
	/
	
	

	
	Excellent Customer care skills when dealing with the bereaved
	/
	
	

	
	
	
	
	

	
	
	
	
	

	
	Written Skills

	
	 Knowledge and experience of filling in of timesheets, machine maintenance sheets, and notebook to indentify graves where inappropriate memorabilia and unsafe headstones are identified.
	/
	
	

	
	Knowledge and experience of basic recording of complaints, feedback or compliments from the bereaved whilst working in the cemeteries or crematorium grounds.
	/
	
	

	
	All of the above plus: timesheets, fuel usage sheets, risk assessments, sickness records, weekly work sheets
	/
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	6.
	Other:

	
	none
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	The requirements listed below are not considered during the job evaluation process, but are essential requirements for the role that will be assessed during the recruitment process.

	7.
	Competencies:

	
	The competencies listed below are all essential requirements for working at Hull City Council in any post; however, those that have been ticked as essential have been identified as key competencies for this role and will be measured as part of the selection process.  They are not required to be addressed in the candidate’s application form.
	
	
	

	
	Leading forward 
	
	N/A
	

	
	Improving services
	
	N/A
	

	
	Analysis and decision making
	
	N/A
	

	
	Making things happen
	
	N/A
	

	
	Communicating with impact 
	
	N/A
	

	
	Collaboration 
	
	N/A
	

	
	Developing self and others
	
	N/A
	

	
	A copy of the Competency Framework can be accessed via the Council’s website – www.hullcc.gov.uk/jobs

	8. 
	Additional Requirements:

	
	If there aren’t any state ‘none’
	
	N/A
	

	
	
	
	N/A
	

	9. 
	Disclosure of Criminal Record:

	
	The successful candidate’s appointment will be subject to the Council obtaining a satisfactory #Standard/#Enhanced Disclosure from the Criminal Records Bureau (if ticked as an essential requirement). #Service area to delete as required
	
	N/A
	CRB Disclosure

	
	If the postholder requires a CRB disclosure the candidate is required to declare full details of everything on their criminal record.
	
	N/A
	AF(after short listing)

	
	If the postholder does not require a CRB disclosure the candidate is required to declare unspent convictions only.
	
	N/A
	AF(after short listing)


IF THIS IS A NEW OR CHANGED JOB THEN APPENDIX D MUST BE COMPLETED BEFORE SUBMISSION TO THE JOB EVALUATION TEAM
DISCLOSURE OF CRIMINAL RECORD
Information Sheet

	Level of Disclosure For Post


	What Information the Council Requires

	Declaration of unspent convictions 


	If you have a criminal record, you are required to provide, with your job application form, details of anything on your record which is unspent1 under the Rehabilitation of Offenders Act. 

	Standard Disclosure


	You are required to provide, with your job application form, full details of everything on your criminal record, including details of all spent1 convictions.  You are also required to provide the Council with details of any prosecutions pending.  In addition, you are required to declare on your application form whether you are the subject of a Disqualification Order2 or included on any Government Department list of people unsuitable or banned from work with children or vulnerable adults.

If you are offered the post, this will be subject to the Council obtaining a satisfactory3 Standard Disclosure from the Criminal Records Bureau (CRB)4.  The CRB will also send you a copy of the Disclosure.  This will give details of everything on your criminal record, including cautions, reprimands and final warnings, as well as convictions and, if relevant, the findings of checks against Government department lists of people banned or unsuitable for work with children or vulnerable adults.

	Enhanced Disclosure
	You are required to provide, with your job application form, full details of everything on your criminal record, including details of all spent1 convictions.  You are also required to provide the Council with details of any prosecutions pending.  In addition, you are required to declare on your application form whether you are the subject of a Disqualification Order2 or included on any Government Department list of people unsuitable or banned from work with children or vulnerable adults.

If you are offered the post, this will be subject to the Council obtaining a satisfactory3 Enhanced Disclosure from the Criminal Records Bureau (CRB)4.  The CRB will also send you a copy of the Disclosure.  This will give details of everything on your criminal record, including cautions, reprimands, final warnings, convictions and any other information and, if relevant, the findings of checks against Government department lists of people banned or unsuitable for work with children or vulnerable adults.


Notes:

1
The table at the end of this information sheet gives details of what is meant by "spent" and "unspent".  If you are still unclear as to what information you should provide, please contact Employee Services for advice

2
If a person is convicted of an offence against a child and a qualifying sentence is imposed by a senior court in respect of the conviction, the court must order the individual to be disqualified from working with children, unless, given all the circumstances, the court is satisfied that it is unlikely that the individual will commit any further offence against a child.

The same applies to charges/convictions for equivalent armed forces offences. 

The Council must not knowingly offer work in a regulated position to anyone who is the subject of a Disqualification Order.  It is also illegal for anyone who is the subject of a Disqualification Order to apply for work in a regulated position.

3
In this context, "satisfactory" means containing no offences relevant to the post, which would render you unsuitable 

4
The Criminal Records Bureau (CRB) is a Government agency which handles the Disclosure Service through which criminal record information can be checked by potential employers and other organisations.  Further details about the CRB, including their Code of Practice, are available from their website at www.crb.gov.uk or from: CRB, PO Box 91,Liverpool L69 2UH.
Government Department Lists

The CRB’s Standard Disclosure and Enhanced Disclosure include, where relevant, a check against Government Department lists of people unsuitable for work with children and vulnerable adults e.g. Department for Education and Skills' List 99 or Department of Health's Protection of Children Act List (PoCAL)

Obtaining A CRB Disclosure

If you are offered the post, the Employee Services Recruitment team will let you know what needs to be done.

If a Standard or Enhanced Disclosure is required, you will be asked to sign a CRB Disclosure application form and to provide verification of your identity.    You will receive a copy of the information the CRB discloses to the Council.

Costs

The CRB charges a fee for each Disclosure.  Where the Disclosure is required by the Council, the Council will pay the fee.

SPENT/UNSPENT CONVICTIONS -REHABILITATION PERIODS

The following sentences become spent after fixed periods from the date of the conviction (not the completion of the punishment).  

	Sentence

	Rehabilitation Period

People aged 17 or under when convicted
	Rehabilitation Period

People aged 18 or over when convicted

	Prison sentences
 of 6 months or less


	3½ years
	7 years

	Prison sentences of more than 6 months to 2½ years


	5 years
	10 years

	Borstal (abolished in 1983)
	7 years
	7 years



	Detention Centres (abolished in 1988)
	3 years
	3 years



	Fines, compensation, probation
, community service/community punishment orders, combination orders
, action plan, drug treatment and testing and reparation orders
	2½ years
	5 years

	Absolute discharge
	6 months
	6 months



	The Crime and Disorder Act 1998 introduced a new custodial sentence for young people with different rehabilitation periods:

	Sentence
	Rehabilitation Period

People aged 12,13 or 14 when convicted
	Rehabilitation Period

People aged 15,16 or 17 when convicted

	Detention and training order of 6 months or less
	1 year after the order expires


	3½ years

	Detention and training order of more than 6 months


	1 year after the order expires


	5 years

	With some sentences the rehabilitation period varies:

	Sentence
	Rehabilitation period



	Probation
, supervision, care order, conditional discharge and bind-over


	1 year or until the order expires (whichever is longer)

	Secure training (abolished in 2000) and attendance centre orders
	1 year after the order expires

	Hospital order (with or without a restriction order)
	5 years or 2 years after the order expires (whichever is longer)

	Referral order
	Once the order expires


� Cautions, reprimands and final warnings become spent immediately


� Including suspended sentences, youth custody and detention in a young offender institution


� For people convicted on or after 3.2.95. Probation orders are now called community rehabilitation orders


� Combination orders now called community punishment and rehabilitation orders


� For people convicted before 3.2.95






