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Diploma in Funeral Arranging and Administration 

Module 4 Unit 11 Arranging the Funeral                                                             
 

Purpose and Aim 

of the Unit: 

The purpose of the unit is to develop learners’ knowledge, understanding and 

skills related to arranging a funeral. Specifically, the unit aims to enable learners 

to develop the range of knowledge and skills necessary to carry out a funeral 

arrangement. Additionally, the unit aims to promote knowledge of the roles and 

responsibilities of key personnel. 

 

This unit has 7 learning outcomes. 

LEARNING OUTCOMES 

 

The learner will: 

1 Understand the essential information to be obtained from the client, and its relevance. 

  

2 Understand the importance of effective working relationships with external contacts. 

 

3 Understand which client instructions will necessitate a risk assessment. 

 

4 Know the appropriate options for personalisation which could be offered to the client. 

 

5 Be able to create and place an Obituary and Acknowledgement notice. 

 

6 Know the purpose of the  statutory and non-statutory documents required to be able 

to arrange a funeral. 

 

7 Be able to prepare estimates of costs and written confirmations for an arrangement. 

 

 

 

INTRODUCTION 

 

Arranging a funeral is possibly one of 

the most important facets of the 

duties of a Funeral Arranger.  

 

Without proper instructions, Funeral 

Director’s and their staff cannot be 

expected to meet the needs of the 

bereaved family in a fitting and 

dignified manner.  
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Arranging a funeral can be a traumatic and emotional event for a family, so the arrangements must be 

completed with patience, accuracy,courtesy, tact and in a calm, unhurried manner. The professionalism of 

the Funeral Arranger at this stage will be rewarded with the confidence of the family. 

 

Many funeral businesses have arrangement or interview rooms where the family may discuss their needs in 

private, without interruption from extraneous sources. These rooms will vary widely from actual working 

offices, to a room with desk and chairs and, increasingly, a room fitted out as a lounge with comfortable 

chairs, settee and coffee table.  

 

Whatever type of room is used, the Funeral Arranger should be conscious that sitting behind a desk can 

appear threatening or confrontational. If a desk is preferred, why not consider sitting to the side? 

 

Remember, your working environment is alien to your client. They are not familiar with the surroundings 

they suddenly find themselves in. A funeral home is not somewhere people visit often! Therefore, the more 

you can do to put clients and family members at their ease, as far  is reasonably practicable, the better. 

 

Your client and family members are experiencing a difficult and daunting task even by meeting you that no 

one ever is prepared for, and if the truth is known, rarely think very little about. 

 

Therefore, if possible,offer the client the option of the arrangement taking place in their own environment, 

somewhere they feel safe an familiar with. 

 

If you are arranging a funeral in a client's home or elsewhere way from your place of work,always 

remember:- 

 

- Ensure another member of your team knows where you are, and who you have gone to see. If you 

don’t feel safe visiting the neighbourhood in which they live, take someone else with you if possible. 

 

- Doorstep Selling Regulations apply! More on this in Module 5 Unit 14. 

 

Learning Outcome 

1 Understand the essential information to be obtained from the client, and its 

relevance. 

 

THE ARRANGEMENT INTERVIEW 
 

Wherever the interview takes place, be it in the family home or the funeral premises, the format of each 

arrangement will follow a similar pattern. The interview should avoid a straight question and answer 

session. Instead it should take the line of an informal conversation to give the clients the opportunity to 

express their wishes. When asked for advice and guidance, the Funeral Arranger should present all options 

available in a completely unbiased manner, thus ensuring that the outcome is the decision of the client.    
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Therefore when making arrangements it is important to remember the following points: 

 

• Think about what you have already learned in Module Unit 1, 2 and 3 about interactions with 

clients. 

• Advise and lead your client as they are often confused and may miss the obvious. 

• Listen actively. 

• Take nothing for granted and do not make assumptions. 

• Clarify what the client needs to do, and what the Funeral Arranger will do. 

• Be familiar with the layout of all the required paperwork and where it is kept. 

• Make detailed notes to pass to colleagues and to avoid mistakes. 

• Avoid jargon or colloquialisms, such as “Crem”, “P.M.” or “Morgue” – use their proper names. 

• Give guidance in a clear and unbiased manner, offering all the choices available. 

• Use open questioning techniques to avoid a simple Yes/No answers. 

• Sensitively discuss, do not interrogate. 

 
Considering The Arrangement Form 
Whilst the interview process will inevitably consist of a great deal of form filling, it should not appear to be 

merely a question and answer session conducted by the Funeral Arranger.  

A competent Funeral Arranger will be fully conversant with their Arrangement Form, and should be able to 

conduct an interview to follow the form which will result in a detailed recording of all the facts and issues 

discussed. Thus when a client volunteers information or seeks clarification of something that may not 

follow the usual order of the arrangement, a note can be made of this without distracting the Funeral 

Arranger too much from the flow of the interview. 

 

Much of the information on the Arrangement Form will need to be carried forward onto statutory forms 

and will become part of the company’s records and internal systems. Therefore the information needs to 

be comprehensive and neat enough to cover both the needs of the client and of the firm. An example of an 

Arrangement Form is shown in the unit on Office Practice and Administration. However, with variations in 
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company and local customs and practices it is obviously not suitable for every Funeral Arranger, but may 

form the basis for constructing a personalised form.  As an example, the arrangement may be structured 

in the following way: 
INTRODUCTION 

 
DETAILS OF CLIENT 

 
DETAILS OF DECEASED 

 
BURIAL OR CREMATION 

 
REGISTRATION AND COMPLETION OF FORMS FOR BURIAL OR CREMATION 

 
                                                  ARRANGEMENTS FOR REMOVAL  

 

                                         FUNERAL PRE-PAID PLAN 

 
 PERMISSION TO EMBALM VISITS TO CHAPEL             JEWELLERY/VALUABLES 
 
                                                   TYPE OF FUNERAL SERVICE 
 
     PERSONALISATION OF THE FUNERAL SERVICE 
 
                                                     ANCILLARY SERVICES (to include) 

 
                   IDENTIFY ANY PROVISION REQUIRED FOR SPECIAL / DISABILITY NEEDS 

 
CATERING      FLORAL TRIBUTES      PRESS NOTICES PRINTING  

         service sheets etc. 
 
 

FUNERAL COSTINGS (to include) 

 
EXPLANATION DISBURSEMENTS EXTRA COFFIN FINAL 
OF CHARGES  CHARGES SELECTION  ESTIMATE 

 
 

          
CONFIRMATION OF ARRANGEMENTS 

 
SUM UP ARRANGEMENTS MADE  

Including confirmation of Registration / *Coroner’s procedures 
                           *Procurator Fiscal if working in Scotland. 

 
 

OFFER OF FURTHER HELP AND CONTINUED CONTACT 

THE ARRANGEMENT IN MORE DETAIL  - The Introduction 
 

Before a briefcase is opened or an official form is produced, a preliminary conversation can often give an 

insight into how best to handle the arrangement and can bring out a wealth of personal background 

information that may be used in the practicalities of the funeral service.  
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This conversation can often help avoid some direct questioning later in the interview. Having introduced 

oneself to the client, it is important to establish in this opening conversation, the following information: 

 

• Who is the client and in what capacity are they making the arrangements? 

• Who has died, when, where and how? It may also be useful to establish a little of the deceased’s 

personality, as this may help place the client at ease. 

• Is the ‘medical certificate of cause of death’ going to be issued or is the Coroner involved? 

• Is the funeral going to be a burial or cremation? 

• Whether a religious or non religious ceremony and where the funeral may be held? 

• Has the client any special needs  / disability needs? 

 

Removal, Benefits of Embalming, Viewing, and Valuables - Removal procedures have been dealt 

with Module 2 Units 4 and 5.   
 

It is important that the arrangement form has sufficient room to cover this aspect of the funeral, and may 

also cover such items as Embalming, Valuables and Chapel Visits. 

 

It is preferable to let the client know when the Removal is likely to be affected (if not already in your care) 

and if any additional charges for mileage or time will be applicable. 

 

The issue of Valuables, Viewing and Embalming could be discussed at this point (or later in the arrangement 

if it is felt this is too early). It is vital that instructions regarding any Valuables are strictly and correctly 

adhered to – it should be clearly noted whether they are to be Removed or Left On (or removed but then 

placed with the Cremated Remains, if applicable). Ideally a written form/procedure should be in place to 

ensure consistency and accountability. 

 

Embalming permission should be sought (again many Funeral Arrangers ask the client to sign an authority 

form). Embalming should be explained in a simple, calm and informative way so the client can make an 

informed choice – you may however wish to emphasise the benefits (Preservation, Presentation, 

Sanitation) 
 

Removal Address for Removal: 

 

Extra Mileage � 

 

Chapel Visit � When?  Gown � Own Clothes � 

 

Permission to Embalm � 

 

Valuables instructions: Remove & return �  Leave On � 

 

Pacemaker/other implant   Other  � 
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Bequeathal to Medical Science 

 

If the client has expressed a wish for the deceased to be bequeathed to medical science, or bequeathal of 

body parts has been expressed, then contact must be made with a local school of anatomy to discuss this 

matter. Although this subject is outside the scope of the Dip. FAA, further information can be found in the 

Manual of Funeral Directing. Students wishing to progress to the  Diploma in Funeral Directing will cover 

this topic in depth. For the purposes of the funeral arranger’s knowledge, it is essential to give the following 

information: 

 

-  the death must be registered and the registrar’s Certificate of Burial and Cremation must be 

available; 

 

-  the deceased must be kept in refrigerated accommodation until the school of anatomy has made a 

decision about accepting the bequeathal;  

 

- the deceased must not be embalmed. If the school accepts the bequeathal then the client will be 

issued with Form HTA(A)1 that need to be completed, signed and returned to the School with the 

Registrar’s Certificate.  

 

- If the deceased was brought into the care of the Funeral Director, the client should be invoiced for 

this charge. However, the School will arrange and pay for removing the deceased from the Funeral 

Director’s premises to the school.  

 

Once the preliminary conversation is over, this is the time to start taking the necessary detailed notes on 

the arrangement form. At this stage the confidence and competence of the Funeral Arranger comes to the 

fore to place the client at ease and present a professional and empathetic manner. It is also vital that the 

Funeral Arranger maintains the momentum and flow of the arrangement, thus avoiding unnecessary 

silences. However, at no time should the Funeral Arranger appear to rush the client, even if they have other 

demands upon their time, as far as the client is concerned, there is only one funeral of importance. 

 

The Applicant 
 

It is important to know to whom the Funeral Arranger is talking and their relationship to the deceased. If 

they are not the next of kin, why are they making the arrangements? 

 

CLIENT Full Name: 

 

Address & Postcode: 

 

 

 

 

 

Relationship: 

 

Executor 

 

Tel: 

Mobile: 

Email: 
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The Deceased 
 

It is important to know the fullest details. Attention to detail and care should be taken regarding spelling. 

 

DECEASED Full Name: 

Title 

Address & Postcode: 

 

Date and time of Death: 

 

Place of Death: 

 

Deceased now at: 

 

Deceased’s GP or issuing Doctor: 

 

GP Address & Postcode: 

 

Tel: 

 

Age: 

 

Date of Birth: 

 

Occupation: 

 

Next of Kin: (if different from Client) 

 

Address & Postcode of Next of Kin: 

 

Tel: 
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Learning Outcome 

2 Understand the importance of effective working relationships with external contacts. 

 

Module 1 Unit 2, focused on Client Care and the significance of forming good and trusting relationships 

with your clients in order to be able to arrange a funeral to the satisfaction of your client. 

 

From a business perspective, have you ever thought about the business relationships you also need to have 

a good working relationship with to be able to arrange a funeral?  Module 1, Unit 3 will have helped you to 

focus on how you communicate with clients, and the perception that you create. 

 

Equally important for a successful business to business working, are the people who may be indirectly 

involved on a day to day basis, but nevertheless are valuable working alongside funeral arrangers / funeral 

directors. This extended team of people one way or another, contribute to the work required to enable a 

funeral to be arranged and effectively planned.  Time spent on understanding more about their roles and 

responsibilities, and maybe at times their frustrations, will not only extend your knowledge, but will benefit 

your working relationship in the long term. 

 
In no particular order, here are some examples of third party business relationships that are essential for 

the funeral service, and in effect, essential for you to do your job! 

 

o Hospitals – Mortuaries & bereavement offices 

o Crematoriums 

o Coroners offices 

o Registrars 

o Town, Local, District & City Councils 

o Clergy, priests, ministers  & Celebrants 

o Doctors surgeries 

o Newspapers – local & national 

o Printers 

o Coffin Manufacturers – Traditional & environmental 

o Embalmers 

o Outside broadcast – relaying funeral service outside of Churches for large services 

o Caterers 

o Memorial books 

o Memorial Suppliers 

o Keepsake and Cremated Remains vase suppliers 

o Mortuary equipment 

o Embalming suppliers 

o Funeral suppliers, for such as handles, gowns, nameplates etc. 

o Stationery Suppliers 

o Employees in other Branch offices 

o Casual bearers 

o The Funeral Director! 
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Learning Outcome 3  Understand which client instructions will necessitate a risk 

assessment. 
 

The logisitics of arranging a funeral can be a complex task. In today’s no win/no fee  culture, although at 

one time it would have been unimaginable to think about clients claiming compensation, the reality is that 

some will look for opportunities, and will attempt to make a claim. Likewise, it is important to consider your 

colleagues welfare and safety depending on the requests made by the client. 

 

Therefore, time should be allowed for thinking through a form of risk assessment when arranging the 

funeral.  

 

Carrying out a brief Risk Assessment, and where appropriate, provision of guidelines for the client as a 

preventative strategy can be helpful in circumstances based on the following examples:- 

 

o Family Bearers carry the Coffin – issue guidance 

o Accessibility at the venue for the funeral service – check for steps, ramps,  

o Requests for the deceased to be taken home – issue guidance for the client regarding appropriate 

conditions. 

o Preparation of the deceased  - careful attention to notifiable disease 

o Arrangements for the scattering of cremated remains 

o Safe storage of jewellery – documented and secure 

o Safe storage of donations  documented and secure 

 

The list provided isn’t exhaustive, but has been included as a general guide to enable you to think through 

circumstances you may be faced with when arranging a funeral. 

 

Keep written records  

Keeping a written record of advice given to client’s may often be one of the most overlooked aspects in 

funeral arranging,  and yet is absolutely essential if you want to avoid a scenario whereby  a client 

complaint is only based on their  perspective of a situation, without any records of your own 

 

 

 

 

 

 

 

 

 

 

 

 



 
 

National Association of Funeral Directors June 2013 Copyright Issue Dip FAA Module 4 Unit 11 Page 10 
 

Learning Outcome 

4  Know the appropriate options for personalisation which could be offered to the 

client. 

 

 
 

Personalisation of the Funeral 
 

In 1984 the then Rector of the Cannock team ministry wrote an article in his local paper suggesting ways in 

which funerals might be done differently. A member of the family might do a reading, he wrote. A piece of 

pop music could be played as well as or instead of hymns. Perhaps the service didn’t have to be in church. 

They could even have a non-religious service without a vicar at all. 

 

There was national uproar. “‘BURY YOUR OWN DEAD’ SAYS THE VICAR” bellowed The Sun and the next day 

ran a cartoon of an elderly lady pushing a coffin down the pavement on a wheelbarrow while her friend 

said, “I can’t believe the vicar meant you to go this far, Beryl!” The Daily Mail described it as a do-it-yourself 

plan for atheists, while The Mirror interpreted it as a suggestion that funerals take place at home. The 

Rector was questioned on Nationwide and Jimmy Young and there were calls for him to resign. Even Radio 

4’s News Quiz got in on the act: “Whose RIP might be DIY?” they asked. 

 

In the new millennium it would seem strange to most funeral arrangers and funeral directors if all the 

things the Cannock rector suggested were not offered to families as a matter of course. Indeed, families are 

likely to come to us with these things already in mind. Interviewed by The Sun later in the furore the Rector 

went on to suggest, presciently as it turned out, that instead of all funerals being taken by the clergy: 

“There could be a state conductor of funerals, rather like the registrar takes weddings at present.” 

 

The point of this story is that when we are discussing personalisation what we are really discussing is 

adapting to contemporary sensibilities. What seems to us now to be personalisation may be the most 

natural thing in the world to the client and will probably become standard practice for all funeral directors 

in a few years time. What was outrageous to many in 1984 is common practice now. Registrars take 

funerals. Special music is played at services. A majority of funerals takes place outside churches. The family 
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may wish for the deceased, in the first instance, to be taken to a local memorial hall, village hall, whereby, a 

celebration of the person's life may take place prior to going to the crematorium for the formal part of the 

funeral service and final committal for example. This option does give the family and friends more time on 

the day of the funeral to celebrate the deceased life without the need to feel rushed and restricted by the 

time allocation offered by the crematorium for example. This point is expanded upon on the next page. 

 

What we should now think of is broadening the scope for making funerals specific to the individual. Such 

personalisation can fall into a number of broad categories, but the scope is vast. The following is a sketch of 

some areas to think about. 

 

The rule of thumb for funeral arrangers and funeral directors in this is: If it is legal and possible, then do 

it. 

 

In this unit we explore some of the ways to make funerals personal. Much emphasis is placed on the 

practical aspects of turning suggestions into a reality. However, at the heart of personalisation is good 

communication with the family and the willingness to be creative when constructing a funeral service. This 

means the whole ceremony, including aspects such as preparation of the deceased, the coffin and pre-

funeral events, and not just the services prior to the committal. 

 

Choice of Funeral Venues 
 

These days a range of venues is licensed for the performance of civil weddings. Provided the operators are 

amenable there is no reason why these and other venues should not be used for the performance of 

funerals too. Hotels, sports halls, village halls, schools, community centres and other venues all have rooms 

where funeral ceremonies may be held. 

 

The great advantage of this is that they are less time-constrained than cemetery and crematorium chapels 

are prone to being. Also, they are more likely to be in a convenient location and available at a date and 

time amenable to the client. There may also be a personal association with the deceased which makes the 

venue appropriate. In the case of a hotel an obvious bonus is that the venue may accommodate both 

ceremony and reception. 

 

This is quite new, therefore, such approaches from a funeral director may still cause surprise from the 

operator. The common reticence relates to the presence of the coffin. This is especially the case with 

hotels, where other guests may be in the vicinity or if the proposition is to hold the ceremony in a room 

where food is consumed. 

 

The funeral director should be in a position to give assurances that the presence of the coffin will pose no 

health risks. If the objection is more emotional than technical these reservations may be harder to 

overcome. 

 

When using a non-standard venue the funeral director should have regard to the facilities that will be 

available for holding a ceremony. The following questions are some of those which should be asked. As 

ever in our profession each case is different so the list is not exhaustive: 
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• Is access, both for the bearer party and for the mourners and attendees, suitable? 

• Is the legal capacity of the venue equal to the numbers expected? 

• Does sufficient parking exist for the numbers expected and if not, where might attendees 

park without causing aggravation? 

• Is sufficient seating available, or can it be sourced from elsewhere? 

• Is there a suitable position for the officiant to lead the ceremony from, where she may be 

seen and heard from all quarters? 

• Does audio-visual equipment exist and if not can it be hired and installed if required? 

  

As with any facility engaged on our clients’ behalf the funeral director should establish the cost of the 

venue and confirm that this is acceptable to the client. 

 

Note: The related issue of burial on private land is dealt with in the Module 3 Unit 8.  

 

 

Choice of Music 

 
 

This is a complicated area, but navigable with careful attention to detail. 

 

Two bodies are involved in the licensing of music for public performance, with distinct but complementary 

roles. They are: 

 

• The Performing Rights Society (PRS) 

• Phonographic Performance Ltd (PPL) 

 

PRS collects fees on behalf of the composer and publisher of music. PPL collects fees on behalf of the 

recording company and performing artists. In some cases of course there will be overlap between these 

groups of people. Peter Gabriel, for example, is both the writer and performer of his songs. 

 

It is important to bear in mind that these are not statutory bodies and not all artists subscribe to them. The 

only foolproof way to ensure copyright compliance for material, musical or otherwise, included in a funeral 

ceremony, is to contact the individual copyright holder. 
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Both PRS and PPL are clear that they do not require a license to play or perform music at a funeral 

ceremony and this applies both to music played from a recording and to music performed live. It applies to 

music played or performed wherever the funeral ceremony is held. They also require no license for the 

reproduction of song lyrics or words of hymns where these are in use for funerals. 

 

The pitfall for funeral directors (and families) lies in how the music is obtained. What both PRS and PPL do 

require is that any music played or performed was obtained and recorded legally and is supplied either in 

its original medium or in a licensed copy. 

 

So for example, if a family supply you with a commercially produced CD containing, say, Pink Floyd’s 

Comfortably Numb and this is taken to the crematorium or other venue and played, then that would be 

okay. If, however, the family burned Comfortably Numb onto a blank CD, perhaps with other songs for the 

ceremony and asked you to take that to the crematorium, that would be illegal, unless they had first 

obtained authority from the composer, publisher and recording artists. 

 

That of course is a mighty challenge. However there is a solution in the Limited Manufacture License, 

provided jointly by PPL and PRS. For a modest fee this permits the copying of up to 250 units (pieces of 

music for our purpose) to be used for a specific purpose. It also (of which more later) permits the recording 

of the ceremony and distribution of that recording. 

 

Another use for the LM license which may be relevant to bereaved families is that it covers the use of music 

as a background to, for example, photomontages that might be projected during a service and/or burned to 

disc and distributed to family friends attending the ceremony, or displayed online. 

 

The license is obtainable through the Mechanical Copyright Protection Society, a subsection of PRS, who 

distribute the money paid to the artists concerned. 

 

It is important to bear in mind the LM License is not a one-off licenses which may be issued to a funeral 

director for all future cases. It should be obtained by the family or by the funeral director on the family’s 

behalf for each case. 

 

In the case of many crematoria a simpler solution lies in the use of the Wesley Music system, or equivalent 

such as Vivedia’s Music Engine. This removes the need for families to provide their own CDs, tapes, vinyl or 

digital media to the funeral director or crematorium. In some case, crematoria will not accept ‘home burnt’ 

(essentially pirated) CD’s for playing on their equipment. 

 

The funeral director establishes with the family what music is required then notifies Wesley of the date and 

time of the ceremony, the location, the name of deceased and the music required. The funeral director 

should know the title of the music and the artist. In the case of classical music the funeral director should 

also confirm if a particular recording is required. If it is possible to obtain the catalogue number of the CD, 

LP or cassette that is even better. This may also be required where families provide music as an mp3 as it 

gives evidence of ownership. 
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Wesley will then secure the recording and upload it to the system at the crematorium in question, giving 

the funeral director a reference number to quote to the crematorium when completing the particular form. 

Wesley takes care of the licensing issues on the funeral director’s behalf. They are engaged by the 

crematorium for an annual fee so no direct cost applies to the funeral director or her client. At crematoria 

where the system is well established, or where the music requested is familiar from other services, the 

funeral director should first check whether the recording is already on the system. 

 

In addition to copyrighted material a family’s own recordings, such as of a family member speaking or 

performing, can be digitally recorded and uploaded to the system.  

 

Generally speaking, where a recording is not already on a crematorium’s system, 48hrs notice should be 

given to the music system provider to secure and upload the recording. By removing the need to supply 

CDs or tapes at all the funeral director and the family can ensure not only that the recording is of good 

quality but is legally obtained. 

 

Where religious music is concerned the funeral director’s first recourse is to Christian Copyright Licensing 

International (CCLI), who for an annual fee will issue a Church Copyright Licence (CCL) to permit funeral 

directors to reproduce the words of hymns and worship songs. The CCL also permits audio and video 

recording of funeral services. As with PRS, however, they are not a statutory body and not all hymns and 

songs are covered by them. Again, if in doubt, the funeral director should contact the individual copyright 

holder. It should also be borne in mind the CCLI mainly deal with Protestant music. For Roman Catholic 

music a comparable body is Calamus. They make no charge for licensing music for use in funerals, but do 

require that permission is sought. Roman Catholic Churches are likely to have a Calamus licence, which will 

cover any music played there or the text of hymns and songs printed in service booklets. Calamus licenses 

are less widespread at crematoria. Once again, the funeral director should always check whether the 

copyright holder for the music requested is within the scheme. 

 

New Media 
 

Some crematoria now offer options to record and/or webcast funeral services. Provided this is done 

through existing Wesley or other systems such as Life’s Big Moments all that is required is to complete the 

crematorium’s own notification form. Typically this will require the written permission of the officiant, 

funeral director and organist as well as the applicant’s own signature. The funeral director or crematorium 

will be provided with a login/password combination to provide for the family. Recordings may also be 

provided on disc. The webcast itself will be accessible online for a specified period following the ceremony. 

 

If the family wishes to record the ceremony by other means the funeral director should obtain the 

crematorium’s permission, that of the officiant and any participating musicians, and obtain from MCPS the 

LM license described earlier. (See Section 2: Music) 

 

Again, keeping in mind that not all copyright holders participate in these schemes, the funeral director 

should ensure that any copyright material, such as poems or other readings, has the copyright holder’s 

permission for inclusion. 
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Some crematoria have projection systems. If not the funeral director should be in a position to provide, or 

accommodate, equipment to enable, for example, photo montages or tributes from persons unable to 

attend to be displayed. The same applies to churches, where modern evangelical churches may be well-

placed to provide these facilities. At more traditional churches the funeral director may source them on the 

family’s behalf. 

 

The format in which material is provided to funeral directors is changing. USB sticks, CDs, email, text, 

picture messaging are all means by which the modern funeral director should be able to receive material 

from clients. 

 

Printing 
 

The printing of Orders of Service is now standard practice. Some funeral directors do this in-house; others 

have relationships with local printers who do it on their behalf. There are now also services online enabling 

the family to do the designing themselves for delivery by courier. Where this last option is taken, the 

funeral director should keep a close eye on the process and for preference request a proof, in order to 

check that words of hymns printed are accurate and correspond with those in hymn and service books used 

by organists and ministers or on digital music systems used at the venue. 

 

Licensing issues also affect these service sheets. As seen before PRS and PPL do not require a license for the 

reproduction of lyrics in service sheets. For reproduction of words of hymns and worship songs the first 

contact is CCLI who will issue an annual Church Copyright License (CCL) to funeral directors allowing them 

to do this. Calamus will give permission for Roman Catholic music. 

 

When in doubt, the individual copyright holders’ permission should be sought. This principle applies equally 

to other text that the family may ask to be included, such as poems or prose. This area is less easy to 

navigate as there is not the same sort of central body for writers and poets. The simplest advice is the same 

fallback position for music: find out who the copyright holder is and seek their permission. 

 

Photographs of relatives provided by clients carry implicit authority for use. Copyright images should not be 

used without permission and acknowledgment. 

 

Vehicles 
 

Whereas a hearse and following limousine represents a very traditional option, it is by no means the only 

way the final journey can be made. There is an extensive network of carriage masters in the UK who may be 

engaged upon request. Different models and colours are available, including white and pink vehicles. 

Furthermore, vintage and classic vehicles can be hired.  

 

Other styles of hearse are increasingly available, from the motorcycle or trike hearse to the 4x4 hearse. 

Coffins may also travel on buses, private cars or other vehicles hired for the occasion. The funeral director 

should ensure that the coffin is secure when travelling and that it may be placed on and removed from the 
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vehicle in a safe manner. To facilitate the easy removal of a coffin from an estate car, it is advisable to place 

a roller (such as a broom handle) half way underneath the coffin. The coffin can then be rolled forwards 

with ease.  

 

Cremated Remains  
 

A burgeoning field, although one which has been around for some time, is on alternatives for final disposal 

of cremated remains. Whereas the traditional options are for scattering or interment, cremated remains 

may now be disposed of by more imaginative means. Various companies exist to use cremation ash in 

glassware and jewellery. Ashes can also be incorporated into fireworks. The Star Trek actor James Doohan’s 

ashes were sent into space by a commercially operated rocket before falling back to earth. 

 

Companies offering these services routinely distribute literature to funeral directors and this can be made 

available to clients. Families should be aware that the proportion of total cremated remains used in these 

options is often quite small and other disposal will be required for the remainder. 

 
Adaption of services 
 

This may be the most challenging for our profession as we move further into the 21
st

 century. In common 

with other professions, we are finding that many of the services we offer can be obtained by those with a 

mind to do so direct from the original providers. By going online clients are able to research and order 

coffins, officiants, photographers, limousines and other services which hitherto we had been accustomed 

to booking on their behalf. 

 

The upshot of this is that funeral directors must now be willing to reduce and adapt the service they 

provide to fit the needs of clients who may wish to do more for themselves than they might have done in 

the past. 

 

For example, a client may ask a funeral director to use a coffin that the client has ordered for themselves. 

The funeral director may be called upon to look after a deceased person in their mortuary whom the client 

wishes to take to the crematorium in their own car. 

 

An NAFD member funeral director will already be providing estimates and accounts in itemised form. 

Therefore rather than providing the client with a packaged funeral wherein we take on all the 

arrangements on their behalf, we must now be willing to provide only those services which the client may 

require and to charge for them accordingly. Where this is done the funeral director may wish to apply a 

slightly different scale of charges to those normally applicable to a whole funeral, or to weight their charges 

for a whole funeral differently in order to be able to provide a reduced service at a viable rate. 
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Funeral Service 
 

The client will usually determine the day and time of the funeral and, as far as possible, these requirements 

should be met. However, there are several factors (apart from previous commitments) which may affect 

the Funeral Arranger’s ability to meet the wishes of the client: 

 

• The involvement of the Coroner – which may delay the release of the body and certification. 

• The clergy or church may not be available at the required time. 

• Cemetery or Crematorium times may already be booked. 

• The gravedigger may be unavailable. 

• A hospital port-mortem examination may be requested. 

• Delay in obtaining forms Cremation 4 and Cremation 5. 

• The client may wish the coffin to be received into church the night before the funeral. 

 

Once the above issues have been dealt with it may be a good idea to introduce the option of Service 

Sheets, Hymn Sheets or Intimation Cards at this point in the arrangements.  Although printing of service 

sheets or Intimation Cards etc. is an ancillary service (see later in this information) many Funeral Arrangers 

use a local/national supplier or print the copies themselves. 

 

Clergy/Officiant / Civil Celebrant 

 
It is up to the Funeral Arranger to offer all available choices to the client and not just arrange the ‘usual’ or 

the ‘rota’ Minister.  If the family wishes a religious service (see Funeral Rites) as a matter of courtesy, the 

Minister of the deceased’s religious persuasion and the Parish, or equivalent, should initially be approached 

to conduct the service, unless the client requests otherwise.  If that Minister cannot assist, permission 

should be sought before asking someone else to officiate. 

 

The Funeral Arranger should also have available a selection of celebrants who will provide a non-religious, 

humanist or civil funeral. The officiating Minister/Civil Celebrant/Officiant should be offered as much 

background information as is possible to assist in his/her dealings with the family and in preparing the 

ceremony. Nationally Qualified Civil Celebrants can be accessed following website:- 

www.iocf.org.uk/finding-an-iocf-celebrant-for-professionals.html 

Humanist Celebrants can be found through the following website:- 

http://humanism.org.uk/ceremonies/find-a-celebrant/ 

 

In addition the place of the actual ceremony should be considered, as there are more alternatives 

nowadays than just the traditional church, crematorium/cemetery chapel or graveside. Such venues 

include: Woodland burial sites, open air, public buildings, and hotels. 

 

Funeral 

Service 

Service/Ceremony at: 

 

Day, Date and Time 

Special Instructions 

 

Receive into Church: 
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Minister/Priest/Officiant: 

 

Religion/Non Religious: 

 

Transport required: 

 

Service Sheets: 

 

Special Needs 

(prior to service) 

 

Day, Date and Time 

 

Organist: 

 

Hymns: 

 

Music – CD/Wesley: 

 

 

Place of Committal (Cremation) 
 

Whilst ‘The Law and Practice of Cremation’ has been covered in Module 3 Unit 8, a number of points will 

have to be covered where cremation is requested. To this end, a good knowledge of local crematoria is 

needed along with their charges, timings, music options, special rules and services on offer in respect of 

memorialisation. 

 

Many families opt for a service in the crematorium chapel.  The crematorium staff will need to know if a full 

service or committal is required and whether the organ, if available, or recorded music is preferred.  These 

choices should be offered to the client, as should the alternatives for the final resting place for the 

cremated remains. 

 

 

COMMITTAL 

(Cremation) 

 

Crematorium: 

 

Full Service / Committal: 

 

Day, Date and Time: 

 

Cremated Remains disposal: 

 

Casket: 

 

Witness: 

 

Minister/Celebrant: 

 

 

Additional mileage: 

 

Organist: 

 

Music: 

 

 

Ashes together with: 

 

 

Memorialisation: 

 

 

Place of Committal (Burial)  
 

If the chosen method of disposal is earth burial, (see also Module 3 Unit 9 Human Burial: Law and Practice 

then the following information must be obtained. 

 

Cemetery 
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If the interment is to take place in a cemetery, is there an existing grave or does the client wish to purchase 

a new plot? If there is an existing grave, is the Deed of Grant available and/or is there any person eligible to 

sign an indemnity form (if required)? Is there a memorial on the grave and can the grave be identified 

beyond doubt? 

 

The Funeral Arranger should be conversant with the rules, regulations and bylaws of all the cemeteries in 

his/her area and should be able to give the alternatives available regarding purchased graves – including 

lawn and non-lawn sections, common graves, sections for various religious persuasions, the restrictions 

governing memorials, fees and maintenance.  If the cemetery requires a signature, this should be the 

signature of the client or owner (if different from the client). 

 

Churchyards 

 

If the client wishes for an interment in a churchyard, and such an option is available, the client should be 

made aware of the following: 

 

• A plot in a churchyard cannot normally be purchased 

• Often there are no plans or grave numbers in a churchyard, only the interment is recorded in the 

Church Register, therefore, extra care should be taken with the identification of a grave, especially if 

a grave is to be re-opened. 

• The Funeral Arranger may be called upon to arrange for a gravedigger to open the grave. 

 

 

COMMITTAL 

(Burial) 

 

Burial at: 

 

New Plot: 

 

Reopen: 

 

Purchaser: 

 

Memorial: 

 

Existing: 

 

Remove: 

 

 

Grave Number: 

 

Owner: 

 

Cemetery Form � 

 

Deeds/Indemnity 

 

 

 

New Order: 

 

Additional Inscription: 
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The Cortege 
 

Local tradition will often dictate the place of assembly for the funeral.  The Funeral Arranger can assist by 

offering the client the various alternatives available, such as: 

 

• The home of the deceased. 

• The residence of the client, family or friends. 

• Family to meet at the place of service – Church, Crematorium, Cemetery Chapel etc 

• Limousine(s)/car(s) to collect mourners from one point or various points and then meet the hearse 

at the place of service or en route. 

 

In deciding on the place of assembly, such points as the method of transport, including the use of private 

cars, and transport for the Minister must be borne in mind, together with any known restrictions regarding 

the route to the venue, local road works etc. which may affect the timings. 

 

The number of following cars chosen by the client will be dictated by the number of mourners requiring 

transport and seats available in each vehicle, remembering the insurance aspect with regards to the 

maximum number of passengers allowed.  Having decided how many vehicles will be needed, the family 

may even consider who will be seated in each of the following cars. 

 

Special attention may be given to the requirement for seatbelts to be worn or additional time allowed for 

the fitting of baby seats or assistance for wheelchair users. 

 

 

CORTEGE 

(Instructions) 

 

Assemble at: 

 

Limousines required: 

 

No. of passengers: 

 

Cortege from: 

 

Timings at place of assembly: 

 

Additional mileage: 

 

 

 

 

Private cars: 

 

Minister’s car: 

 

 

 

Return to: 

 

Family Bearers 
 

The client should be asked whether any members of the deceased’s family or friends would like to carry the coffin at 

any stage of the funeral. 

 

With Health & Safety an important issue, consideration should be given to the following: 
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• Similar in height, weight and lifting capacity of the proposed bearers 

• Provide as much training as possible 

• Don’t mix staff with family bearers (may create a ‘weakest’ link) 

• Ensure the lift is coordinated 

• Suggest staff assist with lift at either end to maintain safe conditions. 

 

If practical, the Funeral Arranger could offer the opportunity for a ‘rehearsal’ carry prior to the funeral – 

however, often the family bearers won’t be available until the day of the funeral. Therefore an allowance 

should be made for enough time to talk through the risk assessment for the venue and make clear any 

obstacles on arrival. Some Funeral Arrangers will ask the family bearers to sign an Indemnity Form in 

advance. 

 

Funeral Directors may often provide sufficient staff to attend the funeral to carry the coffin themselves, 

should the family bearers either decide they cannot do so or sufficient numbers do not arrive. Ultimately 

the Funeral Director must take responsibility and sanction whether the family bearers are safe to carry the 

coffin. 

 

Ancillary Services 
 

There needs to be sufficient space on the arranging form to cover ancillary services – sometimes known as 

‘value added services’ - could be offered to the client at the same time as the arrangement of the funeral 

thus saving the client time, and allows the Funeral Arranger to give a complete service. 

 

 

 
Floral Tributes 
 

Regardless of whether the Funeral Director employs a florist or has an arrangement with a local florist, the 

offer to provide such a service should be made, and is often appreciated by the client.  It is important that 

the arranger should be aware of what flowers are available, their costs and be prepared to advise the client 

accordingly.  An increasing number of companies have a floristry department within or close by their 

premises.  If this is the case, the florist would be able to advise the client there and then, or else an 
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appointment can be made for the client to call at the florist or for the florist to call at the client’s house to 

discuss fully what is required. 

 

Care should be taken with Floral Tribute cards, if they are handed into the Funeral Director in advance of 

the funeral. The name of the deceased and the date of the funeral should be clearly written on the reverse 

side and a note made on the arrangement card to ensure they are attached to the correct floral tribute on 

the correct funeral. 

 

 

Catering 
 

This is more common in some areas than others, with some Funeral premises having their own rooms and 

facilities for catering.  Funeral Arrangers should have available lists of local establishments and caterers and 

these may vary from catering in the family home to the local public house, hotel or restaurant.  Some 

knowledge of the menus on offer, together with costing should be readily available to the client. 

 

 

Memorialisation 
 

Although the sale of monumental masonry is outside the scope of the student learning materials for the 

Dip FAA, the Funeral Arranger may be called upon to arrange the removal of a memorial on a grave to allow 

an interment to take place.  Accordingly, if the company does not have a masonry department, and the 

family does not know who carried out the original work, the Funeral Arranger must know who to contact 

locally to carry out such a task. 

 

The family may well ask for the existing memorial to be taken to the monumental mason to be cleaned and 

an additional inscription added. If the Funeral Arranger becomes involved with masonry it is important that 

procedures are laid down relating to the progress and rendering of accounts for such work. 

 

With regards to cremated remains memorialisation at a Crematorium, most crematoria appear to offer 

memorials direct to the applicant who completed Cremation 1, however, the Funeral Arranger should be 

aware of what is on offer at the crematoria within the area, such as Books of Remembrance, memorial 

plaques, rose trees etc. in order to advise the client if the need arises. 

 

Printing and Stationery 
 

Mention has already been made of printing in the form of service sheets and there are a number of 

local/national firms who offer a speedy printing service together with comprehensive catalogues of service 

sheets, memorial cards, Mass cards, attendance and acknowledgement cards.   

 

Many Funeral Directors opt to print service sheets ‘in house’. Care should be taken to ensure that all 

spelling it checked and that the Minister/Celebrant has been fully involved with the drafting.  

 

Offering this service means that the family can have a personalised lasting memory of the funeral. 
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Learning Outcome 

5 Be able to create and place an Obituary and Acknowledgement notice. 

 

Notices in Newspapers 
 

The Funeral Arranger should be prepared to offer to place Death Notices and Acknowledgements in local 

and national newspapers and should be aware of the basic format required, publishing dates and costs.  

Some use the word ‘Obituary’ which is incorrect, as the word means “a brief biography of a deceased 

person”. The main objective of a Death Notice is to notify the general public of a death and to give details 

of the funeral service. 

 

It must be emphasised to the client that although an announcement of a death can be placed in the press 

straight away, the actual details of the day and timings for the funeral cannot be placed until they have 

been confirmed with all parties concerned. 

 

It is most important to talk through the notice with the client, and give helpful guidance to assist them with 

its compilation, but avoid putting ‘words in their mouths’. It may be useful to have a selection of notices 

available for a client to read through. Particular attention must be given to the spelling of Christian and 

Surnames and taking care with decorations e.g. MBE. MC., D.S.O. etc., titles e.g. Dr., Major etc. and with 

professional qualifications e.g. B.A., B.Sc., C. Eng., FCA, FRCS etc. 

 

Write an Obituary The following website resource contains in depth information to guide you in the writing of an 

Obituary. 

 
www.obituaryguide.com/ 

 

Announcements  
 

The following website provides examples of announcements and has the option to create and 

announcement. www.announcements.telegraph.co.uk/deaths 

 

Acknowledgements 

 

The following website provides examples of Acknowledgement Notices 

www.iannounce.co.uk/TheStar-co-uk/516/Acknowledgement/acknowledgement 
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Learning Outcome 

6  Know the purpose of the  statutory and non-statutory documents required to be 

able to arrange a funeral. 
 

Registration and Coroner’s Procedure 
 

Before proceeding further with the arrangements, and if registration has not been completed already or 

the Coroner is involved, this is probably the best time to fully explain the Registration and/or Coroner’s 

procedure relating to the case – Module 3 Unit 7. 

 

Whilst discussing documentation and if the funeral is a cremation, this may be the time to deal with 

Cremation Form 1 – Application for Cremation. However, many Funeral Arrangers may prefer to delay this 

until later in the arrangement once more details are known. Assistance should be given to help the client 

complete the form fully, whether by simple explanation or by actually writing out the form for a client to 

check carefully and sign – part 6 Statement of Truth. 

 

Special attention must be given to Part 5 – Inspection of Certificates. This must be explained clearly and 

fully so the client understands their options if certificates are given by medical practitioners. The client is 

entitled to inspect the certificates given by doctors under regulation 16(c) of the Cremation Regulations 

2008 (forms Cremation 4 and Cremation 5).  

 

If the client does not wish to inspect any such certificates they may nominate another person to inspect 

them instead. Such certificates will only be available for inspection at the offices of the cremation authority 

for 48 hours from the time that the cremation authority notifies the client (or their nominated person) that 

the certificates are available to be inspected. If the client (or their nominated person) does not attend at 

the time agreed with the cremation authority, the cremation may then proceed. 

 

 

Registration/ 

Coroner 

 

Cause of Death Certificate available � 

 

Registration �  Transport Required �  Collect certificate � 

 

Reported to Coroner � PM �  Inquest � 

 

 

Cremation Documents 

 

Cremation 1 � Cremation 1 collected � Cremation 1 received � 

 

Cremation 4 completed �                            Cremation 5 completed � 

 

Cremation 6 required � 
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Comparison of forms used in England and Wales, 
Scotland and Northern Ireland 
 
 
 

ENGLAND AND WALES 
 

SCOTLAND 
 

NORTHERN IRELAND 
 

REGISTRATION 
 

Medical Certificate of Cause of Death (To 

Registrar within 5 days/14 days) 
 

Registrar’s Cert. For Burial or Cremation Copy of Entry 

in Register 

A cert. of Registration or Notification of Death for DWP 

 
 
Still-born children: 

 

Medical certificate of still-birth Certificate of 

Disposal – Still-birth Certificate of Registration of 

Still-birth 

 
 
Form 11 (To Registrar within 8 days) 

(To Registrar within 5 days/14 days) 
 

Form 14 
 

Extract of an entry in a Register of 

Deaths 
 

A cert. of Registration or Notification of 

Death for DWP 
 

 
 
Form 6 

 

Form 7 (no doctor/mid-wife) 

Form 8 

Extract of an entry in a Register of Still- 

births 

 
 
Medical Certificate of Cause of Death (To 

Registrar within 5 days/14 days) 
 

Form G.R.O. 21 
 

Form G.R.O. 3 
 

A cert. of Registration or Notification of Death 

for DWP 
 

 
 
 
Form 306 

 

Form G.R.O. 34 
 

Form 2 

 

CORONERS FORMS 
 

100A (no PM, no inquest) 100B (PM, 

no inquest) 101 (Order for Burial) 

102 (Order for Cremation) 

99 (Certificate to Registrar after inquest) 104 

(Application to move out of England 

and Wales) 
 

103 (Permission to move out of England and Wales) 
 

Interim Certificate 

 
 
Still-born children: 100A (no PM, no 

inquest) 100B (PM, no inquest) 

99A (Certificate to Registrar after inquest on still-

born child) 

 

PROCURATOR FISCAL FORMS 
 

Allows doctors to issue Form 11 Allows 

pathologist to issue Form 11 Form 14 

issued by Registrar 

Form E1 

Form 11 

No forms – apply to Procurator Fiscal for 

permission to move body out of 

Scotland. 
 

Permission granted by ‘Firth of Scotland’ 

 
 
 
 

 
Allows doctors to issue Form 6 

Allows pathologist to issue Form 6 

Form 8 

 

CORONERS FORMS 
 

Form 14 
 

Form 17 
 

Form 19 
 

Form 20 (issued after PM) 
 

Form 20A (satisfied that cause of death was as 

certified by doctor) 
 

(Both forms commonly known as Form 

E) 
 

Form 21 
 

Form 18 (Out of Northern Ireland form) Form 

21A 

 

 
 
Form 316 – part A completed Form 

316 – part B completed Form 312 
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Comparison of forms used in England and Wales, 
Scotland and Northern Ireland 
 
 
 
 
 
 
 
 
 

 

ENGLAND AND WALES 
 

SCOTLAND 
 

NORTHERN IRELAND 
 

CREMATION 
 

Form A (Countersigned by householder) Forms B & 

C (Doctors forms) 

Form D (following PM – Medical Referee) Form E 

(Coroner’s Order to Cremate) Form F (Medical 

Referee) 

Form G (Crematorium Register form) 
 

Form H (following anatomical examination) 

 
 
 
 
 
Cremation – Still-born child 

 

Form A (sometimes shortened for a Still-

born child) 
 

Certificate of Medical Practitioner - Cremation of 

a still-born child 

 
 
Form A (Countersigned by householder) 

Forms B & C (Doctors forms) 

Form D (following PM – Medical Referee) 

Form E1 (Procurator’s Order to Cremate) 

Form F (Medical Referee) 

Form G (Crematorium Register form) 
 

Form H (following anatomical 

examination) 
 

Application to Scottish Executive Health 

Department 

 
 
 
Form A 

 

Certificate of Medical Practitioner - 

Cremation of a still-born child 

 
 
Form A (Declaration to be made before a JP or 

Commissioner of Oaths) 
 

Forms B & C (Doctors forms) 
 

Form D (following PM – Medical Referee) Form 

20 or 20A (see previous page) Form F (Medical 

Referee) 

Form G (Crematorium Register form) 

Forms B & C 

Paperwork received with body to City Hall, 

Belfast 

 
 
 
 
Form H – Application for cremation of a still-

born child 
 

Form I – Certificate of registered Medical 

Attendant or a certified Midwife 

 

EXHUMATION 
 

Coroner’s Warrant or Home Office Licence 

and/or Ecclesiastical Faculty 

 
 
Authority of Sheriff Principal at 

Sheriff Court 

 
 
Coroner’s Warrant or Department of 

Environment Licence and/or permission from 

Church Authority 
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Learning Outcome 7  Be able to prepare estimates of costs and written 

confirmations for an arrangement. 

 
 

THE COSTING OF A FUNERAL 

 

By the time you have reached this point, the Funeral Arranger should have the majority of the arrangements 

completed, or at least outlined; therefore it is important to give the client an indication of the costs involved. 

 

The Funeral Arranger should inform the client that the business is in membership of the National Association 

of Funeral Directors and accordingly abides by their Code of Practice.  The Code ensures that the client is 

offered a price list that can be taken away and studied.  The price list should then be offered and explained, 

pointing out the Code of Practice Principles, which should hopefully be printed on the back of the price list, 

and also the Simple Funeral Service that is offered under the Code.  In the majority of cases the Simple 

Funeral specification has already been exceeded, however the client is at liberty to change all the 

arrangements made so far in order to avail himself/herself of that service. 

 

Once the Principles of the Code of Practice, the Simple Funeral Service and the general layout of the price list 

have been explained, the client should be made aware that Funeral costs are made up in three ways:- 

 

• The disbursements, which are monies paid out by the Funeral Director on behalf of the client, 

and depending on the case, will include such items as the Cemetery or Crematorium Fees, 

Clergy/Celebrant fees, Notices in the paper etc. 

 

• The charges of the Funeral Director EXCLUDING the choice of coffin or casket.  These charges cover 

such items as professional services, the removal, the hearse and the following limousine(s). 

 

• The cost of coffin and/or casket selected. 

 

Once the Funeral Arranger feels that the client understands the pricing structure of the funeral, he/she 

should then go on to itemise all the disbursements that are going to be paid on the client’s behalf, explaining 

each item clearly, as recorded on the Arrangement Form.  Once all the disbursements are written down, 

they should be added up and the total given to the client. 

 

Many Funeral Directors request that money for the Disbursements is paid in advance of the funeral. 

Therefore at this stage the Funeral Arranger needs to explain the methods of payment acceptable to the 

individual firm and the necessary timescale, explaining that such payments will be deducted clearly on the 

final invoice. 

 

The Funeral Arranger must then go on to clearly explain his/her own charges, again talking through each 

charge.  Once the costs have been identified, apart from the coffin/casket selection, the Funeral Arranger 

will add them up and tell the client their cost.  The Funeral Arranger costs and fees for disbursements are 

then added together, thus the client will know how much he/she is committed to before being offered the 

coffin/casket selection. 
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Some Funeral Directors will offer ‘package’ prices, which include a particular funeral specification and coffin 

type. This is acceptable, as long as the client is fully aware of what is and isn’t included within these packages 

and have the option to upgrade or downgrade between them. It may be that these packages have been 

established as the most common type of local funeral and where the sum of the ‘itemised’ funeral 

arrangements works out slightly cheaper within a ‘package’. 

 

If the coffin is not included, the Funeral Arranger can then go on to offer the coffin/casket selection.  This 

can be done by asking the client if they would like to see a brochure containing the selection; by inviting the 

client to visit the selection room, or, if the client prefers, by a verbal explanation of what is available.  Some 

arrangers leave the client to look through the brochure, whilst they go to check on timings etc, however, it is 

probably better to talk through the selection, so that any questions can be answered there and then. 

 

At this stage, if not already decided upon, the details of the interior set and whether the deceased should 

wear a gown or their own clothes could be dealt with. A crucifix, masonic emblem or other ornamentation 

needs to be discussed at this point. For funeral arrangers in Scotland, coffins used for burials are fitted with 

‘courtesy cords’ and ‘tassels’. These are mostly silk and are used by the principal mourners to lower the 

coffin into the grave. There are normally eight cords in all, one at the head, one at the foot and the 

remainder placed three on each side of the coffin, thus ensuring, with the help of ‘safety tapes’, that the 

coffin is lowered into the grave safely and correctly. Mourners are informed before the funeral which cord 

they are to hold by the issue of a Cord Card which states - ‘Mr/Mrs ..... will, please, take Cord No....’ 

 

Once the coffin or casket has been decided upon, the Funeral Arranger is in a position to give a complete 

estimate of the costs involved, seek assurance that it is fully understood, that the client is satisfied with it 

and that the price list can be kept. 

 

If circumstances allow, the Funeral Arranger should then give a written estimate along with a confirmation of 

the funeral arrangements.  In some cases, confirmation will still need to be obtained, and so the Funeral 

Arranger should assure the client that that confirmation and written estimate will be forwarded as soon as 

possible. 

 

It is important to make the client fully aware of your Terms and Conditions, particularly prior to them signing 

a written estimate. The Funeral Arranger should clearly explain any discounts that may be on offer or 

charges made on overdue accounts. 

 

Please refer to Module 5 Unit 14, Contractual Obligations for a copy of the Terms and Conditions 

of Business. 

 

The Funeral Arranger should ascertain where the account is to be sent, if the client asks for this to be sent to 

a Solicitor or Bank, it may be a good policy to also forward a copy to the client for their reference.  

 

Notice of right to cancel an agreement 
Clients have the right to cancel the contract with the Funeral Director if they so wish.  This right can be 

exercised by sending or taking a cancellation notice to the Funeral Arranger at any time within the period of 

seven days starting with the day of receipt of a notice in writing of the right to cancel.   

 

Please refer to Module 5 Unit 14 

Understanding Client Liability, Entitlement and Consumer Regulations within the Funeral Service. 
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Conclusion 

 

Before taking leave of the client, the Funeral Arranger should ask if there are any points that need clarifying.  

He/she should then go on to summarize the main points of the arrangement, making sure that the client 

understands the registration procedure, if not already completed.  He/she should also mention any other 

forms and certificates that may need to be completed and returned. 

 

Finally, the Funeral Arranger should remind the client of what actions he/she is going to take and hand the 

client a business card, if not already given at the beginning of the arrangement and/or information about the 

firm. 

 

A good way to complete the arrangement is for the Funeral Arranger to end with a handshake and to assure 

the client of his/her best attention and availability at all times. 
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Help with your studies 
• Publications and Website 

• Questions for Discussion 

• Tips for students 

• A Case Study (Class Exercise) 

• Example  examination questions 

 

 
Publications and Websites 

 
There are a growing number of publications (and websites) dealing with the personalisation of 

funerals. The following books contain many ideas: 

 

Cowling C (2010) The Good Funeral Guide London: Continuum 

 

Jane Wynne Willson (1998) Funerals without God. A Practical Guide to Non-Religious Funeral 

Ceremonies 5th ed London: British Humanist Association 

 

Morrell J and Smith S (2006) We Need to Talk about the Funeral Totnes: Alphabet and Image 

Publishers 

 

Gill S and Fox J (2004) The Dead Good Funerals Book Ulverston: Engineers of the Imagination 

Francis J (2004) Time to Go. Alternative Funerals. The Importance of saying goodbye Lincoln: 

IUniverse 

 

West K (2010) A Guide to Natural Burial London: Shaw & Sons 

 

The following websites also contain a wealth of information and ideas: 

 

www.goodfuneralguide.co.uk 

www.naturaldeath.org.uk 

www.ifishoulddie.co.uk/planning-a-funeral-service-c42.html 
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Questions for Discussion 
: 

1. What elements of personalisation have been incorporated into some of the funerals you 

have arranged? 

 

2. Have these been suggested by the family or by yourself (or a colleague)? 

 

 

3. Do you think they have been appreciated by those attending the funeral? 

 

4. Have you found difficulties or resistance at some elements of personalisation from those 

taking part in the funeral, such as clergy? If so, were these overcome? 

 

Oral Examination 
Please refer to the Oral Examination Guidelines. 

 

Tips for students 
• It is important not to view this unit in isolation, but one that draws from a number of units 

in this course. For example, the removal procedure is covered in the next unit (Module 2 

Unit 4 /5) and advice concerning the registration of death is covered in Module 2 Unit 4. 

 

•  Of key importance is the unit on communication including telephone skills (Module 1 Unit 

3) Communicating with Clients within the Funeral Service. 

 

• As with all the other Modules in this course, always use the full title of the certificate. 

Where applicable, this should include its colour and number. For example, don’t write ‘The 

Registrar’s green certificate.’ Use the full title and colour: ‘Registrar’s Certificate for Burial 

and Cremation (green)’. Don’t write ‘Form 6.’ Write ‘Certificate of Coroner, Cremation 6’. 

 

• Where appropriate, use your own experience and knowledge of the systems in your place of 

work to answer questions. However, as you are not being tested on your own systems or 

procedures, don’t be afraid to supplement it with information and ideas that you think are 

relevant and help to make the answer comprehensive. 

 

• Approach answers requiring a step-by-step approach, such as dealing with floral tributes or 

donations, in a logical manner. A diagram or flow chart may be appropriate.  
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A Case Study (Group Exercise) 
 

You are a funeral arranger (based somewhere in the UK) who has been called to a house to arrange 

a funeral. You do not know what to expect except that the funeral service followed by the 

cremation or burial will take place locally. 

 

The scenarios could be as follows: 

 

1. The cremation of a mother and her stillborn child who have died in childbirth. A 

Roman Catholic Mass will precede the cremation. 

 

2. The cremation of two adult members of the same family who have died in a car 

accident. 

 

3. Death by natural causes of a holiday maker in the Isle of Man followed by 

transportation of the coffin by air. Cremation is to take place followed by burial of 

the ashes in a new purchased grave. 

 

4. Death of a local civic dignitary followed by burial in an existing grave in the local 

authority cemetery. 

 

5. Death in Switzerland of a motorcycle enthusiast with the coffin being flown to 

Gatwick Airport. You are then to arrange a woodland burial after an open air service. 

 

 

Instructions: 
 

List the advice you would give the family concerning registration or the coroner’s procedure. 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 
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List the documentation required for burial of cremation. 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

List any suggestions you would give the family on how to personalise the funeral. 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

 

List any special issues related to the person or circumstances of death you would discuss with the 

family. 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 

 

………………………………………………………………………………………… 
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Example Examination Questions   
Use these questions to test your knowledge or for revision purposes. 

 

� Your new batch of minister confirmations' has not yet arrived from the printers. Prepare a 

confirmation in letter form for a local minister giving all the details he would require.  

 

� Draft a confirmation giving details of viewing, jewellery and costs, including five 

disbursements. 

 

� Describe three items of stationery found in the Funeral Arrangers' office, not including the 

client confirmation/estimate, ministers' confirmation and arrangement form. 

 

� You have been asked to arrange the funeral of a 27 stone man, who has died in a local 

hospital. 

 

a. State 5 considerations or procedures you would need to put in place to effect the removal 

from the hospital mortuary.     

b. List 10 special considerations you might discuss with his family about his funeral covering 

both the possibility of him being buried or cremated.                   

 

 

� When arranging a joint funeral for two people who are related or connected by 

circumstances, indicate ten points to which special attention needs to be paid. 

 

 

� List the essential information to be obtained from the client, and its relevance. 

 

� List 6 key external contacts a funeral arranger regularly has contact with. 

 

� When is risk assessment appropriate? 

 

� Be able to create and place an Obituary and Acknowledgement notice. 

 

� Explain of the  range of statutory and non-statutory documents required to be able to 

arrange a funeral. 
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ASSESSMENT CRITERIA 

 

Module 4 

Unit 11 

ASSESSMENT CRITERIA 

 

 The learner can: 

4.11.1a Identify the essential information to be gathered from the client. 

4.11.1b Explain the relevance of each piece of information identified in 4.11.1a 

4.11.2a List external contacts that may be required to arrange a funeral. 

4.11.2b Explain why it is important to form effective working relationships with each of the 

contacts identified in 4.11.2a 

4.11.3 Identify the client instructions that will necessitate a risk assessment.  

4.11.4 Describe the personalisation options available to the client 

4.11.5a Create an Obituary.  

 

4.11.5b Create an Acknowledgement notice. 

 

4.11.5c Describe the process for placing: 

a) Obituary; 

b) Acknowledgement. 

4.11.6a Accurately prepare the following: 

a) an itemised estimate of all charges; 

b) a client contract; 

c)  confirmation of arrangements. 

4.11.6b Explain to the client, where appropriate, current consumer regulations. 

 


