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MODULE 

5 

 

THE FUNERAL 

 

UNIT 

13 

 

MANAGING AND CONDUCTING THE FUNERAL 

 

Purpose 

and Aim of 

the Unit: 

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

responsibilities of the funeral director in managing and conducting the funeral.  

 
 

LEARNING OUTCOMES 

 
This unit has 3 learning outcomes 

 

1 Understand how to manage a funeral. 

 

2 Know how to maintain the health and safety of clients and mourners 

during the funeral. 

 

3 Understand how to conduct a funeral. 

 

 

 



 
 

National Association of Funeral Directors © 2013 Module 5 Unit 13 Issue 1 July 2013 Page 2 

 

NOTES: FUNERAL PROCEDURE SCOTLAND 

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.... '  

The coffin in Scotland is generally polished with an interior of padded side sets and edge frill 

with matching gown and robe. Handles and plates for cremation are similar to those used in 

England, however, there are major differences in burial procedures.  

The service at the graveside is normally quite short, around 15 minutes, as the main service will 

have been held either at the house, in church or in the premises of the Funeral Director.  

Generally there is little difference between conducting a funeral in Scotland or in England, for the 

basic essentials are the same, local customs decreeing any differences.  
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Learning Outcome 1 

 

 

Understand how to manage a funeral. 

 

 

 FUNERAL SERVICE TEAM - LEADERSHIP 

Giving Instructions 

Giving instructions to other people in the funeral team is by no means an easy task. You may worry 

about how others will react to you in this situation. This is particularly true when you have to give 

instructions to people with whom you work closely on a day-to-day basis, and possibly even more so 

with ‘casual’ team members. 

One of the major factors, which will influence how people respond to you is your leadership style. 

Bearing in mind, leadership and management styles are, like motivation, are a field of study in  their 

own right, and as such, the information contained within this Unit is only brief.  

Consider your own style of management. 

 

Management Styles 

Think back to funeral directors or other managers you have had in the past and think about their 

methods of encouraging you to do something. You can probably identify two extremes of 

management style! 
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Although good funeral directors  use many styles,  one style will normally be dominant. Poor leaders 

tend to use one style (normally autocratic). 

“I want all of you to. . . “ 

This style is used when funeral directors tell their employees what they want done and how they 

want it accomplished.  This style may be appropriate to use when you have all the information to 

solve the problem, you are short on time, and your employees are well motivated.  

Some people may use this style as a vehicle for yelling, using demeaning language, and leading by 

threats and abusing their power. This is not the authoritarian style, rather it is an abusive, 

unprofessional style called “bossing people around.”! It has no place in a leader's repertoire or within 

the funeral service. 

If you have the time and want to gain more commitment and motivation from your team members, 

then you should use the participative style of management. 

“Let's work together to solve this. . . “ 

This style involves the funeral director including one or more employees in the decision making 

process (determining what to do and how to do it). However, the funeral director  maintains the final 

decision making authority.  

Using this style is not a sign of weakness, rather it is a sign of strength that your employees / 

colleagues will respect. This style is normally used when you have part of the information, and your 

colleagues / employees have other parts. A funeral director  is not expected to know everything, all 

the time! 

Use of a Participative (democratic) style is of mutual benefit as it allows others to become part of the 

team,  and allows you to make better decisions.  

Take care of the problem while I go. . .  

Delegation empowers others in the team  to make the decisions. However, the funeral director is still 

accountable for the decisions that are made. This style is used when others in the team are able to 
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analyse the situation and determine what needs to be done and how to do it. You cannot do 

everything. You must set priorities and delegate certain tasks.  

This is not a style to use so that you can blame others when things go wrong, rather this is a style to 

be used when you fully trust and confidence in the people below you. Do not be afraid to use it, 

however, use it wisely!  

NOTE: Laissez Faire (or lais·ser faire) is the noninterference in the affairs of others. [French : laissez, 

second person pl. imperative of laisser, to let, allow + faire, to do.] 

Combining styles – a good leader will use a combination of styles, depending on what forces are 

involved between the employees, the leader, and the actual situation.  

Some examples include:  

Using an authoritarian style on a new employee who is just learning the job. The funeral director 

is recognised as competent and a good coach. The employee is motivated to learn a new skill. The 

situation is a new environment for the employee.  

Using a participative style with a team of employees who know their job. The funeral director 

knows the problem, but does not have all the information. The employees know their jobs and 

want to participate as part of the wider team.  

Using a delegative style with a colleague who knows more about the job than you. You cannot do 

everything and the colleague needs to take ownership of the job. In addition, this allows you to be 

at other places, doing other things.  

Using all three: Telling your employees that a procedure is not working correctly and a new one 

must be established (authoritarian). Asking for their ideas and input on creating a new procedure 

(participative). Delegating tasks in order to implement the new procedure (delegative or laissez 

faire).  

 

 



 
 

National Association of Funeral Directors © 2013 Module 5 Unit 13 Issue 1 July 2013 Page 6 

 

Forces that influence the style to be used included:  

o How much time is available.  

o Are relationships based on respect and trust or on disrespect?  

o Who has the information—you, your employees, or both?  

o How well are your employees trained and how well do you know the task?  

o Internal conflicts.  

o Stress levels.  

o Type of task. Is it structured, unstructured, complicated, or simple?  

 

Briefing the Funeral Service Team 

Stand or Sit? Consider your own body language. What style of behaviour are you portraying? 

Good, clear and concise communication skills for team briefing is one of the important skills of that you 

will need. Without this, all your knowledge of motivation and team leadership will be wasted. To pass on 

instructions, which will be understood and followed, you must:  

- Prepare carefully 

- Deliver instructions clearly –but consider your style. 

- Check understanding. 
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To prepare carefully, you may need to think through the following information: 

WHO Who are you going to give the instruction to? Is this the right person? Do they have the 

skills and knowledge to carry out the task? You should adapt your pace to suit - giving 

instructions more slowly for new members of staff, for instance. 

WHAT What is it that you want the person to do? You must be absolutely clear about this in your 

own mind before you start to speak. Also, what resources will they need and are they 

available? 

WHY Why do you want the task done? Why should it be done in the way you have explained? 

These are perhaps the most important parts of sharing instructions and, unfortunately,  

the ones most often forgotten. 

For instance, you might instruct your team about change of a funeral route, stating that  

the Main Street is to be avoided, but not explaining why. The driver assumes that this is 

because of road works which are known to cause delays. However, just before the driver 

sets off, he/she hears from a colleague that the road works have been removed and  

therefore decides to take the cortege using the route to the crematorium.  

The driver can’t be expected to know that your client has specifically asked that the Main 

Street be avoided – after all, the deceased was badly injured in an accident there, which 

contributed to his / her death.  

The client would be justified in complaining, but the driver made the decision based on 

good reason.  So always state WHY. 

  

When do you want the task done? Is the timing important? Does the task need to be done 

right away or can it wait? 

WHERE Where should the task be carried out? On your premises or in your Client’s home? Be sure 

to give exact instructions if there is likely to be any confusion about street names, churches, 

which crematorium etc. 

Making a note of your message will help to give you confidence when you are speaking, and it is 

important to give the impression of confidence when instructing the funeral service  team. 
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The words you use are also crucial to your success as a Funeral Director. Since you will be dealing 

with people who you work with on a daily basis, it is best to use every day and polite language. Use 

words that your team will understand and expect to hear from you.  

People will not be impressed if you start to use pretentious language just to show that you are the 

boss. Neither will they be happy if you bark instructions at them. 

Remember: Always treat people the way you would expect to be treated yourself irrespective of 

employment status, i.e. full time, part time or casual employment. 

Check for Understanding 

It is always dangerous to assume that an instruction that has been given to someone, has actually 

been understood correctly. Even if you have followed the advice above regarding preparation and 

delivery, the message might still not be interpreted correctly.  

The best way to make sure that your instructions have been understood is to check. It is often not 

simply enough to ask the person if they understand what you have told them. People are normally 

very reluctant to admit that they have failed to understand something someone has said to them. 

They will often try as best they can to interpret what you have said, and hope that they have got it 

right. 

How can you get around this problem?  

The best way is to check for understanding – give everyone chance to think and reflect.  

This way, you can easily check that they have got the message. It is also an aid to idividuals actually 

remembering the instructions! 
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This checking of instructions is particularly 

important when you are instructing a team of 

people. If a team of three individuals all draw a 

different conclusion from what they have been 

told, the likely result will be chaos.  

Each may interpret the instruction slightly 

differently, and react according to their own 

interpretation. Ensuring that the people you are 

instructing clearly understand the instruction is 

as much your responsibility as theirs. 

This is very similar to the practice you adopt 

when you are arranging a funeral, where you 

would always check back with your client to 

make sure that you have taken their instructions 

correctly and that they understand what 

arrangements are in place. 
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Managing People 

To manage people we need to firstly understand what effective people skills are and how to use them. 

What is Effective People Management? 

People management is one of the subjects most frequently written about in any business today.  

Before examining specific funeral service people skills and techniques, it is important that you have a 

clear understanding of what is meant by the term ‘supervision’ as we intend to use this to underpin 

people skills. 

How would you explain to someone what the term ‘supervision’ means? 

You may think that supervision is about being responsible for getting a job done. This is true but not 

the whole story. Supervision is not only about telling people what is required f them. It is about leading 

an individual or team to complete a task to a required standard and there are a number of factors to 

consider.  

Before giving any instructions, you must firstly be sure that the person receiving the instructions is able 

to carry out the task. For instance, there would be little point in asking someone to drive the hearse on 

a funeral unless they could drive.  

You also need to pass on your instructions in a way that the person receiving them can understand 

them, and then check that the person has indeed understood them. 

Your responsibility does not stop there. It is important to check that the job has been done properly by 

monitoring the staff responsible to you. This helps to make sure that the work has been carried out 

correctly and gives an opportunity to correct any mistakes at the earliest possible stage. 

Where a member of staff is not achieving the required standard you should be able to help them 

improve. For example,if they display appropriate behaviour when you are around, but behave 

inappropriately when  you are are not, what would you do? How would you approach dealing with  the 

situation? What will you do and say? How can you rectify? 

Does your business clearly communicate expectations of all employees during the funeral? Are there 

guidelines? If the answer is ‘No’,this could be something you may wish discuss with your employer! 

Finally, and perhaps most importantly, you should know your team and what motivates them. 
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Setting the Standard 

As we discussed in the introduction to this topic, the ability to give instructions is only one part of your role. 

Just as important is the ability to make sure that your instructions are being carried out correctly - both now 

and in the future. 

It is impossible to monitor the performance of people working with you on the day of the funeral unless you 

are quite clear in your own mind what an acceptable level of performance is. What is equally important is 

that your team also know what standard is expected of them. Most importantly of all, is that yours and your 

team's understanding of acceptable standards must be the same. This is your responsibility. It is wrong to 

assume that because you know the standard that everyone else does. Spell it out. 

There are 2 steps to assessing or monitoring performance: 

� Establishing what an acceptable level or standard of performance is for a particular task 

� Establishing how an individual’s actual performance compares to this standard. 

A good Funeral Director will use both as an opportunity to work with the team. 

Most of the things we do as employees have a standard associated with them. In some cases this standard 

is quite obvious. For example, it would be clearly unacceptable to be at work under the influence of alcohol. 

Anyone in this condition would have failed to meet the required standard. 
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Very often the acceptable standard is far from clear. Occasionally the funeral director and other staff 

members have different ideas of what is and isn’t acceptable. Needless to say, this can cause a significant 

amount of confusion. 

The following are possible causes of an acceptable standards not being understood or perhaps made clear. 

- Dress 

- Use of Language 

- Professional and Ethical Behaviour 

- Time Management 

- Attention to Detail 

- Expectations  in the funeral home 

- Expectations at the Crematorium or Church 

As the funeral director you have a responsibility to communicate the standards you expect of your staff. 

Allow them to question the standard and your expectations if necessary. What are your expectations of 

each individual and why your expectations are important? What are their expectations of you? 

This will help others gain a better understanding, not only of the standard itself but also of the thinking 

behind it.  

Allow people to make their comments openly and honestly, but remember the final decision has been 

agreed within the business. Such decisions may be questioned, but only on the basis of how reasonable 

they are, not on the likes and dislikes of individuals. 

Continually review performance against defined standards of work to ensure they are kept to the funeral 

service business requirements. 
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Giving Feedback 

You have just looked at ways of establishing standards of performance, and of measuring actual 

performance. It is now up to you to communicate with staff about how they are performing. The way you 

do this can be crucial to the performance of both the individual and the team as a whole. 

 

 

Ensure feedback is balanced with the things 

that have been done well, and what could have 

been done differently. 

Be clear with your expectations. 

i.e.  

I am pleased with how you helped to ensure 

despite the late arrival of a family member, the 

funeral went to plan and on time. 

Just one point, I noticed during the funeral 

service of Mr / Mrs X, that you were stood 

behind the Crematorium laughing and joking 

without consideration to mourners leaving 

from the previous funeral – what impression do 

you think your actions created? 

By the way. thank you for pointing  out about 

the unplanned roadwork’s 

 

 

 

Think about the styles of leadership you have covered and the guidelines on how to instruct people 

effectively. One of the keys to this was the way in which you deliver instructions. These rules apply when 

you give feedback on performance.
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Motivation 

Members of your team will be motivated in similar ways and others will be motivated by different things. 

Motivation starts with earning enough to live on and being liked by colleagues. Motivation then grows with 

confidence following good training, our personal ego then comes into play. For some people this will take 

the form of doing well at work and aiming for promotion, for others excelling at a sport, being a member of 

a local committee or gaining qualifications. 

The last human need to be satisfied is that of self-achievement, ‘to be all you can be’. Gaining and giving 

everything in life that we each would like. 

Therefore, it is difficult to motivate your staff to work well for you, unless they earn enough to live on, have 

reasonable security of employment and feel accepted by their colleagues. 

The strongest motivators are: 

� Sense of achievement 

� Recognition by others of their ability 

� Having responsibility 

� Interesting work 

� The prospect of promotion. 

You may have to apply some of this knowledge if you are to be effective in getting others to work with you. 
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The Importance of Time 

Management. 
 

 

Time is a precious commodity which should be used to its best advantage.  In the planning stage the 

availability of vehicles and staff must be considered, how long a particular funeral will take and if the fleet 

and staff can continue on to another funeral. 

o The expectation that vehicles and staff can defy the laws of time and successfully carry out funerals 

which over-lap will always cause problems. 

o A working understanding of the ergonomics of a funeral is very important for the funeral arrangers 

who will book the timings of funerals and expect the funeral director to ‘make it work’. 

o The working day must be planned in order for it to work to the full advantage of all concerned. 

 

Any aspect of a funeral service which appears hurried or unprepared will cause the client to have concerns 

about the funeral director’s ability.  

 

Therefore time is a very important part of successful funeral practice and should be treated as such.   
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Procedure if leaving from the funeralhome 

If the deceased has been resting in a  Chapel of Rest, time should be allowed for final checks to be 

made, for the coffin to be closed and to be sure that all those present have finished paying their 

respects. 

The  Funeral Director / Conductor must identify and introduce themselves to the client or principal 

mourner, and, after a few words in general  terms: 

o Ascertain whether all the mourners are present and, if so, there are sufficient seats in the 

following cars, identifying any private cars which may be following and instructing the drivers of those 

cars as to route and parking arrangements. 

o Tell the chief mourner what time the cortege should move off from the house. 

o  Ask which flowers should be placed on the coffin, if not already on it. 

o  Add any additional flowers at the family may wish to prepare a list in advance and some Funeral 

Directors supply a car list showing the number of places available in each vehicle house to the flower 

list, if there is time. 

o  Discreetly seal the coffin and carry to, and place in, the hearse. 

o Lead mourners to the following cars, making a mental note of any private cars in the cortege. 

The assembling of mourners in the correct or acceptable order calls for the exercise of considerable 

tact, especially when the arrangement is left to the Conductor as they not only have to interpret the 

wishes of the client, but also to satisfy those who insist on their ‘rightful position’.  
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Thought should be given to this point beforehand may avoid difficulty when loading the cars and 

also ensures that sufficient cars are provided for the numbers known to be attending. 

When no list is available, loading may be difficult, especially when the mourners all leave the 

fneral home / house together, but this can often be overcome by having an assistant tactfully 

controlling the exit and limiting it to a car load at a time. 

Alternatively, and less formally, all cars may be loaded at the same time without moving them up 

to the gate one at a time. Increasingly nowadays, there is only one following limousine with the 

remainder of the mourners using their own cars. 

 

The Conductor must ensure that no vehicle carries more than the number of passengers for which 

it is insured and if there are any children as passengers they must have their booster seats, if 

required, securely placed by their parents.  

 

Remember it is against the law for small children to travel on an adult’s lap as well as being unsafe.
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Procedure if leaving from the client’s or deceased house 

The cortege must arrive at the house with enough time allowed before the service begins 

If the deceased has been resting at home overnight, time should be allowed  for the coffin to be 

closed and to be sure that all those present have finished paying their respects. 

There may also be extra floral tributes to contend with and possibly anyone arriving late and parking 

their cars.  

o Discreetly check and seal the coffin - carry to, and place in, the hearse. 

o Lead mourners to the following cars, making a mental note of any 

private cars in the cortege. 

The timings for funerals should be as precise as possible and the Conductor should know exactly 

how it long it takes to get to the place of service.  

The cortege should arrive with enough time to allow the Conductor to converse briefly with the 

Officiant, check the Chapel and check the Organist has the required list of music and hymns before 

enabling the service to commence at the appointed time. It is as important not to arrive too early as it 

is to arrive too late. 

The speed of travel of the funeral cortege varies according to local custom. General points, 

however, which should be watched, are as follows: 

• All acceleration or slowing down must be gradual. 

• Vehicles must keep as close as reasonably safe to do so to make it difficult for intruders to cut in. 

• The hearse driver must endeavour to get the whole cortege out of turnings or through traffic 

lights as a unit; if the cortege is split up then he/she must go slowly until it reforms. 

• The number and appearance of private following cars must be noted and contact 

maintained with them. 

On the question of ‘walking’ funerals there is little to be said in general terms as this depends very much 

on local custom or procedures adopted by the company. In many parts of the country there is no 

‘walking’ at all, in other parts ‘walking’ is done for a matter of 30/50 metres when leaving the house 

and again just before reaching the place of service. There are some areas where anything but walking the 

whole of the distance from the house to the church and thence to the cemetery would be considered as 

unseemly haste. 
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Learning Outcome 2 Know how to maintain the health and safety of clients 

and mourners during the funeral. 

 

 

This is a sensitive area to consider given that Funeral Directors have a responsibility to provide sufficient 

bearers to allow the coffin to get from the hearse to the catafalque or grave safely. 

Unfortunately, as we live in an increasingly litigious and health-and-safety obsessed society , when 

volunteer pallbearers present themselves, they may appear robust, but, family members and volunteer 

pallbearers are not trained, or indeed, used to the procedures for the lifting and safe-handlng of the 

coffin. 

It is becoming more routine for Funeral Directors to ask for family or pallbearer signatures.Funeral 

directors should use their discretion, but there is a need to safeguard liability should accident occur. 

Given that in such an event,the Health and Safety Executive  (HSE) would view as a civil liability issue and 

is nothing to do with the HSE. But it is worth pointing out that waiver forms have no force in law and 

would not totally absolve a business from responsibility 

Therefore, Funeral Directors should ensure as far  is reasonably practical, family members and volunteer 

pallbearers are made aware of their personal responsibility to be aware of their own health and safety 

during the funeral service.  
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Funeral Directors should ensure the health and safety of clients and mourners by ensuring the following 

precautions are in place:- 

- Use of seatbelts in the limousines 

- Safe opening of vehicle doors 

- Safe exit from the funeral vehicles 

- Volunteer Pallbearers receive practice on lifting and carrying a coffin prior to the day of the 

funeral. 

- Clients and Mourners are made aware of their personal responsibility for their own health and 

safety. 

- Waiver – disclaimer documents are provided and signed 

At the graveside 

It is the funeral director’s role to guide mourners’ to the grave and organise the lowering of the coffin.  

 

This is not without risks and funeral directors should provide adequate controls to ensure the safety of 

mourners at the graveside in terms of where to stand, and instruction, should anyone wish to step 

forward to scatter earth on the coffin after lowering into the grave. 

 

At the Crematorium 

Crematorium representatives will normally greet Funeral Directors, Officients and mourners and direct 

them into the chapel. 

 

The crematorium representative becomes  immediately responsible for the health and safety of mourners 

upon entering the crematorium.  

Funeral Directors’ must assume responsibility to ensure that the coffin is received on the catafalque in 

such a way as to facilitate a safe, and dignified lowering to the crematory area. From this point onwards, 

safe transportation and further handling of the coffin becomes the responsibility of the Crematorium 

staff. 
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Learning Outcome 3 

 

    Understand how to conduct a funeral 

 

 

 

PROCEDURES AT THE CHURCH OR CEMETERY CHAPEL 

 

On arrival at the place of the ceremony or service the Conductor or a staff member 

should indicate to the drivers of private cars where they should park, allow the main 

mourners to descend from their vehicles to speak with any friends, and then follow 

these general procedures: 

 

• Greet the Officiant and discreetly deal with any financial matters or certification. 

• Check access to, and layout of, the church if visiting an unfamiliar church or chapel. 

• Check on the correct siting of the trestles or wheeled bier. 

• Instruct bearers to place flowers in church if requested to do so. 

• Check service sheets and/or hymn and service books, also attendance cards are in pews or will 

be handed out. 
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• Check arrangements for music, if any. 

• If any donations have been requested, is the collection plate(s) and notice(s) in position? 

• Ensure that all expected mourners are present. 

• If the weather is inclement, ensure that umbrellas are available. 

 

When all is ready, the main mourners are, according to their wishes, either escorted into the church or 

chapel and shown to their places, or invited to follow the coffin and all other attendees are invited 

to take their seats.  

 

The bearers then reverently shoulder the coffin, or place it on a wheeled bier and the Officiant leads 

the procession, either from the Lych Gate or church door and into the church followed by the 

Conductor, the coffin and mourners. Some Conductors may find it more appropriate to follow the coffin 

thus putting them in a better position to assist the Bearers in lowering the coffin on to the trestles or 

the correct placing of the wheeled bier. The Conductor and Bearers then bow to the coffin or religious 

symbol and then the Conductor will turn to indicate the first pew for the chief mourners.  

 

The bearers will quietly seat themselves in a pew already allocated to them or leave the church by a side 

aisle to attend to their vehicles, and any flowers, depending on instructions given to them, the 

Conductor remaining in the church or chapel. 

 

At the end of the service, the Conductor must be ready to lead their bearers forward and supervise the 

turning and/or shouldering of the coffin. Having done this the Conductor turns their attention to the 

mourners who should be standing and waiting for a sign to leave the church/chapel.  

As the chief mourners often go into the pew first, followed by several others, the Conductor must 

ensure that they have time to position themselves in the right order without getting too far behind.  

 

The Funeral Director / Conductor will need to supervise the placing of the coffin in the hearse, check 

that any additional flowers have been noted and loaded and that all main mourners are seated in the 

cars, ensure that the Minister/Officiant has left the church and is with the cortege, or have their own 

transport and arrange for someone to collect any surplus service sheets and attendance cards if used. 
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It may be practical to arrange for written directions to be handed out to those wishing to attend the 

committal. 

 

If the committal is to take place in the churchyard or cemetery attached to the chapel, and there is a 

distance to the graveside, it may still be convenient to use the cars. It is important to control the speed 

of the vehicles so that any friends following on foot may keep pace. 
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 AT THE GRAVESIDE - COMMITTAL 

It is desirable that arrangements should have previously been made for the grave to 

be lined, either by the businesses own staff, the cemetery staff or the gravedigger. 

The Conductor should know whether the lowering will be done by their own staff or 

the cemetery staff and whether they have to provide lowering webbings. Other 

points to check are: 

 

• The most convenient approach to the grave? 

• Which is the head of the grave? 

• Is soil, in a suitable container, available for use at the time of 

committal and who casts it? 

• Has any certificate or documentation to be handed over to the 

burial ground supervisor? 

• Has the Officiant to sign any record book? 

 

Once these checks have been made the Conductor will usher the mourners around the 

grave, always considering their safety, and ensure that sufficient space is left for the 

coffin to be placed on the struts over the grave or on the webbings previously laid 

out in readiness.  

 

Consideration should have already been given as to what flowers, if any should be left 

on the coffin. Once the mourners, the Officiant and the coffin are in position, the 

committal service will commence and the Conductor, conforming to the wishes of the 

Officiant, will give the signal for the lowering of the coffin into the grave, ensuring 

that it is lowered in a level and dignified manner. Once the committal ceremony is 

over, if customary, soil or petals should be offered for sprinkling on the coffin by the 

mourners. 
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The bearers will discreetly retire and give attention to the arranging of the floral 

tributes at a convenient spot near to the grave, grouped with an eye for effect and 

with cards readily readable, so that the mourners may look at the flowers before 

leaving the graveside, attention being drawn to any flowers which may have been 

sent direct to the church or burial ground. The mourners should not be hurried at 

this point, and the gravediggers should, if necessary, be restrained from approaching 

the grave until the mourners choose to leave. 

 

Before leaving the grave, a note should be made of any memorial on the grave in the 

event of later instructions from the family, and the number of spaces, if any, still 

available in the grave. Alternatively a temporary grave marker may be placed on the 

grave if the family require it. The mourners should then be escorted to the cars, and, 

before they move off, a check must be made on the return address, as an un-notified 

change of plan in this respect is quite common. 

 

             AT THE CREMATORIUM - COMMITTAL 

 

Every crematorium has different times between each service but the Conductor has to 

ensure that the cortege arrives with sufficient time allowed for the following procedures to 

be carried out regardless of whether there has been a prior church service. 

 

• Indicate car parking facilities for those driving their own cars. 

 

• If meeting the family at the crematorium, identify and greet them in an appropriate  

manner, enquiring if all expected have arrived. 

 

Greet Officiant and discreetly deal with any financial matters and introduce them to the family if 

necessary. 
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Greet chapel attendant, checking on instructions for music - hymns, voluntaries, tapes, CD’s - 

also on agreed committal procedure. 

Arrange for service sheets or attendance cards, if any, to be handed out and availability of 

seating. 

Escort mourners to seating or invite them to follow the coffin into the chapel. At the appointed 

hour and on the direction of the Officiant, assist the bearers to move the coffin. 

From the hearse, carry into the chapel or using the wheeled bier and place it on the 

catafalque. If mourners are following the coffin, show them to their seats. 

 

 (Note:The coffin name plate is checked by a member of staff on arrival at the Crematorium, and 

again before it is placed in the cremator. Great care is taken to ensure the correct identity of the 

deceased person is maintained throughout the process until the final disposal of the cremated 

remains.) 

Whilst the service is in progress the coffin rests on the catafalque. The committal ceremony 

usually takes place towards the end of the service. At this point the curtains are usually closed 

screening the coffin from sight. The curtains are driven by an electric motor; they can be 

activated either by pressing a button on the lectern or by using a simple, discreet remote 

control device, (available on request). The coffin remains where it rests until all the mourners 

have left the chapel. Many people find the closure of the curtains and removal from sight of the 

coffin traumatic therefore you may request that the curtains are not drawn, although the words 

of committal will still usually be said. If the coffin curtains are not closed the coffin remains in 

sight the whole time and mourners leave the chapel with the coffin still visible 

 

• At the conclusion of the service choose the moment to lead the mourners from the 

chapel. 

• Direct mourners to where the flowers have been laid out by staff during the service. 

• Instruct staff to collect any flowers from the chapel and place on display. 
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• Collect any service sheets, attendance cards, tapes, CD’s etc. that may have been used. 

• Offer to remove cards from the floral tributes at a later time and check if the flowers are 

to be returned to a family grave or other place. 

• Attend to any specific points, such as, choosing the site for the scattering or 

interment of cremated remains, if the client is not able to call in at the office at a later 

date. 

 

If the cremated remains are to be buried elsewhere, the Funeral Director will probably have 

arranged for a casket or urn to be used, in which case they need to ensure that this is left at the 

crematorium for collection at a later time or collected in a simple container provided by the 

crematorium. 

RETURNING MOURNERS 

Mourners can be extremely distressed after the service and you should be close at hand to 

provide assistance and support if required. For example, a distressed widow may appreciate 

help when entering the car. Knowing when to go forward and when to stay in the background 

will develop with experience. Meanwhile, observe your experienced colleagues for guidance. 

 

At most funerals, mourners will return to the correct limousine on their own accord without 

the need for intervention by you or your assistance. However, there may be occasions where 

you must tactfully guide the mourners back to their cars. This may occur if mourners are unsure 

about when to take their leave; or at a crematorium, it may be that another funeral cortege is 

arriving and it is necessary for you to take charge of the situation and guide the mourners 

towards their cars.  

On such occasions you must not give the impression that you have any other consideration on 

your mind other than the funeral you are currently conducting. When approaching the main 

mourners to direct or escort them to their cars, or when directing other groups of mourners 

towards their cars, you must display a high standard of courtesy and tact. You should always 
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aim to be in control of your funeral but your actions should be carried out respectfully and 

unobtrusively. 

As you escort the family to their cars, this may be a good time for you to offer further 

assistance to the family and establish whether they are satisfied with the way their instructions 

were carried out.  

This may be an appropriate point to ask about acknowledgement or returning flowers to a 

nursing home or hospital. It is important that you monitor the service you provide, and find out 

whether you are satisfying your Clients’ needs. This provides you with important clues as to 

how your service can be improved. 

 

The majority of people return to the family home after the funeral. Once the mourners have been 

seen into the house the Conductor, having sought assurance that everything was carried out to the 

satisfaction of the client, can take their leave, unless they have already done this at the place of 

committal. 

 

It is seldom desirable to discuss any business at this juncture and the client should not be troubled 

with details that can be dealt with at a later date. If some point does need to be resolved, and this 

should not often be the case if the arrangements have been made properly, it is better to make an 

appointment to deal with the matter later on, even though it be the same day. 
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ON RETURN TO THE FUNERAL HOME 

 

On return to the funeral home it may be advisable for the Conductor to attach a report to the 

instructions, recording that everything was in order, or what snags were encountered, together with 

any additional instructions that may have been received with regards to such things as, disposal 

of flowers, memorialisation, cremated remains, cars returning to a different address, donations 

etc. 

 

Finally, remembering that they have been acting as a team leader, they should seek to encourage 

their team by giving praise where due and constructive criticism where necessary. 
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There are a few occasions when even the best laid plans go awry, there will be items left behind, 

for example, if a floral tribute is left at the premises and noticed by a member of the family, rather 

than shrugging and saying “ Oh well “, having the flowers brought to the service and being 

available for the family to see will disperse the situation.  

 

A hearse that will not start cannot be easily remedied, there are very few companies who have 

hearses available to bring out at a moment’s notice. But, honesty and decisiveness will disperse 

most situations that the Conductor comes across. If things go wrong, the majority of families 

require an apology not a refund and quick action by the Conductor will show leadership. 

 

One thing is certain, every funeral is different in one way or another, the Conductor will never 

stop learning and adapting to new ideas and new ways of doing things, but, most importantly it 

will be an experience you will never forget. 
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Proof of Learning – Assessment Criteria 

 

Unit 13 ASSESSMENT CRITERIA 

 

 The learner can: 

 

5.13.1a 

 

 Describe how to co-ordinate the funeral team on the day of the funeral. 

 

5.13.1b 

 

Describe how to manage/lead the funeral team and associated resources on the 

day of the funeral. 

 

5.13.1c 

 

Explain how to ensure professional and ethical behaviour is demonstrated by the 

funeral team. 

 

5.13.1d 

 

 Describe how to manage/lead clients and mourners during the funeral. 

 

5.13.1e 

 

 

Describe how to assemble and control the funeral cortege. 

 

5.13.1f 

 

Explain the importance of time management 

 

5.13.2 

 

Describe how to maintain the health and safety of clients during the funeral. 

 

5.13.3a 

  

Describe the personal skills required to conduct a funeral. 

 

5.13.3b 

 

Describe the process of conducting a funeral. 

 

5.13.3c 

 

Describe the committal procedures for: 

a) burial; 

b) cremation. 

 

5.13.3d 
Explain the process following committal     procedures: 

a) for burial; 

b) for cremation. 

 

5.13.3e 

 

Explain the concluding checks and notes to be made upon return to the funeral home. 

 


