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IDENTIFICATION PROCEDURES - ADMINISTRATION
Best Practice Guidance to Members
Introduction

There is nothing more important to the families of the deceased than their loved one being correctly identified at all times while in the care of the funeral home.  The following identification procedure is a recommended best practice and is by no means prescriptive or exhaustive and can easily be adapted from one funeral firm to another.

Removals from private residence and nursing homes

When the funeral director is requested to effect a removal, prior to moving the deceased from the premises one of their wristbands should be placed on the left/right wrist (where possible) of the deceased. This wristband will contain the name of the deceased, from where they are being removed and the date of the removal. This wristband should not be removed under any circumstances (up to and including the funeral) unless specifically instructed by management/senior member of the firm, or a member of the deceased’s immediate family.

Removals from hospitals

The staff effecting the removal must physically verify the name of the deceased and ensure that the deceased they are moving is clearly labelled with the correct name, as given by the hospital. Once they are sure the deceased is correctly labelled, one of the company’s own wristbands should be secured, following the same procedure above for private residences and nursing home removals.

Arrival at funeral premises

Once the deceased is brought back to the premises, a member of the removal team should enter in a mortuary register the name of the deceased, from where they have been removed, details of any jewellery/personal effects, the date and time of the removal and a brief description of any clothing. Once the details have been entered in the register, all staff involved in effecting the removal should sign the register, verifying the details entered. The deceased should be placed in the designated area of the mortuary (fridge, embalming table, etc). If placed in the fridge, a label should be written out with the deceased’s name and from where he/she was removed. This label should be fixed to the fridge door adjacent to the chamber where the deceased is lying. This label, on its own, must never be used as confirmation of the identity of the deceased lying behind it.

It is the responsibility of the staff effecting the removal to bring to the attention of the branch arranging the funeral any jewellery/personal effects that have been left on the deceased or any that have been removed prior to the removal on a family’s instructions.

The coffin/casket

Once a coffin/casket has been selected, both the lid and the coffin/casket itself should be identified with the name of the deceased whom it is for. The method of identification can vary from one company to another but it is important that both the lid and coffin/casket carry identification to avoid mistakes when the lid is removed for viewing the deceased (coffin lids can be interchanged resulting in mistaken identity).

Placing in the coffin/casket

When the coffin/casket is ready, and the deceased is also ready, the deceased should be placed in it. This should always be done by at least two members of staff, paying particular attention to any health and safety and/or manual handling guidelines in force at the funeral company. They should check the name on the wristband to the name on the lid and the coffin/casket. Two members of staff should then sign in the mortuary register that they have put the correct body in the correct coffin/casket. 

The deceased should then lie, as designated, awaiting the funeral. Where premises have the facility to put the name of deceased on the door of the chapel of rest, it should be the responsibility of both the person(s) placing the body in the chapel, and the person(s) showing relatives in to pay their last respects to ensure that the name on the door is the same as the name on the coffin/casket. Before showing visitors in to pay their last respects, a member of staff should check the wristband again.
It should also be the responsibility of whoever shows a family into the chapel of rest to ensure that all instructions have been complied with in respect of clothing, personal effects, jewellery, etc. This information should be on the funeral arrangement form.

The funeral

Two members of staff should always be present as the lid is placed on the coffin/casket. They should check that the name on the wristband is the same as the name on the lid, which should then be checked to the name of the funeral for which they are preparing. 

At the same time, the body should be checked for any jewellery. Any instructions for jewellery should be strictly adhered to. In case of doubt, the arranging office (if different from where the funeral is leaving) and/or family should be contacted for clarification. It should be the responsibility of the funeral arranger to get a family’s instructions in respect of jewellery. If there is no jewellery, then the words “No jewellery” should be written on the arrangement form. These two members of staff should then sign the mortuary register, verifying the identity of the deceased they have sealed in the coffin/casket and also that instructions concerning jewellery have been observed.

Before departure

It should be the responsibility of the conductor of the funeral and the hearse driver jointly to ensure that the correct coffin/casket is taken on the correct funeral. This must be done by carrying out a physical check of the nameplate on the coffin to ensure that it is the correct one.

The identification must also be confirmed by a physical check of the small nameplate attached to the head end of the coffin.
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