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1.0 Introduction 
 

The Royal Liverpool and Broadgreen University Hospitals NHS Trust (RLBUHT) 
becomes responsible for the funeral arrangements of a person who dies in hospital 
when there is no family or other person to take on the responsibility of arranging the 
funeral, or the family are unwilling to undertake that responsibility. 

 
Dealing with patients who die in hospital and with the relatives of dying or deceased 
patients is a sensitive matter which needs careful handling by staff. Staff who have 
to deal with dying patients and the relatives of the dying and deceased should be 
familiar with the policy so that they can do so sensitively. 
 
Additionally, this document sets out the RLBUHT policy for Bereavement Services 
with respect to the estates of deceased patients in order to recover whenever 
possible, all the costs incurred by the Trust in arranging a hospital contract funeral.  
 
Funeral expenses are the first charge on an estate. They have priority over the 
liabilities and any assets must first be used to pay them.  

 
2.0 Objective 
 

The objectives of this policy and procedures are: 

 To ensure that following the death of a patient, the relatives are located where 
possible and are able to make the funeral arrangements themselves. 

 To ensure that funerals organised by the Trust are arranged in line with the 
Department of Health advice document, ‘When a Patient Dies’, and are 
appropriate to the wishes and financial standing of the patient, where known. 

 To ensure that where the Trust makes the funeral arrangements, all expenses 
incurred are recouped from the deceased’s estate, where possible. 

 
3.0 Scope of Policy 
 

This Policy covers all clinical areas of the Trust. 
 
For this policy the term relative is either: husband, wife or civil partner; issue 
(children, granddaughter or their descendants); brother or sister; parents; brothers 
and sisters of the whole blood, or their issue; brothers and sisters of the half blood, 
or their issue; grandparents; uncles and aunts of the whole blood or their issue (first 
cousins or their descendants); uncles and aunts of the half blood or their issue. 
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4.0 Policy  
 
4.1 Qualifying Criteria for a Hospital Funeral. 
 

The RLBUHT has a duty at common law (under Section 46(1) of the Public Health 
(Control of Disease) Act 1984) to dispose of the bodies of patients who die in their 
hospitals where no arrangements are made by relatives. The Trust should arrange 
and pay for a funeral where: 

 Relatives cannot be traced and there is no Will. 

 There are no relatives and there is a Will but the executors are no longer living, 
cannot be traced or refuse to take on the responsibility. 

 Relatives cannot afford to pay for the funeral and do not qualify for Social Fund 
Funeral Payments. 

 Relatives refuse to take on the responsibility to make any arrangements. 

The Trust should make all reasonable enquiries consistent with the sensitivity of 
the situation before deciding that the relatives are unable to pay for the cost of the 
funeral. 

 
4.2 Confirming whether the deceased patient has any relatives 
 

Before arrangements for a hospital funeral can commence, confirmation of whether 
or not the deceased has any relatives or a Will is required. 
 
Where possible, relatives/executors should be traced and informed of the patient’s 
death. Where there are both relatives and an executor of the will it is the latter that 
should be dealt with in the first instance. Where the relatives are unknown all 
reasonable attempts should be made to trace any relative of the deceased patient.  
 
The Trust utilises the services of a genealogist to perform searches for any known 
relatives. Estate Research must be contacted first and they will carry out a 
genealogy search and usually provide an initial report within 7 working days. 
Occasionally, they will have to perform a more in-depth search for relatives and this 
could take up to a total of ten weeks. They will provide any contact information they 
gather concerning any relatives through to the 1st cousin. 
 
If after 6 weeks their search draws a blank then the Trust should proceed with the 
funeral arrangements. The genealogists will continue searching for a further 4 
weeks. 

 
Genealogists: Estate Research. Bank Chambers, 1 Library Street, Wigan, WN1 
1NN.  
Tel: 01942 826500 
Email: martin@estateresearch.co.uk 
 
Fraser & Fraser. 39 Hatton Garden, London, EC1N 8EH 
Tel: 020 7832 1430 
Email: mikepow@fraserandfraser.co.uk 

 
A record of all lines of enquiry should be kept on file. 
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4.3 Information Collection 
 

Information is required to: 

 Enable the death to be registered 

 Trace any relatives 

 Access funds to recoup funeral expenses 
 

Information can be obtained from: 

 The patient’s medical records 

 Known relatives, neighbours or friends 

 The patient’s own personal papers 

 Landlord (private or council) 

 HM Coroner’s office 

 The patient’s General Practitioner 

 Social Services 
 

Information can be in the form of: 

 Last Will and Testament 

 Birth and marriage certificates 

 Passport 

 Diary 

 Address book 

 Official letters e.g. from DWP, Inland Revenue etc. 

 Personal letters 

 Bank / building society statements or passbooks 

 Life assurance policies 
 
 
4.4  Performing a property search 

 
If after 7 days the genealogy search does not lead to identifying any relatives then a 
property search of the deceased’s home should be arranged to determine whether 
the deceased has any assets. The Trust utilises the services of the Adult Protection 
Property Officer for Liverpool City Council who has the legal power to gain entry into 
the deceased’s property and gather together any relevant information. 

 
Liverpool City Council’s Property Officer for Adult Protection.  
Client Asset Management Support Team 
Adult Services 
Municipal Buildings 
Dale Street 
Liverpool 
L2 2DH  
Tel: 0151 – 233 2840 (Pam Flannagan) 

 
If the deceased lived outside of the Liverpool boundary then the appropriate council 
offices should be contacted. 

 
If keys are held by the Trust, as patient property, these should be given to the Adult 
Protection Property Officer to assist entry into the property. These must be signed 
for upon release. 
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From the search they will return to the Bereavement Office any available 
information detailed in section 4.3. 
 
Any items of value brought in by the Property Officer must be listed according to the 
Trust’s policy for the safekeeping of patient’s property.  

 
4.5 No evidence of a Will or relatives 
 

All reasonable effort must have been made to confirm that there are no known 
relatives or a Last Will and Testament, and that a search of the deceased’s property 
has been carried as outlined above. 
 
If (after 6 weeks) all lines of enquiry to trace any relatives or a Will have drawn a 
blank, and all avenues of enquiry have been exhausted, then the Trust can proceed 
with the funeral arrangements. 
 

4.6 Evidence of a Will or relatives found 
 

When a Last Will and Testament has been found the Bereavement Services must 
contact the Executors of the Will to advise them of the death. Arrangements should 
be made for them to collect the MCCD and any patient’s property in our possession. 
The funeral arrangements would then be organised by the Executor(s). 
 
Where the Executor(s) are unwilling to take on the responsibility of the funeral 
arrangements of the deceased either because of financial or personal reasons, 
every attempt should be made to enable them to take on this responsibility without 
putting undue pressure on them, failing this then they should be asked to complete 
the consent form (appendix 2) so that the Trust can make the necessary funeral 
arrangements.  
 
In the absence of an Executor, if relative’s details are found the Bereavement 
Services should contact them to inform them of the death and make arrangements 
for them to collect the MCCD and any patient’s property. The funeral would then be 
organised by the next of kin. 
  
If there are sufficient funds in the deceased’s estate the next of kin, Executor or 
beneficiary must be encouraged to make all arrangements as there is no reason for 
the Trust to take on the responsibility.  
 
If the relative is in receipt of a qualifying benefit they should be informed to contact 
their local Department for Work and Pensions office who should be able to assist 
them with the cost of the funeral.  
 
Where relative(s) are found and there is an estate but they are unable to make the 
funeral arrangements themselves due to locality, i.e. living in another country and 
unable to come to the UK, then the Trust may offer to carry out the funeral 
arrangements for them. An administration fee of £350 will be charged to the 
deceased’s estate in these circumstances. If the relative is in agreement to this then 
the appropriate consent form (appendix 2) must be sent to them by either: email, 
fax or post. Upon completion and return of this form the Trust may then undertake 
the funeral arrangements. If they are not in agreement then they should be advised 
to seek the services of a solicitor. 
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The Bereavement Office will liaise with the relative(s) as much as possible with 
regards to the funeral arrangements but this must remain within the guidelines of 
the Service Level Agreement (SLA) specified in the Hospital Funerals Contract. The 
Bereavement Office will keep the relevant parties informed of all the funeral 
arrangements unless told otherwise by the relative. 
 

4.7 Relatives cannot afford to, or refuse to, take on the funeral arrangements 
 
In order for the Trust to take on any responsibility where there is a relative(s),  
Executor or beneficiary, who either cannot (due to financial reasons) or will not (due 
to personal reasons) take on the funeral, then the appropriate consent form 
(appendix 2) must be signed and witnessed before any further action can be taken. 
This effectively relinquishes them of all responsibility for arranging the funeral and 
confirms that they will repay the Trust all costs associated with the funeral 
arrangements from the estate (if any) of the deceased. 
 
Where relatives are refusing to communicate with the Trust regarding taking on the 
funeral arrangements every attempt to contact them should be made by the Trust. If 
after 4 weeks from the death the relatives have not made any arrangements then a 
written notice must be sent to them advising them that the Trust will be organising 
the funeral arrangements (the date for the funeral should be 4 weeks hence) and 
that there will be no further communication with them.  
 

4.8 Registration of the death 
 

 A member of the Bereavement Services Team will register the death at the 
Liverpool Register Office by appointment within 2 weeks of the death occurring. 
The normal working hours of the Registrar are Monday to Friday 9am to 5pm. 
The Registrar can be contacted on 0151 233 3004 to book an appointment. 

 Where a death has been reported to HM Coroner, ensure that the Coroner’s 
paperwork has been received at the Register Office before registering the death 

 Where there is known to be an estate for the deceased, a copy of the Death 
Certificate must be purchased to enable the Trust to recoup any funeral 
expenses incurred.  

 The green ‘Disposal’ certificate will need to be passed on to the funeral 
directors via the Mortuary Department. 

 Form BD8 ‘Registration or Notification of a Death’ form should be completed 
and posted to the local DSS Office. 

 
4.9 Choice of type of funeral 
 

Where a patient has sufficient funds to pay for their own funeral, the arrangements 
should be made commensurate with the value of their estate. Davies’ ‘Law of burial, 
cremation and exhumation’ (2002) states that the person taking responsibility for 
the disposal of the deceased is ‘entitled to recover from the deceased’s estate their 
reasonable and proper funeral expenses’.  Also, ‘He must bury [cremate] sic the 
deceased in a manner suitable to the estate which he leaves behind’. 
 
Funeral arrangements should be made after taking into account the written wishes 
of the person before they died, any information provided by relatives or friends, or in 
line with any religious or cultural traditions (where known). 
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Where there is no known written preference, and the faith of the deceased does not 
indicate any preference, cremation will be the preferred choice at a local 
crematorium. 
 
Where there are insufficient funds then arrangements must be made in accordance 
with the specifications set out in the SLA with the Trust’s contracted funeral director. 
 
Where the deceased lived outside the local area then a funeral will only be 
arranged within the local area in accordance with the SLA. 
 

4.10 Observing the faith of the deceased 
 

If the deceased is of the Jewish Faith then the local Jewish Community Care at 
Shifrin House must be contacted in the first instance as it is highly likely they will 
take charge of the funeral arrangements. 

    
                      Shifrin House 
   433 Smithdown Road 
   Liverpool 
   L15 3JL 
   Tel: 0151 – 733 2292 

 
A minister of religion or appropriate religious/spiritual representative of the faith of 
the deceased should be present to conduct the service in accordance with that faith 
unless the deceased patient has expressed.  

 
The arrangements by the hospital should respect and meet the needs of families 
and carers from differing religious and cultural groups. Some faiths require the 
burial to be within a time limit, and the Trust should be sensitive to such 
requirements, though this is not always possible. 

 
The location of the service and burial place should be appropriate to the faith of the  
deceased. 
 

4.11 Preserving the dignity of the deceased 
 
The deceased will be known to many people. Even when there are no known 
relatives, friends, other patients and staff members may regard themselves as 
“family”. They may wish to attend the funeral and later visit a permanent reminder of 
the deceased. They should be given the opportunity to attend the funeral service. If 
the funeral is by cremation, the ashes should be scattered on the Garden of 
Remembrance or interred in a suitable place (unless otherwise stated). 
 

 Funerals will be by cremation unless there is a specific written request for a 
burial or where burial is of religious or cultural importance. 

 Cremations can be arranged at either Anfield or Springwood Crematorium in 
Liverpool, or at Landican Crematorium on the Wirral. 

 Where there is an existing family grave then this should be utilised. Where a 
new grave is required, this will be a public grave unless there are sufficient 
funds in the estate whereby a private grave can be purchased. (Burials for 
residents of Liverpool can be arranged either at Allerton, Toxteth, Anfield or 
Everton Cemeteries).  
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 For burials of non-residents of Liverpool, it may be necessary on cost grounds 
to arrange for the burial to take place in a cemetery in the area where the 
person lived, i.e. Knowlsey Cemetery for Sefton residents or Landican 
Cemetery on the Wirral for Cheshire residents.   
 

4.12 Statutory paperwork for cremation / burial and other requirements 
 

When organising a funeral the Bereavement Office staff will need to ensure that the 
following statutory paperwork is completed by themselves and the appropriate 
medical staff. 

 
Forms for cremation 

 
Funeral arrangements confirmation form (appendix 3) 

 
Cremation Form 4, 5 – completed by two hospital doctors  

 
Cremation Form 1 - Application for cremation of the body of a person who has died 
(appendix 4) 

 
Notice of Cremation (appendix 5) 

 
 

Strewing or private disposal of ashes 
 

Authority to scatter or remove the remains (appendix 5) 
 
 

Forms for burial 
 
Funeral arrangements confirmation form (appendix 3) 
 
Notice of Interment (appendix 6) 

 
 

Other burial requirements… 
 
A graveside service only is included within the contract for a burial. 
 
A headstone will only be erected on a private grave if there are more than sufficient 
funds in the deceased’s estate, otherwise the grave will remain unmarked. This 
would be arranged by the Duchy of Lancaster at a later date. A headstone or marker 
cannot be placed on a public grave. 

 
The Trust will hold the ‘Deed of Grant’ until such a time that all funeral costs have 
been recovered from either the deceased’s estate or the next of kin. A headstone 
cannot be erected without a Deed of Grant. 
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4.13 Services provided by the contracted Funeral Directors 
 

The contracted Funeral Director will provide a Simple Funeral Service as specified 
by the National Association of Funeral Director’s Code of Practice. 

  
The Simple Funeral Service: 

a) The funeral director’s services 
b) attending to the necessary arrangements 
c) provision of the necessary staff 
d) provision of a simple coffin suitable for cremation or burial; 
e) transfer of the deceased from the place of death during normal working 

hours (within ten running miles allowed) 
f) care of the deceased for up to fourteen days prior to the funeral 
g) provision of a hearse direct to the nearest crematorium or cemetery 

(within ten running miles) 
 
This specification above does not include the following services:- 

 embalming 

 viewing of the deceased 

 provision of a limousine 

 any fees or disbursements payable on the clients behalf 

 notification in a local newspaper 
 

Disbursements on the funeral invoice will vary dependent upon which crematorium 
or cemetery is used. Disbursements will include: 
 

 Crematorium/cemetery fees 

 Cremation form fee (as required) 

 Fees for the officiate at the funeral service 

 One floral tribute (maximum £40 in value) if there is no relatives 
 

The service contract should be reviewed every four years by the Trust’s Purchasing 
Manager to ensure that we are utilising the best service available. 

 
4.14 Property of a deceased patient 

The Trust has no responsibility for patient’s property not in their possession and 
must not accept such responsibility on a patient's death. Effects and belongings in 
the possession of a patient at the time of his death in hospital should be kept by 
the Bereavement Office until told how to dispose of them by persons entitled to 
administer the estate. 

The Trust should try to confirm that any claimant who comes forward is in fact 
entitled to administer the estate. The Trust need not insist on Probate or Letters of 
Administration before handing property to a suitable person administering the 
estate unless the value of the property held by the hospital exceeds £5,000. They 
should obtain a receipt for the property which contains an undertaking to indemnify 
the Trust against all possible claims. 

Where the Trust has arranged the funeral, reasonable funeral expenses may be 
deducted from any funds of the deceased held by the Trust, before handing them 
over. Otherwise, the Trust may claim the funeral expenses from the estate.  
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Where a person dies intestate and is not survived by entitled kin his estate (if 
solvent) belongs to the Crown. The details should normally be reported to: Mr. T R 
Elkins Esq, The Solicitor for the Affairs of the Duchy of Lancaster, Farrer and Co, 66 
Lincoln’s Field Inn, London, WC2A 3LH. Tel: 020 7242 2022 
www.farrer.co.uk 
 

4.15 Recouping the costs from the deceased’s estate 

 

In line with the NHS Management Executive (1992) and Section 46 of the Public 
Health Control of Diseases Act (1984), hospitals have a statutory obligation to 
arrange a funeral for patients who die in hospital if no-one else is prepared to make 
the arrangements.  

 
The funeral costs are taken from the RLandBUHT Funeral Account budget. Efforts 
are then made to recoup these costs as detailed below in sections 4.16; 4.17 and 
4.18.  

 
4.16  Dealing with Insolvent Estates  

 
If the deceased has no monies or property in their Estate, the Trust cannot recoup 
the cost of arranging the funeral. The Duchy of Lancaster does not need to be 
informed. 

 
4.17  Dealing with Solvent Estates  

 
Bereavement Services may have already confirmed that there are monies in the 
estate of the deceased from a property search if one has taken place. Where there 
are monies in the estate, the Trust must seek to recoup the funeral and 
administration costs (or as much as possible).  

 
The Trust may also be holding patient's monies that were taken into safe keeping 
by the Trust when the patient was admitted to hospital. The Trust is legally entitled 
to use these monies to cover the funeral and administration costs before 
approaching external agencies, such as banks and building societies. If patient’s 
monies are still held by the Trust after the funeral and administration costs have 
been recouped, the balance should be transferred to the Duchy of Lancaster.  

 
Bereavement Services should also contact any agents known to hold monies for the 
deceased so the Trust can claim any monies held up to the total funeral costs 
incurred and administration fees. It may be necessary to contact more than one 
agent to recoup the full amount.  

 
When registering the death, the Register Office will provide form BD8 to the 
Bereavement Services staff who is registering the death. The completed form must 
be sent to the Department of Work and Pensions (DWP) so that any monies owed 
to the estate can be paid to the Trust to help recoup funeral costs.  

 
When applying to banks and/or insurance companies for reimbursement for 
funerals the following costs should be included:  
 

 The Funeral Director's invoice  

 Receipt for purchase of the Certified Copy of the Death Certificate  

 Bereavement Services invoice - administration fee of £350 

http://www.farrer.co.uk/
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4.18  Dealing with estates that need to be referred to the Duchy of Lancaster 
 

a) The Duchy of Lancaster Bona Vacantia Division (BV) administers the estates of 
people who die intestate and without known next of kin.  
 

b) The estate should be referred to the Duchy of Lancaster, if:  
 

 There is no will found (unless one is found but it is not possible to contact 
the executor(s) or beneficiaries and  

 Existing relatives cannot be contacted and  

 If it is uncertain as to whether there are any monies remaining in the 
estate, the case should be referred. 

 
c) All original paperwork, relating to the deceased’s estate, that is held by 

Bereavement Services should be forwarded to the Duchy of Lancaster along with a 
completed form BV.1. 
 

d) If the Trust has not already been able to recoup the funeral and administration 
costs from the estate, the Duchy of Lancaster should refund these from the estate.  
 

e) If relatives have been contacted, the Duchy of Lancaster will not become involved. 
In this case the role of RLBUH ceases once the Trust has recouped the funeral and 
administration costs from the estate.  

 
It is not the role of the Trust or any Trust employee (even in their private capacity) to 
act on behalf of relatives or beneficiaries in matters relating to the estate of a 
deceased patient.  

 
If the deceased is the tenant of a property, Bereavement Services staff must not 
terminate the tenancy or sign any documentation in relation to the deceased, as the 
Trust has no legal responsibilities in dealing with estates.  

 
4.19 Information Governance  
 

Some companies take an interest in cases listed on the Treasury Solicitor's web site 
where people have died and they are trying to trace relatives who stand to inherit 
monies from the estate.  

 
If anyone contacts RLUBHT Bereavement Services regarding estates of deceased 
patients they should be referred to Access to Information. A written request will be 
answered within 20 working days.  

 

5.0 Roles and Responsibilities 
 

Nursing/Medical Staff - ensure that any information provided by the patient 
regarding relatives or an executor is fully documented in the patient's case notes 
and any relevant information is passed on the to the Bereavement Office 

 
Bereavement Office Staff - responsible for all aspects of dealing with any relatives 
or executors or their tracing of, registering the death, funeral arrangements and 
ensuring that details of any estate and/or property is forwarded to the Duchy. 
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6.0 Associated Documentation and References 
 

Department of Health (2005), When a Patient Dies - Advice on Developing 
Bereavement Services in the NHS 

 
 Department of Health (1992), Patients who die in hospital - HSG(92)8 
 
 Department of Health (1997), Patients who die in hospital - HSG(97)43 
 
 Davies’ ‘Law of burial, cremation and exhumation’ (2002) 
 
 Public Health (Control of Disease) Act 1984 
 

Referring Cases to the Treasury Solicitor (BV), A guide for local authorities and 
hospitals (2009). 

 
 Bereavement Services Departmental SOP, Hospital Funerals 
 
 http://www.duchyoflancaster.co.uk/ 
 
 http://www.nafd.org.uk/pdfs/code_of_practice.pdf 
 
7.0 Training and resources 
 

Training for relevant persons should be part of their departmental training package 
or as part of their induction. 

 
8.0 Monitoring and Audit 
 

 Adherence to the policy will be monitored by the Bereavement Office Manager on a 
monthly basis. Any variances to the policy will be reviewed on a case basis and  
outcomes discussed at monthly departmental meetings. 
 

  
9.0 Equality and Diversity 
 

The Trust is committed to an environment that promotes equality and embraces 
diversity in its performance as an employer and service provider. It will adhere to 
legal and performance requirements and will mainstream equality and diversity 
principles through its policies, procedures and processes. This policy should be 
implemented with due regard to this commitment. 

  
To ensure that the implementation of this policy does not have an adverse impact in 
response to the requirements of the Race Relations (Amendment Act) the Disability 
Discrimination Act 2005, and the Equality Act 2006 this policy has been screened 
for relevance during the policy development process and a full impact assessment 
conducted where necessary prior to consultation. The Trust will take remedial 
action when necessary to address any unexpected or unwarranted disparities and 
monitor practice to ensure that this policy is fairly implemented.   

  
 
 

http://www.duchyoflancaster.co.uk/
http://www.nafd.org.uk/pdfs/code_of_practice.pdf
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This policy and procedure can be made available in alternative formats on request 
including large print, braille, moon, audio, and different languages. To arrange this 
please refer to the Trust translation and interpretation policy and the Accessible 
Publications Policy in the first instance. 

  
The Trust will endeavour to make reasonable adjustments to accommodate any 
employee/patient with particular equality and diversity requirements in implementing 
this policy and procedure. This may include accessibility of meeting/appointment 
venues, providing translation, arranging an interpreter to attend 
appointments/meetings, extending policy timeframes to enable translation to be 
undertaken, or assistance with formulating any written statements. 

 

9.1 Recording and Monitoring of Equality and Diversity 
  

The Trust understands the business case for equality and diversity and will make 
sure that this is translated into practice. Accordingly, all policies and procedures will 
be monitored to ensure their effectiveness.  

  
Monitoring information will be collated, analysed and published on an annual basis 
as part of our Single Equality and Human Rights scheme. The monitoring will cover 
all strands of equality legislation and will meet statutory employment duties under 
race, gender and disability. Where adverse impact is identified through the 
monitoring process the Trust will investigate and take corrective action to mitigate 
and prevent any negative impact. 

  
The information collected for monitoring and reporting purposes will be treated as 
confidential and it will not be used for any other purpose. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

http://rq6eqms01/lcgqeqms/Administrator/LoadDocADM.asp?ID=130&Ext=True&CCID=1
http://rq6eqms01/lcgqeqms/Administrator/LoadDocADM.asp?ID=5768&Ext=True&CCID=1
http://rq6eqms01/lcgqeqms/Administrator/LoadDocADM.asp?ID=5768&Ext=True&CCID=1
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Appendices  
 
Appendix 1 – Glossary of terms 
 
Beneficiary - An individual, institution, trustee, or estate which receives, or may become 
eligible to receive, benefits under a will 
 
Certified Copy of the Death Certificate - The death certificate is a certified copy of the 
entry in the Register of Deaths. The "original" certificate is the actual entry in the register 
and any copies issued from it carry a statutory fee. 

Duchy of Lancaster - Plays a special role in administering Bona Vacantia within the 
County Palatine. In English law, title to property must belong to, or ‘vest in’, an identifiable 
person or body. No property or goods are ownerless. If legal ownership cannot be 
established by anyone else, it falls to the Crown to deal with the assets concerned. Such 
property or goods is known as ‘Bona Vacantia’. 

Embalming - is defined as the preservation of a body from decay, originally with spices 
and more recently through arterial injection of embalming fluid. 
 
Estate - a term in common law for a person's property, entitlements and obligations. 
 
Executor - the Executor is legally responsible for administering the estate according to the 
wishes of the Will. 
 
Genealogy search – a search conducting of a family tree to identify relatives. 
 
Insolvent estate - An insolvent estate is one whose assets are insufficient to pay its 
debts, taxes, and administrative expenses. 
 
Last Will and Testament - A will or testament is a legal declaration by which a person, 
the testator, names one or more persons to manage their estate and provides for the 
transfer of their property at death. 
 
Letters of Administration – are granted by a Surrogate Court or probate registry to 
appoint appropriate people to deal with a deceased person's estate where property will 
pass under Intestacy Rules or where there are no executors living (and willing and able to 
act) having been validly appointed under the deceased's will. 
 
Officiate - An officiant is someone who officiates (i.e. leads) at a service or ceremony, 
such as marriage, burial, or name-giving/baptism 
 
Probate – When someone dies, you may be able to apply for a ‘grant of representation’. 
This gives you the legal right to deal with the person’s property, money and possessions 
(their ‘estate’). The right to deal with the estate of someone who’s died is called ‘probate’ 
 
Public Health Control of Diseases Act (1984) – An Act to consolidate certain 
enactments relating to the control of disease and to the establishment and functions of port 
health authorities, including enactments relating to burial and cremation and to the 
regulation of common lodging–houses and canal boats, with amendments to give effect to 
recommendations of the Law Commission. 
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Social Fund Funeral Payments – this is a payment from the Department of Work and 
Pensions towards the cost of a funeral. The person applying for help must be in receipt of 
a qualifying benefit. 
 
Solvent estate - An solvent estate is one whose assets are sufficient to pay its debts, 
taxes, and administrative expenses. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Royal Liverpool and Broadgreen University Hospital 

 

EQMS 6077 V3 Hospital Contract Funerals. Bereavement Officer.  17 

Appendix 2 –  Request for Funeral Arrangements 
 

 
 
 
 

 

Request for Funeral Arrangements to be undertaken by  
the Hospital Trust in respect of a patient dying in hospital 

 

 
 
 
 

This form must be completed by the Executor/Administrator of the Estate or 
Next-of-kin/Partner 

 

We apologise if some questions asked on this form cause any distress but all 
questions are relevant and must be answered. 

 
 
 

Please read the following statement carefully: 

 

 

Funeral expenses are legally a first charge on the Estate of the 
Deceased and as such the Hospital Trust will seek to recover, from 
the Estate of the deceased, any funeral costs and expenses incurred 
by the Trust. The Hospital Trust reserve the right to charge an 
administration fee of £350.00 payable by the next of kin 
 
By “Estate” we mean assets belonging to the deceased such as 
property, land, stocks, shares, savings, or any money belonging or 
owed to the deceased, and any money that comes into the Estate 
after the patient died. 
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Deceased’s Last Name 
(Mr/Mrs/Miss/Ms) 

 

 

Other Names  

 

Permanent Address  
 
 
 
 

 

Date of Birth  

 

Civil State  

 

Religion  

 

Your Last Name 
(Mr/Mrs/Miss/Ms) 

 

 

Your Other Names  

 

Your Permanent Address  
 
 
 
 

 

Your Occupation or Status  

 

Your age if under 18 years (if 
over 18 write “over 18”) 

 

 

Your relationship to the 
deceased 

 

 

Any additional information  
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 YES  NO 

Did the deceased leave a 
will? 

   

 
If “Yes”: 

Full name of Executor  

 

Address of Executor  
 
 
 
 

 

Name of Executor’s Solicitor 
(if none write “none”) 

 

 

Address of Executor’s 
Solicitor 

 
 
 
 
 

 

 

 YES  NO 

If the deceased did not leave 
a Will has anyone applied for 
a Grant of Letters of 
Administration? 

   

 

If “Yes”:  

 

Full name of Intended 
Administrator 

 

 

Address of Intended 
Administrator 

 
 
 
 
 

 

 YES  NO 

Have you been given form 
BD8 from the Registrar? 

   

 

 YES  NO 

If “Yes” have you passed the 
form to the Pension Service? 

   

 

If “No” do you know who has 
possession of the form? 
 
 
 

 



Royal Liverpool and Broadgreen University Hospital 

 

EQMS 6077 V3 Hospital Contract Funerals. Bereavement Officer.  20 

Please give full name(s) and address(es) of the following living 
relative(s) of the deceased: 
 

Relative Name and Address 
Age if 
under 
18 yrs 

a) Husband or Wife 

(if none got to “b”) 

  

b) Child(ren) including issue 
of 

(if none go to “c”) 

  

c) Father and/or Mother 

(if none go to “d”) 

  

d) Brother(s) and/or Sister(s) 

(if none go to “e”) 

  

e) Brother(s) and/or Sister(s) 
of half blood 

(if none go to “f”) 

  

f) Grandfather and/or 
grandmother 

(if  none got “g”) 

  

g) Uncle(s) and/or Aunt(s) 
including issue of 

(if none go to “h”) 

  

h) Uncle(s) and/or Aunt(s)  of 
the half blood including issue 
of  
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 YES NO 

Do you or your partner receive INCOME SUPPORT?   

Do you or your partner receive INCOME SUPPORT?   

Do you or your partner receive INCOME-BASED JOB 
SEEKERS ALLOWANCE? 

  

Do you or your partner receive INCOME-RELATED 
EMPLOYMENT and SUPORT ALLOWANCE? 

  

Do you or your partner receive WORKING TAX CREDIT 
including a DISABLEMENT ELEMENT? 

  

Do you or your partner receive CHILD TAX CREDIT other 
than the STANDARD FAMILY ELEMENT? 

  

Do you or your partner receive HOUSING BENEFIT?   

Do you or your partner receive COUNCIL TAX BENEFIT or 
SECOND ADULT REBATE? 

  

Do you or your partner receive PENSION CREDIT?   

 
If you have answered “Yes” to any of the questions above you may be eligible to 
claim a Funeral Payment from the Social Fund. 
 
 
In the event the Hospital Trust will normally require written evidence from your Job 
Centre Plus Office declaring that you are NOT eligible for any payment from them 
before any arrangements can be undertaken by the Hospital Trust. 
 

 

 YES  NO 

Did the Deceased own their 
own house? 

   

    

 YES  NO 

If “Yes” is the house shared 
accommodation? 
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Please give details of any Bank/Building Society, Savings Accounts, etc. 
held by the deceased: 
 

Name and Address of Organisation Account No. 
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Please give details of any endowment/Life Assurance Policies: 

 

Name of Insurance Company Policy Details 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 YES  NO 

Are you aware if any other 
outstanding payments 
(Assets) due to the Estate? 

   

 

If “Yes” please give details: 
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DECLARATION 
 
 

I understand that if I give information that is incorrect or incomplete, 
action may be taken against me. 
 
I declare therefore that the information I have given on this form is 
correct and complete to the best of my knowledge and I state that I am 
unable to meet the cost of the funeral of the deceased. I certify that I do 
not qualify for a Social Fund payment in this respect. 
 
I undertake to remit to the Hospital Trust any monies realised as 
accruing to the Deceased’s Estate which may come into my possession 
up to the cost incurred by the Trust in arranging the funeral and their 
administration expenses thereof. 
 
It is my wish that the deceased be buried/cremated* 
 
 
 
Signed   .......................................................................................................  
 
Name (print)   ..............................................................................................  
 
Date   ...........................................................................................................  
 
 
Witness signature   ....................................................................................  
 
Witness name   ...........................................................................................  
 
Witness address   ......................................................................................  
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Appendix 3 – Confirmation of funeral arrangements 
 

  

Stephen Cain of Thomas Porters and Sons Ltd Bereavement Services 
51 Priory Road Royal Liverpool University 
Hospital  Prescot Street 
Anfield Liverpool, L7 8XP. 
Liverpool Direct Line: 0151 706 3804/5 
L4 2RX Direct Fax: 0151 706 5903 

 
Dear Sirs                                                                                                 <date>  

 
CONFIRMATION OF HOSPITAL FUNERAL ARRANGEMENTS FOR THE PERSON 
NAMED BELOW: 
 

Name:  

Address:  

Age:  Date of Birth:  

Date of death:  Religion:  

Deceased lying at:  

 

Next of Kin:   Relation:  

Address:  

  

 

Other 
Information: 

 

 

Service at   

Crematorium/Cemetery:  

Date:  

Time:  

Reverend:  

Cortege from:  

Cars:  

Chapel of Rest:  

Flowers:  

Ashes: 
Garden of Remembrance / Other 
(specify): 

 

Please confirm any changes to funeral 
arrangements with the Bereavement Office  
on Tel: 0151 706 3804 

Faxed to Stephen Cain Funeral Services:  
0151 260 3895  on: 
   Date  
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Appendix 4 – Application for Cremation 
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Appendix 5 – Notice of Cremation 
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Appendix 6 – Notice of Interment 
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Royal Liverpool and Broadgreen University Hospital 

 

EQMS 6077 V3 Hospital Contract Funerals. Bereavement Officer.  36 

Appendix 7 - Document History/Version Control 
 

Version Date Comments Author 

1 7.1.2014  David Lindale 

2 26.11.2015 Two very minor alterations on 
pages 5 and 10 

David Lindale 

3 19.10.2018 Genealogists details added to 
p.4 and appendices 5 & 6 
updated. 

David Lindale 

 
Review Process Prior to Ratification: 
 

Name of Group/Department/Committee Date 

Patient Experience Sub-committee 07.01.2014 

  

 


