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1   INTRODUCTION 
 
This guide book has been written and designed by our funeral professionals to 
provide you and your support network with all the necessary information 
about organising a funeral. 
 
Please ensure that you read through this booklet thoroughly as it is an essential 
tool to guiding you through the process. It will inform you on what your 
responsibilities are, what to expect on the day of the funeral itself and how to 
achieve the funeral that you want. 
 
Please encourage those who will be supporting you throughout this process to 
read through this booklet as well so they will have an idea about what needs 
to be done. 
 
We aim to assist you to achieve an appropriate, dignified funeral with the 
peace of mind that your loved one had the best possible care and respect 
throughout. 
 
One of the most important influences on how smoothly the process runs is your 
participation. Following this guide and the advice you are given by Rounce 
Funeral Services staff will help you in achieving all that you want for the 
funeral and your final goodbyes. 
 
If you need clarification or have questions for which you are unable to find the 
answers in this book, please do not hesitate to ask a member of the team. 
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2 THE FIRST STAGES 
 
WHEN SOMEONE DIES AT HOME OR IN A NURSING HOME 
 

If your loved one died at home, the first contact should be made to their Doctor 
or the Doctor on call. In most cases they will issue a medical certificate of cause 
of death.  
In the case of a nursing home, the staff will call the doctor on your behalf. 
In some cases, if for example the death was sudden and unexpected, the Doctor 
will refer the deceased to the Coroner.   
 
The only other call to make is to Rounce Funeral Services on  
01903 692626. We consider ourselves to be privileged to arrange the 
dignified funeral of your loved one.  
  
WHEN SOMEONE DIES IN HOSPITAL 
 

Tell the hospital bereavement team that Rounce Funeral Services are handling 
the funeral arrangements. 
We will liaise with all officials on your behalf and attend to all legal formalities 
with the exception of registration which we cannot do. 
The nursing staff will advise you on the collection of certificates and personal 
effects. 
 
MAKING THE PHONE CALL TO ROUNCE 
 

Whenever you need the services of a Funeral Director, Rounce Funeral 
Services are proud to offer you their help and support. 
Peace of mind is only one phone call away with our 24 hour services. 
By choosing Rounce Funeral Services, you are assured of a trusted and caring 
Funeral Director who is dedicated to serving the needs of you and your family. 
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WHAT HAPPENS NEXT? 
 

Weõll arrange to transfer your loved one into our care whether it be from 
hospital, nursing home, hospice, any other funeral directors (you are within 
your rights to change funeral director at any time) or a home address as soon 
as we possibly can. 
We will give you a courtesy call to advise that your loved one is safe and 
sound in our care. 
We will leave you for a day or two after the death to allow you a period of 
quiet reflection. 
Then one of our dedicated team will contact you to arrange a time that is 
convenient to make the arrangements for the funeral over the telephone/
during a visit. 
 
WHEN SOMEONE DIES SUDDENLY 
 

It is in the general interest of the community that any sudden or unexplained 
death should be investigated. The cost of the Coroners service is met by the 
Local Authority. 
If the death has been reported to the Coroner you cannot register it until the 
coronerõs investigations are finished and this may delay having the funeral for 
a few days. 
The most common reason for referral to the Coroner is that the patientsõ Doctor 
had not seen the deceased recently. 
The Coroner may be able to ascertain that the death was from natural causes 
and that there is a Doctor who will certify the cause of death.  
If this is not the case, the Coroner will arrange for an examination which, in 
most instances, shows that the death was from natural causes. They will then 
issue a medical certificate of death and forward it to the Registrar, thereby 
allowing you to register the death. 
If the death is referred to the Coroner, Rounce will attend to all the necessary 
legalities and will keep you advised on a regular and ongoing basis. 
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3 CARE OF THE DECEASED 
 
Many people want to be left ôas they areõ, undisturbed and left in the clothes or 
cotton sheet that they were clothed in when Rounce brought them into our care. 
This is perfectly acceptable if no one is visiting with an open coffin. 
 

WASH AND PREPARATION FOR VISITING 
 

A ôwash and preparation for visitingõ is where our team wash the body and hair, 
men are shaved, nose hairs trimmed, nails trimmed, maybe a little makeup 
applied. This is not embalming; we never embalm; we are fundamentally 
opposed to embalming and this is one reason why we are recommended by the 
Natural Death Centre. A ôwash and preparation for visitingõ is essential if you are 
visiting your loved one with an open coffin. 
 

DRESSING AND CLOTHING 
 

If you are delivering clothing, we can accept everything including shoes, socks, 
their favourite fragrance or preferred makeup with the exceptions detailed 
below. If your loved one has had a Post Mortem, then something with a high 
neck is more appropriate, especially if you will be coming to see them. 
Clothing for cremation must not emit any toxic chemicals when cremated such as 
rubber, vinyl, latex, glass, batteries, pressurized cans, alcohol and porcelain. 
Burial clothes for natural burial must be made of natural fibres, such as cotton, 
wool, and linen. They should not include artificial materials such as plastic, 
synthetic linings, buttons, or zips. 
 

VISITING AND COSTS 
 

If you are visiting your loved one in our Chapel of Rest, you will need to book an 
appointment in advance. This ensures that we do not have another chapel visit at 
the same time. There is a one-off charge for a wash and preparation for visiting 
and/or dressing your loved one. There is no charge for visiting your loved one, 
no matter how many times that you visit with either an open or a closed coffin. 
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4 REGISTERING THE DEATH 
 
OBTAINING THE DOCUMENTS THAT ARE REQUIRED 
 

Some deaths may need to be referred to the Coroner. If it isnõt, the doctor who 
was attending the deceased will have to issue a medical certificate of death. 
The medical certificate will then be passed to the Medical Examiner for 
scrutiny along with the medical records. The medical examiner will offer the 
family the opportunity to ask questions or raise any concerns. Once all parties 
are satisfied with the cause of death the medical examiner will send the 
medical certificate to the registrar. The next of kin will also be notified and they 
will have 5 days to register the death. 
 
 

The death certificates and documents will be issued to you at the time of 
registration. This takes place in the district where the death occurred, not 
where the Next of Kin lives. 
 

However, you can contact any Registration Office in England and Wales to 
give details for the registration by declaration and these will be posted to the 
appropriate office.  
This will result in a short delay in you receiving the necessary documents for 
the funeral, DSS and attending to the deceased's estate. 
 
WHO CAN REGISTER THE DEATH? 
 

One of the following has to make an appointment with the local registrar: 

¶ A relative of the deceased. 

¶ A person present at the death. 

¶ The occupier of the house where the death took place. 

¶ The person dealing with the funeral arrangements (not the Funeral 
Director). 
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INFORMATION NEEDED TO REGISTER A DEATH 
 

You will be asked by the Registrar for the following information concerning the 
deceased:  

¶ Date and place of death. 

¶ Full names, including maiden name where appropriate. 

¶ Date and place of birth. 

¶ Occupation. 

¶ Usual address. 

¶ If they were a married/widowed woman, the full names and occupation 
of her husband/late husband will be required. 

¶ If they were married, the date of birth of the spouse. 

¶ If they were receiving any pensions or allowances from public funds.  
 
It may be a good idea to look out some documentation if you are unsure of 
any of the above, such as a Birth or Marriage Certificate. 
 
TELL US ONCE 
 

Tell Us Once is a service that lets you report a death to most government 
organisations in one go. 
This guide is also available in Easy Read format. 
 
HOW TO USE TELL US ONCE 
 

A registrar will explain the Tell Us Once service when you register the death. 
They will either: 

¶ complete the Tell Us Once service with you. 

¶ give you a unique reference number so you can use the service yourself 
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online or by phone. 
The registrar will give you a number to call. This includes a video relay 
service for British Sign Language (BSL) users and Relay UK if you cannot hear 
or speak on the phone. 
 

You must use the service within 28 days of getting your unique reference 
number. 
 

If you cannot register the death because an inquest is underway, you can 
still ask a registrar for a unique reference number. Youõll need to get an interim 
death certificate from the coroner holding the inquest first. 
 
WHAT TO DO WITH THE CERTIFICATES 
 

The Registrar will issue two certificates which can only be used for specific 
purposes: 
 

¶ The green certificate allows the burial or cremation to go ahead. It will be 
emailed directly to Rounce from the Registrar.  

¶ If the Coroner has held a post-mortem examination, the green certificate 
will be replaced by a yellow one and when this is sent directly to Rounce, 
it allows the funeral to go ahead even if investigations are on-going. 

¶ The white certificate is the Death Certificate and is a copy of the entry 
made by the Registrar in the death register. This certificate is needed to 
deal with money or property left by the person who has died, including 
dealing with the will. You may need several copies of the certificate, for 
which there is currently a charge of Ã12.50 each. 

 
WHERE CAN I REGISTER THE DEATH? 
 

You may be able to register the death online by going to the county councilõs 
website where the death occurred. They should have an online booking system 
for Registration Services. 
 

If you prefer not to use the online service, you may ring the telephone number 
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of the Registration Office closest to where the death occurred: 
  

Worthing Registration O̾ce 
Worthing Library, Richmond Road, Worthing, BN11 1HD 
Tel: 01243 642122 
  

Bognor Regis Registration O̾ce 
Durban House, South Bersted Business Park, Durban Road, Bognor Regis 
PO22 9RE 
Tel: 01243 642122 
  

Brighton & Hove Register O̾ce 
Town Hall, Bartholomew Square, Brighton, BN1 1JA 
Tel: 01273 292016 
 

Burgess Hill Registration O̾ce 
Burgess Hill Library, 15-19 The Martlets, Burgess Hill, RH15 9NN  
Tel: 01243 642122 
 

Crawley Registration O̾ce 
Crawley Library, Southgate Avenue, Crawley, RH10 6HG  
Tel: 01243 642122 
  

Chichester Registration O̾ce 
West Sussex Record Office, 3 Orchard Street, Chichester, PO19 1DD  
Tel: 01243 642122 
  

Eastbourne Registration O̾ce 
Town Hall, Grove Road, Eastbourne BN21 4UG 
Tel: 0345 60 80 198 
  

Haywards Heath Registration O̾ce 
Haywards Heath Library, 34 Boltro Road, Haywards Heath RH16 1BN 
Tel: 01243 642122 
  

Horsham Registration O̾ce 
Park House, North Street, Horsham RH12 9SB 
Tel: 01243 642122 
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Lewes Registration O̾ce 
Southover Grange, Southover Road, Lewes BN7 1TP 
Tel: 01273 475589 
  
Littlehampton Registration O̾ce 
Littlehampton Library, Maltravers Road, Littlehampton, BN17 5NA  
Tel: 01243 642122 
  
Midhurst Registration O̾ce 
The Grange, Bepton Road, Midhurst GU29 9HD 
Tel: 01243 642122 
  
Shoreham-by-Sea Registration O̾ce 
Health Centre, Pond Road, Shoreham-by-Sea BN43 5US 
Tel: 01243 642122 
  
Storrington Registration O̾ce 
Storrington Library, Ryecroft Lane, Storrington RH20 4PA 
Tel:  01243 642122 
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5 CHECKLIST FOLLOWING A 
    DEATH 
 
When someone dies there are many decisions and arrangements to make, all 
of which can be difficult in a time of grief. To help, we've put together this 
checklist to help guide you through the process. 
 
WHAT TO DO IN THE FIRST FIVE DAYS FOLLOWING A DEATH 
 

There are a few steps that need to be taken shortly after the death. In many 
cases the hospital or GP involved will help you with these early steps: 
  

¶ notify the family GP 

¶ register the death at a registration office 

¶ find the will - the deceased personõs solicitor may have a copy if you can't 
find one 

¶ begin making funeral arrangements - you will need to check the will for 
any special requests 

¶ if the person who has died was receiving any benefits or tax credits, 
complete the form given to you when you register the death and send to 
the local Job Centre Plus or Social Security office 

 
WHO ELSE TO CONTACT 
 

As well as informing people who are close to the person, in many cases you'll 
need to close down accounts, or cancel or change insurance details, 
subscriptions, agreements, payments or direct debits. 
 
Overleaf there is a list to help you keep track. 
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¶ Accountant 

¶ Banks and building societies 

¶ Benefits agency 

¶ Bereavement Register and Deceased Preference Service to remove the 
deceased's name from mailing lists and databases 

¶ Building insurance (to ensure continuing insurance cover if a house or 
property is to be left empty) 

¶ Car insurance (if you intend to drive a car owned by the deceased you 
must make sure you are insured) 

¶ Child Benefit office  

¶ Childõs school or childcare provider 

¶ Church / regular place of worship 

¶ Clubs, trade unions, associations with seasonal membership for 
cancellation & refunds 

¶ Council tax office 

¶ Credit card providers/store cards 

¶ Creditors - anyone to whom the deceased owed money 

¶ Debtors - anyone who owed the deceased money 

¶ Dentist 

¶ Disabled Parking Permit 

¶ DVLA, to return any driving licence, cancel car tax or return car 
registration documents/change ownership 

¶ Employers 

¶ Hire purchase or loan agreement companies 

¶ Home help agency 

¶ Hospital clinics (to cancel any outstanding appointments) 

¶ Household insurance 
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¶ Income tax office 

¶ Insurance companies - contents, car, travel, medical etc. 

¶ Internet provider 

¶ Landlord or local authority if they rented a property 

¶ Library (to return books) 

¶ Meals on wheels provider 

¶ Mortgage provider 

¶ Motoring breakdown policy provider 

¶ National Insurance Contributions Office if they were self-employed 

¶ National Savings and Investments 

¶ NHS equipment (wheelchairs, crutches , hearing aids etc.) 

¶ Passport Service, to return and cancel a passport 

¶ Pension providers / life insurance companies 

¶ Post Office to redirect mail 

¶ Premium Bond Office 

¶ Probate Office 

¶ Professional bodies 

¶ Private health care provider 

¶ Relatives and friends 

¶ Social groups to which the deceased belonged 

¶ Solicitor 

¶ TV licence 

¶ Telephone provider (mobile and landline) 

¶ Utility companies (gas, electricity, water) 
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6 MAKING THE ARRANGEMENTS 
    FOR THE FUNERAL 
 
WHO WILL MAKE THE ARRANGEMENTS? 
 

The person who arranges the funeral must be able to make decisions 
regarding the funeral. This person will also be responsible for payment of the 
funeral. 
Rounce can only take instruction from one person but we can carbon copy (cc) 
other contacts with all emails and documents to keep them advised.  
 

CREMATION OR BURIAL? 
 

The first decision you will have to make is whether it will be 
a cremation or burial. This is a very personal decision influenced by many 
factors including religion, a personal preference expressed when the person 
was alive, or contained within their last will and testament.  Approximately 
80% of the funerals Rounce conduct are cremations. A burial is more 
expensive due to the cost of a new grave, the digging or re-opening of the 
grave, and the removal of an old headstone or the cost of a new one.  
 

SELECTING AN APPROPRIATE COFFIN 
 

We include in our standard price list the provision of a standard sized light 
oak effect coffin called ôThe Uptonõ (www.rounce.co.uk/coffins). 
 

As far as coffins go, The Upton is a perfectly dignified coffin which is suitable 
for both cremation or burial and you certainly do not ôneedõ anything different. 
 

However, if you wish to have a different coffin, we have a full range of coffins 
and caskets available to view online at www.rounce.co.uk/coffins, ranging 
from environmentally friendly cardboard, woollen and wicker coffins to 
veneered and solid hardwoods. 
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WORKING TOGETHER AS A TEAM WITH OUR DEADLINES 
 

We want you to be proud of giving your loved one exactly the funeral that 
they wanted. We will take much of the weight from you at a difficult time. 
There are some things, however, that we are unable to do for you. This may be 
choosing the music and the photos, meeting the funeral officiant to agree on 
the ôOrder of Serviceõ and eulogy, or registering the death and making 
payment. 
In order to manage the external deadlines from the various 3rd parties 
involved in a funeral, such as the Registrar, the Crematorium or Burial Ground, 
the printer or the florist, we will advise you of what you need to do and when 
you need to do them by.  
Working together as a team and adhering to these deadlines will let us smooth 
the path and deal with every issue for you with the absolute minimum of fuss. 
 

Please observe any deadlines that we advise you of. 
This is necessary in order to achieve the funeral that you want. 
Anything delivered outside of these deadlines cannot be 
guaranteed to be actioned no matter how hard we try. 

 
THE FUNERAL CEREMONY 
 

Some people do not want a funeral ceremony, they just want to listen to a few 
pieces of music and then leave when they are ready. 
However, most people do want a spoken funeral ceremony. In this case, your 
celebrant/minister/humanist/priest/Bishop/Elder will conduct the funeral 
ceremony on the day itself. If you havenõt got anyone in mind to take the 
service, we can arrange one who we think is most suitable for you.  
They should contact you and arrange a time to speak to you within a couple 
of days of making the arrangements with us. This phone call/meeting will 
cover what music/hymns you want played, any poems or prayers you want 
read and what you want said about the person who has died (the Eulogy). 
 

From this conversation, the officiant will prepare an Order of Service which is 
needed to arrange the music and service sheets. 
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7 MUSIC FOR THE FUNERAL 
 
MUSIC 
 

Music is usually made up of 4 tracks or hymns, although you can have more if 
you donõt mind reducing the amount of talking during the service or if you are 
willing to pay extra for a double time slot at the crematorium: 
 

1. ASSEMBLY MUSIC when the mourners are entering the Chapel and 
getting seated and comfortable. 

2. ENTRY MUSIC when the pallbearers carry your loved one into Chapel. 
(Usually the saddest piece of music. Faded out after your loved one has 
been carried in to Chapel. If you wish this music to be played for longer, 
please advise your officiant). 

3. HYMN / MUSIC of REFLECTION (can be played with a 
SLIDESHOW of photos at most Crematoria). 

4. EXIT MUSIC (usually the most upbeat piece of music. You can leave the 
Chapel at any point during this music. If you are approaching the coffin to 
either touch it or place a single flower stem on it, then this is usually the 
time to do this). 

 
OBTAINING THE MUSIC 
 

Most Crematoria provide a highly specialized music service as part of their 
service charge. This means that all you have to do is advise us of the trackõs title 
and artist and as long as it has been commercially issued, then it usually can be 
sourced. 
 

If you are going into Church or a Cemetery Chapel, then you will need original 
or burnt CDs or an organist. These venues will need to test your CDs in advance 
to make sure they work. 
 

Rounce can always source and play music tracks in a Chapel, Church or any 
other venue on a portable speaker for an extra fee. 
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8 VISUAL TRIBUTES 
 
Visual Tributes offer something unique to each service and allow friends and 
family to present the life of the deceased back to the guests through emotive 
imagery and music. Demand for digital Visual Tributes within the chapel has 
grown quickly in recent years. 
 

Whereas in the past families would often place a simple photo at the front of 
the chapel, more and more chapels now have large display screens to play 
family photos or videos. 
  

The tributes are often shown in the middle of the service, during a time of 
reflection. They can be very powerful and emotional, even for someone who 
did not know the deceased personally. 
 

Families are also increasingly requesting DVD copies of the Visual Tribute after 
the service, so they can watch it again. 
  

At most Crematoria you can have a photo on the TV screen for the whole of 
the funeral (Hold photo) and also a Slideshow of your photos during the 
Reflective piece of music. 
It should be labelled Hold Photo. This can be in addition to the 25 photos 
that you can supply to us for the Slideshow. 
 

A landscape format photo (when the image is wider than it is tall) is best for 
the Hold Photo because this minimizes the black spaces at the edges of the 
photograph: 
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 You can have a portrait format photo (when the image is taller than it is 
wide) for a Hold Photo, but you will have bigger black space at the edges: 
 
 
 
 
 
 
 
 
 
 
A Slideshow of up to your 25 photos can be played once during the whole 
of your chosen music track. They have a fade in/fade out of about 1 second 
per photo. You may choose to have multiple Slideshows during the funeral 
service to different music tracks, but you would need a double time slot to 
accommodate. 
 
PHOTOS 
 

If you are supplying Photos, we prefer them by Email 
(rounce@outlook.com) or Memory Stick.  
 

Hard copy physical Photos are fine but please number them in the order that 
you want them to appear by writing their number on the back of each photo. 
Just bring them into us and we will scan them. 
 
We can accept up to 25 photos for a Slideshow. 
 

If you are supplying Photos electronically, then high resolution JPEGS are best 
(1mb+), ideally with 1920*1080 pixels (if you know Photoshop or Gimp). 
 

Hotmail / Outlook has a 20mb limit for emails, so we are very used to 
accepting multiple emails with photos as attachments. 
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PHOTOS FOR SERVICE SHEETS / SLIDESHOW / HOLD 
 

If you are having Service sheets, then you need to tell us which photo is the 
FRONT PHOTO on the service sheet (the iconic/best photo of your loved 
one), and which is the BACK PHOTO (maybe a photo of the whole family or 
one of your loved one when they were younger). 
 
If you are happy to pay a bit extra, we can always put extra photos/slideshow 
photos inside the service sheet as a collage. 
 
Please number the photos in the order in which you want them to appear, 
usually in age order. 
 
Therefore your email or memory stick of photos should look something like this: 
 
/Service sheets    /Slideshow       
           
  
1 FRONT.jpg    1.jpg     14.jpg 
2.INSIDE.jpg    2.jpg     15.jpg 
3.BACK.jpg    3.jpg     16.jpg 
      4.jpg     17.jpg 
      5.jpg     18.jpg 
      6.jpg     19.jpg 
      7.jpg     20.jpg 
      8.jpg     21.jpg 
      9.jpg     22.jpg 
      10.jpg     23.jpg 
      11.jpg     24.jpg 
      12.jpg     25.jpg 
      13.jpg     HOLD.jpg 
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9 SERVICE SHEETS 
 
STEP 1 - CHOOSE YOUR FONT FOR THE FRONT COVER 
You can personalise the Font on the Service Sheets if you wish: 
 

 
 
STEP 2 - CHOOSE YOUR TITLE FOR THE FRONT COVER 
 

A Celebration and Thanksgiving for the Life of 
A Celebration of the Life of 
A Service of Love and Reflection to Celebrate the Life of 
A Service to Celebrate the Life of 
Celebration of Life and Farewell Ceremony for 
In Celebration of a life well lived 
In Loving Memory 
In Sweet and Loving Memory of 
Requiem Mass and Thanksgiving for the Life of 
Thanksgiving Service for the Life of 

Edwardian Script Trajan Pro 
 (All Capitals) 

Arial 
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STEP 3 - CHOOSE YOUR COVER DESIGN 
 

You can choose one of the following designs or choose your own high quality 
photo to use. 
 
We have copies of the service sheets in our premises if you would like to see 
the finished article. 

Allotment 

Cream 

Bespoke 

Butterflies 

Black & white photo 

Bluebell Wood 
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Football team Full page photo sepia 

Horse Jumping 

Daffodil Dove 

Horse racing 

Green leaves 

Golf Course 

Flock of Pigeons 
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Lavender 

Red roses 

Pastel Blue 

Pink roses 

Purple floral border 

Pink floral border 

Mauve 

Shooting 

Pink flowers 
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Worthing beach Simple White 

Sunset 

Yellow roses 

Squares & Scrolls Steam Train 

Sepia Border Animal Print Large Butterfly 
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SERVICE SHEETS - STEP 4 
CHOOSE WHETHER TO HAVE A MONTAGE OF PHOTOS 
 

A 4-page A5 (1 x A4 folded in half) will have space for 2 photos and will 
look something like this: 

An 8-page A5 (2 x A4 folded in half) will have space for a montage of your 
slideshow/additional photos and will look something like this: 

Additional pages may be added for a larger order of service with hymn words 
and poems, more photos or larger photos. 


