Information
Brochure
Having to deal with funeral arrangements following the death of a loved one can be one
of the most difficult tasks that we are likely to face. The period between the death and
the funeral can be a bewildering time, when it seems there are so many tasks that need
attending to.
It is our aim at this difficult time to reduce this burden, and provide the resources to
enable your family's wishes to be met. There are some tasks which as funeral directors
we cannot carry out on your behalf, such as the actual registration of the death, but even
in these areas we will assist you in the process as much as we can.
At a time of bereavement it is often difficult to take in everything that you have been
told, and the aim of this booklet is to complement the discussions you have with your
funeral director, in order to provide information in a form which you can refer to again in
the coming days.
As members of the National Association of Funeral Directors we have a commitment to
abide by the Code of Practice of the NAFD. A copy of the Code of Practice and details of
the Funeral Arbitration Scheme, which provides clients with the reassurance of a system
of redress should any problems arise, are enclosed in this folder.
One of the aims of the Code is to ensure information relating to the cost of a funeral is
made readily available to the public. Information about the charges we make for the
services we can provide, and details of charges made by third parties, such as cemeteries
and crematoria, are provided in our ‘Funeral Services Brochure and Price List’ which
should also be enclosed.
Also enclosed within this folder are some information leaflets which may be helpful to
you when dealing with specific areas of the funeral arrangements, such as registering the
death, or finding out if you are eligible for help with funeral costs from the DWP.
However, please do not hesitate to ask us for advice or further information on any
matter.
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Our Origins
Our Origins in Eastwood
The origins of the Eastwood Funeral Partnership go back more
than a century to an era when funeral service was very
different. This original business card, which is on display at our
Eastwood office, shows that in 1867, the Leivers family started
the ‘Star Livery Stables’ in Victoria Street, Eastwood, next to
what was to become the birthplace of the author DH
Lawrence.

An original Business card from the early
days of the business.

William Leivers, who started the business, hired out
horse drawn hearses and carriages to ‘Undertakers’
covering a wide area. With the demise of horse drawn
transport and the introduction of motor vehicles, the
business was renamed ‘Leiver’s Garage.’ By the 1970’s
the business was owned by William’s grandson Robert
Leivers, known as Roy or Bob, and his wife Ada.
In 1971, Barry Hutsby, whose wife Elaine was Ada and
Roy’s
niece, joined the business as a Partner with ‘Uncle
‘Uncle Roy’ in a 1967 newspaper article
Roy’. In 1973, Roy died, and at Aunt Ada’s request, Barry and
Elaine continued the Partnership with her. The business continued to supply hearses and limousines to
funeral directors in Nottinghamshire and Derbyshire.
In 1974, Eastwood and District Funeral Service was established,
and in 1983 moved to its present location on Nottingham Road,
Eastwood. Mrs Ada Leivers died in 1990, leaving Barry and
Elaine to carry on the business.
The Eastwood office not only serves families throughout the
Eastwood area, but also serves as the main hub of the business,
co-ordinating daily activities and being the home of the
business' fleet of funeral and auxiliary vehicles.
Barry and Elaine with Ada Leivers and Stuart
Edwards, shortly after the move to
Nottingham Road, Eastwood.

Stapleford.
In 1986 the Partnership established its first branch office;
Originally called Stapleford Funeral Service and located at
Carrara House on Cemetery Road in Stapleford, it was
managed by Stuart Edwards. In 1997, the office moved to
the current much larger premises on Derby Road in
Stapleford. At around this time, Stuart retired after more
than 20 years of service to the business. Alan Winfield, a
Diploma–qualified funeral director with more than 30
years’ experience in the funeral profession, now manages
the Stapleford office.

The Carrara House premises shortly after
opening in 1986
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Heanor
In 1945, Britain was celebrating the end of the Second World War. That same year, a 15 year old lad in
Heanor was to start as an apprentice with his uncle, Ernest Brewin; an established joiner and
undertaker in Heanor. 17 years later, John Royston Gillott, known as Jack, bought the business from his
uncle and began trading as J.R. Gillott Joiner / Funeral Director.
In 1986, Jack's son-in-law, Anthony Topley, went into
Partnership with Jack, and in 1992, Jack decided it was time
to retire. The Eastwood Partnership purchased the
business, and Anthony became a Partner. The original
business property was demolished, and purpose-designed
premises were built to provide modern, high-quality
facilities.
The majority of the funerals carried out by our Heanor
funeral home are conducted by Anthony or by Helen Ellis,
who has worked at the Heanor office for 20 years. Both are
holders of the Diploma in Funeral Directing, and Anthony is
also a member of the British Institute of Embalmers.

Gillotts Funeral Service, Heanor in 1992

Kimberley.
In 1997, the Partnership took over the funeral premises at 35 Main Street, Kimberley. Whilst the
premises were small in comparison to the other three branches, allowed the Partnership to extend the
services provided to families in the Kimberley and Nuthall area. In November 2015, our Kimberley
funeral home moved to much larger premises in The Old Church on Main Street at the corner of
Broomhill Road.
In 2001, Barry and Elaine’s daughter Joanne became a
Partner in the business, continuing to strengthen the family
aspect of the Partnership. Joanne managed the Stapleford
office after the retirement of Stuart Edwards until 2006,
when she moved to the Eastwood office to become more
involved with the day to day running of the business. Barry
and Elaine's younger daughter, Alison, is also based at the
Eastwood office as Office Manager.
In November 2015, to coincide with the opening of the new
Kimberley funeral home, the partners took the decision to
unify the whole business under a single name; Gillotts
Funeral Directors, to reflect our family heritage, and to
help people understand that wherever they are in the local area, it's the same committed team that’s
here to help.
The Eastwood Funeral Partnership;
l-r: Anthony Topley, Elaine Hutsby,
Barry Hutsby, Joanne Hutsby

Selston
In May 2016, we opened a new funeral home in Selston, in the former police house near Wilde’s corner.
The present format of the business that was once Star Livery Stables is very different to what it was only
a generation ago. Whilst the business as a whole has grown, each funeral home remains small enough
to ensure that each one of its clients receives its full attention, to be sure that their needs are both
anticipated and met. The business has retained its family base, and still operates to the same maxim as
it did in Uncle Roy’s day:

“Treat others as you would wish to be treated yourself.”
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Getting in Touch.
By Telephone. Please contact us at any time if you have a question, a change
of instructions, or for reassurance about any aspect of the funeral
arrangements. Outside of office hours, our telephone lines are diverted to the
home of one of our funeral directors, who will receive all calls throughout the
evenings and weekends. The funeral director on call will have details of all the
funeral arrangements which are being dealt with, and will be able to either
assist you, or take a message to pass on when the office re-opens.
By calling into one of our Funeral Homes:

Eastwood
154 Nottingham Road, Eastwood NG16 3GG
Telephone (01773) 713484
eastwood@gillotts.co.uk
Monday – Friday 9.00 a.m. – 5.00 p.m,
Saturday 9.00 a.m. – 12.30 p.m.
Bank and Public Holidays – closed

Heanor
1a Abbott Street, Heanor DE75 7QD
Telephone (01773) 713921
heanor@gillotts.co.uk
Monday – Friday 9.00 a.m. – 5.00 p.m,
Bank and Public Holidays - closed

Stapleford
136 Derby Road, Stapleford NG9 7AY
Telephone (0115) 949 1534
stapleford@gillotts.co.uk
Monday – Friday 9.00 a.m. – 4.30 p.m,
Bank and Public Holidays - closed

Kimberley
The Old Church, Main Street, Kimberley NG16 2NG
Telephone (0115) 938 6720
kimberley@gillotts.co.uk
Monday – Friday 9.00 a.m. – 4.30 p.m.
Bank and Public Holidays - closed

Selston
133 Nottingham Road, Selston NG16 6BT
Telephone (01773) 306909
selston@gillotts.co.uk
Monday – Friday 9.00 a.m. – 4.30 p.m.
Bank and Public Holidays - closed
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Using this Brochure
The following pages describe many of the choices available when arranging a funeral, and describes many
of the facilities and services which we can provide for our clients.
Our services are also available in the following circumstances;
Deaths or Funerals outside of the local area
Where a death has occurred in another part of the country, or in another country, we can arrange for the
return of the deceased to our local area for the funeral to take place. Depending on the circumstances we
may work in conjunction with an insurance company or a funeral director in the local area to facilitate the
return of the deceased.
We can also arrange for a funeral to take place outside of our local area, either by providing the necessary
vehicles and staff ourselves, or by working in partnership with a funeral director in the area in which the
funeral is to take place. In cases where a death has occurred locally and the burial of the deceased is to
take place in another country, we can also make all of the arrangements for the repatriation of the
deceased to that country.
In all such circumstances, we would begin by ascertaining the wishes of our client, and then present
options to them on how we could proceed to allow these wishes to be met, including the likely costs.
Children’s funerals
The death of a child, be it an infant, young child or teenager, is for the parents and family a tragic and
distressing event. Our aim at such a time is to provide the support and resources to guide the family
through the process of arranging a funeral service which is in keeping with their wishes.
The requirements for a child’s funeral are wide and variable, and it can be difficult to discuss in detail over
the telephone, so we would be pleased to visit the family at home, or meet at our premises for an
informal discussion before any decisions or commitments are made.
When we are asked to conduct the funeral of a child we automatically waive many of our standard
charges, and where charges are made, we strive to reflect only the costs involved in providing the services
requested. We have a range of options available for provision of coffins and caskets for children, and our
funeral director would be able to explain the options available.
At our initial discussions we would give an indication of the likely charges that we would make, and that
third parties may make. Once firm arrangements had been agreed we would then be in a position to
check with the third parties involved, such as Churches or ministers, what their charges would be.
Stillborn and Pre-Viable Babies
Following the loss of a baby, most hospitals provide a simple funeral service at no cost to the family. This
is provided in conjunction with a specific funeral director, and may have restrictions in when and where
the service takes place, and usually involves a joint service with other families. If you prefer not to use the
hospital service you may make your own arrangements, and we would be happy to discuss the options
with you. Again, our charges when providing such a service are aimed simply at covering our costs.

6

Our Relationship with you
Following bereavement, every family has different needs - for this reason we try and maintain a flexible
approach to arranging a funeral. In some cases, our clients prefer that we visit them at home to make
both the initial arrangements, and to discuss further details at a later time. Others prefer to visit the
funeral home to discuss these matters. Our aim is to accommodate each of our clients in the way they
feel most comfortable.
Confidentiality and Privacy.
In our discussions with you regarding the funeral arrangements, you may have provided us with
information of a confidential nature. Other than informing those who also require this information to
assist with the funeral, such as the Minister who will be taking the funeral service, we will not divulge any
personal information about yourself, your family or the deceased.
If we are contacted by third parties such as the media, or anyone believing they have a past connection
with you or the deceased, we will take their details and pass them onto you so that you can decide
whether to pursue the contact.
Sometimes, our clients prefer that details of a funeral are kept private. If this is the case, please let us
know, and we will not divulge any information about the date or location of the funeral to anyone. Please
be aware, however, that other parties involved, such as Crematoria or Cemeteries are public facilities,
and may be unable to offer the same level of privacy.
Arranging a funeral.
In the early stages of our relationship with them, some
of our clients admit to an understandable reluctance
to talking about funeral arrangements, admitting that
they ‘have never done this before’ or that they ‘don’t
know where to start’. At the conclusion of the
meeting, however, many state that the process was
easier than expected, and that they had gained some
peace of mind from being able to discuss the
arrangements with an experienced professional with
the knowledge and information to put their wishes into place.
During the funeral arrangement we will discuss what decisions have already been made – either by the
client and their family, or by the deceased themselves. We will then guide the family through some of the
aspects which they may not yet have considered, providing options, alternatives and advice. We will also
discuss with you the costs associated with the arrangements being made on your behalf, and provide a
written estimate and confirmation of the arrangements which you have asked us to put in place. This
document will be signed by our representative and the person who will be taking responsibility for
meeting the costs of the funeral, who we refer to as our client. Once this agreement has been made, any
changes in the arrangements made must come from this person, or be agreed by them.
Sometimes, making funeral arrangements can be a gradual process. At the initial meeting, it is usually
possible for us to agree the details which will allow us to begin making the funeral arrangements on our
client’s behalf. However, there are often aspects of the funeral arrangements that are yet to be
established. This is quite normal – following bereavement, it is often difficult to make many of the
decisions required straight away, and often other members of the family need to be consulted before a
decision is made.
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Burial or Cremation
The first decision families are faced with when the need to arrange a funeral arises is the choice between
burial or cremation. In many circumstances the decision may already have been made by the deceased,
or there may have been prior funeral arrangements that help influence the choice made. The following
information may be helpful to those who have yet to make a definite decision.
Cremation.
In the Nottinghamshire / Derbyshire areas in which we
operate, the five crematoria are Bramcote, Mansfield,
Amber Valley Crematorium and Memorial Park at
Swanwick, Wilford Hill and Markeaton – shown on the
right is the Main Chapel at Markeaton Crematorium.
There is no “designated” crematorium for an area,
families may choose to use any crematoria they wish.
All crematoria have the facilities to enable a family to
hold the funeral service in the crematorium chapel, with
facilities for the provision of music within the service. Alternatively, the funeral service can be held in a
local place of worship, in which case the service at the crematorium would take the form of a short
service of committal - either attended by close family only, or open to all who may wish to attend.
Sometimes, families choose to hold the Service of Committal prior to a Service of Thanksgiving at a place
of worship or other suitable venue.
When cremation is chosen, it is also necessary to consider the final resting place of the cremated remains.
A number of different options are given on page 18.
Burial.
Local Authority Cemeteries.
There are Local Authority Cemeteries in all of the towns in which our funeral homes are situated. The
availability of grave spaces is regulated by the relevant Authority, and most operate a resident/ nonresident system of charging for the purchase of a grave and the cost of opening a grave.
When arranging a burial in an existing grave, we need to establish the current owner of the grave - either
by production of the Grave Deed or a search of cemetery records. Some Local Authorities insist that,
where the grave owner is deceased, the grave is transferred into the ownership of the person arranging
the funeral. Your funeral director can advise you of the procedures required.
Churchyards.
There are still a number of Churchyards within the area where
burials can take place. The regulations relating to Churchyards
differ from Local Authority Cemeteries, and in most cases are
governed by the Church of England Diocese for the area. Due to
lack of available space, burials in some Churchyards are available to
residents of the parish only.
Woodland Burial Grounds.
There are a number of Woodland burial grounds throughout the area - some are privately owned and
managed, whilst others form part of a traditional Local Authority cemetery. Please ask for more
information, or see our leaflet on this subject.
Please ask if you have any questions about Burial or Cremation.
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Who will take the Funeral Service?
One of the things that your funeral director will ask you is whether you have a specific individual in mind
who will lead the funeral service. If you have elected to hold the funeral service in a Church or other place
of worship prior to burial or cremation, then the Minister of that Church, or one of their readers or
assistants, would usually take the service.
If the service is to be held at a Crematorium or Cemetery Chapel,
the choice of who officiates is wider. Some options include:


The Minister from the Church at which the deceased
worshipped.



The Minister from the Parish in which the deceased lived, or
one of their readers or assistants.



The local Minister representing the denomination of the
deceased (such as Methodist or Baptist).



A Humanist or Independent Officiant, for those who prefer a non-religious ceremony, or a service
with minimal religious content. We have a number of contacts who will conduct such a service.



A family member or friend can take the service themselves if they feel they have the confidence and
ability to do so.

We will discuss the most appropriate option with you, then to make sure they are available, we will
contact the appropriate officiant before we arrange the date and time of the funeral. We will then pass
on our client’s contact details to them so that they can get in touch to make arrangements to meet with
the family and discuss the content and format of the service.

Hymns and Music
If you are having a Church service and you would like to include hymns
as part of the service, the accompaniment for this will be played by the
Church organist. You will need to discuss with the Minister taking the
service which hymns you wish to have, so he can inform the organist.
On entering and leaving Church the organist will often play suitable
music as organ voluntaries. If you wish to choose the music that is to
be played in Church, then you will need to discuss this with the
Minister, to ensure that he or she feels the music is appropriate. If the
music you require is to be played via CD, then the Minister will advise you whether the Church has the
facilities to play such CDs or if we need to arrange to provide a CD player.
Hymns at our local Crematoria
At our local crematoria computerised music library. At Bramcote, Wilford Hill, Amber Valley and
Markeaton this system is used to play both the hymns and other music requested. The most popular
hymns have been recorded with a choir accompaniment, which enhances the singing of the hymns, but
this provision can be overridden if preferred. Mansfield crematorium have retained the use of an Organ
and Organist to accompany hymns and provide additional voluntaries for funeral services. At the other
crematoria, if families prefer the use of an organ for the service, we would need to arrange for an organist
recognised by the crematorium to play for the service. There is an additional charge for the organist’s
services.
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Music Tracks.
The Music Libraries contain a vast selection of music of all types that can be played at a funeral service. If
you wish to have special pieces of music played for the service, please inform us as soon as possible of the
details of the artist, the song or piece of music, and if possible the CD it is from. We can then arrange to
source the music and download it into the crematorium’s system. We need this information a minimum
of three clear working days prior to the funeral date to ensure the music can be placed into the system.
If the music requested is not commercially available, the crematoria will in certain cases allow a family’s
own CD to be played, providing it can be demonstrated that all attempts to trace the music have failed.
The crematoria do not guarantee to play home produced “burnt” CDs.
It is our responsibility to inform the crematorium of the music to be played, so even if you have discussed
your music choices with the person taking the service, please also let us know as soon as you have
decided which hymns and music tracks you would like as part of the service, and in which order they are
to be played.
Cemetery Chapels and other venues.
At most Cemetery Chapels and other venues, there are often no facilities for providing music during the
service. If you would like to sing hymns at a Cemetery Chapel service, we can arrange for an organist with
portable equipment to play at the service. If you would like to listen to music from a CD, we will provide a
CD player and operator. We would also liaise with the Minister appointed to take the service. Please let
us know as soon as possible if either an organist or use of a CD player is required.
Hymns.
Below is a list of some of the more well-known hymns which are appropriate for funerals. This is certainly
not an exhaustive list, but it may help you to choose the hymns you would like to sing at the funeral
service. Alternatively, if you do not wish to actually sing the hymn, you may prefer to listen to a choral
version as part of the service.





















Abide with Me
All people that on earth do dwell
All things bright and beautiful
Amazing Grace
Angel voices ever singing
Be still my soul
Breathe on me breath of God
Dear Lord and Father of mankind
Eternal Father strong to save
Father hear the prayer we offer
Fight the good fight
God be in my head
Great is Thy faithfulness
Guide me O Thou great Redeemer / Jehovah
How great Thou art
How sweet the name of Jesus sounds
In heavenly love abiding
I vow to thee my country
Immortal, invisible
Jerusalem (And did those feet)
Just as I am






















Love divine all loves excelling
Lead kindly light
Make me a channel of your peace
Morning has broken
Now thank we all our God
Now the day is over
Nearer my God to Thee
O God our help in ages past
O love that wilt not let me go
O Jesus I have promised
Onward Christian soldiers
Peace, perfect peace
Praise my soul the King of Heaven
The day thou gavest
The King of love my Shepherd is
The Lord's my Shepherd
The strife is o'er, the battle done
There is a green hill far away
Thine be the glory
The old rugged cross
To God be the glory, great things he has done
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Our Professional Services
As well as handling the arrangements for the funeral itself, we can provide any or all of
the following additional services if requested. Any additional costs associated with these
services are listed in our Funeral Services Brochure and Price List.
Press notices.
We can place death notices and acknowledgements in
local or national newspapers if you so request. We can
assist you with the wording of these notices, and have
samples of verses and notice formats to help you. If you
inform us at the initial meeting that press notices are
required, the cost of these notices will be itemised as
disbursements on the estimate you receive at this time.
The actual cost as charged by the newspaper will be
detailed on the final account.
Wording of Press Notices.
Some people prefer the press notice to be a simple notification of the death, and the arrangements for
the funeral, whilst others find comfort in personalising their notice, including verses and personal
messages. Your funeral director will be happy to assist you with drafting your notice, but if you prefer to
draft your own more personal notice, please see our separate leaflet for some sample wording and
verses.
It is helpful for us to know whether you would prefer those outside of the immediate family to send
flowers or give a donation in memory of the deceased. This allows us to word accurately any press notices
that you ask us to place for you, and also give the correct information to anyone who contacts us for
information about the funeral arrangements.
Some variations include:


Flowers welcome - anyone who wishes to may send flowers for the funeral.



Flowers or donations - the individual may choose whether to send flowers, or give a donation to a
charity or charities chosen by the family.



(Immediate) family flowers only - those within the family may send flowers, whilst those outside of
the family, such as friends and workmates, should send a donation rather than flowers.



No flowers please - everyone is requested to give a donation rather than send flowers. The person
arranging the funeral may then organise a single tribute for the coffin which is from the entire
family.



Make a personal donation - anyone who wishes to make a donation in memory of the deceased
should do so individually to their own chosen charity.
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funeral flowers
We will receive all floral tributes delivered to our premises in
memory of the deceased, and care for them prior to the
funeral. Except in cases where only a small number of family
tributes are received, we will produce for you a list of the
names on the flower cards.
On occasions, flowers are taken to the place of service by
third parties such as florists or attendees at the funeral. Our
staff take great care to collect such tributes and place them
with the flowers which have been delivered to our premises and to the family home, and also to
incorporate the names on these tributes onto the list provided to you after the funeral. However there
are occasions where tributes are placed in areas where we are not aware of them, or where the
deceased’s name is not on the flower card. In these instances, we are unable to take responsibility for
these tributes not being included with the flowers displayed, or on the flower list.
After the funeral service is completed, the assembled congregation will have a short time to look at the
floral tributes before moving on. Sometimes, the immediate family do not have a chance to take in the
messages on the flowers, and prefer to go back the following day to see the flowers. If this is the case, we
would leave the flowers at the place of committal, with all of the flower cards remaining on the tributes.
As an alternative, we can transfer the flowers to another local location. If you would like the flowers to be
transferred, please let us know in advance of the funeral so that we can ensure that a suitable vehicle is
available to transfer the flowers.
Some suggestions:


Cut flowers and baskets could be taken to a Care Home where the deceased was a resident. Please
note that we will need to check beforehand that the Home will accept the flowers, and how many
tributes they are willing to accept.



Floral tributes could be placed on a family grave in a local Cemetery or Churchyard. Please give us
details of the grave beforehand so that our staff can easily locate it.



Floral tributes could be taken to the Cemetery or Churchyard where the cremated remains are to be
interred at a later date.



Tributes could be taken home to be arranged into vases, if suitable, or displayed in the garden.

Provision of Floral Tributes.
Some of our clients have links with a particular local florist and prefer to discuss
their needs directly with that florist, who will then deliver their chosen tributes
to us on the day of the funeral.
For those who have no particular florist in mind, or prefer to arrange the floral
tributes at the same time as making the funeral arrangements, we can provide
floral tributes for the funeral, and we have brochures available to help you
choose the style of tribute you require.
The cost of these tributes can either be itemised on the final account for the funeral, paid in advance, or
invoiced separately after the funeral. To ensure that our florists are able to meet your wishes, we ask
that orders for floral tributes be confirmed to us at least two clear working days before the funeral.
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Donations
We find today that many families feel the giving of charitable donations preferable to the sending of
flowers for those outside of the main family. If you would like to give people the option to send a
donation in lieu of flowers, but you are unsure which charity to choose, we can provide more information
to help with your choice – please ask your funeral arranger for more information.

Our Charity Donations Service.
We operate a complete Charity Donations Service for the benefit of our clients. We can receive donations
in the form of cash, cheques or online payments. If by cheque, this may be made out either to the charity
selected, or to our donations account (Gillotts Funeral Directors Donations Account). Cash, and cheques
made out to our donations account, are banked into a special account which is entirely separate from our
business bank account. We do not receive interest on the monies held in this account, nor do we deduct
any charges incurred by operating the account from the donations received.
When clients request that donations be divided between two or more charities, we recommend that all
cheques be made payable to our donations account. We will then bank all of the donations, and divide
the total amount donated - either equally, or otherwise according to our client’s wishes.

Memorygiving
Memorygiving provide a service which allows people to donate online. A page
can be created in memory of your loved one, which can be personalised with a
photograph and if you wish an individual message. Visitors to the page can see the total donated, and
donors can either add their names or remain anonymous.
This service is provided at no cost to our clients or to the charities concerned. However, memorygiving
deduct 5% of the total donated, plus the card processing costs from the amount donated to administer
the running of the site. Donors who are UK Taxpayers are able to giftaid their donation, as long as the
charity concerned is registered to take advantage of the giftaid scheme. Memorygiving are only permitted
to collect donations for registered charities – if you wish to collect for something other than a registered
charity then it will not be possible to collect donations in this way.
Collections at Funeral Services.
Each of our funeral homes has a donations box which can be used at the funeral
service to collect donations. The box is locked for security, and is not opened until
it is returned to the funeral home after the funeral.
The convention in many Churches is that all money donated within a Church is
designated for Church use. If you would like us to collect donations at a Church
service, we will have to get permission from the Minister of the Church. Please
inform your funeral director in advance of the funeral if you would like a collection
to be made in Church, and we will advise whether this is possible.
Closing the donations account
Approximately one month after the funeral, we will close the donations account and forward to our client
a list of the names of those who have given a donation, including those individuals who have donated via
memorygiving and given their names. We will forward the donations which we have received to the
nominated charity or charities, and write to our client informing them of the amount forwarded. In our
correspondence to the charity or charities, we ask that they acknowledge safe receipt of the monies
direct to our client, so that they can be assured that the donations have been safely received.
Alternatively, please let us know if you would prefer to deliver the donations yourself.
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Order of Service or Hymn sheets
One way of personalising funeral arrangements is the
provision of service sheets at the funeral service. Using
colour laser printing, we can provide a wide range of
options quickly and flexibly. These include Order of Service
sheets, which guide the congregation through the entire
Service, including the words of the hymns to be sung, as
well as details of individual readings and tributes, or Hymn
Sheets, which contain simply the words of the Hymns.
We also work in conjunction with Gateway Publishing to
provide commercially printed Service sheets incorporating a wider range of designs.
Enclosed with this folder is a Funeral Stationery Pack containing design ideas, and an Order form for you
to write down your preferences for the design and content of the service sheets.

Attendance cards
In order to provide you with the names of those who attend the Funeral Service,
we can arrange to place attendance cards in the Church or Chapel, which
attendees are asked to complete with their names and addresses. After the
Funeral these cards are collected, and a list of those attending is produced for you.
A charge is made for our attendance card service, which includes attendance of an
additional member of staff at the Funeral Service, provision of the cards, and
production of the attendance list. Please note that due to the restricted time and
access, Attendance cards are not suitable for use at a Crematorium Chapel.

Books of Condolence
We can provide Books of Condolence for use at the Funeral Service and
reception venue afterwards. Please see our Funeral Brochure and Price
list for current costs.

Catering following a Funeral Service
If you are wishing to arrange for catering at a local venue following the
Funeral Service, we can provide some suggestions as to the most suitable
options in the local area. We recommend that family members visit the
venue and make arrangements for the provision of catering and other
facilities directly with them. However, if you would like us to make enquiries
and a preliminary booking, please let us know.
Alternatively, outside caterers are able to provide food at either a private house or venues such as Church
Halls. Information about our recommended option – Simply Baked – is enclosed within this folder. Where
catering is provided, we are occasionally asked to settle the catering account on behalf of our client and
include this cost on our final account. Whilst we are willing to do this provided that it is included on the
Estimate of Costs signed by our client, we do impose a maximum limit of £500.
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Personalising the funeral arrangements
It is our hope that the funeral which we are helping you to arrange will be a fitting tribute to the person
who has died. Here are some suggestions of simple ways of making the funeral arrangements more
personal - if we can help with putting any of these ideas into practice for you, please let us know.


Have floral tributes made from your loved one’s favourite
flowers, in their favourite colour or to reflect their hobbies or
interests.



For ex-service personnel; we can drape the coffin with the Union
Flag, or create a bespoke Colourful Coffin including their
regimental colours and insignia. We can also place their medals
or cap on the coffin. We have a Union flag available for use on
request.



For sports fans – drape the coffin
with their team’s flag or shirt.



Choose from our range of Bespoke
coffins to create a unique focal
point.



Select a photograph of the deceased
to place on the coffin. We can
enlarge photographs up to A3 size
for display at the funeral – there is no charge for this service.



Put together a photo montage or album for the reception.



Ask children to draw a picture or write a letter to be placed in the coffin.



Family members could place a single flower on the coffin at the crematorium, or cast into the
grave following a burial.



We can produce Order of Service sheets with photos of the deceased throughout their life.



Involve others – maybe with a family member writing a poem or a tribute. Some suggested
poems are listed on the following page. If they do not
feel able to read it out themselves, this can be read
by the minister or officiant on their behalf.



Asking those attending the funeral to wear bright
colours, or a buttonhole in a certain colour.



Release Doves at the graveside or outside the
crematorium. Please ask for further details.
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Poems and verses suitable for funeral services
Togetherness
Death is nothing at all.
I have only slipped away into the next room.
I am I, and you are you.
Whatever we were to each other, that we still are.
Call me by my old familiar name,
speak to me in the easy way which you always used.
Put no difference in your tone,
wear no forced air of solemnity or sorrow.
Laugh as we always laughed
at the little jokes we enjoyed together.
Play, smile, think of me, pray for me.
Let my name be ever the household word
that it always was.
Let it be spoken without effect,
without the trace of a shadow on it.
Life means all that it ever meant.
It is the same as it ever was;
There is unbroken continuity.
Why should I be out of mind because I am out of sight?
I am waiting for you, for an interval,
somewhere very near, just around the corner.
All is well.

Miss me, but let me go
When I come to the end of the road,
And the sun has set for me,
I want no tears in a gloom filled room,
Why cry for a Soul set free
Miss me a little, but not too long,
And not with your head bowed low,
Remember the love that we once shared,
Miss me, but let me go.
This is a journey we all must take,
And each must go alone,
It's all part of the master plan
And the step on the road to home.
When you are feeling lonely and sick at heart,
Go to the family you know,
And bury your sorrow in doing good deeds,
Miss me, but let me go.

Deep Peace
Deep Peace of the running wave to you
Deep Peace of the flowing air to you
Deep Peace of the quiet earth to you
Deep peace of the shining stars to you.
Deep Peace of the infinite love of God to you
Deep Peace.

Do not stand at my grave and weep
Do not stand at my grave and weep
I am not there, I do not sleep.
I am a thousand winds that blow
I am the diamond glints on snow
I am the sunlight on ripened grain,
I am the gentle autumn rain.
When you awaken in the morning’s hush
I am the swift uplifting rush of quiet birds
in circled flight
I am the soft stars that shine at night.
Do not stand at my grave and cry,
I am not there, I did not die.

You can shed tears that he is gone
You can shed tears that he is gone,
Or you can smile because he has lived.
You can close your eyes and
pray that he’ll come back,
Or you can open your eyes
and see all that he has left you.
Your heart can be empty because you can't see him,
Or your heart can be full with the love you shared.
You can turn your back on tomorrow
and live yesterday ,
Or you can be happy for tomorrow
because of yesterday.
You can remember him and only that he’s gone,
Or you can cherish his memory and let it live on.
You can cry and close your mind,
be empty and turn your back ,
Or you can do what he’d want: smile, open your eyes,
love and go on.
Can also be printed / read as ‘…that she is gone’

After Glow
I’d like the memory of me to be a happy one
I’d like to leave an afterglow
of smiles when life is done.
I’d like to leave an echo
whispering softly down the ways,
Of happy times and laughing times
and bright and sunny days.
I’d like the tears of those who grieve,
to dry before the sun.
Of happy memories
that I leave when life is done.
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Cremated Remains
The choice of cremation brings with it the need to determine the final resting place for the Cremated
Remains. The strict procedures followed by crematoria in this country mean that each coffin is cremated
individually, and the Cremated Remains received are those of the individual deceased.
There are many options, and we will be happy to explain those that may apply to your circumstances, or
which may fit in with your wishes, or those of the deceased. If you are not able to reach a decision, we
can retain the Cremated Remains on our premises, to give you time to come to a decision.
Scattering of Cremated Remains at the Crematorium
All of our local crematoria offer the option to have cremated remains scattered in the grounds as part of
the cremation fee. This can be done by appointment if you wish to witness the scattering - some
crematoria have an additional fee for this. In most cases, you can also request that the remains are
scattered in the same place as a previous relative's remains. If you would like an appointment to witness
the scattering, this needs to be made clear on the forms sent to the crematorium before the funeral takes
place. Cremated Remains can also be transferred to another crematorium for scattering if preferred. The
receiving crematorium will charge a fee for this.
Interment of Cremated Remains in a Cemetery or Churchyard.
Most Local Authority cemeteries and some Churchyards offer small plots into which Cremated Remains
can be interred. Rules and practices vary - in most cases remains are interred in a small wooden casket,
but in some Churchyards where space is at a premium, the Remains are interred loose into the ground.
Scattering of Cremated Remains in a Cemetery.
Cremated Remains can be scattered on a grave, or in the Garden of Remembrance at a number of
cemeteries. Scattering of Cremated Remains in a Church of England Churchyard is not permitted.
Arrangements for the interment or scattering of remains
If you wish to attend to witness the interment or scattering of the Remains, we could arrange for this to
take place either a few days after the funeral, or at a later date if more convenient. If you would like the
minister who took the funeral service to attend to conduct a service of committal of the remains please
let your funeral arranger know and they will make the necessary arrangements. We make a small charge
for making these arrangements and attending to conduct the interment or scattering.
Private Scattering.
If you wish to arrange a private scattering yourself, we can collect the Remains from the crematorium on
your behalf and keep them at our premises until you are ready to take possession of them. Our policy is
that we will only release the Remains to the person who signed the Application for Cremation, unless we
receive written authorisation from that person to release them to an alternative, named person.
We receive Cremated Remains from the Bramcote, Mansfield and Markeaton crematoria in a secure
cardboard 'Bio-box'; remains from Wilford Hill crematorium are received in a plastic screw-top urn. Both
types of container are suitable for scattering Remains. We will return the Remains to you in the container
received from the crematorium unless you indicate otherwise and choose an alternative container from
our range. If you intend to scatter the remains privately, please note that permission should be sought if
scattering on private land, and if scattering on water ensure that the water is running and not standing.
You may wish to retain all or a small amount of your loved one’s Cremated Remains
at home for either a short time or indefinitely. We provide a wide range of ways to
retain cremated remains, including jewellery, keepsakes which hold a small portion of
Remains, and full-size Urns. Please see our Funeral Service Brochure and Price List.
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Presentation of the deceased
Dressing the Deceased in a Gown
We can provide what we term a Dressing Gown for the deceased. These give
the impression that the deceased is wearing a dressing gown in the style of
either a man or lady's garment. The image on the left gives the general
impression of a gown when fitted, and a selection of some of the gown
colours and styles available is shown below.
If you do not see the colour you would prefer please ask, and we will try and
obtain one for you.
Gowns for Men

Maroon
Navy

Dark Blue
Paisley

Gowns for Ladies

Pink

Lilac

Light Blue

Mint Green
Peach

White Floral 18

Dressing the deceased in
their own clothes
As an alternative to a dressing gown, we can dress the
deceased in clothes of their own. If this option appeals
to you then your funeral director will be happy to
advise you on the choice and suitability of clothing. The
image on the right shows how the coffin interior is
prepared when the deceased is to be dressed in their
own clothes.
If cremation has been chosen, there are certain types
of clothing which are not suitable, such as leather garments, padded jackets, or clothes with a large
quantity of artificial fibres. There are also certain items, such as shoes, glasses, and wristwatches, that we
would have to remove prior to the funeral. If you would like any such items returning to you, please let us
know.
We make every effort to honour a family’s request for the deceased to be dressed in their own clothes.
However in some situations we are unable to comply with these wishes and the use of a dressing gown is
necessary. If this were the case, your funeral director would discuss the situation with you.
Jewellery and personal belongings.
When making the funeral arrangements, we will always take specific instructions regarding any jewellery
or personal belongings which are with the deceased. To ensure that no misunderstandings occur, these
instructions are then detailed on the "Estimate and Instruction Form” which is completed with you during
the arrangement. If you wish to change any of the instructions you have given us regarding jewellery or
personal belongings, you must let us know before the day of the Funeral.
Arrangements for visiting the Chapels of Rest.
During the funeral arrangement, we will discuss with you
whether you wish the deceased to be placed in the Chapel
of Rest for viewing. Family and friends are welcome to visit
us to pay their last respects to the deceased in our Chapels
of Rest prior to the funeral. Our Chapels are designed to
be quiet and dignified. The greatest care is taken to ensure
that the deceased looks peaceful and at rest.
We would normally arrange these visits for the working
day prior to the funeral, but if this is not convenient, we would try to accommodate the wishes of the
family. We are able to arrange for the family to visit in the evening or at the weekend if required, but this
facility is by appointment only.
It is our normal practice to allow anyone who attends our premises to view the deceased. If for any
reason you wish to restrict viewing to certain individuals, you need to inform us, and we will discuss with
you how to ensure that only those who you wish to visit are permitted to go into the chapel.
Taking the Coffin home.
We are occasionally asked by families if they can have the Coffin taken home prior to the funeral. We can
arrange for this to happen, providing the access to the premises is suitable to allow the Coffin to be
brought into the house. Your funeral director will be able to advise you if you are considering this option.
We could bring the Deceased home either the day before the funeral, or on the morning of the funeral.
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The Day of the Funeral
The funeral vehicles, along with your funeral director
and staff, will aim to arrive punctually at the address
you have given us for the funeral to begin from. We will
always endeavour to ensure that our vehicles are clean
and presentable when they arrive. You will appreciate,
however, that at times this may not be possible due to
adverse weather conditions.
Your written confirmation will show the approximate
time the cortege is due to leave the address you have
provided. In some cases, due to severe weather
conditions or road works, it may be prudent to leave
earlier than this time. If this is the case, we will
endeavour to contact you and inform you of the time
the cortege needs to leave.
Your funeral director will determine the route from the
address you have chosen to leave from, to the place of
service. If you have a particular route you wish to take,
perhaps to ensure that the cortege passes a particular
address or landmark, please inform us as soon as
possible, as the time allowed for the journey may have
to be amended. If you would like the cortege to pause
at a particular point in the journey, such as the
deceased’s former home, workplace, or even a
favourite place, please let us know.
The funeral director and staff will conduct themselves in an
appropriate manner throughout, and will do their utmost to ensure that the funeral goes smoothly and in
accordance with your instructions. Following the Service of Committal, our limousines will return you to
your home address, or to an alternative local address you have specified.
Upholding Funeral Traditions - Handling the Coffin.
Our preference is to maintain wherever possible the tradition of having bearers carry the coffin shoulder
height into a Church or Crematorium Chapel. However, in all cases we have to give due consideration to
Health and Safety. This means that there are occasions when shouldering the coffin is not practicable.
This may be because the combined weight of the deceased and the coffin is too great, the location where
the service is to take place has an entrance or approach that is too low or too narrow, or there are steps
or sharp turns to consider. When we are faced with such circumstances the bearers will convey the coffin
on a wheeled Funeral Bier, which allows the coffin to enter the venue in a dignified and safe manner.
Where Cardboard, Bamboo, Daisy or woollen coffins have been chosen, we do not consider it appropriate
due to their construction, that these coffins should be carried on the shoulders of bearers.
Sometimes members of the family or friends and colleagues of the deceased wish to carry the coffin. We
will always try to enable such wishes to be met, and our staff will provide guidance on the day of the
funeral to ensure that those who have volunteered to carry the coffin will be able to do so safely. We do
however reserve the right to refuse to allow this to happen if we believe there would be a risk to the
safety of those involved, or if it would be putting the dignity of the occasion at risk. As an alternative to
shouldering the coffin those who wish to be involved could use the Wheeled Bier to convey the coffin.
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Memorials
Temporary Memorials
After the first burial in a grave, it is necessary to wait several months
before erecting a memorial, to ensure the grave can safely support
the weight of the stone. During this time, many people dislike the
idea that the grave is unmarked.
We can provide temporary grave markers in the form of a wooden
cross with either an engraved name plate or with the details engraved
into the cross, or a simple engraved plastic plaque. These allow the
plot to be identified prior to the completion of a permanent
memorial.
We also stock metal ‘In Loving memory’ vases and simple plastic vases
to hold flowers, as well as replacement flower containers for
headstones and plaques.
New Memorials.
The memorials ordered from our offices are provided by Stapleford-based E Hawley (Masons) Limited, a
long-established firm of Memorial Masons. The business has been in operation
since 1922, and is still owned and operated by the Hawley family.
A wide variety of new memorials are available, from full kerb sets to
headstones, plaques and vases. Memorials are available in three main
categories of material – Marble, Granite and Natural Stone. However, within
these categories – especially Granite, there are a number of variations in
texture and shade. Please note however that certain restrictions exist on the
type of memorial which can be erected in certain churchyards and cemeteries.
Please ask if you are unsure what is likely to be permitted.
Modern technology now allows the Memorial
Masons to incorporate a wide range of designs
onto Granite memorials. A template of your
memorial can also be produced before you confirm your order.
A brochure is available from our office with examples of a number of
different styles and varieties of memorial. Please take one when next you
visit, or telephone or email us, and we will post one to you.
Memorial Renovation
When a grave is re-opened for a subsequent burial, the memorial on that grave usually has to be
removed to allow the burial to take place. At this time it is usual for an additional inscription to be
added to the memorial, and for any renovation work to be carried out. It is also necessary to remove
any plaque placed upon a cremated remains plot when a second interment is to take place.
When we arrange for the memorial to be removed, the monumental masons will provide an estimate of
the cost of the renovation work they believe is necessary, and also of the cost of an additional
inscription. This is provided without obligation, and the details of the inscription suggested can be
amended. Sometimes, either renovation or an additional inscription is required for a memorial which is
still on a grave – for example following the interment of cremated remains – if this is the case, a
quotation can be given without disturbing the memorial.

Please contact us with details of the memorial which you are considering having renovated.
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Paying for the Funeral
As part of the discussions with our client we will discuss how the cost of the funeral is to be met, and will give an
estimate of the cost of the funeral. We request that the estimated Disbursements or Third Party Fees – e.g.
crematorium, cemetery, church and officiant’s fees, plus the costs of any alternative vehicles requested, are paid
a minimum of two days prior to the funeral. The Funeral Account is then prepared approximately 7 days after
completion of our services and sent to the person named as our client on the estimate. If you would like the
account sent sooner than this then please let us know.
We reserve the right to require additional or full payment in advance of the funeral day in certain circumstances,
which include but are not limited to the following:
 Repatriations from the UK mainland
 Exhumation of the deceased or cremated remains.
 Where we have been informed that neither the deceased’s estate nor our client have the necessary funds
to cover the estimated funeral costs.
 When a DWP claim is being made, we require payment of the expected shortfall between the estimated
costs and the likely amount received from the Social Fund, subject to satisfactory evidence that our client is
eligible to receive a payment from the Social Fund.
 When the Direct Burial or Cremation Service is selected, payment in full is required at the time the
arrangements are made.

Payment by instalments
We recognise that funds are not always immediately available to pay for a funeral. We work with Braemar
Finance to offer the ability to pay for all or part of the funeral costs by instalments over terms of between 1 and 5
years, with a typical APR of 14.9%. The process begins with completion of a simple application form at the time
the funeral is arranged. During office hours, a decision will be received from Braemar in around 20 minutes. For
more information or to calculate the monthly costs please contact us or ask your funeral arranger.

Our Payment Terms
Should the account remain unpaid on the first day of the calendar month following the date the account was due
to be paid, the business may at its discretion:
 Add interest to the account at the rate of 12% per annum, payable from the date of the account until the
payment, including any such interest accrued, is received in full.
 Place the debt with a collection agency or a solicitor to recover payment, adding all fees and charges incurred
in the process to the outstanding balance.
 Prepare the matter for action by the courts to recover through the courts all amounts outstanding, adding all
legal costs, court fees, filing fees, and any associated costs of such action to the outstanding balance.

The Department of Work and Pensions (DWP) Social Fund Funeral Payment.
The DWP are responsible for the administration of payments from the Social Fund, including the Funeral
Payment. This is available only to those whose personal and financial situation fulfils the DWP's criteria. Any
payment made will be only a contribution towards the overall cost of the funeral, and all costs over and above the
payment made by DWP remain the responsibility of the person who has arranged the funeral. For more
information please see our leaflet on this subject.
If you are making a claim to the DWP, you will need to send a copy of the funeral account (not the estimate) with
your form - if you wish to send this off before the funeral takes place, we can produce a pro forma account for
this purpose - please ask your funeral arranger. We also have copies of application form SF200 available. If your
claim is successful, the payment will usually be made directly to ourselves. We will then inform you of the amount
which remains payable on the account. If you wish to pay for the funeral account in full before receiving a
decision from DWP, we would simply pay any monies later received from DWP to our client by cheque.
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Funeral Pre-payment
After arranging a funeral, many people see the benefit of funeral pre-payment for
themselves or other relatives. We provide ‘Perfect Choice’ Funeral Plans, which are
operated and supported by the National Association of Funeral Directors (NAFD) of
which we are members.
Unlike many other plans that are taken out by post, or via third parties such as
solicitors or will writers, Perfect Choice plans are written in conjunction with a funeral
business which knows the area in which the funeral is to take place, and understands
the complexity of all the aspects of arranging a funeral. This ensures that your plan will
deliver the desired funeral at the time it is needed.
There are a number of reasons why people choose to take out a Funeral Plan.
Your wishes recorded. As well as dealing with the financial aspects of your funeral, such a plan allows you to
record your wishes as to the type of funeral you require, and include the details that are important to you. This will
ensure that those entrusted to organize your funeral will have the reassurance that they are acting in accordance
with your wishes.
Easing the burden on those left behind. Whatever the relationship of those entrusted to deal with your funeral
arrangements, the fact that you have taken the time to formally pre-arrange and record your wishes will make their
role much easier. They will be able to proceed with the arrangements secure in the knowledge that they are acting
in accordance with your wishes, removing the need to be faced with difficult decisions at a time when they are
likely to be distressed.
Easing the financial uncertainty. In many cases, when faced with the task of needing to make funeral arrangements
for a relative or a close friend, there is a natural concern as to whether the deceased has made adequate financial
provision to meet the cost of a funeral. In choosing to take out a Perfect Choice Funeral Plan you are making
provision to ensure that any cost implications will be minimal. When the funeral takes place, all charges for your
funeral director’s services will be taken care of in full. The only possible expense that may need to be met is any
shortfall in the amount accrued in the plan to meet the costs of charges made by third parties, which are outside
the control of both the funeral director and Perfect Choice.
Security. Perfect Choice Funeral Plans is a product operated and supported by the National Association of Funeral
Directors (NAFD) of which we are members. The Association formed a Limited Company known as NAFD Services,
which was set up in 1992 specifically to provide a pre-arrangement and pre-payment operation that would enable
the members of the Association to meet the growing demand for such services. Perfect Choice Funeral Plans,
through NAFD Services, is registered with the Funeral Planning Authority (FPA), which in turn is regulated by the
Financial Services Authority (FSA). When you purchase a Perfect Choice Funeral Plan, the money you pay is invested
by Ecclesiastical Life Ltd within a group Whole of Life Assurance product created specifically for the purpose of
providing a secure depository for clients’ funds.
Transparency. The whole amount paid, less the separately identified
management fee which covers administration of the plan throughout its life, is
placed into a Whole of Life Assurance product. There are no hidden fees or
deductions that could affect the future value of your funds within the scheme.
Flexibility. Perfect Choice Funeral Plans are structured to provide you with a
range of options. You can either choose one of three plans which have been
designed to meet specific needs, and thus each have a set cost, or opt for the
Personal Plan that allows total flexibility to encompass any specific wishes you
may have, and which would be costed according to your specific requirements. If
you are interested in finding out more about Perfect Choice Funeral Plans,
please pick up a brochure from any of our offices, download the information from our website, or speak to your
funeral director.
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