



XYZ COUNCIL FUNERAL SERVICE 

SPECIFICATION

1 APRIL ………..  -  31 MARCH ………..

SIGNED ........................................................................

DATED ...........................................................................

INTRODUCTION
The XYZ Council is committed to providing a high standard of service provision to the community. a commitment which is clearly demonstrated by the comprehensive yet compassionate service offered by the Bereavement Services Division.

The Council wish to provide a fixed price dignified funeral service to its bereaved residents.  It is to be known as the XYZ Council Funeral Service and will be provided by a Funeral Director with premises within the [Borough/Town/Local Authority area].

The details of the XYZ Council Funeral Service are contained in the attached Specification.  Funeral Directors are invited to study this document, bearing in mind the high standards of service implicit in the Specification and submit a tender for supplying such funerals.

The company whose tender is deemed to represent best value, with due regard for environmental and social benefits will have this promoted for a term of [Number] years which can be extended by a further year, at which time the service will again be subject to the tendering process.

The Authority will promote the XYZ Council Funeral Service widely through its various outlets to ensure the maximum amount of publicity and usage by the public.

[Name]

[Designation within the authority]
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DEFINITION OF TERMS
For the purpose of this Specification the following terms shall apply:-

i)
"Client" refers to members of the public who make arrangements with the successful Funeral Director for the provision of a funeral in accordance with the attached Specification.

ii)
"Successful Funeral Director" means the Funeral Director whose tender has been accepted by the XYZ Council.

iii)
"Supervising Officer" means the [Designation of Officer] or such representative as he may appoint and notify as such in writing to the successful Funeral Director.

iv)
"Authority" means the Local Authority,  XYZ Council.

v)
"Professional Trade Association" means:-


The Society of Allied and Independent Funeral Directors (SAIF) 

The National Association of Funeral Directors (NAFD)

Funeral Standards Council 

ITEM 1

GENERAL CONDITIONS
1.1
The successful Funeral Director shall ensure that in providing the services specified they shall meet with the requirements of all relevant legislation, in particular the Environmental Protection Act 1990, such instructions as may be issued by the Institute of Cemetery & Crematorium Management, Federation of Burial and Cremation Authorities, Professional Trade Associations, ICCM Charter for the Bereaved and all regulations that may be issued by the Burial and Cremation Authority.

1.2
The XYZ Council Funeral Service shall only be available where the deceased is a resident of XYZ and the funeral is to occur in a cemetery or the crematorium controlled by Bereavement Services, XYZ.

1.3
If the successful Funeral Director encounters any points of doubt or difficulty during the course of arranging funerals, especially with regard to any points not covered by the Specification, the successful Funeral Director shall discuss the matter with the Supervising Officer of the Authority before proceeding.

1.4
The successful Funeral Director shall not pass any information provided by the Authority or the client in connection with the XYZ Council Funeral Service to any third party.

1.5
The Authority shall not be contractually liable for any of the services provided by the successful Funeral Director and the accounts for such services shall be rendered direct to the client.

1.6
The successful Funeral Director shall permit the Authority’s Supervising Officer to inspect his premises unaccompanied and at any reasonable time.

1.7
The scheme shall be for a fixed period commencing from date contract is awarded until the [Date], following which it will be subject to the tendering process.  If the scheme is operating successfully, the Authority reserves the right to extend for a further year. 

1.8
The pricing of the Specification shall apply until [Date] without change.  The price may be re-negotiated for any extended period.  Any increase in price shall be limited to the RPI indices for the previous twelve months as published by HMSO in January.

1.9
In pricing the attached Specification the successful Funeral Director shall be aware that the purpose of this document is to provide guidance as to the type of service which is required.  The successful funeral Director, in pricing this Specification, shall be deemed to have applied his expert knowledge in the provision of funerals and to have included all the detailed items which are necessary to supply a complete and dignified funeral service.

1.10
The successful Funeral Director shall, in all cases, advise the client fully prior to the funeral of the Burial or Cremation Authority's regulations relating to cremation, cemeteries, graves, sections and memorials.

1.11
The successful Funeral Director shall advise the client of the full range of services provided by the Bereavement Services Division in connection with bereavement support, memorialisation and advice on all aspects of burial and cremation.

1.12
The successful Funeral Director shall, when requested by the Supervising Officer, make available to the client information provided by the Authority relating to burials, cremations and any other services.

1.13
The Authority is anxious to ensure that every opportunity is taken to inform clients purchasing new graves of the implications arising from their choice, ie. lawn graves cannot be marked by kerbs or edging stones.  On occasions, therefore, when a new earthen grave is required, the successful Funeral Director shall inform the client that it is in their best interest to visit the Bereavement Services office prior to making final arrangements in order to be fully advised of the wide range of interment facilities available.

1.14
The agreement to provide the XYZ Council Funeral Service may be terminated by either party following [Insert number of weeks, months] notice in writing.

1.15   It would be an advantage if the successful Funeral Director is a member of at least one Professional Trade Association throughout the period of the contract.


1.16
The successful Funeral Director shall demonstrate on an annual basis his continuing membership of a Professional Trade Organisation and that he holds the relevant insurances and professional indemnity that maybe required by the Authority.  




1.17
Funeral Directors may include with their tender any supporting evidence they wish related to the service they provide.

ITEM 2

OUTLINE OF FUNERAL SPECIFICATION
2.1
The following descriptions are a brief outline of the services the successful Funeral Director shall provide and have been deemed to have taken into account when pricing the Specification.

2.2  The successful Funeral Director shall only deviate from the Specification with approval from the Supervising Officer.

2.3
Funeral Specification

a.
Collection of the deceased from within the administrative area of the Authority.  Item 3. 1.

b.
Storage, preservation and preparation of the deceased.  Item 3.2 and Professional Trade Organisation recommendations. 

c.
Provision of coffin, furnishings and fittings.  Item 3.3.

d.
Provision of chapel of rest and viewing facilities.  Item 3.4.

e.
Provision of Hearse and one Limousine.  Item 3.5 and Appendix A.

f.
Arrangements on the day of the funeral.  Item 3.6.

2.4
All administrative arrangements with regard to providing services relating 


to the funeral and the payment of disbursements are contained within Item 4.0.

2.5              Provision of staff is included within Appendix B.

2.6
Costs and Payments:

The Funeral Director may ask for a small deposit for the provision of the services provided within the specification providing the client does not qualify for a social fund funeral grant. Where the client ordering the funeral does qualify for a social fund funeral grant they will NOT be required to pay any deposit for the provision of this service provided that nothing outside of the basic specification is ordered or arranged.
Any items outside of the basic specification such as an additional limousine, upgraded coffin, press notices, flowers, etc. that are requested by the client are to be provided by the nominated funeral director and at their standard costs for such provisions in agreement between them and the client.
The funeral director may ask for payments for any additions to the basic contract in advance of the funeral which will form a deposit in such cases.

ITEM 3 - FUNERAL SPECIFICATION
3.1
Collection of deceased from within the administrative area of the Authority.

3.1.1
Removals will be carried out at any time of the day or night at no additional cost to the client.
3.1.2
The successful Funeral Director shall provide sufficient staff, to carry out the removal in a dignified manner. (Appendix B).

3.1.3
Under normal circumstances the method of removal of bodies shall be by ambulance stretcher.  In certain cases, however, a coffin/shell may be employed for transporting the deceased.

3.1.4
The successful Funeral Director shall provide a standard Hearse, suitable estate car or private ambulance for transporting the body to his premises. (Appendix A).

3.2
    Storage, preservation and preparation of the deceased.

3.2.1
The successful Funeral Director shall remove the body to his premises, previously approved by the Supervising Officer, where it shall be treated with dignity at all times.  The body shall be stored in either a refrigerated area or cold room at a temperature not exceeding 4oc and in accordance with any specifications agreed by the Health and Safety Executive, Environmental Health or Professional Trade organisation.

3.2.2           The successful Funeral Director shall ensure that the body is clean and well presented during any period of storage.  This shall include the closure of the mouth and eyelids, and the necessary sealing of any orifices.  Any odour shall be masked wherever possible using relevant techniques and/or products manufactured for the purpose. 

3.2.3
Prior to the funeral, and to any viewing, the hair shall be combed and make-up applied where applicable.  If the person ordering the funeral desires a specific facial make-up, hair design or other feature, perhaps in accordance with a photograph, every attempt should be made to accord with the request.  Should the partner or family wish to participate in the preparation of the body, this should be facilitated wherever possible.

3.2.4
Embalming should only take place at the specific request of the client, the cost of which will be borne by the client.

3.2.5
The body shall be dressed in a gown or shroud of a design and colour suitable to the deceased.  Alternatively, clothing supplied by the family for the purpose of dressing the deceased shall be used.  If cremation is intended, the body should remain undressed.  If the family insist on personal clothing, this must be of natural materials and no shoes or footwear should be used.  If a shroud is used, it should be designed specifically for cremation.  

3.2.6
Following preparation and dressing, the body shall be placed in a coffin of interior dimensions that shall be sufficient to accommodate the deceased in a dignified manner.

3.3
Provision of coffin, furnishings and fittings (See also section on Environmental Funerals)

3.3.1 The coffin shall be of the standard type used outside the contract for burial and cremation.  It shall be in good condition, unblemished and shall not be a second.  A choice of three coffins will be offered, one in light oak, one in dark wood and a environmental option, as described in the tender on page 16.

3.3.2
The coffin is to be clad with wood veneer on all external surfaces, except the underside, unless a cardboard option is chosen by the client.

3.3.3
The coffin fittings shall include four handles suitable for cremation or burial, one engraved plate approximately 8" by 4" bearing the name, date of death and age of the deceased.

   3.3.4
The coffin interior shall be lined throughout with materials specific for this purpose and to prevent leakage.

3.3.5
The coffin lid should be secured with four screws which must be concealed beneath four plastic screw head covers, unless a cardboard option is chosen by the client.

3.4
Provision of chapel of rest and viewing facilities.

3.4.1
The successful Funeral Director shall provide a chapel of rest for viewing of the deceased.  This shall allow viewing on any number of occasions during normal office hours 9am – 5pm Monday to Friday. 

3.4.2
The chapel shall be suitably furnished throughout with the coffin placed on a bier or trestles.

3.4.3
The successful Funeral Director shall, if requested, allow the client one out of hours viewing, for up to one hour, to 8pm seven days per week and shall be deemed to have included this in their rates.  If further out of hours viewing is required, this shall be as arranged between the client and the Funeral Director, and at the client’s own cost.

3.5
Provision of Hearse and one Limousine.

3.5.1
The successful Funeral Director shall provide a Hearse and driver for the funeral which shall be in accordance with Appendix A attached.

3.5.2
The successful Funeral Director shall provide one Limousine with driver for the funeral which shall be in accordance with Appendix A attached.

3.6
Arrangements on the day of the funeral

3.6.1
The successful Funeral Director shall be responsible for ensuring that the funeral, as agreed with the client, is carried out punctually and with due care and attention to detail.

3.6.2
The successful Funeral Director shall be responsible for ensuring that all floral tributes are delivered to the cemetery/crematorium or such place as may be designated by the client.

3.6.3
The successful Funeral Director shall be responsible for conducting the client/mourners, advising them and offering any assistance they shall require throughout the funeral.

3.6.4
The successful Funeral Director shall provide sufficient staff, a minimum Director and four others, who shall bear the coffin throughout the funeral and lower it into the grave in the case of an interment.

3.6.5 The successful Funeral Director shall ensure that the funeral cortege shall proceed at a dignified speed at all times.

3.7
Environmental Funerals

3.7.1 The XYZ Council wishes to meet the increasing demand for services that meet environmental and sustainability objectives. [If you have a natural burial option insert ‘The ……… has 


been introduced to meet these objectives, and where people have a desire to arrange 


a “green” funeral, it is important to meet these demands].

3.7.2
Although an environmental or “green” funeral is not defined in law, this specification defines such funerals as those using least of the world’s resources and creating the least environmental impact, particularly through low emissions to air, water and soil. 

3.7.3
A model “green” burial in XYZ Council’s cemetery might follow the same pattern as a conventional funeral, with viewing (though no embalming) using a cardboard coffin, a service at the funeral directors chapel or elsewhere, followed by interment in a woodland grave at the XYZ Council cemetery. A “green” cremation could be identical to a traditional cremation, though with an environmental coffin or shroud, no embalming and the body either unclothed, or dressed in natural clothing. 

3.7.4 To enable this specification to meet the desire of clients for a “green” funeral, the availability of a biodegradable coffin is essential. As the environmental coffins vary greatly in design, materials and cost, the successful Funeral Director will also indicate the price per funeral exclusive of the coffin. This will allow the client to choose an environmental coffin from the successful Funeral Director (if these are supplied, they must be described under item 3. on page 16) or from those stocked by Bereavement Services. If an environmental coffin is chosen from Bereavement Services, the successful Funeral Director will collect the coffin from XYZ Council for use on the funeral and will be deemed to have included for this in his rates.  

3.7.5
The cost of the environmental coffin provided by the successful Funeral Director will be shown separately and added to the invoice for the funeral. If an environmental coffin is obtained from XYZ Council, the cost of the coffin shall be included on the invoice and the fee paid by the successful Funeral Director together with any cremation, burial or other fees applicable to the funeral.

ITEM 4 

ADMINISTRATION AND PAYMENT OF DISBURSEMENTS
4.1
Administration relating to funeral

4.1.1
The successful Funeral Director shall ensure that staff are available 24 hours each day to accept enquiries from members of the public and make funeral arrangements.

4.1.2
The successful Funeral Director shall inform the XYZ Council when making the initial arrangements that the burial/cremation is to take place in accordance with the specified XYZ Council Funeral Service.  Confirmation of this will be provided by the successful Funeral Director on the forms provided by the Supervising Officer.  If a total of three funerals occur without such confirmation being given, so that the Supervising Officer cannot monitor the funeral arrangements, the agreement will be terminated immediately.  

4.1.3
The successful Funeral Director shall ensure that the administration and such arrangements that are necessary are carried out in relation to the following:

a)
The collation and provision of all information and documentation which shall be required by the XYZ Council to provide the burial or cremation facilities required by the client.

b)
On such occasions as the client shall require a religious or other form of service, the successful Funeral Director shall arrange for a minister or such person as the client wishes to officiate at chapel, church or such location as the service is to be held.  (Any costs incurred from the Minister/Officiant shall be treated as disbursements.)  

c)
Arrangements with florists for the provision of tributes (the successful Funeral Director shall not include the supply of any floral tributes and these shall be treated as disbursements).

d)
The provision of a notice within a local newspaper (the successful Funeral Director shall not include the cost of press notices and these shall be treated as disbursements).

e)
The successful Funeral Director shall arrange for the Hearse and Limousine to form the funeral cortege to proceed in accordance with instructions from the client, including from the deceased's home, if required (the provision of further vehicles should be treated as a disbursement). 

4.1.4
Interviews with clients will be held either at one of the nominated funeral homes or at a location nominated by the client providing it is within the geographical boundary of the XYZ Council.
4.2
Contract Administration

4.2.1
The successful Funeral Director shall, between the 10th - 15th day of each month provide electronic copies of the accounts that have been rendered to clients in connection with funerals carried out as part of the XYZ Council Funeral Service during the previous month.

4.2.2
The account submitted to the client by the successful Funeral Director shall detail one sum for all those items included within the Specification and all other costs or disbursements incurred by the successful Funeral Director in the provision of the funeral required by the client shall be detailed separately.

APPENDIX A - PROVISION OF VEHICLES
1.0
HEARSE

1.1
The successful Funeral Director shall provide a Hearse which will be identical in all aspects to those used on funerals outside of the contract.

2.0
LIMOUSINE

2.1
The successful Funeral Director shall provide a Limousine which is identical in all aspects to those used on funerals outside of the contract.

2.2
The successful Funeral Director shall also provide the Supervising Officer with a separate price (on page 16) for the provision of further Limousines, should these be requested.

3.0
The Hearse, Limousine and all vehicles supplied shall be maintained to the highest standards of cleanliness and mechanical reliability.

APPENDIX B - PROVISION OF STAFF
1.0
General requirements

1.1
The successful Funeral Director shall at all times provide staff who are properly trained in all aspects of furnishing funerals and hold any necessary qualifications.

1.2
Staff shall, at all times, be suitably dressed and their conduct and demeanour shall reflect the sensitive nature of the duties involved.

2.0
Number of staff

2.1
The successful Funeral Director shall, at all times, provide sufficient numbers of staff to enable the duties they are engaged upon to be carried out in a dignified manner, and with due regard to the duty of care requirement under Health and Safety legislation.   

2.2
It has been assumed that for the purposes of the Specification the successful Funeral Director shall provide a minimum of two members of staff to attend the removal and four members of staff with a Director to be present during the funeral.

TENDER
XYZ COUNCIL FUNERAL SERVICE

1st April 2016 – 31st March 2018

1.  Details of Insurers

Enclose copies of Certificates


Professional Indemnity Insurance


Policy No...............................................................................................


Company Name ....................................................................................


Address..................................................................................................



      ...................................................................................................


Public Liability Insurance (Minimum £….m)

Policy No..............................................................................................


Company Name....................................................................................


Address.................................................................................................


             .................................................................................................


Employers Liability Insurance (if required)

Policy No.............................................................................................


Company Name...................................................................................


Address ...............................................................................................



        ................................................................................................



Vehicle Insurance

Policy No..............................................................................................


Company Name....................................................................................


Address.................................................................................................

                 .................................................................................................

2.  Professional Trade Association Membership

Name.......................................................................................................................


Address...................................................................................................................

                  ...................................................................................................................


             ....................................................................................................................


Membership No.......................................................................................................


Name......................................................................................................................


Address....................................................................................................................



      ....................................................................................................................



      ....................................................................................................................


Membership No.......................................................................................................


Name.......................................................................................................................


Address...................................................................................................................


             ...................................................................................................................



      ...................................................................................................................


Membership No......................................................................................................

3. Coffin Details


Coffin manufacturers' name ………………………………………………………………………

Please give the name or description for the coffin you will use with the client:

1. Light oak choice ……………………………………………………………………

Finish …………………………….............
Cost £…………….

2. Dark wood choice ………………………………………………………………….

Finish …………………………………….
Cost £…………….

3. Environmental choice ………………………………………………………………

Finish …………………………………….
Cost £…………….

Material from which wooden coffins are constructed (Chipboard, MDF, etc.) …………………………………………………………………..…………………………….

I have examined the XYZ Council Funeral Service Specification and my prices
 and details for the provision of funerals in accordance with that document are:-

	Price per funeral


	£

	Price per funeral exclusive of coffin

            


	£

	Amount of deposit required prior to funeral 


	£

	Address of premises in XYZ Council area from which contract will be delivered:


	Premises:


This will be the price advertised by XYZ Council in a leaflet used to promote this service.  Further advertisements to promote the service may be placed in local newspapers, the Civic Centre and on Council websites.
Signed.................................................................................................................. 

Name...................................................................................................................

Dated...................................................................................................................

Company..............................................................................................................

.............................................................................................................................

.............................................................................................................................

I have enclosed a copy of the company’s price list to be retained by Bereavement Services.
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