
 

MRS JM INCE AND MR AWG INCE TRADING AS B INCE FUNERAL DIRECTOR  
BANK HOUSE, 8 SEVERN SIDE SOUTH, BEWDLEY, WORCESTERSHIRE DY12 2DX 

Ashes (Cremated Remains) Management Policy 

We recognise that cremated remains should always be treated with the same respect as a 

deceased person and this policy recognises that fact. 

Funeral Arranging process regarding Cremated Remains wishes: 

• As part of the funeral arranging process the various options for the retention or 

disposal of the ashes will be clearly explained. Their instruction must be confirmed 

on the cremation application form and signed. This instruction will be confirmed to 

the applicant in writing in our ‘Client Confirmation’ form.  

• If the client decides to change their mind regarding these instructions, then our 

‘Change of Instruction Pertaining to Cremated Remains’ form must be completed and 

signed before their new wishes can be carried out. 

Collection of Ashes (Cremated Remains) from the crematorium: 

• Where the ashes are instructed to be dispersed at the crematorium, that will be 

advised in writing to the crematorium and the ashes will remain in the care of the 

crematorium until that instruction has been carried out.  

• We will collect all ashes being released from the crematorium on a regular basis 

(within a week of the funeral) and transferred as soon as possible to our funeral 

home for safe storage.  

Release of Cremated Remains Form: 

Before the ashes are brought to our premises, we print our weekly ‘Release of Cremated 

Remains’ form. This is a unique record card that is placed with every set of ashes (Cremated 

Remains). This form details the following and is automatically filled out using our database 

funeral software: 

• Name of Deceased 

• Date of Funeral 

• Funeral and Cremation Location 

• Applicant’s wishes for ashes, including choice of urn if applicable 

• Applicant’s Name (Person that signed the cremation forms) 

• Signature of Recipient 

• Printed Name of Recipient 

• Date of Release 

These forms are printed before we collect the ashes as it allows us to see how many 

cremated remains need to be collected and from which crematorium to ensure that all   

cremated remains are accounted for. 
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On arrival at our funeral home: 

• The ashes are inspected and the cremation certificate is checked and stored with the 

ashes. Our ‘Release of Cremated Remains’ form is also placed with the ashes. 

• All Ashes are logged into the ashes register.  

• The Ashes are then moved into our lockable columbarium where they are stored 

until further instruction. This room must be kept locked, clean and dry at all times. 

• If the client wishes to know when the ashes are back in our care then they are 

contacted at this stage.  

• If required, a letter will also be sent to the applicant with our final funeral account 

reiterating the client’s cremated remains wishes; with a reminder to either make 

collection or arrange further instruction. 

 

Transfer of Ashes (Cremated Remains):  

• Whilst ashes can be stored together in the columbarium, whenever they are being 

transferred between receptacles or being prepared in any way, they must be kept 

completely separate with only one transfer taking place at a time.  

• It is very important that all of the cremated remains are transferred into the new 

receptacle with great care to minimise ‘waste ash dust’ at every stage.  

• If ashes are to be divided this should only be carried out by a member of staff trained 

in this and the correct procedure must be followed. A note should be recorded in the 

ashes register. 

Release of Ashes (Cremated Remains): 

• Only the applicant (the person who has signed the cremation forms) can collect or 

take delivery of the ashes on production of acceptable ID. Alternative arrangements 

can be made but only if it is in writing and we have confirmed arrangements with the 

named person. A note to this effect must be made in the ashes register.  

• The ‘Release of Cremated Remains’ form must be signed and dated on every 

occasion. This unique record card must then be kept and stored securely and 

confidentially.  

• The B.Ince member of staff who released the ashes into the family’s care must then 

update the ashes register.  

• If a member of staff disperses, inters or scatters ashes on a family’s behalf as 

instructed, then this must be recorded in the ashes register.  

• If the ashes are to be taken abroad, then our ‘Ashes Abroad Letter’ is to be 

completed and signed by a B.Ince Partner with the ashes being sealed within the 

receptacle. 

Any loss of or damage to ashes must be reported to a B.Ince Partner the same working day. 


