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The staff of The Princess Alexandra Hospital
 NHS Trust

wish to express their sincere sympathy to you
and your family at this sad time.

This booklet aims to provide some useful help and 
advice during the early days of your bereavement.

Please do not hesitate to ask questions if you are 
unclear about any matter, our staff will always be 

pleased to help.
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The Bereavement Office is staffed by 

Helen Kennedy
Senior Bereavement Advisor/Coordinator 

on 01279 827090

Cherie Vanlint-Hooper
Bereavement/Acting Medical Examiner Officer 

on 01279 827433
              

Bereavement Admin Assistant
on 01279 827428

and they can be contacted at 
The Princess Alexandra Hospital NHS Trust 

between 8.30am and 4.30pm (Monday – Friday).

Outside of these hours an answerphone service 
is available.
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What you will need to do first

We would advise you not to attend the hospital but to  
telephone the Bereavement Office between 10am – 3pm 
Monday–Friday. A member of the Bereavement Team will 
explain how the documentation you require will be delivered. 
You can be expected to wait up to 48-72 hours however, 
should death occur over the weekend or bank holiday this 
time period will be longer. We shall do everything in our 
power to complete the certificate as quickly as possible 
and will keep you informed of any delays especially where 
involvement by the Coroners Office is expected or to 
explain the reason for any potential delay with issuing the 
Medical Certificate of Cause of Death (MCCD).

Please note that when you telephone the Bereavement 
Office the Bereavement Staff will ask a few standard 
questions – such as name, telephone number, email 
address. They will also ask whether arrangements will 
be made for a burial or cremation – this is to ensure we 
get the appropriate paperwork completed to avoid any 
unnecessary delays. However, if you are undecided, 
regarding funeral arrangements please do not worry as 
you can let us know later.

You will also receive a phone call from one of the Medical 
Examiner Team who will try to answer any questions you may 
have about the cause of death and will also ask if you had 
any concerns that you wish to highlight.
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Property

Please telephone the General Office on 01279 827362 
between 10am – 2pm to make an appointment for the 
collection of all property belonging to the deceased.

You will be asked to check through any valuables and to sign 
the white and green deceased patient’s property form.

If not collected, property will be held for one month, after 
this time it will be disposed of.

PLEASE ENSURE THAT YOU BRING SOME FORM OF 
IDENTIFICATION WITH YOU IE: DRIVING LICENCE/ 
PASSPORT/BIRTH CERTIFICATE WHEN YOU COME TO 
COLLECT THE MEDICAL CERTIFICATE OF CAUSE OF 
DEATH OR PATIENTS PROPERTY.
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Registering a death

As soon as the Medical Certificate of Cause of Death is ready 
it will be emailed to the Registration Office. You will then need 
to book the telephone appointment to register the death for the 
next working day. You are required to register the death within 
five calender days (unless there are exceptional circumstances 
i.e: Coroner involvement).

You can register anywhere in Essex apart from Southend or 
Thurrock (Unitary authorities). There will be a charge made by 
the Registrars for all original copies.

To book a telephone appointment please visit 
www.essex.gov.uk or call 0345 603 7632.

TELL US ONCE is a service that lets you report a death to most 
government organisations in one go. Your local registrars will 
provide you with a unique reference number that gives you 
access to the Tell Us Once service online: 

(https://idp-tell-us-someone-died.dwp.gov.uk/Death/Enrich/
BeforeYouStart) or by phone.



The Registrar will require the following 
information to register the death

• The date and place of the death and the usual address 
of the deceased

• The deceased’s occupation
• The date and place of birth of the deceased
• Whether the deceased was in receipt of pension or 

allowance from the Government funds (e.g.civil service 
or other public service pension)

• The full name, occupation and date of the deceased 
spouse or civil partner

Document required for the registration appointment

• Medical Certificate of Cause of Death
    (a copy will be emailed to the Registrar)

If you have the following documents you should take them 
with you to the appointment, however if you do not have these 
this will NOT delay the registration going ahead

• Proof of identity and the address of the person registering 
the death (e.g. Passport, driving licence utility bill

• The deceased medical card or their 10 digit NHS number
• The deceased’s birth certificate
• Proof of deceased address
• The deceased’s marriage or civil partnership certificate
• Any Deed Poll for the deceased
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Who can register the death?
 
The person who registers the death should be one of the 
following:

• A relative of the deceased, who was present at death
• A relative of the deceased, in attendance during the last 

illness
• A relative of the deceased, residing or being in the 
 sub-district where the death occurred
• A person present at death
• The person dealing with disposal of the body (not the 

Funeral Director)

Please contact the Registrar if you are unsure as to who 
should register. The Registrar can also arrange home visits if 
this is necessary due to age or infirmity.  Again, please contact 
the Registrar.

The Registrar will issue the green certificate for burial or 
cremation which will be required by the Funeral Director to 
allow the funeral to take place.

Copies of the death certificate may be obtained from the 
Registrar upon payment of the appropriate fee. 
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Funeral Arrangements

You will need to instruct a Funeral Director who will then 
make all the necessary arrangements for the deceased to be 
collected from the hospital.

You may contact a Funeral Director before the death is 
registered to put all arrangements in place but it is not 
advisable to set the date as there could be delays in receiving 
the Medical Certificate of Cause of Death especially if there 
is Coroner involvement.

The Bereavement Office can provide you with a list of local 
Funeral Directors.

Cases referred to the Coroner

There are several main reasons why a Medical Certificate 
of Cause of Death is not issued immediately and a case is 
referred to the Coroner:

• A death has been sudden and unexpected
• A person has been ill but the doctor confirming the death 

is not certain why it happened at that particular time
• A death occurs following an operation or before recovery 

from the effects of the anaesthetic
• A death may be due to an industrial disease or related 

to the deceased’s employment
• A death may be suicide
• A death was violent or unnatural or was suspicious
• A death that has occurred within less than 24 hours 

of admission into hospital may be referred to the 
Coroners if Doctors are unclear of a diagnosis or due 
to circumstances surrounding the death
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The Coroner will look at the case and decide what happens 
next. He or she may order a post-mortem examination to 
determine the exact cause of death, but not all referrals to the 
Coroner result in such an examination. If the death has been 
reported to the Coroner, and he or she orders a post-mortem 
examination, then it becomes a legal obligation.

Although you can raise any objections you may have, there 
is no right of refusal. In such cases, a certificate to register 
the cause of death will be issued by the Coroner’s Office, and 
sent directly to the Registrars Office.

Where the death is reported to the Coroner particularly when 
a G.P. has not been involved e.g. deaths in the Emergency 
Department, then you may receive a visit from the police. The 
reason for this is that police officers will need to get further 
information regarding the sudden death to gain details of the 
deceased, next of kin and so forth, which will then be passed 
on to the Coroner.

The staff at the Coroner’s Office are normally very helpful and 
will answer any questions you may have. You will need to 
contact them as soon as possible in order to discuss details 
relating to the deceased. Monday - Friday 8.00am - 4.00pm, 
Telephone: 03330 135 000.

H.M. Coroners Office (Essex)
County Hall
Seax House
Victoria Road South
Chelmsford
Essex  
CM1 1LX

Telephone: 03330 135 000
Email: Coroners@essex.gov.uk
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To contact the Coroners Office out of hours you will need 
to telephone: 
Police Headquarters Information Room
Telephone: 01245 491491

The following address and telephone numbers are for deaths 
occurring in the Hertford area, which involve the Coroner as 
follows:

Hertford Coroners Office
The Old Courthouse
St. Albans Road East
Hatfield
AL10 0ES

Monday - Friday 8.00am - 4.00pm
Telephone: 01707 292707/706/787
To contact the Coroners Office out of hours you will need 
to telephone: 
Police Headquarters Information room
Telephone: 01707 354000
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Support and comfort

The Hospital Chaplain and members of the spiritual and 
pastoral team are here to offer support and comfort to you 
and your family. They are available to people of all faiths and 
of none. Their work is both confidential and person-centred, 
and it is about recognizing and providing for your needs, which 
may involve elements of religious care, but not exclusively 
religious. At the time of contacting the Bereavement Office 
you will be asked if you would like any support and comfort, 
this is so that they can inform the Chaplaincy Service who will 
make contact with you.

The Chaplaincy Service can be accessed directly via the 
switchboard or directly by dialing 01279 444455 ext. 2717.

Financial assistance

You may be eligible to apply for assistance for the cost of the 
funeral from the social fund, depending on your circumstances. 
Please contact your local Social Security Office if you require 
an application form.

 Legal assistance

It is a sad fact that when a person dies, their family may be 
left with legal problems and an endless list of unanswered 
questions. In these circumstances you would need to contact 
a Solicitor who specialises in wills and probate matters.
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Hospital Mortuary

The Mortuary here at the Princess Alexandra Hospital is both 
a hospital and public mortuary. Receiving deaths from within 
the hospital and community. (Subsequently some deaths such 
as sudden, unexpected, less than 24 hours stay in hospital 
or where the doctors have no cause of death will be referred 
to H.M. Coroners Office.)

The deceased will be cared for here at the Mortuary by fully 
qualified staff. Every dignity and consideration will be practiced 
with all religious and cultural rites taken into consideration.

The Mortuary opening times are as follows -

Monday - Friday 8.00am - 4.30pm 
Telephone: 01279 827089

An emergency on-call technician is contactable via the 
hospital switchboard
Telephone: 01279 444455



Mortuary viewing room

You may wish to see your loved one/friend in the Viewing 
Room of the hospital. All viewings are by appointment only.

Viewings will only take place between 9.00am – 4.00pm and 
only a maximum of 3 people will be allowed in for the 20 minute 
viewing. If the deceased has died due to the Coronovirus 
(Covid-19) you will need to self-isolate for 7 days following 
the viewing. 

Every endeavour will be made to permit the viewing. However, 
some circumstances may cause delays. Alternatively, the 
Funeral Director can provide this facility in their Chapel of 
Rest once the deceased has been transferred to them.              
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Hospital post-mortem examination

The hospital may ask permission to carry out a post-mortem 
to learn more about the disease and its effects. You will have 
the right to refuse and we can ensure you that there will be no 
pressure put on you by any member of staff to change your 
mind.  A hospital post-mortem can only take place if the next 
of kin (see hierarchy) give valid consent. This must be taken 
by a senior member of the medical team looking after the 
patient to ensure proper compliance with the Human Tissue 
Authority Act 2004.

Hierachy of qualifying relationship 
Persons are ranked in the following descending order:

• Spouse/Partner (including civil or same sex partners)
• Parent/Child (in this context a child may be of any age)
• Brother/Sister
• Grandparent/Grandchild
• Niece/Nephew
• Stepfather/Stepmother
• Half-Brother/Half-Sister
• Friend of long standing

Talking to a senior doctor of the team that has cared for the 
deceased may help you to decide whether you wish to give 
permission. There are some tests that can only be carried out 
after the death, which can be of great help in the future, and 
the doctor will explain this to you. If you consent to the post 
mortem the doctor will explain all the paperwork before you 
are requested to give consent.
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You will be allowed to discuss the post-mortem request with 
your family and a period of 48 hours will be permitted, should 
you change your mind within this period you must telephone 
either the Bereavement/Acting Medical Examiner Officer extn 
7433, Senior Bereavement Advisor/Coordinator extn 7090, or 
Mortuary Manager extn 7089 immediately.

A hospital post-mortem will not delay a Medical Cause of 
Death Certificate being issued.

Following a post-mortem examination a report of the clinical 
findings will be sent to the patients GP. It will also be possible 
to have a meeting arranged with the consultant who looked 
after your relative who will explain the findings of the post-
mortem or directly with the Pathologist who carried out the 
examination. In such a case, an appointment will need to be 
made through the Bereavement Office to understand more 
about the outcome.

Can I request a Hospital post-mortem?

If a post-mortem examination has not been discussed with you 
but you would, for any reason want to request that one takes 
place, then this can be organised provided valid consent is 
given in compliance with the Human Tissue Authority Act 2004.

You should, in the first instance, discuss this with the doctor 
in charge of the care of the deceased, or alternatively, speak 
to the Bereavement Office.
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So what happens at a post-mortem?

A senior doctor, normally a consultant, with assistance from 
highly qualified medical technicians, carries out the actual 
post-mortem examination. It is carried out in a special room 
and is very much like an operating theatre, under conditions 
very similar to an operation. The staff are very experienced 
and are aware of people’s needs at this time and treat each 
deceased person with dignity and respect, as they would 
expect for a member of their own family. From time to time, 
professionals in training with a legitimate interest, such 
as medical students, police and student nurses view the 
examination as part of their training. If you have any strong 
objection to this, please inform the Bereavement Office or 
Coroners Officer accordingly.
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What does the Doctor look at during post-
mortem examination?

The doctor follows strict guidelines in accordance with the 
Royal College of Pathologists and the Human Tissues Authority 
Act 2004. They may also be acting under the direction of the 
Coroner. It is important for you to be reassured that it is always 
possible to view someone after they have had a post-mortem 
examination, and that, in most cases, it is difficult to tell that it 
has taken place. The doctor has a duty to examine anything 
that may have a bearing on the cause of death. In practice, 
this means that they will remove, weigh and examine all major 
organs, such as heart, lungs and brain. In most post-mortem 
examinations, the doctor would also examine the internal neck 
structures, which necessitates removing and examining the 
tongue. All organs are normally returned to the body, but it is 
unfortunately impossible to replace them in exactly the same 
place. In some cases, the tissue will be reunited externally 
with the deceased by means of a small sealed container. 
Your appointed Funeral Director will be made aware of this 
procedure.

If you wish to know more details of the post-mortem examination, 
please contact the Mortuary Services Department on 01279 
827089.
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The retaining of samples following 
a post-mortem

In order to ensure that the funeral can go ahead in a timely 
manner, the doctor may take small samples of major organs, 
so that they can look at them more closely under a microscope. 
The tissues are usually very thin and no bigger than the size of 
an average postage stamp. If the post-mortem examination is 
conducted on behalf of the Coroner, then the doctor will only 
take samples that are related to the cause of death. If you 
are asked to consent to a hospital post-mortem examination, 
you can request a limited post-mortem and therefore apply 
restrictions in the taking of tissue according to your wishes. 
However, most doctors routinely take tissue for analysis to 
reveal diseases that are not immediately detected at time of 
post-mortem examination.

The doctor may also take blood and body fluids, for special 
tests, such as looking for infection, drug or alcohol levels. 
Sometimes, a sample of liver is also taken to look for drug 
levels.  If you wish, the small samples that were prepared for 
examination under the microscope can be archived for 30 
years as part of the patient record, if not they will be disposed 
of in a dignified manner.
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The retaining of organs following a post-
mortem

In some cases, the only way that the doctor can determine the 
exact nature of a condition is for a whole organ to be retained 
for an expert opinion, this may take up to six months. In some 
circumstances, you will be contacted by the Coroner’s Officer 
or member of the hospital staff who will explain to you the 
reasons for retaining the organ. In most cases, the organ 
will be made and processed into small blocks and slides. 
You will be given choices as to the arrangements that can be 
made regarding the fixed tissues and blocks once diagnosis 
is complete. 

Whilst we would always recommend that blocks and slides be 
retained on your behalf, you may make separate arrangements 
regarding the disposal of the fixed tissue. You will be asked 
to sign a consent form detailing your wishes. Following the 
completion of whole organ and tissue testing the following 
methods for disposal may be chosen:

• You may choose to delay the funeral until the organ 
and/or tissue samples can be reunited with the body.

• You may choose to have the organ and/or tissue 
samples returned to your Funeral Director for 
separate burial or cremation once the examination 
is complete.

• The Hospital can undertake to dispose of the organ 
and/or tissue samples on your behalf.

• Tissue samples may be kept as part of the records 
of the case; in addition, you may allow them to be 
used for ethically approved research, teaching, 
public health surveillance, audit and for purposes 
of diagnosis.
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• Each option will be discussed with you in detail, so 
that you will be able to make an informed decision.

Occasionally, the doctor will need to take a photograph during 
the post-mortem procedure, to document the findings. The 
doctor, who conducted the post-mortem examination, for the 
purposes of case review, normally retains these photographs. 
The Princess Alexandra Hospital is a teaching hospital, so 
there may be occasions when photographs taken from a 
consented post-mortem may be used for clinical teaching 
purposes. Any teaching will be done anonymously and staff 
who view the photographs will not know from whom they were 
obtained.

Is there anyone I can speak with about the 
post-mortem examination?

If you have any queries regarding the post-mortem 
examination, then you should contact the person who has 
authorised it. Therefore, if it is a Coroner’s post-mortem 
examination, you should contact the Coroner’s Office and if 
you have consented to a hospital post-mortem examination, 
the doctor in charge of your relative/friend care. Alternatively, 
you may contact the Bereavement Coordinator.
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 Organ and tissue donation

Organ and Tissue donation in England has moved to an 
‘Opt out’ system. This means that all adults in England 
will be considered to have agreed to be an organ donor 
when they die unless they have recorded a decision not 
to donate or are in one of the excluded groups.

Organ donation (the donation of heart, lungs, kidneys, liver 
or pancreas for transplantation) can only take place from a 
limited number of people who have died, whilst on a ventilator, 
on the intensive care unit. However, people who have died 
elsewhere may still be able to provide invaluable help to others 
by the donation of tissues. Tissue donation (eyes, heart valves, 
skin and bone) can potentially help many recipients, and most 
people who die donate some or all of these.

Eye (Corneal) transplantation can restore sight, and human 
heart valve replacement prevents the need for artificial valves. 
Bone and skin can help those undergoing orthopaedic (Bone) 
surgery, or those with severe burn injuries.

Before any form of donation can take place, you will need 
to talk to someone experienced in this field so that you are 
fully informed before formal agreement is sought. Your loved 
one/friend will always be treated with dignity and respect 
throughout the process. There is a limited period of time that 
can elapse for Tissue/Organ donation as follows:

Tissue donation  Time following death  Age Limit
Eyes/corneas Up to 24 hours  None
Skin/bone Up to 48 hours 70 years
Heart for heart valves Up to 48 hours 60 years

If you would like to discuss this further, please contact:
The Bereavement Office on 01279 827090/827433



Who needs to be told about the death?

You will want to let family, friends and neighbours know 
of the death right away. There are several other people 
who may also need to know. These are:

Solicitor / Executor of the Estate (Will)
Bank, Building society, 
Insurance company
Social service (home helps, home carers)
Inland Revenue and Benefits Office
Schools, Colleges or University attended 
(only if appropriate)
Previous places of work 
(for occupation pension)
Library service
Residential or Nursing Home
Landlord, Housing department
Council Tax offices
Electricity, Gas, Telephone, Water 
companies
Post Office (redirect mail)
D.V.L.A. Swansea / Blue badge
Careline
Cancel any appointments; Hospital / 
Doctors / Dentist / Opticians

Done

Should your relative/friend have been living alone you 
may need to ensure that their home is secure and remove 
all signs that indicate no-one is there.
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Stopping Junk Mail to the recently deceased

If someone you know has died, the amount of unwanted 
marketing post being sent to them can be greatly reduced 
which helps to stop painful daily reminders. 

By registering with the free service www.stopmail.co.uk 
the names and addresses of the deceased are removed 
from mailing lists, stopping most advertising mail within as 
little as six weeks. If you cannot access the internet you can 
call 0808 168 9607, where you will be asked for very simple 
information that will take only a few minutes to complete. 
Alternatively, ask the bereavement team for a leaflet that can 
be returned in the post. 

This free of charge service provided by the Bereavement 
Support Network will actively reduce the unwanted marketing 
mail but also can help reduce the likelihood of identity theft 
following the death of someone close. The information is not 
used for any other purpose and you only have to complete 
this once. Additionally to Stop Mail a comparable service 
can also be accessed from the Bereavement Register or 
Deceased Preference Service if you would prefer to use 
them.



National / local helplines

BRITISH ASSOCIATION OF TISSUE BANKS 
NATIONAL REFERRAL CENTRE  - 0800 432 0559

CRUSE BEREAVEMENT LINE (daytime helpline)  - 0808 808 1677

COT DEATH HELPLINE (sudden infant death) - 0808 802 6868

CITIZENS ADVICE BUREAUX: 

 Harlow  - 0344 477 0808

 Epping  - 0344 477 0808

DEPARTMENT OF ANATOMY, CAMBRIDGE - 01223 333776

SAMARITANS EMERGENCY 24 HOUR LINE  - 116 123

STILLBIRTH & NEONATAL DEATH SOCIETY - 0808 164 3332
- (SANDS)  local office  - 0748 835 0165

SURVIVORS OF BEREAVEMENT BY SUICIDE - 0300 111 5065

THE COMPASSIONATE FRIENDS (helpline) - 0345 123 2304
Support for bereaved parents, siblings and families after a child dies.

THE GRIEF ENCOUNTERS PROJECT   - 0208 371 8455
Support for bereaved children and their families aged 3 - 18 years. 
Also one to one e-counselling via Skype for 15 – 18 year olds.

UK PARKINSON’S DISEASE SOCIETY TISSUE 
BANK AT IMPERIAL COLLEGE   - 0207 594 9732

YOUNG CONCERN TRUST (HARLOW)  - 01279 414090
One-to-One counselling for young people 11-25 yrs.
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INDEPENDENT FAMILY 
FUNERAL DIRECTORS 

Serving the Hoddesdon  
community for over 25 years 

24 Hour Personal Service

The Rainbow Chapel of Rest

Funerals arranged in all areas

If a death occurs please contact us at any 
time, 24 hours a day, 7 days a week 

01992 
447171

RAINBOW HOUSE,
64 HIGH STREET, 

HODDESDON,  
HERTS EN11 8ET

Part of J.J Burgess & Sons
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