AFCCA Funeral Establishment Compliance Toolkit

Template Policies & Procedures Manual — Funeral Establishments

Prepared by the Arizona Funeral Cemetery & Cremation Association (AFCCA)
Based on Arizona Administrative Code Title 9, Chapter 9, Subchapter B

Disclaimer
These policy and procedure templates were developed by the Arizona Funeral Cemetery & Cremation Association ("AFCCA") as a general resource to assist funeral establishments and crematories in understanding and implementing requirements contained within Arizona Revised Statutes Title 32, Chapter 12, and Arizona Administrative Code Title 9, Chapter 9, Subchapter B.

These templates are intended solely as educational and operational guidance and should be reviewed and customized by each establishment to reflect its specific operations, staffing, facilities, services, and business practices. Use of these templates does not guarantee compliance with any federal, state, or local law, rule, regulation, inspection requirement, or licensing standard.

AFCCA is not providing legal advice and strongly recommends that establishments consult with legal counsel, compliance professionals, insurance carriers, and/or regulatory authorities regarding the implementation of policies and procedures specific to their operations.

Certain language within these templates is intentionally written to align with applicable statutes and administrative rules. Modifying, removing, or failing to implement portions of these templates may impact the effectiveness or compliance of the policies and procedures.

AFCCA, its officers, directors, employees, affiliates, contractors, and representatives assume no responsibility or liability for errors, omissions, interpretation, implementation, enforcement outcomes, inspection results, or regulatory actions related to the use of these materials.

Each establishment remains solely responsible for maintaining current, accurate, operationally appropriate, and legally compliant policies and procedures.


SECTION 1
PERSONNEL MANAGEMENT & LICENSING

Applicable Rules: A.A.C. R9-9B-304(B)(1)-(4)
 A.A.C. R9-9B-305

PURPOSE
The purpose of this policy is to establish procedures for employee and contractor qualifications, licensing verification, orientation, training, supervision, and personnel documentation to ensure compliance with Arizona Revised Statutes Title 32, Chapter 12 and Arizona Administrative Code Title 9, Chapter 9, Subchapter B.

This policy is intended to support professional standards, operational consistency, public protection, and regulatory compliance in the provision of funeral and cremation services.

SCOPE
This policy applies to all:
1. Employees
1. Licensed professionals
1. Individuals on a pathway to licensure
1. Contracted personnel
1. Temporary personnel
who provide services for or on behalf of the funeral establishment.

POLICY
The establishment shall ensure that all personnel performing funeral, embalming, transportation, preparation, administrative, or support services are appropriately qualified, trained, supervised, and documented according to applicable laws, rules, company policies, and operational standards.

The establishment shall verify and maintain documentation of all required licenses, certifications, registrations, training records, and qualifications for employees and contracted personnel.

Professional licenses required under Arizona law shall be maintained in active status and posted conspicuously as required by law.

Personnel shall receive orientation and ongoing training appropriate to their assigned responsibilities.

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
Employee Qualifications & Hiring
· Prior to beginning work duties, the establishment shall verify:
· Identity of the employee or contractor
· Applicable licenses or registrations
· Qualifications relevant to assigned duties
· Required skills, knowledge, and competencies
· Eligibility to work in assigned role
· Job descriptions shall be maintained for all applicable positions and shall include:
· Position title
· Essential duties
· Required qualifications
· Required licenses or certifications
· Supervision requirements
· Required training or competencies
[Establishment may insert position-specific qualifications, onboarding procedures, or internal competency requirements.]
· Employees performing licensed duties shall only perform services permitted under their license classification and Arizona law.

Orientation & Initial Training
· New employees shall complete orientation appropriate to their assigned duties prior to independently performing job responsibilities.
· Orientation may include:	
· Workplace safety procedures
· Infection control procedures
· Confidentiality and privacy requirements
· Human remains identification procedures
· Access control procedures
· Emergency procedures
· FTC Funeral Rule compliance
· Documentation procedures
· Equipment operation and safety
· Cultural sensitivity and respectful family interactions
· Orientation and training completion shall be documented in the personnel file.
[Insert establishment-specific orientation timelines, training schedules, or onboarding procedures if applicable.]

Ongoing Training & In-Service Education
· Personnel shall receive ongoing training as necessary to maintain competency and compliance.
· Additional training may be required when:
· Rules or laws change
· Procedures are updated
· Equipment changes occur
· Deficiencies are identified
· Safety incidents occur
· Continuing education records for licensed personnel shall be maintained according to applicable requirements.

Supervision
· Employees and individuals on a pathway to licensure shall be supervised according to Arizona law and according to establishment procedures.
· The Responsible Funeral Director shall ensure:
· Appropriate supervision levels
· Delegation of duties consistent with licensure
· Compliance with operational procedures
· Availability of qualified supervisory personnel
· Individuals on the pathway to funeral director or embalmer licensure shall maintain required case logs and supervision documentation.
[Insert establishment supervisory structure, chain of command, or designated supervisory personnel if applicable.]

Contractor Compliance
· Contracted personnel providing services for the establishment shall:
· Maintain required licenses or certifications
· Demonstrate competency in assigned services
· Comply with company policies and applicable regulations
· The establishment shall maintain documentation verifying contractor qualifications and licensing status (when applicable).	Comment by Megan McMinn: When applicable.

License Verification & Posting
· All required professional licenses shall be:
· Verified upon hire or contract initiation
· Monitored for expiration
· Renewed as required
· Maintained in personnel or contractor files
· Professional licenses required to be publicly displayed shall be posted conspicuously within the establishment.
· Expired, suspended, or inactive licenses shall not be utilized for the performance of regulated services.

Personnel Files
· Personnel files shall be maintained for all employees and applicable contracted personnel.
· Personnel records may include:
· Employment application or resume
· Job description
· License verification
· Training documentation
· Continuing education records
· Supervision documentation
· Disciplinary documentation, when applicable
· Emergency contact information
· Dates of employment
· Personnel records shall be maintained in a confidential and secure manner.

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. Job descriptions
1. Personnel files
1. License verification records
1. Copies of professional licenses
1. Orientation and training logs
1. Continuing education documentation
1. Contractor qualification records
1. Supervision documentation
1. Pathway-to-licensure case logs
1. Employee acknowledgements of policies and procedures

Documentation shall be made available to the Department upon request in accordance with applicable regulations.

RECORD RETENTION
Personnel and contractor records shall be maintained:
1. During the period of employment or contract engagement; and
1. For a minimum of three (3) years following separation, termination, or conclusion of services unless a longer retention period is required by law or establishment policy.

Training, supervision, and licensure documentation shall be retained in a manner that allows timely retrieval during inspections or regulatory review.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Human Resources Personnel, if applicable
1. Employees and Contracted Personnel

All personnel are responsible for complying with applicable policies, procedures, laws, and operational standards.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. Operational changes
1. Inspection findings
1. Updated industry standards
1. Changes in company practices

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________
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SECTION 2
WORKPLACE SAFETY, HEALTH & COMMUNICABLE DISEASE CONTROL

Applicable Statutes: A.R.S. § 36-325, § 36-326, § 36-327, § 36-328, § 36-331, § 36-621
Applicable Rules: A.A.C. R9-19-301, R9-19-303, R9-19-305; A.A.C. R9-6-102; A.A.C. R9-9B-304(B)(5)-(9)
PURPOSE
This policy establishes minimum operational standards to support compliance with Arizona funeral and crematory regulations related to workplace safety, employee health protection, infection control, communicable disease management, and the safe handling, preparation, transportation, storage, and disposition of human remains.

This policy is intended to protect employees, contracted personnel, visitors, families, and the public from workplace hazards and communicable disease exposure while maintaining the dignity and respectful care of human remains.

SCOPE
This policy applies to all:
1. Employees
1. Licensed personnel
1. Embalmers
1. Funeral directors
1. Contracted personnel
1. Temporary personnel
who enter preparation areas, embalming rooms, refrigeration areas, transport vehicles, or any area where human remains or potentially infectious materials may be present.

POLICY
The establishment shall maintain a safe and sanitary workplace and shall comply with all applicable federal, state, and local workplace safety, infection control, communicable disease, and public health requirements.

Personnel shall follow established procedures for:
1. Personal protective equipment (PPE)
1. Infection prevention
1. Exposure control
1. Handling of human remains
1. Hazard communication
1. Safe operation of equipment
1. Management of potentially infectious materials
1. Proper sanitation and disinfection
1. Emergency contact information and emergency procedures shall be accessible to personnel. 
1. Employees shall only operate equipment for which they have received training or authorization. 
[Insert location of emergency contact information, eyewash stations, spill kits, AEDs, or emergency procedures if applicable.]
The establishment shall implement procedures designed to minimize exposure to communicable diseases and workplace hazards while maintaining respectful and dignified care of human remains.

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
General Workplace Safety
· Work areas shall be maintained in a safe, clean, sanitary, and orderly condition.
· Employees shall immediately report:
· Unsafe conditions
· Workplace injuries
· Exposure incidents
· Equipment malfunctions
· Spills or contamination events
· Potential health hazards
· Emergency contact information and emergency procedures shall be accessible to personnel.
· Employees shall only operate equipment for which they have received training or authorization.
[Insert location of emergency contact information, eyewash stations, spill kits, AEDs, or emergency procedures if applicable.]

Personal Protective Equipment (PPE)
· Appropriate PPE shall be available and utilized based on assigned duties and exposure risks. 
· PPE may include: 
· Disposable gloves 
· Nitrile, neoprene, or butyl gloves 
· Protective gowns or smocks 
· Face shields 
· Eye protection 
· Masks or respirators, when appropriate 
· Protective footwear 
· PPE shall be: 
· Maintained in sanitary condition 
· Replaced when damaged or contaminated 
· Disposed of according to applicable requirements when single-use 
· Employees shall wash hands and exposed skin following contact with human remains, contaminated materials, or removal of PPE. 
[Insert establishment-specific PPE requirements based on operational activities.]
Communicable Disease Control
· Human remains known or suspected to involve communicable disease shall be handled according to applicable laws, public health guidance, and establishment procedures.
· Personnel shall follow universal precautions and infection control procedures when handling all human remains.
· Preparation areas, equipment, instruments, and transport surfaces shall be cleaned and disinfected after use and after exposure to blood or bodily fluids.
· The establishment shall comply with:
· A.R.S. § 36-621
· A.A.C. R9-6-102
· Applicable OSHA requirements
· Applicable public health directives
[Insert establishment exposure control procedures or designated infection control protocols if applicable.]

Exposure Incidents
· Employees shall immediately report exposure incidents involving:
· Bloodborne pathogens
· Bodily fluids
· Hazardous chemicals
· Infectious materials
· Sharps injuries
· Exposure incidents shall be documented and reviewed by management.
· The establishment shall maintain procedures for:
· Medical evaluation recommendations
· Incident investigation
· Corrective actions

Preparation & Handling of Human Remains
· Personnel shall handle human remains respectfully and safely at all times.
· Human remains shall be transported, prepared, refrigerated, and stored according to applicable laws and company procedures.
· Employees shall utilize appropriate PPE and infection control measures during:
· Removal and transport
· Embalming
· Refrigeration transfers
· Cleaning and sanitation activities

Hazardous Materials & Chemical Safety
· Chemicals, embalming fluids, and hazardous substances shall be:
· Properly labeled
· Securely stored
· Used according to manufacturer instructions
· Accessible only to authorized personnel
· Safety Data Sheets (SDS), when applicable, shall be maintained and accessible.
· Flammable or hazardous materials shall be stored away from ignition sources and areas where human remains are stored or prepared.
[Insert location of Safety Data Sheets (SDS) and chemical storage areas.]

Radioactive Implants, Infused Radioactive Material, and Hazard Notifications
· When discussing funeral and disposition arrangements with the individual authorized under A.R.S. § 36-831, personnel shall:
· Inquire whether the deceased individual had any implanted devices, prosthetics, bridgework, or other implants, and obtain instructions for their disposition.
· Inquire whether the deceased individual had any diagnostic or therapeutic procedure within the previous two (2) years involving the infusion or implanting of radioactive material.
· If the deceased had any such radioactive procedure within the previous two years, the Responsible Funeral Director (or designee) shall contact the part of the Bureau of Radiation responsible for regulating sources of radiation to receive assistance and guidance before proceeding.
· (602)-255-4840 
· Discuss any limitations or special handling requirements with the authorized individual and update the Statement of Funeral Goods and Services Selected as necessary.
· If removal of an implanted item containing radioactive material is appropriate, ensure it is performed by the appropriate licensed person
· Communicate relevant information regarding implanted devices or radioactive procedures to any crematory that will receive the human remains.
· All inquiries, contacts with the radiation regulatory division, disposition instructions, and removal actions must be documented and retained for a minimum of three (3) years.
· Personnel involved in arrangement conferences and preparation of human remains shall receive training on these requirements. Training shall be documented in the personnel file.

Employee Training
· Employees shall receive training related to:
· Workplace safety
· PPE usage
· Infection control
· Exposure response
· Hazard communication
· Chemical handling
· Equipment safety
· Additional training shall be provided when:
· Procedures change
· Equipment changes occur
· Safety incidents occur
· Deficiencies are identified
· Regulatory requirements change

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. Workplace safety training records
1. PPE training acknowledgements
1. Exposure incident reports
1. Infection control procedures
1. Cleaning and sanitation logs
1. Hazard communication records
1. Equipment safety inspection records
1. Refrigeration monitoring logs
1. Chemical inventory lists
1. Safety Data Sheets (SDS), when applicable
1. Corrective action documentation
1. Employee safety acknowledgements

Documentation shall be maintained in a manner that allows timely retrieval during inspections or regulatory review.

RECORD RETENTION
Safety, exposure, and training records shall be maintained according to applicable laws and company policies.

Unless otherwise required by law:
1. Training records shall be retained for a minimum of three (3) years.
1. Incident and exposure reports shall be retained for a minimum of three (3) years.
1. Cleaning, sanitation, and monitoring logs shall be retained according to company retention schedules and applicable regulations.

Documentation shall be maintained in a secure and organized manner.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Safety Coordinators, if applicable
1. Employees and Contracted Personnel

All personnel are responsible for following workplace safety procedures and promptly reporting hazards, incidents, or unsafe conditions.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. Updated workplace safety guidance
1. Public health recommendations
1. Inspection findings
1. Operational changes
1. Industry standards and best practices

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________


SECTION 3
ACCESS CONTROL, SECURITY & PRIVACY

Applicable Rules: A.A.C. R9-9B-304(B)(10)
 A.A.C. R9-9B-304(C)(4)-(5)

PURPOSE
This policy establishes minimum operational standards to support compliance with Arizona funeral and crematory regulations related to access control, facility security, protection of human remains, confidentiality, privacy, electronic records security, and restrictions on unauthorized photography or recordings.

This policy is intended to protect the dignity, security, privacy, and confidentiality of deceased individuals, families, employees, and business records while maintaining safe and controlled access to restricted operational areas.

SCOPE
This policy applies to all:
1. Employees
1. Licensed personnel
1. Embalmers
1. Funeral directors
1. Contracted personnel
1. Temporary personnel
1. Vendors
1. Visitors authorized to enter restricted areas

This policy applies to all establishment areas where:
1. Human remains are prepared, stored, transported, or processed
1. Confidential records are maintained
1. Electronic systems containing protected information are accessed
1. Security monitoring systems are utilized

POLICY
The establishment shall maintain procedures to restrict unauthorized access to areas where human remains are prepared, stored, or maintained.

The establishment shall protect the confidentiality and privacy of deceased individuals, families, financial information, business records, and operational records.

Unauthorized photography, video recording, audio recording, or disclosure of confidential information is prohibited unless expressly permitted according to applicable law and establishment procedures.

Electronic and physical records shall be maintained securely to prevent unauthorized access, disclosure, alteration, or misuse.

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
Access Control to Restricted Areas
· Access to restricted operational areas shall be limited to authorized personnel.
· Restricted areas may include:
· Embalming and preparation rooms
· Refrigerated holding areas
· Human remains storage areas
· Records storage areas
· Chemical storage areas
· Unauthorized individuals shall not enter restricted areas unless:
· Approved by management;
· Escorted by authorized personnel, when appropriate; or
· Otherwise permitted by law or establishment policy.
· Access points to restricted areas shall be secured when not in active use.
· Employees shall immediately report unauthorized access or suspicious activity.
[Insert establishment-specific restricted access procedures, key control procedures, badge access systems, or after-hours access requirements.]

Visitor Access Procedures
· Visitors entering non-public operational areas shall be approved by authorized management personnel.
· Visitor access may be documented through:
· Visitor sign-in logs
· Escort procedures
· Access authorization records
· Visitors shall not be left unattended in restricted operational areas unless specifically authorized.
[Insert visitor sign-in procedures or visitor escort requirements if utilized by the establishment.]

Security of Human Remains
· Human remains shall be maintained securely and respectfully at all times.
· Identification procedures shall be followed to ensure accurate tracking and custody.
· Personnel shall immediately report:
· Identification discrepancies
· Unauthorized access
· Security breaches
· Missing property
· Missing remains
· Tampering concerns
· The establishment shall maintain procedures for responding to security incidents involving human remains.

Photography, Recording & Electronic Media Restrictions
· Employees, contractors, vendors, and visitors shall not:
· Photograph
· Video record
· Audio record
· Livestream
· Share images or information related to deceased individuals or families
· without proper authorization.
· Personal cell phone use in restricted operational areas may be limited or prohibited by management.
· Security camera systems used for safety or security purposes shall be operated according to establishment policy and applicable law.
· Unauthorized posting of photographs, videos, or confidential information on social media or electronic platforms is strictly prohibited.
· Authorization for any of the following must be obtained from the individual legally authorized to make funeral and disposition arrangements when required by law or establishment policy: 
· Photograph
· Video record
· Audio record
· Livestream
· Share images or information related to deceased individuals or families
· without proper authorization.

[Insert establishment cell phone, photography, or social media procedures if applicable.]

Confidentiality & Privacy Protection
1. Information regarding deceased individuals, families, finances, services, arrangements, and operational matters shall be treated as confidential.
1. Confidential information shall only be accessed by personnel with legitimate business or operational need.
1. Employees shall not disclose confidential information to unauthorized individuals.
1. Confidential records shall be:
· Stored securely
· Protected from unauthorized access
· Properly disposed of when retention requirements expire
· Discussions regarding deceased individuals or families shall be conducted professionally and privately whenever possible.

Electronic Records & System Security
· Electronic systems containing confidential or operational information shall be password protected when applicable.
· Access credentials shall not be shared without authorization.
· Personnel shall log out of systems or secure devices when unattended.
· Data breaches, unauthorized disclosures, or suspected cybersecurity incidents shall be reported to management immediately.
[Insert establishment electronic records system procedures, password management procedures, or cybersecurity protocols if applicable.]

Incident Reporting
· Personnel shall immediately report:
· Unauthorized access
· Confidentiality breaches
· Security concerns
· Missing records
· Improper disclosures
· Unauthorized photography or recordings
· Management shall investigate reported incidents and document corrective actions when appropriate.

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. Authorized access lists
1. Visitor logs, when utilized
1. Confidentiality agreements or acknowledgements
1. Security incident reports
1. Photography authorization forms, when applicable
1. Electronic access authorization records
1. Employee privacy and confidentiality training records
1. Corrective action documentation related to privacy or security incidents

Documentation shall be maintained in a manner that allows timely retrieval during inspections or regulatory review.

RECORD RETENTION
Access control, privacy, and security records shall be maintained according to applicable laws and company policies.

Unless otherwise required:
1. Incident reports shall be retained for a minimum of three (3) years.
1. Visitor logs shall be retained for a minimum of one (1) year.
1. Confidentiality acknowledgements and authorization records shall be maintained during employment or engagement and for at least three (3) years thereafter.

Electronic security records shall be retained according to operational needs, applicable regulations, and company retention schedules.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Information Technology Personnel, if applicable
1. Employees and Contracted Personnel

All personnel are responsible for protecting confidential information, maintaining secure access practices, and reporting suspected security or privacy concerns.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. Operational changes
1. Technology or cybersecurity updates
1. Inspection findings
1. Privacy or security incidents
1. Industry standards and best practices

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________


SECTION 4
CLEANING, SANITATION & EQUIPMENT MAINTENANCE

Applicable Rules: A.A.C. R9-9B-304(B)(11)-(14)
 A.A.C. R9-9B-309
 A.R.S. § 36-601 et seq.
 A.A.C. R18-13-1401

PURPOSE
This policy establishes minimum operational standards to support compliance with Arizona funeral and crematory regulations related to cleaning, sanitation, refrigeration monitoring, biohazard waste handling, pest control, and equipment maintenance.

This policy is intended to maintain sanitary conditions, support workplace safety, protect the dignity and security of human remains, minimize public health risks, and ensure that equipment and operational areas are maintained in safe and functional condition.

SCOPE
This policy applies to all:
1. Employees
1. Licensed personnel
1. Embalmers
1. Funeral directors
1. Contracted personnel
1. Temporary personnel
1. Vendors performing maintenance or sanitation services

This policy applies to all establishment areas including:
1. Preparation rooms
1. Embalming rooms
1. Refrigerated holding areas
1. Human remains storage areas
1. Public areas
1. Arrangement offices
1. Vehicles used for transport
1. Equipment storage areas
1. Chemical storage areas

POLICY
The establishment shall maintain all facilities, equipment, vehicles, and operational areas in a clean, sanitary, safe, and orderly condition.

Cleaning, sanitation, disinfection, refrigeration monitoring, waste disposal, pest control, and equipment maintenance procedures shall be implemented to support compliance with applicable public health and funeral regulations.

Equipment used in the preparation, storage, refrigeration, transportation, or processing of human remains shall be maintained in safe operating condition.

Biohazardous and potentially hazardous waste shall be stored and disposed of according to applicable laws and regulations.

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
General Cleaning & Sanitation
· The establishment shall maintain written cleaning and sanitation procedures for all operational and public areas.
· Cleaning and sanitation activities shall be conducted regularly and as needed to:
· Prevent odors
· Reduce contamination risks
· Maintain sanitary conditions
· Protect employees and the public
· Preserve the dignity and security of human remains
· Work surfaces, instruments, equipment, and preparation areas shall be cleaned and disinfected after use and after exposure to blood, bodily fluids, or potentially infectious materials.
· Public areas shall be maintained in clean and professional condition.
[Insert establishment cleaning schedules, assigned cleaning responsibilities, or approved disinfectants if applicable.]

Preparation Rooms & Embalming Areas
1. Preparation and embalming rooms shall be:
· Properly ventilated
· Maintained in sanitary condition
· Protected from contamination
· Used only for authorized operational purposes
· Embalming tables, instruments, equipment, and surfaces shall be cleaned and disinfected after each use.
· Spills involving blood, bodily fluids, or potentially infectious materials shall be cleaned promptly using appropriate disinfectants and safety procedures.
· Eye wash stations and required safety equipment shall remain accessible and operational.


Refrigerated Holding Areas
1. Refrigerated holding areas shall:
· Be maintained in working order
· Be used only for authorized purposes
· Be maintained in clean and sanitary condition
· Maintain temperatures consistent with applicable regulations
· Refrigeration temperatures shall be monitored and documented according to establishment procedures.
· If refrigeration equipment malfunctions or temperatures exceed acceptable limits:
· Management shall be notified immediately;
· Corrective actions shall be documented; and
· Human remains shall be transferred when necessary to protect condition, dignity, and security.
· Refrigerated holding areas shall remain secured against unauthorized access.
[Insert establishment refrigeration temperature monitoring procedures, acceptable temperature ranges, and after-hours response procedures.]

Equipment Maintenance
1. Equipment used in embalming, refrigeration, processing, preparation, or transportation shall be:
· Maintained in safe working condition
· Inspected regularly
· Serviced as needed
· Used according to manufacturer instructions when applicable
· Equipment maintenance may include:
· Testing
· Calibration
· Repairs
· Cleaning
· Preventive maintenance
· Equipment deficiencies that could impact safety, sanitation, or operations shall be addressed promptly.
· Equipment determined unsafe shall be removed from service until repaired or replaced.
[Insert establishment maintenance schedules, service vendors, or preventive maintenance procedures if applicable.]

Biohazardous & Hazardous Waste
1. Biohazardous medical waste and potentially hazardous waste shall be:
· Properly identified
· Stored in appropriate containers
· Handled using appropriate PPE
· Disposed of through authorized methods or vendors
· Sharps containers and waste receptacles shall be:
· Clearly labeled
· Maintained in appropriate locations
· Replaced or emptied as necessary
· Waste disposal procedures shall comply with applicable ADEQ and local environmental requirements.
[Insert approved biohazard waste vendor information and waste pickup procedures if applicable.]

Flammable Liquids & Chemical Storage
1. Flammable liquids, chemicals, and embalming fluids shall be:
· Clearly labeled
· Stored securely
· Kept away from ignition sources
· Maintained in approved containers when applicable
· Chemical storage areas shall remain organized and accessible only to authorized personnel.
· Safety Data Sheets (SDS) shall be accessible when applicable.

Pest Control
· The establishment shall maintain pest control procedures designed to minimize infestation or public health concerns.
· Pest control services, when utilized, shall be documented.
· Conditions that may contribute to pests or sanitation issues shall be corrected promptly.
[Insert contracted pest control provider information, including name and contact information, or internal pest monitoring procedures if applicable.]

Vehicles & Transportation Equipment
· Vehicles and transport equipment used for human remains shall be:
· Cleaned regularly
· Maintained in sanitary condition
· Capable of secure transport
· Maintained to minimize leakage, contamination, or unsafe conditions
· Transport surfaces exposed to human remains or bodily fluids shall be cleaned and disinfected promptly.

Documentation of Maintenance & Corrective Actions
· Maintenance, inspections, repairs, refrigeration monitoring, and corrective actions shall be documented according to establishment procedures.
· Documentation shall be maintained in an organized format and made available during inspections when requested.

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. Cleaning schedules and logs
1. Refrigeration temperature logs
1. Refrigeration malfunction and corrective action records
1. Equipment maintenance logs
1. Calibration and testing records
1. Repair documentation
1. Vehicle maintenance records
1. Biohazard waste disposal documentation
1. Pest control service records
1. Safety inspection records
1. Corrective action documentation
1. Chemical inventory records
1. Safety Data Sheets (SDS), when applicable

Documentation shall be maintained in a manner that allows timely retrieval during inspections or regulatory review.

RECORD RETENTION
Cleaning, sanitation, maintenance, and monitoring records shall be maintained according to applicable laws and establishment procedures.

Unless otherwise required:
1. Equipment maintenance, testing, calibration, and repair records shall be retained for a minimum of twelve (12) months.
1. Refrigeration logs shall be retained for a minimum of one (1) year.
1. Pest control records shall be retained for a minimum of twelve (12) months after service date.
1. Biohazard disposal documentation shall be retained according to applicable environmental requirements and establishment retention schedules.

Documentation shall be maintained securely and in an organized format.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Maintenance Personnel, if applicable
1. Employees and Contracted Personnel

All personnel are responsible for maintaining clean and sanitary work areas, promptly reporting hazards or equipment issues, and complying with sanitation and maintenance procedures.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. Operational changes
1. Inspection findings
1. Equipment or facility updates
1. Public health guidance
1. Industry standards and best practices

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________


SECTION 5
CONSUMER COMMUNICATION & FTC COMPLIANCE

Applicable Rules: A.A.C. R9-9B-304(B)(15)-(17)
 A.A.C. R9-9B-304(C)(6)-(7)
 A.A.C. R9-9B-306(B)-(F)
 16 CFR 453 — Federal Trade Commission Funeral Rule

PURPOSE
This policy establishes minimum operational standards to support compliance with Arizona funeral and crematory regulations related to consumer communication, advertising, pricing disclosures, merchandise display, funeral arrangements, contract disclosures, cancellation procedures, and compliance with the Federal Trade Commission Funeral Rule.

This policy is intended to ensure that consumers receive clear, accurate, timely, and legally compliant information regarding funeral goods, services, pricing, authorizations, and contractual rights.

SCOPE
This policy applies to all:
1. Employees
1. Funeral directors
1. Licensed personnel
1. Prearranged funeral sales personnel
1. Contracted personnel involved in consumer communication
1. Administrative staff involved in pricing, arrangements, or contract preparation

This policy applies to:
1. Advertising and marketing materials
1. Telephone inquiries
1. Website pricing information
1. In-person arrangement conferences
1. Funeral contracts
1. Price lists
1. Merchandise displays
1. Cremation and embalming authorizations
1. Prearranged funeral agreements
1. Consumer disclosures and communications

POLICY
The establishment shall provide consumers with clear, accurate, professional, and legally compliant information regarding funeral goods, services, pricing, authorizations, and contractual obligations.

Advertising, merchandise displays, pricing information, and arrangement procedures shall comply with:
1. Arizona Revised Statutes
1. Arizona Administrative Code
1. Federal Trade Commission Funeral Rule requirements
1. Applicable consumer protection laws

Consumers shall receive required disclosures, price information, contracts, and authorizations in a timely and professional manner.

The establishment shall maintain procedures for explaining:
1. Pricing
1. Service options
1. Merchandise options
1. Contract terms
1. Cancellation rights
1. Refund procedures
1. Required authorizations

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
Advertising & Marketing
1. Advertising and marketing materials shall:
· Be clear and accurate
· Avoid misleading statements
· Avoid deceptive claims
· Accurately describe services and merchandise
· Comply with applicable laws and regulations
· Advertisements shall not:
· Misrepresent pricing
· Misrepresent legal requirements
· Misrepresent merchandise features or benefits
· Create false or misleading impressions regarding services
· Social media, websites, brochures, and electronic communications shall comply with this policy.

Telephone & Electronic Consumer Inquiries
1. Consumers requesting pricing information by telephone or electronic communication shall receive information consistent with FTC Funeral Rule requirements.
1. Personnel responding to inquiries shall:
· Provide accurate pricing information;
· Refer to current approved price lists;
· Provide General Price Lists when required; and
· Answer questions professionally and honestly.
· Consumers may be directed to the establishment website when legally appropriate and current pricing information is available.
[Insert establishment procedures for after-hours inquiries, website pricing access, or consumer response timelines if applicable.]

General Price Lists & Required Price Information
· The establishment shall maintain current and compliant:
· General Price Lists
· Casket Price Lists
· Outer Burial Container Price Lists
· Cremation pricing information, when applicable
· Price lists shall:
· Include required disclosures;
· Reflect current pricing;
· Be available to consumers as required by law; and
· Be updated when pricing changes occur.
· Price lists shall be provided without charge when required by law or regulation.

Arrangement Conferences
· Arrangement conferences shall be conducted professionally, respectfully, and honestly.
· Personnel conducting arrangements shall:
· Verify the identity of the legally authorized individual;
· Explain available services and merchandise;
· Provide required disclosures;
· Explain pricing and payment terms;
· Discuss required authorizations;
· Answer questions accurately; and
· Document selections appropriately.
· Personnel shall not pressure or coerce consumers regarding merchandise or service selections.
· Religious, cultural, and personal preferences shall be respected whenever possible.
[Insert establishment arrangement conference procedures or authorization verification practices if applicable.]

Funeral Goods & Services Contract
· Funeral contracts and Statements of Funeral Goods and Services Selected shall:
· Include required information;
· Accurately reflect selected services and merchandise;
· Include itemized pricing;
· Include required disclosures; and
· Be completed according to applicable regulations.
· Contracts shall be reviewed with the purchaser before signature whenever possible.
· Signed copies shall be provided to the purchaser.

Embalming & Cremation Authorizations
· Required embalming and cremation authorizations shall be obtained prior to services requiring authorization.
· Personnel shall explain:
· Available cremation methods, when applicable;
· Embalming authorizations;
· Disposition instructions;
· Limitations or requirements related to selected services; and
· Applicable timing or operational considerations.
· Oral authorizations, when permitted, shall be documented according to applicable requirements.

Prearranged Funeral Agreements
· Prearranged funeral agreements shall comply with applicable Arizona laws and regulations.
· Consumers entering prearranged agreements shall receive:
· Required disclosures;
· Funding information;
· Pricing explanations;
· Cancellation information; and
· Copies of executed agreements.
· Personnel involved in prearranged funeral sales shall maintain required licensure or endorsements when applicable.

Cancellation & Refund Procedures
· Consumers shall receive information regarding:
· Contract cancellation rights;
· Refund eligibility;
· Verification procedures;
· Applicable retained amounts or fees; and
· Documentation requirements for cancellation requests.
· Cancellation requests shall be reviewed and processed according to applicable laws, regulations, and contract terms.
· The identity of individuals requesting cancellation or refunds shall be verified before processing requests.
[Insert establishment refund processing procedures, required documentation, or designated approval personnel if applicable.]

Merchandise Display
· Merchandise regularly offered for sale shall be displayed or otherwise made available for consumer review according to applicable regulations.
· Merchandise pricing and descriptions shall be available to consumers.
· Merchandise displays shall not mislead consumers regarding:
· Quality
· Features
· Construction
· Legal requirements
· Availability

Consumer Complaints & Concerns
· Consumer complaints or concerns shall be handled professionally and respectfully.
· Complaints involving:
· Pricing
· Contracts
· Merchandise
· Authorizations
· Advertising
· Service quality
· Shall be documented and reviewed by management when appropriate.
· Corrective actions shall be documented when applicable.

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. General Price Lists
1. Casket Price Lists
1. Outer Burial Container Price Lists
1. FTC Funeral Rule disclosures
1. Statements of Funeral Goods and Services Selected
1. Funeral contracts
1. Cremation authorizations
1. Embalming authorizations
1. Prearranged funeral agreements
1. Cancellation and refund documentation
1. Consumer complaint documentation
1. Advertising and marketing approvals, when utilized
1. Arrangement conference documentation
1. Authorization verification documentation

Documentation shall be maintained in a manner that allows timely retrieval during inspections or regulatory review.

RECORD RETENTION
Consumer communication, pricing, authorization, and contract documentation shall be maintained according to applicable laws and establishment procedures.

Unless otherwise required:
1. Funeral contracts and arrangement documentation shall be retained according to applicable state retention requirements.
1. FTC-related pricing and disclosure documentation shall be maintained in current form and archived as appropriate.
1. Complaint and corrective action documentation shall be retained for a minimum of three (3) years.
1. Prearranged funeral agreement documentation shall be retained according to applicable trust and regulatory requirements.

Documentation shall be maintained securely and confidentially.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Funeral Directors
1. Arrangement Personnel
1. Prearranged Funeral Sales Personnel
1. Administrative Staff
1. Employees involved in consumer communication

All personnel are responsible for providing accurate information, maintaining professionalism, and complying with applicable disclosure and authorization requirements.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. FTC Funeral Rule updates
1. Pricing or operational changes
1. Inspection findings
1. Consumer complaint trends
1. Industry standards and best practices

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________


SECTION 6
HUMAN REMAINS IDENTIFICATION, CARE & DIGNITY

Applicable Rules: A.A.C. R9-9B-304(C)(1)-(3)
 A.R.S. § 36-831

PURPOSE
This policy establishes minimum operational standards to support compliance with Arizona funeral and crematory regulations related to the identification, tracking, handling, monitoring, transportation, storage, care, security, and dignified treatment of human remains.

This policy is intended to ensure that human remains are accurately identified, respectfully handled, securely maintained, and cared for in a manner consistent with legal requirements, professional standards, and the wishes of the deceased individual's family whenever possible.

SCOPE
This policy applies to all:
1. Employees
1. Licensed personnel
1. Funeral directors
1. Embalmers
1. Contracted personnel
1. Removal and transport personnel
1. Temporary personnel

This policy applies to all activities involving:
1. Removal and transfer of human remains
1. Identification and tracking procedures
1. Storage and refrigeration
1. Preparation and embalming
1. Transportation
1. Final disposition
1. Documentation related to human remains

POLICY
The establishment shall maintain procedures to ensure that human remains are accurately identified, tracked, monitored, secured, and respectfully handled at all times while in the custody of the establishment.

The establishment shall maintain procedures designed to:
1. Prevent misidentification;
1. Maintain chain of custody;
1. Protect the condition and dignity of human remains;
1. Respect cultural, religious, and family preferences whenever possible; and
1. Ensure secure and professional handling throughout all stages of care and disposition.

The Responsible Funeral Director shall oversee compliance with this policy.

PROCEDURES
Identification of Human Remains
· Human remains shall be identified upon receipt into the custody of the establishment.
· Identification procedures may include:
· Identification tags
· Wristbands
· Case numbers
· Removal documentation
· Authorization paperwork
· Electronic tracking systems
· Identification information shall be verified during transfers, preparation, refrigeration, release, and final disposition activities.
· Identification discrepancies or concerns shall be reported immediately to management.
[Insert establishment identification methods, tracking systems, or barcode/tagging procedures if applicable.]
· During intake, personnel shall verify and document whether the funeral establishment has provided information regarding implanted devices or recent radioactive procedures. Remains shall be flagged accordingly, and suitability for cremation must be confirmed before proceeding.

Tracking & Chain of Custody
· The establishment shall maintain procedures for tracking human remains while in custody.
· Tracking procedures shall document:
· Receipt of remains
· Transfers between personnel or locations
· Refrigeration placement
· Preparation procedures
· Release to authorized individuals
· Final disposition
· Human remains shall not be transferred or released without appropriate verification and documentation.
· Chain of custody documentation shall be maintained in an organized format.
[Insert establishment chain of custody documentation procedures or electronic tracking systems if applicable.]

Condition Monitoring
· The condition of human remains shall be monitored throughout the period of custody.
· Personnel shall document concerns related to:
· Decomposition
· Trauma
· Leakage
· Damage
· Identification concerns
· Refrigeration concerns
· Security concerns
· Corrective actions or notifications shall be documented when appropriate.
· Human remains shall be maintained in a manner designed to preserve condition, dignity, and security.

Dignified Care & Respectful Handling
· Human remains shall be treated respectfully and professionally at all times.
· Personnel shall avoid unnecessary exposure or handling of human remains.
· Human remains shall remain appropriately covered whenever feasible to preserve privacy and dignity.
· Operational procedures shall minimize the risk of:
· Misidentification
· Mishandling
· Damage
· Unauthorized viewing
· Disrespectful treatment
· Employees shall conduct themselves professionally while handling human remains or interacting with families.

Cultural, Religious & Family Considerations
· The establishment shall make reasonable efforts to respect:
· Religious practices
· Cultural customs
· Family requests
· Personal preferences
· When consistent with applicable laws, regulations, safety requirements, and operational capabilities.
· Personnel shall communicate respectfully with families regarding any operational limitations or legal requirements affecting requested services.
· Special handling requests shall be documented when applicable.

Transportation of Human Remains
· Human remains shall be transported using approved methods and appropriate equipment.
· Human remains shall remain:
· Properly identified;
· Securely contained;
· Protected from public view when appropriate; and
· Maintained respectfully during transport.
· Vehicles and equipment used for transport shall be maintained in sanitary condition.
· Transfer documentation shall accompany human remains when required.
[Insert establishment transport procedures, approved transport equipment, or after-hours transfer procedures if applicable.]

Refrigeration & Storage
· Human remains held by the establishment shall be refrigerated or otherwise maintained according to applicable laws and regulations.
· Refrigerated holding areas shall:
· Maintain appropriate temperatures;
· Remain secure;
· Be monitored according to establishment procedures; and
· Protect the condition and dignity of human remains.
· Unauthorized access to storage areas is prohibited.
[Insert establishment refrigeration monitoring schedules and storage capacity procedures if applicable.] 
OR
[Insert contractor name, location, and contact information if applicable.]

Incident Reporting & Corrective Actions
· Personnel shall immediately report:
· Identification discrepancies;
· Missing remains;
· Release errors;
· Unauthorized access;
· Damage to remains;
· Tracking concerns; or
· Security incidents.
· Management shall investigate and document incidents and corrective actions when appropriate.

REQUIRED DOCUMENTATION
The establishment shall maintain documentation including, but not limited to:
1. Removal and transfer records
1. Identification tags or tracking records
1. Chain of custody documentation
1. Refrigeration logs
1. Release authorizations
1. Transportation documentation
1. Condition monitoring documentation
1. Family instruction documentation
1. Religious or cultural accommodation documentation, when applicable
1. Incident and corrective action reports
1. Final disposition records

Documentation shall be maintained in a manner that allows timely retrieval during inspections or regulatory review.

RECORD RETENTION
Identification, custody, transportation, and disposition records shall be maintained according to applicable laws and establishment procedures.

Unless otherwise required:
1. Chain of custody and identification documentation shall be retained for a minimum of three (3) years.
1. Incident and corrective action documentation shall be retained for a minimum of three (3) years.

Documentation shall be maintained securely and confidentially.

RESPONSIBLE PARTIES
The following individuals share responsibility for compliance with this policy:
1. Responsible Funeral Director
1. Owners and Operators
1. Managers and Supervisors
1. Funeral Directors
1. Embalmers
1. Removal and Transport Personnel
1. Employees and Contracted Personnel

All personnel are responsible for maintaining accurate identification procedures, respectful handling practices, and secure custody of human remains.

REVIEW REQUIREMENTS
This policy shall be reviewed at least once every three (3) years and updated as necessary to reflect:
1. Changes in law or regulation
1. Operational changes
1. Inspection findings
1. Industry standards and best practices
1. Incident trends or corrective actions
1. Updated identification or tracking technologies

Documentation of policy review and updates shall be maintained by the establishment.

Policy Effective Date: ______________________
Last Review Date: ______________________
Approved By: ______________________
Responsible Funeral Director: ______________________
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