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Background
On 2oth March 2020 my younger brother 
Paul died after contracting Covid-19. Paul 
was just 49 years old. Due to the regulations 
restricting movement and access we could 
not visit him while he was in hospital. 

Paul lived and worked in London, 
where he enjoyed life to the full, and 
had a large group of friends. 

In normal times, we could have had a large 
service for Paul, with all of our extended family 
and friends coming together to celebrate his 
life. But the restrictions imposed to contain the 
spread of coronavirus in the UK meant that only 
one family group (under the same household 
living together) or one friend could attend 
the cremation service (though this does vary 
depending on the crematorium). As a result 
my family agreed that Paul would be cremated 
without a service, and we would have a proper 
celebration of his life sometime later when it was 
safe to travel and meet in large groups again.

We had arranged that there would be a short 
service for Paul at W Uden & Sons (the funeral 
director) Chapel of Rest, and that this would be 
recorded and sent to us all. Then a few days 
before the service we had the idea of doing a live 
stream of the service so that we could participate 
and at least be part of the proceedings.

After looking into all the options we settled on 
Zoom, primarily because it was a system many 
were using for remote working and we felt it could 
be scaled for this application. The purpose of this 
guide, is to show others in the same situation we 
were, that it is possible to come together and 
share in celebrating a loved one’s life. Whilst it 
will never replace a proper funeral service, it does 
offer an alternative whilst these restrictions apply.

My family celebrating my Dad’s 80th 
birthday, Paul is on the far left
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What I want to show is how it was set up, things to 
prepare to make your life easier, some suggestions to 
make the experience even better and lessons learned. 

If this helps just one more family through a 
difficult time then it will be time well spent. 
But I also hope that it offers suggestions for 
the funeral directors to make the experience 
more manageable from their end as well.
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1: Working with the Funeral Director
Most of us only come into contact with a funeral director once a family member dies. We rely 
on their guidance and professionalism to help us through a difficult time. With the current 
restrictions limiting gatherings, their job is more challenging and even more important.

Many crematoria will have facilities for streaming services already in place. Streaming services tend to be just 
that - there is no interaction with the process. But a family funeral needs that interaction, so people can see 
each other, and help each other - I don’t think streaming alone delivers that need for social interaction. If a 
loved one has died nearby, then a streamed service with family members in attendance might be preferred. 
Your funeral director should be able to accommodate those needs working with the crematorium.

But if you desire something more personal, which gives some opportunity to participate 
and share, the approach we took might work better. If certainly does not replace a 
gathering but in the circumstances we are currently in, it may offer some help.

Location for the service
There is no reason at all why you could not do what we did in a crematorium setting, but for the reasons 
already stated, we were having no crematorium service. Instead, thanks to the help of a relative based 
nearby, a short service at the funeral director’s Chapel of Rest was organised. This was given by Fr Richard 
Plunkett who very kindly accommodated all out requests and worked directly with my parents. 

Our undertaker, W Uden & Sons, were extremely accommodating, and worked with us to make the service happen. I 
can’t speak for others but I am sure most would be happy to do the same, provided they can access the technology.

Technology needed
Most funeral directors in the UK 
are not set up to deliver a service 
like this, so someone has to take 
charge and host the service, 
and organise it. Fortunately, it is 
actually fairly straightforward.

All that is required to enable this 
is a phone, tablet or computer 
equipped with a microphone 
and webcam. The Zoom client 
software is installed, and they log 
onto the meeting and broadcast 
the service. In our case, I believe 
the funeral directors used an iPad 
on a stand, which was pointed at 
Paul’s coffin and Fr Richard. The 
iPad’s own inbuilt camera and 
microphone served as the input.

Suggestions
1.  Decide who will be the run the “meeting” and be the host ASAP. This is important as it is down to them 

to ensure it runs smoothly, and record the service. If you don’t feel comfortable doing this perhaps 
call in a friend who can help, or ask the funeral director if they can call in outside expertise.

2.  Check the quality of your internet connections! This is critical. If the service location does not have good broadband or 
WiFi consider using a 4G hub (about £10 and pay monthly from most suppliers). often where the broadband or WiFi is 
poor the 4G signal can be quite strong. The same applies for the host location! 
The bottom line is this - if you don’t have a decent connection you cannot do this.

3.  Unless the undertakers have experience, or can call in local expertise, I suggest you keep 
things simple - use off the shelf hardware like an iPad or iPhone or Laptop. 

4.  Check your sound and video, ideally by running a quick meeting with the host so that you can adjust lighting and 
volume. Consider a separate microphone if you want a view that shows more or there is background noise.

5. Finally, agree a start time for the service, and ensure the funeral director is set up 10 mins before.

A screenshot from the service showing the setup at the undertaker’s Chapel of  Rest.  
You can view  Paul’s service here:   https://youtu.be/Su18UrEOgaM
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1: Get the contacts
I asked everybody who wished to attend to send 
me their email address that they had access to on 
the device they were going to view the service on. 

That is important as you have to assume most 
people are not that tech savvy so a simple clicking 
on an email link should be all they have to do. 

I created a Word document and listed all the names 
and emails of everyone who wanted to attend. 

I then created contact email distribution 
lists in Outlook by copying and pasting 
from the Word document - without 
adding them as contacts in Outlook. 

In my case I had three groups:

1. Immediate family and uncles/aunts/cousins etc
2. Close friends of Paul
3. Family friends and work colleagues

2: Test the email addresses work
After all the contacts were in place I wrote out a short 
email inviting them to the service, saying what the 
plan was and when to expect the email invitation. 

That way I could check for errors in email addresses 
and ensure that people were getting the group emails. 

When you do this though, I recommend that you 
send the email to yourself in the To field, then 
add the contacts into the Bcc field - otherwise 
everybody will get a stream of email addresses!

3:  Run a test meeting
I think this is important. The evening before 
the service I set up a meeting and emailed 
everybody in the Family and Friends lists to pop 
in to make sure they could connect. This served 
two purposes, firstly, that they could try things 
out and ensure they were set up, and secondly, 
to allow some social interaction. Remember that 
for many this was the first “eye to eye” contact 
they have had with others in an extended family. 

4:  Prepare for last minute additions
Let’s assume you have set up your lists, and you 
have all the contact emails in place. No matter 
how well prepared you are you will get last 
minute requests for people to be added.

This is not a problem - but - I would recommend you do 
this as an additional contact group, as it makes it easier 
to manage, and if you start to run up to the standard 100 
attendee limit in Zoom free or professional accounts you 
can impose a limit by holding back on this latecomers 
list until everyone else has joined the service.

using the Bcc field in Outlook - note that 
any email client will have this capability

YOUR EMAIL ADDRESS

ADD YOUR CONTACT GROUPS HERE

2: Organising attendees 
Once you have established that the Funeral 
Director can broadcast the service, and you have 
agreed who will host it, you need to get the contact 
details of all the attendees of the service.

How you do this is really dependent on who is the host 
for the meeting as they have to control entry. But I do 
recommend you keep it simple and create a single 
document with all the names and email addresses. 
That way, you always have a list that can be issued 
should things prove too much for one person.

We used the Zoom platform to run the 
service. The entry level package for Zoom 
allows 100 attendees. You can buy additional 
options but 100 actually covers a lot as 
you can assume many will be watching 
with others. In our case we had around 84 
attendees (log ins) but that actually meant 
around 120-140 people were watching.
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3: Setting up Zoom
This type of service could be organised using many existing platforms but in our case we used Zoom (https://
zoom.us/ ) and I will go into some of the settings I recommend using at the very end of this document. But for now 
let us focus on the most important thing of all - ensuring attendees can actually log on and see the service.

Minimum Platform requirements:
There are many different types of streaming services and online meeting platforms that could be used. In my day 
job I use several of these so I was familiar with how things worked but I wasn’t sure what platform to use. Social 
media helped a lot here. I put a call out on Twitter and had many responses - it is always a good idea to try a few out 
if you have the time. But, if you have never hosted a meeting, or just feel unsure about what to do, get help.

In the end I settled on Zoom, as I knew it, and I knew it could handle everything I needed it to 
do. But other systems are just as capable. I’d suggest the following though, as a minimum set of 
requirements to give you the combination of simplicity and flexibility needed to run these.

1. Ability to focus the broadcast video on one person, and then change that focus during the meeting
2. Ability to record the video and audio of the active speaker (focussed by the host).
3. Ability to control attendee microphone and video, and change that during the meeting.
4. Ability to keep attendees in a waiting area, and admit or remove attendees during the meeting.
5. Ability to turn off chat features.
6. Control over joining security 

Zoom has all these features. Some are set up by default and others need to be set up in the preferences 
- but I’ll look at this at the end of the document. For now, let us make sure that attendees can join. So, I 
suggest once you have the contacts list set up, send out an introductory email saying when the service will 
be happening and how it is going to be delivered. In this email include details of how to set Zoom up.

Download the Zoom clients
You can set up Zoom in a couple of ways. You 
can do it via a Join Meeting link on an email, or 
you can go to the Zoom website and download 
the client software from there. if you are using 
a mobile device (iPhone/iPad, Android phone, 
Tablet etc) go to the app stores and download 
the Zoom apps. The download page is here:

https://zoom.us/download

But probably the easiest way is to go to 
this page and join a test meeting. This will 
automatically download the software for you.

https://zoom.us/test

Immediate family attendees
Many immediate family attendees might be older 
and perhaps less knowledgeable about how to 
access these services. During isolation it is not 
possible to pop round and help (assuming you 
are nearby) so you can try using FaceTime or 
WhatsApp video calls to attempt to sort things.

But if that fails, it might be possible for 
someone else to set up the apps and drop 
a device off to whoever needs it.

Just because you know and understand how all 
this works doesn’t mean to say anyone else does 
- and it can be upsetting and frustrating trying 
to get something to work when you are alone.
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4: Setting up a practice meeting
Regardless of what platform you use for the service I strongly recommend that 
you set up a practice meeting the day before the funeral, so that attendees can 
try things out and make sure they are comfortable with the technology.

Remember that for most people attending, it will be the first time they have used 
a service like this (though to be fair, that is probably changing by the day!).

Depending on how many attendees there are you might want to have several 
practice meetings - perhaps some for immediate family, some for friends 
and some for work colleagues and so on. It is entirely up to you.

But I do have some suggestions:

1.   Set up the meeting access link and password to the meeting and use the same 
log in details for the practice meeting and the actual service. Security folks will 
explode at this suggestion but remember this has to work for ALL attendees of all 
ages and experience. The focus is on attendance. As host, you can control what 
people do in the meetings and ultimately, you can eject them from the meeting.

2.  Set up the practice meeting as invite all those you want to, but keep the meeting 
open for a couple of hours. This means that people can pop in for a few minutes, 
have a chat then when they are happy, log off again. This was one of the best things I 
did as it reconnected me to many attendees who I had not seen for years and served 
the double purpose of ensuring they were set up and that there was contact.

3.  Set up the practice so it closely mimics that actual service set up. So make sure you 
have a waiting area set up, make sure all attendees microphones are set to mute as 
they join, make sure you have focus on one person at a time. The closer you make 
the joining meeting experience to the actual service, the better the experience will 
be for the attendees for the actual service itself as there will be no surprises.

4.  Finally, use this opportunity to test your end is working as it should. try out 
different recording options, test out different settings and practice moving 
video focus around attendees. Also use the opportunity to coach attendees 
on issues that might pop up, like microphone or video issues.
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5: Running the service
With everything set up, all contacts listed and emails written ready to be sent, the day of the service 
has arrived. As the host, it will be all down to you to ensure things work, and more importantly, how 
to resolve issues if they don’t work. Just to give you an example of what happened to me:

1.  The laptop I had set everything up on refused to connect to the office WiFi on the morning, so I had to quickly 
move everything to a different machine in the office. - lesson - give yourself plenty of time to set up on the day!

2.  The Funeral Director had some problems setting up their speaker system to play the music during the 
service, which delayed the start of the service by a few minutes - lesson - ensure that you have an 
email ready to send out to ALL attendees saying “we are running a few minutes behind”.

Things go wrong. If they do, don’t panic! Worst case scenario is that your connection drops and 
you lose the link to the Funeral Director. Remember the host can speak to everyone on the meeting, 
so if the link drops you can announce there is an issue, and just stay online. You can then call the 
Funeral Director and try to get it up again. They can always try logging out and back in again.

Remember people attending will be understanding.

1: Start the meeting
As the meeting host it is down to you to get things running 
smoothly so give yourself plenty of time and use the unlimited 
time meetings available, start up the meeting, make sure 
you are ready, and then send out the email invitations to 
the funeral director and anyone who will be speaking at 
the service. Hold off sending the rest of the invites out 
yet - this is where organising your contacts really helps!

2: Funeral Director joins
Agree with the funeral director how long they need to set 
things up. I would suggest they join the meeting at least 10 mins 
before the scheduled start time. Ensure they are first person 
into the meeting - it will help if you can ask them to say who 
they will be called in the zoom attendee list so you can quickly 
identify them in the waiting area. Unmute the funeral director 
so they can communicate with you to say they are ready.

Now let’s look at the actual 
organisation and running of the 
service. To try to simplify this I’ve 
used pictures. The key on the right 
here shows what all the icons 
mean. Hopefully this makes sense!

ATTENDEE IN WAITING AREA

ATTENDEE IN MEETING 
MICROPHONE MUTED

VIDEO SPOTLIGHTED

HOST

MICROPHONE ON

MICROPHONE MUTED

Note that in Zoom, you can see who has logged on 
and is waiting to join the meeting - this helps you 
control who is let in and when. Set the defaults to have 
all attendees MUTED when they enter the meeting 
- you, the hose can unmute them as needed
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4: Get ready
When the undertaker and participants are happy, 
and ideally 5 mins before the scheduled start, switch 
from Gallery view to Speaker view and spotlight the 
undertaker’s video feed so it is the active speaker. Then 
mute the participants. At this point start the recording 
and send out the remaining invites to all attendees.

6: The Service
The service can now begin. At the this point 
MUTE YOUR MICROPHONE.

Note that we chose to have a continuous service administered 
by a priest, with family comments at the end of the service. 
You may choose to have a eulogy mid service. The host has 
control of this by changing speaker focus but if you do this 
you need to ensure participants are aware of the order.

5: Open the service to all
You should start to see attendees logging into the waiting area 
for the meeting. If you have just a few, you can let them in one 
at a time, but if you have a lot, this is not practical. So a minute 
or so before the scheduled start, in the meeting controls, let all 
waiting attendees into the meeting - using the Admit All option. 
You should see attendees move into the meeting at this point. 
Once the waiting area empties, you can give a short instruction 
to the funeral director and attendees that the service is starting. 

3: Participants join
Once the undertaker is set up, let the participants of 
the service in. Participants will be family or friends who 
wish to say something - messages of thanks or a eulogy. 
Unmute the participants and introduce the funeral director 
to the participants and confirm the running order. It is 
important people know who is saying what and when.

In Zoom you can show attendees in either Gallery view or 
Speaker view. For the service you need to be in Speaker view. 
In Speaker view you see up to 6 attendees across the top of 
your screen as well as the main focussed speaker. Letting 
participants in early means they are featured across the top 
so making it easier to switch to them during the service.

It is a good idea to start a service with a piece of music. This 
helps people settle in and sort out any connection issues/
adjust volume etc. it also lets the hose see any latecomers 
in the waiting area, and they can be admitted during 
this time. I strongly suggest though that once the service 
begins you lock the meeting off to new attendees.
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8: Additional Speakers
One of the things we didn’t do, but I wish we had, was to involve 
more people with recollections of Paul. Unlike a normal funeral 
service, where you stand in front of a large congregation, this 
is much more intimate, and encourages more involvement. 
You can have as many additional speakers as you want but 
from a host management point of view I would restrict to 4 
or 5 - simply because if these log in first they are displayed 
in the host’s screen so makes switching much easier.

7: Eulogy(s)
Once the service has concluded (or mid service), the host 
can unmute their microphone and introduce the person(s) 
doing a eulogy. Speaker spotlight is then handed to that 
person. Note that if you add recollections at the end of the 
service, the funeral director can choose to can log out.

When you add Eulogies or messages of thanks 
depends entirely on what you want, but it might 
make things easier to finish the service first, then 
move onto other speakers, before finishing with 
a family member thanking all attendees.

9: Finishing the service
Once everybody has finished their recollections, mute everyone 
else and return focus to the host or to whoever wishes to 
say a final thanks. Once this is done, end the meeting.

At this point end the recording.
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6: After the service
Once the service has ended and  the host finishes the meeting, there are still jobs to be done. But 
before all that I suggest that you have a follow up meeting with immediate family and friends. try 
to keep this to maybe 9 attendees max, as this will let you display a decent gallery (as below).

After Paul’s service I started another meeting for my parents and siblings - screenshot from which is 
below. Sort this out in advance but 
if you keep the same log in details 
as the service it makes things easier 
for everyone. Remember, you have 
control over who gets in via the 
waiting area, in case there are any 
very latecomers to the main service 
(as happened during this call).

Editing and sharing the service:
After you have made the follow up call you can sort out the 
recording of the service. Zoom (and most other systems 
like it) record the focussed speaker and record ALL of 
the meeting content from the point you hit record. So 
this means that you usually have some editing to do.

In my case it consisted of removing content at the start 
of me staring at the screen and conversations with the 
funeral director before we opened up the meeting.

Zoom lets you record video to your local desktop in all 
packages, and that is what I opted for rather than the optional 
cloud recording. Depending on the settings you choose 
in Zoom preferences, you get a variety of file formats.

I would strongly recommend 
testing this out in advance and 
seeing what formats work best 
for your editing software.

Edit the video as you wish - in 
my case I just added a simple 
introductory screen and adjusted 
the clips - then upload to an 
cloud platform for streaming. I 
used YouTube, with an unlisted 
url, but you can use any other. 
I think a streaming service is 
better as it saves having to 
download large video files and 
it is easy to email or text links to 
people who may want to see it.

Our follow up meeting after Paul’s service. This was the 
first time we had all seen each other since Paul’s death 

and I think it helped us all join together, across the world.

If you don’t know how to edit video I suggest using 
someone else who can. There will be lots of freelance 
video editors available and looking for jobs during 
this time. Put a call out on social media for help.

A screenshot from the service showing the setup at the undertaker’s Chapel of  Rest.  
You can view  Paul’s service here:   https://youtu.be/Su18UrEOgaM
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7: Host Zoom Settings
I am going to show you how to set up Zoom to 
achieve  what we did, and recommend a few things 
that make accessing the service easier, and safer.

If you already use Zoom you will know 
a lot of this already. If not, read on.

1: BUY A SUBSCRIPTION!
Right now Zoom have supposedly lifted the 40 
min meeting length of the free package, but 
this is not the time to test that! The entry level 
paid subscriptions start at £11.99 a month, and 
they can be dropped after a month. Or you can 
buy a year at a time for under £10 a month. This 
gives you total peace of mind that the meeting 
will not just end - under this subscription you 
can have meetings as long as you want.

I have to add here that I am not, in any way, 
promoting Zoom. Use whatever system 
you like, but if you do choose it then 
make your life a little easier and get the 
unlimited length of meeting account!

2: Download the Zoom clients
After you subscribe and set up an account 
go to the resources page and download 
the Zoom client software here:

https://zoom.us/download#client_4meeting

You can install it as a desktop client, an Outlook 
add in, a browser add in and other options.

Once installed, you need to set up your options.

3: Log onto Zoom
Even if you know Zoom, you might want to log 
onto the website and open the My Account button 
on the top right hand side of the log in screen.

This takes you to this page on the right, where 
you can change the global settings applied to all 
meetings by the account administrator. Note that 
if you are using a company account, you might 
have to abide by their rules, so for the purposes 
of this I strongly suggest using an account set up 
for the purpose so you have complete control.

In the bottom left of the screen are links to 
the Zoom help options. If you are unfamiliar, 
it is well worth joining a training meeting  
and look over all the video tutorials.

The Pro subscription can be 
purchased by the month

Bookmark this page as you will need it!

This is the browser Zoom  page you get 
to through the My Account button

Help and 
Training

To enable recording of the service you have to run it 
from a desktop /laptop PC or Mac. Local recording is not 

supported on iOS or Android devices. Besides, using a 
desktop PC or laptop makes things a whole lot easier!
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8: Settings
To set the global preferences that affect all 
your meetings you need to set these up on the 
Zoom website - so either log in there directly, 
or start the zoom desktop client and go to your 
profile then View Advanced Features which 
will take you to the web preferences pages.

The remaining screenshots on this page and the 
next page are from the same settings page on the 
Zoom website in your account. Changing things 
here changes ALL your subsequent meetings on 
any device, so if you use Zoom for work you might 
want to revert back after the service is complete.

1.  Video - set host video and 
participants video to ON

2. Audio - Set audio type to computer  audio
3. Join before host - OFF - essential!
4.  Personal Meeting ID - set this to use. This is 

the Zoom meeting code used to access the 
meeting. A completely open meeting would 
have no password - which you might want 
to consider to make access really easy. 

5.  Require a password - ON - note this used 
to be off by default but with recent security 
issues it was changed to be on. Something 
to consider - you can still have a relatively 
secure meeting if you turn off a lot of the 
features that caused issues with Zoom 
bombing - like Chat, share screens etc. But 
the best way is to set up the waiting area 
so you can see who is trying to join.
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8: Settings
Some more recommended settings as found on the 
advanced settings option in Zoom preferences.

1.  Mute participants upon entry - ON - this is 
essential for all large meetings and helps 
prevent feedback issues with microphones

2.  Chat - OFF - you don’t need the distraction of 
this! It might help to turn it on for the practice 
meetings but during the actual service turn it off.

3.  Personal Meeting ID - set this to use. This is 
the Zoom meeting code used to access the 
meeting. A completely open meeting would 
have no password - which you might want 
to consider to make access really easy. 

4.  Play sound when participants join 
or leave - OFF - again, this is really 
distracting during a meeting!

5.  Co-Host - generally this will be OFF but 
you might want to have it on if you have 
someone else who can host as a backup.

6.  Allow Host to put attendee on hold - ON - 
keep this on so you can temporary remove 
an attendee (maybe for connection issues).

7.  Always show meeting control 
toolbar - ON -just makes things easier 
and doesn’t affect recordings.

8.  Screen sharing - ON or OFF depending if you 
are showing something else - see call out.

9.  Who can Share - Host only - ON - do 
not open this up to all participants!

10.  Disable Desktop Share  - ON - if you do 
use sharing then set this to ON as it means 
you can only show certain applications 
(like Powerpoint) and not your desktop.

11.  Waiting Room - ON - probably the most 
important setting of all! You can then choose 
to set up a customised waiting areas with 
a photo and information text if you wish.

12.  Show a Join from Browser link - ON - probably 
won’t be needed as most devices connect via 
apps but might help for a locked down device.

Zoom lets you share applications during a meeting 
so you could, for example, share a video or 
slide show during a service, perhaps to coincide 
with a speaker. We didn’t do this but with a bit 
of practice it would be perfectly feasible.


