

MATATIELE LOCAL MUNICIPALITY

[image: Matatiele Local Municipality]

 Cemetery management
STANDARD
OPERATING
PROCEDURES
2024-25



INDEX
CEMETERY STANDARD OPERATING PROCEDURES..................................................... 
1. INTRODUCTION.............................................................................................
2.  PLOT OWNERSHIP......................................................................................
2.1. Plot (Burial and Ash) Purchase..................................................................................
2.2.  Exclusive Burial Rights...............................................................................................
2.3.  Transfer of Interest in Unused Plots.......................................................................... 
2.4. Unused Plots..........................................................................................................
3. BURIALS............................................................
3.1 Permission for Burial.......................................................................................
3.2 Hours for Burial..........................................................................................................
3.3 Notification of Burial and Bookings System.................................................................
3.4 Grave Location...........................................................................................................
3.5 Grave Preparation......................................................................................................
3.6 Grave reinstatement..................................................................................................
3.7 Maintenance of Grave................................................................................................
3.8 Provision of Grave markers........................................................................................  Plots.................
4 4.3 Plaques ......................................................................................................................
 5 4.4 Disinterment of Ashes ................................................................................................
 5 5 RETURNED SERVICES SECTION................................................................. 
5 5.1 Returned Services Section Plots................................................................................
 5 6 NATURAL BURIALS AREAS......................................................................... 
5 7 MEMORIALS FOR GRAVES .......................................................................... 
6 7.1 Beam Construction....................................................................................................
 6 7.2 Memorial Installation .................................................................................................. 
7 7.4 Old Sections ............................................................................................................... 
8 7.5 Memorial Maintenance............................................................................................... 
8 8 DIS-INTERMENTS ..........................................................................................
 8 8.1 Legal Process............................................................................................................. 
8 8.2 Bookings..................................................................................................................... 
8 9.1 Matatiele Cemetery .................................................................................................. 
9 9.2 Maluti Cemetery .................................................................................................... 
9 9.3 Cedarville Cemetery ...............................................................................................
GENERAL..................................................................................................... 
10.1 Genealogical Research............................................................................................ 
10.2 Records .................................................................................................................... 
10.3 Planting .................................................................................................................... 
 10.4 Floral Tributes .......................................................................................................... 
 10.5 Flowers..................................................................................................................... 
 10.6 Memorabilia.............................................................................................................. 
 10.7 Vehicles in Cemeteries ............................................................................................
 11 .1 Animals in Cemeteries ............................................................................................. 
11.2 Commercial Operations ........................................................................................... 
12 1 PAYMENT OF FEES..................................................................................... 
12.2 Schedule of Fees .....................................................................................................
 12.2 Terms of Trade......................................................................................................... 
12.3 Interment of Poor Persons .......................................................................................
 

































1. PURPOSE
These Standard Operating Procedures (SOP’s) are for the operation of the Matatiele Local     Municipality Cemeteries. The SOP provides the foundation for the effective running and operation of services for all three cemeteries of Matatiele Local Municipality. Matatiele Local Municipality administers the following Cemeteries.
· Maluti Cemetery               30o 15'27"S. 280  47'35"E
· Matatiele Cemetery         300 20'08"S.  280 48'38"E      
· Cedarville Cemetery         300 23'17"S.  290 02'56"E

2. PLOT OWNERSHIP

2.1 Plot (Burial) Purchase Burial plots may be purchased for any available plot in a cemetery controlled by the Council (as long as that cemetery is not closed) on the terms and conditions set by the Council. When a cemetery plot is purchased, there is no ownership of the actual land area. The purchase entitles the plot owner to Exclusive Right of Burial in that plot. Where a person is to be buried in a plot where Exclusive Right of Burial has not been purchased, the representative for that person will be required to purchase an Exclusive Right of Burial and accept liability for the payment to the Council of the prescribed fee for that plot Plots may be pre-purchased (reserved) for future use. 
· In cemeteries where no beam is established, a reservation can be made in the area burials are currently taking place.
· Plots cannot be pre-purchased (reserved) in Natural Burial Areas except that the next of kin can reserve one plot directly adjacent to that burial at the time of burial as dictated by Council. For pre-purchased (reserved) plots a certificate confirming the Exclusive Right of Burial, defining the name and address of the owner, the cemetery and plot number, and date purchased, and amount paid will be issued.
·  Proof of purchase will be required when the plot is required for use.  

3. EXCLUSIVE BURIAL RIGHTS

3.1. No burial shall take place in an existing plot without the authority of the holder of the Exclusive Right of Burial and without first applying for a Burial Warrant from Council.
3.2.  If the Exclusive Right of Burials owner is deceased the immediate next of kin may give authority or a person acting on behalf of the estate can make the application. 
3.3.  Transfer of Interest in Unused Plots Any purchaser or owner of the exclusive right of burial in any plot in which no burial has taken place may transfer their interest in such ground back to the Council only. In these instances, the Council will pay the original purchase price.
3.4. Unused Plots Note
· The Burial and Cremation Act 1964 provides that any Exclusive Right of Burial shall lapse should 60 years pass without a burial taking place in that part of the cemetery or that plot.
· 

4. BURIAL
4.1. Permission for Burial No burial will be made, in any cemetery under the control of the Council without a Burial Warrant for that purpose first being obtained from the Council. This includes second burials. A second burial is permitted in plots dug double depth providing consent from the owner of the Exclusive Right of Burial has been given on the burial application form. The standard burial fee will be charged for the re-opening of a plot for a second interment.  No burial warrant will be issued until all fees have been paid or satisfactory arrangements have been made in writing for the payment of fees.
4.2.  Hours for Burial Bookings for burial interments will be taken from 9.00am to 4.00pm on weekdays 
4.3. Booking to be made by Wednesday unless in times of an emergency or burial of a stillborn and babies (infants and toddlers). 
4.4. Normal days for burial will be from Monday (requests must be prior as council is closed on weekends) to Saturdays, excluding public holiday unless prior arrangement has been done. 
5. NOTIFICATION OF BURIAL AND BOOKINGS SYSTEM
5.1. Notification of an intended burial must be made within a minimum of 24 working hours prior to the time of interment and no burial will take place until the Environment and Waste Unit (cemetery caretaker) has received a burial request and payment receipt.
5.2. Notification must be in writing on the prescribed form and confirmed by telephone. The form may be delivered by hand or email. The date and time of the booking for the intended burial will be recorded. 
5.3.  NB The notice required for long weekends, Statutory Holidays and other such circumstances can be reduced on application to the Cemetery Caretaker.
6. GRAVE PREPARATION 
6.1. All graves will be dug to depth of 1.8 meters at the initial burial to allow a second interment in the grave, unless in a Natural Burial Area or otherwise specifically requested. The minimum depth of cover for any casket shall not be less than 1 meter. No person other than the approved cemetery contractors or Council staff shall open a grave or open the ground for a burial in any Cemetery. The family or friends of the deceased may close any grave or area opened for burial having gained prior approval from the Cemetery caretaker. 
7. GRAVE REINSTATEMENT 
in the case of concrete covered graves, it is the responsibility of   the owner or client to re-instate the concrete covering on the grave after the burial.
8.   MAINTENANCE OF GRAVES
8.1. Provision of Grave markers The Council makes no provision for the maintenance of white cross grave-markers, memorials or headstones
8.2. In the normal course of business the cemeteries will be maintained by council.
8.3. Graves will be re-levelled if undue sinkage has occurred after a burial.
8.4.  If sinkage is observed it can be reported to the Cemetery Manager.


9. PROVISION OF GRAVE MARKERS
9.1. The Council makes no provision for the maintenance of white cross grave-markers, memorials or headstones.
10. GENERAL
10.1. Records Cemetery records are open to inspection at Council offices during regular office hours and are available on Council’s website.
10.2. Planting No person shall plant shrubs, trees or flowers in any cemetery except with the written permission of the Cemetery Manager.
10.3. Shrubs planted in any portion of any cemetery may at any time be trimmed removed or cut down at the discretion of the Council.
10.4. Any planting or placing of plants or other materials beyond the edge of the concrete beam shall be removed by the Council.
10.5. Animals in Cemeteries No animal is permitted in the cemeteries, any animals found in the cemeteries will be ponded.
11. PAYMENT OF FEES
11.1. A Schedule of Fees will be set for all services offered by the Council and these are subject to review and possible change each year. 
11.2. All fees will be published in the Council Annual Plan. 
11.3. The fees do not include payment for any work required to be done beyond the actual digging of an ordinary grave and after burial, filling in the grave.

12. INTERMENT OF POOR PERSON
12.1. Any person wishing to bury a deceased poor person at a rate less than that provided for or for free shall certify to the council that such deceased person does not afford the rate and that relatives and friends of the deceased are also unable to pay such charge for burial.
12.2. The ward councilor and the Unit manager shall have delegated authority to remit all or part of such fees as in his or her discretion, once the appropriate submissions  have been made.









1. PLOT PURCHASE PROCEDURE


Enquiry of burial and application form







Submission to Ward Councillor and unit Manager
(Indigents only)

                                                                                                                                                                          Submission from SAPS / Hospital
(Pauper Only)
Payment for plot and digging of grave at our Finance offices 







Submission of approval from Ward councilor. Approaved person must appear in indigent register
Submission of proof of payment to Environment & Waste unit





Allocation and digging of grave
(Allocation done by Family & Cemetery supervisor)
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