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PURPOSE:  
To delineate the process of requesting post-mortem examination or autopsy and the release of decedent to 
outside entity. 
 
POLICY: 
Patient deaths that fall within the jurisdiction of the Medical Examiner’s Office must be referred to the Coroner 
for proper disposition.  For all other autopsies, Rancho Los Amigos National Rehabilitation Center (RLA) will 
request autopsies to be performed at Harbor UCLA Medical Center (HUMC).   
 
This policy provides guidelines for the following: 

1. Receipt of decedent into Morgue/Crypt. 
2. Request of Autopsy. 
3. Contact information for Autopsy request. 
4. Release of decedent 
5.   Handling of Decedent in Morgue for more than 2 months  

 
The table below summarizes the forms and process owners: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Materials / Forms / Attachments Process Owner 
Morgue Log Clinical Staff, Pathology or Core LAB Staff 

Form 18 And Packet – If Coroner Case Clinical Staff 

HUMC Autopsy Forms Packet: 
      Notice Of Patient’s Death 

Information For Certificate Of Death 
Consent To Post Mortem Examination 

Clinical Staff 

Anatomic Pathology Downtime Request Form Clinical Staff 

Autopsy Checklist Pathology Staff 

Notice To Morgue To Release Remains Form Health Information Management (HIM) Staff or 
Nursing Resource Office Staff 

Morgue Responsibilities Attachment Clinical Staff, Pathology or Core LAB Staff 
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PROCEDURE: 
 

A. Receiving of decedent into the Morgue 
1. Prior to bringing the decedent down to the morgue, the unit/department clinical staff will contact the 

Pathology department for access to the morgue in the following manner. 
 

• Monday – Friday from 07:00 AM – 3:30 PM 
Contact pathology staff at x58994  
 

• Monday – Friday 3:30 PM – 07:00 AM, Weekends and Holidays 
Contact core LAB staff at x58993 
 

2. Large bodies require special precautions and procedures for safe handling.  Large, heavy bodies 
should be transported to the lab by rolling the bed to the morgue where lifting equipment is 
available to remove the body. 
 

3. Notify laboratory staff if death is due to one of the reportable diseases so personnel can take proper 
precautions. 
 

4. The Pathology staff / Core Lab staff will supervise the transport of the decedent into the 
morgue/crypt by the Clinical staff. 
 

5. Clinical staff responsibility: 
 

a. Decedent is properly tagged with an identification/information tag 
b. Placing the decedent into the available crypt. 
c. Place the decedent information on the pre-cut label and place/slide the tag into the slot in 

the front door of the now-occupied crypt. 
d. If the decedent is a coroner case, provide the completed form 18 and other documents 

(packet) to the pathology staff.  Post a coroner case sign on the crypt door. 
e. Place an appropriate infectious disease sign on the crypt door if applicable. 
f. Enter the decedent’s information in the Morgue log 
g. Enter the decedent’s information on the status tracking board (whiteboard) near the central 

receiving/processing area.  
 

6. Department of Pathology staff or Clinical Laboratory staff responsibility: 
Prior to the Clinical staff leaving the Department of Pathology: 
 

a. Ensure all information is entered into the Morgue log  
b. Ensure the decedent’s information on the morgue log matches the information on crypt door. 
c. If decedent is a coroner case, the appropriate sign is posted on the crypt door. 
d. Ensure the decedent’s information is entered on the Status tracking board (whiteboard) near 

the central receiving/processing area. 
e. Pathology staff will be responsible for photocopying any documents that will be kept for 

laboratory documentation. 
 

7. The temperature of the crypts is maintained between 34-40°F. The temperature is monitored and 
recorded daily in the Temperature Control Log. 
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B. Decedents with Autopsy Request 
 

1. An Autopsy can be requested by contacting the Pathology Department at X58994. 
2. The HUMC Autopsy Forms Packet and Anatomic Pathology Downtime Request Form must be 

completed. Forms are available on Rancho SharePoint intranet. 
 
3. The ordering Physician must be available by pager or phone for the following: 

a. Communications with pathologist at RLA before sending the decedent to HUMC. 
b. Any communication with the pathologists at RLA or HUMC from the time of request 

submission to receipt of the final preliminary report. 
 

4. Once the pathology lab receives the original completed HUMC Autopsy Forms Packet and 
ANATOMIC PATHOLOGY DOWNTIME REQUEST form, the RLA pathologist/designee is 
responsible for reviewing the forms have been completed properly and communicating with the 
Head of Neuropathology and Autopsy Service at HUMC about the incoming autopsy:  

 
• Provide the weight and height of the decedent for acceptability. 
• Amputated body parts if applicable. 
• Infectious disease if applicable. 
 

5. Once the request has been confirmed by the Autopsy Service Office at HUMC, order the Pathology 
Autopsy Request in the Laboratory system.   

• Log in and accession the case with an RLA case number. 
• Place the accession case specimen label on the following documents: 

 HUMC Post Mortem Examination consent form  
 Anatomic Pathology Downtime Request form 

• Photocopy the HUMC Post Mortem Examination consent form with the accession case 
specimen label and other HUMC forms for RLA record. 

• Post an information sign on the outside of the designated crypt for transfer. 
 

6. Arrange for transportation of the decedent to HUMC by performing the following: 
a. Contact L.A.C Mortuary to arrange for the delivery of the decedent to HUMC between the 

hours of 08:30 AM – 2:00 PM on Monday thru Thursday excluding Holidays.  Arrange pickup 
as early as possible.  Delivery on Friday is discouraged.  

b. Provide the following information to the transporting Mortuary: 
i. Decedent’s name 
ii. Last 4 digit of MRUN 
iii. Decedent’s body weight 
iv. Any amputated body parts  

 
7. After the arrangement of transportation: 

a. RLA pathology staff will inform HUMC Decedent Affairs office of the requested service and 
provide the Decedent’s name, MRUN, time, and date of delivery. 

b. Notify the RLA Security Supervisor Office that a decedent will be picked up for delivery to 
HUMC.  Provide the date and approximate time of the pickup. 

 
8. A designee(s) from RLA pathology clerical office/histology will supervise the pickup of the 

decedent’s body and meet the mortuary service at the loading dock. 
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a. Verify the decedent’s information on the HUMC Autopsy forms matches the information 
read by the mortuary staff from the decedent tag.  The original HUMC Autopsy forms must 
accompany the decedent to HUMC. 

b. Enter transfer details in the morgue log with the representative. 
c. Update the notes on the status tracking board near central processing/receiving. 
d. Notify RLA HIM/medical records of the autopsy transfer via phone and email. 

 
9. Once the autopsy is complete and all documents are complete, HUMC Pathology office will contact 

RLA Pathology office staff that the decedent is ready to be returned to RLA. 
 

10. RLA pathology staff will contact L.A.C. Mortuary to make transportation arrangement for the pickup 
of the decedent from HUMC for Monday – Friday between the hours of 08:30 AM – 2:00 PM.  
HUMC has body release cutoff of 3:30 PM.   

 
11. Once transportation arrangements are made, alert the Security Supervisor’ Office that the decedent 

will be returned with a specific date and time if possible. 
 

12. A designee(s) from RLA pathology clerical office/histology will meet the mortuary service at the 
loading dock to supervise the return of the decedent during the hours of 7:30 AM – 3:30 PM.  After 
3:30 PM, Core LAB staff or security staff will instruct L.A.C Mortuary to follow the map or verbal 
instruction to Laboratory Department.  Core Lab staff will then supervise the return of decedent to 
the morgue.  Once the decedent is in the morgue, perform the following: 

a. Make sure the Completed HUMC Autopsy forms are present. 
b. Verify the decedent’s information on the HUMC Autopsy forms matches the information 

that is read by the mortuary representative from the decedent tag. 
c. Identify the crypt for the mortuary representative to place the decedent into. 
d. Enter return details in the morgue log.  
e. Update the notes on the status tracking board near central processing/receiving. 
f. Notify RLA HIM / Medical Records of the decedent's return.  This can be performed by the 

pathology clerical office/histology staff at a later time. 
 

13. The RLA clerical staff/histology office will keep a record of each autopsy transferred in the autopsy 
archives. Retain record for 10 years as per CAP ANP 33500 requirements.  Scan all autopsy 
documents into the AP PathNet System under the decedent file. 

 
14. Follow the release decedent instruction in section C to release the decedent. 
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CONTACT INFORMATION FOR AUTOPSY REQUEST: 
 
Harbor UCLA Medical Center (HUMC) 
Department of Pathology and Laboratory Medicine  
1000 W Carson Street, Torrance, CA 90502  
 
 
Neuropathology/Autopsy Service  
• Marcia Cornford, MD, mcornford@dhs.lacounty.gov, (424) 306-6260   
 
Decedent Affairs Office 
   (424) 306-4034 
 

 
Transportation Vendor  
 
 
L.A.C. Mortuary Accommodations, Inc.  (626) 589-0294  
• Andrew Cervantes,  lacmortuaryacc@lacfirstcall.com 
 

 
Rancho Los Amigos National Medical Center (RLA) 
7601 E. Imperial Highway, Downey, CA 90242  
 
 
Department of Pathology, JPI Bldg. Basement Room B  
Administrative Office  
• Alejandro Banda, abanda@dhs.lacounty.gov , (562) 385-8994 
• Angelica Manzano, amanzano@dhs.lacounty.gov , (562) 385-8994 
• Siranush Bagdatyan, sbagdatyan@dhs.lacounty.gov , (562) 385-8994 
 
If unable to reach Pathology Administrative staff, please call (562) 385-8993 
 
RLA Security 
• Security Supervisor’s office 

Desjarnetta Fields, (562) 385-7343  
 
RLA HIM / Medical Records  
(562) 385-7121, (562) 385-7122 
rlahimroi@dhs.lacounty.gov 
 
 
 
 
 

 
 

mailto:mcornford@dhs.lacounty.gov
mailto:lacmortuaryacc@lacfirstcall.com
mailto:abanda@dhs.lacounty.gov
mailto:amanzano@dhs.lacounty.gov
mailto:sbagdatyan@dhs.lacounty.gov
mailto:rlahimroi@dhs.lacounty.gov
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C. Release of Decedent 
 
Decedent can only be released to county coroner or to licensed facilities, such as funeral homes and 
crematoriums.  No bodies will be released to family members, friends, or acquaintances.  
**   The release of all decedents will be done so upon completion of a release form.   
**   Exception: LAC/USC Medical Center or Coroner’s Office will not need a release form.  

 
If the decedent is a coroner case, a completed form 18 and coroner case packet will be delivered by 
clinical staff to the pathology department. 

 
1. Release of decedent to the mortuary requires the NOTICE TO MORGUE TO RELEASE REMAINS 

form.  This form will be faxed to the laboratory copy room and then followed up with a phone call to 
the pathology department or core LAB to ensure the form has been received. 

   
Department/representative responsible for the sending the form: 

 
a. Monday – Friday during business hours: 08:00 AM – 4:30 PM by HIM / Medical Record  

 
b. Monday – Friday after HIM / Medical Record business hours, weekends, and Holiday: 

by Nursing Resource Office (NRO) – extension: X56211 
 

2. The mortuary will notify the pathology department or Core LAB that they are on their way to pick up 
the decedent.  Prior to releasing the body, if the death is due to one of the reportable diseases, 
notify the mortuary about the disease involved so they can take proper precautions. 

 
3. Once the mortuary gets to the designated location for pick up, security staff will notify the lab of the 

arrival of the mortuary representative. 
 

Decedent pick up location will be as follows: 
 
6:30 AM – 6:00 PM -   Loading dock 
 
6:00 PM – 6:30 AM -   Near the JPI Building entrance 

 
4. The pathology staff and core lab staff will assist the mortuary as follows: 

 
Monday – Friday 6:30 AM – 3:30 PM: 
Pathology staff member will meet the mortuary staff at the loading dock and supervise the 
pickup of the decedent. 

 
 
Monday – Friday 3:30 PM – 6:30 AM, Weekends and Holidays: 
Core LAB or security will provide instructions on how to get to the laboratory department.  Once 
the mortuary staff member(s) gets to the Laboratory Department, Core Lab staff will escort the 
mortuary staff member(s) to the morgue and supervise the pickup of the decedent.  

 
5. Pathology or Laboratory personnel must be with the representative at all times while in the morgue. 

 
6. Pathology or Laboratory personnel will direct the representative to the crypt area and have the 

representative read the name tag information on the crypt door while staff compare the information 
to the NOTICE TO MORGUE TO RELEASE REMAINS form.  
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Note:  In the event this is a coroner case, staff will compare the information on Form 18. 
 
7. Once the information has been confirmed, have the representative pull out the drawer and read out 

the information from the decedent’s attached tag while staff verify the information on the release 
form is the same.  This will ensure the correct decedent is being picked up. 

 
8. Once all the decedent’s information has been verified, proceed to complete the Morgue Release 

Certification section on the form, the RLA staff member and mortuary representative will sign the 
respective lines on the form. 

 
9. Proceed to finish the documentation of the release of the decedent with the representative in the 

RLA morgue log book. 
 
10. The completed NOTICE TO MORGUE TO RELEASE REMAINS form will remain with the LAB.  If 

this was a coroner case, form 18 and the coroner case packet will accompany the coroner 
representative. 

 
11. Remove and discard decedent’s name tag from the crypt door. 
 
12. Pathology staff member will escort the mortuary staff member back to the loading dock for 

departure.  If after hours, mortuary staff member will be instructed to proceed back to their 
designated pickup location. 

 
13. Clear decedent’s name off the status checking board near the central processing/receiving area. 
 
14. Pathology clerical office/histology staff will archive and scan the NOTICE TO MORGUE TO 

RELEASE REMAINS form into the AP PathNet System under the decedent file. 
 

D. Handling of Decedent in Morgue for more than 2 months  
 
1. Contact HIM / Medical Record Department to start paperwork with the decedent’s next of kin to 

move the decedent to the Los Angeles County (L.A.C.) morgue if not started already.  
 

2. Once HIM / Medical Record Department indicates the decedent is ready to be transported to LAC 
morgue, confirm the following with HIM:  

 
• The EDRS record has been transferred to the appropriate department.  
• The death certificate and permit have been submitted to the Health Department.  

 
3. The HIM / Medical Record Department will provide the pathology department with the following 

documents to release the decedent:  
 

• The Notice to Morgue to Release Remains  
• Certificate of Death  
• Permit For Disposition of Human Remains  

 
4. Once all documents are complete, contact L.A.C. Mortuary to make transportation arrangements for 

the pickup of the decedent from RLA to LA Morgue during the LA Morgue intake days and time.  
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5. Transport will need working copy of the certificate of death and permit to transport the decedent to 
LA Morgue.  
 

6. Follow the release decedent instructions in section C to release the decedent 
 

 
 
 
ATTACHMENTS:  
Patient Expiration Algorithm 
Morgue Responsibilities 
Morgue Route Map  
Coroner Form 18 
Anatomic Pathology Downtime Request Form 
HUMC Autopsy Form (4 pages total--- Attachments I, IIA, IIB, III) 
Notice to Morgue to Release Remains 
 
 
 
 
Created by:  
Alice Wong, CL 
Melanie Osby, Lab Director 
Danthanh Vu, NM 
Annette Simmons, HIM Director  
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