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Role of the responsible person 

   

The role and responsibilities of the responsible person (or deputy on approval) are laid out below 

and they are a list of requirements that the venue must meet on the day to ensure the ceremony 

can proceed as requested by the couple. 

 

 The registrar(s) will usually arrive at least 1 hour prior to the time set down for the beginning 

of the ceremony.  Please ensure there is parking reserved for them (where offered). 

 The registrar(s) will make themselves known to the responsible person and double check that 

the venue is set up properly for the ceremony 

 The place being used at the venue must be the place that has been approved. If it is not, the 

responsible person must then make the changes to one that is on the approval. If the place 

that has been approved is not available then the ceremony cannot go ahead. At this point a 

registrar will speak with the responsible person and the partner present to inform them of the 

decision and why. 

 Ensure your venue’s ‘Approval Certificate’ is on display 

 Ensure there is no religious iconography visible in the ceremony area. 

 Ensure the ‘Notice’ of the wedding is on display (usually at the entrance(s) to the venue) and 

make sure that it is in a prominent place, where people not attending the ceremony might 

see it. 

 Ensure that the interview room is free, has a suitable area for the interview, and either has a 

telephone or has sufficient service in case a call is required to be made. 

 Ensure there is a table and chairs in the ceremony area for when the register is being signed. 

Please also provide a second small table for the registrar to fill out the necessary paperwork.  

Also ensure that water has been provided for the bride and groom, and registrar(s).  

 It is the duty of the responsible person to ensure that strictly no food or drink can be brought 

into or consumed in the area where the ceremony is to take place.  This has to be in place at 

least 1 hour prior to the ceremony and for the duration of the ceremony. 

 If there is music managed by the venue, make sure that it is prepared. Consult with the 

registrar on the delivery and organise cues to be given at the appropriate times. 

 If music is being managed by a member of the wedding guests the registrar will liaise directly 

with them 

 Ensure the design layout is allowing sufficient space to perform the ceremony. If this is not 

provided, please rearrange accordingly.  

 Ensure the numbers in attendance does not contravene your venue’s fire regulations. 

 The responsible person (or person(s) who have been designated) should be in the area where 

the ceremony is to be conducted for the duration of the ceremony.  Crowd control and venue 

management as well as music are not the responsibility of the registrar(s) 

 If required, the responsible person is to manage the doors when the couple to exit. 

 If there are any disturbances at the ceremony, the responsible person is to manage the 

situation. 


