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1.0 BACKGROUND 
 
The Assets and Operations Committee has resolved to seek a licence for the Cemetery Chapel to be 
used for civil weddings. There is a requirement that the premises owner appoints a Responsible 
Person for the venue and optionally additional Deputy Responsible Persons; there must be a 
responsible person at the chapel for each ceremony.  
 
On the day of a ceremony, a responsible person must ensure the building is open one hour prior to 
the ceremony and must ensure that no food/drink is served in the ceremony room for at least an 
hour before the ceremony. They must also ensure the correct signage is displayed at the entrances 
to the ceremony room and will have a role to ensure that the venue side of the function goes 
smoothly. 
 

2.0 RECOMMENDED STAFFING SOLUTION 
 
As the most senior officer it is recommended that the Town Clerk be designated as the Responsible 
Person for the licence. This accords with the roles other statutory responsibilities for ensuring the 
council’s legal compliance. It is recommended that the facilitation of ceremonies be conducted by 
named deputy responsible persons. 
 
It is recognised the role of deputy responsible person falls outside existing staff’s job descriptions 
and workload and that it is likely many ceremonies will fall outside normal working hours. The 
number of ceremonies that will be held at the chapel is also unknown, so it is not possible to 
accurately predict the level of staffing that is required.  
 
It is therefore recommended that the Town Clerk authorise named Deputy Responsible Persons 
from within the office staff as may be required with fulfilling the role of Deputy Responsible Person 
being a voluntary additional duty on top of existing hours and with staff fulfilling the role being paid 
a flat rate of £100 per ceremony. This cost has been factored into the pricing for ceremonies set by 
the Assets and Operations Committee. 
 
It is further recommended that the job description for the Civic Events Officer role (currently vacant 
but due to be advertised shortly) be amended to include reference to fulfilling the role of Deputy 
Responsible Person (outside their core hours and on the terms above) as required. 
 
It is recommended that this arrangement be kept under review by the Town Clerk and formally 
reviewed by the Personnel Committee after six and twelve months of operation.  
 
  


