MIDLOTHIAN COUNCIL
JOB SUMMARY
	
JOB TITLE:  Celebrant (At external venues)  
	
POST NO(S):  Various

	
JOB PROFILE: Grade 4 - Para Professional and Technical - PPT 1(A)

	
SECTION/UNIT: Law and Administration    

	
DIVISION:  Corporate Services

	
REPORTING TO:  Registrar 

	
STAFF RESPONSIBILITIES: None

	JOB PURPOSE

To carry out civil wedding and partnership ceremonies as and when required in approved venues in Midlothian, taking into account the wishes of the couple insofar as these are within the law and agreed by the local registration office.

	MAIN DUTIES

Celebrants are required to agree ceremony dates with the registrar four weeks in advance agreeing either to perform the ceremony or be on standby. Once dates are accepted, they are then committed to performing these duties.

Within 7 days of the ceremony date the Celebrant must make a 15 minute appointment with the Registrar’s Office to uplift the legal document (Marriage Schedule) which allows the ceremony to proceed.   

During this appointment the Celebrant is made aware of the parties’ requests for their ceremony and the relevant Ceremony Requirements Form detailing the choice of ceremony, readings they have chosen, special words they might like to be incorporated into their chosen ceremony, number of guests etc.  

Celebrants take the parties’ supporting documents e.g. birth certificates, divorce documents, death certificates, passports etc. which were submitted to the office at the time of their marriage/civil partnership application to return them to the parties involved.  Confirmation of the allocated standby officer is also provided.

There are 3 ceremonies for couples to select from, which the Celebrants are required to deliver:
Ceremony 1 is a relatively short ceremony of about 10-15 minutes duration but can be extended if readings or special words are chosen to be incorporated into the wordings
Ceremony 2 is very popular in that it lasts between 20 and 30 minutes – again, this can take longer depending on readings and additional words.
Ceremony 3 which again can take around 30 minutes.
However couples are advised that they can mix and match the 3 ceremonies to suit. 

Extensions to each of these 3 samples by means of a Rose Ceremony, Unity Candle Ceremony etc. can be added with approval of the office staff.  This means that the ceremony itself can be up to 45 minutes long.

Celebrants prepare the script as confirmed and arranged between the parties and registration staff.  This can either be composed by selecting passages from within the 3 ceremony samples in order to create one ceremony, or by simply selecting one of the three ceremonies issued when their application forms and documents were received.  Once confirmation of the wordings between the parties and office staff has been agreed, the Celebrant is required to comply with the pre-arranged requests and not deviate from the wordings in any way. The process of preparing the script and customizing the ceremony is likely to take approximately one hour.

When the Celebrant has completed creating the script, a copy is forwarded to the standby officer in preparation should his/her services be required. 

The ceremony is then delivered in public, requiring the ability to put the Bride, Groom or Civil Partners at enough ease in order that they may enjoy their event. Celebrants must dress and act in accordance with the solemnity of the event, especially as many ceremonies are high-profile and held in expensive venues.

Should the standard of the venue fall, the Celebrant is required to report back to registration staff for appropriate action. 

On the date of the ceremony, the Celebrant is required to be at the venue at least 45 minutes before the time of the ceremony and immediately informs reception of his/her arrival and asks to meet with the responsible person/duty officer allocated by the venue for the event.

The Celebrant and the Duty Officer visit the room where the ceremony is to be held,  ensuring that the designated room is listed on the license approval , checks that everything is in order regarding table for signing, placing of chairs, flower stands, any hazards etc.    Should anything be untoward, the Duty Officer must comply with the Celebrant’s requests for any alterations or additions.

The Celebrant meets with the parties separately, or together, firstly to introduce himself/herself as the person performing their ceremony but also to return their documents and have them check over the details on the Schedule to confirm that the information shown is absolutely correct – perhaps an alteration to a witness through sudden illness has occurred and the parties have not been able to advise the office in time. – the Celebrant is authorised to alter/amend the Schedule accordingly. 

The Ceremony Requirements Form is also checked over to ensure that their requests have not changed or altered since its previous submission to the office. 

If the ceremony is a marriage, the officer asks the groom and his witness to appear in the room in which the marriage is to take place in order to advise them where to stand, check the ring(s) are present, run through the ceremony – generally to ensure that they are aware of the proceedings and to put them at their ease.  They are advised when they must return to the room and take up their position.
 
The officer then visits the bride in her room, checks passports (if appropriate) asks her to check over the Schedule, advises the father/escort nominated to give the bride away of the proceedings, advises the witness, mother of the bride and additional attendants where they stand/sit and hopefully put everybody at ease.

During the interview(s) with the Bride and Groom/Civil Partners, the Celebrant has to be alert to the possibility of a sham marriage/civil partnership.  Any suspicion must be reported by the Celebrant to the General Register Office and, if upheld, will result in the ceremony either being postponed or cancelled altogether.

The Celebrant then meets with the people who are to perform the readings during the ceremony to advise them of their duties, check that they have their copy of the reading, where to stand, and at what point in the ceremony they will be introduced.  A copy of each of the readings is taken to the venue should the reader lose or mislay their words.

Lastly, an interview with the photographer is necessary to make him aware of his limitations during the ceremony as continual clicking of his camera and flash photography is very distracting to all parties concerned.

The same procedure is applied when a civil partnership, with ceremony, is to take place.

All documents must be held securely with the Schedule for the safe return to the office by the Celebrant including Interpreter’s Statements and Certificates which are forwarded to the General Register Office for safekeeping after the District Examiner has completed an examination.

After the Ceremony has been performed the Celebrant must ensure that the Schedule is signed correctly.  If the ceremony is on a Friday or Saturday and the couple are not in the area to collect their Certificate following the registration on the Monday morning, the Celebrant will ask the venue staff to photocopy this signed document to issue to the couple as proof that their marriage has taken place.  This photocopy is provided to allow the parties to take it with them on holiday in order to receive upgrades with flights, accommodation etc. as benefits honeymoon couples.

The celebrant is always the last to leave the room, once the Celebrant has made his/her departure from the venue, the standby officer is informed by text that the ceremony has been completed, thereby advising him/her that the duty is complete.

The celebrant returns home and makes arrangements to deliver the Schedule and any other papers securely to the office for official registration.

A Celebrant may be invited, to assist with day to day duties in the Registrar’s Office to cover sickness, annual leave or any unforeseen busy period and this work is paid at the appropriate rate for the job.  




	% OF TIME


	KNOWLEDGE

Applicants must be aged 21 or over and project a mature and confident approach.  Good presentation and communication skills are required as many ceremonies have large numbers of people present.  Jobholders must be friendly but firm if they have to call guests to order.

Experience of public speaking or working with the public is desirable, as is a full driving licence and access to a car.

Initial training is likely to be delivered through 2 sessions a week for a period of 3 months.  There will generally be a period of shadowing existing registrars and conducting ceremonies under supervision until such time as the Registrar determines a celebrant competent to work independently.



