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1. As soon as a couple have made provisional arrangements for their marriage/formation of a civil partnership on approved premises they should be advised to contact the Superintendent Registrar for the district in which the premises are situated at Westminster Council House, Marylebone Road, London NW1 5PT (telephone 020 7641 1161/2/3).

2. Without the presence of the Superintendent Registrar and a Registrar there can be no ceremony and any arrangements for the use of premises depend entirely on their availability. It is, therefore, essential that the couple make a provisional booking in person with the Superintendent Registrar for her attendance at their proposed ceremony as soon as booking can be accepted. A fee for this attendance will be payable before the ceremony.

3. The couple will also have to give notice of the ceremony to the Superintendent Registrar(s) of the district(s) in which they live. This notice must be given in person by one of the couple and is valid for only twelve months. One of the couple should attend the register office where they live as soon as possible after notice can be given.

4. The couple should be warned that any arrangements made for a ceremony to take place on the approved premises are dependent on:

(a) the attendance of the Superintendent Registrar and a Registrar of the district in which the premises are situated; and,

(b) the issue of the authority  or authorities for ceremony by the Superintendent Registrar(s) to whom notice of ceremony was given.

5. When notice is given in a different registration district from the one where the ceremony is taking place, the couple will have to collect the authority before the ceremony and ensure that it is delivered to the registrar who is to attend the ceremony.

6. The couple should be advised that only a civil, non-religious ceremony could be permitted by the Superintendent Registrar. Any music, reading, words or performance which form any part of the ceremony must be secular. The content of the ceremony must be agreed in advance with the Superintendent Registrar who will be attending the ceremony.

7. Any rights of copyright for music, readings etc. permitted at the ceremony are a matter for the couple and the holder of the approval.

[image: image4.png]]

City of Westminster




PREMISES TO BE APPROVED AS A VENUE FOR CIVIL MARRIAGES AND/OR FORMATION OF CIVIL PARTNERSHIPS

Application for approval – Fee payable…………….

Based on accommodation of ……………………….

(This can be calculated by reference to the enclosed fee schedule) 

This form should be completed and forwarded to the: Licence Applications, 14th Floor, 64 Victoria Street, London SW1E 6QP.

Telephone No: 020 7641 8549 or Fax No: 020 7641 5510

A cheque or postal order should be made payable to City of Westminster.

PLEASE READ THE ACCOMPANYING NOTES CAREFULLY BEFORE COMPLETING THIS FORM

I/We apply for the premises named at item 3 below to b approved for regular use by the public as a venue for the solemnisation of marriages and/or the formation of civil partnerships in the presence of a Superintendent Registrar.
	1. Full names and private address of applicant(s)

(See Note A)


	Name:

Address:

	2. Please state whether the applicant is the Proprietor or trustee.

(See Note A)


	

	3. Name and address of premises


	Name:

Address:



	4. a) Name of responsible person

b) Position of responsibility

c) Name of deputy responsible person

d) Position of deputy responsible person


	a) 

b)

c)

d)

	5. Name (and identity on the plan) the room or rooms of the premises in which the ceremonies of marriage and/or formation of civil partnerships will take place if approval is granted.

NB: The rooms must be clearly identifiable by the description as a distinct part of the premises.

(See Note B)
	a)

b)

c)

d)

e)

f)

g)

h)

i)



	6. Estimate of maximum number of persons who may be accommodated in that part of the premises for which approval is being sought (identify the capacity of the rooms separately if more than one).


	a) f)

b) g)

c) h)

d) i)

e) 

	7. a) What is the main use of the premises                   

    to which this application relates?

b) To what other uses are the premises               

     regularly put?

c) What is the authorised  planning use         

    for the premises?

d) Is the planning permission restricted     

    in its hours of operation?

e) If there is no planning permission 

    please provide evidence that the    

    planning permission is not required.

f) Will the use of approval of marriages    

   (if granted) remain ancillary to the     

   main use of the premises?

(See Note C)   
	a)

b)

c)

d)

e)

YES/NO



	8. Please give full details of the applicants legal occupancy of the premises (leasehold, freehold etc).


	

	9. If leasehold, please give name and address of freeholder or head lessee.

 
	

	10. Are the part or parts of the premises for which approval is sought currently licensed for public entertainment?


	

	11. If the answer to question 10 above is yes, please state what parts are licensed for public entertainment.

  
	i) v)

ii) vi)

iii) vii)

iv) viii)



	12. Will the premises be regularly available to the public for use for the solemnisation of marriages and/or the formation of civil partnerships?


	

	13. Up to how many marriages and/or formations of civil partnerships would you seek to hold any year?


	

	14. Are the rooms for which approval is sought directly accessible from the street without passing through other rooms?

 
	

	15. Do the premises have any recent or continuing connection with any religious persuasions? If so, give details.

    
	

	16. Please state details in which the application is to be advertised in accordance with number 6 of the Rule of Procedure.

(See Note D)
	Name of Newspaper:

Date of Publication:

	17. Please confirm that the applicant is in a position to carry out the Council's safety and technical requirements in respect of the premises subject of the application.


	


	18. Address to which approval or correspondence should be sent.


	  


Where application is made on behalf of a limited company the Secretary or a Director should sign. In the case of a partnership each partner should sign. If signing on behalf of applicant, please state in what capacity you are acting.

Signature of applicant(s) or other duly authorised agent……………………………………….… ..…………………………………………………………………………………………………………

Date………………………………..Telephone No…………………………………………………..

IMPORTANT NOTE: THIS APPLICATION FORM IS OPEN TO INSPECTION BY THE PUBLIC
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NOTES

COMPLETION OF THIS FORM

A
The application MUST be made by the proprietor or trustee of the premises. When made on behalf of a limited company there should be a separate statement attached giving the names and addresses of all the directors.

B
Three sets of plans of the premises showing the room or rooms in which it is intended that marriages will be solemnised and/or civil partnerships formed must be submitted with the completed application form.

C
When applying for an approval you must provide documentary evidence that planning permission has been granted or that planning permission is not required. In most instances planning permission will not be required. For confirmation that planning permission is not required you should write to:

Department of Planning and City Development

Westminster City Hall

64 Victoria Street

London

SW1E 6QP

You must provide a floor plan clearly showing the existing use of the building and which part/parts are to be used for civil marriages. A description of the existing use and how the area allocated for civil marriages is to be used in connection with this existing use must also be provided.

D
A notice in the form prescribed by the Council must be published in a local newspaper which is on sale at intervals of not more than one week in the locality in which the premises are situated. (See separate sheet for circulation list). The notice will allow 21 days from the date on which the advertisement appears for any person to object to the application in writing. The Council must consider any notice of objection made within that period. A COMPLETE copy of the newspaper must be forwarded to the Licensing Service.

NOTE: The advertisement in the newspaper must be placed AFTER or on the date of the application is received by the Council.

GENERAL REQUIREMENTS

1 The Council's officers will discuss with you the safety, lighting, heating and sanitation requirements.

2 The Superintendent Registrar will discuss with you appropriate requirements in respect of the layout and décor of the room in which the ceremony is to take place.

3 A separate room must be provided, close to the one in which the ceremony will take place, to enable the register to interview the couple in private prior to the ceremony.

4 The premises must fulfil the following standard requirements set out in Schedule 1 of the Regulations.

· Having regard to their primary use, situation, construction and state of repair, the premises must, in the opinion of the Council, be a seemly and dignified venue for the solemnisation of marriages.

· The premises must have the benefit of such fire precautions as may reasonably be required by the Council, having consulted with the fire authority and such other reasonable provision for the health and safety of persons employed in or visiting the premises as the Council considers appropriate.

· The premises must have no recent or continuing connection with any religion, religious practice or religious persuasion which would be incompatible with the use of the premises for the solemnisation of marriages in pursuance of section 26(1)(bb) of the Act.

· The room or rooms in which ceremonies take place if approval is granted must be identifiable by description as a distinct part of the premises. 

5 In considering the suitability of premises as a venue the council will have regard to the following Guidance from the Registrar General:

(a) The law is intended to allow civil marriages to take place regularly in hotels, stately homes, civic halls and similar premises without compromising the fundamental principles of English marriage law and Parliament's intention to maintain the solemnity of the occasion. The term "premises" is defined in Regulation 2(1) and there are restrictions introduced in Schedule 1. These will mean that certain premises would not be suitable for approval.

(b) Marriages must take place in readily identifiable premises. This will preclude marriages from taking place in the open air, in a tent, marquee or any other temporary structure and in most forms of transport.

(c) Marriages must be solemnised in premises with open doors, which the Registrar General interprets to mean the public must have unfettered access to witness the marriage and make objections prior to or during the ceremony.

(d) A private house is unlikely to be an appropriate venue for civil marriage. It would not be known to the public as a marriage venue or regularly available for their use.

(e) The primary use of the building would also render it unsuitable if that use could demean marriage or bring it into disrepute.

(f) The secular nature of civil marriage precludes the use of any building with a recent or continuing religious connection. This effectively rules out any building or room whose description, purpose or appearance is still considered to be linked to religion. A chapel in a stately home and a building containing furniture or fittings associated with a place of religious worship, or which has stained glass windows depicting a religious image are examples of a continuing religious connection. However, premises in which a religious group meets occasionally may be suitable if the primary use of the premises is secular.

(g) Marriages on approved premises may be followed by a celebration, commemoration or blessing of the couple's choice, providing that it is not a religious marriage ceremony and is separate from the civil ceremony. However, if a religious blessing were regularly to follow marriage ceremonies on particular premises, there may well be a religious connection which would breach the requirements and lead to the Council having to consider revoking the approval.  

6 If the premises are not already constructed or adapted so as to permit access to and from the premises by disabled people the Council will expect where practicable proposals to be submitted to the Department of Planning and Transportation indicating how such access will be afforded.

ADDITIONAL INFORMATION

RENEWAL

7 Approvals are not valid for three years.

8 The holder may apply for the renewal of an approval when the current approval has between six and twelve months to run. An application for renewal made in this period will extend the current approval until the application has been finally dealt with. A renewal will run from the expiry date of the current approval. 

REVOCATION

9 The Council may revoke an approval if it is satisfied, after considering any representations from the holder, that the use or structure of the premises has changed so that any of the standard or local requirements cannot be met or the holder has failed to comply with one or more of the of the standard or local conditions attached to the approval.

10 The Registrar general may direct the Council to revoke an approval if, in her opinion and after considering any representations from the holder, there have been breaches of the law relating to marriage or formation of civil partnerships on the approved premises.

11 When an approval has been revoked the former holder must notify any couples who had arranged to marry or form civil partnership on the premises.

REVIEWS

12 An applicant may seek a review by the Council of its decision to refuse to grant an approval, to attach local conditions, to refuse to renew an approval or to revoke an approval.

13 The review will be carried out by the Council's Licensing Sub-Committee. The Sub-Committee may confirm the decision, rescind it or vary it with the imposition of fresh or further conditions.

14 The Council may charge an additional fee for a review of its decision to refuse to grant an approval, to attach local conditions or to refuse to renew an approval.

15 A direction by the Registrar General to revoke an approval is not subject to review by the Council.

REGISTRATION

16 Details of approved premises will be held for public inspection by the Council. These details will be copied to the Superintendent Registrar of the district in which the premises are situated and to the Registrar General who will periodically circulate the details to all Superintendent Registrars.

ADDITIONAL CONDITIONS

17 The Council may impose further conditions or requirements from time to time on the grant of an approval.
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GUIDANCE FOR THOSE WHO WISH TO MARRY OR FORM A CIVIL PARTNERSHIP ON APPROVED PREMISES
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Fee Received �
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Date Received �
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Data Protection Act 1998: This information will only be used for the purposes stated above. Please address any data protection enquiries to the Data Protection Officer, Information Services, 16th Floor, Westminster City Hall, 64 Victoria Street, London SW1E 6QP
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