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INTRODUCTION 

This handbook has been produced to assist the Town Mayor and their Deputy 
to understand their roles and responsibilities and provide useful information 
with which to undertake the Civic role. 

The Civic Protocol also assists the Mayor and Council Officers to apply a 
consistent approach when dealing with issues connected with the Civic 
function and for the civic year to run as smoothly as possible. 

Not all eventualities are covered by this handbook, but assistance is always 
available from the officers of the Council. 

BACKGROUND 

The Town Mayor 

The Mayoralty is one of the most ancient offices in British history but has 
changed its role, importance and public perception over the centuries. 

Section 245(6) of the Local Government Act 1972 gave Parish Councils the 
power by resolution to give themselves the title of Town Council and the Chair 
of the Council to become the ‘Town Mayor’ together with the precedence 
accorded to the post. 

The Town Mayor has the same rights and duties as local council chair. 

Traditionally, the role is neutral and not party political. The public still see the 
role as “above politics”. It’s both a facilitation and leadership role as well as 
an ambassadorial role requiring the highest levels of diplomacy. 

ON BECOMING MAYOR 

Being the Mayor is different to being a Councillor. A Mayor, by virtue of the 
Office, can stimulate community pride, promote the Town, encourage 
business, support the voluntary sector, shape social cohesion etc. 

A Mayor should anticipate meeting with other dignitaries, attending many 
engagements, entailing late nights and potentially early mornings. 

The Mayor is in the public eye for virtually the whole year. The Mayor needs 
to exhibit a keen and genuine interest in those he/she meets, show 
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enthusiasm and commitment to the role, ensure he/she is non-party political, 
speak up for the town’s interests and always be mindful of the dignity of the 
Office. 

For those chosen, it should not be entered into lightly as the reputation of the 
Council rests heavily on the Mayor’s shoulders and should never be used to 
promote the holder of the role or their personal business. 

Being Mayor entails a different role, different working hours and different 
restraints. But it should also be very rewarding and hopefully enjoyable. 

The Mayor is elected by the full Council at the Annual Town Council Meeting 
in May, through a transparent process of selection. A Deputy Mayor is also 
elected at this meeting. 

The new Mayor declares their acceptance of office and the Declaration of 
Acceptance of Office is signed by the new Mayor and the Town Clerk (as the 
Proper Officer of the Council). The new Deputy Mayor also makes a similar 
declaration. 

The Mayor’s Term of Office is for one year initially, but may run to a second 
year in office, and during this time the Mayor continues to be a Member of the 
Council and presides over the meetings of the Council. In an election year, if 
the outgoing Mayor does not get re-elected to the Town Council, they will 
remain Mayor until a new Mayor is appointed. The outgoing Mayor will be 
entitled to chair the beginning of the Annual Town Council Meeting where the 
first item of business will be to elect a new Mayor. 

Prospective Town Mayors should consider planning their year in office in terms 
of themes, priorities and targets and how they will work with the Council and 
the community to achieve these aims.  

Former Town Mayors can be an excellent resource to learn about the varied 
aspects of the role.  

ROLE OF THE MAYOR 

The role of the Mayor is to undertake Camborne Town Council’s civic and 
ceremonial duties in a dignified manner to uphold and enhance the status of 
the town and engender civic pride. 

Standing Orders set out the duties when presiding at Council meetings or in 
conducting the Council’s business. 
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The Mayor should undertake the following duties: 

• Attending and chairing Town Council meetings. (The Town Mayor should be 
consulted on the content of the agenda (although, as the legal signatory, the 
Clerk has the final say on its content).  The Mayor can also use discretion over 
the order of motions on the agenda during the meeting and may convene an 
extraordinary meeting of the Council at any time); 

• Being the figurehead at Town Council organised events; 

• Attending events and functions within Camborne parish, organised by other 
organisations and bodies;  

• Attending events and functions outside of the Town Council area organised 
by other organisations and bodies;  

• Giving a monthly report on their activities to each meeting of the Full Town 
Council;  

• Acting as host on behalf of the Town Council at civic functions; and  

• Undertaking official openings and presentations. 

DEPUTY MAYOR’S ROLE  
The Deputy Mayor will be expected to attend all the annual Civic functions. 
The chain of office should be worn when the Deputy represents the Mayor at 
official engagements. 

However, at all other events/receptions attended by the Mayor in an official 
capacity the Deputy Mayor’s chain of office should not be worn.  

The Deputy Mayor will deputise for the Mayor at those functions which the 
Mayor is unable to attend. All invitations will be sent to the Mayor initially and 
if they are unable to attend, they must advise the Officers who will contact 
the Deputy Mayor with a request that they attend a particular function.  Under 
normal circumstances, the Deputy Mayor will be required to provide their own 
transport for attending functions and be responsible for their chain of office. 
If the Mayor is not present at a Full Council meeting, the Deputy will preside.  

INVITATIONS TO EVENTS  
During the Civic year, the Mayor will support a wide variety of events 
throughout the town. 
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All invitations must be sent for consideration of the Mayor (as First Citizen) 
and, if they as Mayor cannot attend it may be appropriate to ‘pass down’ an 
invitation. The Mayoress/Consort/Escort does not take precedence over the 
Deputy Mayor and cannot represent the Town in their own right. 

The Deputy should not attend functions, unless they have received a specific 
invitation, but only when deputising for the Mayor. 

MAYOR’S CHARITIES 

The Mayor can raise funds for local charities in Camborne parish but is not 
obliged to do so. Ideally, the Mayor will announce their chosen charity (ies) at 
the Annual General Meeting or at a future full Council meeting. The Mayor can 
choose any charity but should try to support local charitable organisations. 
Following public announcement, the chosen charity(ies) should be advised of 
their adoption.  

The Mayor should be supported by Cllrs and the town office staff in fundraising 
activities as requested. 

Apart from defraying legitimate expenses, funds raised for the Mayor’s 
charities cannot be used for any other purpose other than as a donation to 
the charity identified with the funds were raised. 

PRECEDENCE 

If the Mayor attends functions outside of their town, they should only wear 
their chain of office if permitted by the Mayor/Chair of that town. The admin 
team will facilitate seeking approval if required. 

The Mayor may choose their own consort who can be either a spouse/partner, 
fellow Councillor, family member or friend. The consort should be given 
equivalent respect and dignity whenever they accompany the Mayor on Civic 
engagements. This is an important role, but it is acceptable not to have a 
consort.  

When representing Camborne Town Council, the Mayor will usually wear the 
official Chain of Office. The Chain will normally be worn at all official functions 
within Camborne and can also be worn at functions outside of the town, if 
agreed by the host Council or their Mayor. 

Special arrangements apply when visits are made by the Lord Lieutenant of 
the County or Royalty to the town.  
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ROYAL VISIT PROTOCOL 

The Lord Lieutenant of Cornwall and Isle of Scily will present to the Royal 
visitor in the following order- 

1. Lord Lieutenant’s spouse or partner;  
2. High Sheriff and spouse or partner; 
3. Chair of Cornwall Council and spouse or partner; 
4. Chief Executive of the Cornwall Council and spouse or partner; 
5. Mayor and Mayor’s consort; 
6. Town Clerk and spouse or partner; 
7. Member of Parliament and spouse or partner; and  
8. Chief Constable and spouse or partner  

Where the visit is at the invitation of the town council, then the town Mayor 
as host should take precedence over the Chair of Cornwall Council as no-one 
supersedes the host.  

If the Council is to receive a Royal Visit, the Lord Lieutenant’s office will take 
the lead and work very closely with the Town Clerk and Mayor. 

On presentation to The King or Queen, the correct formal address is ‘Your 
Majesty’ and subsequently ‘Sir/Ma’am’ 

For male members of the Royal Family the title used in the first instance is 
‘Your Royal Highness’ and subsequently ‘Sir’.  

For female members of the Royal Family the title used is in the first instance 
is ‘Your Royal Highness’ and subsequently ‘Ma’am’  

SUPPORT FOR THE MAYOR 

Day-to-day administrative support for the Mayor and Deputy Mayor is 
provided by the Officers of the Council. The Executive Assistant will deal with 
invitations for the Mayor to attend various functions. The Mayor will inevitably 
receive some invitations directly, which should be passed to the office for 
information and attention. 

RELATIONSHIP WITH THE TOWN CLERK 

The office of Town Clerk is a very ancient one, in more modern times the role 
is referred to as the ‘second citizen’ in view of the advisory and ceremonial 
role played alongside the Mayor (the First Citizen). The relationship is 
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important for the Mayor to be supported by the Council’s chief officer and for 
the dignity of the office. 

The Town Clerk may accompany the Mayor not only on civic ceremonial 
occasions but at other events.  

CIVIC INSIGNIA AND REGALIA 

The Mayor’s chain and badge of office are the outward signs of the Civic Office 
held and should be worn at all civic functions and events to which the Mayor 
(as the Mayor) has been invited, unless specifically requested chains are not 
required. The public has an expectation of seeing the regalia being worn and 
children particularly can be disappointed if the chain is not clearly visible. 

The Mayor should not wear the Civic insignia/regalia in another capacity or 
another area without express permission from the Council for that area. 

Civic chains should never be worn with a military uniform. 

However, a Mayor who is a member of the clergy may wear the chain over 
their gown. Similarly, the chain may be worn over academic dress. 

Practicalities –  

• Chains should not be loaned or placed in the custody of any other person 
other than the Town Clerk; and  

• The Mayor and Deputy Mayor should inform the Town Clerk’s office 
immediately if their Chains of Office are lost, mislaid, stolen or otherwise 
missing in order that the Council’s insurers can be informed. 

RECEIPT OF GIFTS  
In the course of the duty of being Mayor, gifts will sometimes be offered to 
the Mayor. It is suggested that all Members should treat any offer of a gift or 
hospitality that is made to them personally with extreme caution. 

The Code of Conduct requires Members, including the Mayor, to register any 
gifts or hospitality worth £25 or over that are received in connection with their 
official duties as a Member, and the source of the gift or hospitality. Gifts or 
hospitality should be registered, together with its source, within 28 days of 
receiving it. 
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THE CIVIC YEAR – EVENTS 

At the beginning of the Mayoral year, it is useful to be able to produce an 
event list to enable members and the public to diarise events they wish to 
attend. 

Below is a list of typical events which are organised during the Mayor’s year 
in Office. The Mayor should endeavour to attend these except in exceptional 
circumstances. 

Civic Event – At the discretion of the Mayor the civic event is a celebration 
and a recognition of those who contribute to the Town’s Civic life and is offered 
to new Mayor’s at the start of their Term of Office. 

Annual Town Assembly - This is not the Annual Meeting of the Town Council. 
It is a legal requirement that all parishes in England hold an ‘Annual 
Town/Parish Meeting’ to which all local electors are entitled to attend. In 
Camborne, the meeting is organised and chaired by the Mayor and is a 
celebration of what projects, developments or initiatives are happening to 
improve and enhance the town. 

Remembrance Sunday – Remembrance Sunday is held on the Sunday nearest 
to the anniversary of Armistice Day which is on November 11th at 11am. The 
Mayor and Councillors will be invited to parade through the Town to the War 
Memorial. The Mayor will lay a wreath on behalf of Camborne Town Council in 
memory of those who gave their lives for their country. The Mayor is also 
invited to the neighbouring parish of Portreath and occasionally other parishes 
to lay a wreath. These requests can be delegated to the Deputy Mayor and 
fellow Councillors if appropriate. 

Trevithick Day – The Mayor is invited to parade through the town.  

Annual Awards Ceremony- The Mayor is expected to attend, and the outgoing 
Mayor presents the Mayor’s award to a nominee chosen from all the nominees 
for overall outstanding contribution to Camborne Parish.   

POLITICAL ACTIVITIES 

The Mayor’s role is apolitical; political points should not be made. The Mayor 
should not attend any political gatherings in their capacity as Mayor and no 
reference to politics should be made during conversation or during speeches. 
Your political colleagues should support you in this and respect your neutrality, 
enabling the office of Mayor to be seen as ‘above politics’. 
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DEALING WITH THE PRESS AND MEDIA 

The press will frequently ask the Mayor or Deputy Mayor to comment on 
issues. The Mayor, as Chair of Council, should only speak on behalf of Council 
on issues that have been discussed by Council. If the matter has been 
discussed, the Mayor is at liberty to divulge that which Council has resolved 
but no more.  

As Chair of Council, by inference, it appears that the Mayor speaks on behalf 
of the Town Council, which indeed they should, on ratified issues carried by a 
majority vote. It may be helpful to remove the word ‘I’ from any statement to 
the Press. If the word ‘I’ is removed, it must be replaced with either ‘we’ or 
‘Council’, which focuses the mind and reminds the Mayor that they are issuing 
a statement not as themself, but as the representative of Council. 

Requests from the press or other media for an oral or written comment or 
statement from the Council, its Councillors or staff should be handled in 
accordance with the Council’s policy in respect of dealing with the press and/or 
other media. 

MAYOR’S END OF TERM 

The Annual Town Council meeting notes the end of the outgoing Mayor’s Term 
of Office. They may make a short speech and need to consider a few words of 
thanks to those who have supported the Mayoral Year.  


