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CIVIC CEREMONIAL AND PROCEDURE

PART 1

COUNCIL MEETINGS

(ANNUAL MEETING AND EXTRAORDINARY

MEETINGS EXCEPTED)

Normally held at 6.15 p.m. on a Tuesday.

Mayor, Councillors and Town Clerk robed.

The Mayor’s Chaplain, if in attendance, the public and the press enter the Council Chamber before the appointed time.

Seating is in accordance with Figure 1.

The Custodian opens the door of the Magistrates’ Room.  The Beadle stands outside the Mayor’s Parlour.  He rings his bell and announces “The hour is six fifteen of the clock, Mr/Madam Mayor”.

The Mayor and Town Clerk stand near the door inside the Mayor’s Parlour and the Macebearers with maces shouldered take position behind the Beadle.  The Minutes Secretary, if in attendance, stands nearby.  The senior Councillor’s place is the first seat for elected members on the Mayor’s right.

Councillors process to their places in the Council Chamber in accordance to the published seating list approved in advance by the Mayor and Senior Councillor based on seniority.  Members of the public and press stand as the Councillor’s enter the Chamber.

After a short pause to allow Councillors to reach their places, the Beadle leads the Mayoral Party into the Chamber in the following order:

Beadle

Macebearers

Mayor

Town Clerk

Minutes Secretary (if in attendance)

As the Mayoral Party enters, Councillors turn, if necessary, to face the Mayor.

The Custodian closes the doors of the Council Chamber.

The Beadle turns at the foot of the dais (by the door from the Magistrates’ Room) to usher the Mayor on to the dais.

The Macebearers turn right at the dais and proceed to the table on which the maces are rested.  They turn towards the dais with the maces still shouldered.

The Mayor, Town Clerk and Minutes Secretary, if in attendance, mount the dais.  When in position facing the Council, the Mayor bows slightly towards the maces.

The Macebearers place the maces crosswise on the cushion.  They turn left and proceed to their seats by the Chamber door.

The Beadle proceeds to his seat against the side wall.  The Mayor greets his/her fellow Councillors and all those present, and still standing, asks his/her Chaplain to say prayers.

The Mayor then sits and calls the meeting to order and asks the Town Clerk to submit apologies for absence prior to calling for declaration of interests.

The Mayor invites lady Councillors to remove their hats during the meeting should they so wish. 

During the conduct of the Council’s business, the Beadle and Macebearers normally have no duties, but the Beadle must be prepared to ring his bell and call for order, should the Mayor so demand.

At the conclusion of business, or upon it being resolved that owing to the confidential nature of the remaining business to be transacted, the press and public be now excluded from the meeting, the Beadle and Macebearers take up position as before at the dais.

Everyone stands.

The Beadle requests the press and public to remain in their places until the Mayor has left the Council Chamber.

The Town Hall Custodian to remain in the Chamber during Council Meetings and be ready to open the door at the cessation of the meeting.  The Custodian opens the Council Chamber doors.

The Macebearers shoulder maces and turn left.

The Beadle leads the Mayoral Party from the Chamber, though the Minutes Secretary, if in attendance need not leave if there is further business to be done.

At the door to the Mayor’s Parlour, the Beadle and Macebearers turn towards the Mayor and the Beadle bows.  The Mayor thanks them and retires with the Town Clerk.

The Beadle and Macebearers dismiss.

Councillors retire to the Magistrates’ Room informally and disrobe while the Mayor and Town Clerk are disrobing.

The Mayor’s Chaplain, press and public disperse.

If there is confidential business to be transacted, the Town Hall Custodian should notify Councillors when the Mayor is ready to return to the Council Chamber and Councillors must ensure that they are back in the Council Chamber before the Mayor returns.  When the Mayor, accompanied by the Town Clerk, enters the Chamber, Councillors stand and turn to face the Mayor.

The Custodian closes the Council Chamber doors from the outside.

When the Mayor sits, all present may then sit.

When the Mayor, accompanied by the Town Clerk, leaves at the conclusion of the confidential business, all present must stand.
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PART 2

THE ANNUAL MEETING

Normally held at 12 noon on the third Thursday in May.

Mayor, Councillor and Town Clerk robed.  Past Mayor’s Badges should be worn.

The outgoing Mayoress/Consort, the new Mayoress/Consort, Mayor’s Chaplain, guests, public and press enter the Council Chamber before the appointed time.

Seating is in accordance with Figure 2.

It will have been agreed before the meeting which member will propose the election of the Mayor.  Traditionally a junior Councillor will second the election of the Mayor.  It will also have been decided which members shall propose and second the election of the Deputy Mayor, the vote of thanks to the retiring Mayor, and if appropriate, the vote of thanks to retiring Councillors.

The Custodian opens the door of the Magistrates’ Room.  The Beadle stands outside the Mayor’s Parlour, rings the bell and announces Twelve noon of the clock, Mr/Madam Mayor.

The Council assembles in the Council Chamber in the same manner as for any Council meeting (see Part 1).

When everyone is seated the Mayor calls the meeting to order and greets the members.

Election of the Mayor

A member of the Council proposes the election of the Mayor.

The election of Mayor is proposed and seconded.

The motion is put to the meeting and, on being carried, the new Mayor comes to the table immediately in front of the dais.

The Town Clerk descends from the dais and attends the new Mayor.

The new Mayor reads out the Declaration of Acceptance of Office and signs it.

The Town Clerk countersigns the Declaration.

The outgoing Mayor leaves his/her chair, joins the new Mayor in front of the dais and hands the signet ring to him/her.

The Beadle and Macebearers take up their positions at the dais.  The Macebearers shoulder maces and turn left.

The Custodian opens the Council Chamber doors.

The Beadle and Macebearers lead the outgoing Mayor, the Town Clerk and the new Mayor, in that order, from the Council Chamber.

At the door of the Mayor’s Parlour, the Beadle and Macebearers turn towards the Mayor and the Beadle bows.

Those remaining in the Council Chamber may be seated if they so wish.

The new Mayor robes in the Mayor’s Parlour.

The Beadle and Macebearers must be ready at the door of the Parlour to escort the Mayoral Party back to the Council Chamber.

On return, the new Mayor proceeds the Town Clerk and the outgoing Mayor, in that order.

As the Mayoral Party enters the Council Chamber, the Beadle bows towards the public and everyone stands.

The procedure up to the point where the assemblage has resumed its seats is as before, save the outgoing Mayor takes the seat vacated by the new Mayor.

(In an election year in which the outgoing Mayor has not sought re-election or has not been re-elected, he or she returns to the Council Chamber disrobed and sits by the outgoing Mayoress in a reserved seat at the side of the Chamber.)

The new Mayor greets the members.

(In an election year, where appropriate, the reports of the Returning Officer in respect of the ordinary elections are presented by the Town Clerk, who also reports that all members of the Council have made the Declaration of Acceptance of Office.)

The Town Clerk submits apologies for absence before calling for declaration of interests.

The Mayor thanks the Council for his or her election.

The Town Clerk will read formal and official messages of congratulations to the new Mayor.

The Mayor calls the Mayoress/Consort to the dais and places the Mayoress’/Consort’s Chain and Badge around her/his neck.

The Beadle comes to the dais and presents a token gift to the Mayoress/Consort.

Vote of Thanks to the Retiring Mayor

A member proposes a vote of thanks to the retiring Mayor in a formal manner.

Another member seconds the vote of thanks.

The Mayor calls the outgoing Mayor to the dais and places the ribbon of the Past Mayor’s Badge around his/her neck.

The outgoing Mayor responds.

The Mayor calls the outgoing Mayoress/Consort to the dais and presents them with the Past Mayoress’/Consort’s Brooch/Badge.

The Beadle comes to the dais and presents a token gift to the outgoing Mayoress/Consort.

Election of the Deputy Mayor

A member of the Council proposes the election of the Deputy Mayor without elaboration.

Another member seconds the motion without elaboration.

The motion is put to the meeting and, on being carried, the new Deputy Mayor briefly thanks the Council for his/her election.

Appointment of the Mayor’s Chaplain

The Mayor appoints his/her Chaplain.  The Mayor reads the appointment, signs it and moves that it be recorded in the Minutes.

Vote of Thanks to the Retiring Members of the Council

If the occasion demands (e.g. in an election year) a member proposes a vote of thanks to retiring Councillors.

Another member seconds the motion.

The motion is put.

Closure of the Meeting

The Mayor invites the Council to attend the Civic Service with him on the appointed day.

The Mayor invites all present to a reception in the Anteroom immediately after the meeting.

On closure of the meeting, the Mayoral Party leaves the Council Chamber in accordance with the procedure adopted at any open session of a meeting of the Council (see Part 1) save that the Beadle directly leads the party to the Anteroom.  The Mayoress and Town Clerk’s spouse join the party as it leaves the Council Chamber.

When the Mayoral Party is in the Anteroom, the Beadle stands at the door and allows guests to enter as soon as the Mayor indicates that he/she is ready to receive them.

Reception

For reception following the Annual Meeting the toasts are The Loyal Toast, proposed by the Mayor, and The Mayor, proposed by the senior councillor present.
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THE CIVIC DINNER

The Civic Dinner is usually held on the evening of the day of the Annual Meeting.  It is most particularly the Mayor’s occasion and, as such, some latitude should be permitted to the Mayor in deciding how it should be ordered.

The dress for dinner is stated on the invitations and is normally dinner jackets for men and evening wear for ladies.  Past Mayor’s/Mayoress’/Consort’s badges should be worn. Military medals, orders and miniatures should only be worn at the instigation of the Mayor.   
Reception before Dinner

For Reception Procedure see Part 8.  However, this reception differs from other Civic Receptions in two respects:

1. The Town Clerk and spouse are guests and therefore do not assist the Mayor and Mayoress to receive other guests.

2. There are no toasts or speeches.

The reception is held in the Council Chamber.  The Mayor is robed.

On a signal from the Mayor, the Beadle announces that the Mayor and Mayoress/Consort are about to retire for the Mayor to disrobe, but the guests are requested to remain in the Council Chamber until called to dinner.

The Beadle and Macebearers escort the Mayor and Mayoress/Consort to the Parlour.  The Macebearers retire and, with the permission of the Mayor, the Beadle enters the Parlour.

The Dinner

The Beadle acts as Master of Ceremonies.  The Mayor’s secretary is required to attend the dinner in a formal capacity and be on hand to assist the Mayor.

About three minutes before the Mayor considers that he will be dressed, the Beadle returns to the Council Chamber and announces dinner.  He requests top table guests to remain and other guests to proceed to the Ballroom.

As soon as the Council Chamber has sufficiently cleared, he requests top table guests to form up in the order of seating and explains to them how he wishes them to reach their seats.

The Mayor and Mayoress/Consort rejoin their top table guests in the Council Chamber.

The Beadle stations himself at the turn of the stairs so that he can see into the Council Chamber.

When the Mayor is ready, the Beadle proceeds to his/her place behind the Mayor’s chair at the dinner table from where he announces:

Councillors, Ladies and Gentlemen.  Will you please be upstanding to receive the Mayor and Mayoress/Consort and the Mayor’s guests.

The Mayor and Mayoress/Consort lead their guests into the Ballroom.

Before anyone sits, the Beadle calls upon the Mayor’s Chaplain to say Grace.

The Mayor gives the Beadle permission to retire and join the Macebearers in the Magistrate’s Room until coffee is served.

When coffee is on the table and the Mayor gives permission the Beadle says, without preamble, Pray silence for the Worshipful the Mayor to give you the Loyal Toast.  After all present have stood and drunk the Loyal Toast the Mayor announces that there will be an interval of ten minutes.

After the interval and the Mayor gives permission, the Beadle calls in turn upon the various proposes and responders to the toasts that are listed on the menu card.  To make each announcement, he stands behind the lectern at the entrance to the Ball Room.

After the final speech the Mayor very briefly thanks all present for attending and announces that bar facilities are open in the Anteroom.

When the Mayor is seated the Beadle announces:

Distinguished Guests, Councillors, Ladies and Gentlemen, please be upstanding whilst the Mayor and Mayoress/Consort retire to the Anteroom.

Note 1
Due to the private and personal nature of the occasion the speeches following the dinner are traditionally of a light-hearted and informal nature.  See note on Press (3.)

Note 2
The Civic Dinner is a formal occasion and therefore any musical interlude or entertainment should be unobtrusive and kept to a minimum, to ensure the evening does not become excessively long.

Note 3
It is Council policy that those members of the Press who receive personal invitations are invited in a private and not in a professional capacity.  It follows that they are requested not to publish the content of any speeches.

Note 4
The Mayor should indicate to speakers when inviting them to participate how long each speaker should take.

Note 5
Toasts at the Civic Dinner are in the order shown as follows:

i. The Queen

(proposed by the Mayor)

ii. The Mayor of Stratford-upon-Avon 

(speaker chosen by the Mayor)

iii. The Town of Stratford-upon-Avon 

(speakers chosen by the Mayor)

iv. The Guests

(speakers chosen by the Mayor)

v.   The Ladies

      (Toast is not mandatory being at the discretion

      Of the Mayor – reinstated 17.10.07)
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MAYOR’S CIVIC SUNDAY

The Civic Service is normally held at 10.30 am in Holy Trinity Church on the Sunday immediately following the Annual Meeting.

Mayor and Councillors robed and hated.  Town Clerk robed.  Past Mayor’s badges to be worn.

The Order of Procession to and from church is contained in an instruction which will have been issued by the Town Clerk prior to each Civic Service.

Assembly

The military and other uniformed contingents form up in Grove Road car park and process to the Town Hall via Ely Street.

Members of the Council assemble in the Magistrates’ Room in accordance with the practice adopted for Council Meetings.

The Mayor receives in the Mayor’s Parlour those VIP’s previously discussed and agreed with him/her and where the Mayor indicates to the Town Clerk (or Custodian) that he/she is ready to receive them they are shown into the Parlour when the Town Clerk explains to them the order in which they are to process.

Other guests assemble in the Council Chamber where they are formed up in the order in which they are to process by the Town Marshall.

Shortly before the military and other contingents are due to arrive at the Town Hall, the Beadle and Macebearers take up position immediately outside and to the left of the Town Hall entrance.

The Sword Bearers and Escort take up corresponding position on the right of the entrance.

The Mayor, accompanied by the Town Clerk, stands on the steps of the Town Hall and the VIP’s form up behind them.

The Procession to Church

The uniformed contingents halt on arrival at the Town Hall.  The Parade Commander reports to the Mayor that the parade is ready to move off.  Each time the Parade Commander salutes, the Mayor if male should raise his hat and if female, should bow her head.

Having received the Mayor’s permission to march off, the Parade Commander takes up position and gives the order to march off.

The band leads off from outside the Town Hall followed by the Beadle heading the Civic Procession.  The youth and other contingents fall in behind the Civic Party.

The Beadle followed by the Sword Bearer and Escort are followed by the Macebearers, who are followed by the Mayor and Mayoress/Consort.

At the church the band will play and counter-march until the Beadle arrives at the West Door.  The Civic Party, followed by the youth and other contingents, enter the church.

The Service

At the west door, the Vicar meets the Mayor.

The Mayor, members of the Council and guests are shown to their seats under the arrangements of the Parochial Church Council.

The Mayor, Mayoress, Town Clerk and Town Clerk’s spouse sit in the Mayoral Pew at the front right hand side of the nave.

If the Chairman of the District Council is present, he/she sits with the Chief Executive and their spouse in the front left hand pew.

Members of the Town Council sit in the pews immediately behind the Mayor.

The maces are placed in the stand in front of the Mayoral Pew.

The Sword of State is placed in the stand in front of the left-hand pew.

The Beadle’s staff and the Mayor’s Cadet’s standard are leant against the stone column adjacent to the Mayor’s Pew.

The Beadle, Macebearers Sword Bearer, Escort and Mayor’s Cadet sit in the front pew of the south aisle facing the Chapel of  St Thomas, and place their hats on a table provided in front of the pew.

For the lesson, the Mayor is escorted to the lectern by the Verger.

At the conclusion of the service, the Beadle, Macebearers, Sword Bearer and Mayor’s Cadet collect their insignia immediately after the clergy and choir have processed from the quire into the nave.

Macebearers relinquish the responsibility of escorting the Mayor once inside the church which is always undertaken by the Church Wardens.
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THE MAYORESS/CONSORT AT HOME (When applicable)

Held in the Ballroom and Anteroom at the Town Hall.

A traditional function which usually takes place during the summer and is advertised in the local press as well as the more formal invitations being sent to the personal and official guests of the Mayoress/Consort.

The function need not involve the Mayor unless the Mayoress/Consort expresses the wish that it should, and the Mayoress/Consort should be the person to first receive her guests.

The Beadle will introduce guests on arrival.

It is usual for the Mayor to retire once all guests have arrived.

Traditionally the occasion is one of afternoon tea being served at individual tables accompanied by a small musical group.  There is a degree of informality about the arrival and departure of guests throughout the afternoon.

The Mayoress specifically invites the past Mayoress’/Consorts whom she/he would like to assist her/him in entertaining her/his special guests.
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EXTRAORDINARY MEETINGS OF THE COUNCIL

These may be held at 6.15 p.m. on a Tuesday (as for ordinary Council meetings) but may be held on any day at a time convenient to the Mayor.

The Mayor will wear his chain of office but not his/her robes.  The Town Clerk will not be robed, nor will Town Councillors.

The Mayor’s Chaplain will not normally attend, nor will the Beadle and the Macebearers.

The press and public all enter the Council Chamber before the appointed time.

Seating is the same as for an ordinary Town Council meeting.

All members should be in their places in the Council Chamber before the appointed time.

At the appointed time the Town Hall Custodian requests all present to rise.  The Mayor, followed by the Town Clerk, enters the Council Chamber and Councillors turn to face the Mayor in the usual way.  The Mayor and Town Clerk mount the dais.  The Mayor greets his/her fellow Councillors and takes his/her seat.  All present sit and the Mayor calls the meeting to order.

At the conclusion of business at the extraordinary meeting the Mayor rises, all stand, and the Custodian opens the Council Chamber doors.

If there is confidential business to be transacted the Mayor announces the exclusion of press and public.   A short break may be taken at this point.

If Councillors leave the Council Chamber they should be back in the Council Chamber before the Mayor and the Town Clerk return.
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REMEMBRANCE SUNDAY

This is a full ceremonial dress occasion with assembly at the Town Hall and procession to the Garden of Remembrance and Holy Trinity Church.  Past Mayor’s badges should be worn.

The Order of Procession is:

The Beadle

Sword Bearers and Escorts

Macebearers

The Mayoress/Consort and Mayor

The Town Clerk’s Spouse and Town Clerk

*

Freemen of the Borough

Mayor’s Cadet

Members of the Town Council (in order of seniority)
Former Mayors and Mayoress’ (in order of seniority)

Town Councillor’s Spouse and Partners

Civic, Military and Police Representatives

Mayor’s Personal Guests

* 
 If the Lord Lieutenant, MP, MEP, High Steward, High Sheriff or Chairman of County/District Council are present then adjustments must be made to this order to allow for respective seniorities.

The Two Minute Silence and Wreath Laying Ceremony 

(Garden of Remembrance)

Gentlemen will remove their hats at the commencement of the two minutes silence and will replace them when the standards are raised, i.e. reveille.  The Mayor will approach each wreath laying with his hat on and will remove it when stepping back and acknowledging the dead.  Female Mayors do not remove their hats but bow their heads.   Wreaths are layed at the 1914/1918 memorial followed by the 1939/45 memorial in that order.

Only the Mayor removes his hat when taking the salute at the march past.  (If the Mayor is a lady member she does not remove her hat but bows her head.)

Following the march past the Civic Party enters the Town Hall where coffee, laced with rum (as requested) is served.  Officers are invited to join the Civic Party in the Town Hall for refreshments.  The Mayor formally thanks all those present for attending.

At the invitation of the Royal British Legion, the Mayor, Mayoress and Councillors usually attend the British Legion Headquarters (Bull Street) following completion of procedures at the Town Hall.  
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RECEPTIONS (Formal and Informal)

A formal reception is generally one where the guests (all or some) have received individual or group invitations from the Mayor or Council, i.e. Shakespeare Birthday Friday Reception, Shakespeare Sunday, Civic Sunday, RSC Reception, Remembrance Day etc.  These are occasions when the Mayor and Council are robed and supported by the Beadle and Macebearers.

At formal receptions guests are announced by the Beadle and received by the Mayor, Mayoress/Consort and Town Clerk.

Since all formal occasions are major occasions Councillors are asked to give these utmost support.

An informal reception is generally one where the Mayor and Councillors are asked by an outside body if they will receive and welcome a visiting group.  The normal dress for such occasions (when the Beadle and Macebearers are not present) is for the Mayor and Mayoress to wear their badges but not robes.  The wearing of the chain is at the Mayor’s discretion.  Councillors attending do not robe but it is good practice to wear on their lapel their name display as provided by the Council.

The question of robbing for this type of informal reception should generally be the exception rather than the rule and would normally only apply to occasions in honour of foreign and other dignitaries, and certain groups of visitors.  A decision to robe for an informal reception should be decided by an approach from the Mayor to the Mayoral Protocol Committee.

Only a decision of the Council may alter the policy whereby the Mayor and/or Councillors only robe when attended by the Beadle and/or Macebearers.

___________________________

Note 1
Because of the difficulties in serving drinks in the Anteroom, particularly at formal receptions, drinks should be served in the Ballroom area to help the through flow of guests.
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FUNERALS

A full civic funeral where all Councillors are fully robed and process to the Church accompanied by the Beadle and Macebearers will apply when the person being mourned is a serving member of the Council.

In the case of the death of a Mayor in Office, his deputy, or other nominated Councillor, will follow the coffin bearing the chain and badge of office upon a black cushion.  In the case of a Mayoress/Consort in Office, the Mayor, or Councillor nominated by the Mayor, will follow the coffin bearing the Mayoress’/Consort’s chain and badge of office upon a black cushion.

Past Mayor’s badges should be worn for the funerals of the following:

· Mayor

· Mayoress/Consort

· Serving Councillors

· Past Mayors

· Past Mayoress’/Consorts

When the Mayor attends alone, or with other Councillors, the funeral of a former member of the Town Council, or of any other person of particular note whom the Town Council wish to acknowledge, the form of dress will be as for mourning, with Councillors meeting at the church.  Led by the Mayor wearing either chain and badge, or badge only, the Mayor will lead those Councillors present to the pews set aside for them.

N.B.
All the above subject to the wishes of next of kin.

The Town Flag shall be flown at half mast on the day of the funeral of a serving member of the Town Council or that of a Mayor or Mayoress/Consort in Office and also of a former Mayor/Mayoress/Consort.
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MAYORAL CAR:  BADGES AND PENNANTS

The following information is a guide for the Mayor, the Mayor’s Secretary and Mayor’s Chauffeur.

There is a general consensus that car badges and pennants/flags are regarded as insignia in the same way as chains and badges of office.  Within the town of Stratford-upon-Avon therefore, the badge and pennant/flag should be displayed whenever the Mayor is travelling in the vehicle.

Pennants/flags are not automatically displayed outside the town unless and express invitation has been made by the host authority requesting the Mayor to wear his badge and chain of office – or where permission has been granted by the Mayor or Chairman of the area the Mayor is visiting.

Strictly speaking the above procedure also applies to those areas through which the Mayor may be passing during the course of the journey, but current practice indicated that such correctness is not maintained.

As the pennant/flag is intended to indicate that the Mayor and/or Mayoress/Consort are actually in the vehicle, it is clearly wrong for it to be displayed when they are not travelling in the vehicle.  When they are not travelling in the vehicle the pennant/flag should either be removed or suitably covered.

It has been mentioned that there is a strict rule against the display of pennants/flags on motorways.

Aside from any legal ruling, which might relate to this, it is clear that the wind turbulence would very quickly destroy and seriously shorten the lifespan of a pennant/flag.  It would be prudent therefore to bear this in mind when the Mayor undertakes any journeys where high cruising speeds are likely to occur whether on a motorway or not.

STRATFORD-UPON-AVON TOWN COUNCIL

CIVIC CEREMONIAL AND PROCEDURE

PART 11

DRESS

Past Mayor’s Badges – Past Mayor’s badges should be worn on the invitation of 

the Mayor but always on the following occasions:

· All meetings where robes are worn

· Civic Dinner

· Civic Sunday

· Remembrance Sunday

· Shakespeare Birthday Weekend

· Funerals of Mayors/Mayoress’/Consorts, serving Councillors and Past Mayors/Mayoress’/Consorts.

Hats – Councillors (male) – Ceremonial hats are worn only when  processing as a corporate body in the open.

Councillors (female) – Ceremonial hats are worn for the public sessions of the Council when all are robed and when processing as a corporate body in the open.

Mayoress - Traditionally a hat is worn for daytime functions (before 4.00 p.m.)  Those ladies attending functions in support of the Mayoress normally follow her example.

Medals – Full medals, and miniatures and badges of office, should be worn only when the invitation specifically refers to decorations being worn.
General – The dress for the Civic Dinner is as stated in Part 3 and for that at funerals in Part 9.  On all other occasions, unless specifically stated on the invitation, dress is lounge suits for male and appropriate dress or suit for females.

KEY TO FIGURE 1

1
-
Mayor

2
-
Town Clerk

3
-
Minute Secretary (where applicable)

4
-
Senior Councillor

5
-
Beadle

6
-
Mayor’s Chaplain

7
-
Outgoing Mayoress/Consort or invited Gues
8
-
Incoming Mayoress/Consort or invited Guest

9
-
Macebearers and Town Hall Representative
KEY TO FIGURE 2

1
-
Mayor

2
-
Town Clerk

3
-
Secretary (where appropriate)

4
-
Beadle

5
-
Senior Councillor

6
-
Mayor/Consort Elect

7
-
Outgoing Mayoress/Consort

N.B.    -
If outgoing Mayor has not sought re-election or has not been re-elected he/she would go to seat No. 8, the Town Clerk’s partner would got to seat No. 9 and the Mayor’s Chaplain would have seat No. 9a

8
-
Town Clerk’s partner

9
-
Mayor’s Chaplain

10
-
Macebearers and Town Hall Custodian

11
-
Maces

12
-
Declaration Table

13
-
Mayor’s Personal Guests (maximum 15 seats)

Rows (i) and (x) reserved as follows:

          i

VIP’s

         ii

Mayor’s Personal Guests

        iii

Past Mayors/Mayoress’ and Consorts

        iv

Town Councillors’ spouses/partners

         v

Mayor’s Personal Guests

vi to x

General Public

11 seats per row.  Maximum 10 rows.  Total = 110 people

NOTES

1. Sarah to check on the reasoning behind why the Mayor’s cadet is only recruited from the armed forces.  Who determines that the cadet will alternate each year between the navy, army and air cadet force unless the Mayor has a specific preference?

Why should the Mayor’s Cadet not be open to any uniformed cadet force, such as the St John’s Badgers, Scouts, Guides etc.

Matter to go before Council for debate once origins have been determined.

Origins:

Fred Earnshaw believes that the suggestion originally came from John Duckett and the Mayor’s Cadet was ratified by Council and became part of all ceremonial occasions in 1993 when Fred was Mayor.  

Originally he approached the navy, having been in the navy himself and also it being the “first” service.  However, no cadet came forward an eventually an army cadet took the post, who was in fact female.  The next year the navy had a suitable candidate and from then on the rotation system came into force, unless the Mayor had a specific preference.

John Duckett supports Fred Earnshaw’s view that it should remain in the hands of the military in so much as since the war (to his knowledge) Standards should only carried by military personnel.  When Stratford-upon-Avon had the Royal Engineers to hand, they carried the Mayor’s Standard.  When they moved away, it was thought prudent to approach the junior military to carry on this tradition.

However, both Fred and John concur that there is no hard and fast rule to prevent a Mayor from using any uniformed youth contingent provided they are old enough to carry out their duties responsibly and with dignity.

2. A full review as to who should be invited to the Civic Dinner at the Council’s expense is to be carried out by the Town Clerk, Senior Councillor and Mayor’s Secretary.

3. During the Civic Dinner, the Beadle, Macebearers, Town Hall Custodian and Deputy Town Hall Custodian, Mayor’s Chauffer and Chauffeurs of Civic Heads to eat in the Magistrates Room.   A similar meal and wine to that of the Civic Dinner will be served.

4. Sarah was asked to check the protocol as to whether Councillors should robe for Beating Retreat although there were no plans for the Council to process from the Town Hall to the venue in.  It was suggested that the Councillors could robe at the Shakespeare Centre and take their places in reserved seats, currently not provided.

This matter to be brought before full Council for debate.

Protocol:  Beating Retreat is not a full Civic occasion and therefore Council should not be robed, with the exception of the Mayor.  When The Royal Engineers were at Long Marston, the Chief Royal Engineer would take the salute in uniform as they were there in an official military capacity and were “retreating”from the town.

The Chief Royal Engineer would change in to civvies when he returned with the Council to the Town Hall, whereas the Council would then robe to officially act as hosts to the Lieutenant Colonel and other military personnel.

Because the Royal Engineers are no longer stationed here, when Lieutenant General Sir Scott Grant attends the ceremony of Beating Retreat now, he does so in civilian dress for he is not inspecting a military serving force, but a military “entertaining troop”,

.

5. Other Civic and annual events will be written up and presented to Council as soon as possible. 

6. An induction Meeting and copy of the Civic Ceremonial and Procedure booklet to be provided to all new Councillors
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CHRISTMAS VISITS

Traditionally the Mayor, wearing robes and the Mayoress/Consort accompanied by the Beadle visit:

· Stratford Hospital

· Alms Houses

· Residential and Nursing Homes

· Emergency Services

· Local Hotels

In the past, these visits have taken place on Christmas Day.  Now however, the recipients have asked for Christmas Eve and even 23 December visits.

Traditionally it is expected that during his/her visit to the Alms Houses, the Mayor will present a token gift to each of the residents.

The Mayor and Mayoress always attend the Carol Service at Holy Trinity Church on Christmas Eve at 4.00 p.m.
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CELEBRATING SUNDAY

Celebrating Sunday was introduced in the year 2000 to ensure that all local volunteer services and organisations would have the opportunity to take part in a Civic occasion at least once a year to recognise their contribution to the community.

This is in view of the fact that numbers in the Town Hall have to be restricted to 200 and the usual invitations to Civic Sunday, Beating Retreat and Shakespeare Sunday have to be limited.

Protocol:  Military medals should only be worn if stated on the invitation and at the instigation of the Mayor.  If evening dress is the form of attire, only miniatures should be worn.  If uniform is worn then it would be Mess Dress only and therefore miniatures would be worn as of right.  Orders and military medals must only be worn in miniature.

Protocol:  Military medals should only be worn if stated on the invitation and at the instigation of the Mayor.  If evening dress is the form of attire, only miniatures should be worn.  If uniform is worn then it would be Mess Dress only and therefore miniatures would be worn as of right.  Orders and military medals must only be worn in miniature.
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SHAKESPEARE WEEKEND ( I )

BEATING RETREAT 

Prior to the Band of the Royal Engineers Beating Retreat in Henley Street, it is customary for the Mayor to entertain the Regiment’s Colonel Commandant in the Mayor’s Parlour.

At 5.20 p.m. the Mayor’s chauffeur will convey the Beadle, Macebearers and Mayor’s Cadet to Henley Street before returning to the Town Hall to collect the Mayor, the Colonel Commandant and their spouse/partners.  Alighting at the top of Henley Street they will process the short distance to the Birthplace at 5.30 p.m.

The Civic Marshall, with the help of military cadets, if possible those as represented by the Mayor’s Cadet, will be on hand to ensure guests are shown to their seats and issued programmes.  Chauffeurs may wait in the Windsor Street Coach Park.

Members of the Council and other guests are invited to have made their way to Henley Street by 5.15 p.m. where reserved seating will be available.  As seating is strictly limited, seats will only be available to those confirming their attendance in advance.  Seating as follows:

Front Row:  

Colonel Commandant, Colonel Commandant’s wife/partner, Mayor and Mayoress/Consort, Town Clerk, Town Clerk’s wife/partner and any other dignitaries such as Lord Lieutenant of Warwickshire, High Steward of Warwickshire, High Sheriff of Warwickshire, Chairman and Chief Executive of Stratford District Council, Chairman of the County Council and the Stratford MP.

Second Row

Mayor’s Chaplain, Councillors and their spouse/partners.  Councillors will not be robed.

Third Row

Former Mayors/Mayoress’/Consorts of Stratford-upon-Avon and other Civic Heads.

Fourth Row

Invited guests, in association with the Shakespeare Birthplace Trust

Following Beating Retreat, the Colonel Commandant will take the salute.  The Mayor will remove his hat (if the Mayor is a lady member she does not remove her hat but bows her head.)  The Mayor gives permission for the Band of the Royal Engineers to fall-out.

The Council and guests remain standing whilst the Mayor and Colonel Commandant leave the dais to be joined by their spouse/partners and process to the top of Henley Street where the Mayor’s chauffer awaits to convey them back to the Town Hall.  The Beadle, Macebearers and Mayor’s Cadet depart for the Town Hall by car. 

Councillors and invited guests will make their own way to the Town Hall for the Civic Reception.  

Councillors robe in private in the Magistrates Room.

At approximately 6.30 p.m.the Mayor and Mayoress/Consort receive their guests in the antechamber, guests move through into the Ballroom.

At 7.00 p.m. the Beadle leads the Macebearers and Mayor and Mayoress/Consort to the Dais.  The Beadle calls for silence and the Mayor makes a short speech of welcome.

The Bar shall remain open whilst the Mayor is present at the Reception but as a general rule Civic Receptions should last no longer than one hour.
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SHAKESPEARE WEEKEND ( II )

SHAKESPEARE BIRTHDAY SATURDAY CELEBRATIONS

The Beadle and Macebearers arrive at the Town Hall by 9.20 a.m. in readiness for the Mayor and Councillors who should be robed by 9.30 a.m.  It is at the discretion of the Mayor whether the Mayor’s Cadet need attend this ceremony.  

Sprigs of rosemary tied with yellow and black ribbon, for will be available in the Magistrates Room as Councillor’s robe.  Rosemary will be supplied for the Mayor, Mayoress/Consort, the Town Clerk and partner, Councillors, The Beadle, and Macebearers only.

A laurel wreath, with the inscription “The Mayor of Stratford-upon-Avon Town Council” (“The Mayor and Consort”, should the Mayor be female) and token posies of flowers will be available for the Mayoress and Town Clerk/wife if appropriate.  Other floral tributes are at the discretion of the individual and will not be provided by the Town Council.  Flowers are to be left with the Town Hall Custodian in the Committee Room ready for collection on departure.  The Mayor’s wreath to be carried by the Beadle.

The Mayor/Mayoress/Consort, Councillors and their spouse/partners and distinguished guests of the Shakespeare Birthday Celebrations Committee will assemble in the Council Chamber upon invitation by the President of the Committee.  Light refreshments will be served before leaving the Town Hall.

Marshalling of the procession will take place in the Great Garden of New Place at 10.40 a.m.  The order of the procession will be as ordained by the Shakespeare Birthday Committee and the Civic Party do not lead the procession.  The Civic Party will formally process in robes in the usual formation; Beadle, Macebearers, Mayor etc. however councillor’s spouse/partners will process alongside their partners.

Processing along Chapel Lane, Waterside into Bridge Street, the ceremony of unfurling the flags and banners for the works in the Shakespeare canon takes place at 11.15 a.m.  The Mayor unfurls the flag of the Town of Stratford-upon-Avon, which is one of the top four in the centre of Bridge Street.  The Union Flag is always at the top, followed by the Theatre, the Town and the District, although these three may be interchangeable.

The procession has broken ranks but reassembles in formation to follow the marching band into Henley Street, entering the Shakespeare Birthplace and exiting through the Shakespeare Centre, back along Henley Street, High Street, Chapel Street, Church Street, Old Town and finally into Holy Trinity Church through the west door.

The Church Wardens will take precedence over the Macebearers as the procession moves to the high alter where the floral tributes will be received by the clergy.   The Mayor (unless female) removes his hat as he bows his head to the alter.  Once the flowers have been received the Civic Party moves through the Priests Door, to the right of the High Alter and into the precincts of the churchyard.  The Macebearers relinquish the responsibility of the Mayor to the Macebearers at the door.

The Civic Party make their way informally to the Parish Centre where Councillors may disrobe and leave their robes for the Mayor’s Secretary to ensure they are returned to the Town Hall.

Invited guests make their way to the marquee at the theatre for luncheon and remaining celebrations.
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SHAKESPEARE WEEKEND ( III )

SHAKESPEARE SUNDAY

The Swordbearer and Escort from 67 QOWWY Signal Squadron, Beadle and Macebearers and Mayor’s Cadet report to the Town Hall at 10.10 a.m. as the Council and invited guests begin arriving.

Councillors robe in private in the Magistrates Room.

As a large number of Civic personnel and guests process on this occasion, the Council Chamber and Committee room accommodate clearly signed muster points for each contingent.  In addition to the printed format also available, the Beadle will read out the format for the procession:

Police Representative

Band

Beadle

Swordbearer and Escorts

Macebearers

Mayor and Lord Lieutenant

Mayoress/Consort and Lord Lieutenant’s spouse

Town Clerk and MP

Freemen of the Borough

Royal British Legion Standards and Escorts

High Sheriff and spouse/partner

High Steward and spouse/partner

Chairman of Warwickshire County Council and spouse/partner

Chairman of Stratford District Council and spouse/partner

Chief Executive of Stratford District Council and spouse/partner

Mayor’s Cadet

Members of the Town Council (in order of seniority)

Former Mayors, Mayoresses and Consorts

Town Councillors’ spouse/partners

Distinguished and Civic Guests including Superintendent’s spouse/partner

Mayor’s personal guests

Principal Guests – International Representatives – National VIP’s

Speakers at the Luncheon

Military Representatives including Royal British Legion

Other Civic Heads

Representatives of Shakespeare Birthday Celebrations Committee, the Royal Shakespeare Theatre and other invited guests

The Band will have formed up in Sheep Street at 10.15 a.m. and the Procession will leave the Town Hall at 10.30 a.m. and proceed to Holy Trinity Church via Chapel Street, Church Street and Old Town.

On arrival at the gateway leading to the west door of Holy Trinity Church, the band will counter march whilst continuing to play until the Beadle arrives at the west door.

The Mayor shall be met by the Church Wardens at the west door who will take up the responsibility of escorting him/her to the Civic party seating at the front right hand side of the nave.  Town Councillors will sit in the pews immediately behind the Mayor.  Former Mayors, Mayoresses and Consorts, and Councillor’s spouse will also sit on the right but other Civic Dignitaries and VIP’s will sit on the left as directed by the Church Wardens who will continue to seat the procession as they enter the Church where appropriate.

The Divine Service which includes the Shakespeare Sermon lasts for approximately one and a quarter hours.  At the conclusion of the service, the Recession will form up outside the Church in the same order and return to the Town Hall via Southern Lane, Waterside and Sheep Street.

The band shall not strike up until everyone is ready to move off.  A marker from the band or the Civic Marshall will give the signal.  On arrival at the Town Hall the band will counter march in Sheep Street level with the Town Hall until the Recession has entered the building.

The Beadle shall introduce the guests in the doorway of the ante-chamber where the Mayor and Mayoress/Consort will receive their guests who pass through into the ante-chamber/ballroom.

During the wine reception light refreshments will be served.

At approximately 12.40 p.m. the Beadle escorts the Macebearers, Mayor, Mayoress/Consort, President of the Shakespeare Birthday Celebrations Committee and the Senior Council to the dais.  Speeches as follows:

BEADLE
“Pray silence for the Worshipful the Mayor of Stratford-upon-Avon,  Councillor ………………… to give you the Loyal Toast”.

MAYOR
“The Queen.”

BEADLE
“Distinguished Guests, Councillors, Ladies and Gentlemen, Pray silence for the President of the Shakespeare Birthday Celebrations Committee …………”.

PRESIDENT

SBCC
Welcomes guests on behalf of the Shakespeare BirthdayCelebrations Committee.

BEADLE
“Distinguished Guests, Councillors, Ladies and Gentlemen pray silence for the Worshipful the Mayor of Stratford-upon-Avon, Councillor ………. Who will propose the toast to the Immortal Memory of William Shakespeare”.

MAYOR
“Distinguished Guests, Councillors, Ladies and Gentlemen I give you the toast:  The Immortal Memory, William Shakespeare, Man of Stratford”.

BEADLE
“Pray silence for the Senior Councillor, Councillor ……….. who will propose the toast to the Worshipful the Mayor of Stratford-upon-Avon, Councillor……………….. and the Mayoress/Consort, Mr/Mrs…………….”.

SENIOR


CLLR
“Distinguished Guests, Councillors, Ladies and Gentlemen I give you the toast to the Worshipful the Mayor of Stratford-upon-Avon, Councillor…………… and the Mayoress/Consort, Mr/Mrs ……………”.

MAYOR
Expresses a short speech of thanks and a brief anecdotal résumé of the weekend’s events.

BEADLE
Leads all from the dais.

The Reception continues for a short while until the Mayor and Mayoress/Consort leave to return to the Mayor’s Parlour to disrobe.  The bar closes.

