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1. The Mayor’s Portfolio - Introduction

1.1. The definition of portfolio, in the context of this document, is a tool to clearly define the range of responsibilities and activities associated with the positions within the Civic Office of the Town Council. The aim of this Portfolio is to give to the incoming Mayor and Deputy Mayor an outline of the role and set out expectations. 
1.2. The contents present several aspects of the Mayoral year, for example, general notes on the Mayor’s role, enabling fundraising and annual and civic events. There are notes on etiquette and the financial arrangements, including available staff resources to assist with Mayoral engagements. 
1.3. Requirements within this portfolio that are enshrined in legislation (statutory requirements) are highlighted in bold for clear identification (excluding headings in bold). 
1.4. Whilst the Portfolio is not comprehensive on all matters, it will hopefully prove to be a useful source of general information during the Mayor’s year of Office.  The Portfolio will be subject to periodic updating.
1.5. It is important point that this portfolio offers guidelines i.e. if a Mayor chooses not to have a photo in the Chambers, they would not be breaching Town Council policy. It is vital that the status of the guidance in the document remains flexible enough to cater for the change in Mayor each year and therefore the change in personalities, aims, behaviours, approaches to situations, personal wishes etc. The above said, it is important that civic protocols and traditions should be upheld. If there is any doubt as to what this refers to, please contact the Civic Office for confirmation.
2. Overview of the Mayor’s Role
2.1. The role of the Mayor of Seaford is a wide ranging and important one, as it carries the responsibility of ensuring an effective, open and legal administration of the town’s affairs and governance. 
2.2. It encompasses both civic and procedural responsibilities and includes fostering a full and open involvement with the community and achieves this by working closely and in collaboration with the Town Clerk, council officers and fellow councillors. 
2.3. The Mayor represents the town in an official capacity and most importantly acts as a link between the council and its residents and looks to achieve this by exploring ways of fostering open dialogue on local issues and encouraging community involvement in council plans and initiatives.
3. The Mayor’s Role - guidance on Roles, Duties and Responsibilities
3.1. As a Town Council, Seaford Town Council’s Chair is entitled to the title of Mayor of Seaford. 

3.2. The Mayor is the public face and Chair of the Council and as such is the First Citizen of the Town of Seaford. The Mayor is the ambassador of the Town and can help in the promotion of the Town Council’s objectives in the local community. In turn, the position of Mayor will often be held in the highest regard within the town and will see the Mayor invited to carry out a full range of duties on their behalf and throughout the Town. 

3.3. As Chair of the Town Council, the Mayor seeks to enable and encourage Councillors to discharge their elected roles to the best of their ability. Co-operation and collaboration in the Council Chamber enables good decision making on policy and strategy for Seaford Town Council and enhances the reputation of the Town Council and its elected Councillors in the town.
3.4.
Information concerning Roles and Duties
3.4.1. Role

a) The Chair of the Town Council, as set out in the Local Government Act 1972 s15, is known at Seaford Town Council as the Mayor of Seaford.

b) To be the ‘face’ of the Town Council, acting as the Town Council’s figurehead.

c) To undertake ceremonial actions such as opening new Town Council facilities.

d) To represent the Town Council at community and civic engagements, outside organisations, events, and meetings. 

e) To chair Full Council meetings and the Annual Parish Meeting (Town Forum).
3.4.2. Duties

a) To sign a Declaration of Acceptance of Office immediately after election as Mayor (Local Government Act 1972 s83(1)). 

b) To use the casting vote, in addition to the vote given, in the event of a tied vote when the Town Council is electing the Mayor of Seaford (Local Government Act 1972 s15(3)).

c) (If Chair of particular Full Council meeting where AGAR is considered) to sign the Town Council’s Annual Governance Statement and the Annual Governance and Accountability Return (Accounts and Audit Regulations 2015).
3.5. 
Meeting Responsibilities

a) The Mayor and Deputy Mayor will undertake chairpersonship training as soon as elected to office. It should be noted that if the Mayor (or Deputy Mayor in their absence) were to decide to attend any Committee of the Town Council, they do so in an ex-officio capacity, and in communication with the relevant Chair of Committee. Where they are appointed to a Committee, they are appointed as a Councillor not as Mayor/Deputy Mayor.
b) The Mayor/Deputy Mayor will have no automatic right to attend a meeting of a non-Standing Committee; that being the Disciplinary/Grievance Sub-Committee or Appeals Committee unless they are appointed as a member of that Committee (again the appointment would be as a Councillor not as Mayor/Deputy Mayor).

c) To manage Full Council meetings including public participation, ensuring any decisions are relevant to specified items on the published agenda.

d) To convene Extraordinary Meetings of the Town Council, in collaboration with the Chair of the relevant Committee and Town Clerk, as necessary.
e) To ensure Full Council meetings are introduced to attendees, following the Town Council’s meeting guidance. 

f) In the event of a guest speaker(s) attending a Full Council meeting or the Town Forum, to make the speaker(s) feel welcome and to facilitate questions. 

g) To move meetings through the agenda, complying with Standing Orders.

h) To use the casting vote, in the event of a tied vote. This becomes a statutory requirement if the tied vote is on the election of a new Mayor. 
i) To agree draft minutes of Full Council meetings prior to them being published. 

j) To communicate regularly with the Town Clerk to discuss Full Council meeting agendas to support meeting preparation.

k) To attend and take part in monthly meetings of the Committee Chairs Management Group (CCMG), complying with the adopted CCMG policy.

3.6. 
Members and Officers
a) To be a source of support and encouragement to the Town Clerk in their duties and responsibilities and to cooperate with the Town Clerk in representing the Town Council to the town and its organisations.

b) To receive a councillor’s resignation and notify the Town Clerk. 

c) To work closely with the Deputy Mayor to ensure the Deputy Mayor is engaged and kept informed of civic activity, and so to ensure continuity should it be necessary for the Deputy Mayor to deputise in the Mayor’s absence. 

d) To act, alongside members of CCMG, as a conduit between councillors and officers in order to encourage and facilitate an effective and positive working environment.

e) To encourage councillors, alongside members of CCMG, to work in friendly and cooperative ways for the good of the town and to enhance the reputation of the Town Council in the town. 

f) To be consulted and be involved where necessary, alongside the Chair of CCMG and Chair of Personnel (by the advice of the Monitoring Officer), on any matters regarding member conduct.
3.7.
Specified within Town Council Policy:
a) To familiarise themselves with the Mayor’s Portfolio and the traditions within, such as allowing other Mayors to wear their chains within the town, nominating a charitable cause to support, attending Town Council events to carry out key functions and civic events to be held during their year in office.

b) To be aware of and observe the Town Council’s Standing Orders. 

c) To manage public participation at Full Council meetings, in accordance with the Town Council’s Public Participation Policy.

d) To be involved in the Town Council’s tender selection process, if required, in accordance with the Town Council’s Financial Regulations. 

3.8.
General

a) To receive support from the Civic Office to professionally manage the Mayor of Seaford’s social media/digital communications (see Section 10.6 on Social media).

b) To be available to the Town Clerk, Senior Officers and Councillors for discussions and meetings during the year.
c) To ‘lead by example’ as a councillor by complying with the Code of Conduct and the Town Council’s Civility and Respect Pledge, to assist with the promotion of best practise and engage and encourage and support fellow councillors in doing the same.

d) The Mayor, when performing official duties, is the visible presence of the Town Council. It is important that while being seen as warm and friendly, the office of Mayor is upheld with dignity, avoiding demeaning the role or acting in a way that could be criticised. 

e) On occasion, the Mayor may be invited to out of town engagements. Invites to events within Seaford will usually have priority over out of town events.
f) To understand and respect that the position of Mayor has no delegated powers or any powers to act on or make decisions on behalf of the Town Council.

4.   Civic Officer Role
4.1. 
Aims to enable the Mayor to perform well in the duties of the Office, the Civic Officers provide the following support:
a) Acting as Secretary to the Mayor of Seaford and Deputy Mayor; 

b) At the start of their term of office, the Mayor and Civic Officers will discuss their preferred working methods and approaches and, where the Civic Officers are concerns, in particular, the availability for undertaking civic office tasks. This will help ensure clear expectations from the start of office and a mutually respectful approach to the year ahead. 
c) Mayors will be encouraged to give thought early in their term of office as to whether they may wish to hold additional events throughout the year and then discuss this with the Civic Office.

d) Consideration should be given as early as possible to enable assessment of civic officer capacity to support ideas/events, as well as any health and safety, financial or liability implications this may hold for the Town Council.

e) Dealing with function invites for the Mayor (or Deputy Mayor in their absence) and preparations for functions being attended, ensuring the Mayor’s diary is kept up to date.
f) All invitations must come through the Civic Office; this ensures that the Mayor’s diary can be kept up to date. The Mayor should notify the Civic Officer of any invitations received, so they can respond directly. If the Mayor is able to attend an engagement, there is a specific Mayoral Engagements Form which will be sent to the organiser of the event; this helps to collect all information needed for the Mayor/Deputy Mayor’s attendance. 
g) For supporting Mayoral events throughout the Municipal Year such as the Mayor’s Civic Service/reception, Carol Service and other events that individual Mayors wish to hold during their term in the Mayoral office. 

h) Assisting the Mayor with preparations for attendance at other Town Council events such as Remembrance Day, Armed Forces Day and Sussex Day; this will include helping with speeches or special arrangements, where required. 
i) Enabling Civic Protocol to be met and upheld. 

j) Liaising with and promoting the Mayor’s chosen charities.
k) Providing quarterly Mayor’s Allowance updates to help plan the Mayoral functions throughout the year in office. 
5. Election of Mayor

5.1. Sections 15 & 34 of Local Government Act 1972 require local Councils to elect a Mayor (from members of the Council) as the first business to be transacted at the Annual Council meeting. Within Seaford Town Council it has been agreed that to be eligible to stand for election of Mayor, the member of the Town Council is required to have at least one year’s experience of being a Town Council member, except for in the unusual event that at election all 20 members of the Town Council are new. Full Council may however of course overturn this requirement if it deems appropriate to do so.
5.2. The person presiding at the Annual Council meeting must give a casting vote in the event of any equality of votes for the election of the new Mayor.
5.3. In addition to the Declaration of Acceptance to Office as a Councillor of Seaford Town Council, at the meeting at which the Mayor is elected he/she must sign a Declaration of Acceptance to the Office of Mayor of Seaford, and sign for care of the Mayoral Chains.
5.4. The term of office will be set at one year only, unless Full Council approves otherwise. However, a Mayor can choose to re-stand as the Mayor the following Municipal Year if they so wish. 
5.5. Unless they have resigned or been disqualified, the outgoing Mayor continues in the post until their successor has been chosen and made a valid declaration of office.
5.6. The outgoing Mayor will, if present, preside at the meeting to elect their successor. If the outgoing Mayor is not present, the Deputy Mayor shall preside at the meeting to elect the successor. If neither the outgoing Mayor or Deputy Mayor are present, the members present shall elect another member of the Town Council to preside. 
5.7. The Mayor may appoint support such as a Mayoresses/Mayor’s Consort to accompany and assist at engagements. In the event of the Mayoress/Consort being unable to attend an engagement with the Mayor, the Mayor may choose an Escort to accompany them. It is important that the Civic Officer is informed of the Escort’s planned attendance so the organisers can be informed in advance.
5.8. The Mayor may also wish to appoint a Chaplain or other religious support, to support civic events such as the Mayor’s Civic Service and Carol Service as appropriate. They may also attend before Full Council meetings to allow for prayers/reflection at an appropriate time before the meeting opens 
5.9. After the new Mayor has been elected, the Civic Office will make arrangements for an official photograph to be taken and framed, within an appropriate time frame, for display within the Council Chamber.
5.10. It is fairly common that invites to potential mayoral engagements are received for the period immediately following the election of the Mayor. The Civic Office will therefore liaise with the new Mayor as soon as possible after election to discuss attendance at any immediately upcoming engagements. 
6. Overview of Deputy Mayor Role
6.1. The role of Deputy Mayor will often vary depending on holder of office and the preferences of the Mayor. 
6.2. The Deputy Mayor may act specifically as a substitute to the Mayor i.e. only usually performing in their role when standing in for the Mayor in their absence, whether this be with chairing meetings or attending engagements. 
6.3. Alternatively, the Deputy Mayor may take on a more proactive and involved role, which sees more of a civic partnership with the Mayor. This may involve attending engagements together and supporting the Mayor in the day-to-day activities they undertake. A Deputy Mayor of this nature would not usually negate the need for a Mayoress or Mayor’s Consort, unless the Mayor and Deputy Mayor agreed this to be the case.
6.4. The latter of the above approaches is somewhat modernised compared to strict civic tradition and as such, may not be the approach that is welcomed by all Mayors. 
It is important that civic tradition is still honoured. Below are some examples;

6.5. If a partnership approach is adopted and the Mayor receives an invite to an engagement that does not specify being extended to the Deputy Mayor too (the Town Council’s mayoral engagement form asks this question specifically) then the Deputy Mayor will not be able to attend unless express permission is sought from the engagement organisers.
6.6. Where the Deputy Mayor is attending in the absence of the Mayor, they may choose a Deputy Mayoress/Deputy Mayor’s Consort/Escort to accompany them. Where the Deputy Mayor is attending an engagement in addition to the Mayor, they should not bring a companion unless specifically invited to do so.
6.7. The Civic Office will be able to advise on any situations where guidance is required as to correct civic protocol.
7.  The Deputy Mayor’s Role - guidance on Roles, Duties and Responsibilities
7.1. Role

a) To deputise the Mayor of Seaford’s role (above). 

7.2. Duties

a) To sign a Declaration of Acceptance of Office immediately after election as Deputy Mayor (Local Government Act 1972 s83(1). 

b) If chairing the Annual Meeting of the Town Council in the Mayor of Seaford’s absence, to use the casting vote, in addition to the vote given, in the event of a tied vote when the Town Council is electing the Mayor of Seaford (Local Government Act 1972 s15(3)).

c) (If Chair of particular Full Council meeting where AGAR is considered) to sign the Town Council’s Annual Governance Statement and the Annual Governance and Accountability Return (Accounts and Audit Regulations 2015).
7.3. Responsibilities

a) To chair Full Council meetings in the absence of the Mayor of Seaford, encompassing the Mayor of Seaford’s responsibilities in Section 3 above. 

b) To familiarise themselves with the Mayor’s Portfolio in order to deputise for the Mayor of Seaford at civic engagements and Town Council events as and when required. 

c) To work closely with the Mayor of Seaford to be informed of civic activity, and to ensure continuity should it be necessary for the Deputy Mayor to deputise in the Mayor’s absence.
8. Youth Ambassador Board

8.1.
In 2024, Seaford Town Council resolved to develop the previous roles it has of Young and Deputy Young Mayor if Seaford, to create a new, enhanced opportunity for younger people via a Youth Ambassador Board. 

8.2.
The formation and work of the Youth Ambassador Board is yet to commence. Once implemented, the Civic Office will suggest additions to the Mayor’s Portfolio as appropriate.
9. Mayor’s Allowance

9.1.
Section 15(5) of LGA 1972 enables a Mayor to be granted an allowance to meet the expenses of their office, which is set by the Town Council when adopting the Town Council budget.
9.2.
The Town Council recognises the need for a Mayor’s Allowance to deal with the expectations of the office in connection with travel, booking tickets to civic engagement events, hiring accommodation for Mayor’s events, and refreshment costs for hosting and attending civic engagement. 
9.3.
Should there be any costs associated with printing, if printing is done in-house costs are covered by the Town Council’s photocopier and stationery budget, should printing be out-sourced the cost is covered by the Mayor’s Allowance. 
9.4.
All expenditure is managed and recorded by the Civic Office and payments managed in accordance with Town Council financial policies. It is important that the purpose to which the allowance is put can withstand public scrutiny.
9.5.
The Mayor (or Deputy Mayor in their absence) is not authorised to commit the Town Council to expenditure, whether that be in the form of goods or services. All orders must be made and managed by the Civic Office. 
9.6.
The Mayor (or Deputy Mayor in their absence) is entitled to claim travel expenses in line with the Town Council’s Members Allowance Policy. 

9.7.
Any underspends of the Mayor’s allowance will go back into the Town Council’s funds.

10.   Mayoral Protocol

10.1 Mayor’s Title:
a) The full title of the Mayor is: The Mayor of Seaford.

b) Depending on the wishes of the individual mayor, they may be Addressed as: Dear Mr. Mayor or Dear Madam Mayor or Mayor. In the event of uncertainty, ‘Mayor’ can be used.
10.2  Chains of Office:
a) There are three chains of office under the Town Council’s ownership:

· Mayor’s Chain of Office

· Mayoresses/Mayor’s Consort’s Chain of Office

· Deputy Mayor’s Chain of Office

b) When removed from its neck ribbon, the Mayor’s Chain of Office is referred to as the Badge of Office.

c) The Chains (or Badge) of Office should only be worn when the above individuals are undertaking official duties in their official capacity.

d) The Deputy Mayor will wear their Chain of Office whilst deputising for the Mayor; and can also wear their Chain of Office in the presence of the Mayor.   
e) An Escort cannot wear the Mayoresses/Mayor’s Consort’s Chain of Office; an Escort will not have a chain or badge to wear.

f) The Chains (or Badge) of Office may be worn where an official invitation has been received for events within the Town where the Mayor and Town Council Office considers that those present would consider it appropriate to mark the occasion.

g) When attending an event within another Mayor’s boundary, that other Mayor’s permission must be given for the wearing of the Chain and worn when invited to do so. If this permission is not forthcoming, the Chain of Office cannot be worn, nor Badge of Office. 

h) The Mayor, Mayoress/Mayor’s Consort and Deputy Mayor are responsible for their Chains respectively during their term of Office. It is insured by the Town Council, but the individual must ensure that it is kept safely and securely in a protective case so that it does not get damaged and should only be worn for official duties organised through the Town Council’s Civic Officers. It must not be left unattended in a public place (including in a vehicle) and must be kept in their personal possession.

i) Outgoing Mayors will be presented with a ‘Former Mayor’s Badge’ (a replica link from the chain), on completion of a full term of office, unless they are re-elected as Mayor or have previously received a Former Mayor’s Badge. For outgoing mayors that have previously received a Former Mayor’s Badge, their leaving of office shall be marked with a framed certificate.
10.3. Dress Code:
a) The Mayor and Deputy Mayor should look smart and well-groomed and appropriately dressed at all engagements.
10.4. Mayor’s Community Coat:
a) During the 2024-2025 municipal year, the Mayor worked with the local community to develop a patchwork coat representing many community and voluntary organisations across Seaford. The Coat was developed in celebration of Seaford Town Council’s 25th anniversary. 
b) Although the coat is not recognised as a traditional robe of office, the coat can be worn (at the Mayor’s discretion) to support community activities such as Seaford Christmas Magic and the Town Forum. 

c) The Mayor’s Community Coat is stored at the Town Council offices, on display in the Council Chamber. 
10.5. Political Activities:
a) The Mayor’s role is apolitical; and as such 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 a speech. 

10.6. Promotion of the Town Council:
a) The Mayor cannot canvass, leaflet or conduct electioneering whilst in the capacity of Mayor, but may do so in their capacity as councillor. 
b) The office of Mayor is a valuable avenue through which to improve ties with the local community and the Mayor has a key role in acting as ambassador, promoting the Town to the wider community. 
This may take a number of forms, including attending events arranged by other organisations as the Town Council’s official representative; leading in the organisation of and hosting events that fundraise, recognise achievement and/or service by members of the community or to help in achieving a closer relationship or understanding with organisations in the town.  
c) When invited to attend outside organisation events or meetings, this is done so in capacity of Mayor. It should be noted that this is separate to the Town Council’s Representation on Outside Bodies Policy. 
d) The Mayor is encouraged to enable fundraising for the Mayor’s chosen charities and also lead in the organisation of appropriate fundraising events such as the Mayor’s Quiz, with the support of the Civic Office. 
10.7. Website / Social Media:
a) The Civic Office will update the Mayor’s section of the website. 

b) The Mayor will be supported to manage the Mayor’s Facebook page (linked to the Seaford Town Council page), if they wish. Posting should be non-political. Posts should highlight the Mayoral Engagements hosted and attended, and the Mayoral Charity/Charities. The Mayor’s page – as with all Seaford Town Council pages, will be from time to time monitored by officers to ensure posts and comments are appropriate. 

c) The Mayor can decide whether or not access to the Mayor’s Facebook page is given to the Mayoress/Mayor’s Consort and/or Deputy Mayor, to enable sharing of the responsibility of updating this page.

10.8. Gifts:
a) When the Mayor or Deputy Mayor attends an event to which they have been invited they may find they are presented with a token of appreciation – often in the form of a bouquet of flowers. It is important to remember that, under the Code of Conduct, any such gifts over a value of £25 must be reported to the Town Council Office in writing, within 28 days of receipt. 
b) The Mayor/Deputy Mayor should familiarise themselves with the Council’s Gifts & Hospitality Policy which provides useful examples of the sorts of gifts that are considered to be under the value of £25.
c) There may be occasions when the Mayor will need to present a civic gift. Any such gifts will be paid for out of the Mayor’s Allowance.

11. Mayor’s Charities:
11.1.
If the Mayor decides they wish to support a charity* and/or local projects during their term of office, they should ensure that the charity is non-political and non-discriminatory and should benefit residents of the Town. Monies must not be donated to profit making businesses established for that purpose. 
* A Mayor may choose more than one charity to raise funds for concurrently; in this instance both/all charities must be aware of this fact. 

11.2. 
All monies raised or donated will be banked at Seaford Town Council and coded to the Mayor’s Charity being presented to the charity at the end of the Municipal Year usually at the Town Forum. 

11.3.
Before confirming their chosen charity/project, the Mayor must have had a discussion with the Town Council’s Civic Officers about their preferences and agree a process for establishing the representation.
11.4.
Please also note that the Mayor will be encouraged to work alongside local charities to help boost their own fundraising efforts or support their priorities e.g. recruiting more volunteers. 

See guidance notes in the appendix regarding charity pot collections.

12. Mayor’s Festive Cards

12.1.
It is usual practice for the Mayor to issue festive cards each year. Many Mayors will choose to send Christmas cards, although individual Mayors may decide whether to send cards relating to another festival either in addition or instead of Christmas cards.

12.2. 
The Mayor’s festive cards can be either electronic, or printed. If printed in-house, the cost is covered by the Town Council’s photocopier and stationery budgets. If printing is outsourced, there will be a cost which would be covered by the Mayor’s Allowance. 
12.3. 
The Mayor should discuss with Civic Officers early in the mayoral term what festive cards they anticipate wanting to send, and how the card maybe developed e.g. a children’s or local artist competition, so officers can ensure to apportion resources and advise accordingly.
12.4. 
The Civic Office will liaise with the Mayor in the production and distribution of any Mayor’s festive cards. This is sent to the selected individuals on the civic list and others as agreed by the Mayor.
13.   Mayor’s Awards
13.1. 
Each year the Mayor will be asked to give thought to the civic awards; whether they will assign categories, how many they will award and, if necessary, the process for nominations. The Civic Officers will give guidance and support with either approach. Further details are available within the Town Council’s Civic Awards Policy.
13.2.
A budget is agreed by the Town Council annually for Civic Awards, separate from the Mayor’s Allowance.

13.3.
Nominations for awardees must reflect the Town Council’s Code of Conduct and practices; awardees based solely on political or religious roles, for example, will therefore not be allowed unless a benefit to the community also outside of their ‘group’ can be evidenced. 

13.4.
The Civic Awards will usually be presented at the Annual Town Forum; usually held in April/May each year. 
13.5. 
The Mayor may also consider presenting Highly Commended Certificates as appropriate during their mayoral year.
14.   Civic events
14.1. 
Civic Service/Reception:
a) It is usual procedure for the Mayor to have a Civic Service/Reception around the start of their Mayoral year. 
b) In previous years this has taken the form of a civic service reflecting religious or civic importance. However, the specifics of the event are the choice of the Mayor but must be kept within the agreed budget, must be held within the parish of Seaford and must be a suitable civic occasion inviting local and regional civic dignitaries. The Mayor must discuss and agree the proposals with the Town Council’s Civic Officers so the full implications of organising and arranging the event are clear and can be monitored.

14.2. 
Sussex Day:
a) Sussex Day is celebrated officially on 16th June annually. The Civic Office will arrange a small ceremony to commemorate the day. 

b) The ceremony is usually held at the Martello Tower on the seafront. It is led by the Town Crier and the Mayor. 
c) Councillors and members of the public are invited to witness the raising of the Sussex Day flag at 12 noon by the Mayor and hear the proclamation given by the Town Crier. They will then sing along to a rendition of “Sussex by the Sea” if they wish to take part. 
14.3 Remembrance Sunday: 

a) This is an event that is organised by the Royal British Legion and Seaford Town Council, being held on the Sunday nearest the 11th November at Seaford War Memorial and has been followed in previous years by a service at St Leonard’s Church. 
b) The Mayor will lay a wreath at the War Memorial. The Civic Office orders these from the appointed person at the Royal British Legion.  
14.4  Commonwealth Remembrance: 

a) Annually on the Tuesday after Remembrance Sunday, the Royal Society of St. George facilitates a Commonwealth Remembrance Service. The service is held at the Commonwealth War Memorial in Seaford Cemetery and the Mayor will be invited to attend. Dignitaries from those Commonwealth (Canadian and West Indian) and Irish states whose soldiers from World War I are at rest in the cemetery are also in attendance.
b) The Mayor will lay a wreath at the Commonwealth War Memorial. The Civic Office orders these from the appointed person at the Royal British Legion.
c) The Royal Society of St. George will advise each year with details of any planned gathering after the service.
14.5 Seaford Christmas Magic
a) The Town Council has jointly delivered this event with Seaford Traders Group, Seaford Street Market and the Seaford Chamber of Commerce, and contracting Seaford Contemporary Illustrators and Printmakers (SCIP) to develop lanterns for the Lantern Parade and undertake engagement with the community in advance of the event. This collaborative working completely underpins this event.

b) The Town Council holds regular meetings with relevant partners throughout the year in preparation for Seaford Christmas Magic. Officers delivering Seaford Christmas Magic will invite the Mayor and Civic Officers along once needed to discuss the Mayor’s involvement, such as: 

· Taking part in lantern making events in the lead up to the event

· Opening the Event

· Window Display judging in conjunction with the Seaford Chamber of Commerce
· Switching on the Christmas Lights
14.6 Mayor’s Carol Service:
a) A Mayor may choose to hold a carol service, which is usually arranged in early December. In previous years, mayors have held the service in a religious building with the support of their Mayor’s Chaplain. However, a mayor may choose to arrange a non-religious service should they wish to.

b) A retiring collection is usually donated to the Mayor’s Charity. Local dignitaries such as the Lord Lieutenant of East Sussex and High Sheriff for Sussex can be invited, and refreshments are usually provided after the service, the cost of which is covered by the Mayor’s Allowance. 
c) In past years, the Town Council has run a gift giving campaign in partnership with Family Support Work, a local organisation which collects Christmas gifts and distributes to local families in need. The Mayor’s Carol Service has been a popular gift drop-off opportunity and, working with the Mayor, the Civic Office can make arrangements for this through communications. 
14.7 Town Forum & Mayor’s Awards
a) This is a meeting of the residents of the town of Seaford usually held in April/May, and it is important to understand that this is not a Council meeting. Instead, this is a meeting of the people of Seaford that the Town Council facilitates and the Mayor would preside at when in attendance. 

b) The primary purpose of the meeting is to provide an opportunity for public questions to discuss matters affecting the town. Councillors attend the meeting as the public and the meeting would usually also provide the opportunity for local organisations who have received Town Council grants to report directly to the people of Seaford. 
c) This is where the Mayor would present any Civic Awards as mentioned previously in section 13.

15. Seaford Mace:
15.1 
Attached to this policy as Appendix 2 is a short guide regarding the Seaford mace, its history and required protocol.

15.2 
The Town Council thanks the Serjeant at Mace, Peter White, for providing this guidance.
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Seaford Town Council 
Collection Pot Guidelines

(based on information from the Fundraising Regulator)
Collecting Money or other property 

At the beginning of the Mayor’s Municipal Year, the Mayor may choose to nominate a charity or charities. Once the charity has been informed that they have been nominated, the Mayor needs to ask for a Certificate (letter) of Authority giving the Mayor permission to collect on their behalf if the mayor wishes to carry out any direct fundraising. If this is the case, the guidance below should be followed
Charity Pots – The labelling needs to have the charity’s;

•
Logos (permission must be sought to use any images or logos from the people or organisation who holds the rights), 

•
Name, 

•
Charity number, and 

•
Address where ‘Registered in England’. 

 If, there are two charities it needs to be clear how the funds are going to be split, e.g. 50/50.  

Pots left in commercial properties – 

Each pot is numbered underneath.  A spreadsheet record is kept of each pot including 

•
The date left at the premises, 

•
Who it was left with i.e. the manager,

•
The date it was collected back in, and by whom

•
Total amount collected

Ideally, they should be chained, and the Town Council hold the key to the lock. If not possible it should be tied to something secure. 

The Mayor needs a letter of authority to collect the pots (and should wear their STC name badge when collecting). 

General notes re cash collected

•
Unsecured cash must not be left unattended i.e. pots must be secured.

•
Charity pots must be brought into the Finance Office at Seaford Town Council to be counted by a Finance Officer. 

•
It must be stored in a secure place if not banked immediately 

•
The full amount must be given to the charity(s) or split in the way advertised if more than one charity.  No deductions from the cash that you receive must be taken.

•
The money will be paid into the Seaford Town Council account and coded to ‘The Mayor’s Charity Funds’ for distribution at the end of the municipal year.

Events organised by others to raise money for the Mayor’s Charities (e.g. Mad Fundraising March) 

In any advertising by a 3rd party, it must state they are raising funds in support of the Mayor’s Charities and the municipal year’ e.g. ‘In support of the Mayor’s Charities 2020/2021’.
Reference:

https://www.fundraisingregulator.org.uk/code/specific-fundraising-methods/collecting-money-or-other-property

For advice on running a raffle/tombola or sweepstake

See the Gambling Commission – Running a Lottery

www.gamblingcommission.gov.uk
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The Seaford Town Mayor and the Seaford Mace: Protocol

The Mace represents the Civic Authority delegated to the Mayor as Chair of the Town Council. This responsibility is delegated to the Deputy Mayor in the Mayor’s unavoidable absence. 

The Seaford Mace was presented in the reign of Elizabeth I, whose Arms it bears on the coronet c.1580. It is silver but pre-dates hallmarking and is approximately 15.5” long.

· The Mace is by custom carried before the Mayor by the Serjeant at Mace at official functions. Such functions may include, Announcement of Royal Accessions, visits by the Lord Lieutenant or High Sheriff, at Mayor-making, Civic Services, other civic functions, church or military Ceremonies, Annual Council Meeting, Town Forum, and Ceremonies involving groups of Mayors and other civic dignitaries.

· The Mace is by custom, laid before the Mayor for regular and extraordinary meetings of the Full Council: on its cradle, with the coronet facing to the right of the Mayor (when facing the room). 

· Meetings of the Full Council may take place without the Mace in an emergency, in alternative premises, or in extremis.
· The Mace may be exhibited in Council premises; or in schools, colleges and other public premises for educational purposes.

· When rested in a Church, the Coronet should face the altar / Cross / platform; OR be vertical, coronet uppermost.

· When the Mace is carried before the Mayor, it should be held by a gloved hand, upright or on the right shoulder coronet uppermost of the Serjeant at Mace or a Council Officer (NOT a Town Councillor). In the presence of the Sovereign the position is reversed (coronet downwards) as the authority then rests in the person of the Sovereign and not in the Mace.

· In the event of announcements / ceremonies following the death of persons within the ‘National and Local Mourning Procedure’ the top (coronet) of the Mace should be draped in a black cloth or have a black ribbon affixed.

The Mace may NOT be used for purposes of commercial advertising, entertainment or party-political advantage.

Care of the Mace: should include secure storage (especially if exhibited), sufficient insurance, cleaning with warm soapy water and not polishes, and handling / carriage with soft cloth or gloved hands.

If the Mace falls into disuse through changes in custom and practice the representatives of the Sovereign should be consulted about its removal to a suitable alternative use.
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Protocol with Key Dignitaries

1) THE LORD LIEUTENANT

1.1 The Sovereign’s Representative

The Lord Lieutenant is the Sovereign’s representative within the County of East Sussex. They take precedence at all official events, which they attend within the County of East Sussex and the City of Brighton & Hove.

1.2 How To Address The Lord Lieutenant

The Civic Office can provide details of the current Lord Lieutenant. The correct mode of address when speaking directly to a Lord Lieutenant is ‘Lord Lieutenant’. They can also be addressed by use of their surname e.g. ‘Mr/Mrs Smith’, or simply ‘Sir/Madam’.

When speaking about or referring to the Lord Lieutenant the usual form of address is ‘The Lord Lieutenant’, e.g. ‘We are delighted to have the Lord Lieutenant (and Consort Name) with us this evening’.

When a formal speech is made by the person presiding over the event they begin, ‘My Lord Lieutenant’ followed by ‘distinguished guests’, (by name or appointment if appropriate) ‘ladies and gentlemen…’

1.3 The Vice Lord Lieutenant and Deputy Lieutenants

When the Lord Lieutenant is represented by the Vice Lord Lieutenant or a Deputy Lieutenant, they should be accorded the same protocol as for the Lord Lieutenant. Please also note that Deputy Lieutenants should not be referred to as Deputy Lord Lieutenant but simply as Deputy Lieutenant.

1.4 Arrival of the Lord Lieutenant at a Mayor of Seaford Event
The Lord Lieutenant will always aim to arrive exactly at the time scheduled, which should be slightly later than for other invited guests (this will be arranged by the Civic Office). It is usual for the Lord Lieutenant to be received at the entrance of the venue by the Mayor of Seaford (or Deputy Mayor in the Mayor’s absence) and escorted by the Mayor of Seaford or another designated person until such time as he leaves the venue. Guests should be asked to rise to receive them in assembled company.
1.5 Seating at a Mayor of Seaford Event
Regardless of whether or not there is a special guest speaker at the event, where seated at table, the Lord Lieutenant is always seated on the immediate right hand of the Mayor of Seaford (or Deputy Mayor in the Mayor’s absence).

1.6 Departure from a Mayor of Seaford Event
The Lord Lieutenant will usually be the first person to leave a formal engagement and on departure they should be escorted from the premises by the Mayor of Seaford (or Deputy Mayor in the Mayor’s Absence). Their departure should be announced by calling the assembled guests to order and then announcing that the Lord Lieutenant is about to depart. 
1.7  The Mayor of Seaford hosted Church Services

Arrangements are to be made by the Civic Office for the Lord Lieutenant to be met at the entrance to the Church and escorted to the front pew on the North side of the Church, or to a high chair if available, with these to be located in front of the first line of pews. Provision will also be made for the Lord Lieutenant’s spouse consort.
The congregation should be invited to rise at the Lord Lieutenant’s entry and upon their departure. The Lord Lieutenant should enter the church immediately before the clergy and withdraw immediately after, with arrangements being made for the Lord Lieutenant to be escorted to and from their seat.

2) THE HIGH SHERIFF
2.1 
The Sovereign’s Representative

The chief representative of the Sovereign in the County is the Lord-Lieutenant. The High Sheriff is also appointed by the Monarch, normally for a period of one year, usually commencing the year of office in March. They take precedence within the County of East Sussex over all but the Lord-Lieutenant (or a Deputy if a Deputy Lord Lieutenant attends in place of the Lord-Lieutenant). The High Sheriff cedes precedence as a matter of etiquette to the Mayor of a town in which an event is taking place. 

2.2
How to Address The High Sheriff
The Civic Office can provide details of the current High Sheriff. The correct mode of address when speaking directly to the High Sheriff is ‘High Sheriff’.  They may be addressed by their name as an alternative. When introducing the High Sheriff, they again should be referred to by that title, e.g., ‘We are delighted to have the High Sheriff, (name) with us’. 
When a formal introduction or speech is made, the Lord-Lieutenant again takes precedence but when he is not present or a Deputy not present then the High Sheriff is first referred to. 
2.3 Arrival of High Sheriff at a Mayor of Seaford Event
The High Sheriff will endeavour to arrive precisely as requested. The Civic Office will arrange to have someone there to greet them. When the Lord-Lieutenant (or a Deputy representing them) is also invited, the High Sheriff will normally arrive before the Lord-Lieutenant or their representative as the protocol is that the Lord-Lieutenant arrives last and leaves first. 

2.4 Seating at a Mayor of Seaford Event
After the High Sheriff is greeted, as arranged by the Civic Office, it is customary to have reserved seating for the High Sheriff and consort and to be escorted to their seats on arrival. 
2.5 Departure from a Mayor of Seaford Event
The High Sheriff will leave when appropriate but not before the Lord-Lieutenant or their representative if he is present. It is customary for someone to escort the High Sheriff from the venue and this will be arranged by the Civic Office. 

2.6  The Mayor of Seaford hosted Church Services

The High Sheriff will leave when appropriate but not before the Lord-Lieutenant or their representative if they are present. It is customary for someone to escort the High Sheriff from the venue and this will be arranged by the Civic Office.
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