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2018 CIVIC 

HANDBOOK 

2024 CIVIC HANDBOOK – UPDATED CONTENT 

SECTION SECTION PAGE REVISED CONTENT 

Contents Contents 2-3 Updated contents table including new 

sections and list of appendices 

Preamble N/A N/A Removed from new Civic Handbook 

1.1 and 1.2 History and 

Plymouth Lord Mayor  

Appendix 1 27 Moved to Appendix 1 - History 

1.3 Candidates for Lord 

Mayor/Deputy Lord 

Mayor 

Appendix 2 29 Moved to Appendix 2 – this includes: 

Removal of how the role traditionally 

alternates annually between the 

Conservative and Labour groups (two 

main political groups), to allow for the 

change in political landscape. 

Includes how a Lord Mayor is elected at 

the Lord Mayor Selection Committee, 

including the nomination process and 

that neither the Lord Mayor or Deputy 

Lord Mayor may serve in the cabinet or 

act as Leader of a political party. 

 

1.4 Election of Lord 

Mayor 

1.5 Elliot Terrace 5.13 

Accommodation and 

Appendix 1 

13 and 

27 

Moved to Accommodation section, 

includes Lord Mayoral use of Elliot 

Terrace. 

History of Elliot Terrace moved to 

Appendix 1 

2 Office of Lord Mayor  

2.1 Introduction 

 

2. Role of Lord 

Mayor  

 

4 - 5 

 

 

 

 

 

 

Includes history of Plymouth Lord 

Mayor title. 

Constitutional and Civic roles are 

defined. 

Includes guidance on chairing council 
meetings. 
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2.2 Role of Lord Mayor 

2.3 Role of Deputy 

Lord Mayor 

2.1 Constitutional 

Role 

2.2 Civic Role 

Appendix 3 and 4 

30 - 31 Introduction of Role Profiles for Lord 

Mayor and Deputy Lord Mayor.  

Appendix 3 - The Role of the Lord 

Mayor 

Appendix 4 - The Role of the Deputy 

Lord Mayor. 

 

2.4 Role of Lady 

Mayoress and Consort 

3 Role of Lady 

Mayoress and 

Consort 

6 Removal of word ‘escort’ 

2.5 Civic Support Staff 4 Support for Lord 

Mayor 

Appendix 6  

7 and 

34 

 

Outlines support for Lord Mayor for 

both Civic and Constitutional roles.  

Roles and responsibilities of the staff in 

the Civic Office. 

Appendix 6 – Civic Office support staff 

includes names and contact details. 

 

2.6 Civic Diary and 2.7 

Engagements  

5.1 Civic Diary  and 

5.2 Engagements 

8 - 9 Outlines how engagements are 

considered and how they are prioritised. 

Advises protocol where Lord Mayor 

and Deputy Lord Mayor attend 

simultaneous events. 

Removal of Leader/Cabinet Member to 

attend events where neither Lord 

Mayor nor Deputy Lord Mayor cannot 

attend.  Inclusion of offer to previous 

Lord Mayor.   

2.8 Informal 

Approaches  

5.3 Informal 

Approaches 

9 Content unchanged but moved to 

different section of Handbook. 

2.9 Lord Mayor 

Briefings 

5.4 Lord Mayor 

Briefings  

9 Content unchanged but moved to 

different section of Handbook. 

2.10 Accommodation 5.13 

Accommodation – 

Council House and 

Elliot Terrace 

13 - 14 Includes how accommodation is 

managed and booked. 

Includes how Lord Mayor can book 

overnight stay at Elliot Terrace and 

frequency during their term. 

New section on catering with 

preference on in-house catering to save 

on costs, and how hygiene and allergens 

can be managed safely. 

2.11 Lord Mayoral 

Allowance, Hospitality 

Budget and Special 

7.1 Budget 

Monitoring an and 

7.2 Lord Mayor’s 

20 - 21 

 

Includes updated special function list. 
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Functions and 2.11.1 

Personal Allowances 

Special Function 

Budget 

 

 

 

 

 

 

Includes how budget is monitored and 

by whom, how personal allowances 

(SAR) are paid and what they cover 

2.11.2 Official 

Hospitality Fund,  

2.11.3 Special Functions 

and 

2.11.4 Dinner Parties  

Appendix 9 and  

Appendix 10 

37  

38 

Included within Appendix 9 – Civic 

Budget (example for 2024-25) and 

Appendix 10 – Councillor Allowances 

(2024-25) which include current 

allowances (SRA). 

2.12 Lord Mayor 

Charity  

8 The Lord Mayor’s 

Charity 

22 - 23 This section includes a more in depth 

section on the Lord Mayors Charity 

Committee, more flexibility around the 

dinner the support that will be provided 

by the Civic Office and how the 

accounts are managed. 

2.13 Catering 5.14 Catering 14 Now includes updated information and 

flexibility around in-house catering. 

2.14 Official calls on 

the Lord Mayor 

5.8 Official calls on 

the Lord Mayor 

11 Content unchanged but moved to 

different section of Handbook. 

2.15 Visits outside of 

the City 

5.5 Visits Outside of 

the City, 5.10 Travel 

and the Civic Car 

and Appendix 10 

10, 12 

and 38 

Section updated to advise visits outside 

of the City will be considered on merit. 

Travel section includes how Lord 

Mayor/Deputy Lord Mayor claim 

mileage if travelling outside of City 

boundary without Macebearer and Civic 

car. 

Appendix 10 – Councillor Allowances 

including Travel Expenses 

2.16 Attendance at 

funeral 

5.6 Attendance at 

funeral 

10 Content unchanged but moved to 

different section of Handbook. 

2.17 Royal visits 5.7 Royal visits 10 Order of presentation updated with 

removal of word ‘spouse’ and change 

from Her Majesty the Queen to His 

Majesty the King. 

2.18 Salute taking, 

March pasts etc 

5.9 Salute taking, 

March-pasts and 

Parade Inspection 

11 This section has been updated using 

NACO guidance to include more clarity 

around protocol and the role of the 

Lord Mayor when inspecting parade and 

when and how to take the salute.   

2.19 Lord Mayoral 

Transport 

5.10 Travel and the 

Civic Car, 5.11 

Royal Garden Party 

and Electric Pool 

cars 

12 New section for Travel and Civic car, 

includes guidance on use of the Civic 

car, flag flying protocol for the car, 

other transport options for the Lord 

Mayor and Deputy Lord Mayor and 

what can be claimed as travel expenses. 
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Clear guidance on how travel and 

accommodation is administered for the 

Lord Mayor and Deputy Lord Mayor to 

attend the Royal Garden Party. 

New section on use of electric pool 

cars.  

Also includes reference to revised 

Councillor parking policy. 

2.20 Clothing and 2.21 

Dress Guidance 

6 Chains, Robes, 

Clothing and 

Ceremonial Badges 

and 6.1 Clothing 

15 - 16 Content updated for both male and 

female Lord Mayor and Deputy Lord 

Mayors 

2.21.1 Chains of Office 6.2 Chain of 

Office/Collarettes, 

6.3 Insurance and 

Appendix 8 

16 – 17 

and 36 

Inclusion that Macebearer needs to stay 

close to the Lord Mayor when they are 

wearing the chains. 

Clarity that the Deputy Lord Mayor can 

wear chains at the same time as the 

Lord Mayor when the Lord Mayor 

grants permission (and not just at Civic 

events). 

New section which includes guidance 

should the Lord Mayor or Deputy Lord 

Mayor wish to take the chains home and 

safeguarding and security measures. 

Inclusion of Appendix 8 – Regalia 

Insurance form.  

2.21.2 Ceremonial 

Robes 

6.4 Ceremonial 

Robes 

18 Content unchanged but moved to 

different section of Handbook. 

2.21.3 

Dress/Medals/Badges 

6.5 

Dress/Medals/Badges 

18 - 19 Content unchanged but moved to 

different section of Handbook. 

Other Local Authorities were contacted 

to confirm where more than one 

commemorative badge is held, normal 

practice is to wear only one. 

2.21.4 Astor Diamonds Appendix 1 27 - 28 Moved to Appendix 1 – History.  
Incudes removal of wearing the Astor 

Diamonds as they are now too fragile. 

2.22 Gifts 7.4 Gifts 21 Moved to new section of the Handbook 

under Budget, Allowances and Gifts.  

£25 level confirmed as still being 
correct.  

2.23 Speeches 9.3 Speeches 24  Now included in Induction and Training 

section of the Handbook. This sections 

describes a more robust and detailed 

training and induction for both the Lord 
Mayor and Deputy Lord Mayor for both 

Civic and Ceremonial roles.  
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2.24 Verbal and 

Written protocols and 

2.25 New Initiatives 

N/A N/A Removal from Handbook.  Advice will 

be provided within induction process. 

2.26 Media 9.4 Media and 9.5 

Social Media 

25 Now included in Induction and Training 

section of the Handbook. 

No change to Media section. 

Inclusion of new section on Social 

Media. Advice to follow Councillor 

Code of Conduct.   

Lord Mayor and Deputy Lord Mayor 

will be provided with guidance from the 

Civic Office and Council 

Communications team. 

2.27 

Patronages/Presidencies 

N/A N/A This has been removed from the 

Handbook as they are out of date.  This 

will be included within Lord Mayor 

Induction as these can change annually. 

2.28 Training 9 Induction and 

Training  

23 - 25 Introduction of new Induction and 

Training section. Now included in 

Induction and Training section of the 

Handbook. This sections describes a 

more robust and detailed training and 

induction programme for both the Lord 

Mayor/Deputy Lord Mayor for both 

Civic and Ceremonial roles. 

3 Chairing of meetings 

of Full Council 

2.1and 9.1 

Constitutional Role  

5 and 

23 

Includes detailed expectation of Lord 

Mayor and Deputy role during council 

meetings - their role, responsibilities, 

powers and duties. 

Detail of new Induction and Training 
programme in Section 9, including chair 

training with Head of Governance and 

Monitoring Officer. 

4 Political Neutrality 11 Political 

Neutrality 

26 Content revised, is now clear and 

concise.   

Includes clear guidance for when Lord 

Mayor/Deputy are standing for election.   
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New Handbook Content: 

 

SECTION PAGE NEW CONTENT 

Appendix 5 32 – 33 Example of Civic Events Calendar 

Appendix 6 34 Civic Office Support Staff – names and contact 

details  

Appendix 7 35 Lord Mayor events and engagements.  List 

revised to include Holocaust Memorial Day and 

Remembrance Festival. 

Removal of Fishing Feast and Lord Mayor’s Day. 

Appendix 11 39 Lord Mayor/Deputy Lord Mayor cadet.  Details 

information and selection process. 

Appendix 12 40 Top Tips for newly elected Civic Mayors from 

LGA. 

 


