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LONDON BOROUGH OF HARINGEY
MAYORAL ENGAGEMENT

Please retain this page for reference

CIVIC PROTOCOL

Please provide information and guidance notes for the Mayor about your function on this protocol form.  The form should be returned to the Mayor’s Office not less than 10 days before the date of the function, together with any additional information regarding the organisation and/or function (ie aims and objectives, brochures etc) which you feel may be of assistance to the Mayor.

NB Submitting this form does not constitute Mayoral acceptance of the invitation.  Please do not assume the Mayor is attending your event until you have received confirmation from the Mayor’s Office.

TITLE AND FORM OF ADDRESS
The correct title for the Mayor is “The Mayor of Haringey” and when the Consort is also present “The Mayor and Consort of Haringey.”  

The correct forms of verbal address are:

The Mayor

Mr Mayor or in the case of a lady, Madam Mayor

The Mayoress
Madam Mayoress or Mayoress




(it is incorrect to refer to the Mayoress as Lady Mayoress)
Consort/Escort
Mr, Mrs, Miss, Ms, followed by name

ARRIVAL
Immediately upon arrival, the Mayor and Mayoress/Escort MUST be met by a responsible official of the organisation and escorted throughout the visit.  At meetings, unless in the Chair, the Mayor is seated on the immediate right of the person presiding.

SPEECHES
If the Mayor is required to take the chair and/or make a speech, suitable notes and background information must be included with this form.  

The telephone number of the Mayor’s Office is: 020 8496 2962
The email address is: mayors.office@haringey.gov.uk . 
The postal address is: 
Haringey Council, Mayor’s Parlour, George Meehan House, 294 High Road, Wood Green N22 8JZ.

                     MAYORAL ENGAGEMENT/ EVENT PROTOCOL FORM
	Name of the event

	

	Date and time of event


	

	Full address of venue

Where possible please keep the facilities well ventilated

Please 

	

	Time Mayor needs to arrive at event and who will greet Mayor at the venue?

	

	Time Mayor is estimated to depart?

	

	Brief details of event, including programme of events


	

	What is the Mayor advised to wear? 
What is the Mayoress or Consort (if attending) advised to wear? 

(lounge suit/day dress, black tie/cocktail dress, evening wear, casual wear?)
	

	Is any special clothing required? (wellingtons, hard hat, etc? - if yes, please ensure you provide these)

	

	
	

	Will the Mayor be invited to propose a toast or speak?  (If yes, please attach suitable notes/briefing or background information)
	

	Time at which you would like the Mayor to speak


	

	Names of people to whom special reference should be made and why


	

	Any other function Mayor will be asked to perform (eg presentation of awards, competition judging etc) 

	

	
	

	Name of your organisation


	

	Name, address and telephone number of organiser (including mobile number and email address) 

	

	Alternative contact name and telephone number(s) in case of difficulty contacting organiser  

(please also include contact details for use on the day of event)  

	

	1. Number of attendees

2. Other speakers

	

	Who are the attendees? (public/business/service providers etc)

	

	Details of any other VIPs being invited.  (NB You must tell us if any other Mayors, Speakers or  Chairs of Council  are being invited)

	

	Names of other Haringey Council councillors and officers attending

	

	Please give details of your organisation’s role, functions and activities (please include any other information which you think would be of interest)

	

	Please set out any particular involvements which your organisation has or has recently had with the Council (eg receiving grants, joint working on services, getting licences, being inspected)

	

	What are the media arrangements?  (NB – You are encouraged to make every effort to secure media coverage for your event)

	

	Will photographs be taken? 
(You may be asked for these to be emailed for use in Mayoral publicity – please let us know if you do not want pictures published) 

	

	Are you issuing a press notice 
(if so, please attach a copy?)

	

	
	

	What type of refreshments, if any, will be provided? 
	

	Please give details of parking arrangements for the Mayor’s car 


	

	
	


Please complete and return to mayors.office@haringey.gov.uk . 
The postal address is: 

Haringey Council, Mayor’s Parlour, George Meehan House, 294 High Road, Wood Green N22 8YX
1

