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1 Purpose of Report 
 
1.1 The purpose of the report is to present to members a Mayoral Engagement Protocol which will 

be helpful to organisations when requesting the Mayors attendance at events. 
 
2 Background 
 
2.1 It can be suggested that there are three main important roles for a Mayors in today’s society:- 

 A symbol of the town – the Mayor is the First Citizen of Otley 

 A symbol of an open society – the role is open to someone from any class , gender or 
ethnic background 

 An expression of social cohesion – the Mayor can act as a link between the various 
bodies and organisations he or she visits and can feed back the views and concerns of 
the people.  

 
2.2 During the Civic year, the Mayor supports a wide variety of events throughout the area. The 
Mayor receives invitations to all kinds of events and every invitation is considered equally. If the 
Mayor cannot attend a function, the Deputy Mayor may be asked to attend on his/her behalf. 

 
3 Mayoral Engagement Protocol 
 
3.1 A Mayoral Protocol has been developed to assist and inform organisations who may wish the 
Mayor to attend events. The guidelines in Appendix 1 set out the protocol that should be observed 
at events which the Mayor attends in an official capacity. 

 
4 Revenue consequences 
 
4.1 There are no financial implications. 
 
5. Sustainability 

5.1 This report is compliant with the Aalborg Commitments 
 
6 Recommendations 

 
6.1 That Members adopt the Mayoral Engagement Protocol set out in Appendix 1. 



Appendix 1. 

Mayoral Engagement Protocol 
 

Information for Organisers Inviting Otley Town Mayor or Deputy Mayor to 
Events 

 
 
The following provides guidance to organisations on the proper arrangements for the 
visit of the Mayor and/or Mayoress/Consort, or where applicable the Deputy Mayor.  

 
Inviting the Mayor to a function 
To invite the Mayor to a function please complete the Mayoral Engagement Form.  
This can be found online at www.otleytowncouncil.gov.uk  
 
Or write to: 
 
The Mayor's Secretary 
Otley Town Council 
Unit 11 
Orchard Gate 
Otley 
LS21 3NX 
 
Tel 01943 466335 
Email admin@otleytowncouncil.gov.uk 

 
If you have any questions about your mayoral engagement request please contact the 
Mayor's secretary Geraldine Crosby; 

 
In the event the Mayor is approached ‘out of the Town Council office’ to attend functions, the 
organisers should be directed to the Town Council office in the first instance before an 
official reply, to alleviate any double bookings.  
 
All bookings must be made through the Town Mayors secretary Geraldine Crosby. 
 
In order to make the necessary arrangements the Mayoral Engagement form should be 
completed for all requests for a Mayoral visit and returned to the Mayor’s Secretary within 
fourteen days. The Mayors secretary will confirm all bookings. 
 
Parking 
To allow the Mayor to arrive on time we ask you to consider the most suitable parking area. 
The Mayor’s driver must leave the car safely parked in order to escort the Mayor to the 
venue. If parking is restricted, please let us know or suggest a possible alternative. 

 
Arriving at a function 
The Mayor should be met by a representative from your organisation and escorted to the 
event, seat or hall as appropriate. We ask that you arrange for the Mayor to be introduced to 
those at the function and briefed about the order of the proceedings. We also request that a 
representative stays with the Mayor throughout the event.  

http://www.otleytowncouncil.gov.uk/
mailto:admin@otleytowncouncil.gov.uk


 

The Mayor’s Role  
The role of the Mayor is to assist you in celebrating and recognising achievements and 
milestones. As the first Citizen of Otley the protocol should be for the Mayor to formally open 
an event or welcome guests or maybe present awards. Given the numerous and varied 
events each year we appreciate that every function is unique. Please feel free to contact the 
Mayor’s Office if you need to discuss arrangements. If the Mayor is asked to speak then 
background information is always welcome. 
 

How to address the Mayor 
The formal title The Mayor is given irrespective of whether the Mayor is female or male. On 
introducing a female Mayor or addressing her at a function the title “Madam Mayor” is used.  
 
Timing of functions 
To help us plan the Mayor's diary we ask that you give some consideration to the most 
suitable arrival time and the departure time for the Mayor. It may be important for the Mayor 
to arrive just before a formal opening to allow time to get everyone into position or for the 
Mayor to arrive at a specific point during a function. 

 


