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GREAT TORRINGTON TOWN COUNCIL 

PROTOCOL FOLLOWING THE DEATH OF A SENIOR NATIONAL FIGURE 

This protocol applies in full or part, upon the death of the following persons: 

The Queen 
The Duke of Edinburgh 
The Prince of Wales 
The Duchess of Cornwall 
The Duke of Cambridge 
The Duchess of Cambridge 
Prince George  
Princess Charlotte 
Prince Louis 
The Duke of Sussex 
The Duchess of Sussex 
The Duke of York 
The Earl of Wessex 
The Princess Royal 
The Countess of Wessex 
The Duke of Gloucester 
The Duchess of Gloucester 
The Duke of Kent 
Prince Michael of Kent 
Princess Michael of Kent 
Princess Alexandra 
The Prime Minister 
Any Former Prime Minister 
The Member of Parliament for the constituency 
A serving Leader or Chairman of the Town Council 
A serving Member of the Town Council                                                                                         

  



Draft V 4 – 25 September 2019 Policy & 03 October Council 

Page 2 of 8 

 

                                            GREAT TORRINGTON TOWN COUNCIL 

This protocol is primarily design to respond to the death of a national figure. To a lesser extent it 

also applies to the death of a local figure. It will be implemented once formal announcement has 

been made of the Death of a senior member of the Royal Family or other national figure.  

1.                                      THE IMPLEMENTATION OF THE PROTOCOL 

ACTION REQUIRED  BY WHOM NOTES 

The Town Council’s mourning Protocol 
will be implemented upon the FORMAL 
announcement of the death of one of 
those listed on page 1 above. 
 
The Town Clerk/Assistant Town Clerk 
will-mail all councillors and officers 
advising of protocol. 

The implementation will 
be authorised by the 
Mayor. In his/her 
absence by the Town 
Clerk and in his/her 
absence the Deputy 
Mayor/Assistant Town 
Clerk.  If none of the 
above is available the 
Chair of Policy and 
Finance will authorise 
the protocol.  

 

 

2.                                                     FLYING OF FLAGS 

ACTION REQUIRED BY WHOM NOTES 

IMMEDIATELY at the request 
of the Mayor/Town Clerk the 
Civic flags will be flown at half-
mast.  

At the Town Hall by the Town 
Crier. In his/her absence the 
Town Council Technical 
Assistants. 

If the death falls on or the period 
of mourning includes St 
George’s Day the flag should be 
replaced by the Union Flag at 
half-mast.  
 
HALF MAST means two thirds 
of the way up the flag pole. 
Flags cannot be flown at ½ mast 
on a flag pole at more than 45 
degrees from vertical.   

APPLICABLE ONLY ON THE 
DEATH OF THE SOVEREIGN: 
 
Proclamation Day is the day 
following the death of the 
Queen. On this day the new 
King/Queen will be 
Proclaimed.  
 
At 11.00 hrs the flag will be 
raised to full mast throughout 
the day, returning to half-mast 
at 13.00 hours the following 
day. 
 

The Town Crier. In his/her 
absence it will be undertaken by 
the Town Council Technical 
Assistants.  

In case of need a new union flag 
(ready to hang) will be kept in 
the right-hand blue cupboard of 
the general office with all the 
other requirements for the 
mourning. 
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Following the death of the 
Sovereign or other members of 
the Royal Family identified in 
the list on page 1, flags will 
continue to be flown at half-
mast until 8.00am on the day 
following the funeral. 
 
For all others identified in the list 
on page 1, flags in Great 
Torrington will fly at half-mast 
on the day of announcement of 
the death. On subsequent days 
the usual local arrangements 
will resume until the day of the 
funeral when they will fly at half-
mast again 
 

 The funeral of the Sovereign will 
take place 10 days after death.  
For other members of the Royal 
Family the days will usually be 
fewer. 

 

3                                                     BOOKS OF CONDOLENCE 

ACTION REQUIRED BY WHOM NOTES 

On the day following the 
announcement of death of the 
Sovereign, The Duke of 
Edinburgh, Prince of Wales, or 
the Duchess of Cornwall, a 
book of Condolence will be 
opened in St Michael and All 
Angel’s Church. 

The Town Clerk, in his/her 
absence the Assistant Town 
Clerk. In the absence of both, 
the Mayor, Deputy Mayor or 
Chair of Policy and Finance will 
arrange for the various books 
to be distributed, and the 
website programme to be 
loaded. 
 

The black landscape book 
covers and paper (500 sheets 
each), will be stored in the 
right-hand blue filing cabinet in 
the general office of the Town 
Council. 
 
Access to the general office 
when closed will be by Key. 
During the week if the café is 
open this should be easy. If not 
then the key holders are listed 
in section 11 below. 

Books of condolence will also 
be offered to the following 
Churches/ places of worship: 
The Holy Family RC Church, 
the Methodist Church, and 
the Baptist Church. 
Consideration will also be 
given to having a book at the 
Plough and Library 

Additional paper will upon 
request be supplied by the 
Town Clerk/Assistant Town 
Clerk.  

Books will be open to the 
public from 09.00hrs to 
18.00hrs each day of the week 
if possible, and until 18.00hrs 
following the day of the funeral. 

The Town Council website will 
also have a book of 
condolence displayed for the 
community to make  
comments on. 
 
 

The location of the books will 
be placed on the local 
Facebook page and the council 
website 

Once completed the individual 
books will be assembled into 
one, along with the website 
comments and sent away to be 
bound before being placed in 
the Museum.  
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A table and chair will be 
required at each venue 
A framed picture of the relevant 
person will be displayed.  

The Town Clerk will offer 
framed pictures and pens.  
 
The venues will be responsible 
for the table and chairs 

The Town Clerk will ensure a 
supply of loose-leaf black 
folders, black edged and hole 
punched paper, black ink pens, 
and framed photos. 

  

ACTION BY WHOM NOTES 

The Mayor will issue a 
statement expressing the 
sadness of the whole 
community and the Town 
Council at the death of X. 
The Mayor will confirm that 
flags should be flown at half- 
mast. He/she will also give the 
locations of the books of 
condolence. If the Mayor is 
aware of any national book of 
condolence on e.g. a Royal 
Website, he/she will mention it.  

The Mayor or if not available 
the Deputy Mayor 

The statement will also be 
placed on the council website 
and local Facebook page. 

A decision will be made 
regarding Civic duties. It may 
be that they are cancelled as a 
mark of respect or that they 
begin with a period of silence. 

Mayor, Town Clerk, Deputy 
Mayor, Chair of Policy 

Decision placed on Council 
website 

 

4.                            EVENTS PLANNED DURING THE PERIOD OF MOURNING 

ACTION BY WHOM NOTES 

Review the programme of 
events and engagements for 
the Mayor and Deputy Mayor 
during the period of Mourning.  
Consider the mood of the 
country and if the planned 
events sit comfortably locally.   

Mayor, Town Clerk Deputy 
Mayor and Chair of Policy 

Depending upon the person 
who has died and the period 
for mourning a discussion may 
be required regarding any 
delay for such events as 
Mayfair. 

 

5.                  PROCLAMATION DAY WHEN THE NEW SOVEREIGN IS ANNOUNCED 

ACTION BY WHOM NOTES 

The Proclamation will be read 
as follows; 
 
By the Mayor at 16.00 hours on 
the day following Proclamation 
Day in front of the Town Hall. 
 

Town Crier/Mayor/Town Clerk The announcement of the time 
and place the proclamation will 
be read will be placed on the 
local Facebook page and 
council website. The steps will 
be placed such that the Mayor 
can address the assembled 
crowd with ease.  
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People present should include: 
The Mayor/Deputy Mayor and 
all Councillors. 
 
Freemen of the Town. 
 
The Town Clerk/Assistant 
Town Clerk 

There may need to be seats 
provided in case anyone 
needs one. 
 
There will not be sufficient time 
for an official Road Closure to 
be granted. However, on such 
an occasion as PROCLAMING 
THE NEW KING/QUEEN the 
community will have to close 
off the town centre with signs in 
South Street at the car park 
entrance and at the entrance to 
the square. For safety there will 
have to be a technical assistant 
at each sign to explain to 
anyone that the road will only 
be closed for a short while and 
why. 

 

6                                                               DRESS CODE 

ACTION BY WHOM NOTES 

A stock of black arm bands and 
rosettes are available from the 
Town Council. Male councillors 
will be expected to wear black 
ties.  
 

There will be a supply provided 
by the Town Clerk/Assistant 
Town Clerk. 

 

On the death of the Sovereign 
the Mayor, Mayoress and 
Deputy Mayor will not wear the 
chains of office. The Badge of 
Office will be attached to black 
ribbon round the neck from the 
day of death until and including 
the day of the funeral of the 
Sovereign. 
Officers to wear black item of 
attire and to wear sombre 
clothing for the duration of the 
mourning period. 

  

 

 

7.                                                       MARKING A SILENCE 

ACTION BY WHOM NOTES 

If the death of the Queen or a 
senior member of the Royal 

Mayor and all councillors 
 

This will require the town 
centre to be closed to vehicles 
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Family is to be marked by a 
period of silence an 
announcement will be made by 
Buckingham Palace. 
 
In this case the Mayor attended 
by the Councillors in their 
gowns will lead the Public 
Silence from the front of the 
Town Hall. The representatives 
from each of the churches will 
be invited to attend. 

 
 
 
 
 
The Town Clerk will arrange for 
notification to take place on 
local Facebook and the council 
website with invitations to the 
local churches 

for a short period. Signs will be 
placed as above for 5 

There will be a need for liaison 
with local Highway department 
and the police. 

The Town Clerk/Assistant 
Town Clerk will make 
arrangements to contact both. 

 

 

8.                                                    LETTER OF CONDOLENCE 

ACTION BY WHOM NOTES 

As soon as possible a letter of 
condolence will be drafted and 
signed by the Mayor and Town 
Clerk 

Town Clerk   

 

9.                                                                 FLOWERS 

It has become tradition that a 
sign of mourning and sympathy 
is translated into the laying of 
flowers.  
Any such flowers will need to 
be managed. They must not be 
allowed to impede traffic of all 
types. They should be 
protected from any disruption 
by the weather. They may 
need tidying each day. They 
should be left in place until at 
least one or two days after the 
funeral. This will depend on 
circumstances at the time. 

The Mayor, Deputy Mayor and 
Chair of Policy will each lay 
flowers at the Town Hall. 
Details of the laying will be 
placed on social media and 
council website. The Assistant 
Town Clerk and Technical 
Assistants will manage the 
floral displays. 
 
If laid in church grounds then 
the relevant church personnel 
will be responsible.   
 
The Mayor in consultation with 
the Town Clerk and others will 
decide when flowers should be 
removed. 

If the Flowers are left at the 
church or places of worship 
then it will be for the 
appropriate people to decide 
how to manage them. The 
Town Council will offer 
assistance. It may be 
necessary for Torridge District 
Council to be involved in final 
disposal. 
Timing of the removal will be 
important. 

   

 

10.                                                           GENERAL 
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This protocol will be reviewed 
and updated every 12 months. 

The Town Clerk Section 11 will be updated in 
May of each year following 
the Annual Meeting 

   

There is no doubt that this 
protocol will not cover 
everything that occurs but it is 
an attempt at having some 
order in a time of confusion and 
managing a response by the 
community. 

The Town Council and local 
places of worship will work 
together to help the community 
come together in the country’s 
period of mourning. 

 

 

11.                                                       LIST OF CONTACTS 

COUNCIL OFFICES, 1st 
FLOOR CASTLE HILL, 
SOUTH STREET, 
TORRINGTON, EX38 8AA 

01805 626135 

  

MAYOR: Miss Keeley Allin Home n/a 
Mobile: 07783 711500  
Email keeley.allin@hotmail.co.uk 

  

TOWN CLERK: Karen 
Chapman 

Home  
Mobile 07890132081 

  

ASSISTANT TOWN CLERK: 
Charlotte Kirby 

Home 01805 625703 
Mobile 07963903371 

  

DEPUTY MAYOR:  
Mr Doug Smith 

Home: 01805 623237 
Email: dougshoots@gmail.com 

  

CHAIR OF POLICY 
Mrs Cathrine Simmons 

 

  

CASTLE HILL KEY 
HOLDERS 

Ian Lovell 01805 626100,           07765593712 
Assistant Town Clerk 07963903371 
The Mayor 07783711500 
Town Clerk 07890132081  
Penny Podmore 01271 858319    07766711124 

  

TOWN CRIER 
Al Mitchell 

Home 01805 624245 
 

  

TECHNICAL ASSISTANT  
Andy Smale 

Mobile 07970460666 
Email andy110smale@gmail.com 

  

TECHNICAL ASSISTANT 
Colin Davis 

Home 01805 624960 
Mobile 07581260635 
Email sollife@btinternet.com 
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BEADLE 
Andy Griffiths 

Mobile 07812505793 
 

  

VICAR OF St MICHAEL’S 
Rev Peter Bevan 
 
Church Wardens 

Home 01805 622166 
Mobile 
Email fr.peter@stmichaelstorrington.org.uk 
 
 
Mrs Christine Foster Tel. 01805 623328 

  

ROMAN CATHOLIC PRIEST  
Father Ralph Candy 

Home 01237 472519 
Email bideford@prcdtr.org.uk 

  

METHODIST MINISTER 
Rev. Richard Blackhall 
 
 
SENIOR STEWARD 
Hilda Harris 

Home 01805 628041 
Mobile 
Email r.blackhall@sky.com 
 
Home 01805 623043 
Mobile 
Email hildaroy44@talktalk.net 

  

BAPTIST MINISTER 
 

Home 01805 625879 
Mobile 
Email 

  

PLOUGH 01805 624624 

  

CHAIRMAN OF TOWN HALL  
Richard Rumbold 

Home 01805 625662 
Mobile 07817 986644 
Email richhel23@hotmail.co.uk 

  

POLICE 
Torrington Police Station 

101 
email torrington@devonandcornwall.pnn.police.uk 

  

DEVON HIGHWAYS My Devon 0345 155 1004 
OUT OF HOURS 0345 155 1008 

  

DEVON COUNTY COUNCIL General enquires 0345 155 1015 

  

DEVON COUNTY 
COUNCILLOR 
Andrew Saywell 

Phone 
Mobile 07886 446560 
Email andrew.saywell@devon.gov.uk 

 

mailto:fr.peter@stmichaelstorrington.org.uk
tel:01805623328

