We are pleased to submit this entry for the 2010 NACO Civic Office of the Year Award on behalf of Chesterfield Borough Council. 

The submission is in two parts.  Firstly, a résumé of the past year from the Civic office and secondly, a supporting statement from the Mayor, Councillor Keith Morgan, as he particularly wanted to submit his thoughts on the support and guidance he has received during his mayoral year.

Introduction

The Civic Team 2010 consists of:-

Vivien Miller

Executive and Civic Secretary

Sharon Goldthorpe
Members/Civic Assistant

Tony Stacey

Mayor’s Chauffeur/Attendant

Nico Armenante
Sergeant-at-Mace/Relief Chauffeur

Harry Taylor

Relief Chauffeur

Kevin Hickey

Relief Chauffeur

Mary Stead

Twinning Officer

Having only held the post of Executive and Civic Secretary for two years and not coming from a civic background, learning the policy and procedures for civic and ceremonial events was a necessarily rapid and very steep learning curve for the Executive and Civic Secretary. This was an essential start to her role as the Mayor and Mayoress and Deputy Mayor and Mayoress seek frequent guidance on protocol and procedures especially at the beginning of their mayoral years.

Firstly, she had to develop the confidence of the existing staff and encourage them to become a cohesive, dedicated team.  She has been able to rely on their support, initiative and commitment to the increasing number of mayoral engagements.  Many of the engagements involve evening and weekend work and most weeks include all-day working arrangements, all of which have been carried out with the utmost professionalism and discretion.

During the past year the relationships between all members of the civic team have developed to such a point that all are more than willing to help each other either with work or personal related matters.

Innovation 

Being innovative is a daily occurrence as this leads into all aspects of the role within the civic office.  Developing ideas for events and promoting the Mayor’s Charity, engagements that will fall in line with the Mayor’s Theme and above all not only being value for money, but more importantly being of value to the community.  Our submission is evidenced with press cuttings and documents that show the initiatives generated through the civic office and, as a result, raised the profile of the Mayoralty and the Mayor’s Charity within the Chesterfield Borough.

The induction process for the Mayor Elect is usually started immediately in the New Year.  This process involves meetings where amongst the many items discussed are the Mayor’s Charity, Mayor’s Theme and most importantly the process of becoming Mayor.  However due to the heavy workload at the start of the Mayoral year in May and the additional possible problems if the Deputy Mayor is not re-elected to the Council in the elections (also held in May), it was decided to start the induction process for Mayor 2011 in October 2010.

The Deputy Mayor and Mayoress have been carrying out many engagements on behalf of the Mayor and Mayoress which has already given them greater insight into the roles of eventually Mayor and Mayoress.  Discussions have also taken place as to their theme and meetings have already been held with their nominated charity representatives.
Should the current Deputy Mayor not retain his seat at the elections, next year’s Deputy Mayor will become Mayor and a new Deputy found. This eventuality will create much additional work due to the need to induct both Mayor and Deputy from ‘scratch’. Contingency planning is underway for such an occurrence.  

One of the many new innovations was a serious review of engagements and an evaluation process was put in place.  A study of all proposed engagements is carried out to determine their relevance to the Borough, profile of the mayoral theme, charity and supporting the local community.  Those not meeting the requirements are declined thus easing some of the budgetary problems faced by the civic office.  On completion, engagements are analysed to determine what aspects went well and which can be improved on in the future.
The review of the mayoral engagements coincided with giving access to all relevant parties to the electronic mayoral engagement system.  This can now be viewed by the Mayor, Deputy Mayor, chauffeurs and, of course, the civic office staff who maintain overall control.  Each engagement is colour coded for ease of reference so the viewer can immediately see which engagement is for the Mayor or Deputy or has been cancelled or declined. Secondary benefits are a reduction in staff meetings and a more rapid dissemination of any changes affecting, amongst others, the chauffeurs.  Chauffeurs now take a more proactive approach to engagements, very often using their own time and initiative to locate a venue that has not been visited before, especially those outside the Borough.  This information is then shared with the wider team and stored for future use.

A further improvement has been the production of business cards for the Executive and Civic Secretary which are circulated to all event organisers. They are also handed out by the Mayor and Deputy Mayor when approached directly about engagements. This firmly places the civic office as the first point of contact. 

At a more basic level the circulation of contact numbers – office, mobile and home – between all civic office staff has improved communication when unexpected problems occasionally occur outside normal hours.

Promotion

Promotion has been improved by consistently publicising the mayoral events and engagements.  The development of better partnerships with local business leaders and county-wide press editors has lead to greater free publicity and support for the Mayor and the civic office.

The current Mayor decided that his theme for his mayoral year would be “helping those who help themselves”.  It was also his aim to include in his engagements a visit to every place of worship and the society and clubs that are connected with that place of worship.

This reflected the Borough Council’s priorities and Corporate Vision. 

· Lead and empower our community and develop partnership working

· Inspiring Pride

· Aspiring to be the Best

· Working for a safer, cleaner, greener, thriving community

In the past Council initiatives were often rolled out without any significant promotion.  The Mayor and Mayoress are now invited to launch many of these initiatives, which have included Re-cycle WEE – (Waste electrical equipment) and “Cotton for Cotton” (where items of cotton clothing were exchanged for a cotton shopping bag).  This promotion and support of Council initiatives has resulted in other departments and sections making greater use of the services of the Mayor and the civic office.  The news items in the Council’s “Borough Bulletin” and “Our Town” publications are increasing awareness of what other council services are available and give a positive image of the council teams.  

One of the many aims of the civic office is customer satisfaction and a resulting successful event for the organisers.  Greater communication, the development of relationships with event organisers, and the encouragement of visits to the civic office and Mayor’s Parlour, has seen a friendlier, more confident approach by the wider community whatever their background or organisation.   Event organisers now feel that the Mayor belongs to them as a community and that requests for Mayoral or civic representation is more freely available.

Links with the Military and the Royal British Legion have been greatly improved with the Mayor, via the civic office, becoming more involved in supporting them in various ways.

In the case of the military, our local regiment, the Mercians, have strong ties with Chesterfield. 

The 2nd Battalion of the Mercian Regiment recently returned from a gruelling tour of Afghanistan where they lost twelve soldiers.  We monitored their progress throughout the tour and the saddest part of Executive and Civic Secretary’s role was to write letters of condolences, making each one personal, on behalf of the Mayor to the families of those soldiers who did not return.  

As the regiment already has the Freedom of the Borough they were offered the opportunity to exercise their Right of Entry to march through the town as a Home-coming Parade. When they accepted the Executive and Civic Secretary ensured that all interested agencies were involved.  As part of the planning meeting it was necessary to walk the route with a Major from the regiment and the police representative. This had to be carried out whilst it was snowing!  Publicity was organised by involving local television and newspapers and by personally visiting every business on the route around the town advising them of the parade and road closures and possible temporary disruption to their business.  This parade was very well received by businesses with many of them displaying flags and dressing their shop windows in patriotic colours.  Schools were contacted and hundreds of children lined the route along with the residents of Chesterfield who had turned out in their thousands to support the parade.  Local pubs and cafes welcomed the soldiers later in the day after the civic reception.  

The local regimental associations run a shoe-box appeal to send comfort parcels to troops on active service in Afghanistan. The support of the Mayor and Mayoress for this has resulted in the provision of various items.  The staff of the Borough Council responded to an appeal put out by the civic office for items such as toiletries, certain foodstuff and books. A request received from Camp Bastion hospital for towels resulted in a colleague from another department providing a contact at the local hospital laundry who provided towels that would normally be discarded but which met requirements for Afghanistan.  Four thousand towels later, Camp Bastion then appealed for flip flops.  An approach to the manager of a local store was made and flip-flops now surplus (due to England’s failure at the World Cup) were duly despatched to Camp Bastion. The final success was the provision of a very large quantity of tea-bags thanks to the generosity of a local tea merchant.
In the case of the Royal British Legion, the launch of the Poppy Appeal has taken the same format for many years and was losing its impact.  Discussions with the organisers and suggestions from the civic office refreshed the launch significantly.   Through contacts a Town Crier (who donated his services for free) was booked and for maximum impact, the event was moved into the market area of the town during the busy time of Saturday morning when a full market is held.  This resulted in the total money raised by the local branch breaking all previous records.   In past years there annual presentation of long-service awards to poppy sellers was held over two evenings on their own small premises. The Mayor offered the use of the Town Hall as a venue. This was gratefully accepted as was the offer that the Mayor made the presentations. All involved agreed that this adds to the event.   
The Royal British Legion celebrates their 90th Year in 2011 and their close relationship with the civic office prompted them to ask if their 90th celebrations could be held in the Town Hall in April 2011.  A service will be held at the local parish church followed by a parade through the town for a reception in the Town Hall.  

Mayors Cadets

Each year the Mayor is supported by three specially selected cadets, one each from the Royal Air Force, Royal Navy and Army units based locally. They are invited to the Parlour where they meet the Mayor and are presented with a Mayor’s Cadet badge to wear on their uniforms.  At the end of the year they receive a certificate of appreciation and pass on their experiences to the new incoming cadets.  The cadets attend civic events such as the Mayor’s Parade and Remembrance Sunday.  

The Mayor’s cadets were previously little known to the wider community but a two page spread in the local newspaper profiling the cadets and their work has given great publicity to them and the support they give to the mayor.

Twinning
It has been an unexpected busy year for the Mayor and our four twin towns of Yangqang in China, Darmstadt in Germany, Troyes in France, and Tsumeb in Namibia.
A recent visit, at short notice, from the President of Yangqang, China who we have had links with since 1987, tested the resources of the civic office and the twinning officer.  A programme for the day’s visit, to include meetings, a tour of the Borough and an evening reception all had to be put together within a few days.  This event was praised highly by the Chinese Delegation, Members of the Council and the invited guests of our twin town associations.  

The Mayor and Mayoress annually visit our twin town of Darmstadt, Germany where they participate in a “European Weekend” schedule of events along with the visiting Mayors from all of Darmstadt’s other twin towns.  Arrangements are co-ordinated between the Executive and Civic Secretary and the Twinning Officer.

During 2010 the Mayor and Mayoress were also invited to Troyes, France, who we have had links with since 1973.  This was part of their celebrations for UNESCO 40th Arts Festival where schools from Chesterfield took part. 

In November a visit from the High Commissioner of Namibia and his First Secretary was again carried out at relatively short notice.  Their visit to the Mayor’s Parlour was a success as the High Commissioner stated in the Visitors Book “long live the link between Chesterfield and Tsumeb and the First Secretary wrote “Our Home from Home”.

There is an active Tsumeb Association, which is a voluntary organisation maintaining community-based links with Tsumeb, who meet regularly at the Town Hall and carry out fund raising and social events to raise much needed money for projects in Tsumeb.

Publicity

Developing better working relationships with the press and encouraging them to become more interested in the daily workings of the civic office resulted in greater promotion for the mayoral engagements and charity fund raising.

The securing of a weekly column in a local on-line newspaper “The Chesterfield Post” has opened up the mayoralty and Chesterfield to a world-wide audience.  The editor-in-chief has a weekly interview with the Mayor where he reviews his engagements and events.  This on-line newspaper reaches ex-pats around the world who now know what is happening in their former home town of Chesterfield and what the Mayor and Mayoress are doing to promote it.  

The regular local newspaper “The Derbyshire Times” is also a regular reporter on mayoral activities.  Articles with photographs are sent to the paper and this provides information for those people who do not go “on line” to read newspapers.  

The local media, including television stations, are sent a weekly sheet listing details of the mayoral engagements.  The advance notice allows them to attend and report on the events and has, in particular, increased the involvement from the local BBC reporter. This again has increased publicity for the mayoralty. 

Further, inclusion of events in the staff newspaper and the Borough-wide circulated free newspaper “Our Town” has also given more publicity to the mayor. 

The continued update of the Mayoral Webpage, which was launched last year and proved to be one of the first points of reference for organisers and those interested in the history of mayoralty.

Ladies Evenings

At a diary meeting it was suggested that the Mayor and Mayoress hold a networking evening for business ladies of Chesterfield.  These women are business leaders in Chesterfield, who for whatever reason are aware of each other but never meet socially to develop their network.

Over 20 ladies were invited into the Parlour for the evening. These ladies all stated that it had been a resounding success as they and been able to develop a personal contact with like minded business women instead of sitting in formal business meetings or in contact by email.

This has now progressed with the ladies meeting on a regular basis at other locations, which has benefited them and resulted in support for the Mayor’s Charity and local Olympians.

Mayoral Leaflets

Each year the civic office produces a leaflet giving details which details of the Mayor’s Charity. Also developed last year was a leaflet which gives a personal biography of the Mayor and Mayoress, plus a photograph.  This also includes details of the Mayor’s Theme and a brief outline on protocol. These leaflets are distributed widely within the Borough.
Mayor’s Charities

From very early discussions during the current Mayor’s induction process, it was suggested that as part of his charity appeal and as a potential fund raiser, he should count how many cups of tea/coffee he drinks at mayoral functions.  This developed into the Cup Appeal.  Leaflets giving details on how to hold coffee mornings, cake recipes and tea and coffee donated by a local tea merchant were put together in packs for clubs and societies. “Have a Guess” tickets were sold to guess how many cups of tea/coffee the mayor will drink during his year of office.  The amount for tea drunk and the winner will be revealed at the end of his mayoral year.

A local, nationally known, ceramist was commissioned to make a limited edition candle cup to go along with the Cup Appeal.  These have proved to be extremely popular with very few left.
A recent mayoral event was held during Chesterfield Market Festival Week where teams lead by the Mayor and Mayoress took part in a “Bargain Hunt”. This was hosted by the BBC’s Jonty Hearden.  Whilst the Mayor and Mayoress admit they are no experts in the antique world the event generated goodwill amongst the stall holders and not only promoted the Mayor but Chesterfield and its antique market.  Jonty Hearnden was so impressed with Chesterfield and the Mayor’s Parlour that he said he is more than willing to return and even gave us a few ideas on how to raise money for the charity.

Value

This has been achieved by the ongoing development of the Mayoral Handbook for the Mayor and Mayoress and the further development of a separate Deputy Mayor and Mayoress’ Handbook. By careful analysis of all engagements maximum value has been gained in all areas without affecting the performance of the Mayoralty or the quality of engagements.  

Increasing the number of engagements and the development of a mayoral theme for the year resulted in the Mayor and Mayoress becoming wider known and more popular within the Borough and has given the residents of Chesterfield a greater sense of value for money from the role of a civic mayor. 

The civic office is held to a budget covering the mayoral year. In the current financial climate the increasing pressure to provide value for money has tested the civic staff.  Forward planning for events, improving working practices and the continued provision of an excellent service, without exceeding budgets, is a daily challenge.  
Postage is a large expense in any office but within a civic office the amount of correspondence received and requiring a response is immense.  Encouraging the use of emails and electronic posting of engagement forms has cut down on postage.  Organisers have embraced this and started submitting engagement requests electronically.  

Advance planning for events enables many invitations to go out by email and these are composed with response buttons enabling the tracking of replies.

The reduction in printing has helped to reduced costs.  Previously the circulation list for printed engagement sheets was into double figures.  This was reviewed and the list is now mainly emailed. This has reduced the printing to a small number of “hard copies” for those who really need them i.e. the Mayor, Deputy and drivers.  Anyone else who needs to view the engagements can do so electronically.

Efficient use of drivers and cars has also been reviewed.   Where both the Mayor and the Deputy Mayor are out on separate engagements locations are studied to try and use only one car and driver for both journeys.  Those drivers who also work as caretakers are called upon to drive during their normal working hours. This saves on using a separate driver.  

Conclusion
To end this submission we hope we have clearly demonstrated the effort made by all members of the Civic Team to promote the Mayoralty to the wider community and that we have provided enough information to qualify for Civic Office of the Year 2010.  We are a small but dedicated team who do take pride in our commitment to delivering the highest quality service and as is stated in Our Vision Statement

“Inspiring Pride, Aspiring to be the best, Working for safety, cleaner, greener, thriving community”.

Supporting statement from His Worship the Mayor, Councillor Keith Morgan

Civic Office of the Year 2010-2011                      

We do not hesitate to make this nomination because if we do not, then no-one else will do so. This is simply because the Civic Mayoral Team in Chesterfield may sometimes be seen as “detached” from the day-to-day running of the Town Hall public service and few people see what the Mayor and Mayoress see “behind these particular scenes”.

We propose: the Mayor’s Secretary at Chesterfield - Vivien Miller

Service provided to the Mayor and Mayoress

Overall key quality in services provided: Team Leading and Teamwork

a) 
Last minute adjustment to mayoral programme to accommodate the public and liaison with all staff and related partners at all times of the day.

b) 
Commitment, particularly to work out of hours (often across lunchtime, in the evening at our Charity Committee). Attending mayoral functions out of hours on a voluntary basis.  This will often happen in weeks with heavy engagements: Armed Forces Week; Mediaeval Market Week, Market Festival Week and Remembrance. Engagements have reached some 19 or 20 in these weeks so important to the town, and Vivien is behind the smooth running of every single mayoral engagement.

c)
Perception and readiness to explore the role and advise the Mayor on the engagement of the public as outlined in the Mayoral briefing document particularly in the introduction.

d) 
If necessary, support of the Mayor and Mayoress with the appropriate members of the public who regularly visit the parlour and enjoy learning about the town’s heritage.

Service provided to the Council

h) 
Very good liaison with the rest of the Councillors and the Council as a whole as well as continuous and efficient liaison with other Councils, particularly in high profile events.

i) 
A clear understanding that the Mayor’s engagements are of primary importance but the ability to work with the Driving team, the Kitchen Team and the Democratic Services Team if necessary altogether to make the Mayor’s role flow smoothly and efficiently even off-site staff like potential sponsors for the charity or possibly for the Council. This is not an easy matrix because many of these staff are part-time and many also have commitments to other areas of the Council. Vivien has developed an excellent rapport amongst her team and makes it work well for the Mayor.  Much of this is not seen by other staff or councillors.

Service provided to the community 

f)  
A real commitment to community groups, e.g. those linked to the Mayor’s Charity (FairPlay Chesterfield’s Charity for Families with disabled children) - those supporting the disabled, those supporting the distressed and suicidal (Samaritans) but additionally, those supporting the armed forces with which Chesterfield Borough developing firm links with e.g. British Legion, War Widows, Help the Heroes, Army Benevolent Fund, and SAAFA.

g)
Promotion of the Town - a clear understanding of where the town stands in relation to the rest of Derbyshire and regular briefing of the Mayor with regard to involvement (or otherwise) of out of town engagements. (Derby Cathedral; County Civic functions: Mayoral contacts out of County; sometimes, out of the country; County Charity events).

Vivien is currently organising the Charity Gala Dinner, which will be held at a new venue a hotel that has just recently opened in Chesterfield.  She has made the initial contacts, negotiated the menu and all the extras that will be needed on the night.  Already in hand are the table settings, promotion and entertainment all being done outside the normal day to day work.

Finally, I have to stress that it could be argued that some of my comments above do come within the job description but the particular point I make is the efficiency, willingness and enthusiasm with which all the above are carried out. Nothing is ever too much trouble (within the job specification or not); the Mayoralty and its value to the town is of prime importance; and one does get the impression that each successive Mayor does, and will get, the same professional treatment.

Further, it should not go unnoticed that last year via NACO (National Association of Civic Officers) when we entered for the award for the first time ever, Vivien achieved third place - across the country; a considerable achievement.

As I said at the beginning of this reference, very few see what Vivien does behind the scenes: no-one asks me so unless I say something proactively; no-one is likely to find out. The Mayoral Team and the work it does should not be underestimated.

Cllr Keith Morgan

Mayor of Chesterfield     January 2011
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