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Warwick Town Council 

 

Part 1 - Marking the death of the Monarch 

 

Part 2 - Marking the death of a Senior National Figure 

 

Listed below is the process to be followed by Warwick Town Council 

 

 

Part 1 - Marking the death of the Monarch. 

In principle, Warwick town council are to join the county procedures. Warwick district is represented 

as a community in this context. 

 

Out of hours arrangements 

Whatsapp group set up comprising - Town clerk, Assistant Town clerk, Mayor’s secretary, Mayor’s 

chauffeur, Custodian, Finance & Communication officer. 

 

Part 1 – Implementation of protocol 

Wait for a definite announcement e.g., Buckingham Palace or Downing Street NOT social media. 

Lowering flags to half-mast = immediate / simple gesture of respect 

 Union Jack flag to be flown at half-mast by WTC.   

Flag to be at half-mast until 0800hrs on the morning after the funeral – except for Proclamation Day, 

see part 2. 

The union jack should be flown correctly - In the upper corner of the flag nearest the flagpole, the 

wider diagonal white stripe should be above the red diagonal stripe. See image below. 

Sourced from  https://www.college-of-arms.gov.uk/resources/union-flag-

faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown 

 

https://www.college-of-arms.gov.uk/resources/union-flag-faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown
https://www.college-of-arms.gov.uk/resources/union-flag-faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown
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Pause 

Wait for announcements from Palace / Downing Street to ensure next steps reflect wishes of the 

Royal family e.g., books of condolence, messages on websites. 

Consider writing an initial communication to Councillors, Court Leet and staff containing the 

following 

• You will have heard sad news about XX 

• Here’s what we are about to do ……. 

• Include, if relevant, whether any upcoming events will or will not go ahead. 

• If event does go ahead, consider dress code. 

• If not sure about an event going ahead, advise further update will follow in due course. 

• Include information on books of condolence and how to access / where they are located if 

known. 

• In line with national guidance  

• Summary of what we’re doing 

 

Part 2 – Flag Flying 

Flags should go to half-mast on the announcement of the death 

Check official guidance on www.gov.uk after flag has been lowered to half-mast. 

D Day = Flags at Half Mast 

D+1 = Flags at Half Mast until 11am 

D+1 = At 11am Flags flown at Full Mast for the Proclamation   

D+2 = At 1pm Flags return to Half Mast- unless Local Proclamation 

D+2 = Local Proclamation then Flags return to Half Mast 

D+3 until D+11 = At 8.00am day following Funeral Flags return to Full Mast or are removed 

Proclamation Day = day when the new sovereign is proclaimed, likely to be the day after death, may 

slip depending on timing of announcement of death, for example if this is in the evening. 

Proclamation Day = flag to be raised to full mast at 1100hrs until 1300hrs the following day 

At 1300hrs on the day after Proclamation Day, flag to return to half-mast. 

Flag lowered on the day after the funeral at 08.00hrs 

 

http://www.gov.uk/
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Part 3 – Books of Condolence 

Ensure this is in line with the families wishes before continuing. 

Open on the first working day after the day of death 

• Public book of condolence to be opened in Shire Hall, road to be closed in front of building 

to accommodate expected crowds. 

• Consider directing people to an online book of condolence for a member of the royal family  

www.royal.uk 

• Mayor and Town Clerk to go to sign the book of condolence wherever this is located in the 

town. 

• Book of Condolence to be sent to the records office after the Book of Condolence has been 

closed, write to Buckingham palace to the monarchs private secretary to advise this has 

happened. A letter of acknowledgement should be received by the council by the palace. 

• The Mayor’s parlour was opened from 09.30 – 16.30 with an appropriate photo in a frame.  

A white plant was placed on the desk. This was for the Mayor, Councillor’s, Petty officers, 

Court Leet and WTC staff to sign. The Mayor signed first, followed by the Town Clerk, 

Deputy Mayor, Councillors and Court Leet. Book of condolence closed at the end of the 

day, following the day of the funeral. Book of condolence to go to the Records office. 

 

Part 4 – Local events during period of mourning 

PLEASE NOTE - National mourning is different to royal mourning.  

A local ‘event’ could be an opportunity for people to come together after the death announcement. 

Need arrangements in place to gather to mark the keeping of a National Silence 

Flowers to be laid in the Market square, Warwick, exact location to be denoted by the county. 

Mayor laid flowers on the day after the announcement of death, wore black tie and suit. 

Lord Lieutenant and High Sheriff laid flowers twice = on the day after death and on Proclamation 

Day 

 

Part 5 – Cancellation of existing planned events 

From day of death until the day after the funeral; 

Consider types of events and activities which Mayor should host and attend depending on 

mood of the nation. 

Should there be any events, during this time, where Councillors robe – the Mayor and Town 

Clerk will wear black sleeves, gloves, and jabots.   

Mayor’s chain should have black ribbons attached by the pins and have the badge removed. 

Councillors to wear black gloves and male’s black ties.   

Mace to be covered by a black cloth.  This was a black snood and black ribbon. 

The Mayor should make an appropriate announcement at the start of the Council meeting 

holding a two-minute silence.  

http://www.royal.uk/
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 Mayor should write an appropriate letter of condolence to the Private secretary of the new 

monarch at Buckingham Palace. 

Please note cancelled events are not covered by the insurance for specific events individual 

event insurance would need to be taken out 

 

Part 6 – Dos and don’ts 

PLEASE NOTE - National mourning is different to royal mourning.  

No council agendas to be issued in the period of national mourning – meetings effected will 

need rescheduling. 

At night, lights outside the Courthouse to be switched off for the period of national 

mourning. 

At night, lights inside the building to be switched off during the period of national mourning. 

Picture of the Monarch in council chamber to have black ribbon across the corner of the 

picture. 

The Jack needs to have a piece of black material hung from it. 

Liaise with St Mary’s Church for the services they have planned. 

A new picture of the monarch to be sourced in time, official images of the monarch come 

from Michael O’Keefe, mike@royalimages.co.uk 

 

 

Part 7 - Proclamation Day 

Proclamation Day = day when the new sovereign is proclaimed, likely to be the day after death, may 

slip depending on timing of announcement of death, for example if this is in the evening hence the   

“ ? “in the below timings. 

In Warwick the proclamation is read on the steps of Shire Hall by the High Sheriff of Warwickshire. 

Mayor of Warwick, Town Clerk and Mace bearer to join Lord Lieutenant and High Sheriff in Warwick 

for the 13.00 proclamation. 

The Mace is to be covered by a black cloth and to be inverted (turned upside down) when the 

proclamation is read. 

Dress code = robes for the Mayor, Councillors and Court Leet. 

• D+2? County ceremony, where a proclamation may be made, at 13.00. 

• D+2? Cities, Boroughs and Districts ceremony, where a proclamation may be made, during 

the afternoon. 

• D+2? Towns and Parishes ceremony, where a proclamation may be made, in the early 

evening. 

mailto:mike@royalimages.co.uk
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It is not protocol for the national anthem to be started by the official proclamation party, the public 

need to start this. 

Having a microphone / sound system would help the public hear what is happening. 

Recording the proclamation ceremony may be appropriate to document the historical event. 

Mayor & High Sheriff did not lay a wreath at the proclamation. Lord lieutenant, Chief Exec of WCC, 

Chair of WCC laid wreaths of white flowers. 

WTC will not have any further announcements after this. 

 

Part 8 – Dress code  

See part 5 and part 7 

 

Part 9 – Timings and Timetable 

Tricky, be flexible.  

Record the source of the information, date and time it was taken. 

D Day = Date of Death  

D+1 = Proclamation Day (London)  

D+2 = Proclamation Day 

D+? = Middle Sunday – Civic Services 

D4-6 to D9 = Lying in State  

D10 = Date of Funeral 

 

Part 10 – Social media and Websites 

Check www.gov.uk for up to date / accurate information and consistency of message. 

Signpost to links where people can see how the death is being marked.  

• Councils should prepare suitable words to put on the website from the Mayor and Clerk  

• The home page should be overwritten with a black page carrying a portrait of the Queen and 

associated tables below to the Council’s home page and other tabs required during the 

period of mourning. Links to online book of condolence and WTC’s official website  

 

 

 

 

 

http://www.gov.uk/
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Part 2 - Marking the death of a Senior National Figure 

To be used as suggestions to mark death in a range of circumstances. Could include but not limited 

to death of a member of the royal family prime minister or form of prime minister, MP, serving 

Mayor or councillor, significant local figure, tragic event such as terrorist attack, train or aeroplane 

crash. 

For all of the above, the wishes of the family need to be foremost. 

In principle, Warwick town council to join the county procedures. Warwick district is represented as 

a community in this context. 

2. H.M. The Queen  

3. H.R.H. The Prince of Wales  

4. H.R.H. The Princess of Wales  

5. H.R.H. The Princess Royal  

6. H.R.H. The Duke of Edinburgh  

7. H.R.H. The Duchess of Edinburgh  

8. H.R.H. The Duke of Gloucester  

9. H.R.H. The Duchess of Gloucester  

10. H.R.H. The Duke of Kent  

11. H.R.H. Princess Alexandra,     

Hon. Lady Ogilvy 

Out of hours arrangements 

Whatsapp group set up comprising - Town clerk, Assistant Town clerk, Mayor’s secretary, Mayor’s 

chauffeur, Custodian, Finance & Communications officer. 

 

Part 1 – Implementation of protocol 

Wait for a definite announcement e.g., Buckingham Palace or Downing Street NOT social media. 

Lowering flags to half-mast = immediate / simple gesture of respect 

 Union Jack flag to be flown at half-mast by WTC.  

The union jack should be flown correctly - In the upper corner of the flag nearest the flagpole, the 

wider diagonal white stripe should be above the red diagonal stripe. See image below. 

Sourced from  https://www.college-of-arms.gov.uk/resources/union-flag-

faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown 

https://www.college-of-arms.gov.uk/resources/union-flag-faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown
https://www.college-of-arms.gov.uk/resources/union-flag-faqs#:~:text=Flag%20be%20flown%3F-,A.,the%20flag%20is%20upside%2Ddown
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Pause 

Wait for announcements from Palace / Downing Street to ensure next steps reflect wishes of the 

Royal family e.g., books of condolence, messages on websites, charitable donations 

 

Consider writing an initial communication to Councillors, Court Leet and staff containing the 

following. 

• You will have heard sad news about XX 

• Here’s what we are about to do ……. 

• Include, if relevant, whether any upcoming events will or will not go ahead. 

• If event does go ahead, consider dress code. 

• If not sure about an event going ahead, advise further update will follow in due course. 

• Include information on books of condolence and how to access / where they are located if 

known. 

• In line with national guidance  

• Summary of what we’re doing 

 

Part 2 – Flag Flying 

For those numbered 1 to 7 in the list above (a child of a Sovereign or the spouse of a child of a 

Sovereign) flags should go to half-mast on the announcement of the death and continue to be flown 

at half-mast until 08.00 on the morning after the funeral.  

For those numbered 8 to 11 in the list above (a cousin of the Sovereign or the spouse of a cousin of 

the Sovereign) flags should go to half-mast on the announcement of the death. If the announcement 

is made before midday flags should flown at half-mast for the remainder of that day and be returned 

to full mast at 08.00 the following day. If the announcement is made after midday, flags should be 

flown at half-mast on the day of death and on the day following, returning to full mast at 08.00 on 

the day after that.  

For those numbered 8 to 11 in the list above, flags should again be flown at half-mast from 08.00 on 

the day of the funeral until 08.00 on the day after the funeral.  

In all cases, if the funeral takes place on a Saturday and flags cannot be raised to full mast on the 

Sunday, they should be returned to full mast as soon as possible on the next working day 

Check official guidance on www.gov.uk after flag has been lowered to half mast. 

 

 

http://www.gov.uk/
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Part 3 – Books of Condolence 

Ensure this is in line with the families wishes before continuing. 

Open on the first working day after the day of death 

• Public book of condolence to be opened in Shire Hall, road to be closed in front of building 

to accommodate expected crowds if applicable. 

• Consider directing people to an online book of condolence for member of the royal family  

www.royal.uk 

• Mayor and Town Clerk to go to sign the book of condolence wherever this is located in the 

town. 

 

 

 

Part 4 – Local events during period of mourning 

A local ‘event’ could be an opportunity for people to come together after the death announcement. 

Need arrangements in place to gather to mark the keeping of a National Silence if appropriate. 

Flowers to be laid in the Market square, Warwick.  

 

Part 5 – Cancellation of existing planned events 

From day of death until the day after the funeral   

Consider types of events and activities which Mayor should host and attend depending on 

mood of the nation. 

Should there be any events, during this time, where Councillors robe – the Mayor and Town 

Clerk will wear black sleeves, gloves and jabots.   

Mayor’s chain should have black ribbons attached by the pins and have the badge removed. 

Councillors to wear black gloves and male’s black ties.   

Mace to be covered by a black cloth.   

The Mayor should make an appropriate announcement at the start of the Council meeting 

holding a two-minute silence.  

 Mayor should write an appropriate letter of condolence. 

Please note cancelled events are not covered by the insurance for specific events individual 

event insurance would need to be taken out 

 

Part 6 – Dress code  

See part 5  

Part 7– Timings 

Tricky, be flexible.  

http://www.royal.uk/


Updated December 2025  
   

Part 8 – social media and Websites 

Check www.gov.uk for up to date / accurate information and consistency of message. 

Typically, homepage would include an image of the deceased, dates of birth and death. “it is with 

great sadness that WTC learnt of the death of XX” 

Signpost to links where people can see how the death is being marked 

 

Part 9 - Types of funerals 

• State Funeral        HM Queen Elizabeth II 
• Ceremonial Royal Funeral   Diana, Princess of Wales 
• Non-ceremonial Royal Funeral  HRH The Duke of Edinburgh 
• Ceremonial State Funeral   Margaret Thatcher 

 

 

Sources of information; 

NACO guidance on ceremonial response to death, issued July 2024 

 

 

 

http://www.gov.uk/

