
 

 

 
FOLKESTONE TOWN COUNCIL 

 
 
 
 
 
 

AGENDA 
 

Meeting: Folkestone Town Council 
Date: 23rd July 2020  
Time: 6.00 p.m.  
Place: Virtual Microsoft Teams Meeting 
 
To: Town Councillors 
 
YOU ARE HEREBY SUMMONED to attend an extra-ordinary meeting of the 
Folkestone Town Council on the date and at the time and place shown above to 
transact the business shown on the agenda below.  The meeting will be open to the 
press and public. 
 
Any member who wishes to have information on any matter arising on the agenda 
which is not fully covered in these papers is requested to give notice prior to the 
meeting to the Town Mayor or Town Clerk. 
 

 
 
J Childs 
Town Clerk 
 
Prayers  
 
 
1. APOLOGIES FOR ABSENCE 
 To receive and approve any apologies for absence. 
 
2. DECLARATIONS OF INTEREST 
 To receive any declarations of either personal or prejudicial interest that 

Members may wish to make. 
 
3. MINUTES 
 To receive the Minutes of Annual Meeting of the Council held on 12th May 

2020 and to authorise the Town Mayor to sign them as a correct record. 
 

Date of Publication:  16th July 2020 
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4. PUBLIC QUESTIONS 
 Up to 15 minutes shall be allowed for written public questions from 

registered electors to be put to the Council in accordance with the Council’s 
approved Standing Orders.  

  
5. MAYOR’S COMMUNICATIONS AND ANNOUNCEMENTS 
 
6. A GUIDE FOR THE MAYORALTY 

A revised Guide for the Mayoralty is presented for the Council’s 
consideration. 

 
7. INTERNAL AUDITOR’S REPORT 

The Internal Auditor’s Report for 2019/20 is attached for the Committee’s 
information. 
 

8. GOVERNANCE AND ACCOUNTABILITY RISK ASSESSMENT AND 
INSURANCE REVIEW 
Report C/20/267 presents the annual business risk assessment and review 
of the current insurance arrangements for the Council’s approval. 
 

9. ALLOTMENTS RULES AND RENT REVIEW 
Report C/20/268 reviews allotments rules and charges for 2021/22 for the 
Council’s approval. 
 

10. TOWN CLERKS REPORT 
 Report C/20/269 is attached for the Council’s approval. 
 
11. SCHEDULE OF PAYMENTS 
 The attached schedule details payments made between 1 April 2020 and 31 

May 2020. 
  
12. BUDGET MONITORING STATEMENT 2020/21 
 The attached statement sets out details of the Town Council’s 

expenditure/income up to the 31 May 2020. 
 
13. WARD GRANTS 
 For information, the attached shows ward grants approved to date by the 

Town Clerk. 
 
14. WARD GRANT BALANCES 2020/21 
 For information, the attached shows ward grant balances available to each 

Councillor as of 31 May 2020. 
 
15. CORONAVIRUS COMMUNITY RESILIENCE GRANTS 

For information, the attached shows coronavirus community resilience 
grants approved by the Town Clerk following consultation with the Town 
Mayor and the 2019/20 Chairman of Finance and General Purposes and 
Community Services Committees.  
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16. TOWN GRANTS 

For information, the attached shows town grants that have been approved 
by the Town Clerk in consultation with the 2019/20 Grant Committee 
Chairman following sending the applications with score sheets to the Grant 
Committee members and the awards being calculated.   
 

17. SMALL PARKS 
The Town Clerk will provide an update on the current position regarding 
Folkestone Town Council officially taking responsibility of 8 small parks on 
40 year leases and the need for approval to sign the deeds once the terms 
of the leases have been agreed.   
 

18. BY-ELECTION 
Following the non-attendance of Dan Brook for six consecutive months, the 
Town Clerk notified Folkestone & Hythe District Council that a casual 
vacancy had arisen.   
 
FHDC have received a valid petition which will trigger an election for the 
casual vacancy.  However, no elections are allowed to take place until 
Thursday 6th May 2021 in line with The Local Government and Police Crime 
Commissioner (Coronavirus) (Postponement of Elections and Referendums) 
(England and Wales) Regulations 2020.  So, unless there is an amendment 
to this regulation in the interim, the poll for this election will not be held until 
the 6th May 2021 if it is contested.  The notice of election will not be 
published until the 29th March 2021 and it is only then that nominations will 
be invited for those people wishing to stand. 

 
19. MEMBERS ATTENDANCE POLICY 

A policy providing additional guidance on the legislation regarding Councillor 
absences is attached for adoption. 

 
20. MATTERS AND RESOLUTIONS FROM OTHER COMMITTEES 

At the personal sub-committee meeting on the 7th July 2020 it was resolved 
at minute 480. Managing GDPR that the Town Clerk prepares a report for 
Full Council advising that the Personnel Sub-Committee’s support Council 
email addresses for members.  Report C/20/270 is attached for the Council’s 
approval. 
 

EXCLUSION OF PRESS AND PUBLIC 
The press and public are to be excluded for the remainder of this meeting 
under Section 1, sub-section 2, of the Public Bodies (Admission to Meetings) 
Act 1960 as publicity would be prejudicial to the public interest by reason of 
the confidential nature of the business. 
 

At the personal sub-committee meeting on the 7th July 2020 it was resolved 
at Minute 482d that the Town Clerk provide an exempt report for Council 
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showing comparisons with other larger Councils.  Report C/20/271 is 
attached for the Council’s consideration. 
 

21. DATE AND TIME OF NEXT MEETINGS 
Thursday, 10th September 2020 at 6pm 
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Folkestone Town Council 
 

MINUTES of the Annual Council Meeting of the Folkestone Town Council held 
virtually via Microsoft Teams Live Event on Tuesday, 12th May 2020 at 6 p.m. 
 
PRESENT:  Councillors Abena Akuffo-Kelly, Ann Berry, Peter Gane, Michelle 
Keutenius, Jonathan Graham, David Horton (from item 1663), Dylan Jeffrey, Nicola 
Keen, Jackie Meade, Connor McConville (voting only from 1667), Tim Prater, 
Belinda Walker and Roger West. 
 
In attendance:  Jennifer Childs (Town Clerk)  
 
Prayers 
Prayers were led by Councillor Ann Berry 
 
Cllr Jackie Meade, the retiring Town Mayor welcomed everyone to the 17th Annual 
Meeting of the Folkestone Town Council and gave a summary of her year as Mayor, 
she felt very honoured and privileged to have been given the opportunity to be Mayor 
in a year when Folkestone had several historic moments including becoming the 
World’s First Music Town, the unveiling of St Eanswythe’s DNA results and the 
friendship agreement with Mechinager in Nepal.  During the year, the Town Mayor 
and Deputy Town Mayor had attended nearly 300 engagements and raised £4,500 
for nominated charities so far with the Art Auction to take place later in the year.  
Also, to be held later this year will be the Mayors Awards Ceremony. 
 
The retiring Mayor described the gifts she had arranged for her Chaplain, Cadet, 
Deputy Town Mayor, Immediate Past Mayor, the Town Clerk and Officers for their 
support during the year. 
 
1662.  ELECTION OF TOWN MAYOR 2020/21 AND DECLARATION OF 

ACCEPTANCE OF OFFICE 
 The Town Mayor, Cllr Jackie Meade, called upon Town Councillors to submit 

their nominations for the election of the Town Mayor of Folkestone for the 
2020/21 municipal year. 

  
 RESOLVED:  That Councillor Michelle Keutenius be appointed Town 

Mayor for Folkestone Town Council 2020/21 until the next Annual 
Meeting and the acceptance of office by her successor. 

  
Proposed:  Councillor Belinda Walker 

 Seconded:  Councillor Nicola Keen 
 Voting:  F: 11, Ag: 0, Ab: 0 
  
 Councillor Michelle Keutenius duly signed and dated the Declaration of 

Acceptance of Office for the Town Clerk. 
 
 Councillor Michelle Keutenius temporarily lost connection to the meeting and 

the Town Clerk requested members appoint a Chairman so the meeting could 
continue. 
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 RESOLVED:  That Councillor Jackie Meade chair the meeting until the 
Town Mayor could reconnect. 

  
Proposed:  Councillor Peter Gane 

 Seconded:  Councillor Roger West 
 Voting:  F: 10, Ag: 0, Ab: 0 
 
 Councillor Walker spoke in support of her nomination of the Town Mayor and 

Councillor Keen spoke as seconder to the motion.   
 
 Councillor Keutenius reconnected to the meeting and as Town Mayor took 

over the chair. 
 

The Town Mayor reported that her charities for the year would be Home Start 
Shepway, Kent Air Ambulance, and the Rainbow Centre. 

 
The newly elected Town Mayor, Councillor Keutenius, then thanked 
Councillors for their kind words of support and moved a vote of thanks to the 
retiring Town Mayor, Councillor Jackie Meade and advised that a gift from 
members would be delivered. 

  
Councillor Keen seconded the vote of thanks to the outgoing Town Mayor and 
Consort and gave a speech on her achievements over the year. 

  
1663. ELECTION OF DEPUTY TOWN MAYOR 2020/21 AND DECLARATION OF 

ACCEPTANCE OF OFFICE 
 The Town Mayor, Councillor Keutenius, called upon Town Councillors to 

submit their nominations for the election of the Deputy Town Mayor of 
Folkestone. 

 
 RESOLVED:  That Councillor Nicola Keen be appointed Deputy Town 

Mayor for Folkestone Town Council 2020/21 until immediately after the 
election of a Town Mayor at the next Annual Meeting of Folkestone 
Town Council. 

 
 Proposed:  Councillor Abena Akuffo-Kelly 
 Seconded:  Councillor David Horton 

Voting:  F: 12, Ag: 0, Ab: 0 
 
 The Town Mayor congratulated Councillor Keen who then signed and dated 

the Declaration of Acceptance of Office for the Town Clerk before thanking 
Town Councillors and the Town Clerk for their support and kind words.   

 
Councillor Akuffo-Kelly spoke in support of her nomination of the Deputy 
Town Mayor; Councillor Horton also spoke in support of the motion. 

   
1664. APOLOGIES FOR ABSENCE 
 Councillor Ray Field gave his apologies as he was attending a funeral out of 

town. 
Councillor Paul Bingham gave his apologies as he was unable to join the 
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virtual meeting due to connection problems but requested he supported all 
resolutions was recorded. 
Councillor Richard Wallace gave his apologies as he was unable to join the 
virtual meeting due to connection problems. 
Councillor Mary Lawes gave her apologies as she was unable to join the 
virtual meeting due to connection problems. 
Councillor Dan Brook was absent. 

 
1665. DECLARATIONS OF INTEREST 
 No declarations were made. 

 
1666. APPOINTMENT OF: 

a) TOWN MAYOR’S CHAPLAIN 
The Town Mayor announced the appointment of Reverend Bob Weldon as 
her Chaplain for the ensuing year.   
b) CONSORT 
The Town Mayor confirmed the appointment of Mr Neil Keutenius as her 
Consort for the ensuing year. 
 

1667. MINUTES 
 The Full Council was asked to receive the Minutes of an Ordinary Meeting of 

the Council held on 16th  January 2020 and the Minutes of an Extra-Ordinary 
Meeting held on the 20th February 2020 and to authorise the Town Mayor to 
sign them as a correct record. 

 
 RESOLVED:  That the Minutes of the Ordinary Council meeting held on 

16th January 2020 and the Minutes of the Extra-Ordinary Meeting held on 
the 20th February 2020 be received and signed as a correct record upon 
amendment to show Cllr Ray Field sent his apologies to the Council 
Meeting on 16th January 2020. 

  
Proposed:  Councillor Roger West 

 Seconded:  Councillor Nicola Keen 
 Voting:  F: 13, Ag: 0, Ab: 0 
  
1668. TOWN MAYOR’S ANNOUNCEMENTS 
 Town Councillors were requested to note the following dates for forthcoming 

Civic Events with the caveat that due to the coronavirus pandemic they may 
have to cancelled: 

   
Battle of Britain Day     15 September 2020 
Dedication of Garden of Remembrance  1 November 2020 
Remembrance Sunday    8 November 2020 
Machine Gun Corps     11 November 2020 
Holocaust Memorial Day    27 January 2021 

 
The events were noted.  
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1669. APPOINTMENTS TO COMMITTEES & SUB COMMITTEES 
  

RESOLVED:  To approve the appointments to Committees and Sub 
Committees schedule for 2020/21 noting Councillor Field would not be 
accepting the seat on the Planning Committee and Cllr Akuffo-Kelly 
would take it.  
Proposed:  Councillor Roger West 
Seconded:  Councillor Abena Akuffo-Kelly 
Voting:  F: 13, Ag: 0, Ab: 0 

 
1690. APPOINTMENTS TO OUTSIDE BODIES 2020/21 
 The Town Council was asked to appoint Councillors to the following outside 

bodies. Councillor Roger West moved the following enbloc: 
 

i. Kent Association of Local Councils (two Councillors) 
 

RESOLVED:  That the Mayor and Deputy Mayor be appointed as 
representative for the ensuing year. 
 
ii. Trustees for the John Bowley and Sherwood Almshouses (three 

Councillors) 
 

RESOLVED:  That Councillors Paul Bingham, Richard Wallace and 
Roger West be appointed as representative for the ensuing year. 
 
iii. Municipal Charities (four Councillors and Mayor) 

 
RESOLVED:  That Councillors Ann Berry, Paul Bingham, Dylan Jeffrey, 
Roger West and Michelle Keutenius be appointed as representative for 
the ensuing year. 
 
iv. Folkestone Town Team (two Councillors) 
 
RESOLVED:  That Councillors Nicola Keen and Mary Lawes be 
appointed as representative for the ensuing year. 
 
v. Folkestone Twinning Association (one Councillor) 
 
RESOLVED:  That Councillor Jonathan Graham be appointed as 
representative for the ensuing year. 
 
vi. Folkestone CLLD  
 
RESOLVED:  That Councillor Ann Berry be appointed as representative 
for the ensuing year. 
 
Proposed:  Councillor Abena Akuffo-Kelly 
Seconded:  Councillor Belinda Walker 
Voting:  F: 12, Ag: 0, Ab: 0  (Cllr McConville’s vote could not be seen) 
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1691. APPOINTMENT OF CHEQUE SIGNATORIES 
 To authorise the signatories on cheque payments as follows: 
 

• Town Mayor, Deputy Town Mayor and serving Past Mayors 
• Chairman and Vice Chairman of Finance and General Purposes 

Committee 
• Chairman and Vice Chairman of Planning Committee 
• Chairman and Vice Chairman of Community Services Committee 

 
RESOLVED:  That the above Councillors be authorised as cheque 
signatories. 
Proposed:  Councillor Nicola Keen 
Seconded:  Councillor Jackie Meade 
Voting:  F: 13, Ag: 0, Ab: 0 
 
It would be necessary to continue with the current signatories on the mandate 
until Committee Chairmen and Vice-Chairmen were appointed and the bank 
has made the necessary changes. 

 
1692. POLICY REVIEW 

In line with NALC guidance, Council was asked to review its policies. 
 
RESOLVED:  To adopt the Council’s policies for 2020/21. 

 Proposed:  Councillor Roger West 
 Seconded:  Councillor Ann Berry 
 Voting: F: 13, Ag: 0, Ab: 0 
 
1693. QUALITY COUNCIL SCHEME 

 The Town Clerk advised that the Regional Accreditation Panel were 
unanimous in their decision to award Folkestone Town Council the Quality 
Gold Award, however, they had one observation about Councillors use of 
personal email addresses.  Councillors thanked the Town Clerk for her hard 
work preparing the application. 
 
RESOLVED:  To not pursue this as it is not mandatory and there would 
be a cost involved in setting up town council email addresses for 
members. 
Proposed: Councillor Roger West 
Seconded: Councillor Tim Prater 
Voting: F: 12, Ab: 1, Ag: 0 

 
1694. PUBLIC QUESTIONS 

In accordance with standing order no.3 written public questions received by 
the Town Clerk not less than seven clear days (excluding weekends and 
public holidays) before the meeting will be put to the Council.  
 
No questions had been received. 
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1695. TREASURY MANAGEMENT REPORT 

 
RESOLVED:  To receive Report C/20/265 and to adopt the Investment 
Policy for the financial year 2020/21. 

 Proposed:  Councillor Jackie Meade 
 Seconded:  Councillor Nicola Keen 
 Voting: F: 13, Ag: 0, Ab: 0 

 
1696. TOWN CLERKS REPORT 
  

RESOLVED:  To receive and adopt Report C/20/266. 
 Proposed:  Councillor Roger West 
 Seconded:  Councillor Belinda Walker 
 Voting: F: 13, Ag: 0, Ab: 0 

 
1697. ANNUAL REPORT 2019/20 

Members duly noted the Annual Report for 2019/20. 
 

1698. CORPORATE PLAN 
 

RESOLVED:  To receive and adopt the 2020/25 Corporate Plan. 
Proposed:  Councillor Roger West 
Seconded:  Councillor Ann Berry 
Voting: F: 13, Ag: 0, Ab: 0 

 
1699. TRAIN STATION ADOPTION 

The Town Clerk advised that Council had been approached by Southeastern 
Railways regarding adoption of Folkestone Train Stations to enable empty 
rooms and spaces to be put to use for the benefit of the local community with 
nominal cost to Council.   
 
RESOLVED: To request that the Town Clerk present a report to the next 
full Council meeting with detail on costs involved and the possible uses 
of any spaces at the stations. 
Proposed: Cllr Abena Akuffo-Kelly 
Seconded: Cllr Ann Berry 
Voting: F: 13, Ag: 0, Ab: 0 
 

1700. SCHEDULE OF PAYMENTS 
  

RESOLVED: That the Schedule of Payments for the period 1 February 
2020 and 31 March 2020 be approved  
Proposed:  Councillor Dylan Jeffrey 
Seconded: Councillor Nicola Keen 
Voting:  F: 13, Ag: 0, Ab: 0 

  
1701. BUDGET MONITORING STATEMENT 2019/20 
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RESOLVED: That the Budget Monitoring Statement to 31 March 2020 be 
approved. 

 Proposed:  Councillor Dylan Jeffrey 
Seconded: Councillor Jackie Meade 
Voting:  F: 13, Ag: 0, Ab: 0 

 
1702. WARD GRANTS 
 A list of ward grants approved by the Town Clerk since 1 February 2020 was 

provided for information and duly noted. 
 
 RESOLVED:  To publicise grants awarded on Social Media and the 

website. 
 Proposed: Cllr Dylan Jeffrey 
 Seconded: Cllr Jackie Meade 
 Voting: F: 13, Ag: 0, Ab: 0 
 
1703. WARD GRANT BALANCES 2019/20 
 A list of ward grant balances available to each Councillor was provided for 

information and duly noted. 
 
1704. BANK RECONCILIATION 

The Bank Reconciliation was duly noted. 
 
Councillor Dylan Jeffrey raised the issue of unpresented cheques being 
cashed years later; the Town Clerk confirmed there was a reserve for 
unpresented cheques and late invoices, but to date it had not been necessary 
to use it. 
 

1705. CORONAVIRUS COMMUNITY RESILIENCE GRANTS 
A list of coronavirus community resilience grants approved by the Town Clerk 
following consultation with the Mayor and Chairman of the Finance & General 
Purposes Committee during the COVID-19 Emergency was provided for 
information and duly noted. Council asked if consultation could be extended to 
the Chairman of Grants Committee as well, the Town Clerk confirmed that 
she would include the Chairman of Grants Committee. 
 

1706. STATEMENT OF INTERNAL CONTROL  
Council was asked to consider the effectiveness of the System of Internal 
Control for the year ended 31st March 2020. 
 

 RESOLVED: That the Statement of Internal Control for 2019/20 be 
approved and signed by the Town Mayor and the Town Clerk. 

 Proposed:  Councillor Jackie Meade 
 Seconded: Councillor Abena Akuffo-Kelly 
 Voting: F: 13, Ag: 0, Ab: 0 
 
1707. ANNUAL GOVERNANCE STATEMENT 2019/20 

Council was asked to consider the Annual Governance Statement for 2019/20 
(Section 1 of the Annual Return for the year ended 31st March 2020). 
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Councillor McConville asked for some assurance that the external auditors 
would be advised that Council have in good faith considered the 
repercussions of the Covid outbreak in terms of our liabilities listed at item 8 
on page 4 of the AGAR as this is valid even after year end.  The Town Clerk 
advised she would reiterate this to the internal auditor so that it would be 
included in his report. 

 RESOLVED: That the Annual Governance Statement for 2019/20 be 
approved and signed as appropriate. 

 Proposed:  Councillor Jackie Meade 
 Seconded: Councillor Peter Gane 
 Voting: F: 13, Ag: 0, Ab: 0 

 
1708. STATEMENT OF ACCOUNTS AND ANNUAL RETURN 2019/20 

Council was asked to approve the Statement of Accounts and Annual Return 
for 2019/20 and the supporting bank reconciliation.   

 
 RESOLVED: That the Statement of Accounts and Annual Return for 

2019/20 be approved and signed as appropriate. 
 Proposed:  Councillor Dylan Jeffrey 
 Seconded: Councillor Nicola Keen 
 Voting: F: 13, Ag: 0, Ab: 0 
 
1709. DATE AND TIME OF NEXT MEETING 
 To be confirmed 
 
  The meeting ended at 7.40pm 
 
 

………………………………………………Town Mayor 
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CIVIC CEREMONIAL 
 

Protocols and Procedures – A Guide for the Mayoralty 
 
 

This Briefing Guide has been prepared to provide general guidance for incoming Town 
Mayors and Deputy Mayors on their roles and procedures whilst undertaking approved 
Town Council and Civic functions. 
 
Reference has been made to “Civic Ceremonial” by Paul Millward the Chairman of the 
National Association of Civic Officers which is generally regarded as the most 
authoritative work on the areas of civic life that it covers.  
 
1. Status and Legal Background 
 
 In accordance with the provisions of the Local Government Act 1972, the Town 

Council is not properly constituted until it has appointed the Town Mayor; therefore 
his/her appointment must be the first item of business at the Annual General 
Meeting each May. 

 
 There is no legal requirement for Town/Parish Councils to appoint a Deputy Mayor 

but given the number of civic duties during the municipal year, most authorities do 
so. 

 
 The Town Mayor and Deputy Mayor must be an elected Councillor of the Council 

and he/she remains in office until the election of his/her successor unless he/she 
resigns, ceases to be qualified or becomes disqualified from holding office with the 
Town Council. 

 
 The Town Mayor is the proper person to represent the Town Council on all 

ceremonial functions within the Town Council’s boundaries or elsewhere. 
 
 The Town Mayor, unless through resignation, disqualification or death, continues 

in office throughout the municipal year and continues in post until the next Annual 
Council meeting when the successor is chosen and the appropriate Declarations of 
Appointment to Office have been signed. 

 
2. Requirements of the Office – Duties and Roles 
 
 As Town Mayor, you are inheriting a role with 700 years of tradition behind it.  

Many things have changed over that time, and there will be changes in the future. 
You should ensure that you preserve the office and hand it on to your successor in 
good standing with the citizens of Folkestone, who over the years pay for the 
office.   

 
It is an extremely high profile role, many of your engagements are likely to be 
covered by local press and photographers, and for many of the people you meet 
that occasion will be something they remember for the rest of their lives.  When 
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you meet organisations, they may well issue press release themselves either to 
local papers or to their own news outlets. 

 
 
 
 Town Mayor 
 

There are three important roles for the Town Mayor:- 
 

• A symbol of the authority – the Mayor is clearly seen as a symbol of the 
Council and its area, with the civic mace, robes and chains of office. 

 
• A symbol of open society – a modern role for the Mayor is that the office 

symbolises an open society with the appointment being made from any 
qualifying Councillor as the Town’s first citizen.  In the past it was common 
practice to appoint on seniority and length of service. 

 
• An expression of Social Cohesion – the many and varied social 

engagements that are undertaken by the Mayor are an expression of giving 
cohesion to life within the town, linking various bodies and organisations as 
he/she visits.  In this way the Council’s aims and objectives can be 
conveyed to those bodies achieving the Council’s social, community, 
educational and economic aims. 

  
Meetings - With regard to full Council meetings, the Mayor, if present, must preside 
and he/she has control of the procedures enforcing good order.  He/she must 
prevent decisions being taken on matters which are not on the agenda, but he/she 
cannot stop discussion on subjects properly on the agenda.  At full Council 
meetings the Town Clerk will sit next to the Mayor and offer advice on any points 
of order or challenges to rulings you give as Chairman. You must chair the Council 
in a fair and balanced way, free from political bias of any kind.   
 
You should be careful when intervening in debates to make speeches even if you 
have strong views on the issue being debated. Many Mayors prefer not to speak in 
debates at all, and although you have the right to speak it is strongly 
recommended that you do so rarely and only when your experience or knowledge 
means you can make a contribution no-one else would be able to make.  If there 
are matters of concern within your ward you could arrange for one of your fellow 
ward councillors to raise them in debate so as to avoid being drawn into any 
political controversy. Otherwise you will need to balance the role of local councillor 
with that of Mayor as best you can.   
 
If you speak on contentious matters too often or too forcefully you may undermine 
the apolitical nature of your office. You should not make comments about other 
members’ speeches. You must make sure that Councillors wishing to speak are 
enabled to do so and try and prevent Councillors from interrupting or breaking into 
general discussion with more than one speaking at a time. If you are concerned 
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about this role, speak to the Town Clerk  as training in chairing meetings can be 
provided. 
 
You do not have any special responsibility as Chairman of the Council for ensuring 
the Council acts legally or with financial probity, that responsibility rests with the 
Town Clerk who has professional indemnity insurance.  If you choose to act 
against the advice of the Town Clerk in your role as Chairman of the Council you 
may be vulnerable to personal challenge, but you are not if you have followed 
officers’ advice and acted in good faith. 
Vote - although you have a vote in any decision it is not usual for the Mayor to 
indicate their intention.   
 
Casting vote – as the person presiding at a Council meeting the Mayor has a 
second or casting vote, in the event of a tied vote you may exercise a casting vote 
(although you do not have to) to determine the matter, in whatever direction you 
feel is right.   However, as Chairman,  presiding at the Annual Meeting over the 
election of an incoming Mayor if there is a tie in the vote for your successor you 
must use your casting vote as by law the Council must elect a new Chairman and 
cannot do any other business until it has done so.     
 

 Convening meetings – in addition to the Council approved annual schedule of 
meetings, the Town Mayor may, on giving three clear working days notice, 
convene the Council and on seven (or in certain cases, 14) clear working days 
may convene a special Town Meeting for the electors of the town.  Where the 
Mayor is not an elector for the town, he/she only has a casting vote for that 
meeting. 

 
 Minutes – full Council minutes must be signed by the person presiding at the next 

Council meeting whether or not he/she is the Town Mayor. 
 
 Standing Orders – the Town Mayor, together with the Town Clerk who is Council’s 

proper officer, is responsible for ensuring that the Council’s Standing Orders are 
observed. 

 
 Signing of documents – subject to the Standing Orders made by the Council, the 

Deputy Town Mayor may represent the Mayor at functions and sign appropriate 
documents in the absence of the Town Mayor. 

 
Annual Assembly – it is a legal requirement that you chair the Annual Assembly of 
the Parish Meeting, which is  a public meeting not a Council one, if you are 
present.  However, the meeting can take place in your absence. 
 
Other Offices – most Mayors have a long history of civic involvement and will have 
held many offices.  Your Mayoral Year should be free from as many other offices 
and involvements as you can make it.  You are unlikely to have significant free 
time to devote to other public duties during your Mayoral Year so you should 
consider very carefully whether you can afford the time to combine holding the 
mayoralty with the leading role in any other organisation.   
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If you are a Magistrate you may wish to talk to the Clerk to the Court for the area in 
which you sit to see how your duties can be organised to avoid clashes.  
 
If you are an officer of a political party, for example Chairman of the constituency 
or ward for your party you should consider passing that role to someone else as it 
is practically impossible for you to operate in such a highly political role while 
simultaneously being the apolitical Mayor of Folkestone.   

  
If you are currently the Chairman of a school governing body or any other public 
organisation it is strongly recommended that you consider divesting yourself of that 
responsibility before you begin your year as Mayor.  Even though a school 
governing body is not a political one per se, if the school were subject to proposals 
to close or merge or be criticised on a performance issue you could quickly 
become embroiled in political controversy which would detract from your Mayoral 
reputation. It is acceptable to carry on as a board member, although you should be 
careful to avoid taking positions on controversial matters while you are Mayor.   

  
If you are a member of another Council you should continue to undertake that role 
but consider avoiding any major positions such as cabinet member or Chairman of 
a Committee.  If you do decide to continue with both the Mayoralty and another 
office on another council you need to be very clear about the boundaries around 
each role declaring interests wherever appropriate, and make sure staff, 
colleagues and the press understand them too.  If there is a highly controversial 
issue before another Council within your ward you should ask a colleague 
councillor to raise it and lead on it for you.  You can support them and vote without 
making high profile public declarations of your position.  If pressed for a position, 
the Town Clerk can assist you with a suitable form of words to demonstrate your 
interest in the issue without compromising your impartiality as Mayor.   
 
You should be careful that any views you express on the business of another 
Council are not attributed to you as Mayor of Folkestone, but only as a member of 
that Council.  Otherwise the press for example may default to describing you as 
the Mayor, and possibly printing a Mayoral photograph from their library alongside 
comments which are not appropriate for you to be making in that role.  

  
Apart from avoiding any political clash, the main consideration in taking up any 
other office is time.  The Mayoral Year is a busy one and you will need to rest from 
time to time.  Additionally, you should consider whether any other role you may 
have would create a difficulty at a specific event.  For example, you could not be 
both Mayor and Parade Marshal for the Royal British Legion as you would have 
two clashing roles at the Remembrance Day observance. Likewise, you cannot 
simultaneously be Mayor and Chairman of Folkestone & Hythe District Council as 
you will not be able to fill both ceremonial roles at major events. 

  
Election Years - elections present a particular challenge to a sitting Mayor, and to 
the same extent a Deputy Mayor.  As a candidate for election you are entitled to 
campaign for re-election, within the rules that normally apply to candidates for 
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public office, but you must not use your position as Mayor to try and steer the 
electorate.   
 
For example, it would be completely unacceptable for you to use a Mayoral 
engagement to make a speech urging people to vote for you, or for any 
candidate(s) you may be supporting. It would be equally wrong to use such an 
occasion to criticise another Councillor or candidates that you are not supporting.  
 
This is not just a matter of mayoral courtesy or tradition, there is law on these 
matters and if you turned Mayoral engagements (or any part of them) into political 
meetings during the purdah period you would be acting unlawfully. Under no 
circumstance should you use a photograph in which you are wearing the Mayoral 
chain or robes, as that would politicise the Mayoralty and be seen as an abuse of 
the office. 

 
  Deputy Mayor – Precedence and Consequences 
 

The Deputy only has a civic legal and royal status in the absence of the Mayor, 
therefore: 

 
• invitations to functions should not be sent to (or solicited by) a Deputy 

Mayor.  The Deputy Mayor should not attend functions in his/her own right, 
but only when deputising for the Mayor. 

 
• all invitations should be sent for consideration by the Mayor (as first citizen) 

and if the Mayor cannot attend, it may be appropriate to “pass down” an 
invitation.  This, however, should not be automatic or necessarily desirable.  
With over 300 civic functions each year, it is inevitable that the Mayor will 
need to decline a proportion of functions to undertake this substantial 
workload. 

 
• when attending civic events at which Folkestone Town Councillors are 

present, the Deputy Town Mayor will head the group of Folkestone Town 
Councillors in appropriate robes. 
 

3. The Demands of Becoming a Town Mayor/Deputy Mayor 
 
 Being a Town Mayor is different to being a Councillor.  Consequently, before 

taking on this demanding role, Councillors should consider the following which will 
be affected during their year in office:- 

 
• The effect of becoming Mayor on family and friends 

 
• The effect on a career or job 

 
• The effect of putting a political career on hold during your term of office 
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• The effect on personal and religious beliefs 
 

• The pomp, circumstance and protocols that are involved 
 

• The effect on non-Council interests 
 

• The effect on the Mayoral partner 
 

• The effect on a Mayor’s relationships with other Councillors 
 

• The effect on the Mayor’s relationships with his/her constituents 
 
4. The Civic Year 
 
 During the civic year, the Mayor supports a wide variety of events throughout the 

area.  The Mayor receives invitations to all kinds of events, functions and 
engagements and each invitation is considered equally.  If the Mayor can not 
attend a function, the Deputy Mayor may be asked to attend on his/her behalf. 

 
 Duties which the Mayor may carry out include: 
 

• Acting as host on behalf of the Council at functions organised by the 
Council. 

 
• Attending functions and engagements in Folkestone, and on occasion 

outside the town, as a ceremonial representative of the Council. 
 

• Undertaking official openings or presentations on behalf of the Council. 
 

• Organising events to raise funds for the Mayor’s chosen charities. 
 

• Representing the Council during Royal, Celebrity or VIP visits to the town. 
 
Consort 
 
The Mayor may choose his/her own escort who can be either a spouse/partner, 
fellow Councillor, family member or friend.  If the escort is female she will be 
referred to as the Mayoress if male he will be referred to as the Consort.  The 
escort is entitled to equivalent respect and dignity whenever accompanying the 
Mayor on Civic Engagements. 
A list of pre-determined civic events is attached. 
 
Chaplain  
 
The Mayor’s Chaplain is a personal adviser and support to you during your 
Mayoralty.    The Chaplain does not have to be Church of England, and, 
depending on the practices of the denomination from which they come might not 
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be an ordained minister.  They will accompany you to Council meetings and other 
major civic events where they will lead Council in prayer. They will advise you on 
ecclesiastical matters such as funerals and other services you may be obliged to 
attend and offer private spiritual counsel should you require it.  If you have no links 
with any church in the Town, the Parish of St Mary & St Eanswythe is the 
recognised Civic Church, and you may wish to speak to the minister there about 
providing a chaplain.  If you are a follower of another faith you should discuss well 
before you begin your Mayoralty with the Town Clerk how the chaplaincy will be 
dealt with, and how you will carry out those parts of your year that require church 
attendance or a Chaplain to lead such as Remembrance Sunday.  Your faith will 
be respected, and you will not be required to perform any public duty that is 
incompatible with it. The same applies if you hold no religious faith.  However, you 
will be expected to attend church services as part of your Mayoral duties. 
 
Civic Dignitaries 
 
This is the term used to describe a list of office holders within and beyond the 
Council who have a traditional role within the life of the Town.  They will be invited 
to all the main civic events in the calendar. 
 
The Lord Lieutenant is appointed by the Queen. They are the Sovereign’s personal 
representative within the County, and when attending in that capacity take 
precedence over the Mayor.  Normally, if the Lord Lieutenant is involved in a civic 
function within the Town they will walk ahead of the Mayor in a procession and if 
the Lord Lieutenant is officially representing the Queen they will arrive shortly after 
the rest of the civic dignitaries have taken their seats and all will stand as they 
enter.   

 
The High Sheriff is also a Crown appointment for the County, this office used to be 
to execute the decisions of courts. This is now handled by the Police for criminal 
matters and bailiffs for civil ones and the office is purely honorific.  The High Sheriff 
is appointed annually and serves one term. 

 
At many civic events, the Chairman of the Folkestone & Hythe District Council may 
attend as may Mayors from other Cinque Ports. The Chairman is a civic dignitary 
and always invited to events. The other town mayors may be invited dependent on 
the type of event.  As a matter of courtesy, mayors from outside the Town of 
Folkestone should not wear chains of office unless you give permission.  As matter 
of courtesy you will normally give this permission, and you may wish to include it in 
the official invitation.  There is some debate in textbooks about civic protocol 
regarding the position of the Chairman of the Folkestone & Hythe District Council 
and the Town Mayor.  Although your title is much older, the Chairman is actually a 
senior civic person within the County, but customarily and as courtesy to the 
ancient office you hold has normally taken second place behind the Mayor on a 
Town ceremonial occasion. 

 
In addition to those mentioned above, the Town creates Freemen of the Town and 
Distinguished Citizens to honour those who have rendered the most distinguished 
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service to the Town and its people.  There is no fixed number of these, and more 
may be created whenever the honour is considered to be merited. Freemen and 
Distinguished Citizens are always invited to civic events and walk behind current 
Councillors.  The other group normally invited and taking precedence behind the 
Freemen and Distinguished Citizens are former Mayors, who have ceased to be 
Councillors.  It is acceptable to ask the most recent past Mayor to represent you if 
the Deputy Mayor is unavailable, and it may be particularly appropriate at the 
funeral of a former employee or dignitary whom they may remember personally. 
 
Support for the Mayor 
 
Day to day support for the Mayor is provided by the Assistant Clerk and the 
Executive Assistant under the direction of the Town Clerk.  The AC is an employee 
of Folkestone Town Council who, as well as carrying out other duties for the 
Council, assists the Mayor during his/her Term of Office. 
 
The AC will arrange an induction meeting with the new Mayor and EA, once 
elected at the AGM, to review the Civic Year, discuss lines of communication, diary 
management, and specific support required.  Each Mayor may have different 
needs or preferences in the way they wish to be supported.   
 
During the Mayoral year, arrangements will be made for an official photograph to 
be taken to hang in the Town Council Offices. 
 
The EA receives invitations for the Mayor via post and email at the Town Council 
Offices, as soon as is practically possible, the Mayor will be notified of the 
invitations.  A programme of confirmed events will be distributed weekly.  On 
occasions the Mayor may be personally approached to attend an event, these 
requests should be directed to the EA in order to avoid any confusion or double 
bookings.  
 
The Mayor should respond whether or not he/she wishes to attend and advise 
whether he/she will be taking his/her escort.  If the Mayor cannot attend he/she 
may request the Deputy Mayor or the Immediate Past Mayor to attend on his/her 
behalf. 
 
Once it has been confirmed who, if anyone, is attending, an appropriate response 
will be sent to the host by the EA, who will also check on any details regarding the 
event, e.g. if a speech or any specific duty is required, dress code, insignia 
preferred, transport, parking arrangements etc. 
 
All correspondence for the Mayoralty is kept in the Town Office, and it is courteous 
of the Mayor to send a letter of thanks to his/her host after the event. 
 
The Town Sergeant will liaise with the Town Clerk, AC and the EA regarding the 
arrangements for Civic Events, carrying out his/her duties as the Council mace 
bearer, Mayor’s driver, caring for the civic regalia and maintaining the civic car.  It 
should be remembered that the Town Sergeant will be collecting the Mayor and 
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their consort from their home addresses, but as with all Council staff, the Town 
Sergeant is responsible to the Town Clerk, not an individual councillor including 
the Mayor. 
 
The Mayor’s Charity 
 
The Mayor’s Charity traditionally raises funds for local charities in Folkestone.  It is 
advisable to choose one main or two/three smaller charities or good causes and 
advise the AC at the induction meeting.  It is common for the chosen charities to 
be announced at the AGM.  The chosen charities will be formally notified by the 
AC and all funds raised at events will by held in the Mayor’s Charity Accounts and 
presented at the end of the year in Office. 
 
Mayor’s Committee 
 
The Mayor should invite two or three volunteers to assist him/her during the Term 
of Office, and chair regular committee meetings, clerked by the AC.  The 
volunteers should be willing to assist the Mayor in organising and attending events 
hosted by the Mayor to raise funds for his/her nominated charities. 
 
During the Mayor’s Term of Office, it is recommended that he/she hold a main 
fundraising event for his/her nominated charities such as a ball, dinner or dance, 
plus two/three smaller events such as; an auction, a concert, quiz or race nights.  
Events must be cost neutral to the Council and be organised through the AC with 
the assistance of the Mayor’s Committee. 
 
Other events may be organised by local organisations, clubs or institutions, with 
proceeds given to the Mayor’s charities, but these should not have an adverse 
effect on the time allocated to the Mayoralty by the AC. 
 
Funds raised for the Mayor’s charities can not be used for any other purpose than 
as a donation to the aforementioned charities, save to cover all reasonable costs 
associated with raising the funds. 
 
Donations 
 
To enable the Mayor to raise funds for charities, the Council relies on local 
businesses to donate prizes to be used at raffles or tombola’s.  Although many 
businesses do support the Mayor’s charities, there are still those who do not wish 
to donate.  The Mayor may feel it is appropriate or necessary to visit local shops or 
businesses to ask for prizes as sometimes a more personal approach is 
preferential. 
 
Cheque Presentation 
 

 The Mayor will announce the total amount raised for his/her charities at the end of 
the Term of Office and may present cheques to the nominated charities at the 
Annual Town Meeting.  The local press are invited to attend.  
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Mayor’s Christmas Fund 

 
 The Mayor automatically becomes the Chairman of the Town Mayor’s Christmas 

Fund.  Letters are sent to local businesses asking for donations to assist the 
elderly citizens of Folkestone around Christmas time.   

 
 The Christmas Fund Committee, comprising of the Mayor, Deputy Mayor, two 

nominated past Mayors and three members nominated from local organisations 
meet once a year to decide on how the funds should be distributed amongst the 
applicants.  The Christmas Fund is administered by the CA. 

 
5. Civic Allowances and what expenses can be met 
 
 The Local Government Act states that: 
 

“A principal Council may pay the Chairman for the purpose of enabling him 
to meet the expenses of his office such allowance as the Council thinks 
reasonable.” 

 
 In addition to these powers many authorities have a separate “hospitality fund”, 

which may be used to: 
 

 “Defray any expenses incurred in the reception and entertainment by way 
of official courtesy of distinguished persons visiting the area of the authority 
and persons representative of, or connected with, local government or 
other public services whether inside or outside the United Kingdom and in 
the supply of information to any such persons” 

 
 Following resolution by the Finance and General Purposes Committee on 21st 

February 2013, with effect from April 2013 Folkestone Town Council will merge the 
Civic Allowances and Mayor’s Expenses into one expense based budget, 
maintained in the office to meet proper disbursements made by the Mayor and the 
Deputy Mayor (when deputising for the Mayor).   

 
Due to the difference between the financial and the municipal year, the Finance 
and General Purposes Committee resolved on 13th June 2013 that the mayoral 
budget be structured to ensure the appropriate amount is apportioned to the 
outgoing and incoming mayors. 

 
 These allowances are used to meet related expenses for the costs of being in 

office including: 
 
 

• Clothing 
• Collections 
• Sending Flowers 
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• Partner’s Clothing 
• Donations to Charities 
• Purchase of Tickets for Mayoralty Events (limited to one guest) 
• Personal Hospitality (inc. drinks, lunches and dinners) 
• One off civic events to meet travel costs or fund raising events tickets 

 
Expenses may not be used for the purchase of raffle tickets. 
 
The Town Clerk, Finance Officer or AC can provide you with updates on 
expenditure you have accumulated against the budget and will alert you if there is 
any risk of overspending.   
 
In the absence of the Town Clerk, the Finance Officer is the next most senior 
member of staff and will stand in at Council meetings and offer advice as required 
there, and privately to you if necessary. 

 
The officer responsible for the overall management of all the staff is the Town 
Clerk, who is also the Responsible Financial Officer.  The Town Clerk may also 
speak at Council or Committee to give information to members of the Council.  
This advice is non-political, and the Town Clerk will not enter into debates.   If the 
Council is about to act outside its powers or agree to expenditure it is not legally 
entitled to make, the Town Clerk must advise the Council accordingly and you 
must allow them to do this. If you follow the advice the Town Clerk gives on points 
of law or procedure you will have a strong defence against any personal 
complaints about your decisions and rulings, as you are required to rely on the 
professional advice of your officers.  The Clerk also represents the Council at a 
wide variety of meetings and often speaks to the Folkestone & Hythe District 
Council Planning or Regulatory Committees on deputation from the Town Council. 
 
Receipt of Gifts - Section 51 of the Local Government Act 2000 requires all 
Councillors including the Mayor to make declarations of any gifts or hospitality 
over the value of £25, whether accepted or declined. 

 
6. Use of the Civic Car 
 
 The Town Council has made budget provision to acquire and maintain a civic car 

to enable the Mayor and Deputy Mayor, where appropriate, to travel to approved 
civic functions, both within the Town and further afield. 

 
The civic car may only be used:- 

 
• to undertake official civic/administrative duties. 
 
• to transport the Mayor, Deputy Mayor, Town Clerk and other civic 

dignitaries where approved.  The vehicle is not to be used for personal use, 
family or friends. 
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• for one event at a time, save in exceptional circumstances it is unlikely that 
the Mayor and Deputy Mayor would undertake separate duties at the same 
time. 

 
• at official duties within the Town’s boundary or within the boundaries of the 

Folkestone & Hythe District.  Functions outside the District boundary are 
only permitted where they relate to specific functions of the Council 
including Royal, Government, Cinque Ports or National Organisations to 
which the Town Council has been formally invited.  This will include National 
organisational events within the historic County of Kent including Cathedral 
events and ones which Folkestone organisations are represented e.g. Girl 
Guides/Scouts/Veterans.  Consequently, other functions outside the District 
boundary are not likely to be approved with the exception of formal events 
in Ashford, Broadstairs, Canterbury and Maidstone. 
 

• when driven by the Town Sergeant or an approved Civic Driver in 
accordance with insurance requirements. 
 

• by the Mayor when both the Mayor and Deputy Mayor may be undertaking 
official duties.  The Mayor will have the use of the civic vehicle and the 
Deputy Mayor would wear badge and make alternative travel arrangements. 

 
• In the event of no Civic Driver being available, the Town Mayor or the 

Deputy Town Mayor may still attend the approved function, but in badge.  
Any travel or disbursement costs will be charged to the Mayor’s 
disbursement allowance. 

 
7. Civic Insignia, Robes, Chain and Mace 
 
 The Town Mayor and Deputy Mayor each have separate robes of office, chains 

and badges.   
 
 The Deputy Mayor may not wear the Mayor’s robes or chain, when undertaking 

civic events but may wear the Deputy Mayor’s civic badge. 
 
 Robes and Chains may only be worn when the Mayor or Deputy Mayor is 

accompanied by the Town Sergeant, or an approved attendant.  
 

The rules governing the civic dress code are as follows:- 
 
Occasion Mayor Deputy Mayor  

with Mayors Approval 
(which should not be 
unreasonably withheld) 

Special and public 
functions connected with 
the Business of the 
Council at which Royalty 

Full Robes/Chain and 
Mace 

Full Robes/Chain  
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is present 
Civic dinners Chain and Robes at 

reception (if requested 
by organising body) 

Chain and Robes at 
reception (if requested 
by organising body) 

Civic Reception Chain or Badge Chain or Badge 
Non civic function within 
the Town at which Royalty 
is present 

Chain (and Robes if 
requested by organising 
body) 

Chain (and Robes if 
requested by organising 
body) 

Non civic event within the 
Town at which Royalty is 
not present 

Chain or Badge Chain or Badge 

Charity meetings, fetes, 
bazaars etc within the 
Town 

Chain or Badge Chain or Badge 

Any function outside the 
Town, subject to meeting 
the guidelines specified in 
Section 6 of this protocol. 

Robes, Chain or Badge, 
as requested by the 
organisers and agreed 
by the Mayor of the 
area, where the function 
is held, subject to 
travelling in the Civic 
Vehicle  

Robes, Chain or Badge, 
as requested by the 
organisers and agreed 
by the Mayor of the 
area, where the function 
is held, subject to 
travelling in the Civic 
Vehicle  

 
In cases where the Mace is out it is normal for all Councillors and the Town Clerk 
to be robed. 
 
The Town Mayor or Deputy Mayor should not wear any civic insignia in another 
Town, District or Parish areas without the express permission of that Council. 

 
When wearing official robes and hats the Mayor/Deputy Mayor (male) should 
remove their hats and females should bow:- 

 
• acknowledging salutes 
 
• during the playing of the National Anthem 

 
• in the presence of a member of the Royal family 

 
• as each section passes the salute 

 
• when the colours pass 

 
It is traditional for outgoing Mayors and Mayoress’ to be given a past 
Mayors/Mayoress badge of office which may only be worn:- 

 
• when the Mayor is in robes at a Council meeting 
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• when the Mayor asks for such badges to be worn 
 

• at invited ceremonial events when robes are worn 
 

• when invited to do so in another authority’s area 
 

8. Town Mayor’s Community Awards 
 

The purpose of the ‘Town Mayor’s Community Awards’ is for the Town Mayor to 
recognise and show his/her appreciation to members of the community who have 
done something particularly noteworthy in Folkestone within their civic year.   
 
Criteria: 
All nominees should: 
• Not be an employee of local government or a Councillor for Folkestone 
• Not be employed to perform a specific role in the community 
• Be an unpaid volunteer in the community 
• Be someone that has given up their own time and without prompting and 

offered to  
help other people or the community 

 
All nominees should also meet one or more of the following criteria: 
• Be someone whose service to the community is worthy of recognition 
• Be someone who deserves recognition for their supreme effort, strength, 

bravery or  
achievement 

• Be someone who has achieved something, which benefits their local 
community or even the whole of the Town. 

 
The Town Mayor will also recognise and show his/her appreciation to one 
organisation that has contributed significantly towards local charitable activities, in 
addition to their normal services for profit. 
 
Reward: 
The recipient(s) will be awarded with a certificate and have their picture(s) 
published in the Community Magazine and recognised via local press and social 
media. 
 
Nominations: 
Nominations for the Awards can be made by the Town Mayor, Town Councillors 
and members of the public by completing a simple Nomination Form. 
All nominations will be considered and agreed at an annual meeting of the Town 
Mayor, Deputy Town Mayor, Town Clerk and AC. 
 
It is suggested that ideally 3 individual and 1 organisation  ‘Town Mayor’s 
Community Awards’ be presented each year, but this be restricted to a maximum 
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of 6 in any one year.  Presentations will be made at the Town Mayor’s last normal 
Full Council meeting, normally in March. 

 
9. Armorial Bearings 
 

The granting of armorial bearings (coat of arms) to the Folkestone Town Council is 
a Royal Privilege, obtained through the College of Arms requiring Her Majesty, the 
Queen’s, approval by order.  The Town Council cannot authorise other persons or 
bodies to use their arms, crest of logos granted by the Royal Sovereign. 

 

 
 

Salubritas et Amoenitas 
 

Delightfulness and Healthiness 
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          Folkestone 
          Town Council  
     
 
 
           
             

       Report Number  C/20/267 
 
To: Full Council 
Date:  23rd July 2020  
Status: Public Report 
 
Responsible Officer:  Town Clerk    
 
Subject: GOVERNANCE AND ACCOUNTABILITY RISK ASSESSMENT 

AND INSURANCE REVIEW 2020/21 
 
 
 
SUMMARY: 
 
This report updates the Governance and Accountability Risk Assessment and 
reviews the current levels of insurance. 
 
REASONS FOR RECOMMENDATION 
 
The Council is asked to agree the recommendations below because: 
 

a) The Council is required to demonstrate that it has considered any risks 
which may affect its business. 

b) The Council must be adequately insured. 
 
RECOMMENDATIONS: 
 

1. To receive and note Report C/20/267 
2. To approve and adopt the Governance and Accountability Risk 

Assessment 2020/21 
3. To approve the Insurance Review and any recommended 

amendments to insurance cover 
 
 
Aims and Objectives – To carry out a business risk assessment and make 
certain that the Council has adequate insurance cover 
 
Financial Implications – The present budget for insurance premiums is adequate 
 
Equal Opportunities – Equal opportunities for all 
 
 

This report will be made 
public on 16th July 2020         
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          Folkestone 
          Town Council  
     
 
 
           
          
         

       Report Number C/20/268 
 
 
 
To:    Full Council 
Date:    23rd July 2020    
Status:    Public Report   
Responsible Officer: Town Clerk   
 
 
SUBJECT: Allotments Rules & Charges 
        
SUMMARY: The report reviews allotments rules and charges for 2021/22.  
 
REASONS FOR RECOMMENDATION:  
 

1) The Council is required to assess the options for allotments rents. 
2) The Council is required to recommend appropriate allotments rental charges 

for 2021/22. 
 
RECOMMENDATIONS: 
 

1) To receive and note report C/20/268 
2) To consider allotment rents for 2021/22  
3) To approve version 11 of the Allotment Rules 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

This report will be made public on 
16th July 2020 
               

Aims and Objectives – FTC actively promotes allotment holding and 
welcomes the current large demand for allotments.  If possible, we seek to 
find new land that is suitable to be turned into allotments to add to our sites 
at Tile Kiln Lane and Park Farm Road. 
 
Financial Implications – None if the status quo is maintained. 
 
Equal Opportunities – All tenants will be treated equally and with fairness.  
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1. Background 
 
1.1 The Community Services Committee completed its four year allotments rental 

pricing strategy in 2015, at which time it conducted a ballot of allotment 
holders to ascertain their preferred level of service and corresponding rental 
charges. 
 

1.2 The ballot results indicated that tenants were clearly in favour of Option D (no 
change to the existing level of service and for the rent to remain at £0.556p 
per m2). 
 

 
2. Current Position 
 
2.1 The table below shows budgeted revenue expenditure/income for the 2020/21 

financial year based on a rent of £0.556p per m2:  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2.2 In 2019/20, the service produced an operating surplus of approximately £190. 

This is an indication of the fluctuating nature of the annual expenditure on this 
service.  It is therefore recommended that the current rental charge is retained 
for next year and continues to be monitored on an annual basis. 
 

3. Rent Review 
 
3.1 Under the Allotments Act 1950 there is no requirement to exact a full fair rent. 

Land let by a council for the purposes of allotment gardening shall be let at 
such a rent “as a tenant may reasonably be expected to pay for the land 
taking into account the proposed letting terms”.   

 

Budgeted Allotments Operating Costs for 2020/21 

Description of 
Cost  

Amount Notes  

Maintenance &  
Utility Charges 
PKF £3,000 
TKL £3,000 

  £6,000 

Includes gates, fencing, hedge cutting and 
grass cutting, drainage, tree crowning and 
clearing, and metered water supply to each 
site. 

Administration   £4,100 Cost of administration of allotments  

Total Cost  £10,100 
 

Less Rents    £9,800 
 

Operating 
Deficit  

     £300 
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3.2 The Council has previously indicated that it does not wish to subsidise the 
allotments service from its precept.  Following its four year strategy, this aim 
appears to have been achieved and therefore no further rent increase is 
recommended at this stage. 

 
4. Allotment Rules 
 
4.1 The costs of clearing allotments after a tenant leaves are currently covered 

within the maintenance charge of allotment rents, i.e. at the cost to all tenants 
reducing the funding available for allotment improvements and essential 
services.  The Allotment Manager met with representatives of the Allotment 
Associations to discuss the increasing number of plots needing clearing after 
a tenant has vacated and it has been proposed that all new tenants are 
required to pay a £50 refundable deposit when they commence their tenancy. 

 
4.2 As Allotment Rules are periodically reviewed, attached to this report is Version 

11 which includes an additional item brought forward by the Allotments 
Manager.  Rule 8.4 - All new tenants will be required to pay a £50 deposit 
which will be returned at the end of the tenancy if the allotment is returned 
cleared ready for a new tenant to occupy. 

 
5. Recommendation 
 
5.1 To maintain the status quo with the rent remaining at £0.556p per m2 but to 

add a refundable deposit for new tenants. 
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1 Definitions and Interpretations 
 

"The Council"     means Folkestone Town Council, and includes any 
committee of the Council, or any allotment officer appointed 
by the Council under the Allotments Acts 1908 and 1950. 

 
"Allotments" means an area of land set aside by the Council, and 

protected by statute, for the purposes of leisure and of 
growing vegetables, flowers and fruit. 

 
"Allotment Tenant"  means any person, 18 years or older and residing within the 

area of Folkestone, who is thereby entitled to rent an 
allotment plot situated within one of the Council's allotment 
sites. 

 
"Allotment Plot"   means an area of land, of various sizes, within each 

allotment site, that is available to rent for an annual sum. 
  
"Allotment Rent"  means the annual charge for renting an allotment plot for 12 

months, from the 1st April to 31st March. This charge is 
reviewed annually by the Council, and any increases will be 
notified in writing prior to invoices being sent. 

 
"Minimum Charge" means the minimum invoice amount that will be issued by the 

Council. 
 
“Tenancy”  The tenancy is a yearly tenancy starting on the 1st of April in 

the year specified in the tenancy agreement.  
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2 Eligibility Criteria and Allocation of Plots 

 
2.1 To be eligible for an allotment a person must be 18 years or older and resident 

within the Town of Folkestone (Allotments Act 1908 Section 23 (1)). 
 
2.2 The Council will supply information regarding available plots, on a site by site 

basis, to allow applicants to visit and inspect potential plots before making a 
decision to confirm their interest in a particular plot.  

 
2.3 When someone confirms their wish to commence a new tenancy, having 

identified a vacant plot and clarified that they are eligible, then they will be asked 
to sign a Tenancy Agreement before being allowed to start work on the plot. 

 
2.4 All allotment plots are let on an as seen basis, there is one waiting list. The 

Council is not able to carry out improvement or clearance works for new tenants. 
 
2.5 When a vacant plot is not available, the Council operates a Waiting List for each 

site.  When a plot becomes vacant the person on the top of a list is given first 
refusal for the tenancy.  People are given two weeks to respond to this offer and if 
no response is received within this time, their name is removed from the waiting 
list.  If they do not wish to or cannot take that plot at that point in time, the Council 
will allow them to defer whilst staying at the top of the list until another plot 
becomes available.  In this instance, the plot will be offered to the next person on 
the list. Where, for example two plots become available at the same time, the 
Council will write to the first two people on the list regarding the two vacant plots 
and these will be allocated on a “first come first served basis”.  

 
2.6 The Council rents out plots of various sizes, and due to the increasing demand for 

allotment plots the Council is splitting a number of larger plots in order to increase 
the availability of space to prospective tenants. New tenants are being restricted 
to being able to rent a plot, according to what becomes available at the time.  
Existing tenants who currently rent more than one plot will not be affected, but will 
not be allowed to increase their holding, or retain this larger number of plots if 
they make an application to change sites. 

 
2.7 Each allotment tenancy will be leased in the name of one person only, even if 

more than one person works on the plot.  There will be no automatic right of 
inheritance. However, the other person can make a representation to the Council, 
before the tenant vacates the plot, seeking the Council’s agreement to take over 
the tenancy.   The Council will consider such representations on a case-by-case 
basis. 

 
2.8 Plot allocation is restricted to the equivalent of two average size (126m2) plots per 

household.  Tenants cannot go back on the waiting list for additional plots.   
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3 Allotment Tenant Responsibilities 

 
3.1 The tenant shall keep their allotment plot in a good state of cultivation, and not 

allow weeds and grass to cause a nuisance to neighbouring plots. (See 6.3). 
 
3.2 Tenants must only use their allotment plot for their own personal use and must 

not use their plot to carry out any business or grow produce for profit. 
 
3.3 The tenant shall not deposit, or permit to be deposited any refuse, rubbish or 

extraneous1 matter on their plot, or any other part of the allotment site. All waste 
from the permitted allotment activities shall either be composted on the plot or 
burnt as outlined in 3.4. 

 
3.4 Bonfires are permitted under certain conditions, which are designed to prevent a 

nuisance being caused to neighbouring residents and other plot holders. Under 
the Environmental Protection Act 1990 it is an offence to cause a nuisance 
through the generation of ‘smoke emitted from premises so as to be prejudicial to 
health or a nuisance’. Therefore, the tenant must conform to the following 
requirements: 

 
 No bonfires are permitted between 1 April and 31 August 
 From 1 September to 31 March, bonfires are permitted on Tuesdays after 

12pm and the first and third Saturday of the month after 12pm. 
 Bonfires must be extinguished, if not burnt out, by dusk. 
 When permitted, only burn when suitable weather conditions permit, to 

avoid causing a nuisance (wind drift etc) 
 When permitted, only burn organic matter and dry vegetable matter that 

has been produced on your own plot. Do not burn material that has been 
given to you from other plots. 

 Do not set fire to massive piles of materials but start with a medium stack 
and add further material in stages. 

 Non-vegetable matter such as plastic, rubber, carpet or roofing felt must 
not be burnt, and flammable liquids such as old sump oil must not be burnt 
or used to light fires. 

 In the event of a reasonable complaint, from another tenant or member of 
the public, regarding a nuisance being caused by the bonfire, then the fire 
must be extinguished immediately. 

 All fires must be contained within an incinerator. No open fires are 
permitted.  

 
3.5 The tenant shall not cause or permit any nuisance or annoyance to any other 

tenant, or obstruct or encroach onto other plots, paths, communal thoroughfares 
and roadways.  

 

 
1 Any matter which is not relevant/essential/pertinent to the use of an allotment.   
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3.6 The tenant shall not, without the written consent of the Council, cut or prune any 
trees growing in a communal allotment area. 

 
3.7 The tenant shall not take, sell or carry away any minerals, gravel or clay from the 

allotment sites. 
 
3.8 The tenant shall not plant conifers or trees that are non-fruiting or have nonedible 

fruits. When planting fruit trees the tenant must use dwarf rootstock.  
 
3.9 The tenant shall not, without the written consent of the Council, plant a hedge or 

install any type of fence around or on their plot (see section 5.11).  
 
3.10 The tenant is permitted to bring dogs onto the allotment site, however, for health 

and safety reasons any such dogs must be kept on a lead at all times. All faeces 
must be removed immediately and disposed of appropriately. Dogs must not be 
allowed to foul neighbouring plots.     

 
3.11 The tenant shall not keep or allow other persons to keep animals or livestock 

(except hens or rabbits, but not cockerels) on their allotment plot. Although it is 
lawful to keep hens or rabbits on an allotment, the Council requests that it is 
advised in writing when this is intended and the tenant will need to demonstrate 
that this can be done in a way that is not detrimental to the health of the animals 
or fish and will not cause a nuisance to other allotment tenants - S12 Allotments 
Act 1950 see also the Animal Welfare Act 2006.. Any structure required to keep 
hens or rabbits on a plot is subject to the provisions of Section 5 of these rules. 

 
3.12 The tenant shall not be permitted to keep bees and beehives on the allotments, 

without the written consent of the Council. The tenant will need to demonstrate 
that they are properly qualified, and that bee keeping will not cause a nuisance to 
other allotment tenants. 

 
3.13 The tenant shall not alter or permit anyone to alter the water supply system on the 

allotments provided by the Council and shall not connect or permit to be 
connected a hose pipe to the water taps. 

 
3.14 Tenants that are elderly or have a disability that makes it hard to carry water to 

their plots may be allowed to use a hose pipe to fill their water butts if they make 
representation to the Council on an annual basis. They must also show that they 
have made attempts to collect rainwater on their plots before they will be allowed 
to do so. 

 
3.15 That tenants could be allowed to use hose pipes to fill their water butts only in dry 

periods of weather during the months of June, July and August when the Town 
Council has permitted this by placing a notice in the Allotments notice boards. 
Provided that a hose pipe ban has not been enforced by the Water Authorities. 
 

3.16 All tenants should be encouraged to install rainwater collection systems. 
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3.17 The Tenancy of an Allotment is personal to the Tenant.  Pursuant to Section 27 
(4) of the Allotment Act 1908, tenants may not assign, underlet or part with 
possession of all or part of their Allotments (including any structure shed or 
greenhouse).  Breach of this rule by any tenant may result in termination of the 
tenancy by the Council. 

 
3.18 The Council reserves its right to change the allotment rules from time to time but 

will make such changes known to tenants in advance in an appropriate manner 
e.g. through the Council’s website, on-site notice board or by letter.  The Council 
will supply a copy of any updated rules, free of charge to any person who 
requests a copy. Tenants will be expected to comply with any rule changes, 
following the consultation and notification process.   

 
3.19 Disputes and Tenant behaviour 
 

3.19.1 Any disputes between tenants should be referred to the Council and the 
decision of the council will be binding on all tenants involved in the dispute 

 
3.19.2 Tenants shall not at any time use offensive language or offensive / 

aggressive behaviour towards other tenants, Council Officers or 
members of the public. The Council shall reserve the right to issue one 
month’s Notice to Quit if this condition is not adhered to. 

 
3.19.3   The Council operates a complaints procedure, and details of this can be 

obtained from the Council, or via the Council website. 
 
3.20 The tenant shall not, without the written consent of the Council, install or resize a 

pond on their plot(s).  Requests relating to ponds on allotment plot(s) will be dealt 
with on a case by case basis.   Factors that will be considered by the Council 
when dealing with such requests are as follows: 

 
 Size of allotment plot 
 Proposed size of pond (max 1.5m & 50cms deep with sloping sides)  
 Proposed location of pond including proximity to communal paths 

and roadways (minimum distance away 2m).  
 Safety and Risks (the tenant must manage the risks to children & 

others that may enter the allotment site including providing signage 
and fencing)  

 Ponds must not be allowed to stagnate.  
 
3.21 The tenant is required when entering or leaving the allotment site to lock the gate 

behind them. 
 

3.22 The tenant will not use sunken baths or tanks for water or any other use. Baths 
being brought onto allotment land will be considered waste and tenants will be 
given notice to remove them. 
 

3.23  Tenants are not permitted or allowed to bring carpets or underlay onto the 
allotment site, or to be used on any allotment plot in any way. 
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3.24 Pesticides, herbicides and inorganic fertilisers can be helpful when clearing and 

cultivating an allotment, however they can also be hazardous and have 
environmental implications.  Council recommends trying to minimise the use of 
pesticides, herbicides and inorganic fertilisers, or reduce the levels of use over 
time.  If using any of the above, tenants must: 

 
a) put up a notice on your plot to advise tenants with Children or Pets to take all 

reasonable care and to ensure that other plots, grass roads and paths, hedges 
and trees are not adversely affected, and make good or replant as necessary 
should any damage occur. 

b) select and use pesticides, whether for spraying, seed dressing or for any other 
purpose whatsoever, so that there is minimal risk to members of the public, 
birds and other wildlife, with the exception of vermin or pests.  

c) follow the instructions for use carefully and comply at all times with current 
pesticide regulations. 

4 Council Responsibilities 
 
4.1 The Council will provide and maintain computerised allotment records in 

accordance with the General Data Protection Regulations.  The Council will 
also provide public access to staff during normal working hours.  The public and 
allotment tenants can also contact the Council via telephone, 01303 257946 and 
via the Council’s website, www.folkestonetc.kentparishes.gov.uk. 

 
4.2 The Council will provide and manage a notice board on each allotment site and 

will permit allotment tenants and societies to use it to display suitable and relevant 
notices. 

 
4.3 The Council will encourage and work with allotment associations and will 

endeavour to attend meetings when requested. 
 
4.4 The Council will promote best practice on all its allotment sites and encourage 

sustainable environmental management. It will seek to make sites accessible and 
useable for all allotment tenants. 

 
4.5 The Council will provide, and maintain in good working order, a water supply to 

every site, with water access points spaced around the site. The Council will 
arrange to have the water supply turned off during the winter months (between 
the beginning of November and late March each year) to protect against burst 
pipes.  Tenants are not permitted to tamper with the main stopcock. Breach of this 
rule by any tenant may result in termination of the tenancy by the Council. 

 
4.6 The Council will assist security by providing boundary fences and/or hedges, with 

lockable access gates at every site. Every tenant, at the start of their tenancy, is 
provided with an access gate key (£10 administration charge required, non-
refundable) for their personal use only. In the interests of maintaining security 
tenants are asked not to make copies for others to use.  All keys provided by the 
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Council remain the property of the Council, and together with any additional 
copies must be returned to the Council when a tenancy comes to an end. 

 
4.7 The Council will arrange for ground maintenance operations to be carried out on 

every site through its Grounds Maintenance contracts. This will include grass 
cutting on all the roads, (but not the small paths between plots) and the boundary 
hedge.  

 

5 Buildings and Structures 
 
5.1 The Council will give permission on receipt of an Allotment Structure Permission 

Request Form for tenants to erect one shed and one greenhouse subject to the 
size of the plot. Greenhouses are to be no larger than 10’0” (3.05m) x 8’0” 
(2.44m) and sheds no larger than 8’0” (2.44m) x 6’0” (1.83m). Written permission 
from the Council is also required to erect any further provision or structure, such 
as poly tunnels and hen houses. Should permission be granted for additional or 
larger structures planning permission may be required.  

 
5.2 The Council’s consent is subject to tenants obtaining any appropriate planning 

permission and compliance with any applicable building control regulations. The 
tenant is liable for any costs in relation to compliance with planning and building 
control regulations. Any liability associated with failure to comply with current 
planning and building control regulations is the responsibility of the tenant. 

 
5.3 All buildings and structures on allotments must only be used in connection with 

the use of allotment plots.  
 
5.4 All such buildings should be maintained in a good state of repair and condition. If 

the Council is not satisfied with the state of repair it may require the tenant to 
remove the shed, green house or structure forthwith 

 
5.5 Buildings and structures must not be installed on a permanent base.  
 
5.6 When a tenancy ceases on a plot, the tenant will be expected to remove their 

buildings and structures from the allotment site before their plot is re-allocated. 
Such buildings, structures or belongings shall be removed by the end of one 
month from the end of the tenancy, unless otherwise agreed with the Council.  
Following the end of this period, any remaining structures on the plot will revert to 
the ownership of the Council and will subsequently be offered for use by the new 
tenant. 

 
5.7 Tenants must not remove, demolish or alter in any way sheds or structures 

provided by the Council and the Council is not liable for loss or damage to any 
contents stored in sheds and structures owned by the Council. 

 
5.8 Tenants are advised not to store valuable equipment and materials in their sheds 

or structures, and should not store petrol, oil, propane/LPG gas, lubricants or 
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other inflammable materials. Any weed killers or poisonous liquids should be 
clearly labelled.    

 
5.9 Tenants are permitted to install compost bins and structures intended for such 

purpose. Tenants are also permitted to erect fruit cages and support structures for 
soft fruit and fruit trees. Barbed wire is not permitted on any allotment plot.  Where 
possible all compostable material should be composted in an agreed compost 
area managed by the Allotment Association and contents burned under a 
controlled environment following receipt of permission from Folkestone Town 
Council. 

 
5.10 Tenants are required to clear any broken glass from their plot and to ensure no 

sheets of glass are stored on the plot, unless they are framed in some way, to 
protect themselves and others from sharp edges. 

 
5.11 The tenant can apply, in writing to the Council, for written consent to allow fencing 

to be erected around his/her plot for the protection of his/her crops, but, the tenant 
must not obstruct any of the paths around the allotment site. Such fencing and 
gates shall:  

 
 Not exceed 1 metre in height 

 Be properly constructed and anchored to the ground 

 Not involve any sharp edges or rusty metal. 

 Not encroach onto paths which should be at least 1 metre wide 

 

5.12  The Council operates a no smoking policy in all shared buildings and structures 
in accordance with the Public Health (Tobacco) Act 2006. Where applicable, 
‘No Smoking’ signs will be displayed in clear view. These signs must not be 
obstructed, tampered with or removed.  

5.13 The Council reserves the right to request the removal of any structures or objects 
that is not in keeping with Allotments Buildings and Structures. i.e. unsightly 
objects not in keeping with the Allotments which cause a nuisance to neighbours 
or neighbouring plot holders. 

5.14 Erection of tents, yurts and other temporary structures, as well as daytime and 
overnight camping, are not allowed on allotment land.   

 
5.15 Motor vehicles may not be parked overnight or deposited on allotment land. 

Caravans, Motorhomes and live-in vehicles are not permitted on any allotment 
land. 

6 Site Management 
 
6.1 The Council will arrange for regular site inspections, to ensure that each site is 

being properly maintained and used. The Council reserves the right to access any 
plot or structure in order to carry out these inspections. 
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6.2 The site inspections will include checking on the performance of the Council’s 

Grounds Maintenance contractor, the cultivation of plots, the condition of site 
boundaries and identifying any other problems that the Council needs to resolve. 
It is also an opportunity for Council officers and members to meet allotment 
tenants, and to receive feedback. 

 
6.3 Given the high demand for allotment plots the Council wishes to avoid plots being 

left uncultivated for lengthy periods, especially during the main growing season. 
However, the Council recognises that cultivation practices can vary during the 
seasons, and has prepared the following definition to help tenants understand 
what the Council is expecting: 

 
 A minimum area equal to 80% of the total plot should be cultivated and in 

active use during the main growing season (March to September) 
 The Council will accept that space can be taken up by raised borders and 

internal paths, provided the minimum cultivation area is obtained. 
 Fruit trees are allowed (see section 3.8), but it is not acceptable to turn a 

plot into a fruit orchard, with fruit trees planted on grass. The minimum 
cultivation rule is still expected. 

 The Council will allow new tenants a reasonable period of time to reach 
these standards, especially if they have taken over a plot in poor condition. 

 
6.4 Any site problems should be reported to the Council as soon as possible. 
 
6.5. If it appears to the Council that the plot has not been cultivated, the tenant will 

receive a non cultivation letter giving them 14 days to respond. A maximum of two 
non cultivation letters will be sent to the tenant within a 12 month period, if after a 
reasonable period of time the plot is still uncultivated the Council shall reserve the 
right to issue one month’s Notice to Quit.  

 
6.6 Due to the coronavirus pandemic there are strict rules set down by Government 

regarding hand washes and social distancing that Council must ensure its tenants 
adhere too, tenants are therefore expected to regularly check the allotment 
noticeboards for updates and additional rules not covered within this document 
that must also be obeyed. 

7 Termination of Allotment Tenancy Agreements 
 
7.1 Tenants will have many reasons to terminate their tenancy agreement, but the 

Council requires confirmation of the cancellation in writing, giving a minimum of 
one month’s notice. The Council will not refund any rent paid in that year when 
the cancellation is at the request of the tenant. 

 
7.2 The Council reserves the right to terminate an allotment tenancy via one month’s 

written Notice To Quit pursuant to Section 30 (2) of The Allotment Act 1908 if: 
 

7.2.1 Allotment rent is in arrears for 40 days or more (whether formally 
demanded or not); or  
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7.2.2 It appears to the Council that the Tenant of an allotment, after the 

commencement of the tenancy thereof; is resident outside the Town for 
which the allotments are provided.  

 
7.2.3 It appears to the Council, not less than three months after the  

commencement of the tenancy thereof, the Tenant is not duly observing 
the rules affecting the allotment plot/site (The Allotment Act 1908 
Section 28), or any other term or condition of his/her tenancy.  

 
7.3 The Council will initially write to any tenant, where it is considering cancelling a 

tenancy agreement, explaining the reasons for its concern and asking the tenant 
for an explanation. Sometimes a plot is not being cultivated due to illness, and the 
Council will take this into account, and not be unreasonable. A written Notice To 
Quit will only be issued after all reasonable efforts to resolve the issue have been 
unsuccessful. 

 
7.4 In extraordinary circumstances, the Council may be required to cancel or 

temporarily suspend some tenancy agreements, where the land is required or 
appropriated under statutory provision, or for purposes for providing new services 
such as roads or sewers, building, mining or any other industrial purpose. In such 
unusual circumstances the Council shall give tenants 3 months notice in writing 
pursuant to Section 1 of the Allotments Act 1922.  In all other circumstances 
the Council shall give tenants 12 months written Notice To Quit expiring before 6th 
April or after 29th September in any year. 

 
7.5 The tenancy of an allotment plot shall, unless otherwise agreed in writing, 

terminate two months after the death of the tenant. 
 

8 Charges 
 
8.1 At the end of January each year tenants will be sent an invoice in advance for 

allotment rent and a Tenancy Agreement covering the forthcoming year - 1st April 
to 31st March. Invoices are on a strict 30 day payment term, should full or partial 
payment (if paying quarterly) not be received within this time frame it will be 
assumed that a new tenancy is not required and the plot will be offered to 
someone on the waiting list.  New tenants starting during this year will initially be 
sent a reduced invoice, covering the period from their start date until the 31st 
March. After that they will receive the annual invoice in January.   

   
8.2 The Council reviews its allotment charges on an annual basis, as part of its 

budget setting process, and tenants are then written to in January, giving them 3 
months notice of the introduction of any new allotment charges.  

 
8.3 Tenants wishing to pay allotments charges quarterly can do so only if they apply 

to the Council in writing; however they will be required to pay an administration 
charge of £10 per annum, unless otherwise agreed in writing, paid in advance 
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with the first quarters rent. The tenant is reliable for keeping up with his/her 
payments. See section 7.2.1 for rent arrears.  
 

8.4 All new tenants will be required to pay a £50 deposit which will be returned at the 
end of the tenancy if the allotment is returned cleared ready for a new tenant to 
occupy. 

 

9 Change of Address and Notices 
 
9.1 Tenants should immediately inform the Council, in writing, of any changes in their 

contact details. Tenants will be required to surrender the tenancy of their plots if 
their new address is outside the town boundary, save in exceptional 
circumstances. 

 
9.1 Notices to be served by the council on the tenant may be: 

 
a) Sent to the Tenant’s last known address in the Tenancy agreement (or 

notified to the Council under these rules) by first or second class post, 
registered letter, recorded delivery or hand delivered', or 

 
b) Served on the Tenant personally or 

 
c) Left on the Allotment plot 

 
9.1 Notices served under sub-paragraph a) above will be treated as properly served 

even if not received as a notice sent by post is presumed (subject to the contrary 
being proved) to have been received when the letter would ordinarily be delivered 
in ordinary course of post; Interpretation Act 1978 Section 7.    

 
 
 
If you have any queries about these rules please contact the Allotment Manager on 
01303 257946 or ian.bishop@folkestone-tc.gov.uk . 
 
 
 
 
 
 
 
 
The Council accepts no liability for any loss, damage or injury to tenants or their 
belongings occurring on their allotment sites. 
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          Folkestone 
          Town Council  
     
 
 
           
             

       Report Number  C/20/269  
 
 
To: Full Council 
Date:  23rd July 2020  
Status: Public Report 
 
 
Subject: TOWN CLERKS REPORT    
 
 
SUMMARY: 
This report provides an update following the procedures the Town Clerk has put 
in place to protect Council’s establishment, staff, members and the general public 
during the coronavirus pandemic and provides additional information not covered 
elsewhere on the agenda. 
 
 
REASONS FOR RECOMMENDATION 
The Council is asked to agree the recommendations set out below because:- 
 

a) Government has implemented strict guidance to maintain public safety and 
limit the stress on the NHS and other essential services. 

b) Government have changed legislation to allow virtual meetings until May 
2021.  

c) Folkestone Town Council as a local government authority should lead by 
example. 

 
 
RECOMMENDATIONS: 

1. To receive and note Report C/20/269 
 
 
 
Aims and Objectives – To meet the requirements of a Quality Gold Council  
Financial Implications – To operate in an open and transparent manner within 
approved budgets 
Equal Opportunities – To provide equal access to all services 
 
 
 

 
 
 

This report will be made 
public on 16th July 2020         
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1. INTRODUCTION 

This report provides an update on service delivery following closure of the 
Town Hall on the 17th March 2020 due to coronavirus pandemic. 

 
2. CANCELLATIONS 

All physical Council and Committee meetings are cancelled until further 
notice and therefore the Town Clerk is collating items that would normally 
be assigned to committees and including them in a summons for Full 
Council to meet virtually online as necessary. 
 

3. COMMITTEE UPDATE 
 
Planning 
Planning Applications considered by the Planning Committee members 
and sent back to the District Council under the Town Clerks Scheme of 
Delegation are included at appendix A. 
 
Community Services 
 
Museum Update 
 
This report outlines the operation and progress of Folkestone Museum 
from early March 2020 through to the cessation of National Lottery 
Heritage Fund on the 30th June 2020. 
 
The current reporting period began successfully with British Science Week 
7th-14th March. There were 1,100 visitors during the seven-day event, of 
these 279 were school age visitors attending the formal workshops held 
during weekday mornings; a further 22 teenage visitors cared for by the 
Kent Refugee Action Network also took part in these workshops. 
 
The formal workshops were split into a carousel of three; conservation 
science, Anglo-Saxon object handling & storytelling and ‘Diverse 
Folkestone’. This latter workshop was very well received and will become 
part of the core offer, it focuses on the international nature of Folkestone 
through Anglo-Saxon objects which include materials from France, the 
Red Sea and Sri Lanka, Nigerian DNA found in 7th Century skeletons and 
religious leaders from the Middle East visiting Kent during the same 
period. 
 
Both Saturdays were given to specially themed days; the first was Anglo-
Saxon textiles with re-enactors and noted fashion historian Amber 
Butchart giving a lecture and book signing. The second Saturday was a 
re-enactment day featuring some Anglo-Saxon warriors, including King 
Raedwald alongside St Eanswythe; the opportunity being taken to take the 
re-enactors out into the town centre. 
 
Two evening events were also held, the first the culmination of East Kent 
musical duo Luntatraktors, residency with the composition and 
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performance of ‘The Truth of St Eanswythe’s Bones’. The second evening 
event was a lecture by Dr Andrew Richardson delving into the science 
behind the work done on St Eanswythe’s relics which has proved almost 
beyond doubt that the relics are of one of England’s earliest saints; both 
events were very well received. 
 
This work is the effectively marks the start of a second tranche of St 
Eanswythe work that sees partners from FTC, the Diocese, Canterbury 
Christ Church University and Canterbury Archaeological Trust. This will 
include additions to the Anglo-Saxon display in the Museum and 
complementary interpretation in St Mary’s & St Eanswythe’s Church and a 
programme of externally funded events in 2021. 
 
Unfortunately, as noted elsewhere situation with Covid-19 led to the Town 
Hall and so Folkestone Museum being closed from the 17th March 
onwards, in line with assessed risk and Government guidelines. Since that 
point, all staff have been working remotely to avoid undue risk. 
Volunteering has been suspended for the duration and will resume on 
reopening. We are exploring options for remote volunteering, but it is 
limited to social media based support due to the hands-on nature of most 
volunteering in the Museum. 
 
Community engagement has been maintained through the Museum’s 
social media channels by the Curator and the Audience Development 
Officer creating downloadable home learning resources.  Work on the FM 
Learning Online website continued albeit at a slightly slower rate due to 
Covid related illness, however it is now ready for public use and can be 
found via https://fmlearnwithobjects.co.uk/ 
 
The formal learning programme has seen the completion all workshop 
outlines and content, alongside which the schools object loan boxes are 
nearing completion. While the outlook for schools’ visits in the short-term 
is complicated, the Museum is in a very good position to welcome schools 
as soon as reducing risk allows. For informal learning, a new series of 
‘make at home’ activities have been designed that will allow children take 
part in Museum led learning that is unable to take place due to social 
distancing; this being supported by online content. 
 
The Curator has been maintaining a daily remote check on collection 
display and storage environments during the closure, with a weekly on-site 
check also taking place to ensure that no other collections care issues, 
such as pests, are occurring; the Eltek system’s remote text alert system 
has proved to be a comfort, as yet none have been sent, only weekly 
(expected) system status updates. The Curator has also been working 
with the object surrogate dataset (used by previous staff and volunteers) 
and updating all MODES records for current location, condition and 
completeness. 
 
The collection has also seen three important acquisitions. The first is the 
personal archive of actor Arthur Brough, whose company performed at the 
Leas Pavilion for many years, while Brough himself is best remembered 
as part of the original cast of Croft & Perry’s situation comedy ‘Are You 
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Being Served?’. The second acquisition is the content of artist Charlotte 
Chapman’s community led project record Folkestone’s response to Covid-
19 and the ensuing lockdown. The third is archival material collected 
during the Step Short project which has been given for use in the 
Museum’s Great war related education programme. 
 
National Lottery Heritage funding of the project that delivered the Museum 
ceased on the 30th June. Councillors will already be aware that as part of 
the conclusion of the project it is a requirement that that an independent 
evaluation takes place; this should be completed by mid-July, with the final 
completion report and claim for reimbursement of outstanding expenditure 
also being forwarded to NLHF at the same time. 
 
The outstanding (NLHF sponsored) items reported in the April update are 
now on their way to completion. The reception & retail desk has been 
commissioned and new shopfitting are already on site for installation and 
as reported above learning resources have also been acquired. The 
former will change the character of the front half of the Town Hall interior 
with an anticipated improvement in retail turnover and should be 
completed in time for reopening. 
 
With the issue of heritage sector specific guidance work has accelerated 
with planning for reopening. The nature of the building and display layout 
means that a one-way flow system will have to operate to enable social 
distancing with specific planning for pinch points on the lower ground floor 
which do not allow for 1m+ social distancing let alone 2m. 
 
The initial plan is to open on a select number of days a week and work up 
to full opening, this in part is to ensure that we can safely operate for staff 
& visitors, allow staff to become familiar with modified operational and also 
to allow for the collection of NHS track and trace information from all 
visitors, which, unlike supermarkets and other similar high traffic buildings, 
all museums are required to collect and keep for a minimum of 21 day. It 
also allows for deep cleaning of the displays and visitors facilities. 
 
The expectation is to open at the start of August, which is broadly in line 
with other heritage attractions in the region, most of which are opening 
from the third week of July onwards. The Curator has been regularly 
meeting with the Kent & Medway Museum partnership to ensure that FTC 
is well briefed on best practice, in addition to all the government issued 
guidance or requirements that have been issued over the past two weeks. 
 
As well as planning for reopening work has also been ongoing with the 
wider programme, an exhibition celebrating Folkestone’s diverse 
community will be the first exhibition post opening and is presented in 
partnership with South Kent Mind. This is being followed with a display 
about Rev David Railton and his part in the story of the Tomb of the 
Unknown Soldier; Railton was a curate at St Mary’s & St Eanswythe’s 
Church. 
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RESERVES & PROVISIONS AT 31 MAY 2020

BALANCE BALANCE

CODE AT 1/4/20 AT 31/5/20

£ £

310 GENERAL FUND 114,664 114,664

330 BALANCING POND MAINT. RESERVE 0 0

340 NEW SERVICES RESERVE 99,240 99,240

350 TREE PLANTING RESERVE 0 0

362 MUSEUM/HERITAGE RESERVE 220,564 269,337

363 TOURISM RESERVE 4,735 4,735

365 BUS SHELTERS 9,000 9,000

383 WARD GRANTS RESERVE 9,792 9,792

385 TOWN GRANTS RESERVE 1,096 1,096

386 FTC ELECTIONS 0 0

387 ARMED FORCES' DAY RESERVE 0 0

390 SALT BINS 6,313 6,313

391 FLOWERBEDS 0 0

392 LEAS FLOWER POWER 0 0

393 ANTI-LITTER CAMPAIGN 2,000 2,000

403 CCTV EQUIPMENT/MAINTENANCE 19,657 19,657

404 CHRISTMAS EVENT (FTC) 0 0

405 CHRISTMAS EVENT (CHERITON) 3,367 3,367

499 PROVISION FOR OUTSTANDING INVOICES 5,166 5,166

TOTAL 495,594 544,367
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MEETING ATTENDANCE POLICY 
 
This policy is designed to promote efficient administration of meetings, avoid 
meetings being inquorate and permit timely rescheduling of meetings if required.  
It also highlights accountability for Members. 
 
Apologies for Absence 
Members shall give as much advance notice as possible of absence from all 
meetings although this does not have to be in writing it is good practice to mention 
future absence at a previous meeting, send an email to the Town Clerk or telephone 
the Town Clerk or her nominated representative. 
 
The deadline for receipt of an apology with reason for absence is 5pm on the same 
day as the meeting (leaving a message after hours on the office answerphone is not 
acceptable). 
 
Individual Members are responsible for ensuring they either attend a meeting 
following receipt of the summons or submit a valid reason for absence (not just an 
apology which is simply good manners) for approval.  
 
Apologies for absence must be made directly by the Member concerned in advance 
and not via a third person such as another Member at the meeting. 
 
The reason must be approved by affirmative resolution and recorded in the minutes 
by Council. 
 
Extended Periods of Absence 
A Member who does not attend any meetings for a period of six consecutive months 
will automatically be disqualified as a Councillor for Folkestone Town  Council unless 
the Member has a statutory excuse (for example Membership of the Armed Forces in 
time of War) or the reason for absence was approved by affirmative resolution by the 
Council before the end of the period1. 
 
If absence becomes necessary for extended periods, Councillors are advised to 
submit a request to the Town Clerk giving the reason for absence, for approval by the 
Council. 
 
Recording and Publishing Attendance 
For all meetings of the Council, the Town Clerk records Members’ attendance or non-
attendance whether with or without apologies, this information is stored in a centrally 
held spreadsheet kept for that purpose which is also published on Council’s website.  
 
The Minutes of Meetings will show Members in Attendance, Members with Apologies 
and Members Absent. 
 
 
 
This Policy will be reviewed annually and should legislation dictate. 
 
 

 

1 Local Government Act 1972, S. 85 
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          Folkestone 
          Town Council  
     
 
 
           
             

       Report Number  C/20/270  
 
 
To: Full Council 
Date:  23rd July 2020  
Status: Public Report 
 
 
Subject: MANAGING GDPR 
 
 
SUMMARY: 
This report provides an option for councillor email addresses following best 
practice and risk highlighted by the Internal Auditor. 
 
 
REASONS FOR RECOMMENDATION 
The Council is asked to agree the recommendations set out below because:- 
 

a) Council aims to operate in a transparent manner 
b) As a Quality Gold council we should evidence we are at the forefront of 

best practice 
 
 
RECOMMENDATIONS: 

1. To receive and note Report C/20/270 
2. To approve the implementation of town councillor email addresses 
3. To agree the virement of funds from the new services reserve to the 

IT cost code. 
 
 
 
Aims and Objectives – To meet the requirements of a Quality Gold Council  
Financial Implications – To operate in an open and transparent manner within 
approved budgets 
Equal Opportunities – To provide equal access to all services 
 
 
 

 
 
 
 
 

This report will be made 
public on 16th July 2020         
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1. INTRODUCTION 
 
 At the personnel sub-committee meeting held on the 10th January it was 

resolved at minute 473 that the Town Clerk presents the Sub-Committee 
with options for managing GDPR requirements, this was in relation to 
members having council email addresses.   

 
This issue was highlighted at the Full Council meeting on the 12th March 
when the Town Clerk reported that Council had been successful with its 
Quality Gold re-certification but the NALC panel had noted councillors 
have personal not council email addresses and it was best practice to 
have council ones.  At the time Council resolved at minute 1693 to not 
pursue this as it is not mandatory and there would be a cost involved in 
setting up town council email addresses for members.   
 
Council’s Internal Auditor has now raised this issue as a risk during his 
annual report.   
 
The ICO states that as Data Controller, a Council has obligations relating 
to the security, confidentially, integrity and availability of all personal data it 
holds and must prove it is GDPR compliant and that the use of personal 
email accounts may make this more complicated.   

 
2. MATTERS AND RESOLUTIONS FROM OTHER COMMITTEES 

 
At the personal sub-committee meeting on the 7th July it was resolved at 
minute 480. MANAGING GDPR as follows: 
 
Members discussed the previous resolutions around councillor email 
addresses and the risks highlighted by the auditor. 

 
RESOLVED: That the Town Clerk prepares a report for Full Council 
advising that the Personnel Sub-Committee support councillor email 
addresses due to identified risks, quality status, professionalism and 
members being able to separate their council work from personal 
communications. 

 
Proposed: Councillor Dylan Jeffrey 
Seconded: Councillor Peter Gane 
Voting; F:4, Ag:0, Ab:0 
 

3. STANDING ORDERS 
 
Standing Order no.7 - Previous Resolutions 
 
a) A resolution shall not be reversed within six months except either by a 

special motion, which requires written notice by at least ( 6 ) councillors 
to be given to the Proper Officer in accordance with standing order 9 
below, or by a motion moved in pursuance of the recommendation of a 
committee or a sub-committee. 
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b) When a motion moved pursuant to standing order 7(a) above has been 
disposed of, no similar motion may be moved within a further six 
months. 
 

4. Option 
For Council to overcome the risks and concerns highlighted it is 
recommended that councillor email addresses with an @folkestone-
tc.gov.uk be implemented via our current Exchange online plan which 
would cost £3.10 per member per month (£670 per annum).   
 
This would allow councillors to access outlook email via any web browser 
or smart phone, the advantage of this is all email is filtered via our 
barracuda and backed up, confidential information is not sent via third 
party email servers and data is accessible should a Subject Access 
Request be made meeting openness and transparency guidelines. 
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