
FOLKESTONE TOWN COUNCIL 

AGENDA 

Meeting: Finance and General Purposes Committee 
Date: Thursday 20 August 2020 
Time: 6.00 p.m. 
Place: Virtual Zoom Meeting Link 

To: The Finance and General Purposes Committee 

YOU ARE HEREBY SUMMONED to attend a meeting of the Finance and 
General Purposes Committee 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, the Committee Chairman or the Town 
Clerk. 

J L Childs 
Town Clerk 

1. APOLOGIES FOR ABSENCE
To receive and approve any apologies for absence.

2. APPOINTMENT OF CHAIRMAN
To appoint a Chairman for the Committee for the 2020/21 Municipal Year.

3. APPOINTMENT OF VICE CHAIRMAN
To appoint a Vice Chairman for the Committee for the 2020/21 Municipal
Year.

Date of Publication:  13 August 2020 
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4. DECLARATIONS OF INTERESTS 
 To receive any declarations of either personal or prejudicial interests that 

Members may wish to make. 
 
5. MINUTES 

To receive the Minutes of the meeting of the Finance and General 
Purposes Committee held on 20th February 2020 and to authorise the 
Chairman of the Committee to sign them as a correct record. 
 

6. REVIEW OF THE TERMS OF REFERENCE 
In line with the Town Council’s adopted standing orders, the Committee is 
asked to consider the terms of reference for the Finance and General 
Purposes Committee.  Any changes which the Committee wishes to make 
must be approved by Full Council at a future meeting.  The current version 
is attached. 

 
7. WORKING GROUPS 2020/21 

The Committee is asked to note and approve nominations for the 
membership of the Folkestone Town Council/Folkestone & Hythe District 
Council Partnership Working Group for the Municipal Year 2020/2. 
 

8. SCHEDULE OF PAYMENTS 
 The attached schedule details payments made between 1st June 2020 and  

31st July 2020. 
  
9. BUDGET MONITORING STATEMENT 2020/21 
 The attached statement sets out details of the Town Council’s 

expenditure/income up to the end of July 2020. 
 
10. WARD GRANTS 
 For information, the attached shows ward grants approved by the Town 

Clerk between 1st June 2020 and  31st July 2020. 
 
11. WARD GRANT BALANCES 2020/21 
 For information, the attached shows ward grant balances available to each 

Councillor as of 31st July 2020. 
 
12. APPROVAL OF ACCOUNTS 2019/20 
 For the Committee’s information, the external auditor, PKF Littlejohn LLP, 

has approved the Folkestone Town Council Accounts and Annual Return 
for 2019/20 without qualification. 

 
13. MATTERS AND RESOLUTIONS FROM OTHER COMMITTEES 
 Personnel Sub-Committee - 7th July 2020 minute 482  
  
 CONTINUOUS PROFESSIONAL DEVELOPMENT & CERTIFICATION 

 The Town Clerk highlighted the need for an increase in the training budget to 
cover mandatory training and CPD. 
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RESOLVED: That a request be made to Finance & General Purposes 
Committee to increase the training budget from £600 to £3000 to 
accommodate 5 trained First Aiders, 5 trained Fire Marshalls and 
ongoing staff CPD. 

 Proposed: Councillor Dylan Jeffrey 
Seconded: Councillor Nicola Keen 
Voting; F:4, Ag:0, Ab:0 
 
WELLBEING 
In 2019, members encouraged a staff away day and asked the Town 
Clerk to bring back proposals for ongoing staff wellbeing, support and 
team building away days.   
 
RESOLVED: That a request be made to Finance & General Purposes 
Committee to provide a Wellbeing budget of £3000 to support a 
Perkbox Wellbeing & Engagement Package for all staff and for the 
Town Clerk to bring back ideas for away days within Kent that 
support training and engagement. 

 Proposed: Councillor Peter Gane 
Seconded: Councillor Nicola Keen 
Voting; F:4, Ag:0, Ab:0 
 
Full Council 23rd July 2020 minute 1715 
 

 A GUIDE FOR THE MAYORALTY 
 An updated Guide for the Mayoralty was presented for the Council’s 

adoption.  A revised version is attached that incorporates amendments 
recommended by members since the Full Council meeting. 
 
RESOLVED: That the revised Guide for the Mayoralty be referred to 
the Finance & General Purposes Committee for further 
consideration. 
Proposed:  Councillor Jackie Meade 

 Seconded:  Councillor Peter Gane 
 Voting:  F: 16, Ag: 0, Ab: 0 
 
 Full Council 23rd July 2020 minute 1722 

 
MEMBERS ATTENDANCE POLICY 
A policy providing additional guidance on the legislation regarding 
Councillor absences is attached for adoption.  A revised version is 
attached that incorporates amendments recommended by members since 
the Full Council meeting. 
 
 
RESOLVED: That the Members Attendance Policy be referred to the 
Finance & General Purposes Committee for further consideration. 
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Proposed:  Councillor Michelle Keutenius 
 Seconded:  Councillor Peter Gane 
 Voting: F: 15, Ag: 0, Ab: 1 
 
14. BUDGET 2021/22 – POTENTIAL GROWTH ITEMS 
 The Committee is asked to give thought to possible growth items and non-

recurring revenue expenditure for next year.  The Committee will receive 
and discuss the full list of proposals put forward for growth/savings by all 
Committees at its meeting in December. 

 
15. DATE OF NEXT MEETING 
 TBC 
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FOLKESTONE TOWN COUNCIL 
 

MINUTES of the Finance and General Purposes Committee Meeting held at 
Folkestone Town Council Offices, Town Hall, 1-2 Guildhall Street, Folkestone on 
Thursday, 20 February 2020 at 7.00 p.m. 
 
PRESENT: Councillors P Bingham, R Field, P Gane, D Jeffrey, N Keen, M Lawes 
(Chair), C McConville, J Meade and T Prater. 
 
OFFICERS PRESENT:     J Childs (Town Clerk) and P Cross (Finance Officer). 
 
 
 
1328. APOLOGIES FOR ABSENCE 
 No apologies were received.  Councillor D Brook was absent. 
 
1329. DECLARATIONS OF INTEREST 

There were no declarations of interest. 
 

1330. MINUTES 
 The Committee was asked to receive and authorise the Minutes of the Finance and 

General Purposes Committee meeting held on 19 December 2019.   
 

RESOLVED: That the Minutes of the meeting of the Finance and General 
Purposes Committee held on 19 December 2019 be received and signed as a 
correct record. 

 Proposed:  Councillor D Jeffrey 
 Seconded: Councillor J Meade 
 Voting: F:9 Ag:0, Ab:0 
 
 The Committee was asked to receive and note the Minutes of the Personnel Sub-

Committee meetings held on 7 November 2019. 
 

RESOLVED: That the Minutes of the meetings of the Personnel Sub-
Committee held on 7 November 2019 be received and noted. 

 Proposed:  Councillor P Gane 
 Seconded: Councillor N Keen 
 Voting: F:9 Ag:0, Ab:0 
 
 
 
 
 

005



 469 

 
 
1331. SCHEDULE OF PAYMENTS 
 The Committee considered the schedule of payments for the period 1 December 

2019 to 31 January 2020. 
  
 RESOLVED: That the Schedule of Payments for the period 1 December 2019 

to 31 January 2020 be approved. 
 Proposed:  Councillor P Gane 
 Seconded:  Councillor J Meade 
 Voting:  F:9, Ag:0, Ab:0 
 
1332. BUDGET MONITORING STATEMENT 2019/20  
 The budget monitoring statement to 31 January 2020 was received by the 

Committee. 
 
 RESOLVED: That the Budget Monitoring Statement to 31 January 2020 be 

approved. 
 Proposed:  Councillor D Jeffrey 
 Seconded:  Councillor N Keen 
 Voting:  F:9, Ag:0, Ab:0 
 
1333. QUARTERLY BANK RECONCILIATION 

In line with the Town Council’s financial regulations (paragraph 2.2), the bank 
reconciliation statement at 31 December 2019, as approved by the Town Clerk and 
a non-signatory Councillor, was attached for information. 
 
RESOLVED: That the bank reconciliation statement at 31 December 2019 be 
noted. 

 Proposed:  Councillor P Gane 
 Seconded:  Councillor N Keen 
 Voting:  F:9, Ag:0, Ab:0 
 
1334. APPOINTMENT OF INTERNAL AUDITOR 

The Committee was asked to approve the appointment of the KALC recommended 
internal auditor for 2019/20. 
 
RESOLVED: That the KALC recommended internal auditor, David Buckett, 
be appointed to carry out the internal audit of Folkestone Town Council for 
2019/20. 

 Proposed:  Councillor M Lawes 
 Seconded:  Councillor J Meade 
 Voting:  F:9, Ag:0, Ab:0 
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1335. SILVER SCREEN CINEMA TENANCY  
The Committee received Report F/20/262 which provided an update on the current 
position regarding the cinema tenancy, as requested at the meeting of 19 December 
2019. 
 
RESOLVED: That the Town Clerk open negotiations with the Silver Screen 
Cinema to renew the tenancy, including the clarification of cinema opening 
hours. 
Proposed:  Councillor D Jeffrey 

 Seconded:  Councillor P Gane 
 Voting:  F:9, Ag:0, Ab:0 
 
1336. CCTV – THE STADE  

At its meeting of 19 December, the Committee deferred a decision on the provision 
of CCTV cameras at the Stade and requested that a report on the CCTV service be 
presented (see minute 1323).  Report CS/20/264 was subsequently presented to the 
Community Services Committee on 4 February and its recommendations accepted 
(Community Services minute 1107).  The report was attached for information. 
 
RESOLVED: That CCTV issues be discussed with Folkestone & Hythe 
District Council at the next Partnership meeting. 
Proposed:  Councillor T Prater 

 Seconded:  Councillor P Gane 
 Voting:  F:9, Ag:0, Ab:0 
 
1337. WARD GRANTS 

A list of ward grants approved by the Town Clerk from 1 December to 31 January 
2020 was provided for the Committee’s information and duly noted. 

 
1338. WARD GRANT BALANCES 2019/20 
 A list of ward grant balances available to each Councillor at 10 February 2020 was 

provided for the Committee’s information and duly noted. 
 
1339. DATE OF NEXT MEETING 
 Thursday, 23 April 2020 
 
 
 
 
 
 

Chairman………………………………………………… 
 
 
 
 
 

 
    Date……………………………………………………… 
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Updated 19.9.17 

  
  

  
FOLKESTONE TOWN COUNCIL  

  
TERMS OF REFERENCE  

 
Finance and General Purposes Committee  

  
1. To exercise the powers and duties of the Town Council in financial matters, including.   

 
a) All applications for financial assistance except those referred to the grants committee.  

 
b) Accounting, banking and payroll arrangements.  

 
c) Insurance.  

 
d) Advertising.  

 
e) Staff Costs.  

 
f) Subscriptions.  

 
g) Charitable Trusts and voluntary organisations.  

 
h) Management of the Town Council’s premises, administration and capital expenditure.  

 
i) The Town Council’s income and expenditure including the Annual Town meeting; 

Councillors’ training and expenses; and gifts and presentations.  
 
j) Health and Safety. 

 
2. To consider and make recommendations on:  

 
a) All financial matters affecting the Town Council, including Precepts, budgets, accounts, 

payments and contracts.  
 

b) Through the Personnel Sub Committee, the appointment, pay, superannuation and 
conditions of service of Town Council staff and staff/councillor training.  

 
c) Staff and Council member training.  

 
d) The Town Council’s premises.  

 
e) Mayoral costs, including the civic car.  

 
f) Town Council vacancies and electoral arrangements.  

 
g) Twinning and friendship links.  

 
h) The implementation of the Council’s aims and objectives.  
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Updated 19.9.17 

i) The Chair or Vice Chair be involved in the selection and engagement of professional 
advisors.   

 
j) All statutory and legal matters affecting the Town Council (including byelaws).  

 
k) Complaints procedures and the resolution of complaints received.  

 
3. To prepare budgetary forecasts, where necessary, on any of the above activities for inclusion in 

the Town Council’s budget for the following financial year and consider these in the 
calculation of the precept.  

 
4. To consider and make recommendations to the Council on any changes to these terms of 

reference that might be required to enable the committee to adapt to changing circumstances 
and be better prepared to carry out its mission.  
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Folkestone Town Council 

Notice of conclusion of audit 
Annual Governance & Accountability Return for the year ended 31 March 2020 

Sections 20(2) and 25 of the Local Audit and Accountability Act 2014 

Accounts and Audit Regulations 2015 (SI 2015/234) 

Accounts and Audit (Coronavirus) (Amendment) Regulations 2020 (SI 2020/404) 

Notes 

1. The audit of accounts for Folkestone Town Council for the year ended
31 March 2020 has been completed and the accounts have been
published.

      This notice and Sections 1, 2 & 3 
of the AGAR must be published 
by 30 November. This must 
include publication on the 
smaller authority’s website. 
The smaller authority must 
decide how long to publish the 
Notice for; the AGAR and 
external auditor report must be 
publicly available for 5 years. 

(a) Insert the name, position and
address of the person to whom
local government electors should
apply to inspect the AGAR

(b) Insert the hours during which
inspection rights may be 
exercised

2. The Annual Governance & Accountability Return is available for 
inspection by any local government elector of the area of Folkestone 
Town Council on application to:

(a) JENNIFER CHILDS, TOWN CLERK                                    
FOLKESTONE TOWN COUNCIL, TOWN HALL,                                  
1-2 GUILDHALL STREET, FOLKESTONE, CT20 1DY

(b) 10am to 4pm Monday to Friday by Appointment

(c) Copies will be provided to any person on payment of £1.00 (c) for each 
copy of the Annual Governance & Accountability Return.

(c) Insert a reasonable sum for 
copying costs

Announcement made by: (d) JENNIFER CHILDS (d) Insert the name and position of
person placing the notice

Date of announcement: (e) 6th AUGUST 2020 (e) Insert the date of placing of the
notice
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Annual Governance and Accountability Return 2019/20 Part 3 Page 6 of 6 

Section 3 – External Auditor Report and Certificate 2019/20 
In respect of FOLKESTONE TOWN COUNCIL – KE0101 

 

 
1 Respective responsibilities of the body and the auditor 
This authority is responsible for ensuring that its financial management is adequate and effective and that it has a 
sound system of internal control.  The authority prepares an Annual Governance and Accountability Return in 
accordance with Proper Practices which: 

• summarises the accounting records for the year ended 31 March 2020; and 
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as 

external auditors. 
Our responsibility is to review Sections 1 and 2 of the Annual Governance and Accountability Return in accordance 
with guidance issued by the National Audit Office (NAO) on behalf of the Comptroller and Auditor General (see note 
below).  Our work does not constitute an audit carried out in accordance with International Standards on Auditing (UK 
& Ireland) and does not provide the same level of assurance that such an audit would do. 
 
2 External auditor report 2019/20 

3 External auditor certificate 2019/20 
We certify that we have completed our review of Sections 1 and 2 of the Annual Governance and Accountability 
Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for the year ended 31 
March 2020.

On the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return (AGAR), in our opinion the information in 
Sections 1 and 2 of the AGAR is in accordance with Proper Practices and no other matters have come to our attention giving cause for concern that 
relevant legislation and regulatory requirements have not been met.  
 
 
 

Other matters not affecting our opinion which we draw to the attention of the authority: 
 
None. 

* Note: the NAO issued guidance applicable to external auditors’ work on limited assurance reviews for 2019/20 in Auditor 
Guidance Note AGN/02.  The AGN is available from the NAO website (www.nao.org.uk) 

PKF LITTLEJOHN LLP 
 

External Auditor Name 
 

External Auditor Signature 
 29/07/2020 

 
Date 
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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 

028



 - 2 - 

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 will chair the meeting but only has a 
casting vote. 

 
 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.   

030



 - 4 - 

 
  

If you are a member of another Council you should continue to undertake that role 
but you need to be very clear about the boundaries and 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 could ask a colleague councillor to raise it and lead on it, you   can then 
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 and apolitical role as the Town 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 
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 
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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 

 
• 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 
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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 
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 
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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 
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. 
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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 
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 
 

035



 - 9 - 

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.  

 
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: 
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“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 
• 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 used for the purchase of raffle tickets can be claimed up to a value of 
£10 per event subject to evidence of purchase and any raffle items being won 
given to the council for future events. 
 
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.   
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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. 

 
• 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 
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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 
is present 

Full Robes/Chain and 
Mace 

Full Robes/Chain  

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 
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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 
 
• 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.   
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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 
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. 
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Salubritas et Amoenitas 
 

Delightfulness and Healthiness 
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MEETING ATTENDANCE POLICY & GUIDANCE 
 
This policy and guidance document 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 in a timely manner. 
 
The deadline for receipt of an apology with reason for absence is 5pm on the same 
day as the meeting (sending an email or leaving a message on the answerphone 
after the office has closed is not acceptable as this may not be checked ahead of the 
meeting). 
 
Members are individually 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; and 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 (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.  The Town Clerk as Proper Officer2 not the 
Council as Corporate Body has a legal duty to discharge the disqualification to which 
there is no right of appeal.  Group Leaders are therefore encouraged to monitor their 
members attendance and independent members are reminded they are responsible 
for monitoring their own attendance. 
 
Council approved Reasons for Absence include: 
 
Long Term Illness / Hospitalisation / Doctors Fit Note / Self Isolation 
Bereavement / Funeral  
Maternity / Paternity / Childcare 
 
If absence becomes necessary for extended periods, members are advised to submit 
a request to the Town Clerk giving the reason for absence, for approval by 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 
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• Members Apologies with Reason 
• Members Absent with Accepted Reason or Statutory Excuse 
• Members Absent 

 
 
This Policy and Guidance Document  will be reviewed annually or should legislation 
dictate. 
 
 

 
1 Local Government Act 1972, S. 85 
2 Local Government Act 1972, S. 112 
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