
  

The below is taken from the Structures and Functions Document which can be found in 

full at: https://gainsborough-tc.gov.uk/council-business/policies-and-procedures/ 

 

11. Appendix 1 – Allotment management and administration 
 
 

Introduction 

11.1 This appendix sets out the specific arrangements that are in place for the 
management and administration of allotments. 

11.2 The Property and Services Committee has overall responsibility for the 
administration and management of allotments.  

Powers and functions delegated to Officers 

11.3 The following functions are delegated to the Town Clerk who could 
further delegate to other officers as appropriate: 

• Issuing of tenancy agreements and the letting of plots 

• Maintenance of the Allotment Register 

• Management of waiting lists 

• Inspections 

• Enforcement in relation to non-cultivation, illegal activity and serious 
breaches of the terms and conditions 

• Correspondence relating to allotments 

• Issuing of notices (both statutory and non-statutory) 

• Rent and charge collection 

• Approval of expenditure of less than £500 relating to skip hire and 
miscellaneous expenditure within the agreed budget. 

• Issuing written permission for structures that conform to the rules as set 
out in the Terms and Conditions. For the sake of clarity this does not 
include retrospective applications. 

11.4 A report will be provided to the Property and Services Committee on a 
quarterly basis setting out the use of the above functions. 

Site Secretary 

11.5 Site Secretaries will be considered to be occupy the role of a volunteer. 

11.6 Site Secretaries for each allotment garden site will be elected annually 
and be appointed at the Annual Meeting of the Town Council which is 
usually held in May. 

11.7 The elected and appointed Site Secretary must: 

• Sign a declaration of office. 

• Adhere to any standards set out by the Town Council in the Declaration 
of Office.  

• Abide by the Allotment Terms and Conditions and all associated policies 
and procedures. 

• Agree to carry out the functions below set out in the ‘The role of the Site 
Secretary’.  
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11.8 Failure to do so may result in the Site Secretary’s removal from the 
position.  

11.9 The Town Council could then arrange for an election or appoint someone 
else for the remainder of the year. In either case any person removed 
from the office of Site Secretary would not be considered. 

11.10 The elected Site Secretary for each site will not be required to pay rent 
for one plot that they have a tenancy agreement in place for while they 
occupy the position. 

11.11 Usually there will be only one Site Secretary per site. However, the Town 
Council may consider the election or appointment of an additional Site 
Secretary for a site. 

The role of the Site Secretary 

11.12 Any matter that is not explicitly set out below will be retained by the Town 
Council.  

11.13 The Site Secretary is elected by the plot holders of the site to represent 
them and to play a part in the general administration and management of 
the site. 

11.14 Provide a report to the Council about the site on a quarterly basis. The 
report could be provided over the phone or by email or by letter. It should 
detail any issues, concerns, or proposals the Site Secretary or plot 
holders have in relation to the Site. 

11.15 Be the first point of contact for plot holders and to pass information to 
plot holders from the Town Council. 

11.16 Carry out introductory sessions for new and prospective plot holders. 

11.17 Place notices and signs issued by the Town Council on notice boards. 

11.18 Generally, monitor site infrastructure and utilities and to inform the Town 
Council about any issues. 

11.19 Inform the Town Council about non-cultivation or other breaches of the 
Terms of Conditions. These should be passed to the Town Council who 
will compile a list to check when the next inspection is taking place. 

11.20 Provide advice and support to plot holders on the site. 

11.21 Build a sense of community on the site and play a positive role in helping 
to resolve disputes. 

11.22 Attend training offered by the Town Council. 

11.23 Gain or have a good general knowledge of the Town Council’s Terms 
and Conditions, policies and procedures which relate to the allotments. 

 


