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Introduction 
 
A well-managed and maintained community asset can provide great benefit to the 
local community it serves. 
 
As an operator of a public service our first priority is the safety of all users of the 
railway and any wider areas that we are responsible for. 
 
It is necessary then to have the following guidance for the management of 
community assets within railway stations on our network. 
 
 
Definition of “Community Assets” 
 
Community Assets are defined as an asset which is funded and owned by the 
community rather than by Southeastern. In most cases, these will be small items 
such as poster boards or planters, which are in addition to anything provided by 
Southeastern and/or Network Rail at the station. If you are unsure whether the item 
you would like to place at a station would be covered by this policy, please email 
community@southeasternrailway.co.uk. 
 
 
“Conditions” 
 
Conditions means the Southeastern conditions that apply to the installation of 
Community Assets (as updated and amended from time to time). 
 
 
Conditions of permission 
 
Approval from Southeastern must be confirmed before any item will be installed. A 
plan for installation must also be in place as it is most likely to involve the 
Southeastern Facilities Team, or one of our approved contractors. 
 
Southeastern reserves the right to rescind permission if the asset fails to meet the 
standards set out in this document and Conditions. 
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The Process 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Application 
received

•There is an application form (contained in this pack) to complete for permission to have
a Community Asset installed on Southeastern managed property.

•This should be returned to community@southeasternrailway.co.uk with “Community
Asset Application” and the station name in the subject line.

Southeastern
consideration

•Any applications may be circulated to stakeholders for comment, including the
appropriate Southeastern staff, Local Station Manager(s), Facilities Managers, and
Safety Teams, as well as Network Rail, the Department for Transport, or any other
third parties Southeastern deems relevant.

•You may be asked to attend a Facilities Approval Panel meeting with relevant
Southeastern colleagues to provide more information to aid us in making a decision.

Decision

•The final decision, taking note of any comments, will be made by Southeastern.

•You should expect a formal decision on your application within approximately six
weeks of a completed submission. If further information is required after submission,
the six weeks will start from the date on which all required information is received.

Funding the Community Asset 
 
Although the request will be for an 

installation on Network Rail 
property (as Southeastern’s 

landlord), there is no financial 
assistance available from 

Southeastern or Network Rail in 
relation to the purchase or creation 

of any Community Asset. If 
installation is required, 

Southeastern will cover any 
associated costs. 

 

A named person should be 
available from your organisation or 
group to discuss any issues with 
the Community Asset and their 

contact details must be provided on 
this application. 

 

Details, including drawings or photos of the 
Community Asset positioning 

 
Positioning of the Community Asset will be a key factor in 
securing permission so please ensure you include photos 

of proposed site for installation. 
 

Photos should be taken from enough of a distance to 
clearly show positioning in relation to any other features 

nearby. 

Details of the Community Asset size, construction 
materials, colour, and inscription (if applicable). 

 
Photos or drawings of samples would be extremely 

helpful in decision-making 
 

It is the applicant’s responsibility to ensure approval of 
any logos/artwork to be used. 

 
Sizes should include height, width and depth of asset. 

There are several steps required in preparation which should be undertaken by the 
applicant in advance of securing permission. The application form therefore asks for 

details of the following which must be provided with the submission: 
 
 
 



 
 
 
 
 
 

 

 

Section 1: CONTACT DETAILS 

Name of Applicant/Group  Aylesford Parish Council 

Main contact name  Melanie Randall 

Position in group (e.g., Chair)  Clerk & RFO 

Main contact address  Aylesford Parish Council, 23 Forstal Road, Aylesford, Kent 
ME20 7AU 

Main contact email  clerk@aylesford-pc-gov.uk 

Telephone  01622 717084 

Date application submitted  Original application 7th May 2025.  Resubmitted due to 
internal issues within Southeastern. 

Section 2: ABOUT THE COMMUNITY ASSET 

What style of Community Asset are you considering? (Please tick only 1) 

x Poster board(s)   

 Planter(s) 

What station would the 
Community Asset be at? 

 Aylesford 

Dimensions (in cm)  H93.0 x W68.4 x D3.3 (A1 + Frame) 

Materials (e.g., wood, metal etc)  Metal frame, Perspex front 

Proposed position of Community Asset 
(Please be as specific as possible & include/attach photos/plans for reference) 
See appendix 1 

    
 
What will the benefits of installing the Community Asset be? 
Central to the community station adoption 
  
What other groups/organisation(s) will you work with on this project (if applicable)? 
  
Aylesford school 
 
 
When are you hoping to have the Community Asset installed? 
  
ASAP. Boards purchased in October 2023 and are being stored in Kent CRP Office at 
Maidstone West Station 
 
 

Community Asset Permission Form 
 

Please read the guidance above before completing this form.  
If you have any questions which aren’t answered in the guidance document, 

please email community@southeasternrailway.co.uk  
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Name (please print) Melanie Randall 

Role Clerk & RFO 

Signature  

Date Originally submitted 7th May 2025 

 
 
 
 
 
 
 

Section 3: COMMUNITY INPUT 

Have you undertaken any consultation in your local area about the 
need/desire/relevance of your proposed Community Asset? If so, please tell us about it 

 A community station adoption group was formed between Aylesford Parish Council, Aylesford 
school and other partners. 
Aylesford School indicated they would be happy to support with regular updates of artwork and 
details of station history. 
Kent CRP are holding initial artwork to place in the cabinets once installed. 

Section 4:       DECLARATION & SIGNATURE 

I agree and understand that, if permission for the installation of the Community Asset is 
granted: 

 
• I/we will be fully responsible for covering the cost of purchasing or creating the 

Community Asset and Southeastern will cover the associated installation costs. 
• I/we understand that decisions made by Southeastern are final. 
• I/we will be required to comply with and agree to certain further Conditions specified by 

Southeastern, which are enclosed with this document. 
 

I confirm that I am authorised to sign this application and that, to the best of my knowledge, all 
information included is true and accurate at the time of submission. 
 
By submitting your application, you agree to allow Southeastern to retain your personal data 
and process it in accordance with our Privacy Policy. 
 

Status Action/Response Date 

Application received    

Decision   

Decision notified   

Please email completed form and any supporting documentation/photos etc with “Community 
Asset Application [Station Name]” in the subject line to community@southeasternrailway.co.uk 
 
 
For Official Use only: 
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CONDITIONS (the “Conditions”) 

(1) SE Trains Limited (No. 03266762) whose registered office is Second Floor 4 More London Riverside, London 
SE1 2AU (Southeastern/Us). 

 

(2) Aylesford Parish Council whose principal address is 23 Forstal Road, Aylesford, Kent ME20   
 
Southeastern shall install three art cabinets (the “Community Asset”) at Aylesford Station 
 (the “Station”) subject to the following Conditions: 
 
 

1.1 You agree to and shall abide by the Southeastern guidance and application process (the “Southeastern 
Guidance & Application Process”) as long as the Community Asset shall remain installed at the Station; and 

 
1.2 You shall co-operate and provide Southeastern with all necessary assistance, as required from time to time and 

abide by any instructions that are provided to you by a member of Southeastern’s staff if or when you visit the 
Station from time to time; and 

 
1.3 In the absence of any negligence or other breach of duty by Us, Southeastern are not responsible for any theft, 

damage or destruction to the Community Asset while at the Station and insofar as is permitted by law, and will 
not in any circumstances be responsible or liable to compensate You; and 

 
1.4 On behalf of You, Southeastern shall obtain all and any necessary consents and approvals (if any) for the 

installation and maintenance, repair, inspection and renewal of the Community Asset; and 

 
1.5 Southeastern shall be responsible for the installation of the Community Asset at the Station and shall ensure 

that it is installed in accordance with the details set out in Appendix 1; and 

 
1.6 Southeastern shall not be responsible for any maintenance, repair or replacement, of the Community Asset; 

and 
 

1.7 Southeastern shall have absolute discretion to determine if a Community Asset shall remain at the Station for 
whatever reason and will not replace a damaged Community Asset and reserves the right to remove the 
Community Asset for safety reasons, damage or vandalism. In each case, Southeastern shall not be obliged to 
provide advance notice of such removal; and 

 
1.8 You agree that Southeastern will allow reasonable and prompt access to Network Rail as the landlord to the 

Station to allow Network Rail to carry out any required inspections and repairs to the Station and its platforms 
and structures, or any station or track asset at the Station as necessary from time to time in line with the Network 
Rails safety obligations and agree that the rights provided to Southeastern at Condition 1.6 and 1.7 shall extend 
and apply to Network Rail.  

 

Yours sincerely 

Matthew Fraser 

Community Relations Manager  
 
I would be grateful if you could sign and return the acknowledgement at the foot of these Conditions. 
 
I [name, surname] am duly authorised to sign these Conditions and confirm I have read and understand the 
same, and agree to abide by these Conditions. 
 
 
Name    Signature    Date  
 
 
 
 
 



 
 

Appendix 1 
 

 


