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CHIPPING NORTON TOWN COUNCIL 
THE GUILDHALL, CHIPPING NORTON, OXFORDSHIRE OX7 5NJ 

TEL: 01608 642341   Fax: 01608 645206   
 Email: townclerk@chippingnorton-tc.gov.uk 

                                                                                          Office Hours: Mon – Fri 9am – 1pm 
TOWN CLERK: Luci Ashbourne 
 

                                                                                                                    
25th January 2023 
 

SUMMONS TO ATTEND A MEETING OF THE 
FINANCE & RESOURCES COMMITTEE 

 
TO:            All Members of the Finance and Resources Committee 
 
VENUE:          The Council Chamber, Chipping Norton Town Hall 
DATE:            1st February 2023 
 
TIME:           6:30pm 
 
Luci Ashbourne    
Town Clerk     
 
Cllrs Ruth Fisher (Chair) Nova Bradley, Sandra Coleman, David Heyes (Vice-Chair), Emily Holmes, Georgia 
Mazower, Sharon Wheaton and Natasha Whitmill.   
 
Recording of Meetings 
Under the Openness of Local Government Bodies Regulations 2014 the council’s public meetings may be 
recorded, which includes filming, audio-recording as well as photography.  
 

A G E N D A 
 

1. Apologies for absence. 
To receive apologies for absence.  

 
Committee members who are unable to attend the meeting should notify the Town Clerk 
(townclerk@chippingnorton-tc.gov.uk) prior to the meeting, stating the reason for absence   
 

2. Declaration of interests. 
Members are reminded to declare any disclosable pecuniary interests in any of the items under 
consideration at this meeting in accordance with the Town Council’s code of conduct 
 

3. Minutes  
a. To approve the Minutes of the Committee meeting held on the 23rd November 2022. 
b. To note the Minutes of the Staffing Sub-Committee held on the 22nd December 2022. 
 

4. Public Participation  
The meeting will adjourn for this item. 
 
Members of the public may speak for a maximum of five minutes each during the period of public 
participation 
 
 

5. Committee Action Plan 
To receive an update and consider any related recommendations. 

 
6. Income and Expenditure for 10/01/2023 

To receive detailed income and expenditure reports by budget heading  
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7. Schedule of Payments for approval 

To receive and approve the schedule of payments from 01/11/2022 to 19/02/2023. 
 

8. Forward Work Programme 
 To receive and review the following draft policies: 
a. Communication Strategy Policy 
b. Protocol on Member/Officer Relations 

 
9. Planned Tree Maintenance 

To receive and consider a report from the Town Clerk regarding tree maintenance at St Mary’s 
Church. 
 

10. Date of next meeting  - 29th March 2023 
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CHIPPING NORTON TOWN COUNCIL 
THE GUILDHALL, CHIPPING NORTON, OXFORDSHIRE OX7 5NJ 

TEL: 01608 642341   
 Email: townclerk@chippingnorton-tc.gov.uk 

                                                                                          Office Hours: Mon – Fri 9am – 1pm 
 

Minutes of a Finance and Resources Committee meeting held on the 23rd November 2022 at 
6:30pm in the Council Chamber, Chipping Norton Town Hall 

 
PRESENT: Cllrs David Heyes (Vice-Chair), Sandra Coleman, Natasha Whitmill and Sharon Wheaton.   
 
ALSO PRESENT:  
Luci Ashbourne, Town Clerk 
Katherine Jang, Deputy Town Clerk 
Sonia Murgia, Responsible Finance Officer 
 
FR24 Apologies for absence 

Apologies were received from Cllrs Ruth Fisher and Emily Holmes.  
In the absence of the Chair, the Vice-Chair (Cllr David Heyes) will assume the role of acting 
Chair for the duration of the meeting.  
 

FR25 Declaration of interests 
None received. 
 

FR26 Minutes 
a. RESOLVED: That the Minutes of the Committee meeting held on the 13th July 2022 

were approved and signed by the Chair as an accurate record of the meeting.  
b. Cllrs noted the minutes of the following staffing sub-committee meetings: 

a. 13th July 2022 
b. 20th October 2022 

 
FR27 Public Participation 

None received. 
 

FR28 Committee Action Plan 
Members received an update and considered any related recommendations. 
 
Cllrs queried if the Town Council has any say in the internal auditor (AGAR) as a previous 
recommendation noted that best practice would regularly rotate the internal auditor. The Clerk 
reported that the internal auditor is assigned to the Town Council by an external body, and that 
due to a shortage in internal auditors the Town Council has been assigned the same internal 
auditors for a few years.  
 

FR29 Income and Expenditure 
Members received detailed income and expenditure reports up to 31st October 2022 by budget 
heading. 
Members discussed the Grit Bins underspend, maintenance of the Millennium Gardens and the 
Town Hall water rates.  
Cllr Wheaton proposed to accept the income and expenditure report, seconded by Cllr Coleman. 
All in favour, motion carried. 
RESOLVED: That the Income and Expenditure report to the 31st October 2022 is approved. 
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FR30 Schedule of Payments for Approval 

Members received the schedule of payments between 13th Sept and 31st October 2022.  
Members queried the following payments: 
 
Hire and Haulage – This charge was for moving the storage container from the industrial estate 
to Greystones.  
Kettering play safe – This charge was for safety works and matting at the play parks, which had 
been approved by Community Committee. 
Cllr Wheaton proposed to accept the payments for approval, seconded by Cllr Coleman. All in 
favour, motion carried. 
RESOLVED: That the Schedule of Payments for Approval from 13th Sept to 31st October 2022 is 
approved.  
 

FR31 Forward Work Programme 
a. Members received an update about the Committee’s forward work programme from the 

Clerk.  
Members queried the insurance policy and if it would need to be renewed in March 2023 
- the Clerk noted that the policy has been fixed for 3 years.  
 

b. Members received the following policies: 
a. Anti-Fraud and Corruption Policy 

3.1.5 – Members mentioned that the DBS check should be removed from the 
policy as this is not regularly undertaken by the Council.   
Members agree to accept the policy subject to checking with SLCC about the DBS 
check.  
Proposed by Coleman, seconded by Cllr Wheaton, all in favour, motion carried. 
RESOLVED: That the Anti-Fraud and Corruption Policy is approved subject to 
advice from SLCC.  
 

b. Social Media Policy 
Members pointed out that the policy should be expanded to include email 
etiquette – that cc’ing and the reply all option should be used as sparingly as 
possible.  
Final bullet point on page 2 should be reworded to “allegations of a breach…” 
Cllr Whitmill proposed to accept the policy with the above amendments, 
seconded by Cllr Coleman. All in favour, motion carried.  
RESOLVED: That the Social Media Policy is accepted with the above 
amendments.  

 
FR32 Budget setting for 23/23 

Members received a report regarding the budget setting for 23/24 and to send a recommended 
draft budget to the next Full Council meeting.  
Members discussed the office staff salaries, the possibility of reviewing Greystones and Manorial 
Land (Pace Petroleum) in the coming year, and reviewing the Cemetery Internment and Grave 
purchases in the coming year.  
 
The Clerk informed members that starting next year the Little Christmas trees will be taken over 
by the Town Council Christmas Lights contractor, as Pat Lake will be retiring from his 
longstanding volunteer role.  
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7670 Grants to Voluntary Bodies – Members discussed the possibility of raising the Grants 
budget for the following year. The Clerk recommended to leave it as is this year, perhaps raising 
it by a few thousand pounds. The Clerk mentioned that it is possible to give fixed grants to 
regular grants for a period of years, and then budget for them. Cllrs agree to raise the Grants 
budget to £28,000 per year.  
Proposed by Cllr Heyes, seconded by Cllr Wheaton. All in favour, motion carried.  
RESOLVED: That the proposed Grants budget is raised to £28,000 per year.  
 
Cllr Coleman proposed to accept the budget with the single amendment of increasing the Grants 
budget to £28,000, seconded by Cllr Wheaton. All in favour, motion carried. 
RESOLVED: To bring the proposed budget as prepared by the Responsible Finance Officer to 
be approved at the next Full Council meeting with the single amendment of increasing the 
Grants budget to £28,000. 
 
Cllrs discussed the overall budget and precept.  
The Clerk noted that with the additional £2000 to Grants, there is a shortfall of £16,000. This 
shortfall can be taken from general reserves, by raising the precept, or a combination of the 
two.  
 
Cllr Coleman proposes to bring the recommendation to Full Council that the shortfall is taken 
from general reserves. Seconded by Cllr Whitmill. All in favour, motion carried.  
RESOLVED: That the recommendation is brought to Full Council that the budget shortfall is 
taken from general reserves rather than raising the precept.  
 
Earmarked reserves 
Members discussed the earmarked reserves and whether any should be returned to general 
reserves.  
Wheeled Sports – Members agreed to move these earmarked funds into general reserves.  
Greystones – Members agreed to move these earmarked funds into general reserves. 
Street Scene – Amend the earmarked reserves to £10,000 
Youth Council – Members agreed to move these earmarked funds into general reserves. 
Defibrillators – Keep as budgeted in earmarked reserves. 
War Memorial – Members agreed to move these earmarked funds into general reserves. 
 
 

FR33 Date of next meeting 
Wednesday 1st February 2023 
 

 
The Chair closed the meeting at 8:00pm.  
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CHIPPING NORTON TOWN COUNCIL 
THE GUILDHALL, CHIPPING NORTON, OXFORDSHIRE OX7 5NJ 

TEL: 01608 642341 Fax: 01608 645206 
Email: townclerk@chippingnorton-tc.gov.uk 

Office Hours: Mon – Fri 9am – 1pm 
 
 

            Minutes of the Staffing Sub-Committee held in Chipping Norton Town Hall on Thursday 22nd 
December 2022 at 1pm 

 
 

The following members were present: 
Cllr Steve Akers (Chair) 
Cllr Sandra Coleman 
Cllr J Graves 
 

Also in attendance:  
Luci Ashbourne, Town Clerk 

 
SSC15. Apologies for absence. 

Apologies were received from Cllrs Natasha Whitmill and David Heyes. 
 

SSC16. Declarations of interest 
There were no declarations. 

 
SSC17. Minutes 

 
RESOLVED: That the minutes of the meeting help on 20th October 2022 are approved as a 
correct record and signed by the Chair. 

 
SSC18. Confidential Session 

RESOLVED: In view of the confidential nature of the business to be transacted, the press 
and public be excluded from the meeting in accordance with the provisions of s.1 of the 
Public Bodies (Admission to Meetings) Act 1960. 

 
SSC19. Staffing matters 
Members discussed the Town Clerk’s report regarding recruitment of the new RFO and Estates 
Officer and agreed next steps.  
RESOLVED: That until the permanent RFO and Estates Officer is in post: 
• That The Deputy Clerk work full time hours from January 2023  
• That the Council employ Alison Packer on a freelance basis from 9th January 2023. Alison will 

work a maximum of 16 hours per week at a rate of £25 per hour.  
• That the vacancy is re-published in January.  

SSC20. Date of next meeting.  
Date and time of the next meeting will be set when needed.  

 
Signed as an accurate record 
 
Chair……………………………………………. 
 
Date……………………………………………… 

mailto:townclerk@chippingnorton-tc.gov.uk


Agenda item 5 – Committee action plan  

 

Action  Whose involved? Budget Commenc
ement 

Completion Notes/Comment  

      
Health and Safety Audit  CNTC/Approved 

consultants 
£3800 Telephone 
£3000 IT 
hardware/software 
 

May 21 Sept 22 All recommendations following the H&S audit are now 
either complete or in progress.  

Ensuring the Council has modern, workable, compliant policies 
and procedures  

CNTC  May 19 Jan 22 A full list of policies are on the F&R forward work 
programme and are being worked through 
systematically.  

Ensure that the Council’s IT software, hardware, systems and 
documents are professional, safe and secure.  

CNTC/STL Systems  May 21 Ongoing  The Council’s IT and phone systems are managed by STL 
Solutions  

Review the Council’s fees and charges annually  CNTC n/a Ongoing  Ongoing  March 2023 
Appoint the internal auditor  CNTC  Ongoing  Ongoing  Internal audit underway  
Develop a Communication Strategy  CNTC N/A July 22  Approved July 2022 
Ensure that the Council is open and transparent  CNTC  Ongoing  Ongoing  New website launched. FOI procedures approved 2022.  
Ensure that the Council’s finances are invested wisely  CNTC    Investment strategy approved July 2022.   
Ensure that the Council’s website is compliant, accessible, 
engaging, up to date and relevant  

CNTC  £1000 Ongoing  Ongoing New website launched. CNTC staff to add news 
articles/agendas and publications. Monthly newsletter  

Ensure that staff and members are suitably trained  CNTC £3000 July 22 Ongoing  Carry out needs assessment.  
 

It is important to note that action plans are fluid and can be subject to change at any time.  

 

 





















CHIPPING NORTON TOWN COUNCIL 

 

FORWARD WORK PROGAMME: GOVERNANCE for F&R Cttee Meeting Feb 2023 

Shaded areas are top priorities and have updates  

Governance 
Area 

Document or Process Checklist Comment 

Constitutional Standing Orders (SOs) • Valid set to be adopted which includes all statutory requirements 
(ideally based on NALC Model) 

• Reviewed annually and as required for law changes 

Council’s adopted 
updated SOs 15 March 
2021 
Reviewed May 2022 
 
Review date – May 
2023  
 

Scheme of Delegation • Scheme has been adopted and is used 
• The scheme details clearly the delegations to officers and 

committees as applicable 
• Staff and members are aware of the scheme  
 

New Scheme of 
Delegation adopted 21 
December 2020 
 
Reviewed May 2022 
 
Review date – May 
2023  

Ethical Framework • A code of conduct for members adopted in accordance with the 
Localism Act and all members have a copy 

• All members have completed a register of members’ interests 
form and it is published on principal authority website and 
parish/town if they have a website 

 

New code of conduct 
adopted July 2022 
 
New members have 
completed register of 
interests. Clerk to re-
circulate. Publish on 
website when ready  

Transparency Code – Published 
Info on website 

• Expenditure over £500 
• Contracts and tender Invitations over £5000 
• Land and building assets 
• Grants 
• Organisation chart (plus staff over £50K) 

Transparency code  
- Drafting  
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Policies, Statements, Protocols 
& Plans  

Policies in Staff handbook – approved  
• Disciplinary and grievance 
• IT Policy  
• Appraisal Policy  
• Training and Development Policy 
• General Data Protection Regulations Policy 
• Equality and Diversity Policy 
• Lone working  
•  

 
Other policies approved 

• Grant awarding policy 
• FOI (2000 act and Model Publication Scheme) 
• Press & Media 
• Document retention policy  
• Recording meetings policy  
• Whistle blowing/raising concerns including internal reporting 

policy 
• Bullying and Harassment/Dignity at Work 
• Complaints policy/procedure 
• Mayor’s allowance  
• Member training needs assessment 
• Absence  
• Expenses  
• Investment policy  
• Community Engagement 
• Vexatious complaints policy and procedure.  
• Social Media  
• Anti-fraud, anti-bribery and corruption  

 
Heath and Safety 

• H&S Policy 
 
For approval at this meeting 

• Officer/Member protocol 
• Communications policy/strategy 

There are two policies 
for Committee to 
consider at this 
meeting: 
 
Officer/Member 
protocol 
Communications policy  
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Forward work:  

• Buildings/Assets Management Plan 
• Homeworking/Flexible working 

 

Financial Financial  Regulations (FRs) • Valid set adopted which includes all requirements of Accounts 
and Audit Regs and Governance and Accountability for Local 
Councils – a Practitioners Guide 

• Reviewed annually and as required for law changes – check that 
updated for latest law changes 

• Spending limits for staff are reasonable and appropriate and 
increased annually 

• Tender process is clearly defined and staff and members are 
aware of and have knowledge of it 

• All payments made in accordance with FRs and reported to 
Council 

• The process for electronic payments is clearly defined and staff 
and members are aware of it and have knowledge of the process 

• Electronic payment process is in line with good practice advice 

 
Adopted 10 February 
2021  
 
Reviewed – May 2022 
 
Review date – May 
2023  
 
 

Annual Return • A Plan is in place to complete the return as required within the 
legal timeframe 

• Members are aware of their responsibilities and the governance 
statement 

• Outcome from the external auditor is acted upon and reported to 
Members 

 
2019/20 completed. 
 
2020/21 completed. 
 
2021/22 to be 
commenced April 2022 
(links & documentation 
received from external 
auditor by email 23rd 
March 2022) 

Internal Audit • An independent and competent internal auditor is appointed in 
accordance with Council procedures, and has direct access to the 
RFO, clerk and members should it be required 

• Reports go to Council/Committee as appropriate 

 
Internal audit is 
underway 
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Budget Setting Process & 
Monitoring & Precept 

• Budget setting process is open and transparent, and the budget 
headings are clear and appropriate 

• Budget setting meeting agendas and supporting documents 
available to members and the public  

• A report explaining the budget (particularly any increase) is 
provided along with a funding breakdown showing precept, band 
D equivalent with any increase/decrease and any other income 

Process 2023/24 to 
commenced through 
the Sept-Nov 
Committee Cycle. Draft 
Budget to this F&R 
meeting to be  
approved at Full 
Council 7th December 
2022.  

 Grants • A grant policy is in place, agreed by Council and widely available 
to members and the public 

• The policy is clear and easy to follow and understand 
• Applications are widely available and the application process is 

easy to understand with clear guidance to applicants 
• Applicants encouraged to attend the meeting where a decision 

will be taken and allowed to speak 
• Clear budgetary provision is made 

 
Responsibility for 
Grants policy 
transferred to 
Community Committee  

Risk 
Management Strategy & Policy • A strategy and policy has been agreed by Council and 

understood by all staff 
• The policy includes; 

 Business Continuity Plan 
 Disaster Recovery Plan including data back-up off site  
 Health & Safety 
 Buildings & Assets 
 Financial issues and appropriate budgetary provision 
 Legal or any other potential action against the Council 
 Council action plan  

 

Risk Assessment • An annual risk assessment is completed for all activities and an 
action plan is completed and agreed by Council 

• Any new activities are added throughout the year 
• Staff and members have received appropriate training in risk 

assessment 

Reviewed in February 
2020. Reviewed by 
Full Council in May 
2022. 
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Insurance • An annual review is completed in line with Council policy/FRs 
• Payment process made in line with FRs 
• Adequate, appropriate and realistic provisions are made within 

the insurance policy, including fidelity insurance cover 
 

 
Reviewed February 
2020 & policy renewed 
March 2021 

 GDPR and FOI • The Council has a publication scheme under the FOI which is 
clear and based on the model public scheme policy issued by the 
ICO 

• The Council has met all the requirements of the GDP Regs. 
• The scheme is publicised widely and all staff and members and 

aware of it and have knowledge of it 
• The policy makes it clear and easy to understand how to make a 

request under the FOI act and how to deal with vexatious and/or 
multiple requests 

 
GDPR is complete  
 
FOI publication 
scheme complete 
 
 

Social Media • The Council has a social media policy which includes use of 
Facebook and Twitter and other forms of social media 

• The policy clearly defines the use of social media and who has 
day to day responsibility 

• The policy includes the process for dealing with any vexatious 
issues or problems that arise 

On the agenda  
 

Press and media • The Council has a policy for dealing with the press and media, 
which makes it clear who speaks to the press/media on behalf of 
the Council 

• Staff and members are aware of and have knowledge of the 
policy and receive appropriate training 

• The policy clearly defines how staff deal with requests from the 
press/media 

• The Council makes full use of press/media releases, with clearly 
defined responsibility for who deals with the releases 

 
Policy approved  
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Chipping Norton Town Council

COMMUNICATIONS STRATEGY 

OBJECTIVE 
This Communications Strategy aims to establish a protocol for effective communication of the Town Council’s 
activities and other relevant information to members of the public. It draws on relevant previously adopted policies 
that are referred to in this document. 

PURPOSE 

The Town Council is accountable to members of the public and has a duty to convey its decisions and actions through 

various media.  To this end, all communication will be conveyed in an open and straightforward manner. 

The Town Clerk is the Proper Officer of the Town Council and is responsible for all formal communication between 
the Council, the press and members of the public.  However, this does not prevent individual councillors from 
communicating with the press and public but they must  ensure that there is clarity in their communication so there is 
a clear distinction between individual opinions and those approved by the Town Council. 

METHOD OF COMMUNICATION 

The Council will use the following procedure to communicate with members of the public and the press. 

ACTIVITY METHOD OF COMMUNICATION RESPONSIBILITY 

Monthly newsletter Town Clerk 

Town Clerk 

Approved and draft minutes Website Town Clerk 

Agendas Website/notice board/press.  These will be published 
in compliance with legislation. 

Town Clerk 

Supporting information for 
meetings (non-confidential) 

Website Town Clerk 

Council policies/procedures Website Town Clerk 

Annual Town Meeting Website/social media Town Clerk 

Annual Report Using themes approved by the Town Council, the Chair
will be responsible for presenting the Annual Report at 
the Annual Town Meeting.   

Town Clerk/Mayor 

Press releases Chippy News/Witney Gazette/ local radio etc. Town Clerk/Mayor
Chair of relevant ctte

Annual external audit Website/notice board Town Clerk 

Adopted Annual Accounts Website/notice board Town Clerk 
(following adoption by 
the Town Council) 

Councillor vacancies Website/notice board/social media Town Clerk 

Financial statements and other 
financial information 

Website Town Clerk 
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SOCIAL MEDIA 

Chipping Norton Town Council has a Social Media Policy that can be found on the Council's website. 

The Council’s website will be the main information hub and channel for communicating details about the Town 
Council.  The website will also act as a channel for other information such as local news and events, consultation 

details, road closures and anything that is of general interest to the local community including links to other websites.  

The website will be regularly updated. 

Facebook, Instagram and Twitter will also be used; its main objective is to promote Chipping Norton and to encourage 
visitors to support the local economy.  This media will help to build social capital so that there is a two-way channel 
between the Town Council and members of the public.  A member of staff's private Facebook account must not be 
used to administer, log in or send messages from the Town Council’s social media pages.  A specific Council work-use 
account must be used at all times.  Whilst the Council supports open discussion, inappropriate comments from 
members of the public will not be tolerated and will be removed and the reason given.  If it is a genuine complaint the 
complainant will be directed to the Council’s Complaints Procedure which can be viewed on the Council’s website.  
Comments and enquiries will only be responded to during normal office hours.  Personal information should not be 
conveyed through social media. 

Whatever channel the Town Council chooses to communicate the message must be consistent across all channels. 

COMMUNITY ENGAGEMENT 

Chipping Norton Town Council have a Community Engagement Strategy that can be found on the Council's website

Through a positive and transparent approach Councillors and staff will actively engage with the community and the 
local media to promote the Council’s decisions and plans.  The Town Clerk will work with the Mayor, Deputy Mayor 

and appropriate chairs of Committees and sub-Committees to agree the content of pertinent information where 

necessary. 

Councillors who wish to communicate directly with the press should make it clear whether they are speaking as a 
Councillor or as a private individual.  If Councillors wish to express their own views directly with the media they should 
not seek to undermine the Town Council if their views are different to the Council’s corporate position.  If Councillors 
wish to take this course it might be prudent to seek a briefing with the Town Clerk beforehand.  No communication 
should be made that is in any way damaging to the interests or reputation of the Town Council or which reveals 
confidential matters, or information likely to endanger the health or safety of a Councillor, Town Clerk, or any other 
individual.  

Agendas for Council meetings will be accompanied by sufficient supporting information to enable councillors to make 
informed decisions and for a reasonable member of the public to understand.  Confidential information will be 
excluded.  Agendas will be issued by email so that they are received by councillors at least 3 clear days before all 
meetings of the Council.  

Supporting information will also be published on the Council’s website at the same time as the agenda to which it 
relates.  Minutes for all Council meetings will be published on the Council’s website as soon as they have been 
drafted.   

The Town Council’s Standing Order no: 22(a) states that requests from the press or other media for an oral or written 
comment or statement from the Council, its councillors or staff, shall be handled in accordance with the Council’s 
policy in respect of dealing with the press and/or other media (this strategy).  The Council will co-operate with the 
media and others seeking information on the Council’s activities or ambitions. 

The Town Clerk and Deputy Town Clerk are responsible for the preparation of notices of Council meetings, agendas 
and minutes and for the development and maintenance of the Council’s website so that it remains current.    

All correspondence addressed to the Town Council will be actioned by the Town Clerk.  Information that needs to be 
considered by the Town Council, or one of its committees, will be placed on the first agenda after its receipt.  Other 
relevant information will be emailed to Members in between meetings for information only. 

https://www.chippingnorton-tc.gov.uk/town-council/policies/
https://www.chippingnorton-tc.gov.uk/town-council/policies/
https://www.chippingnorton-tc.gov.uk/town-council/policies/
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REQUESTS FOR INFORMATION 

Council information will be made available to members of the public in accordance with the Council’s adopted 

‘Publication Scheme’. 

In compliance with Standing Order nos: 20(a) and 20(b) requests for information held by the Council shall be handled 
in accordance with the Council’s policy in respect of handling requests under the Freedom of Information Act 2000 
and the Data Protection Act 1998. 

Correspondence from, and notices served by, the Information Commissioner shall be referred by the Proper Officer to 
the Council. The Council shall have the power to do anything to facilitate compliance with the Freedom of Information 
Act 2000.  

In accordance with Standing Order no: 11 neither officers, nor councillors, will disclose confidential information that 
is exempt under the Freedom of Information Act.   The agenda and its supporting papers, and the minutes from a 
meeting where confidential or sensitive information is discussed, shall not disclose or otherwise undermine such 
information which, for special reasons, is not in the public interest. 

The Council will continuously implement improvements to its communications work through renewal and enhanced 
use of its website, social media and digital approaches to sharing information alongside making hard copies available.  
Transparency will be maintained at all times.  

COMMUNICATION BY EMAIL, INTERNET AND TELEPHONE POLICY 

Communications via email, and internet usage undertaken in the name of the Council or on Council systems carry 

inherent risks such as: 
potential defamation 
spreading of viruses, including Trojans which can steal data 
breach of confidentiality 
accepting files from sources in online chat rooms which could bypass firewalls or email filters 
breach of contract 
breach of copyright 
breach of data protection legislation 
breach of privacy and unlawful discrimination 
the reputation of the Council 

Email etiquette 

All employees and town councillors must follow the procedure outlined below when sending and receiving emails on 

behalf of the Town Council: 
only agreed email signatures may be used by employees 
all messages must use appropriate business language 
a waiver clause will be included employees must include a waiver clause at the end of each email message 
the circulating of offensive, indecent, or obscene material, or anything which breaches the Equal 
Opportunities Policy is strictly prohibited 
confidential material should not be disclosed 
only attachments from a trusted source may be downloaded on Council IT equipment 
ensure that the address of the recipient is correct before sending emails 
ensure that a ‘reply to all’ is appropriate 
ensure that essential files are saved before deleting the message in which they were received 

Telephone etiquette  

All employees must follow the procedure outlined below when using the Council’s telephone: 
answer all calls by stating the name of the Town Council  
be polite at all times 
do not be rude or abrupt to callers 
do not use offensive language  
do not swear 
check the telephone frequently for messages from callers and respond in a timely manner 
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GENERAL COMMUNICATION POLICY 

Introduction 

1. Chipping Norton Town Council (“the Council”) is committed to the provision of accurate information about
its governance, decisions and activities.  Where this information is not available via the Council’s Publication
Scheme, the Town Clerk should be contacted.

2. The Council shall, where possible, co-operate with those whose work involves gathering material for
publication in any form including use of the internet (“the media”).

3. This policy explains how the Council may work with the media to meet the above objectives in accordance
with the legal requirements and restrictions that apply.

Legal requirements and restrictions 

4. This policy is subject to the Council’s obligations which are set out in the Public Bodies (Admission to
Meetings) Act 1960, the Local Government Act 1972, the Local Government Act 1986, the Freedom of
Information Act 2000, the Data Protection Act 1998, other legislation which may apply and the Council’s
Standing Orders and Financial Regulations.  The Council’s Financial Regulations and relevant Standing Orders
referenced in this policy are available via the Council’s Publication Scheme.

5. The Council cannot disclose confidential information or information the disclosure of which is prohibited by
law.  The Council cannot disclose information if this is prohibited under the terms of a court order, by
legislation, the Council’s Standing Orders, under contract or by common law.  Councillors are subject to
additional restrictions about the disclosure of confidential information which arise from the Code of Conduct
adopted by the Council, a copy of which is available via the Council’s Publication Scheme and available to
download from the Council’s website.

Meetings 

6. A meeting of the Council and its committees are open to the public unless the meeting resolves to exclude
them because their presence at the meeting is prejudicial to the public interest due to the confidential nature
of the business or other special reason(s) stated in the resolution.  In accordance with the Council’s Standing
Orders, persons may be required to leave a meeting of the council and its committees, if their disorderly
behaviour obstructs the business of the meeting.

7. Where a meeting of the Council and its committees include an opportunity for public participation, the media
may speak and ask questions.  Public participation is regulated by the Council’s Standing Orders.

8. The photographing, recording, filming or other reporting of a meeting of the Council and its committees
(which includes e.g. using a mobile phone or table, recording for a TV radio broadcast, providing commentary
on blogs, web forums, or social networking sites such as Twitter, Facebook and YouTube) which enable a
person not at the meeting to see hear or be given commentary about the meeting is permitted, unless (i) the
meeting has resolved to hold all or part of the meeting without the public present or (ii) such activities
disrupt the proceedings or (iii) paragraphs 9 and 10 below apply.

9. The photographing, recording, filming or other reporting of a child or vulnerable adult at a Council or
committee meeting is not permitted unless an adult responsible for them has given permission.

10. Oral reporting or commentary about a Council or committee meeting by a person who is present at the
meeting is not permitted.

11. The Council shall, as far as it is practicable, provide reasonable facilities for anyone taking a report of a
Council or committee meeting and for telephoning their report at their own expense.

12. The Council’s Standing Orders will confirm if attendance by the public, their participation, photographing,
recording, filming or other reporting is permitted at a meeting of a sub-committee.

Other communications with the media 

13. This policy does not seek to regulate councillors in their private capacity.
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14. The Council’s communications with the media seek to represent the corporate position and views of the
Council.  If the views of councillors are different to the Council’s corporate position and views, they will make
this clear.

15. The Town Clerk may contact the media if the Council wants to provide information, a statement or other
material about the Council.

16. Subject to the obligations on councillors not to disclose information referred to in paragraph 5 above not to
misrepresent the Council’s position, councillors are free to communicate their position and views.

Approved…………. 

This policy has been written in accordance with the Council's "Recording of Meetings Policy" which can be found 
on the Council's website. 

https://www.chippingnorton-tc.gov.uk/town-council/policies/
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Chipping Norton Town Council 

Protocol on Member Officer Relations 
 

1. Background 
 

1.1 This protocol is intended to assist Councillors and the Clerk in approaching  
some of the sensitive circumstances which arise in a challenging working 
environment. 

 
1.2 The reputation, integrity and ability of the Council to deliver its agreed 

objectives is significantly influenced by the   effectiveness of Councillors, the 
Clerk and other staff working together to support each other’s roles. 

 
1.3 The aim is effective and professional working relationships characterised by   mutual 

trust, respect and courtesy. Close personal familiarity should be avoided. 

2. Roles of Councillors and Employees 
 

2.1 The respective roles of Councillors and employees can be summarised as  
follows: 
 
Councillors and Officers are servants of the public, and they are indispensable to 
one another, but their responsibilities are distinct. 
 
Councillors are responsible to the electorate and serve only as long as their  
term of office lasts. 
 
Officers as permanent employees are responsible to the Council. Their job is to 
give advice to Councillors and to the Council, and to carry out the Council's work 
under the      direction of the Council and relevant committees. 

 
2.2 Councillors 

 
2.2.1 Councillors have four main areas of responsibility: 
 

• To determine Council policy and provide community leadership 
• To monitor and review Council performance in delivering services 
• To represent the Council externally 
• To act as advocates for their constituents 

 
2.2.2 All Councillors have the same rights and obligations in their relationship with  the 

Clerk and other employees, regardless of their status or political party, and 
should be treated equally. 

 
2.2.3 Councillors must not involve themselves in the day to day running of the  
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Council. This is the Clerk’s responsibility, and the Clerk will be acting on 
instructions from the Council or its Committees, within an agreed job 
description. 
 

2.3 Chairs and Vice-Chairs of Committees 
 
Committee Chairs and Vice-Chairs have additional responsibilities. These responsibilities mean 
that their relationships with employees may be different and more complex than those of other 
Councillors. However, they must still respect the impartiality of Officers and must not ask them 
to undertake any work of a party-political nature, or to do anything which would prejudice their 
impartiality. 
 
No Councillor, regardless of status or position should ask The Clerk or any other member of staff 
to disregard or change a decision or instruction resolved democratically by Council, committee 
or sub-committee. Any proposals, or amendments to proposals need to be agreed by the 
appropriate Council, Committee or Sub-Committee in a democratic fashion and in accordance 
with Standing Orders. 
 
2.4 Officers 
 
The role of Officers is to give advice and information to Councillors and to implement the 
policies determined by the Council. 
 
In giving such advice to Councillors, and in preparing and presenting reports, it is the 
responsibility of the Officer to express his/her own professional views and recommendations. An 
Officer may report the views of individual Councillors on an issue, but the recommendation 
should be the Officer's own. If a Councillor wishes to express a contrary view, they should not 
pressurise the Officer to make a recommendation contrary to the Officer’s professional view, nor 
victimize an officer for discharging his/her responsibilities. 
 
3. Expectations 
 
3.1 All Councillors can expect: 
 

• A commitment from Officers to the Council as a whole, and not to any individual 
Councillor, group of Councillors or political group 
 

• A professional working partnership 
 

• Officers to understand and support respective roles, workloads and pressures 
 

• A timely response from Officers to enquiries and complaints 
 

• Officer's professional advice, not influenced by political views or personal preferences 
 

• Regular, up to date, information on matters that can reasonably be considered 
appropriate and relevant to their needs, having regard to any individual responsibilities 
or positions that they hold 

 
• Officers to be aware of and sensitive to the public and political environment locally 

 
• Respect, courtesy, integrity and appropriate confidentiality from Officers 
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• Training and development opportunities to help them carry out their role effectively

• Not to have any personal issues raised with them by Officers outside the Council's
agreed procedures

• That Officers will not use their contact with Councillors to advance their personal
interests or to influence decisions improperly

• That Officers will at all times comply with the relevant code of conduct

3.2 Officers can expect from all Councillors: 

• A professional working partnership

• An understanding of, and support for, respective roles, workloads and pressures

• Leadership and direction

• Respect, courtesy, integrity and appropriate confidentiality

• Not to be bullied or put under undue pressure

• That Councillors will not use their position or relationship with Officers to advance their
personal interests or those of others or to influence decisions improperly

• That Councillors will at all times comply with the Council's adopted Code of Conduct

3.3 General Principles 

• Close personal relationships between Councillors and Officers can confuse their separate
roles and get in the way of the proper conduct of Council business, not least by creating
a perception in others that a particular Councillor or Officer is getting preferential
treatment.

• Special relationships with particular individuals or party-political groups should be
avoided as it can create suspicion that an employee favours that Councillor or political
group above others.

Signed by the Mayor………………. 

Signed by the Town Clerk…………….. 

Dated……………………………………. 



Agenda item 9 – Planned Tree Maintenance 

The Council have employed a contractor to undertake a safety survey of all of the trees that the 
Council own and manage. All high priority works have been completed across all sites.  

During the budget period the Council were able to budget for most of the medium priority works 
identified in the survey, as comprehensive quotes had been submitted.  

The quote for the medium priority works needed in The Closed Churchyard was delayed due to the 
high priority works taking longer than the other sites to complete due to permissions being required 
in line with the Church Faculty. Therefore we were unable to set an informed budget for this.  

Unfortunately the costs for the medium priority works have come in higher than anticipated. The 
actual quotation is £4680.00.  
 
“To carry out all medium priority works which have been recommended within the tree health survey 
which was carried out on the 29th of June 2022 by Canopy Arboricultural. 
Tree’s under the surveys medium priority schedule have a timeframe of 1 year for the 
works to be carried out” 
 
Recommendation: 

That the costs incurred are earmarked from the general reserves and the health and safety works 
are carried out once faculty permissions are granted.   
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