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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 
TOWN CLERK and CEO: Luci Ashbourne 

14th November 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:  20th November 2023 

TIME:  6:30pm 

Luci Ashbourne    
Town Clerk and CEO 

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
To approve the minutes of the Finance and Resources Committee meeting held on 25th September 
2023. 

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 note the committee action plan. 

6. Income and expenditure
To receive detailed current income and expenditure reports by budget heading. 

7.  Schedule of payments for approval
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 To receive the schedule of payments. 
 

8. Grants  
a. To consider a proposal re core funding from the Chipping Norton Museum   
b. To consider a one-off grant application from the Villager Bus  
 

9. Forward work programme 
 To consider the following policies: 

a. Volunteer policy and agreement  
 

10. Committee Budget 2024/25 
To receive a report from the Responsible Finance Officer and agree committee spending priorities 
for 2024/25 
 

11. Draft annual budget setting for 2024/25 
To receive a report regarding the budget setting for 2024/25 and send a recommended draft 
budget to the next Full Council meeting.  
 

12. Date of next meeting - Monday 5th February 2024.  
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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 a Finance and Resources Committee meeting held on the 25th September 2023, at 

6:30pm in the Council Chamber, Chipping Norton Town Hall 
 

PRESENT: Cllrs Ian Finney (Chair), Sharon Wheaton, Mike Cahill, Sandra Coleman, Dom Rickard, Emily 
Weaver (substituting) 
 
ALSO PRESENT: 
Luci Ashbourne, Town Clerk and CEO 
Katherine Jang, Deputy Town Clerk and Estates Manager 
Ali Packer, Responsible Finance Officer 
 
FC26 Apologies for Absence 

Apologies were received from Cllrs Athos Ritsperis and Natasha Whitmill 
 

FC27 Declaration of Interests 
None received 
 

FC28 Minutes 
RESOLVED: That the minutes of the Finance and Resources Committee meeting held on the 
17th July 2023 were signed and approved as an accurate record by the Chair.  
 

FC29 Public Participation 
None received 
 

FC30 Committee Action Plan 
Members noted the ongoing committee action plan. 
Cllrs noted that the most items (eg. Grants) should say ongoing rather than have an end date.  
 

FC31 Income and Expenditure 
Members received detailed income and expenditure reports by budget heading. 
The Town Clerk noted that £60,000 from Ear Marked Reserves have been spent on the Town 
Hall restoration and £60,000 for Cotswold Crescent Play Park.  
 
Cllrs queried cost code 6200 – Rent: The RFO noted that this was backdated rent for the 
Guildhall from the last year which had not been invoiced by WODC until this year.  
 
Cllrs were pleased to see the increase in income at the Town Hall, although members queried the 
Town Hall equipment budget being over 80% spent. The Town Clerk reported that this is due to 
the one off purchase of new equipment, such as induction hobs and other miscellaneous items 
sourced to support events and bookings at the Town Hall.  
 

FC32 Schedule of payments for approval 
Members received the schedule of payments. 
The Town Clerk noted that the two large invoices are for the Town Hall restoration (£38,000) 
and for the Cotswold Crescent Play Park.  
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FC33 Forward work programme 
Members considered the following policies: 

a. Risk Management Strategy 
Cllrs queried if the standing orders could be updated, but the Town Clerk said that the 
Risk Management would need to be adopted in advance.  
Members agreed that the Risk Management Strategy is sent to Full Council to be adopted.  
 

b. Corporate Risk Register 
The Town Clerk stated that the risk management strategy and risk register sit together as 
two policies.  
Cllrs queried the use of cash at the Guildhall. TC Staff mentioned that this is discouraged 
as much as possible, and the only cash float kept is for William Fowler Allotments which 
would sit within the William Fowler Allotment Trust risk register.  
Members agreed that the Corporate Risk Register is sent to Full Council to be adopted.  
 

c. Staff and Councillor Training and Development Policy 
The Town Clerk reported that the reason why it is being reviewed is because the Town 
Council had a Training and Development Policy, but there was no Cllr section which NALC 
requires for the Council Awards.  
Members agreed that the Staff and Councillor Training and Development Policy is sent to 
Full Council to be adopted.  
 

d. CCTV Compliance Policy 
Cllrs queried if the CCTV signs have been put up, and the Town Clerk confirmed that 
signage has been put up at the Town Hall and the Guildhall. The existing CCTV scheme at 
the Town Hall is encompassed in this draft CCTV Compliance Policy. New CCTV are being 
installed at the Guildhall, Guildhall car park, and Town Hall entrances. 
Members agreed that the CCTV Compliance Policy is sent to Full Council to be adopted.   
 

FC34 Gas supply for Chipping Norton Town Hall 
Members received a report and recommendations regarding renewal of the gas contract for 
2024.  
Cllrs pointed out that the second price comparison received was a 24-month tariff vs 36-month. 
The Town Clerk to request the 36-month contract quotations, and in principle, Cllrs agreed to 
remain with British Gas Lite, at the annual cost of £6,571.62 and to investigate the costs for a 
new boiler for the Town Hall to increase overall efficiency. 
Members delegated this matter to the Chair and the Town Clerk.  
 

FC35 Celebrating and Commemorating Local Citizens 
Members received a report from Cllrs Coleman, Keyser and Graves about celebrating local 
citizens and incorporating this into a larger annual event. Cllr Coleman also expressed the need 
to have a formal policy for memorial benches in town.  
The Town Clerk agreed that a full “Celebrating and Commemorating Local Citizens Policy” should 
be written to formalise the procedures.  
For the Facilities and Events Officer to be informed about the event in advance in order to 
properly prepare and plan.  
 

FC36 Grants 
Members received correspondence following recent grant applications. 

a. Members received thanks from several organisations following successful grant 
applications. 
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b. Members received correspondence from Citizen’s Advice West Oxfordshire following their 
provisional grant decision.  
Cllrs mentioned that the email discussed accessibility and still had an issue with the 
access to the Parish Rooms. While not impossible it may be a hindrance to hold the 
sessions at the Parish Rooms. Cllrs were sympathetic to the CAWO response that moving 
sessions would be a disruption to volunteers.  
RESOLVED: That members agreed to pay out the provisional grant to CAWO following 
their site visit and response.  
 

c. Members received correspondence from Remix Youth Club following their provisional 
grant decision. 
RESOLVED: That members agreed to pay out the provisional grant to Remix Youth Club 
following their response and receipt of safeguarding policy.  
 

d. Members received correspondence from 1:1 Mentoring following their provisional grant 
decision.  
RESOLVED: That members agreed to pay out the provisional grant to 1:1 Mentoring 
following clarification about their safeguarding policies and governance.  
 

FC37 External Audit Report and Certificate 
Members received the report from the Council’s external auditor and noted the statement of 
conclusion of audit. 
Members gave their thanks to the RFO for a successful external audit report and for all her hard 
work.  
 

FC38 Date of the next meeting 
Monday 20th November 2023 
 

 
The Chair closed the meeting at 7:40pm.  
 
 
 
Signed as an accurate record………………………………………………… 
 
 
 
Date………………………………………………. 



Agenda item 6 – Committee action plan  

The current Committee Action plan as reviewed at the last meeting.  

 It should be noted that this action plan is a working document and can be updated at any point.  

Action  Whose involved? Budget Commenc
ement 

Completion Notes/Comment  

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

CNTC  May 19 Ongoing  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 £3800 Telephone 
£3000 IT 
hardware/software 
 

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  Community Committee have reviewed the fees and 
charges for 2023.  

Appoint the internal auditor  CNTC  Ongoing  Ongoing  Internal audit 2023 complete. Year ending 2024 to 
commence soon.  External audit complete.  

Ensure that the Council is open and transparent  CNTC  Ongoing  Ongoing  New website launched. FOI procedures approved 2022.  
Transparency page published. Financial management 
page published.  

Ensure that the Council’s finances are invested wisely  CNTC  Ongoing  Ongoing  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  Staff needs assessment complete. All staff training up to 
date.  
Member needs assessment has been circulated.   

Providing grants to voluntary bodies/organisations in Chipping 
Norton 

CNTC/Organisations/Club
s/Community groups 

22-23 
£26000 

July 22 Ongoing First tranche of applications have been considered and 
awarded. Second tranche to be considered Feb 2024.  

Managing Greystones leases  CNTC/tenants   Jul 22 Ongoing New leases have been drawn up. Land registry scale 
maps are complete. Valuation is now complete.  
One lease complete 
To start second one Jan 2024 

 

 

 

















Agenda item 8 – Grants  

The Council has received two grant requests that sit outside the scope of the general communities 
grant policy: 

a. A request has been received from The Chipping Norton Museum.  The Museum initially 
applied was £2000 and were awarded that over three years. If approved the increase would 
need to be spent from General Reserves, and the annual budget adjusted accordingly.  
 

b. A request has been received from The Villager Bus for a £10,000 grant to contribute towards 
a new electric bus. If approved, this would need to be spent from General Reserves. The 
recommendation, if approved, is that the amount be transferred over once the Villager have 
successfully been awarded funding for the total cost of the bus and have the charging 
infrastructure in place.  
 

 



 

 
CHIPPING NORTON LOCAL HISTORY SOCIETY & MUSEUM 

 

Luci Ashbourne 
Town Clerk & CEO 
Chipping Norton Town Council  
The Guildhall, Chipping Norton, OX7 5NJ    23rd October 2023 
 
Dear Luci, 

Chipping Norton Local History Society and Museum Core Funding 

I am writing as the treasurer of the Local History Society  to follow-up a conversation you had recently with 

Martin Jarratt about the Town Council’s core funding for the Society. 

We are very grateful that the Town Council has awarded us core funding status for the Museum. However, at 

the time we applied for support from the “Grants to Voluntary Bodies” scheme we were unaware of the 

concept of core funding. If we had known about this, then we would have set our application for £3,500 not 

£2,000, as we are expecting significant change to our financial situation next year when we negotiate with the 

Cooperative Society the renewal of the existing lease and management fee for the space we occupy in their 

premises. 

At the moment we pay the Cooperative Society over £6,000 per annum for both the lease and maintenance 

charges. In addition, we have an annual expenditure on utilities of a further £1,000 per annum. Given the 

current environment for property prices and therefore lease charges we are anticipating (dreading?!) that a 

substantial increase between 10% and 20% per annum (i.e. a worst case of £1,400 extra per year) will be levied 

upon us.  

Also, but on a more positive note, following the recent ‘discovery’ of a significant Roman settlement in 

Chipping Norton, we are very keen to provide to the people of Chipping Norton with an engaging depiction of 

the Roman finds plus improve the exhibition of the existing Roman artefacts we have in the Museum. We hold 

over 400 coins and artefacts from the local area.  

Working toward this goal, we have already built a ‘geographic information system’ to act as the backbone of 

the interactive display of finds. However, the implementation of our plans will take significant capital 

expenditure for new computer equipment and cabinetry for the complementary display of a selection of the 

finds.  

There has recently been a significant growth in interest in the archaeology of the Chipping Norton area. On 

Saturday 14th October we held a Finds Day in the Museum where the OCC ‘Finds Liaison Officer’ held an ‘Open 

House’ where anybody could bring in their finds for him to identify and, if need be, record the find in the 

national Portable Antiquities Data scheme. Over 40 people attended and brought along dozens of interesting 

objects.    

I hope that the Town Council can look kindly on this additional request. I and some of my colleagues would be 

delighted to attend a Council meeting to describe our plans and make our case should you think that useful. 

I look forward to hearing from you. 

Best wishes, 

 

John Graves 

Treasurer, Chipping Norton Local History Society and Museum 

4 High Street, Chipping Norton  

Oxfordshire OX7 5AD 

 



Three years ago, the Council kindly supported the purchase of a new bus for the Chippy 
Shuttle service. We are most grateful for that support which has enabled our 
passengers to have a modern, efficient and safe service, carrying around 1,000 
passengers per month. 
 
When we ordered that bus, we wanted very much to buy an electric vehicle, for 
obvious environmental reasons; regrettably, no suitable vehicle existed. However, a 
new electric bus, the Oreos which meets our requirements, will be on sale next spring. 
The one disadvantage, as with all electric vehicles, is the purchase price. An Oreos costs 
£160K, £50K more than the equivalent diesel bus, plus expenditure on an electric 
charging supply of about £7K. Savings over the life of the bus from reduced fuel costs, 
are estimated to be around £15K. We have funds for a bus replacement next year but 
these will cover only £110K. We thus need £42K to proceed 
 
We know that the Council is keen to improve air quality, reduce noise and decrease 
reliance on fossil fuels, as are we. By buying an electric bus, we will contribute to these 
goals and create a cleaner and healthier environment in Chipping Norton. By using the 
Shuttle rather than their cars, residents can be part of this project to help all residents 
and visitors, as well as meeting the Council’s aims.  
 
Our long-term plan is to decarbonize our fleet, when buses are replaced. The current 
diesel bus will be transferred to our country routes, where pollution is not such a 
pressing problem as in town, and an old bus will be sold. 
 
We are also applying to OCC for a Community Transport Improvement Grant but ask 
the Town Council to consider a £10K grant to help us achieve our goals, providing 
cleaner, greener transport for our residents.  

 



















 

 
THE VILLAGER BUS SERVICES LTD 

£ 20,179.62 Current balance 

£20,179.62  Available funds ? 
More actions 

Take card payments easily and securely with Lloyds Bank Cardnet ® Apply now 

Statement 
View statement 
 

https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/#tool-tipAT11
https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/#popup
https://contact.lloydsbank.com/cardnet/775753e9-0892-4678-a118-421b4955605c/forms/lloyds/standard/#!/cardnet/start


 

All transactions 
Statement options  

 
     

DATE DESCRIPTION TYPE? IN (£) OUT (£) BALANCE (£) 

23 Oct 
23 

 
 DEB  234.90 20,179.62 balanc e, Click enter to display the d etails of the transaction 

 

23 Oct 
23 

 
 FPO  55.00 20,414.52 balanc e, Click enter to display the d etails of the transaction 

 

20 Oct 
23  DEB  99.24 20,469.52 balanc e, Click enter to display the d etails of the transaction 

 

https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/
https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/


 

All transactions 
Statement options  

 
     

DATE DESCRIPTION TYPE? IN (£) OUT (£) BALANCE (£) 

19 Oct 
23 

MELLOR COACHCRAFT 
300000001226174228 VILLAGER 
MELSO2943 602330 10 19OCT23 14:57 FPO  444.00 20,568.76 balanc e, Click enter to display the d etails of the transaction 

 

18 Oct 
23 

 
 FPO  4.49 21,012.76 balanc e, Click enter to display the d etails of the transaction 

 

https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/
https://securebusiness.lloydsbank.co.uk/business/a/account_details_ress/OWEGXWFPRK2YW6Z25R2VKDLGUAZUXA3CKBX6BGJMQ5COIGSUP4WQ/WCCLTC6CDXY6UTQDQSBIAVWTD3VNBKWFCYB3YVA/62LCDBKEY6GJW/TZZWWJJ3F7QAB5WVNUX5ADV6KPSPN4GAENHZNVTNV44MYLJLX75Q/


CHIPPING NORTON TOWN COUNCIL 

 

FORWARD WORK PROGAMME: GOVERNANCE for F&R Cttee Meeting Nov 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 March 2023 
Approved May 2023 
(FC) 
 
Review date March 
2024 
 
Updated SO to be 
approved once new 
Financial Regulations 
have been drafted by 
NALC.  

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 
December 2020 
 
Reviewed March 2023 
Approved May 2023 
(FC) 
 
Review date – March 
2024 

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

New code of conduct 
adopted July 2022 
 



CHIPPING NORTON TOWN COUNCIL 

 

• 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 members have 
completed register of 
interests.  
Published on website  

Transparency Code – Published 
Info on website 

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

Transparency code  
- Complete and 

published  

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.  

Volunteer agreement 
and policy on the 
agenda 
 
 



CHIPPING NORTON TOWN COUNCIL 

 

• Social Media  
• Anti-fraud, anti-bribery and corruption  
• CCTV Compliance 

 
Heath and Safety 

• H&S Policy 
 
 
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 – March 
2023 
Approved May 2023 
 
Financial Regs to be 
reviewed once the new 
NALC model draft is 
ready. These should 
inform a review of the 
Standing Orders. 
 
 

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 

2021/22 Complete 
 
2022/23 – AGAR 
complete  



CHIPPING NORTON TOWN COUNCIL 

 

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 
complete for 2022-23 

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 
commence through the 
Sept-Nov Committee 
Cycle.  
 

 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 

 
New policy in place 
 
Grants to be received 
and considered at July 
and Feb meetings of 
this 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  

Priority for 23-24.  
 
In place: 
Council Action Plan 
Health and Safety 
Policy  
 
Business Continuity 
Plan to be drafted for 
future meeting.  

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 

New risk register and 
policy approved 
September 2023.  
 



CHIPPING NORTON TOWN COUNCIL 

 

• Staff and members have received appropriate training in risk 
assessment 

• Risk Management policy 
• Corporate risk register  

Review date – Sept 24 
 

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 
 
New policy quotes – 
Jan 2024 for April 2024 
start.  

 Annual Report  Council to create an annual report to highlight the work, Council 
priorities, how the precept is spent, and keep residents updated 
with any other matters.  

 

 Local Council Awards  Council has applied for the Foundation Award – awaiting outcome 
Criteria required to apply for the Quality Award that still needs 
putting in place: 

• Annual report 
• Councillor profiles  

Foundation award has 
been granted.  
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Chipping Norton Town Council 

Volunteer Policy and Agreement 
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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 

 
 
TOWN CLERK: Luci Ashbourne 
 
 

 

INTRODUCTION 
 
Chipping Norton Town Council (‘The Council’) recognises that volunteers can 
make a valuable contribution to the Council’s work in the community and 
understands the importance of volunteers feeling that the time they give freely is 
appreciated. A committed group of volunteers are a valuable asset to the town. 

POLICY STATEMENT 
 
This policy applies to individuals undertaking work or duties on behalf of the 
Council in a voluntary capacity. It does not apply to councillors, officers or those 
who have a contractual relationship with the Council. The relationship with 
volunteers is non-contractual and no working relationship is created or implied 
at any time, however, the Council recognises the importance of having clear 
guidelines in place to manage expectations of both the Council and volunteers. 

The aim of this policy is to ensure that all volunteers remain safe and feel 
valued when volunteering on Council projects. It provides a framework within 
which the Council will manage volunteers and what the volunteers can expect in 
return from the Council. 

Whilst officers and councillors may identify volunteering opportunities, these 
must be approved by the Town Clerk and CEO.  

PRINCIPLES 
 
The Council appreciates that volunteers contribute their time, skills and 
knowledge freely for many reasons and will support personal aspirations and 
professional ambitions wherever it is reasonably practicable and appropriate to 
do so. 

The Council values volunteers and recognise that they should be provided with 
satisfying roles and the opportunity for personal development as well as the 
support, training and equipment to undertake these tasks effectively and safely. 
A volunteer coordinator will be appointed for each volunteering activity and will 
have primary responsibility for volunteers involved in that activity. 

WHO CAN VOLUNTEER 
 
The Council will not discriminate on the basis of any protected characteristics 
such as age, disability, gender reassignment, marriage or civil partnership, 
pregnancy and maternity, race, religion or belief, sex and sexual orientation and 
is committed to providing equal opportunities to all volunteers from all 
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CHIPPING NORTON TOWN COUNCIL 

THE GUILDHALL, CHIPPING NORTON, OXFORDSHIRE OX7 5NJ 
TEL: 01608 642341    

 Email: townclerk@chippingnorton-tc.gov.uk 
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backgrounds and recognises that having a broad, diverse group of volunteers 
brings a variety of knowledge, skills, creativity and experience and promotes 
social and community cohesion. 

The Council’s Equality and Diversity policy will always be adhered to in relation 
to the recruitment and support of volunteers. 
If a volunteering opportunity arises where, for example, reasons of health and 
safety or safeguarding issues, a volunteer may not be suitable, the Council will 
make reasonable adjustments, insofar as is practicable. Where it is not possible 
to place a volunteer in their requested role, efforts will be made to find a suitable 
alternative. 

Having a criminal record will not necessarily preclude anyone from volunteering 
with the Council however this will depend on the nature of the volunteer role 
and the nature and circumstances of the offence. 

The majority of volunteer roles will not require a DBS (Disclosure and Barring 
Service) check. However, should this be a requirement of the volunteer role, 
the Council will confirm this at the outset. 

RECRUITMENT AND INDUCTION 
 
The Council may recruit volunteers using a range of methods such as word of 
mouth, advertising, talking with other organisations. It may also directly 
approach those who have previously assisted the Council with its work. 

All volunteers will be required to: 
 

• sign a volunteer agreement, attached as (Appendix A) 
• complete a volunteer contact form (Appendix B) and ensure that any 

changes to their contact details are communicated to either the activity 
supervisor or the Town Clerk in a timely manner 

Completed agreements and contact details will be retained by the Town Clerk in 
accordance with the Data Protection Act 2018. 

All volunteers will receive an appropriate induction prior to commencing the role 
assigned to them which will include: 

• a brief overview of the work and policies of the Council 
• a discussion on volunteer code of conduct and confidentiality 
• guidance on health and safety measures and risk assessments 

associated with their role 
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• any task related training that is required to enable them to fulfil their role 

VOLUNTEER SUPPORT 
 
All volunteers will have a named person as their point of contact. 

 
The Council will invite volunteers to provide feedback on the activity they are 
engaged in, including evaluation of events and projects and will encourage 
volunteers to proactively make suggestions for how things might be improved in 
the future. 
Where appropriate, or where required for health and safety purposes or 
compliance with any other statutory requirement, the Council may offer training 
to assist volunteers. 

Where volunteers are under the age of 18, additional support will be provided 
and checks undertaken, as necessary. 

HEALTH AND SAFETY 
 
The Council has a duty of care to all volunteers and each activity supervisor will 
complete and share a risk assessment and safety briefing. 

Volunteers have a responsibility to themselves and others who might be 
affected by their actions and must always follow the Council’s Health and Safety 
policies and procedures. 

Volunteers must disclose to the activity supervisor, details of any medical 
conditions that may affect their ability to undertake certain activities. 

The Council will always inform volunteers of any specific health and safety 
measures that must be undertaken during a volunteer activity and, if required, 
will provide volunteers with the necessary personal protective equipment 
(‘PPE’). 

Volunteers must report any accidents or incidents to the activity supervisor as 
soon as practicable. 

Volunteers are covered by the Council’s insurance policy whilst undertaking 
official duties on behalf of the Council. Insurance cover is not provided for 
unauthorised actions or any actions undertaken outside of the volunteer 
agreement. 

Volunteers who are required to use their car as part of their volunteering, but 
not including travel to and from a place of volunteering, must inform their own 
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insurers to arrange suitable cover. This does not usually incur an additional 
charge but in the unlikely event that it does, and the cost would present a 
barrier to volunteer, this will need to be brought to the attention of the Town 
Clerk. 

EXPENSES 
 
Volunteers will be reimbursed for any out-of-pocket expenses incurred on behalf 
of the Council where this has been approved in advance. Receipts must always 
be provided. 

VOLUNTEER CONDUCT 
 
Volunteers represent the Council and must comply with the following: 

 
• undertake volunteering duties to the best of their abilities 
• treat other volunteers, members of the public and anyone else they 

encounter in the course of volunteering, fairly and courteously 
• adhere to decisions taken by the Council or its officers and follow all 

reasonable instructions 
• comply with all health and safety procedures and wear and PPE provided 
• wear appropriate clothing, including footwear, provide identification if 

required and take necessary steps to protect themselves in the 
environment they are working in. For example, through the use of 
sunscreen and a hat 

• not behave in a way that could bring the Council into disrepute, this 
includes behaving in an appropriate manner online and when using 
social media. 

• return any equipment / clothing supplied at the end of their volunteer 
activity 

Volunteers may, from time to time, have access to personal data or sensitive 
information about the work of the Council, its volunteers and staff and other 
organisations. Volunteers will only be given access to personal or sensitive 
information if it is required to fulfil the specific activity for which they are 
volunteering and any such disclosure will be approved, in advance, by the Town 
Clerk. It is an absolute requirement, both during and after volunteering, that 
confidentiality is maintained and that no information is passed to another 
individual or third party, unless required to do so by law. 

In the event of a serious complaint or inappropriate or dangerous behaviour, the 
nominated activity supervisor will discuss this directly with the Town Clerk, who 
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will advise on an appropriate course of action. 

The Council reserves the right not to assign further activities to a volunteer if, in 
the absolute discretion of the Town Clerk, it is considered in the best interests of 
the volunteer, the Council or the wider public. The Council will always act 
transparently and fairly. 

RIGHT TO LEAVE 
 
Volunteers are not contracted and are under no obligation to give notice if they 
no longer wish to give their time. However, it is greatly appreciated if volunteers 
can provide advance notice if they are unable to undertake their volunteer role 
or wish to end their volunteer agreement with the Council. This not only means 
the Council is able to reallocate the task but also provides the Council with the 
opportunity to thank the individual for their volunteer contributions. 



Draf
t

   
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 

 
 
TOWN CLERK: Luci Ashbourne 
 
 

 

 

CHIPPING NORTON TOWN COUNCIL VOLUNTEER 
AGREEMENT 

ONCE COMPLETED, THIS FORM MUST BE GIVEN OT THE TOWN CLERK 
 
 

Task Name:  

Task Date:  Start time: Finish time: 

Location:  

Named 
Supervisor: 

 

Description 
of activity: 

 

Tools / 
Equipment 
required: 

 

Specific 
health and 
safety 
measures: 
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First Aid: • In the event of an injury (cuts and grazes), the supervisor will
be notified. A first aid kit is held by the supervisor.

• In the case of a serious injury, immediate first aid should be
administered, and the supervisor informed.

• The supervisor is expected to carry with them a mobile phone
and if necessary, will contact emergency services

Volunteer Agreement: 

• I understand the scope of work described by the supervisor and agree to abide
by the direction given relating to this work and, further understand, that should I
not comply with such directions then the Council’s policy of insurance may not
cover my activities.

• I agree to comply with all health and safety direction and training that I am given
in support of this work.

• I agree that I am fit and health to undertake this work.
• I agree to make the supervisor aware of any changes to my contact details or

health.
• I understand that this agreement is not intended to create any contractual

relationship between myself and the Council.
• I understand that all resources, designs, and branding associated with

any tasks I undertake in my role are a volunteer are assets owned by the
Council.
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Volunteer 
Name: 

Signature: 

Changes to 
contact details: 

Additional Comments:
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CHIPPING NORTON TOWN COUNCIL
VOLUNTEER CONTACT DETAILS 

This list is maintained by the Town Clerk. All information will be kept in accordance with 
the Data Protection Act 2018. 
It is essential that a volunteer advises the activity supervisor of any medical condition 
that could put the safety of themselves and others at risk. Where a volunteer can no 
longer support the work of Chipping Norton Town Council, they are to contact the Town 
Clerk and request that their details are destroyed in line with the Council’s data 
protection policy. 

Volunteer Contact Details: 

Name: 

Address: 

Telephone: 

Email: 

Emergency contact 
details: (name,
relationship to volunteer, 
contact telephone number) 

Volunteer 
signature: 

Date: 



Agenda item 10 – Committee budget 24/25 

Attached is a draft committee budget for 2024/25. This has been informed by previous spend, as 
well as current projects that the Committee are working on or responsible for. The following points 
should be noted: 

• The precept income is based on this year’s as we have not yet received the tax base for
2024-25 from West Oxfordshire District Council. 

• Salary estimates include known and predicted Local Government salary increases
• The grants budget is currently £38,000 – made up of a £28,000 community grants fund, plus

three core funds for The Theatre, The Lido and The Museum (totaling £10,000). These 
organisations used to apply annually for grants that came out of the general £28,000 
community fund and now have a separate budget line each. Therefore reducing the general 
community fund back down by £10,000 – leaving a pot of £18,000 for all other grants. There 
is a recommendation on the next item for the committee to consider this, which can be 
done during agenda item 10 or 11.  

• The Contingency fund of £10,000 could be reduced to £7,500, as only £2,648 has been
needed over the past two years, and the Council do have reserves if an unexpected event 
costing more than this were happen.  Again, this can be considered during item 10 or 11 at 
this meeting.  

Recommendation: 

As part of the budget setting process, the committee should agree a draft budget for 2024/25 to 
help inform the final draft budget for this committee to agree, and then for Full Council to approve. 
It is important to note that this will be subject to change during the next agenda item depending on 
the overall picture. 



Chipping Norton Town Council 
Annual Budget - By Committee (Finance & Resources)

Finance & Resources 2022/2023 2023/2024 2024/2025
Budget Actual Agreed EMR Total Actual YTD Agreed EMR

100 Administration
Income

3210 Admin Charges 5,000 7,457 9,000 0 9,000 56 5,000 0
3211 C N History Trail 0 6 0 0 0 0 0 0
3290 Miscellaneous Income 0 2,212 0 0 0 25 0 0
3291 Tourist Information 51 0 0 0 0 0 0 0

Total income 5,051 9,675 9,000 9,000 81 5,000
Expenditure

4100 Salaries/Superann/NI 132,000 120,593 150,000 0 150,000 74,196 175,000 0
5110 Stationery 1,000 526 600 0 600 410 1,000 0
5120 Photocopying Costs 2,600 3,413 2,300 0 2,300 1,437 3,200 0
5125 Tourist Information 500 0 0 0 0 0 0 0
5200 Postage 700 84 300 0 300 8 150 0
5210 Telephone and Comm 3,800 5,291 6,000 0 6,000 3,899 8,400 0
5310 Office Equipment 2,000 1,803 1,000 0 1,000 88 1,000 0
5340 Website Costs 1,000 1,520 500 0 500 924 1,000 0
5360 Computer Hardware/S 3,000 3,591 3,000 0 3,000 2,013 3,000 0
6200 Rent 1,150 119 2,500 0 2,500 7,584 5,500 0
6210 Rates 2,700 2,695 2,700 0 2,700 1,309 2,700 0
7100 Travel & Subsistance 200 158 200 0 200 167 200 0
7300 Staff & Councillors Tra 3,000 3,058 2,000 0 2,000 1,065 3,000 0
7500 Legal & Professional F 1,500 1,654 14,000 0 14,000 35,880 10,000 0
7510 Audit Fees 2,500 2,498 2,700 0 2,700 1,530 2,500 0
7600 Subscriptions 2,000 4,688 2,000 0 2,000 456 2,300 0
7630 Bank Charges 100 285 300 0 300 120 250 0
7650 Insurance 1,800 1,800 1,800 0 1,800 1,498 9,500 0  
7710 Election Expenses 4,404 4,404 6,100 0 6,100 0 6,100 0
7720 Other Miscellaneous E 1,500 965 1,000 0 1,000 551 1,000 0

Total expenditure 167,454  159,145  199,000    199,000  133,135  235,800

102 Miscellaneous
Income

3100 Precept Income 340,840 340,840 344,684 0 344,684 344,684 345,000 0
3180 Interest Receivable 200 9,319 3,600 0 3,600 11,394 20,000 0
3230 Manorial Land (Pace P 15,000 15,000 15,000 0 15,000 7,500 15,000 0
3290 Miscellaneous Income 0 6,405 0 0 0 10,000 0 0
3320 S106/grant income 0 0 0 0 0 27,761 0 0

Total income 356,040 371,564 363,284 363,284 401,339 380,000
Expenditure

4100 Salaries/Superann/NI 15,700 18,141 18,000 0 18,000 9,115 20,000 0
6463 General Maintenance Supplies 750
6498 Contingency Fund 10,000 2,648 10,000 0 10,000 0 10,000 0
7100 Travel & Subsistance 1,600 1,712 1,600 0 1,600 987 1,600 0
7500 Legal & Professional F 29,000 11,564 0 0 0 0 0 0
7720 Other Miscellaneous E 1,250 811 1,200 0 1,200 96 1,200 0

Total Expenditure 57,550  34,876  30,800  0  30,800  10,198  33,550 0



200 Mayors Allowance
Expenditure

7200 Hospitality & Entertain 3,000 2,769 1,500 0 1,500 0 1,500 0
7690 Mayors Allowance 2,800 800 1,500 0 1,500 326 1,500 0

Total expenditure 5,800  3,569  3,000  0  3,000  326  3,000  0

101 Grants
Expenditure

7670 Grants-Voluntary Orga 26,000 28,500 28,000 0 28,000 3,520 28,000 0
7671 Grants - CN Theatre 3,000
7672 Grants - Lido 5,000
7673 Grants - Museum 2,000
7680 Youth Council 2,500 0 0 0 0 0 0 0

Total expenditure 28,500  28,500  28,000    28,000  3,520  38,000  0

120 Greystones
Income

3110 Rents Receivable 2,040 2,040 2,040 0 2,040 0 2,540 0
3111 Rugby Club Right of Ac 175 175 175 0  175 0 175 0

Total Income 2,215  2,215  2,215  0  2,215  0  2,715 0
Expenditure

6210 Rates 375 190 375 0 375 47 100 0
6400 Repairs and Maintena 2,500 1,773 2,500 0 2,500 470 2,500 0
7650 Insurance 300 300 300 0 300 250 0 0

Total expenditure 3175  2263  3175  0  3175  767  2600  0

 Total Budget Income 363,306  383,454  374,499    374,499  401,420  387,715   
Expenditure 262,479  228,353  263,975     263,975  147,946  312,950   
Net Income over Expe 100,827  155,101  110,524    110,524  253,474  74,765   

          
        
         



Agenda item 11 – Draft annual budget for 2024/25 

Draft Budget 

Attached is the draft budget for 24/25. It is important to note that despite working to the same time 
schedule as the last two years, we have not received the tax base and election expenses from West 
Oxfordshire District Council. This is expected to arrive before the 1st December.  

Therefore the only sensible way to work through this draft budget is to assume the tax base (which is the 
number of Council tax-paying households) will be the same as last year. As soon as the figures come in, the 
reports can be updated for the Full Council meeting in order that a fully informed decision can be made on 
the final budget and precept that will be set.  

Based on the last year’s tax base of 2852.4, the current precept income is  £344,684. 

Community and Strategic Planning Committee have put forward their budgets, which have been 
incorporated into the overall picture. This budget has also been informed by previous expenditure and 
income, and expectations over the coming year.  

We have streamlined the budget as much as possible and taken into consideration costed grounds 
maintenance, tree works and utilities.  

Salaries have been calculated taking into account this year’s National Joint Council pay agreement, room for 
a possible new pay agreement next year, current pay scales, and on-costs including pension and national 
insurance contributions. The Town Hall Salary line has also had an increase of £7,500 to make space for 
additional hours that will be needed if Town Hall use grows as expected.  

This budget will need to be considered by Committee and a final draft sent to Full Council for formal 
approval and precept setting.  

The balance sheet, which includes the Council’s earmarked and general reserves, has been included to help 
inform decision-making.   

The Council has a current general reserve of £357,769.  It is sensible for the Council to keep at least 3 
months net expenditure in general reserves, which based on this draft budget would be £103,504. We also 
expect to spend approximately £120,000 before the end of this year.  

Therefore approximate General Reserves for the purpose of precept setting is £134,265. 

Earmarked reserves.  

The current earmarked reserves are attached.  

Community Committee recommended that £12,500 is earmarked for new equipment needed for the Town 
Hall, and this has been included in the draft budget. If agreed, this will be added to the list of EMR for 2024-
25.  

It is recommended that the balance of the following earmarked reserves are transferred to the General 
Reserve pot at the end of this financial year, as they were earmarked for specific costs incurred this year: 

2152 Professional Fees – current EMR £8,856.00 

2153 Contingency – Current EMR £7,352.00 

It is also recommended that the (2154) Town Hall Repairs EMR (current balance £7190.25) is transferred into 
the Town Hall Restoration Fund EMR.  



 

Precept setting 

The Council will need to declare next year’s precept at an upcoming Full Council meeting. The precept is the 
part of the overall Council Tax bill that comes to the Town Council. This is currently £120.84 per band D 
property per annum.  

It is important to note that the Council did not increase the precept last year, and it is not recommended 
that zero rise on increased expenditure happens two years in a row, because this leaves the Council at risk of 
having to put in a larger increase in following years.  

On the draft budget at present there is a difference between projected income and expenditure of  
-£69,335.  
 
Some possibilities for amending the budget to reduce the overall projected expenditure. 

• The grants budget is currently £38,000 – made up of a £28,000 community grants fund, plus three 
core funds for The Theatre, The Lido and The Museum (totaling £10,000). These organisations used 
to apply annually for grants that came out of the general £28,000 community fund and now have a 
separate budget line each. Therefore reducing the general community fund back down by £10,000 – 
leaving a pot of £18,000 for all other grants -  could be a reasonable option.  
 

• Pool Meadow maintenance. This is set at £5,000 a year in line with what general maintenance of 
Pool Meadow would cost annually once the restoration project is complete. As this is unlikely to be 
in place until half way through 2024/25 it would be sensible to set this at £2,500, with a view that it 
will need to increase again the following year.  
 

• The Contingency fund of £10,000 could be reduced to £7,500, as only £2,648 has been needed over 
the past two years, and the Council do have reserves if an unexpected event costing more than this 
were happen.  
 

• The Town Hall income forecast could be increased to £70,000. The current amount of £60,000 is a 
very safe amount that will likely be exceeded.  

This is a potential £25,000 reduction in forecast net expenditure which would bring the difference down to   
-£44,335. 

It may also be that when the tax base is declared there is an increase, which will bring that figure down 
more. At the moment we are relying on the figures we have to hand.  

In order to balance this budget the Council will need to use either or a combination of: 

• Use of General Reserves 
• Increase in precept  

 

 

 

 



 

 

The table below demonstrates how this could look in practice: 

 

 

Recommendation 

a. That the Committee review and approve a final draft budget 
 

b. The Committee review the Earmarked Reserves for 2024-25 
 

c. That the Committee make a recommendation for precept setting in principle, with the 
understanding that the tax base (and therefore the exact precept calculations) has not been 
received yet.  

Any agreements will need to be finalised and resolved at the upcoming Full Council meeting.  

 

 

  

 

Percentage Annual rise Total annual cost Extra income Total annual General Reserves needed General Reserves needed
increase per household per household generated precept If £69,335 is required if £44,335 is required

1% £1.21 £122.05 3,447 348,131 65,888 40,888
2% £2.42 £123.26 6,894 351,578 62,441 37,441
3% £3.63 £124.47 10,341 355,025 58,994 33,994
4% £4.83 £125.67 13,787 358,471 55,548 30,548
5% £6.04 £126.88 17,234 361,918 52,101 27,101
6% £7.25 £128.09 20,681 365,365 48,654 23,654
7% £8.46 £129.30 24,128 368,812 45,207 20,207
8% £9.67 £130.51 27,575 372,259 41,760 16,760
9% £10.88 £131.72 31,022 375,706 38,313 13,313

10% £12.08 £132.92 34,468 379,152 34,867 9,867
11% £13.29 £134.13 37,915 382,599 31,420 6,420
12% £14.50 £135.34 41,362 386,046 27,973 2,973
13% £15.71 £136.55 44,809 389,493 24,526 -474
14% £16.92 £137.76 48,256 392,940 21,079  
15% £18.13 £138.97 51,703 396,387 17,632  
16% £19.33 £140.17 55,149 399,833 14,186  
17% £20.54 £141.38 58,596 403,280 10,739  
18% £21.75 £142.59 62,043 406,727 7,292  
19% £22.96 £143.80 65,490 410,174 3,845  
20% £24.17 £145.01 68,937 413,621 398  
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