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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                                                                                                                    
2nd July 2024 
 

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:            8th July 2024 
 
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. Election of Chair  

To receive nominations for and elect the Chair of the Finance and Resources Committee for the 
municipal year 2024/25 
 

2. Election of Vice-Chair 
To receive nominations for and elect the Vice-Chair of the Finance and Resources Committee for the 
municipal year 2024/25 
 

3. 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. 
 

4. 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. 
 

5. Minutes  
To approve the minutes of the Finance and Resources Committee meeting held on 25th March

 2024. 
 

6. 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. 

 
7. Committee action plan 

To review the committee action plan for the municipal year 2024/25.  
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8. Income and expenditure  

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

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

 
10.  Town Centre Trees and flower beds 

To receive a report from the Town Clerk regarding tree safety work and flower bed maintenance 
and agree next steps.  
 

11. Forward work programme 
a. To review the following policies: 

i. Freedom of Information  
ii. Community Engagement 
iii. Publication Scheme  
iv. Training needs assessment  

 
b. To consider a draft public participation policy.  

 
12.  Grants  

To receive and consider the first tranche of grant applications for municipal year 2024-25 
 

13. Date of next meeting – Monday 23rd September 2024  



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 

1 

Minutes of a Finance & Resources Committee meeting held on the 25th March 2024 at 6:30pm 
in the Council Chamber, Chipping Norton Town Hall  

PRESENT: Cllrs Ian Finney (Chair), Athos Ritsperis, Sandra Coleman, Dom Rickard 

ALSO PRESENT: 
Luci Ashbourne, Town Clerk & CEO 
Katherine Jang, Deputy Town Clerk and Estates Manager 
Paolo Oliveri, General Maintenance Operative 

FR65 Apologies for absence
Apologies were received from Cllr Whitmill, Wheaton, and Cahill

FR66 Declaration of interests 
None received 

FR67 Minutes 
a. RESOLVED: That the Chair signed and approved the minutes of the Finance and

Resources Committee meeting held on the 5th February 2024.
b. Members noted the minutes of the Staffing Sub-Committee held on:

a. 5th February 2024
b. 15th February 2024
c. 21st March 2024

FR68 Public Participation
None received.

FR69 Committee Action Plan 
Members noted the ongoing committee action plan. The committee action plan will be reviewed 
and updated in May 2024.  

FR70 Income and expenditure 
Members received detailed current income and expenditure reports by budget heading. 
The Responsible Finance Officer (RFO) noted that further payments had been paid out for the 
emergency lighting for the Town Hall.  
Members queried the administration income – The Town Clerk reported that this is generated 
when charging the administration fees for the Welfare Charities and William Fowler Allotments at 
the end of March 2024.  
Members queried the variance in rent – The Town Clerk reported that the rent for the Guildhall 
was backdated which accounts for the variance between 2023/24. The Town Clerk also noted 
that the District Council is handing over responsibility of the Fire Alarm testing and Security 
Alarm to the Town Council in the next financial year.  

FR71 Schedule of payments for approval 
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Members received the schedule of payments. 
Members commented on the cost to hold the elections from the District Council despite them not 
going ahead.  
 

FR72 Financial Reports 
a. Members received a debtors report from the Responsible Finance Officer and discussed 

next steps.  
The RFO noted that certain debts needed to be written off with council approval. Small 
underpayments for Town Hall hire, Ashes internments at the cemetery (£5), and routine 
hire of the Town Hall where the hirer unfortunately passed away.  
Members noted that the Council should consider having a payment and debtor policy, 
and thanked the RFO for her hard work as the debtor amount is insignificant.  
Cllr Finney proposed to write off the debtors as recorded by the RFO, seconded by Cllr 
Rickard. All in favour, motion carried.  
RESOLVED: That the Council writes off the total debt of £475.83 as recorded by the 
Responsible Finance Officer.  
 

b. Members received the balance sheet and ear-marked reserves report and discussed next 
steps.  
Current EMRs: 
- 2135 – Skatepark Fund: £35,000 
- 2138 – Pool Meadow Project: £25,000 
- 2142 – Town Hall Restoration Fund: £163,874.52 
The following EMRs have been given for a specific purpose and therefore it is 
recommended that despite being a small amount, they remain as they are until spent: 
- 2139 – Defibrillators: £908.55 
- 2146 – Recreation Repairs: £226.37 
The remaining EMRs are there through decision by Council to ear mark them at the end 
of the previous financial year due to an underspend. The Town Clerk recommended that 
these are reviewed: 
- 2152 – Professional Fees: £7,143.50 
- 2153 – Contingency: £7,352 
- 2154 – Town Hall Repairs: £5,819.51 

The Town Clerk reported that the balance of the EMR may not be the same as stated 
now by the end of this financial year. 

Cllr Coleman proposed to accept the recommendations as stated in the report, seconded 
by Cllr Rickard. All in favour, motion carried.  
RESOLVED: That the EMR for the following cost codes are treated as follows –  
- 2139 – Defibrillators: £908.55 remain until spent 
- 2146 – Recreation Repairs: £226.37 remain until spent 
- 2154 – Town Hall Repairs: £5,819.51 added to 2142 Town Hall Restoration Fund EMR 
- 2152 – Professional Fees: £7,143.50 that the cost of RW Consultancy Services 

(£2,597.50) is taken from this EMR and then the balance is returned to general 
reserves 

- 2153 – Contingency: £7,352.00 returned to general reserves 
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Members discussed the EMRs and provision for the Town Hall roof repairs. The Town 
Clerk noted that quotes are awaited for the repairs and once received, further  
Members noted that there are certain cases where grant funding will exclude the Town 
Council should the general reserves be too high. 
 

 Forward Work Programme 
a. Members received and reviewed the following policies: 

a. Document retention policy 
Members queried if this covers archiving documents with OCC. The Town Clerk 
noted that this is covered where the policy states “archived”.  
Members queried the controls for documents not kept in hard copy, eg. Electronic 
minutes and agendas. The Town Clerk reported that all agendas and minutes are 
uploaded to the Town Council website.  

b. Recording of meetings 
Members had no amendments or comments to make.   

c. Press and Media 
Members queried the policy for Councillors to receive prior approval from the 
Town Clerk before going to the press and media. The Town Clerk reported that 
this is only for factual statements and does not apply for differences in opinion. 

d. Cemetery Memorial Safety 
Members queried who had the ultimate responsibility for memorial safety – the 
Town Council or the deed holder? The Town Clerk reported that ultimately, should 
a person be harmed at the cemetery due to an unsafe memorial, the Town 
Council would be responsible. The Deputy Town Clerk noted that it is often 
impractical to consider contacting the families as the memorials that need fixing 
are often older ones 100+ years old, where families may have moved and there 
are no relevant contact details on file.  

b. Members received and considered the draft Open Space Hire agreement. 
The Town Clerk reported that this is a new policy that would protect the Town Council in 
the case that there is unauthorised or inappropriate use of the open spaces that the 
Town Council owns.  
Members noted that there have been requests to use the New St rec area for yoga 
classes, and that the Council would be able to consider these applications.  
Members asked how the unauthorised events would be shut down – the Town Clerk 
confirmed this would be via police intervention.  
Members requested that the booking terms and conditions should be added to this policy.  
 

FR74 Membership of OALC 
Members considered the continued membership of Oxfordshire Association of Local Councils. 
The cost of  
Cllr Coleman proposed to accept the quote of £1,285.05 for the yearly membership of OALC, 
seconded by Cllr Ritsperis. All in favour, motion carried.  
RESOLVED: That the Council accepts the membership cost to OALC at £1,285.05 for 
2024/2025.  
 

FR75 Confidential Session 
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RESOLVED: That the council moves into a Confidential Session to discuss Separate Business, 
pursuant to s.1(2) of the Public Bodies (Admission of meetings) Act 1960. The press and public 
left the meeting.  
 

FR76 Council Insurance Policy 
Members received and considered insurance policy quotes for the Town Council. 
Cllr Finney proposed to accept the Clear Councils quote for 3 years, seconded by Cllr Rickard. All 
in favour, motion carried.  
RESOLVED: That the Council accepts the Clear Councils insurance quote at a cost of 
£10,120.56 per annum for 3 years.  
 

FR77 Grounds Maintenance 
Members received a confidential report and fee proposal regarding grounds maintenance service 
review. 
Members queried if other consultants were requested to undertake this piece of work – The 
Town Clerk reported that there are only a small number of consultants who would be able to 
undertake the review.  
The Town Clerk noted that because CNTC has external grounds maintenance contractors, the 
work scheduled in advance and undertaken without consideration of ground conditions. 
Cllr Finney proposed to accept the fee proposal for a grounds maintenance service review, 
seconded by Cllr Ritsperis. All in favour, motion carried. 
The Town Clerk suggested that this is taken from the Earmarked professional fees before they 
are returned to general reserves, all members in agreement.  
RESOLVED: That the Council agrees to have RW Consultancy Services undertake a full grounds 
maintenance service review, at a cost of £2,597.50. 
 

FR78 Date of next meeting 
Monday 8th July 2024 
 

 
The Chair closed the meeting at 8:00pm.  



Agenda item 7 – Committee action plan  

The committee should review the action plan for the coming municipal year.  

 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 £8400 Telephone 
and comms 
£3000 IT 
hardware/software 
 

May 21 Ongoing  The Council’s IT and phone systems are managed by 
Focus Group.  

Review the Council’s fees and charges annually  CNTC n/a Ongoing  Ongoing  The fees and charges for 2024-25 were reviewed and 
amended in March 2024. Next review early 2025.  

Appoint the internal auditor  CNTC  Septembe
r 2024 

September 
2024 

To appoint the internal auditor at the September 
meeting.  

Receive and review internal and external audit reports  CNTC/internal and 
external auditor 

n/a Annually Annually The internal audit for 2023-24 is complete and has been 
received by Council. AGAR is complete. Awaiting 
external audit report.  
Internal audit for 2024-25 to commence later on in the 
year.  

Ensure that the Council is open and transparent  CNTC  Ongoing  Ongoing  New website launched. FOI procedures approved 2022 
and will be reviewed in 2024.   
Transparency page published. Financial management 
page published.  
The publication page demonstrates how much is now 
available to residents via the Council’s website.  

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.   
Staff and Councillor training policy adopted.  

Providing grants to voluntary bodies/organisations in Chipping 
Norton 

CNTC/Organisations/Club
s/Community groups 

24-25 
£16,500 

July 2024 Feb 2025 First tranche 24-25 to be considered at this meeting.  

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 commence next lease update this year.  



Local Council Awards Scheme  CNTC/NALC n/a March 
2024 

September2
024 

CNTC received the Local Council’s Foundation Award in 
October 2023. The application for the Quality award has 
been submitted and approved by NALC. Awaiting final 
decision from the panel in August 2024.  

 

 

 



































Agenda item 10. Town Centre Trees and Flower Beds. 

The Council’s Arboriculturist has recently conducted a tree health survey on the trees in Middle Row, 
an area which had not been surveyed for some time. This report details the necessary safety works 
identified, additional requests from local shopkeepers regarding the bushes, and recommendations 
for the Council committee's consideration. 

The survey highlighted essential safety works required for the trees in Middle Row. The cost of these 
safety works is estimated at £950. 

Simultaneously, the Council received multiple requests from a shopkeeper in Middle Row to reduce 
the height of the bushes in the bed to fence level and to remove two small conifers in order to help 
improve visibility from the main road. To ensure a balanced approach, the Town Clerk visited each 
shop to gather opinions: 

• Shopkeepers closest to the Guildhall support or are neutral regarding the request for height 
reduction and removal of the small conifers. 

• A shopkeeper closer to the Market Square end prefers to maintain the bushes for privacy 
and as a sound barrier for outdoor seating.  

After considering all feedback, a sensible solution would be: 

• The bushes before the steps that separate the bed will be reduced to fence level. 

• The bushes in the bed on the other side of the steps will be tidied up but not reduced in 
height. 

The Council's Arboriculturist has visited the site with the Town Clerk to assess and offered to 
undertake these bush maintenance works alongside the tree safety work at no additional cost. The 
arboriculturist confirmed that the removal of the small conifers could enhance the bed by providing 
space for the other plants to grow.  

Conclusion: The proposed actions will address the safety concerns identified in the tree health 
survey and accommodate the diverse preferences of the shopkeepers. The Arborist’s agreement to 
perform the bush maintenance at no extra cost presents a cost-effective solution that benefits all. 

Recommendations: It is recommended that the committee: 

1. Approve the expenditure of £950 for the necessary tree safety works in Middle Row from 
the Council’s contingency budget. 

2. Approve the proposed maintenance of the bushes as outlined, ensuring a balance between 
the shopkeepers' requests and preserving the privacy and sound barrier benefits. 
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   Canopy 
Arboricultural Services 

TREE SURVEY  

Middle Row, Chipping Norton  

Mark Caswell ( Arboriculturist )  

May 2024 

Client  

Chipping Norton Town Council  



CONTENTS :  

          1.0 instruction and Remit 

                                                          2.0 Caveats  

 3.0 Methodology  

                                           

Appendices  

1. Tree Location Plan  

2. Survey Schedule  



1.0 Instruction and Remit  

As requested by Luci Ashbourne, We have carried out a Tree Inspection survey on 
tree’s located within spaces of which the duty holder is Chipping Norton Town 
Council.  

The purpose of this report is to satisfy the statutory Duty of Care obligations in 
respect of the Occupiers Liability Acts.  

2.o Caveats  

This survey was carried out by Mark Caswell ( Arboricultural Surveyor ), who 
holds PTI ( Professional Tree Inspection ) Awarded by Lantra through the 
Arboricultural Association and has over 5 years relevant survey experience.  

All trees have been inspected from ground level only. Should a more detailed  
inspection be deemed necessary, this will be mentioned in the recommendations 
section of this report.  

When assessing the risk posed by individual trees, we have taken into account the 
proximity of buildings/adjacent properties, and the estimated volume of pedestrian 
and/or vehicular traffic within the target range of the trees.  

Should there be a change or increase in the usage of any part of the site between 
inspections, this could affect the level posed by any particular tree or group of 
trees.  

3.0 Methodology  

All trees have been assessed for general condition and health and safety issues, 
using the recognised system know as VTA ( Visual Tree Assessment ) as devised by 
Mattheck & Breloer and subsequently popularised by eminent arboriculturist’s 
such as Dr. David Lonsdale ( ref. Principles of Tree Hazards Assessment and 
Management 1999 )  

Whilst notable or important individual tree have been affixed with a unique 
numbered tag, other smaller or inaccessible trees have been grouped and given a 
notional reference.  

Our Assessment of the probable risk of harm to members of the public is based upon 
our judgement regarding the probability of failure of any defective part of a tree, 
averaged over 24hrs / 365 days a year. Remedial action, either by pruning, Felling 
the tree or undertaking further investigation, has been specified in the schedule at 
Appendix 2.  



Key For Survey Schedule :  

.Tree ID : Numerical number of identification tag pinned to the tree during the 
survey.  

.Species : Common name of the inspected tree  

.Age class : An estimated age range based on visual indicators.  

Y : Young (1st 1/3 of life expectancy)  
MA : Middle aged (2nd 1/3 of life expectancy)  
M : Mature (final 3rd of life expectancy) 

V : Veteran (tree surviving beyond species life expectancy)  

.Height : The approximate Height of the inspected tree in metre’s  

.Physiological Condition : Health/Vitality Structural : Structural integrity  

Good: no significant problems Fair: minor problems  
Poor: significant problems  

Recommended Works have been prioritised as follows :  

High Priority : Carry out works within a period of 3 months  

Medium Priority : Carry out works within 1 year 

Low Priority : Carry out works within 2 years  

No work required  
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Tree ID Species Height DBH (mm) Age
Physiological 
condition

Structural 
Condition

Comments Recommended Work Notes Work Priority x y Date

70
Swedish 

White beam - 

Sorbus

6-10m 301-600mm Mature Fair Good

Notable bark flaking on the north east side of 

the stem from base to approximately 2m. 

Major Deadwood present within the centre of 

the crown. 

Is crown bias towards the east over the 

highway. 

Crown lifting to 2.4m over footpath, Crown 

lifting to 5.2m over highway, Deadwood - 

Complete dead wooding, Deadwood - Major 

dead wooding

 Year 1 431299.250772227269.29331 4/30/24

71
Red horse 

chestnut
6-10m 601-900mm Mature Fair Good

Ivy growth is restricting visual access to the 

stem from the base to the other crown. 

The decorative lighting has been attached to 

the tree and I suggest the connection points 

are checked within the next year.

Climbing Inspection  (detail in notes), 

Deadwood - Complete dead wooding, 

Deadwood - Major dead wooding, Sever ivy

Carry out climbing inspection 

to inspect the connection 

points of the lighting as well 

as inspect the structural 

integrity of the upper crown.

Year 1 431287.310496227262.414689 4/30/24

72 Crab Apple 0-5m 0-300mm Semi MatureFair Fair  Crown lifting to 2.4m over footpath  Year 1 431290.013506227257.650468 4/30/24

73 Cherry 0-5m 0-300mm Young Fair Fair
Growing to close between neighbouring 

specimens
Sectional fell  Year 1 431289.373452227256.81896 4/30/24

74 Cherry 0-5m 0-300mm Young Fair Good  No work required  No work required 431288.738358227255.194458 4/30/24

75 Lime 11-15m 601-900mm Mature Good Good  

Deadwood - Complete dead wooding, 

Deadwood - Major dead wooding, Remove 

Basal growth/ trunk epicormic

 No work required 431283.914786227245.291688 4/30/24

76 Crab Apple 0-5m 0-300mm Semi MatureGood Good  Crown lifting to 2.4m over footpath  Year 1 431280.955146227239.503617 4/30/24

77 Cherry 0-5m 0-300mm Young Poor Fair  Sectional fell  Year 1 431276.048925227228.071715 4/30/24

Group ID Species Height DBH (mm) Age
Physiological 
condition

Structural 
Condition

Comments Recommended Work Notes Work Priority x y Date
No. of 
trees

G1
Mixed 

evergreen 

shrubs

0-5m 0-300mm
Semi 

Mature
Good Good  No work required  No work required 431385.35 227203.95 4/30/24

Densly 

planted 

shrubs
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FREEDOM OF INFORMATION PUBLICATION SCHEME 
 
This model publication scheme has been prepared and approved by the Information Commissioner. It 
may be adopted without modification by any public authority without further approval and will be valid 
until further notice.  
 
This publication scheme commits an authority to make information available to the public as part of its 
normal business activities. The information covered is included in the classes of information 
mentioned below, where this information is held by the authority. Additional assistance is provided to 
the definition of these classes in sector specific guidance manuals issued by the Information 
Commissioner.  
 
The scheme commits the Town Council:  

• To proactively publish or otherwise make available as a matter of routine, information, 
including environmental information, which is held by the authority and falls within the 
classifications below. 

• To specify the information which is held by the authority and falls within the classifications 
below. 

• To proactively publish or otherwise make available as a matter of routine, information in line 
with the statements contained within this scheme. 

• To produce and publish the methods by which the specific information is made routinely 
available so that it can be easily identified and accessed by members of the public. 

• To review and update on a regular basis the information the authority makes available under 
this scheme. 

• To produce a schedule of any fees charged for access to information which is made 
proactively available.  

• To make this publication scheme available to the public.  
• To publish any dataset held by the authority that has been requested, and any updated 

versions it holds, unless the authority is satisfied that it is not appropriate to do so; to publish 
the dataset, where reasonably practicable, in an electronic form that is capable of re-use; and, 
if any information in the dataset is a relevant copyright work and the public authority is the only 
owner, to make the information available for re-use under the terms of the Re-use of Public 
Sector Information Regulations 2015, if they apply, and otherwise under the terms of the 
Freedom of Information Act section 19.   

 

FOI Policy, Scheme and Procedures - Approved July 22



The term ‘dataset’ is defined in section 11(5) of the Freedom of Information Act. The term ‘relevant 
copyright work’ is defined in section 19(8) of that Act.  

Classes of information  

Who we are and what we do. 

Organisational information, locations and contacts, constitutional and legal governance. 

What we spend and how we spend it. 

Financial information relating to projected and actual income and expenditure, tendering, procurement 
and contracts.  

What our priorities are and how we are doing.  

Strategy and performance information, plans, assessments, inspections and reviews. 

How we make decisions.  

Policy proposals and decisions. Decision making processes, internal criteria and procedures, 
consultations.  

Our policies and procedures.  

Current written protocols for delivering our functions and responsibilities. 

Lists and registers.  

Information held in registers required by law and other lists and registers relating to the functions of 
the authority.  

The services we offer. 

Advice and guidance, booklets and leaflets, transactions and media releases. A description of the 
services offered.  

The classes of information will not generally include: 
• Information the disclosure of which is prevented by law, or exempt under the Freedom of

Information Act, or is otherwise properly considered to be protected from disclosure.
• Information in draft form.
• Information that is no longer readily available as it is contained in files that have been placed

in archive storage, or is difficult to access for similar reasons.

The method by which information published under this scheme will be made available 

The authority will indicate clearly to the public what information is covered by this scheme and how it 
can be obtained.  

Where it is within the capability of a public authority, information will be provided on a website. Where 
it is impracticable to make information available on a website or when an individual does not wish to 
access the information by the website, a public authority will indicate how information can be obtained 
by other means and provide it by those means.  

FOI Policy, Scheme and Procedures - Approved July 22



In exceptional circumstances some information may be available only by viewing in person. Where 
this manner is specified, contact details will be provided. An appointment to view the information will 
be arranged within a reasonable timescale.  

Information will be provided in the language in which it is held or in such other language that is legally 
required. Where an authority is legally required to translate any information, it will do so.  
Obligations under disability and discrimination legislation and any other legislation to provide 
information in other forms and formats will be adhered to when providing information in accordance 
with this scheme.  

Charges which may be made for information published under this scheme 

The purpose of this scheme is to make the maximum amount of information readily available at 
minimum inconvenience and cost to the public. Charges made by the authority for routinely published 
material will be justified and transparent and kept to a minimum.  

Material which is published and accessed on a website will be provided free of charge.  

Charges may be made for information subject to a charging regime specified by Parliament. 

Charges may be made for actual disbursements incurred such as:  
• Photocopying
• postage and packaging
• the costs directly incurred as a result of viewing information 

Charges may also be made for information provided under this scheme where they are legally 
authorised, they are in all the circumstances, including the general principles of the right of access to 
information held by public authorities, justified and are in accordance with a published schedule or 
schedules of fees which is readily available to the public.  

Charges may also be made for making datasets (or parts of datasets) that are relevant copyright 
works available for re-use. These charges will be in accordance with the terms of the Re-use of Public 
Sector Information Regulations 2015, where they apply, or with regulations made under section 11B 
of the Freedom of Information Act, or with other statutory powers of the public authority.  

If a charge is to be made, confirmation of the payment due will be given before the information is 
provided. Payment may be requested prior to provision of the information.  

Written requests 

Information held by a public authority that is not published under this scheme can be requested in 
writing, when its provision will be considered in accordance with the provisions of the Freedom of 
Information Act. 

FOI Policy, Scheme and Procedures - Approved July 22



Information to be published How the information 
can be obtained 

Class 1 – Who we are and what we do  

(Organisational information, structures, locations and contacts) 

This will be current information only  

(Hard copy and/or Website) 

Hard copy and Website or 
via Email if practicable  

Who’s Who on the Council and its Committees Hard copy and Website 
Contact details for The Mayor and Council members (named contacts where possible with 
telephone number and email address (if used))  

Hard copy and Website 

Location of main Council office and accessibility details Hard copy and Website 
Staffing structure Hard copy and Website 
Class 2 – What we spend and how we spend it  
(Financial information relating to projected and actual income and expenditure, procurement, 
contracts and financial audit)  

Current and previous financial year as a minimum Hard copy and website 
Annual return form and report by auditor Hard copy 
Finalised budget Hard copy and website 
Precept Hard copy and website 
Borrowing Approval letter Hard copy (where applicable) 
Financial Standing Orders and Regulations Hard copy and website 
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Grants given and received Hard copy and website 

List of current contracts awarded and value of contract Hard copy 
Members’ expenses Hard copy 
Members' allowances Not applicable 

Class 3 – What our priorities are and how we are doing  
(Strategies and plans, performance indicators, audits, inspections and reviews) 

Neighbourhood Plan (Chipping Norton Town Council Neighbourhood Plan) Hard copy and website 
Annual Report to Town Meeting (current and previous year as a minimum) Hard copy
Quality status Hard copy 
Local charters drawn up in accordance with DCLG guidelines Not applicable 

Class 4 – How we make decisions  
(Decision making processes and records of decisions) 

Current and previous council year as a minimum Hard copy and website 
Timetable of meetings (Council, any committee/sub-committee meetings and parish 
meetings)  

Hard copy and website 

Agendas of meetings (as above) Hard copy and website 
Minutes of meetings (as above) – Note: this will exclude information that is properly regarded 
as private to the meeting.  

Hard copy and Website 

Reports presented to council meetings - Note: this will exclude information that is properly 
regarded as private to the meeting.  

Hard copy and website 

Responses to consultation papers Hard copy where available 
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Responses to planning applications Hard copy and website 
Bye-laws Hard copy 

Class 5 – Our policies and procedures  
(Current written protocols, policies and procedures for delivering our services and 
responsibilities)  

Current information only 

Hard copy and website 

Policies and procedures for the conduct of council business:  

Procedural standing orders  

Hard copy and website 

Hard copy and website 

Committee and sub-committee terms of reference 
Delegated authority in respect of officers  
Code of Conduct  
Policy statements  

Hard copy and website 
Hard copy and website 
Hard copy and website 
Hard copy and website 

Policies and procedures for the provision of services and about the employment of staff: 

Internal policies relating to the delivery of services  
Equality and Diversity policy  
Health and Safety policy  
Recruitment policies (including current vacancies)   
Policies and procedures for handling requests for information  
Complaints procedures (including those covering requests for information and operating the 
publication scheme)  

Hard copy 

Hard copy and website 
Hard copy  
Hard copy  
Hard copy and Website 
Hard copy 
Hard copy and website 

Information security policy Hard copy 
Records management policies (records retention, destruction and archive) Hard copy 
Data protection policies  Hard copy and website 
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Schedule of charges (for the publication of information) Hard copy 
Class 6 – Lists and Registers  

Currently maintained lists and registers only 

(hardcopy; some 
information may only be 
available by inspection)  

Any publicly available register or list Hard copy 
Asset Register  Hard copy  
Disclosure log (indicating the information that has been provided in response to requests; 
recommended as good practice, but may not be held by Town Councils)  

Hard copy 

Register of members’ interests Hard copy  
Register of gifts and hospitality Hard copy 
Class 7 – The services we offer  
(Information about the services we offer, including leaflets, guidance and newsletters 
produced for the public and businesses)  

Current information only 

(hard copy or website; some 
information may only be  
available by inspection)  

Hard copy and Website 
Allotments Hard copy and website 
Burial grounds and closed churchyards Hard copy and website 
Town Hall Hard copy and website 
Parks, playing fields and recreational facilities Hard copy and website 
Seating, litter bins, clocks, memorials and lighting Hard copy 
Bus shelters Hard copy 
Markets Not applicable 
Public conveniences Not applicable 
Agency agreements Not applicable 
A summary of services for which the council is entitled to recover a fee, together with those 
fees (e.g. burial fees)  

Hard copy 
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Contact details: 

The Town Clerk 
Chipping Norton Town Council 
The Guildhall 
Goddards Lane 
Chipping Norton 
Oxfordshire 
OX7 5NJ     

Tel: 01608 642341 Email: townclerk@chippingnorton-tc.gov.uk Website: www.chippingnorton-tc.gov.uk 

SCHEDULE OF CHARGES 

(i) One copy of any available document will be supplied free of charge to any resident within Chipping Norton

(ii) Multiple copies of any available document will be supplied to any resident within the Civic Parish of Chipping Norton on
payment of the actual cost of copying and postage.

(iii) Any single copy of any available document, or multiple copies of same, will only be provided to any resident outside the
Parish of Chipping Norton or to any company or corporate body, on payment of a sum not exceeding £25.00 for
administrative expenses plus the actual cost of copying and postage.
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Chipping Norton Town Council 

Freedom of Information Procedure 

1. Introduction

1.1 The Freedom of Information (FOI) Act was introduced to encourage public 
organisations to publish more information proactively and develop a greater 
culture of openness. The Act gives a general right of access to information held 
by the Town Council, subject to certain exemptions outlined in the Act. It applies 
to information that is held: 
• Electronically
• On paper

1.2 Information, which is readily available to members of the public, are those 
documents listed in the Town Council’s Publication Scheme, which is published 
on the Town Council’s website and ensures transparency. Documents within the 
Publication Scheme are not subject to the Freedom of Information Act. 

1.3 Requests for information will be considered under the Freedom of Information Act 
(FOI) 2000 and the Environmental Information Regulations (EIR) 2004. 

2. Procedure for Dealing with Requests for Information

2.1 Members of the public have a general right of access to information held by the 
Town Council. This means that they have the following rights: 
• To be told whether or not the information is held by the Town Council,
• And if it is, to have the information communicated to them.

2.2 There are certain exemptions and limitations on this general right, but just 
because a document is marked “Confidential” does not automatically mean that it 
is exempt information, but it may be covered by certain exemptions. Each case 
will be dealt with on its merits. Personal information will not be provided if it is in 
breach of the Data Protection Act 2018. 

2.3 Requests for information must be in writing, must give the applicant’s name, an 
email address, telephone number and a return address and must describe the 
information requested with a clear description in such a way that we are able to 
locate it. A written request includes an e-mail. 

2.4 All written requests for information will be logged on a separate record sheet. 
Receipt will be acknowledged but if it is possible to respond with the information 
requested, this will be done instead. If further information is required in order to 
locate the information requested, this will be undertaken as quickly as possible. 
All correspondence, phone calls, e-mails etc., that follow the original request will 
be recorded. 

3. Timescales

3.1 The Town Council has 20 working days in which to deal with a request for 
information. If it is not clear what information is required, the 20 day period does 
not begin until clarification is received from the applicant as to exactly what is 
required. 

Freedom of Information procedure For approval: July 2022 
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3.2 The Town Council will inform the individual if we require longer than the 20 days 
to apply the public interest test and the individual will be informed at that point 
what exemptions are being looked at and how long it will take. If more time is 
require then up to a maximum of a further 20 days can be added so the total time 
will be 40 working days. 

4. Refusal

4.1 The Town Council may refuse a request if we consider that: 
• it is vexatious (designed to cause disruption or annoyance rather than having

a serious purpose)
• to comply would exceed the statutory cost limit (£450 with staff time charged

at £25 an hour which is the statutory rate). If we believe it will exceed the
cost limit we will issue a refusal notice and invite the applicant, if possible, to
revise the request to make it less expensive

• it falls within an exemption under the legislation

5. Charging

5.1 If a charge is going to be made for photocopying and disbursements, a fee notice 
will be sent detailing the costs. The requestor has three months in which to pay 
and once payment has been received, the 20 working day period becomes 
effective 

A charge will be made for the photocopying of information requested as follows: 
20p per single A4 size 

5.2  If the Town Council does not receive the fee within three months, we are not 
obliged to comply with the request. However, the Town Council may consider 
whether it can release any information without charge. 

6. Clarification

6.1 The Town Council can seek clarification about what is being requested. The time 
limit for responding stops whilst we wait for a response to our request for 
clarification. 

7. Exemptions

7.1 The most common exemptions are: 
• Section 21 – information reasonably accessible to the applicant by other

means. There is a duty to confirm or deny whether we hold it and to tell the
requestor where they can find it. This is an absolute exemption which means
the public interest test does not need to be applied, (see below).

• Section 22 – information intended for future publication. This means it is in
draft, still being worked on but when completed, or approved, it will be
published. The public interest test must be applied here.

• Section 31 – prejudicial to law enforcement (preventing crime, collecting tax)
• Section 36 – prejudicial to the effective conduct of public affairs.
• Section 40 – personal data
• Section 42 – legal professional privilege
• Section 43 – commercial sensitivity
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7.2 All except section 21 are qualified exemptions requiring the application of the 
public interest test. This means weighing up whether the public interest is best 
served by disclosing the information, or not disclosing it. 

8.  

8.1 

8.2 

8.3 

8.4 

General Requests for Information 

The Town Council will continue to deal with routine requests for information as it 
does currently. Routine information which is freely available to members of the 
public is that listed in the Town Council’s Publication Scheme on the website.  

Any requests for information that is not contained in the Publication Scheme on 
the website will be passed to the Town Clerk to deal with under the FOI Act. A 
certain amount of guidance on dealing with requests is held by the Town Clerk, 
but it may be necessary that further specific guidance will be required from the 
Information Commissioner’s office. If a member of staff is unsure as to whether a 
request for information is routine or not, they will refer to the Town Clerk. The 
use of personal information is covered by the Data Protection Act 2018. 

The Town Clerk will act as the Freedom of Information Officer and has a 
responsibility to ensure that data subjects have appropriate access, upon 
written requests, to details regarding personal information relating to them. 

The applicant will be kept informed at all stages of the process of supplying the 
information requested, particularly if it is a complex request, when guidance may 
have to be sought from other agencies. 

9. Environmental Information Requests 2004 (EIR)

9.1 Environmental Information broadly relates to: 
• Air, atmosphere, water, soil, land, landscape, plants, animals, biological

diversity and genetically modified organisms
• Emissions, discharges, noise, energy, radiation, waste, recycling, and

pollution
• Measures and activities such as policies, plans and agreements
• Reports, cost benefit analysis and economic analysis
• The state of human health and safety, contamination of the food chain
• Cultural sites and built structures ( the effect of the environment on the

human world
• Planning and development, building control, construction and renovation,

floods and flooding issues, land use, traffic, parking, location of mobile phone
masts and demolition of buildings

9.2 It covers documents, photos or maps. There is no distinction between formal 
approved documents, and anything else. The duty is to make the information 
available. This is not the same as the duty to disclose under FOI. 

9.3 There are 20 working days to respond to the request. Unlike FOI there is 
no extension to the time limit for consideration of the public interest test. A further 20 
days is permitted though if the request is complex, or there is a large amount of 
information involved. There is no right to charge for inspection. Cost recovery is 
permitted with reasonable charges published in advance.  
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10. Exceptions EIR

10.1 There are exceptions to the requirement to disclose, these exceptions are subject 
to the public interest test like FOI. The exceptions are: 
• personal data
• information not held when the request was made
• the request is manifestly unreasonable (similar to “vexatious” under FOI but

with “manifestly unreasonable” used instead. The courts have treated both in
the same way)

• the request is too general
• information is in draft or is unfinished
• information is an internal communication
• disclosure would adversely affect the course of justice or commercial

confidentiality.

10.2 There is a lot of guidance, and case law, on the use of both FOI exemptions and 
EIR exceptions which can be found on the Information Commissioner’s website 
at www.ico.org.uk. 

11. Data Protection

11.1 The  will act as the Data Protection Officer and is responsible for gathering and 
disseminating information and issues relating to information security, the Data 
Protection Act 2018 and other related legislation. 

12. Publication Scheme

12.1 This is a scheme available via the website, setting out the classes of information 
that will be made routinely available and any charges. This includes policies and 
procedures, minutes of meetings, annual reports and financial information. This 
information is easily and quickly available. 

13. Appeal Process

13.1 If unhappy with the way their request has been dealt with an internal review can 
be requested. This will be carried out within 20 working days of the request for a 
review being received. If the individual remains unhappy with the result of the 
review the individual can ask the Information Commissioner to look at their 
concerns. The Town Council will provide details of the internal review process 
when it is requested. The process will vary depending on the type of request and 
who is available to review the process within the timescales. 

14. Vexatious Requests

14.1 Whilst the Town Council wishes to be open and transparent and to provide as 
much information as possible about the work it does there are occasions when it 
might be necessary to decide that a request is “vexatious” within the meaning of 
the legislation. There have been a number of legal cases which have helped to 
clarify what is meant, legally, by “vexatious” and which have stated that we have 
limited resources and that our obligations under the legislation must be 
proportionate to those resources. 
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14.2 Public authorities do not have to comply with vexatious requests. There is no 
requirement to carry out a public interest test or to confirm or deny whether the 
requested information is held. 

14.3 The key question is whether the request is likely to cause a disproportionate or 
unjustified level of disruption, irritation or distress. There is no exhaustive list of 
circumstances. Every case is unique and judged within the context and history of 
that specific situation. 

14.4 “Vexatious” Indicators 
• Abusive or aggressive language
• Burden on the authority
• Personal grudges
• Unreasonable persistence
• Unfounded accusations
• Intransigence
• Frequent/overlapping requests
• Deliberate intention to cause annoyance
• Scattergun approach
• No obvious intent to obtain information
• Futile request

15. Process the Town Council will follow to determine if a request is vexatious

15.1 The Town Clerk deals with all requests for information on behalf of Chipping 
Norton Town Council. If a request is considered to be potentially vexatious the 
Clerk will prepare a summary setting out the context and history to the request. 
This summary will be reviewed by members at Full Council. 

16. The Review

16.1 The following will be considered: 
• The purpose and value of the request
• Whether the purpose and value justifies the impact on the public authority
• The context and history so, for example, if there has been a long and

frequent series of requests the most recent request, though not obviously
vexatious in itself, will contribute to the aggregated burden

• Have there been numerous follow-up enquiries no matter what is supplied?
This will be balanced against how clear our responses have been, has
contradictory or inconsistent information been supplied or is a legitimate
grievance being pursued?

• Whether there are alternatives to the vexatious route. If it is too expensive
then section 12 (costs in excess of £450) will be used. The Information
Commissioner permits the total costs for all requests from one person (or
several acting in concert) to be aggregated during a period of sixty days so
long as they are requests for similar information

• Is this a round robin, a “fishing” expedition or part of an orchestrated
campaign? None of these make it vexatious but are factors

17. Final Warning
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17.1 If, having considered all of the above, the Town Council thinks there is a case for 
treating the request as vexatious then consideration will be given to a “final 
warning”. This is a letter, or email, to the person making the request explaining 
the impact the request(s) are having and asking that their behaviour be 
moderated. This “final” warning will not be appropriate in all cases but, if it is 
possible that the person making the request has not appreciated the impact of 
what they are doing, then it may assist. 

18. Advice and Assistance

18.1 In addition the Town Council may want to ask the person making the request 
whether advice and assistance would help in clarifying what exactly they wish the 
organisation to provide. Again this may not be appropriate in every circumstance 
but will be considered. 

19. Report to Members

19.1 The history of the matter will go forward as part of a report to Full Council setting 
out the evidence and reasoning behind the recommendation to propose that the 
request be treated as vexatious. 

19.2 The decision to declare a request vexatious will be taken by the Town Council. 
This decision should be taken within 20 working days of receipt of the request. 
This time limit should be achievable in normal circumstances, however, if there is 
no meeting scheduled within that timescale then the decision will be formally 
delegated by the adoption of this procedure to the Mayor of the Council (in 
consultation with the Deputy Mayor). 

19.3 Under section 14(1) of the Freedom of Information Act the refusal notice will set 
out the Council’s internal review procedure and the right of appeal to the 
Information Commissioner’s Office. However, under section 17(6) if the Town 
Council has issued a previous refusal notice for a vexatious request (and it would 
be unreasonable to provide another one) it is not necessary to do so. This will be 
done where the complainant has already been warned that further requests on 
the same, or similar topics, will not receive any response. 

19.4 Please note that if a request is found to be vexatious and further requests are 
received on the same topic no response will be provided 

20. Responsibilities

20.1 The Town Clerk will act as the Freedom of Information Officer and has a 
responsibility to ensure that data subjects have appropriate access, upon written 
requests, to detail regarding personal information relating to them. 

21. Review

21.1 This procedure will be reviewed as necessary when there is a change in the law 
and in line with the Freedom of Information Policy. 
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COMMUNITY ENGAGEMENT POLICY 

& STATEMENT OF INTENT 
Inform Consult Involve Engagement Action 

 
INTRODUCTION 

 
To achieve its vision for Chipping Norton, the Town Council is committed to working closely 
with the public. Everyone should be involved in making Chippy the type of community they 
want it to be, whether they are a resident, a local group or business. Informing, consulting 
and involving people in the work of the Town Council is key when it comes to decision- 
making; securing better services; the local democratic process, and creating an empowered 
and active citizenship. 

 
AIMS 

 
The Town Council strives to: 

 
Inform by providing information about what is happening to help local people – including 
young people and hard-to-reach groups - understand an issue, service or planned actions, 
options or solutions. This will be done by: 

 
• Posters, fliers, banners, advertising and publications 
• Local newspaper press releases, publications, radio and TV, interviews 
• Monthly newsletter, letters, leaflets 
• Information stalls, i.e. at Town Council events/open days/exhibitions 
• Public and specific meetings, presentations, briefings 
• Town Council website detailing all Council services, activities and up to date articles 
• Facebook and other social media 

 
Consult by asking for feedback, advice or opinions on a particular issue. This will be done by: 

 
• Questionnaires and surveys, feedback forms 
• Online surveys and questionnaires 
• Face-to-face interviews/telephone interviews 
• Residents’, user panels and community groups 
• Discussion/focus groups/forums 
• Written consultation through letter or email 
• Consultation events/workshops/exhibitions/general events/shows 
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• Online consultation 
• Public, neighbourhood or specific meetings or surgeries 
• Documents or information available at The Guildhall, The Town Hall, The Chippy 

Larder and online. 
 
Involve by ensuring that concerns and aspirations are understood and considered, 
encouraging people to put forward ideas, options, initiatives and actions. This will be done 
by: 

 

• Public or specific targeted discussion meetings with interested parties 
• Public or stakeholder workshops to identify issues and shape options 
• Public events, interactive displays 
• Community-led plans and working groups 
• Comments and complaints 
• Councillor Surgeries 
• Interaction with Town Councillors and staff, District and County Councillors and 

other local government-led organisations 
 

All forms of communication will be clear, factual and appropriate; use plain English and, 
where appropriate, adhere to the Town Council’s corporate design and logo. 

 
The Town Council will inform, consult with and involve our partners and stakeholders, and 
co-ordinate our community engagement efforts, through: 

 
Actively being involved in various community organisations who offer front line services to 
people the Town Council often find hard to reach, including: 

 
• The Chippy Larder 
• The Branch  
• Aspire Chipping Norton  
• The Chippy Theatre  
• Chipping Norton Youth Services 
• Citizen’s Advice West Oxfordshire  
• CNarts  
• Sports clubs  
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ACTION PLAN 
 
Action Plan item Task Responsibility Status / Frequency 
Chairman Chairman to fulfil a community Chairman / Ongoing 

leadership role and encourage Vice Chairman 
community organisations to be 
involved with initiatives. 

Minutes Ensure copies of Minutes are Clerks Office Ongoing 
available - hard copy, 
electronically, and on the Town 
Council website 

Annual Report Ensure Report is available - P&C /Clerks Annually 
hard copy, electronically and Office 
on Town Council website - and 
a summary included in the 
newsletter 

Office Opening Hours Publicise STC office opening Clerks Office Ongoing 
hours in newsletter and on 
website and notice boards 

 
 
The profile of the Town Council will be raised through: 

 
• Inviting residents to be actively involved in our meetings via Public Participation.  
• Encouraging residents to link to the Town Council’s Facebook page, and other social 

media feeds 
• Widely publicising the Annual Town Meeting 
• Encouraging use of the Council’s new website 
• Issuing press releases covering activities of the Council 
• Involving residents in events and activities such as the Town Festival, The 

Christmas lights event and Remembrance Sunday.  
• Production of a monthly newsletter  
• Communication and networking with Chippy News  

 
Every Town Councillor will be enabled in maximising their role as elected representatives and 
community leaders through: 

 
• Receipt of a comprehensive new members information pack and a tailored induction 

programme. 
• Mentoring for new Councillors 
• Making copies of agendas and minutes of Council meetings widely available 
• Encouraging Councillors to represent the Town Council on community groups and 

organisations 
 

Every employee will be enabled in understanding the Town Council’s priorities through: 
• Regular team meetings 
• Regular Performance Management Reviews 
• Being encouraged to provide input into the decision-making process 
• Being encouraged actively to represent the Town Council at community events 

 
ENGAGEMENT 
Listed below are the individuals/organisations with whom the Council wishes actively to 
engage: 

• Residents of Chipping Norton  
• Businesses and business organisations 
• Community, voluntary, special interest and residents’ groups 
• Older people 
• Young people 
• Hard-to-reach groups 
• Public and private sector stakeholders 
• Schools 
• Health Agencies (commissioners and providers) 
• Visitors 
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ACTION PLAN 
 

Action Plan item Task Responsibility Status / Frequency 
Mayor  The Mayor to fulfil a 

community leadership role and 
encourage community 
organisations to be 
involved with initiatives. 

Mayor/Deputy 
Mayor 

Ongoing 

Minutes Ensure copies of Minutes are 
available - hard copy, 
electronically, and on the Town 
Council website 

Town Clerk Ongoing 

Office Opening Hours Publicise office opening hours in 
newsletter and on 
website and notice boards 

Town Clerk  Ongoing 

Annual Town Meeting Publicise the meeting and liaise 
with stakeholders to 
encourage good attendance 

  Councillors 
Town Clerk  

Annually 

Public Forum Encourage residents to raise 
any matters of interest or 
concern via public participation 
element of all Full Council and 
Committee meetings 

Staff and Town 
Councillors 

Ongoing 

Notice boards Regularly update notice boards 
with Town Council and 
community activities 

Admin and 
Customer 
Service 
Assistant 

Ongoing 

Website Maintain website with 
information on Town Council 
services and activities 

 Clerk’s Office Ongoing 

Newsletter Produce a regular newsletter  Clerk’s Office  Monthly 

Businesses Engage with businesses and 
business organisations. 

 

Designated 
Town 
Councillors 

 
 

Ongoing 

Local Democracy Encourage residents to both 
vote at and stand for the Town 
Council in Local Council 
elections 

Clerk’s 
Office and 
Town 
Councillors 

Ongoing but higher 
priority in six months 
leading to local 
elections 

Press Liaise regularly with the press 
sending details of Council 
meetings and 

Clerk’s Office Ongoing 
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Liaison Meetings Meet with Cabinet member for 
Stronger, Healthier 
Communities at WODC  

Clerk Quarterly 

Social Media Use Facebook and other social 
media to promote Town 
Council meetings, activities and 
events 

Deputy Clerk Ongoing 

Councillor Surgeries Encourage residents to visit Cllr 
surgeries  

Town, District 
and County 
Councillors  

Last Saturday of the 
month  

Consultations   Multiple consultations. Known 
for 2024 – Skatepark Design  

Clerk’s Office Ongoing  

Build Chippy Better 
Working Group  

Encourage residents to take part  Deputy Clerk and 
designated Town 
Cllrs  

This is on pause while 
the outcome of the 
appeal to historic 
England has been 
decided.  

Keep Chippy Beautiful  To facilitate litter picks and 
other community action 
activities in the town  

Admin and 
Customer 
Service Assistant  
and The Deputy 
Mayor  

Ongoing  

Rusty Riders A monthly cycle repair 
workshop and led ride free for 
all to attend  

The Town Clerk 
and designated 
Town Cllrs  

Monthly  

Annual Report  An annual publication, printed 
in standard and easy read and 
available in hard copy to inform 
residents about the priorities 
and budget allocation of the 
Town Council   

The Clerk’s 
Office in 
consultation 
with Chairs of 
Committee and 
the Mayor.  

Annually  

 



 

 

Information available from Chipping Norton Town Council under the publication scheme  
  

Information to be published  How the information 
can be obtained  

Class 1 – Who we are and what we do  
  
(Organisational information, structures, locations and contacts)  
  
This will be current information only    
  

(Hard copy and/or Website)  
  
  
Hard copy and Website or 
via Email if practicable  

Who’s Who on the Council and its Committees  Hard copy and Website  
Contact details for The Mayor and Council members (named contacts where possible with 
telephone number and email address (if used))  

Hard copy and Website  

Location of main Council office and accessibility details  Hard copy and Website  
Staffing structure  Hard copy and website   
Class 2 – What we spend and how we spend it  
(Financial information relating to projected and actual income and expenditure, procurement, 
contracts and financial audit)  
  
Current and previous financial year as a minimum  

  
  
  
  
Hard copy and website 

Annual return form and report by auditor  Hard copy and website 
Finalised budget  Hard copy and website 
Precept  Hard copy and website 
Borrowing Approval letter  Hard copy (where applicable)  
Financial Standing Orders and Regulations  Hard copy and website 



 

 

Grants given and received  Hard copy and website 

List of current contracts awarded and value of contract  Hard copy and website 
Members’ expenses  Hard copy  
Members' allowances  Not applicable  

 
   

Class 3 – What our priorities are and how we are doing  
(Strategies and plans, performance indicators, audits, inspections and reviews)  
  

  

Neighbourhood Plan (Chipping Norton Town Council Neighbourhood Plan)  Hard copy and website 
Annual Report to Town Meeting (current and previous year as a minimum)  Hard copy and website 
Quality status  Hard copy  
Local charters drawn up in accordance with DCLG guidelines  Not applicable  

Class 4 – How we make decisions  
(Decision making processes and records of decisions)  
  
Current and previous council year as a minimum  

  
  
  
Hard copy and website 

Timetable of meetings (Council, any committee/sub-committee meetings and parish 
meetings)  

Hard copy and website 

Agendas of meetings (as above)  Hard copy and website  
Minutes of meetings (as above) – Note: this will exclude information that is properly regarded 
as private to the meeting.  

Hard copy and Website  

Reports presented to council meetings - Note: this will exclude information that is properly 
regarded as private to the meeting.  

Hard copy and website 

Responses to consultation papers  Hard copy where available  



 

 

Responses to planning applications  Hard copy and website 
Bye-laws  Hard copy  

Class 5 – Our policies and procedures  
(Current written protocols, policies and procedures for delivering our services and 
responsibilities)  
  
Current information only  

  
  
  
  
Hard copy  

Policies and procedures for the conduct of council business:   
  
Procedural standing orders  

Hard copy and website 
  
Hard copy and website 

 
Committee and sub-committee terms of reference  
Delegated authority in respect of officers  
Code of Conduct  
Policy statements  

Hard copy and website 
Hard copy and website 
Hard copy and website 
Hard copy and website 

Policies and procedures for the provision of services and about the employment of staff:  
  
Internal policies relating to the delivery of services  
Equality and Diversity policy  
Health and Safety policy  
Recruitment policies (including current vacancies)   
Policies and procedures for handling requests for information  
Complaints procedures (including those covering requests for information and operating the 
publication scheme)  

Hard copy  
  
  
Hard copy and website 
Hard copy  
Hard copy  
Hard copy and Website  
Hard copy and website 
Hard copy  

Information security policy  Hard copy  
Records management policies (records retention, destruction and archive)  Hard copy and website 
Data protection policies   Hard copy and website 



 

 

Schedule of charges (for the publication of information)  Hard copy and website 
Class 6 – Lists and Registers  
  
Currently maintained lists and registers only  

(hardcopy; some information 
may only be available by 
inspection)  

Any publicly available register or list   Hard copy  
Asset Register   Hard copy and website 
Disclosure log (indicating the information that has been provided in response to requests; 
recommended as good practice, but may not be held by Town Councils)  

Hard copy  

Register of members’ interests  Hard copy and website 
Register of gifts and hospitality  Hard copy  
Class 7 – The services we offer  
(Information about the services we offer, including leaflets, guidance and newsletters 
produced for the public and businesses)  
  
Current information only  

(hard copy or website; some 
information may only be  
available by inspection)  
  
Hard copy and Website  

Allotments  Hard copy and website 
Burial grounds and closed churchyards  Hard copy and website 
Town Hall  Hard copy and website 
Parks, playing fields and recreational facilities  Hard copy and website 
Seating, litter bins, clocks, memorials and lighting  Hard copy  
Bus shelters  Hard copy  
Markets  Not applicable  
Public conveniences  Not applicable  
Agency agreements  Not applicable  
A summary of services for which the council is entitled to recover a fee, together with those 
fees (e.g. burial fees)  

Hard copy  



Contact details: 

The Town Clerk 
Chipping Norton Town Council 
The Guildhall 
Goddards Lane 
Chipping Norton 
Oxfordshire 
OX7 5NJ      

Tel: 01608 642341 Email: townclerk@chippingnorton-tc.gov.uk Website: www.chippingnorton-tc.gov.uk 

SCHEDULE OF CHARGES 

(i) One copy of any available document will be supplied free of charge to any resident within Chipping Norton

(ii) Multiple copies of any available document will be supplied to any resident within the Civic Parish of Chipping Norton on
payment of the actual cost of copying and postage.

(iii) Any single copy of any available document, or multiple copies of same, will only be provided to any resident outside the
Parish of Chipping Norton or to any company or corporate body, on payment of a sum not exceeding £25.00 for
administrative expenses plus the actual cost of copying and postage.

Reviewed (Date) 

mailto:townclerk@chippingnorton-tc.gov.uk
http://www.chippingnortontowncouncil.oc.uk/


Approved: July 2022 

CHIPPING NORTON  TOWN COUNCIL 
TRAINING NEEDS ASSESSMENT             COUNCILLOR……………………………………………. 

Roles and Responsibilities Feel confident in this area Require some training in this 
area 

Require full training in this area 

Understanding the role of 
Members or how to be a good 
Councillor 

Understanding the role of Officers 
or how to ensure staff are used 
effectively 

Understanding the Council’s Code 
of Conduct or how to behave 

A knowledge of the Council’s Core 
Values and how to put them into 
practice 

Procedures 
Ability to Chair meetings 

Ability to contribute effectively at 
meetings 
Understanding the Council’s 
Standing Orders  

Managing working groups 
Law 
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The powers & duties of Town 
Council 
 

   

The General Power of Competence 
 

   

    
Finance    
Budget setting and monitoring 
 

   

Financial Governance including 
audit 

   

The Annual Accounts 
 

   

    
Planning    
Commenting on planning 
applications 

   

Local/Neighbourhood plans 
 

   

    
Community Leadership    
Building effective relations with 
residents and partners 

   

Championing the interests of local 
community 

   

    
General     
Presentation and public speaking 
skills 

   

Negotiation  and influencing skills    
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IT skills 

Working together with differences 
/ agreeing to disagree / conflict 
resolution 

 If there are any other areas not covered above please list them below: 

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………… 

Please return this form to the Town Clerk by………………………………………….. 



Chipping Norton Town Council Public Participation Policy 

Introduction 

Chipping Norton Town Council is committed to community engagement and encourages members of the public to 
participate in its meetings. This policy sets out the framework for public participation, ensuring that it is conducted in 
an orderly and respectful manner in line with the Council's standing orders, specifically standing order 3.i-j. 

Public Participation at Meetings 

Members of the public have the right to attend Town Council meetings and are encouraged to do so. The Town 
Council values public input and provides opportunities for public participation under the following guidelines: 

Procedures for Public Participation 

Public Participation Sessions: 

Public participation sessions will be included as an agenda item at all Town Council and Committee meetings. These 
sessions are typically held at the beginning of the meeting and are limited to 15 minutes unless extended at the 
discretion of the Chair. 

Speaking at Meetings: 

Members of the public may speak during the public participation session. Each speaker is allowed to speak once for a 
maximum of five minutes. The Chair may allow additional time at their discretion. 

It is courteous for members of the public to inform the Town Clerk of their intention to speak and indicate the 
specific agenda item they wish to address ahead of the meeting. This enables the office to gather any relevant 
information to help members provide as full a response as possible. 

Speakers must address their comments to the Chair. Members of the Town Council may respond to points raised but 
are not obligated to do so. 

Order and Conduct: 

All remarks must be respectful and relevant to the item under discussion. Offensive or defamatory comments will 
not be tolerated. 

The Chair has the authority to direct a member of the public to stop speaking if their comments are not appropriate 
or if they exceed the time limit. 

Written Statements: 

Members of the public who are unable to attend the meeting but wish to make a statement can submit their 
comments in writing to the Town Clerk prior to the meeting. Written statements will be read out during the public 
participation session, subject to the same time limitations. 



Item 12: Grants to Voluntary Bodies: Round 1, July 2024 
Chipping Norton Town Council has allocated £16,500 for the financial year 2024-25 to fund community 
organisations working to benefit Chipping Norton residents.  

The committee has received 14 grant applications for a total of £25,100, which exceeds the total grants budget 
to consider at Round 1 (July 2024) and Round 2 (Feb 2025). It may be prudent to reserve an adequate amount of 
funding within the grants budget to consider a number of grant requests during Round 2 funding.  

CNTC also provides core funding to three organisations as part of the overall grant commitment, which now lies 
on a separate budget line. The organisations are: 

- The Chipping Norton Lido: £5,000
- The Chipping Norton Museum: £3,500
- The Chipping Norton Theatre: £3,000

RECOMMENDATION: That the committee considers the grant requests for Round 1 of the Grants to Voluntary 
Bodies scheme and decides an appropriate amount to reserve within the budget for the second round of grant 
funding in February 2025.  

Organisation Funding Received FY 2023/24 Grant Applied for July 2024
Christmas in Chippy No funding applied for £2,000 plus free hire of Town Hall
Chipping Norton Amateur 
Operatic Society (CHAOS) No funding applied for £1,000
Community Suppers £800 £1,100
Cricket Club £1,600 £1,500
Home Start No funding applied for £2,000
Mindful Mums No funding applied for £1,500
Remix Youth Club £1,200 (Round 1) £2,000

£500 (Round 2)
Scouts £1,600 £2,000
Sunshine Cat Rescue 0 £2,000
Swifts 0 £2,000
CN Theatre £3,000 Core Funding £2,000

£3,120 additional funding for the Free 
School Meals Programme (Outside of 

Grants scheme)
Thrive OX7 £2,000 £2,000

Transition CN
£2,000 funding for Youth Work 

(Outside of Grants scheme) £2,000
Volunteer Link Up (VLU) £1,600 £2,000

Core Funded Organisations
CN Theatre £3,000 for 3 years from July 2023
CN Lido £5,000 for 3 years from July 2023
CN Museum £3,500 for 3 years from July 2023

Total funding requested
£25,100

Grants budget remaining
£16,500

Grant Applications Received July 2024
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