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PARISH COUNCIL
SCHEME OF DELEGATION

1. Introduction

This document sets out the way Woodcote Parish Council has delegated powers and
responsibilities. This document is one of the four major ways in which the Council regulates
its affairs; the others are its Standing Orders, Financial Regulations and Statement of
Internal Control.

The power to delegate functions is set out in the Local Government Act 1972 s101.

The intention of the delegation scheme is to allow the Council to act with all reasonable
speed. Decisions should be taken at the most suitable level. Therefore, the Clerk is given
powers over the day-to-day administration of the Council or committees to decide matters
within the Terms of Reference and matters of major policy should be recommended to the
full Council.

Whilst delegation is necessary it is the Council’s policy that members and the press and
public should have the fullest information. Therefore, the Clerk reports all major decisions
taken under delegated powers at the next Council or Committee meeting.

2. Proper Officer, Responsible Finance Officer (RFO)
The Clerk shall be:

e The Proper Officer and will carry out the functions as provided by the Local
Government Act 1972

e The RFO in accordance with the Accounts & Audit Regulations in force at any given
time.

e The DPO as required by the General Data Protection Regulations 2018

3. Delegated Powers and Responsibilities

In addition to the responsibilities set out in the Clerk’s job description, the Clerk has the
delegated authority to undertake the following matters on behalf of the Council:

e Day to day administration of services

e Authorisation to call any extra meetings of the Council, or Committee, as necessary,
having consulted with the Chair of the Council or Committee

e Authorisation to respond immediately to any correspondence, requiring or
requesting information or relating to previous decisions of the Council but not
correspondence requiring an opinion to be taken by the Council or Committee

e Authorisation of routine expenditure in accordance with the Council’s Financial
Regulations

e Preparation and submission of Planning application consultation responses where
the Council’s agreed stance is known.
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Handling requests for information under the Freedom of Information Act 2000 and
the Data Protection Act 1988 or GDPR Regulations

Issuing press releases and statements on the Council’s known policies

Updating and managing the content of the Council’s website

Co-ordinating the Council’s newsletter articles e.g. for Facebook or other requests
for articles, including sending to all ClIrs for a quorum of approval.

Disposal of Council records according to legal restrictions and the Council’s Retention
Policy

Take appropriate actions arising from emergencies in consultation with the
Chair/Vice Chair of the Council as appropriate to the circumstances.

An emergency situation is defined as a time when the Council cannot act under its
normal standing orders due to circumstances outside of its control.

4. Emergency Situations

To note that it is lawful for the Clerk to spend against specific items in the Parish
Council’s budget i.e., for contractors, hall hire, salaries etc., all of which having been
identified in the budget when setting the precept, any such payments to be reported
to the Council at the next ordinary meeting.

The Council approves delegation of the following items to the Proper Officer

Clerk may spend up to £500 and to authorise urgent work when unforeseen
circumstances occur.

Clerk may spend up to £5000 and to authorise urgent work when unforeseen
circumstances occur, with written confirmation from the Chair / Vice Chair or Chair
of a specific committee.

To respond to planning applications having consulted with at least a quorum of
Members, including the Chair and Vice Chair. (Other councillors are still able to
submit their own personal comments) where a response is required before an
ordinary meeting of the Council can be held.

To postpone meetings of the Council, in consultation with the Chair and Vice Chair or
Committee Chair, as appropriate, for example where a meeting maybe inquorate.
To receive and act upon Government advice in relation to the holding of the Annual
Meeting of the Parish (noting such meetings must be held before 1 June) and the
Annual Meeting of the Parish Council (noting such a meeting must be held in May),
thereby giving delegated power to the Clerk to make necessary rearrangements for
these meetings in consultation with the Chair.

All work actioned under the Scheme of Delegation is done in consultation with at least a
quorum of members except for general day to day responsibilities of the Clerk, everything
actioned will also be documented, and reported at the next appropriate meeting.
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5. Review

This document was approved for use at the meeting of the Parish Council on 21t May 2025,
it shall be reviewed periodically, in accordance with the Standing Orders.

Signed: Dated: 21t May 2025

Cllr XXXXX, Chair of the Council
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Staffing Committee
TERMS OF REFERENCE

1. Remit
The Committee is responsible for the employment and welfare of all employees

2. Frequency of Meetings
To meet as required to support the remit and scope of the Staffing Committee.

3. Appointment of members
The Committee will be comprised of four members appointed annually at the Annual
Council Meeting, with a quorum of three.

4. Chair

The Chair is to be elected annually by the Committee at their first meeting, before
proceeding to any other business. The office shall be held for one year.

5. Voting
Only members appointed to the committee may vote at the meeting. In the case of an
equal vote the Chair of the Committee shall have a second or casting vote.

6. Meetings

Duration for a maximum of 2 hours, with any unfinished business being taken at the
beginning of the next meeting. In exceptional circumstances the meeting may be extended
with a vote taken by Members.

The Committee will be mindful of the confidential nature of employer-employee matters
and that many items for consideration will require that the public and press be excluded by
resolution of the Committee. The Public and Press may be excluded from these meetings
as:
“In accordance with s1 (2) of the Public Bodies (Admission to Meetings) Act 1960 the
Press and Public be excluded from the meeting during consideration of these items due
to the confidential nature of this item”.

7. Minutes
All minutes shall be open for inspection.

8. Specific Delegated Powers

e To establish and keep under review staffing structures and levels, including budgets
and staffing related expenditure to make recommendations to the Council.

e To review annually nationally negotiated NALC model contracts of employment, job
descriptions, person specifications for staff.

e To arrange execution of new employment contracts and changes to contracts

e To establish and review salary pay scales for all categories of staff and to be
responsible for their administration and review.
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To review staff salaries and terms of conditions and make recommendations to
Council.

To develop, implement and review performance management (including annual
appraisals ) and staff training programmes.

To supervise and performance manage the Clerk’s work, to administer leave
requests, record and monitor absences and handle grievance and disciplinary
matters and pay disputes.

To monitor and address regular or sustained staff absence.

To perform and review the Clerk/RFO appraisal annually.

To keep under review staff working conditions and health and safety at work
matters.

* To be oversee the recruitment and appointment of staff and recommend
appointments to Council. Recruitment panels will normally include all four members
in the case of appointment plus the Clerk.

To appoint members to act as a disciplinary panel as set out in the Green Book and
as an appeals panel in the case of any appeal against disciplinary action.

To appoint members to hear any formal grievance.

To oversee any process leading to dismissal of staff (including redundancy).

To draft, implement, review, monitor and revise all Council policies that relate to
Staff employment on an annual basis, or as legislation dictates.

To ensure the Council complies with all legislative requirements relating to the
employment of staff.

Review

This Terms of Reference document was approved for use at the meeting of the Parish
Council on 21 May 2025, it shall be reviewed periodically, at least once per council term,
nominally 4 years.

Signed:

Dated: 21t May 2025,

Cllr XXXXXX, Chair of the Council
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Greenmoor Pond Restoration Committee
TERMS OF REFERENCE

1 Introduction

The Council recognises and thanks the Woodcote Conservation Group’s extensive efforts in
working toward a solution to repair the Greenmoor Pond, an asset of the Parish Council. It
is estimated that the repairs will be in the region of £40,000+. As such, in the interests of
transparency, the Committee is being set up to assess the viability of repairing and the
restoration of the pond, facilitating public meetings and transparent management of public
monies.

The committee should not be seen to detract from any of the good works of the Woodcote
Conservation group, supersede it, or manage any of their other projects on Parish Council
land.

2 Remit

The Committee is responsible for the management of the Greenmoor Pond Restoration,
including liaising with contractors, the Woodcote Conservation Group, making
recommendations to the Council on the works needed, including tendering documents, and
grant applications to go someway to covering the cost of the project.

3 Frequency of Meetings

To meet as required to support the remit and scope of the Greenmoor Pond Restoration
Committee.

4 Appointment of members

The Committee will be comprised of five members appointed annually at the Annual Council
Meeting, with a quorum of three. Membership shall consist of 3 Councillors and 2 Co-opted
members of the Woodcote Conservation Group. Councillor members can be substituted
with any other Councillor to ensure that 3 Councillors are in attendance at all meetings.

4.1 Co-opted Members

Co-opted members agree to abide by the Council’s adopted Code of Conduct and
Standing Orders, sign a declaration of acceptance of office and return their Register of
Members Interest within 28 days of appointment.

A council email address will be provided to each co-opted member, this address
should be used for all business relating to their work on the Committee. Should they
use their personal address for committee work, it should be noted that their entire
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personal mailbox would also be subject to inspection in the event of an information
request under GDPR legislation in effect at the time of the request.

5 Chair

The Chair is to be elected annually by the Committee at their first meeting, before
proceeding to any other business. The office shall be held for one year.

6 Voting

Only members appointed to the committee may vote at the meeting. In the case of an
equal vote the Chair of the Committee shall have a second or casting vote.

7 Meetings

Duration for a maximum of 2 hours, with any unfinished business being taken at the
beginning of the next meeting. In exceptional circumstances the meeting may be extended
with a vote taken by Members. In all other respects the Committee will follow the Council’s
adopted Standing Orders in effect at the time of the meeting.

8 Minutes

All minutes shall be open for inspection, and received by the Council at the first meeting
after the Committee has approved them. Where possible the Clerk will be in attendance to
take the minutes of the meeting. Where this is not possible a member will take notes of the
meeting to enable the Clerk to create the minutes, or a recording of the meeting will be
taken to allow the minutes to be written after the meeting.

9 Specific Delegated Powers

e To prepare recommendations to the Council for approval for the works to the pond.
o The solution should be durable and as close to nature as possible to ensure
longevity of the repair.

e To prepare for approval tendering documentation or other quotes, to be presented
to the Council.

e Toseek out and prepare grant applications, to be submitted to the awarding body by
the Clerk.

e To authorise small works to facilitate final solution up to a maximum of £1,500. All
expenditure must be managed in accordance with the Council Financial Regulations.

e To liaise with Contractors; Woodcote Conservation Group; Grant Awarding Bodies.
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10 Review

This Terms of Reference document was approved for use at the meeting of the Parish
Council on 21°% May 2025, it shall be reviewed periodically, at least once per council term,
nominally 4 years.

Signed: Dated: 21t May 2025

Cllr XXXXX, Chair of the Council
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INTRODUCTION

Generally, these standing orders do not duplicate the content of legislation. Where direct
references are used, they are referenced. This document has been complied using the NALC Model
Standing Orders 2025 for England. Items that are in bold type contain legal and statutory
requirements. It is recommended that councils adopt them without changing them or their meaning.

1.

RULES OF DEBATE AT MEETINGS

Motions on the agenda shall be considered in the order that they appear unless the order is
changed at the discretion of the chair of the meeting.

A motion (including an amendment) shall not be progressed unless it has been moved and
seconded.

A motion on the agenda that is not moved by its proposer may be treated by the chair of the
meeting as withdrawn.

If a motion (including an amendment) has been seconded, it may be withdrawn by the
proposer only with the consent of the seconder and the meeting.

An amendment is a proposal to remove or add words to a motion. It shall not negate the
motion.

If an amendment to the original motion is carried, the original motion (as amended) becomes
the substantive motion upon which further amendment(s) may be moved.

An amendment shall not be considered unless early verbal notice of it is given at the meeting
and, if requested by the chair of the meeting, is expressed in writing to the chair.

A councillor may move an amendment to their own motion if agreed by the meeting. If a
motion has already been seconded, the amendment shall be with the consent of the seconder
and the meeting.

If there is more than one amendment to an original or substantive motion, the amendments
shall be moved in the order directed by the chair of the meeting.

Subject to standing order 1(k), only one amendment shall be moved and debated at a time,
the order of which shall be directed by the chair of the meeting.

One or more amendments may be discussed together if the chair of the meeting considers
this expedient but each amendment shall be voted upon separately.

A councillor may not move more than one amendment to an original or substantive motion.
The mover of an amendment has no right of reply at the end of debate on it.

Where a series of amendments to an original motion are carried, the mover of the original
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motion shall have a right of reply either at the end of debate on the first amendment or at the
very end of debate on the final substantive motion immediately before it is put to the vote.

o Unless permitted by the chair of the meeting, a councillor may speak once in the debate on a
motion except:

i to speak on an amendment moved by another councillor;

ii. to move or speak on another amendment if the motion has been amended since they
last spoke;

iii.  to make a point of order;
iv.  togive a personal explanation; or
V. to exercise a right of reply.

p During the debate on a motion, a councillor may interrupt only on a point of order or a
personal explanation and the councillor who was interrupted shall stop speaking. A councillor
raising a point of order shall identify the standing order which they considers has been
breached or specify the other irregularity in the proceedings of the meeting they are
concerned by.

q A point of order shall be decided by the chair of the meeting and their decision shall be final.
r When a motion is under debate, no other motion shall be moved except:

i to amend the motion;

ii. to proceed to the next business;

iii. to adjourn the debate;

iv. to put the motion to a vote;

V. to ask a person to be no longer heard or to leave the meeting;

vi. to refer a motion to a committee or sub-committee for consideration;
vii.  to exclude the public and press;

viii.  to adjourn the meeting; or

ix.  tosuspend particular standing order(s) excepting those which reflect mandatory
statutory or legal requirements.

s Before an original or substantive motion is put to the vote, the chair of the meeting shall be
satisfied that the motion has been sufficiently debated and that the mover of the motion
under debate has exercised or waived their right of reply.
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t Excluding motions moved under standing order 1(r), the contributions or speeches by a
councillor shall relate only to the motion under discussion and shall not exceed 5 minutes
without the consent of the chair of the meeting.

2. DISORDERLY CONDUCT AT MEETINGS

a No person shall obstruct the transaction of business at a meeting or behave offensively or
improperly. If this standing order is ignored, the chair of the meeting shall request such
person(s) to moderate or improve their conduct.

b If person(s) disregard the request of the chair of the meeting to moderate or improve their
conduct, any councillor or the chair of the meeting may move that the person be no longer
heard or be excluded from the meeting. The motion, if seconded, shall be put to the vote
without discussion.

C If a resolution made under standing order 2(b) is ignored, the chair of the meeting may take
further reasonable steps to restore order or to progress the meeting. This may include
temporarily suspending or closing the meeting.

3. MEETINGS GENERALLY

Full Council meetings °
Committee meetings
Sub-committee meetings

a Meetings shall not take place in premises which at the time of the meeting are
used for the supply of alcohol, unless no other premises are available free of
charge or at a reasonable cost.

b The minimum three clear days for notice of a meeting does not include the day on
which notice was issued, the day of the meeting, a Sunday, a day of the Christmas
break, a day of the Easter break or of a bank holiday or a day appointed for public
thanksgiving or mourning.

C The minimum three clear days’ public notice for a meeting does not include the
day on which the notice was issued or the day of the meeting.

d Meetings shall be open to the public unless their presence is prejudicial to the
public interest by reason of the confidential nature of the business to be
transacted or for other special reasons. The public’s exclusion from part or all of a
meeting shall be by a resolution which shall give reasons for the public’s exclusion.

e Members of the public may make representations, answer questions and give
evidence at a meeting which they are entitled to attend in respect of the business
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on the agenda.

f The period of time designated for public participation at a meeting in accordance
with standing order 3(e) shall not exceed 10 minutes unless directed by the chair of
the meeting.

g Subject to standing order 3(f), a member of the public shall not speak for more than
5 minutes.

h In accordance with standing order 3(e), a question shall not require a response at

the meeting nor start a debate on the question. The chair of the meeting may direct
that a written or oral response be given.

i A person shall raise their hand when requesting to speak and stand when speaking
(except when a person has a disability or is likely to suffer discomfort). The chair of
the meeting may at any time permit a person to be seated when speaking.

j A person who speaks at a meeting shall direct their comments to the chair of the
meeting.
k Only one person is permitted to speak at a time. If more than one person wants to

speak, the chair of the meeting shall direct the order of speaking.

| Subject to standing order 3(m), a person who attends a meeting is permitted to
report on the meeting whilst the meeting is open to the public. To “report” means
to film, photograph, make an audio recording of meeting proceedings, use any
other means for enabling persons not present to see or hear the meeting as it
takes place or later or to report or to provide oral or written commentary about
the meeting so that the report or commentary is available as the meeting takes
place or later to persons not present.

m A person present at a meeting may not provide an oral report or oral commentary
about a meeting as it takes place without permission.

n The press shall be provided with reasonable facilities for the taking of their report
of all or part of a meeting at which they are entitled to be present.

o Subject to standing orders which indicate otherwise, anything authorised or
required to be done by, to or before the Chair of the Council may in their absence
be done by, to or before the Vice-Chair of the Council (if there is one).

p The Chair of the Council, if present, shall preside at a meeting. If the Chair is
absent from a meeting, the Vice-Chair of the Council (if there is one) if present,
shall preside. If both the Chair and the Vice-Chair are absent from a meeting, a
councillor as chosen by the councillors present at the meeting shall preside at the
meeting.
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q Subject to a meeting being quorate, all questions at a meeting shall be decided by
a majority of the councillors and non-councillors with voting rights present and
voting.
r The chair of a meeting may give an original vote on any matter put to the vote,

and in the case of an equality of votes may exercise their casting vote whether or
not they gave an original vote.

See standing orders 5(h) and (i) for the different rules that apply in the election of
the Chair of the Council at the annual meeting of the Council.

s Unless standing orders provide otherwise, voting on a question shall be by a show
of hands. At the request of a councillor, the voting on any question shall be
recorded so as to show whether each councillor present and voting gave their vote
for or against that question. Such a request shall be made before moving on to the
next item of business on the agenda.

t The minutes of a meeting shall include an accurate record of the following:
i the time and place of the meeting;

ii. the names of councillors who are present and the names of councillors who
are absent;

iii. interests that have been declared by councillors and non-councillors with
voting rights;

iv.  the grant of dispensations (if any) to councillors and non-councillors with
voting rights;

V. whether a councillor or non-councillor with voting rights left the meeting
when matters that they held interests in were being considered;

vi. if there was a public participation session; and
vii.  the resolutions made.
u A councillor or a non-councillor with voting rights who has a disclosable pecuniary

interest or another interest as set out in the Council’s code of conduct in a matter
being considered at a meeting is subject to statutory limitations or restrictions
under the code on their right to participate and vote on that matter.

v No business may be transacted at a meeting unless at least one-third of the whole
number of members of the Council are present and in no case shall the quorum of
a meeting be less than three.
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See standing order 4d(viii) for the quorum of a committee or sub-committee
meeting.

If a meeting is or becomes inquorate no business shall be transacted and the
meeting shall be closed. The business on the agenda for the meeting shall be
adjourned to another meeting.

A meeting shall not exceed a period of 2 hours and 30 minutes.

COMMITTEES AND SUB-COMMITTEES

Unless the Council determines otherwise, a committee may appoint a sub-committee whose
terms of reference and members shall be determined by the committee.

The members of a committee may include non-councillors unless it is a committee which
regulates and controls the finances of the Council.

Unless the Council determines otherwise, all the members of an advisory committee and a
sub-committee of the advisory committee may be non-councillors.

The Council may appoint standing committees or other committees as may be necessary, and:
i shall determine their terms of reference;

ii. shall determine the number and time of the ordinary meetings of a standing committee
up until the date of the next annual meeting of the Council;

iii.  shall permit a committee, other than in respect of the ordinary meetings of a
committee, to determine the number and time of its meetings;

iv.  shall, subject to standing orders 4(b) and (c), appoint and determine the terms of office
of members of such a committee;

V. may, subject to standing orders 4(b) and (c), appoint and determine the terms of office
of the substitute members to a committee whose role is to replace the ordinary
members at a meeting of a committee if the ordinary members of the committee
confirm to the Proper Officer 4 days before the meeting that they are unable to attend;

vi.  shall, after it has appointed the members of a standing committee, appoint the chair of
the standing committee;

vii.  shall permit a committee other than a standing committee, to appoint its own chair at
the first meeting of the committee;

viii.  shall determine the place, notice requirements and quorum for a meeting of a
committee and a sub-committee which, in both cases, shall be no less than three;

ix. shall determine if the public may participate at a meeting of a committee;
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X. shall determine if the public and press are permitted to attend the meetings of a sub-
committee and also the advance public notice requirements, if any, required for the
meetings of a sub-committee;

Xi. shall determine if the public may participate at a meeting of a sub-committee that they
are permitted to attend; and

xii.  may dissolve a committee or a sub-committee.

ORDINARY COUNCIL MEETINGS

In an election year, the annual meeting of the Council shall be held on or within 14 days
following the day on which the councillors elected take office.

In a year which is not an election year, the annual meeting of the Council shall be held on
such day in May as the Council decides.

If no other time is fixed, the annual meeting of the Council shall take place at 6pm.

In addition to the annual meeting of the Council, at least three other ordinary meetings shall
be held in each year on such dates and times as the Council decides.

The first business conducted at the annual meeting of the Council shall be the election of
the Chair and Vice-Chair (if there is one) of the Council.

The Chair of the Council, unless they have resigned or become disqualified, shall continue in
office and preside at the annual meeting until their successor is elected at the next annual
meeting of the Council.

The Vice-Chair of the Council, if there is one, unless they resign or become disqualified, shall
hold office until immediately after the election of the Chair of the Council at the next annual
meeting of the Council.

In an election year, if the current Chair of the Council has not been re-elected as a member
of the Council, they shall preside at the annual meeting until a successor Chair of the Council
has been elected. The current Chair of the Council shall not have an original vote in respect
of the election of the new Chair of the Council but shall give a casting vote in the case of an
equality of votes.

In an election year, if the current Chair of the Council has been re-elected as a member of
the Council, they shall preside at the annual meeting until a new Chair of the Council has
been elected. they may exercise an original vote in respect of the election of the new Chair
of the Council and shall give a casting vote in the case of an equality of votes.

Following the election of the Chair of the Council and Vice-Chair (if there is one) of the Council
at the annual meeting, the business shall include:
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In an election year, delivery by the Chair of the Council and councillors of their
acceptance of office forms unless the Council resolves for this to be done at a later
date. In a year which is not an election year, delivery by the Chair of the Council of
their acceptance of office form unless the Council resolves for this to be done at a
later date;

Confirmation of the accuracy of the minutes of the last meeting of the Council;
Receipt of the minutes of the last meeting of a committee;
Consideration of the recommendations made by a committee;

Review of delegation arrangements to committees, sub-committees, staff and other
local authorities;

Review of the terms of reference for committees;

Appointment of members to existing committees;

Appointment of any new committees in accordance with standing order 4;
Review and adoption of appropriate standing orders and financial regulations;

Review of arrangements (including legal agreements) with other local authorities, not-
for-profit bodies and businesses.

Review of representation on or work with external bodies and arrangements for
reporting back;

In an election year, to make arrangements with a view to the Council becoming eligible
to exercise the general power of competence in the future;

Review of inventory of land and other assets including buildings and office equipment;
Confirmation of arrangements for insurance cover in respect of all insurable risks;
Review of the Council’s and/or staff subscriptions to other bodies;

Review of the Council’s complaints procedure;

Review of the Council’s policies, procedures and practices in respect of its obligations
under freedom of information and data protection legislation (see also standing orders
11, 20 and 21);

Review of the Council’s policy for dealing with the press/media;
Review of the Council’s employment policies and procedures;

Review of the Council’s expenditure incurred under s.137 of the Local Government Act
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1972 or the general power of competence.

xXi. Determining the time and place of ordinary meetings of the Council up to and including
the next annual meeting of the Council.

EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND
SUB-COMMITTEES

The Chair of the Council may convene an extraordinary meeting of the Council at any time.

If the Chair of the Council does not call an extraordinary meeting of the Council within seven
days of having been requested in writing to do so by two councillors, any two councillors
may convene an extraordinary meeting of the Council. The public notice giving the time,
place and agenda for such a meeting shall be signed by the two councillors.

The chair of a committee [or a sub-committee] may convene an extraordinary meeting of the
committee [or the sub-committee] at any time.

If the chair of a committee [or a sub-committee] does not call an extraordinary meeting within
7 days of having been requested to do so by 2 members of the committee [or the sub-
committee], any 2 members of the committee [or the sub-committee] may convene an
extraordinary meeting of the committee [or a sub-committee].

PREVIOUS RESOLUTIONS

Except where significant relevant new facts or an error come to light, a resolution shall not be
reversed within six months except either by a special motion, which requires written notice by
at least 4 councillors to be given to the Proper Officer in accordance with standing order 9, or

by a motion moved in pursuance of the recommendation of a committee or a sub-committee.

When a motion moved pursuant to standing order 7(a) has been disposed of, no similar
motion may be moved for a further six months.

VOTING ON APPOINTMENTS

Where more than two persons have been nominated for a position to be filled by the Council
and none of those persons has received an absolute majority of votes in their favour, the
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name of the person having the least number of votes shall be struck off the list and a fresh
vote taken. This process shall continue until a majority of votes is given in favour of one
person. A tie in votes may be settled by the casting vote exercisable by the chair of the
meeting.

MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE
GIVEN TO THE PROPER OFFICER

A motion shall relate to the responsibilities of the meeting for which it is tabled and in any
event shall relate to the performance of the Council’s statutory functions, powers and
obligations or an issue which specifically affects the Council’s area or its residents.

No motion may be moved at a meeting unless it is on the agenda and the mover has given
written notice of its wording to the Proper Officer at least 6 clear days before the meeting.
Clear days do not include the day of the notice or the day of the meeting.

The Proper Officer may, before including a motion on the agenda received in accordance with
standing order 9(b), correct obvious grammatical or typographical errors in the wording of the
motion.

If the Proper Officer considers the wording of a motion received in accordance with standing
order 9(b) is not clear in meaning, the motion shall be rejected until the mover of the motion
resubmits it, so that it can be understood, in writing, to the Proper Officer at least 6 clear days
before the meeting.

If the wording or subject of a proposed motion is considered improper, the Proper Officer
shall consult with the chair of the forthcoming meeting or, as the case may be, the councillors
who have convened the meeting, to consider whether the motion shall be included in the
agenda or rejected.

The decision of the Proper Officer as to whether or not to include the motion on the agenda
shall be final.

Motions received shall be recorded and numbered in the order that they are received.

Motions rejected shall be recorded with an explanation by the Proper Officer of the reason for
rejection.

MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE

The following motions may be moved at a meeting without written notice to the Proper
Officer:

i to correct an inaccuracy in the draft minutes of a meeting;

ii. to move to a vote;

Standing Orders 2025 21 May 2025



11.

Appendix D

Woodcote

FARISH COUNC
iii. to defer consideration of a motion;

iv. to refer a motion to a particular committee or sub-committee;

V. to appoint a person to preside at a meeting;

Vi. to change the order of business on the agenda;
vii.  to proceed to the next business on the agenda;
viii. torequire a written report;

ix.  toappoint a committee or sub-committee and their members;
X. to extend the time limits for speaking;

xi.  toexclude the press and public from a meeting in respect of confidential or other
information which is prejudicial to the public interest;

xii.  to not hear further from a councillor or a member of the public;
xiii.  to exclude a councillor or member of the public for disorderly conduct;
xiv.  to temporarily suspend the meeting;

xv.  tosuspend a particular standing order (unless it reflects mandatory statutory or legal
requirements);

xvi. to adjourn the meeting; or

xvii. to close the meeting.

MANAGEMENT OF INFORMATION

See also standing order 20.

The Council shall have in place and keep under review, technical and organisational
measures to keep secure information (including personal data) which it holds in paper and
electronic form. Such arrangements shall include deciding who has access to personal data
and encryption of personal data.

The Council shall have in place, and keep under review, policies for the retention and safe
destruction of all information (including personal data) which it holds in paper and
electronic form. The Council’s retention policy shall confirm the period for which
information (including personal data) shall be retained or if this is not possible the criteria
used to determine that period (e.g. the Limitation Act 1980).

The agenda, papers that support the agenda and the minutes of a meeting shall not disclose
or otherwise undermine confidential information or personal data without legal
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justification.

d Councillors, staff, the Council’s contractors and agents shall not disclose confidential
information or personal data without legal justification.

12, DRAFT MINUTES

Full Council meetings °
Committee meetings
Sub-committee meetings
a If the draft minutes of a preceding meeting have been served on councillors with
the agenda to attend the meeting at which they are due to be approved for
accuracy, they shall be taken as read.

b There shall be no discussion about the draft minutes of a preceding meeting except
in relation to their accuracy. A motion to correct an inaccuracy in the draft minutes
shall be moved in accordance with standing order 10(a)(i).

c The accuracy of draft minutes, including any amendment(s) made to them, shall be
confirmed by resolution and shall be signed by the chair of the meeting and stand as
an accurate record of the meeting to which the minutes relate.

d If the chair of the meeting does not consider the minutes to be an accurate record of
the meeting to which they relate, they shall sign the minutes and include a
paragraph in the following terms or to the same effect:

“The chair of this meeting does not believe that the minutes of the meeting
of the ( ) held on [date] in respect of ( ) were a correct record but this
view was not upheld by the meeting and the minutes are confirmed as an
accurate record of the proceedings.”

e If the Council’s gross annual income or expenditure (whichever is higher) does not
exceed £25,000, it shall publish draft minutes on a website which is publicly
accessible and free of charge not later than one month after the meeting has taken
place. This Council shall follow this requirement.

f Subject to the publication of draft minutes in accordance with standing order 12(e)
and standing order 20(a) and following a resolution which confirms the accuracy of
the minutes of a meeting, the draft minutes or recordings of the meeting for which
approved minutes exist shall be destroyed.

13, CODE OF CONDUCT AND DISPENSATIONS

See also standing order 3(u).

a All councillors and non-councillors with voting rights shall observe the code of conduct
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adopted by the Council.

b Unless they have been granted a dispensation, a councillor or non-councillor with voting rights
shall withdraw from a meeting when it is considering a matter in which they have a disclosable
pecuniary interest. They may return to the meeting after it has considered the matter in
which they had the interest.

C Unless they have been granted a dispensation, a councillor or non-councillor with voting rights
shall withdraw from a meeting when it is considering a matter in which they have another
interest if so required by the Council’s code of conduct. They may return to the meeting after
it has considered the matter in which they had the interest.

d Dispensation requests shall be in writing and submitted to the Proper Officer as soon as
possible before the meeting, or failing that, at the start of the meeting for which the
dispensation is required.

e A decision as to whether to grant a dispensation shall be made by a meeting of the Council, or
committee or sub-committee for which the dispensation is required and that decision is final.

f A dispensation request shall confirm:

i the description and the nature of the disclosable pecuniary interest or other interest to
which the request for the dispensation relates;

ii. whether the dispensation is required to participate at a meeting in a discussion only or
a discussion and a vote;

iii.  the date of the meeting or the period (not exceeding four years) for which the
dispensation is sought; and

iv.  anexplanation as to why the dispensation is sought.

g Subject to standing orders 13(d) and (f), a dispensation request shall be considered at the
beginning of the meeting of the Council, or committee or sub-committee for which the
dispensation is required.

h A dispensation may be granted in accordance with standing order 13(e) if having regard to all
relevant circumstances any of the following apply:

i. without the dispensation the number of persons prohibited from participating in the
particular business would be so great a proportion of the meeting transacting the
business as to impede the transaction of the business;

ii. granting the dispensation is in the interests of persons living in the Council’s area; or

ili. itis otherwise appropriate to grant a dispensation.
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14. CODE OF CONDUCT COMPLAINTS

a Upon notification by the Principal Council that a councillor or non-councillor with voting

rights has breached the Council’s code of conduct, the Council shall consider what, if any,

action to take against them. Such action excludes disqualification or suspension from office.

15.

PROPER OFFICER

a The Proper Officer shall be either (i) the clerk or (ii) other staff member(s) nominated by the

Council to undertake the work of the Proper Officer when the Proper Officer is absent.

b The Proper Officer shall:

Vi.

Vii.

viii.

at least three clear days before a meeting of the council, a committee or a sub-
committee,

e serve on councillors by delivery or post at their residences or by email
authenticated in such manner as the Proper Officer thinks fit, a sighed summons
confirming the time, place and the agenda (provided the councillor has consented
to service by email), and

e Provide, in a conspicuous place, public notice of the time, place and agenda
(provided that the public notice with agenda of an extraordinary meeting of the
Council convened by councillors is signed by them).

See standing order 3(b) for the meaning of clear days for a meeting of a full council and
standing order 3(c) for the meaning of clear days for a meeting of a committee;

subject to standing order 9, include on the agenda all motions in the order received
unless a councillor has given written notice at least 6 days before the meeting
confirming their withdrawal of it;

convene a meeting of the Council for the election of a new Chair of the Council,
occasioned by a casual vacancy in their office;

facilitate inspection of the minute book by local government electors;
receive and retain copies of byelaws made by other local authorities;
hold acceptance of office forms from councillors;

hold a copy of every councillor’s register of interests;

assist with responding to requests made under freedom of information legislation and
rights exercisable under data protection legislation, in accordance with the Council’s
relevant policies and procedures;

liaise, as appropriate, with the Council’s Data Protection Officer (if there is one);
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X. receive and send general correspondence and notices on behalf of the Council except
where there is a resolution to the contrary;

Xi. assist in the organisation of, storage of, access to, security of and destruction of
information held by the Council in paper and electronic form subject to the
requirements of data protection and freedom of information legislation and other
legitimate requirements (e.g. the Limitation Act 1980);

xii.  arrange for legal deeds to be executed;
(see also standing order 23);

xiii.  arrange or manage the prompt authorisation, approval, and instruction regarding any
payments to be made by the Council in accordance with its financial regulations;

xiv.  record every planning application notified to the Council and the Council’s response to
the local planning authority in a book for such purpose;

xv.  refer a planning application received by the Council to the Chair or in their absence the
Vice-Chair (if there is one) of the Council within three working days of receipt to
facilitate an extraordinary meeting if the nature of a planning application requires
consideration before the next ordinary meeting of the Council;

Xvi. manage access to information about the Council via the publication scheme; and

xvii. retain custody of the seal of the Council (if there is one) which shall not be used without
a resolution to that effect.
(see also standing order 23).

16. RESPONSIBLE FINANCIAL OFFICER

a The Council shall appoint appropriate staff member(s) to undertake the work of the
Responsible Financial Officer when the Responsible Financial Officer is absent.

17. ACCOUNTS AND ACCOUNTING STATEMENTS

a “Proper practices” in standing orders refer to the most recent version of “Governance and
Accountability for Local Councils — a Practitioners’ Guide”.

b All payments by the Council shall be authorised, approved and paid in accordance with the
law, proper practices and the Council’s financial regulations.

C The Responsible Financial Officer shall supply to each councillor as soon as practicable after 30
June, 30 September and 31 December in each year a statement to summarise:

i the Council’s receipts and payments (or income and expenditure) for each quarter;

ii. the Council’s aggregate receipts and payments (or income and expenditure) for the year
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to date;

iii. the balances held at the end of the quarter being reported and

which includes a comparison with the budget for the financial year and highlights any actual
or potential overspends.

d As soon as possible after the financial year end at 31 March, the Responsible Financial Officer
shall provide:

i each councillor with a statement summarising the Council’s receipts and payments (or
income and expenditure) for the last quarter and the year to date for information; and

ii. to the Council the accounting statements for the year in the form of Section 2 of the
annual governance and accountability return, as required by proper practices, for
consideration and approval.

e The year-end accounting statements shall be prepared in accordance with proper practices
and apply the form of accounts determined by the Council receipts and payments for the year
to 31 March. A completed draft annual governance and accountability return shall be
presented to all councillors at least 14 days prior to anticipated approval by the Council. The
annual governance and accountability return of the Council, which is subject to external audit,
including the annual governance statement, shall be presented to the Council for
consideration and formal approval before 30 June.

18. FINANCIAL CONTROLS AND PROCUREMENT

a. The Council shall consider and approve financial regulations drawn up by the Responsible
Financial Officer, which shall include detailed arrangements in respect of the following:

i the keeping of accounting records and systems of internal controls;
ii. the assessment and management of financial risks faced by the Council;

iii.  the work of the independent internal auditor in accordance with proper practices and
the receipt of regular reports from the internal auditor, which shall be required at least
annually;

iv.  theinspection and copying by councillors and local electors of the Council’s accounts
and/or orders of payments; and

V. whether contracts with an estimated value below £60,000 due to special circumstances
are exempt from a tendering process or procurement exercise.

b. Financial regulations shall be reviewed regularly and at least annually for fitness of purpose.

C. Subject to additional requirements in the financial regulations of the Council, the tender
process for contracts for the supply of goods, materials, services or the execution of works

Standing Orders 2025 21 May 2025



19.

Appendix D

Woodcote

PARISH COUNGC
shall include, as a minimum, the following steps:

i. a specification for the goods, materials, services or the execution of works shall be
drawn up;

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s specification (ii) the
time, date and address for the submission of tenders (iii) the date of the Council’s
written response to the tender and (iv) the prohibition on prospective contractors
contacting councillors or staff to encourage or support their tender outside the
prescribed process;

iii.  tenders are to be submitted in writing in a sealed marked envelope addressed to the
Proper Officer;

iv.  tenders shall be opened by the Proper Officer in the presence of at least one councillor
after the deadline for submission of tenders has passed;

V. tenders are to be reported to and considered by the appropriate meeting of the Council
or a committee or sub-committee with delegated responsibility.

Neither the Council, nor a committee or a sub-committee with delegated responsibility for
considering tenders, is bound to accept the lowest value tender.

Where the value of a contract is likely to exceed the threshold specified by the Government
from time to time, the Council must consider whether the contract is subject to the
requirements of the current procurement legislation and, if so, the Council must comply
with procurement rules. NALC’s procurement guidance contains further details.

HANDLING STAFF MATTERS

A matter personal to a member of staff that is being considered by a meeting of Staffing
Committee is subject to standing order 11.

Subject to the Council’s policy regarding absences from work, the Council’s most senior
member of staff shall notify the chair of Council or, if they are not available, the vice-chair (if
there is one) of absence occasioned by illness or other reason and that person shall report
such absence to the Staffing Committee at its next meeting.

The chair of the Staffing Committee or in their absence, the vice-chair shall upon a resolution
conduct a review of the performance and annual appraisal of the work of the Clerk. The
reviews and appraisal shall be reported in writing and are subject to approval by resolution by
the Staffing Committee.

Subject to the Council’s policy regarding the handling of grievance matters, the Council’s most
senior member of staff (or other members of staff) shall contact the chair of the Staffing
Committee or in their absence, the vice-chair of the Staffing Cmmittee in respect of an informal
or formal grievance matter, and this matter shall be reported back and progressed by resolution
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of the Staffing Committee].

Subject to the Council’s policy regarding the handling of grievance matters, if an informal or
formal grievance matter raised by the Clerk relates to the chair or vice-chair of the Staffing
Committee, this shall be communicated to another member of the Staffing Committee, which
shall be reported back and progressed by resolution of the Staffing Committee.

Any persons responsible for all or part of the management of staff shall treat as confidential
the written records of all meetings relating to their performance, capabilities, grievance or
disciplinary matters.

In accordance with standing order 11(a), persons with line management responsibilities shall
have access to staff records referred to in standing order 19(f).

RESPONSIBILITIES TO PROVIDE INFORMATION

See also standing order 21.

In accordance with freedom of information legislation, the Council shall publish information
in accordance with its publication scheme and respond to requests for information held by
the Council.

The Council shall publish information in accordance with the requirements of the Smaller
Authorities (Transparency Requirements) (England) Regulations 2015.

RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION

(Below is not an exclusive list).
See also standing order 11.

The Council may appoint a Data Protection Officer.

The Council shall have policies and procedures in place to respond to an individual
exercising statutory rights concerning their personal data.

The Council shall have a written policy in place for responding to and managing a personal
data breach.

The Council shall keep a record of all personal data breaches comprising the facts relating to
the personal data breach, its effects and the remedial action taken.

The Council shall ensure that information communicated in its privacy notice(s) is in an
easily accessible and available form and kept up to date.

The Council shall maintain a written record of its processing activities.
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RELATIONS WITH THE PRESS/MEDIA

Requests from the press or other media for an oral or written comment or statement from the
Council, its councillors or staff shall be handled in accordance with the Council’s policy in
respect of dealing with the press and/or other media.

EXECUTION AND SEALING OF LEGAL DEEDS

See also standing orders 15(b)(xii) and (xvii).
A legal deed shall not be executed on behalf of the Council unless authorised by a resolution.

Subject to standing order 23(a), any two councillors may sign, on behalf of the Council, any
deed required by law and the Proper Officer shall witness their signatures.

COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY
COUNCILLORS

An invitation to attend a meeting of the Council shall be sent, together with the agenda, to the
ward councillor(s) of the District and County Council OR Unitary Council representing the area
of the Council.

Unless the Council determines otherwise, a copy of each letter sent to the District and County
Council OR Unitary Council shall be sent to the ward councillor(s) representing the area of the
Council.

RESTRICTIONS ON COUNCILLOR ACTIVITIES

Unless duly authorised no councillor shall:
i inspect any land and/or premises which the Council has a right or duty to inspect; or

ii. issue orders, instructions or directions.

STANDING ORDERS GENERALLY

All or part of a standing order, except one that incorporates mandatory statutory or legal
requirements, may be suspended by resolution in relation to the consideration of an item on
the agenda for a meeting.

A motion to add to or vary or revoke one or more of the Council’s standing orders, except one
that incorporates mandatory statutory or legal requirements, shall be proposed by a special
motion, the written notice by at least 4 councillors to be given to the Proper Officer in
accordance with standing order 9.

The Proper Officer shall provide a copy of the Council’s standing orders to a councillor as soon
as possible.
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d The decision of the chair of a meeting as to the application of standing orders at the meeting
shall be final.

27. Urgent Business

a To delegate the power to deal with urgent matters which could not go before the
council, a committee or a sub-committee to the Clerk — see Scheme of Delegation.

28. Review

These Standing Order were approved for use at the meeting of the Parish Council on 215t
May 2025, it shall be reviewed every other year at the Annual Council meeting asin 5 j ix
above.

Signed: Dated: 21t May 2025

Cllr XXXXXX, Chair of the Council
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FINANCIAL REGULATIONS
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General

These Financial Regulations govern the financial management of the Council and may
only be amended or varied by resolution of the Council. They are one of the Council’s
governing documents and shall be observed in conjunction with the Council’s Standing
Orders.

Councillors are expected to follow these regulations and not to entice employees to
breach them. Failure to follow these regulations brings the office of Councillor into
disrepute.

Wilful breach of these regulations by an employee may result in disciplinary
proceedings.

In these Financial Regulations:

e ‘Accounts and Audit Regulations’ means the regulations issued under Sections 32,
43(2) and 46 of the Local Audit and Accountability Act 2014, or any superseding
legislation, and then in force, unless otherwise specified.

e  “Approve” refers to an online action, allowing an electronic transaction to take
place.

e “Authorise” refers to a decision by the Council, or a committee or an officer, to
allow something to happen.

e ‘Proper practices’ means those set out in The Practitioners’ Guide

e Practitioners’ Guide refers to the guide issued by the Joint Panel on Accountability
and Governance (JPAG) and published by NALC in England or Governance and
Accountability for Local Councils in Wales — A Practitioners Guide jointly published
by One Voice Wales and the Society of Local Council Clerks in Wales.

e ‘Must’ and bold text refer to a statutory obligation the Council cannot change.
e ‘Shall’ refers to a non-statutory instruction by the Council to its members and staff.

The Responsible Financial Officer (RFO) holds a statutory office, appointed by the
Council. The Clerk has been appointed as RFO and these regulations apply accordingly.
The RFO;

e acts under the policy direction of the Council;

e administers the Council's financial affairs in accordance with all Acts, Regulations
and proper practices;
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e determines on behalf of the Council its accounting records and control systems;
e ensures the accounting control systems are observed;
e ensures the accounting records are kept up to date;
e seeks economy, efficiency and effectiveness in the use of Council resources; and
e produces financial management information as required by the Council.
The Council must not delegate any decision regarding:
e setting the final budget or the precept (Council tax requirement);
e the outcome of a review of the effectiveness of its internal controls
e approving accounting statements;
e approving an annual governance statement;
e borrowing;
e declaring eligibility for the General Power of Competence; and
e addressing recommendations from the internal or external auditors

In addition, the Council shall:

determine and regularly review the bank mandate for all Council bank accounts;

authorise any grant or single commitment in excess of £500; and

Risk management and internal control

The Council must ensure that it has a sound system of internal control, which delivers
effective financial, operational and risk management.

The Clerk shall prepare, for approval by the Council, a risk management policy covering
all activities of the Council. This policy and consequential risk management
arrangements shall be reviewed by the Council at least annually.

When considering any new activity, the Clerk shall prepare a draft risk assessment
including risk management proposals for consideration by the Council.

At least once a year, the Council must review the effectiveness of its system of
internal control, before approving the Annual Governance Statement.
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The accounting control systems determined by the RFO must include measures to:
e ensure that risk is appropriately managed;

e ensure the prompt, accurate recording of financial transactions;

e prevent and detect inaccuracy or fraud; and

e allow the reconstitution of any lost records;

¢ identify the duties of officers dealing with transactions and

e ensure division of responsibilities.

At least once in each quarter, and at each financial year end, a member other than the
Chair shall be appointed to verify bank reconciliations (for all accounts) produced by
the RFO. The member shall sign and date the reconciliations and the original bank
statements (or similar document) as evidence of this. This activity, including any
exceptions, shall be reported to and noted by the Council.

Regular back-up copies shall be made of the records on any Council computer and
stored either online or in a separate location from the computer. The Council shall put
measures in place to ensure that the ability to access any Council computer is not lost
if an employee leaves or is incapacitated for any reason.

Accounts and audit

All accounting procedures and financial records of the Council shall be determined by
the RFO in accordance with the Accounts and Audit Regulations.

The accounting records determined by the RFO must be sufficient to explain the
Council’s transactions and to disclose its financial position with reasonably accuracy
at any time. In particular, they must contain:

e day-to-day entries of all sums of money received and expended by the Council
and the matters to which they relate;

e arecord of the assets and liabilities of the Council;

The accounting records shall be designed to facilitate the efficient preparation of the
accounting statements in the Annual Governance and Accountability Return.

The RFO shall complete and certify the annual Accounting Statements of the Council
contained in the Annual Governance and Accountability Return in accordance with
proper practices, as soon as practicable after the end of the financial year. Having
certified the Accounting Statements, the RFO shall submit them (with any related
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documents) to the Council, within the timescales required by the Accounts and Audit

Regulations.

The Council must ensure that there is an adequate and effective system of internal
audit of its accounting records and internal control system in accordance with proper
practices.

Any officer or member of the Council must make available such documents and
records as the internal or external auditor consider necessary for the purpose of the
audit and shall, as directed by the Council, supply the RFO, internal auditor, or external
auditor with such information and explanation as the Council considers necessary.

The internal auditor shall be appointed by the Council and shall carry out their work to
evaluate the effectiveness of the Council’s risk management, control and governance
processes in accordance with proper practices specified in the Practitioners’ Guide.

The Council shall ensure that the internal auditor:
e is competent and independent of the financial operations of the Council;

e reports to Council in writing, or in person, on a regular basis with a minimum of
one written report during each financial year;

e can demonstrate competence, objectivity and independence, free from any actual
or perceived conflicts of interest, including those arising from family relationships;
and

e has noinvolvement in the management or control of the Council
Internal or external auditors may not under any circumstances:

e perform any operational duties for the Council;

e initiate or approve accounting transactions;

e provide financial, legal or other advice including in relation to any future
transactions; or

e direct the activities of any Council employee, except to the extent that such
employees have been appropriately assigned to assist the internal auditor.

For the avoidance of doubt, in relation to internal audit the terms ‘independent’ and
‘independence’ shall have the same meaning as described in The Practitioners Guide.

The RFO shall make arrangements for the exercise of electors’ rights in relation to the
accounts, including the opportunity to inspect the accounts, books, and vouchers and
display or publish any notices and documents required by the Local Audit and
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Accountability Act 2014, or any superseding legislation, and the Accounts and Audit
Regulations.

The RFO shall, without undue delay, bring to the attention of all Councillors any
correspondence or report from internal or external auditors.

Budget and precept

Before setting a precept, the Council must calculate its Council tax requirement for
each financial year by preparing and approving a budget, in accordance with The
Local Government Finance Act 1992 or succeeding legislation.

Budgets for salaries and wages, including employer contributions shall be reviewed by
the Council at least annually in November for the following financial year and the final
version shall be evidenced by a hard copy schedule signed by the Clerk and the Chair of
the Council.

No later than November each year, the RFO shall prepare a draft budget with detailed
estimates of all receipts and payments for the following financial year, taking account
of the lifespan of assets and cost implications of repair or replacement.

Unspent funds for partially completed projects may only be carried forward (by placing
them in an earmarked reserve) with the formal approval of the full Council.

Each committee (if any) shall review its draft budget and three-year forecast and
submit any proposed amendments to the Council not later than the end of October
each year.

The draft budget and three-year forecast with any committee proposals, including any
recommendations for the use or accumulation of reserves, shall be considered by the
Council.

Having considered the proposed budget and three-year forecast, the Council shall
determine its Council tax requirement by setting a budget. The Council shall set a
precept for this amount no later than the end of January for the ensuing financial year.

Any member with Council tax unpaid for more than two months is prohibited from
voting on the budget or precept by Section 106 of the Local Government Finance Act
1992 and must and must disclose at the start of the meeting that Section 106 applies
to them.

The RFO shall issue the precept to the billing authority no later than the end of
February and supply each member with a copy of the agreed annual budget.

The agreed budget provides a basis for monitoring progress during the year by
comparing actual spending and income against what was planned.
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Any addition to, or withdrawal from, any earmarked reserve shall be agreed by the
Council.

Procurement

Members and officers are responsible for obtaining value for money at all times. Any
officer procuring goods, services or works should ensure, as far as practicable, that the
best available terms are obtained, usually by obtaining prices from several suppliers.

The RFO should verify the lawful nature of any proposed purchase before it is made
and in the case of new or infrequent purchases, should ensure that the legal power
being used is reported to the meeting at which the order is authorised and also
recorded in the minutes.

Every contract shall comply with these the Council’s Standing Orders and these
Financial Regulations and no exceptions shall be made, except in an emergency.

For a contract for the supply of goods, services or works where the estimated value
will exceed the thresholds set by Parliament, the full requirements of The
Procurement Act 2023 and The Procurement Regulations 2024 or any superseding
legislation (“the Legislation”), must be followed in respect of the tendering, award
and notification of that contract.

Where the estimated value is below the Government threshold, the Council shall (with
the exception of items listed in paragraph 6.12) obtain prices as follows:

For contracts estimated to exceed £60,000 including VAT, the Clerk shall seek formal
tenders from at least three suppliers agreed by the Council. Tenders shall be invited in
accordance with Appendix 1.

For contracts estimated to be over £30,000 including VAT, the Council must comply
with any requirements of the Legislation regarding the advertising of contract
opportunities and the publication of invitations and notices.

For contracts greater than £5,000 excluding VAT the Clerk shall seek at least 3 fixed-
price quotes;

Where the value is between £500 and £5,000 excluding VAT, the Clerk shall try to
obtain 3 estimates, which might include evidence of online prices, or recent prices
from regular suppliers.

For smaller purchases, the Clerk shall seek to achieve value for money.
Contracts must not be split into smaller lots to avoid compliance with these rules.

The requirement to obtain competitive prices in these regulations need not apply to
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contracts that relate to items (i) to (iv) below:
i.  specialist services, such as legal professionals acting in disputes;
ii.  repairs to, or parts for, existing machinery or equipment;
iii.  works, goods or services that constitute an extension of an existing contract;

iv.  goods or services that are only available from one supplier or are sold at a fixed
price.

When applications are made to waive this financial regulation to enable a price to be
negotiated without competition, the reason should be set out in a recommendation to
the Council.-Avoidance of competition is not a valid reason.

The Council shall not be obliged to accept the lowest or any tender, quote or estimate.

Individual purchases within an agreed budget for that type of expenditure may be
authorised by:

e the Clerk, under delegated authority, for any items below £500 excluding VAT.

e the Clerk, in consultation with the Chair of the Council, for any items below £2,000
excluding VAT.

e the Council for all items over £2,000;

Such authorisation must be supported by a minute (in the case of Council or
committee decisions) or other auditable evidence trail.

No individual member, or informal group of members may issue an official order or
make any contract on behalf of the Council.

No expenditure may be authorised that will exceed the budget for that type of
expenditure other than by resolution of the Council except in an emergency.

In cases of serious risk to the delivery of Council services or to public safety on Council
premises, the clerk may authorise expenditure of up to £5,000 excluding VAT on repair,
replacement or other work that in their judgement is necessary, whether or not there
is any budget for such expenditure. The Clerk shall report such action to the Chair as
soon as possible and to the Council as soon as practicable thereafter.

No expenditure shall be authorised, no contract entered into or tender accepted in
relation to any major project, unless the Council is satisfied that the necessary funds
are available and that where a loan is required, Government borrowing approval has
been obtained first.
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An official order or letter shall be issued for all work, goods and services where a
company asks for it excluding VAT unless a formal contract is to be prepared, or an
official order would be inappropriate. Copies of orders shall be retained, along with
evidence of receipt of goods.

Any ordering system can be misused and access to them shall be controlled by the
Clerk.

Banking and payments

The Council's banking arrangements, including the bank mandate, shall be made by the
RFO and authorised by the Council; banking arrangements shall not be delegated to a
committee. The Council has resolved to bank with Lloyds & Unity Trust & Cambridge,
and other banks as delegated to the Clerk to secure. The arrangements shall be
reviewed annually for security and efficiency.

The Council must have safe and efficient arrangements for making payments, to
safeguard against the possibility of fraud or error. Wherever possible, more than one
person should be involved in any payment, for example by dual online authorisation or
dual cheque signing. Even where a purchase has been authorised, the payment must
also be authorised and only authorised payments shall be approved or signed to allow
the funds to leave the Council’s bank.

All invoices for payment should be examined for arithmetical accuracy, analysed to the
appropriate expenditure heading and verified to confirm that the work, goods or
services were received, checked and represent expenditure previously authorised by
the Council before being certified by the Clerk/RFO.

Personal payments (including salaries, wages, expenses and any payment made in
relation to the termination of employment) may be summarised to avoid disclosing any
personal information.

All payments shall be made by online banking, in accordance with a resolution of the
Council, unless the Council resolves to use a different payment method.

For each financial year the Clerk may draw up a schedule of regular payments due in
relation to a continuing contract or obligation (such as Salaries, PAYE, National
Insurance, pension contributions, rent, rates, regular maintenance contracts and
similar items), which the Council may authorise in advance for the year.

A copy of this schedule of regular payments shall be signed by two members on each
and every occasion when payment is made - to reduce the risk of duplicate payments.

A list of such payments shall be reported to the next appropriate meeting of the
Council for information only.
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The Clerk shall have delegated authority to authorise payments only in the following
circumstances:

i. any payments of up to £500 excluding VAT, within an agreed budget.

ii.  payments of up to £2,000 excluding VAT in cases of serious risk to the delivery of
Council services or to public safety on Council premises.

iii.  any payment necessary to avoid a charge under the Late Payment of Commercial
Debts (Interest) Act 1998 or to comply with contractual terms, where the due
date for payment is before the next scheduled meeting of the Council, where the
Clerk and RFO certify that there is no dispute or other reason to delay payment,
provided that a list of such payments shall be submitted to the next appropriate
meeting of Council.

iv.  Fund transfers within the Councils banking arrangements up to the sum of
£10,000, provided that a list of such payments shall be submitted to the next
appropriate meeting of Council.

The Clerk shall present a schedule of payments requiring authorisation, forming part of
the agenda for the meeting, together with the relevant invoices, to the Council. The
Council shall review the schedule for compliance and, having satisfied itself, shall
authorise payment by resolution. The authorised schedule shall be initialled
immediately below the last item by the person chairing the meeting. A detailed list of
all payments shall be disclosed within or as an attachment to the minutes of that
meeting.

Electronic payments

Where internet banking arrangements are made with any bank, the Clerk shall be
appointed as the Service Administrator. The bank mandate agreed by the Council shall
identify two Councillors who will be authorised to approve transactions on those
accounts and a minimum of two people will be involved in any online approval process.

All authorised signatories shall have access to view the Council’s bank accounts online.

No employee or Councillor shall disclose any PIN or password, relevant to the Council
or its banking, to anyone not authorised in writing by the Council or a duly delegated
committee.

The Service Administrator shall set up all items due for payment online. A list of
payments for approval, together with copies of the relevant invoices, shall be available
on Scribe for review.

In the prolonged absence of the Service Administrator an authorised signatory shall set
up any payments due before the return of the Service Administrator.
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Two Councillors who are authorised signatories shall check the payment details against
the invoices before approving each payment using the online banking system.

Evidence shall be retained showing which members approved the payment online, by
initialling the scribe notes.

A full list of all payments made in a month shall be provided to the next Council
meeting and included in the minutes.

With the approval of the Council in each case, regular payments (such as gas,
electricity, telephone, broadband, water, National Non-Domestic Rates, refuse
collection, pension contributions and HMRC payments) may be made by variable direct
debit, provided that the instructions are signed/approved online by two authorised
members. The approval of the use of each variable direct debit shall be reviewed by
the Council at least every two years.

Payment may be made by BACS or CHAPS by resolution of the Council provided that
each payment is approved online by two authorised bank signatories, evidence is
retained and any payments are reported to the Council at the next meeting. The
approval of the use of BACS or CHAPS shall be renewed by resolution of the Council at
least every two years.

If thought appropriate by the Council, regular payments of fixed sums may be made by
banker’s standing order, provided that the instructions are signed or approved online
by two members, evidence of this is retained and any payments are reported to
Council when made. The approval of the use of a banker’s standing order shall be
reviewed by the Council at least every year.

Account details for suppliers may only be changed upon written notification by the
supplier verified by two of the Clerk and a member. This is a potential area for fraud
and the individuals involved should ensure that any change is genuine. Data held
should be checked with suppliers every two years.

Members and officers shall ensure that any computer used for the Council’s financial
business has adequate security, with anti-virus, anti-spyware and firewall software
installed and regularly updated.

Remembered password facilities should not be used on any computer used for Council
banking.

Payment cards
Any Debit Card issued for use will be specifically restricted to the Clerk and will also be

restricted to a single transaction maximum value of £500 unless authorised by Council
in writing before any order is placed.
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Personal credit or debit cards of members or staff shall not be used except for
expenses of up to £500 including VAT, incurred in accordance with Council policy.

Petty Cash

The Council will not maintain any form of cash float. All cash received must be banked
intact. Any payments made in cash by the Clerk (for example for postage or minor
stationery items) shall be refunded on a regular basis, at least quarterly.

Payment of salaries and allowances

As an employer, the Council must make arrangements to comply with the statutory
requirements of PAYE legislation.

Councillors allowances (where paid) are also liable to deduction of tax under PAYE
rules and must be taxed correctly before payment.

Salary rates shall be agreed by the Council, or a duly delegated committee. No changes
shall be made to any employee’s gross pay, emoluments, or terms and conditions of
employment without the prior consent of the Council.

Payment of salaries shall be made, after deduction of tax, national insurance, pension
contributions and any similar statutory or discretionary deductions, on the dates
stipulated in employment contracts.

Deductions from salary shall be paid to the relevant bodies within the required
timescales, provided that each payment is reported, as set out in these regulations
above.

Each payment to employees of net salary and to the appropriate creditor of the
statutory and discretionary deductions shall be recorded in a payroll control account or
other separate confidential record, with the total of such payments each calendar
month reported in the cashbook. Payroll reports will be reviewed by the Council to
ensure that the correct payments have been made.

Any termination payments shall be supported by a report to the Council, setting out a
clear business case. Termination payments shall only be authorised by the full Council.

Before employing interim staff, the Council must consider a full business case.
Loans and investments

Any application for Government approval to borrow money and subsequent
arrangements for a loan must be authorised by the full Council and recorded in the
minutes. All borrowing shall be in the name of the Council, after obtaining any
necessary approval.

Financial Regulations 2025 V2 21t May 2025



11.2.

11.3.

11.4.

11.5.

11.6.

12.

12.1.

12.2.

12.3.

12.4.

12.5.

12.6.

12.7.

Appendix E

Woodcote

FARIGH COUNCIL

Any financial arrangement which does not require formal borrowing approval from the
Secretary of State (such as Hire Purchase, Leasing of tangible assets or loans to be
repaid within the financial year) must be authorised by the full Council, following a
written report on the value for money of the proposed transaction.

The Council shall consider the requirement for an Investment Strategy and Policy in
accordance with Statutory Guidance on Local Government Investments, which must
written be in accordance with relevant regulations, proper practices and guidance. Any
Strategy and Policy shall be reviewed by the Council at least annually.

All investment of money under the control of the Council shall be in the name of the
Council.

All investment certificates and other documents relating thereto shall be retained in
the custody of the Clerk.

Payments in respect of short term or long-term investments, including transfers
between bank accounts held in the same bank, shall be made in accordance with these
regulations.

Income

The collection of all sums due to the Council shall be the responsibility of and under
the supervision of the Clerk.

The Council will review all fees and charges for work done, services provided, or goods
sold at least annually as part of the budget-setting process, following a report of the
Clerk. The Clerk shall be responsible for the collection of all amounts due to the
Council.

Any sums found to be irrecoverable and any bad debts shall be reported to the Council
by the Clerk and shall be written off in the year. The Council’s approval shall be shown
in the accounting records.

All sums received on behalf of the Council shall be deposited intact with the Council's
bankers, with such frequency as the Clerk considers necessary. The origin of each
receipt shall clearly be recorded on the paying-in slip or other record.

Personal cheques shall not be cashed out of money held on behalf of the Council.

Any repayment claim under section 33 of the VAT Act 1994 shall be made {quarterly
where the claim exceeds £100 and at least annually at the end of the financial year.

Any income that is the property of a charitable trust shall be paid into a charitable bank
account. Instructions for the payment of funds due from the charitable trust to the
Council (to meet expenditure already incurred by the authority) will be given by the
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Managing Trustees of the charity meeting separately from any Council meeting.
Payments under contracts for building or other construction works

Where contracts provide for payment by instalments the RFO shall maintain a record
of all such payments, which shall be made within the time specified in the contract
based on signed certificates from the architect or other consultant engaged to
supervise the works.

Any variation of, addition to or omission from a contract must be authorised by the
Clerk to the contractor in writing, with the Council being informed where the final cost
is likely to exceed the contract sum by 5% or more, or likely to exceed the budget
available.

Assets, properties and estates

The Clerk shall make arrangements for the safe custody of all title deeds and Land
Registry Certificates of properties held by the Council.

The RFO shall ensure that an appropriate and accurate Register of Assets and
Investments is kept up to date, with a record of all properties held by the Council, their
location, extent, plan, reference, purchase details, nature of the interest, tenancies
granted, rents payable and purpose for which held, in accordance with Accounts and
Audit Regulations.

The continued existence of tangible assets shown in the Register shall be verified at
least annually, possibly in conjunction with a health and safety inspection of assets.

No interest in land shall be purchased or otherwise acquired, sold, leased or otherwise
disposed of without the authority of the Council, together with any other consents
required by law. In each case a written report shall be provided to Council in respect
of valuation and surveyed condition of the property (including matters such as
planning permissions and covenants) together with a proper business case (including
an adequate level of consultation with the electorate where required by law).

No tangible moveable property shall be purchased or otherwise acquired, sold, leased
or otherwise disposed of, without the authority of the Council, together with any other
consents required by law, except where the estimated value of any one item does not
exceed £500. In each case a written report shall be provided to Council with a full
business case.

Insurance

The Clerk shall keep a record of all insurances effected by the Council and the property
and risks covered, reviewing these annually before the renewal date in conjunction
with the Council’s review of risk management.
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The Clerk shall give prompt attention to all new risks, properties or vehicles which
require to be insured and of any alterations affecting existing insurances.

The RFO shall be notified of any loss, liability, damage or event likely to lead to a claim,
and shall report these to the Council at the next available meeting. The Clerk shall
negotiate all claims on the Council's insurers.

All appropriate members and employees of the Council shall be included in a suitable
form of security or fidelity guarantee insurance which shall cover the maximum risk
exposure as determined annually by the Council.

Charities

Where the Council is sole managing trustee of a charitable body the Clerk shall ensure
that separate accounts are kept of the funds held on charitable trusts and separate
financial reports made in such form as shall be appropriate, in accordance with Charity
Law and legislation, or as determined by the Charity Commission. The Clerk shall
arrange for any audit or independent examination as may be required by Charity Law
or any Governing Document.

Suspension and revision of Financial Regulations

The Council shall review these Financial Regulations annually and following any change
of Clerk or RFO. The Clerk shall monitor changes in legislation or proper practices and
advise the Council of any need to amend these Financial Regulations.

The Council may, by resolution duly notified prior to the relevant meeting of Council,
suspend any part of these Financial Regulations, provided that reasons for the
suspension are recorded and that an assessment of the risks arising has been
presented to all members. Suspension does not disapply any legislation or permit the
Council to act unlawfully.

The Council may temporarily amend these Financial Regulations by a duly notified
resolution, to cope with periods of absence, local government reorganisation, national
restrictions or other exceptional circumstances.
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Appendix 1 - Tender process

Any invitation to tender shall state the general nature of the intended contract and the
Clerk shall obtain the necessary technical assistance to prepare a specification in
appropriate cases.

The invitation shall in addition state that tenders must be addressed to the Clerk in the
ordinary course of post, unless an electronic tendering process has been agreed by the
Council.

Where a postal process is used, each tendering firm shall be supplied with a specifically
marked envelope in which the tender is to be sealed and remain sealed until the
prescribed date for opening tenders for that contract. All sealed tenders shall be
opened at the same time on the prescribed date by the Clerk in the presence of at
least one member of Council.

Where an electronic tendering process is used, the Council shall use a specific email
address that will be monitored to ensure that nobody accesses any tender before the
expiry of the deadline for submission.

Any invitation to tender issued under this regulation shall be subject to Standing Order
18 and shall refer to the terms of the Bribery Act 2010.

Where the Council, or duly delegated committee, does not accept any tender, quote or
estimate, the work is not allocated and the Council requires further pricing, no person
shall be permitted to submit a later tender, estimate or quote who was present when
the original decision-making process was being undertaken.

Notes

These Regulations were based on the NALC Model Financial Regulations 2025
template. The template was produced by the National Association of Local Councils
(NALC) in March 2025 for the purpose of its member Councils and county associations.
Every effort has been made to ensure that the contents of this document are correct at
time of publication. NALC cannot accept responsibility for errors, omissions and
changes to information subsequent topublication.

Approval

These regulations were approved at the Council meeting on 21t May 2025 as
applicable for the remainder of FY 2025-26. They will be reviewed annually, or when
legislation dictates.

Dated: 21 May 2025
Cllr VXXXX, Chair of the Council
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PARISH COUNCIL
CODE OF CONDUCT

1. Adoption of the Vale of White Horse & South Oxfordshire District Council
Model Code of Conduct

The Oxfordshire Secretaries and Monitoring Officers Group recently agreed a model Code of
Conduct Appendix 1 to this document to be applied on a countywide basis and which is
intended to provide consistency across all tiers of local government.

At their respective annual meetings in 2022, both the Vale of White Horse and South
Oxfordshire district councils adopted the Code with immediate effect. SODC then formally
commended the Code to this Council for adoption at the earliest possible opportunity. This
will ensure that all Oxfordshire councillors are covered by the same Code.

Woodcote Parish Council therefore adopts the Code of Conduct as per Appendix 1 to this
document.

2. Review

This document was approved for use at the meeting of the Parish Council on 21t May 2025,
it shall be reviewed periodically, in accordance with the Standing Orders.

Signed: Dated: 21t May 2025
Cllr XXXXXX, Chair of the Council

Appendix 1 follows.
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Oxfordshire Councils’ Councillor Code of Conduct 2022

1.0 Introduction

The Council has a duty to promote and maintain high standards of conduct by members
and co-opted members of the Council, and formally adopt a code of conduct, in
accordance with the Localism Act 2011.

2.0 Purpose of the Code of Conduct

The purpose of this Code of Conduct is to assist you, as a Councillor, in modelling the
behaviour that is expected of you, to provide a personal check and balance, and to set
out the type of conduct that could lead to action being taken against you. It is also to
protect you, the public, fellow Councillors, local authority officers and the reputation of
local government. It sets out general principles of conduct expected of all Councillors and
your specific obligations in relation to standards of conduct. The fundamental aim of the
Code is to create and maintain public confidence in the role of the Councillor and in Local
Government.

3.0 Definitions

For the purposes of this Code of Conduct, a “Councillor” means a member or co-opted
member of the local authority. A “co-opted member” is defined in the Localism Act 2011
Section 27(4) as “a person who is not a member of the authority but who

3.1 is a member of any committee or sub-committee of the authority, or;
3.2 is a member of, and represents the authority on, any joint committee or joint
sub- committee of the authority;

and who is entitled to vote on any question that falls to be decided at any meeting of
that committee or sub-committee”.

4.0 General Principles of Councillor Conduct

Everyone in public office and all who serve the public or deliver public services, including
Councillors and local authority officers, should uphold the Seven Principles of Public Life,
also known as the Nolan Principles, (see Appendix A).

Building on these principles of selflessness, objectivity, accountability, openness, honesty
and integrity and leadership, the following general principles have been developed
specifically for the role of Councillor.

In accordance with the public trust placed in Councillors, on all occasions a Councillor
shall:

e act with integrity andhonesty
e act lawfully
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e treat all personsfairly and with respect; and

e |ead by example and act in a way that secures public confidence in the role of
Councillor.

e impartially exercise their responsibilities in the interests of the local community

e not improperly seek to confer an advantage, or disadvantage, on any person

e avoid conflicts ofinterest

e exercise reasonable care and diligence; and

e ensure that public resources are used prudently in accordance with the local
authority’s requirements and in the public interest.

These general principles have been incorporated into the obligations of the Code of
Conduct as set out below.

5.0 Application of the Code of Conduct

This Code of Conduct applies to you as soon as you sign your declaration of acceptance
of the office of Councillor or attend your first meeting as a co-opted member and
continues to apply to you until you cease to be a Councillor.

This Code of Conduct applies to you when you are acting in your capacity as a Councillor
which may include when:

*  you misuse your position as a Councillor

* Your actions would give the impression to a reasonable member of the public with
knowledge of all the facts that you are acting as a Councillor;

The Code applies to all forms of communication and interaction, including at face-to-face
meetings, at online or telephone meetings, in written communication, in verbal
communication, in non-verbal communication and in electronic and social media
communication, posts, statements and comments.

Your Monitoring Officer has statutory responsibility for the implementation of the Code of
Conduct, and you are encouraged to seek advice from your Monitoring Officer on any
matters that may relate to the Code of Conduct. Town and parish Councillors are
encouraged to seek advice from their Clerk, who may refer matters to the Monitoring
Officer.

6.0 Standards of Councillor Conduct

This section sets out the obligations (in bold below), which are the minimum standards of
conduct required of a Councillor. Should a Councillor's conduct fall short of these
standards, a complaint may be made against them, which may result in action beingtaken.

Guidance is also included below each obligation to help explain the reasons for the
obligations and how they should be followed.

6.1 Respect
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A Councillor:

6.1.1 Shall treat everyone, including other Councillors and members of the
public with respect.

6.1.2 Shall treat local authority employees, employees and representatives of
partner organisations and those volunteering for the local authority with
respect and respect the role they play.

Respect means politeness and courtesy in behaviour, speech, and in the written word.
Debate and having different views are all part of a healthy democracy. As a Councillor,
you can express, challenge, criticise and disagree with views, ideas, opinions and policies
in a robust but civil manner. You should not, however, subject individuals, groups of
people or organisations to personal attack.

In your contact with the public, you should treat them politely and courteously. Rude and
offensive behaviour lowers the public’s expectations and confidence in Councillors.

In return, you have a right to expect respectful behaviour from everyone. If members of
the public are being abusive, intimidatory or threatening you are entitled to stop any
conversation or interaction in person or online and report them to the relevant social
media provider and/or the police. This also applies to fellow councillors, where action
could then be taken under the Councillor Code of Conduct, and local authority
employees, where concerns should be raised in line with the local authority’s councillor-
officer protocol.

6.2 Bullying, Harassment and Discrimination

A Councillor:

6.2.1  Shall not bully any person.
6.2.2 Shall not harass any person.

6.2.3 Shall promote equalities and not discriminate againstany person.

Bullying is offensive, intimidating, malicious or insulting behaviour, an abuse or misuse
of power through means that undermine, humiliate, denigrate or injure the recipient.
Bullying might be a regular pattern of behaviour or a one-off incident, happen face-to-
face, on social media, in emails or phone calls, happen in the workplace or at work social
events and may not always be obvious or noticed by others.

The Protection from Harassment Act 1997 defines harassment as; conduct that causes
alarm or distress or puts people in fear of violence and must involve such conduct on at
least two occasions. It can include repeated attempts to impose unwanted
communications and contact upon a person in a manner that could be expected to cause
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distress or fear in any reasonable person.

Discrimination is where someone is treated unfairly because of a protected characteristic.
Protected characteristics are specific aspects of a person's identity defined by the
Equality Act 2010. They are age, disability, gender reassignment, marriage and civil
partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

Legislation places specific duties on local authorities. Councillors have a central role to
play in ensuring that equality issues are integral to the local authority's performance and
strategic aims, and that there is a strong vision and public commitment to equality across
public services.

6.3 Impartiality of Officers of the Council
A Councillor:

6.3.1 Shall not compromise, or attempt to compromise, the impartiality of
anyone who works for, or on behalf of, the local authority.

Officers work for the local authority as a whole and must be politically neutral, (other than
political assistants where applicable). They should not be coerced or persuaded to act in
a way that would undermine their neutrality. A Councillor may question officers in order
to understand, for example, their reasons for proposing to act in a particular way, or the
content of a report that they have written. However, a Councillor must not try and force
them to act differently, change their advice, or alter the content of that report, if doing so
would prejudice their professional integrity.

6.4 Confidentiality and access to information

A Councillor:

6.4.1 Shall not disclose information either given to them in confidence by
anyone or acquired by them which they believe, or ought reasonably to
be aware, is of a confidential nature, unless

i They have received the consent of a person authorised to give it;
or

ii.  They are required by law to do so; or

iii. the disclosure is made to a third party for the purpose of
obtaining professional legal advice provided that the third party
agrees not to disclose the information to any other person; or

iv. the disclosureis reasonable and in the public interest; and also
made in good faith and in compliance with the reasonable
requirements of the local authority and consultation with the
Monitoring Officer has taken place prior to its release.

6.4.2 Shall notimproperly use knowledge gained solely as aresult of their role
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asa Councillor for the advancement of themselves, their friends, family

members, employer or business interests.

6.4.3 Shall not prevent anyone from getting information that they are entitled
to by law.

6.4.4 When making decisions on behalf of, or as part of, the Council shall have
due regard to any professional advice provided by the Council’s
Officers.

6.5 Disrepute
A Councillor:
6.5.1 Shall not bring their role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and your
actions and behaviour are subject to greater scrutiny than that of ordinary members of
the public. You should be aware that your actions might have an adverse impact on you,
other Councillors and/or your local authority and may lower the public’s confidence in
your or your local authority’s ability to discharge your/its functions.

6.6 Use of position

A Councillor:

6.6.1 Shall not use, or attempt to use, their position improperly to the advantage
or disadvantage of anyone.

A Councillor should not take advantage of opportunities, responsibilities and privileges to
further their own or others’ private interests or to disadvantage anyone unfairly.

6.7 Local authority Resources and Facilities

A Councillor:
6.7.1 Shall not misuse council resources.

6.7.2 Shall,when using the resources of the local authority or authorising their
use by others, actin accordance with the local authority's requirements;
and ensure that such resources are not used for political purposes
unless that use could reasonably be regarded as likely to facilitate, or
be conducive to, the discharge of the functions of the local authority or
of the office to which they have been elected or appointed.

A Councillor may be provided with resources and facilities by the local authority to assist
them in carrying out their duties as a Councillor. Examples may include office support,
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stationery, equipment such as phones, computers and transport and access and use of
local authority buildings and rooms.

6.8 Compliance with the Code of Conduct

A Councillor:

6.8.1 Shall undertake Code of Conduct training as required by the local
authority.

6.8.2 Shall cooperate with any Code of Conduct assessment, investigation,
hearing and/or determination.

6.8.3 Shall not intimidate or attempt to intimidate any person who is likely to
be involved with the administration of any investigation or proceedings.

6.8.4 Shall comply with any sanction imposed on them following a finding that
they have breached the Code of Conduct.

It is extremely important for a Councillor to demonstrate high standards, to have your
actions open to scrutiny and not to undermine public trust in the local authority or its
governance. If you do not understand or are concerned about the local authority’s
processes in handling a complaint, you should raise this with the Monitoring Officer.

7.0 Registering and Declaring Interests

You need to register your interests so that the public, local authority employees and fellow
councillors know which of your interests might give rise to a conflict of interest. The
register is a public document that can be consulted when (or before) an issue arises. The
register also protects you by allowing you to demonstrate openness and a willingness to
be held accountable. You are personally responsible for deciding whether or not you
should disclose an interest in a meeting, but it can be helpful for you to know early on if
others think that a potential conflict might arise. It is also important that the public know
about any interest that might have to be disclosed by you or other councillors when
making or taking part in decisions, so that decision making is seen by the public as open
and honest. This helps to ensure that public confidence in the integrity of local
governance is maintained.

7.1 Disclosable Pecuniary Interests
A Councillor must, within 28 days of taking office as a member or co-opted member,

notify the Council’s Monitoring Officer of any disclosable pecuniary interest as defined by
regulations made by the Secretary of State (see Appendix B), where the pecuniary
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interest is yours, your spouse’s or civil partner’s, or is the pecuniary interest of somebody

with whom you are living with as a husband or wife, or as if you were civil partners.
Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and
maintain a register of interests of members of the authority.

You must disclose the interest at any meeting of the Council at which you are present,
where you have a disclosable interest in any matter being considered and where the
matter is not a ‘sensitive interest’. If it is a ‘sensitive interest’, you must disclose the fact
that you have an interest but do not have to disclose the nature of it. (A sensitive interest
is an interest which, in the opinion of the Monitoring Officer, if disclosed, could lead to the
Councillor, or a person connected with them, being subjected to violence or intimidation.)
You are personally responsible for deciding whether or not you should disclose an interest
in a meeting.

Following any disclosure of an interest not on the Council’s register, or the subject of
pending notification, you must notify the Monitoring Officer of the interest within 28 days
beginning with the date of disclosure.

Unless dispensation has been granted, by the Monitoring Officer, you may not participate
in any discussion of, or vote on, or discharge any function related to any matter in which
you have a disclosable pecuniary interest. You must withdraw from the room or chamber
when the meeting discusses and votes on the matter.

Where you have a disclosable pecuniary interest on a matter to be considered or being
considered by you as a Cabinet member in exercise of your executive function, you must
notify the Monitoring Officer of the interest and must not take any steps or further steps
in the matter apart from arranging for someone else to deal with it.

You must ensure that your register of interests is kept up to date and within 28 days of
becoming aware of any new interest, or of any change to a registered interest, notify the
Monitoring Officer.

You should note that failure to register or disclose a disclosable pecuniary interest as set
out in Appendix B is a criminal offence under the Localism Act 2011.

7.2 Other Registerable Interests

You must also register your other registerable interests with the Monitoring Officer within
28 days of taking office and ensure these are kept up to date by notifying any changes
within 28 days.

Where a matter arises at a meeting which directly relates to the financial interest or

wellbeing of one of your Other Registerable Interests (as set out in Appendix C), you must
disclose the interest.
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Wellbeing can be described as a condition of contentedness, healthiness and happiness;
anything that could be said to affect a person’s quality of life, either positively or negatively,
is likely to affect their wellbeing.

You may speak on the matter only if members of the public are also allowed to speak at
the meeting but otherwise must not take part in any discussion or vote on the matter and
must not remain in the room unless you have been granted a dispensation. If it is a
‘sensitive interest’, you do not have to disclose the nature of the interest.

Where you have an Other Registerable Interest on a matter to be considered or is being
considered by you as a Cabinet member in exercise of your executive function, you must
notify the Monitoring Officer of the interest and must not take any steps or further steps
in the matter apart from arranging for someone else to deal with it.

7.3 Non-Registerable Interests

Where a matter arises at a meeting which directly relates to your financial interest or
wellbeing and does not fall under disclosable pecuniary interests at 7.1 above, or the
financial interest or wellbeing of a relative or close associate, you must disclose the
interest.

You may speak on the matter only if members of the public are also allowed to speak at
the meeting but otherwise must not take part in any discussion or vote on the matter and
must not remain in the room unless you have been granted a dispensation. If it is a
sensitive interest you do not have to disclose the nature of the interest.

Where a matter arises at a meeting which affects your own financial interest or wellbeing,
a financial interest or wellbeing of a relative or close associate or a financial interest or
wellbeing of a body included under Other Registrable Interests as set out at 7.2 above
and appendix C you must disclose the interest. In order to determine whether you can
remain in the meeting after disclosing your interest the following test should be applied:

Where a matter affects the financial interest or well-being:
a. to a greater extent than it affects the financial interests of the majority of inhabitants
of the ward affected by the decisionand;
b. areasonable member of the public knowing all the facts would believe that it would
affect your view of the wider public interest

You may speak on the matter only if members of the public are also allowed to speak at
the meeting. Otherwise, you must not take part in any discussion or vote on the matter
and must not remain in the room unless you have been granted a dispensation. If it is a
‘sensitive interest’, you do not have to disclose the nature of the interest.

Where you have a Non-Registerable Interest on a matter to be considered or is being
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considered by you as a Cabinet member in exercise of your executive function, you must

notify the Monitoring Officer of the interest and must not take any steps or further steps
in the matter apart from arranging for someone else to deal with it.

8.0 Gifts and Hospitality
A Councillor:

8.1 Shall not accept gifts or hospitality, irrespective of estimated value,
which could give rise to real or substantive personal gain or a
reasonable suspicion of influence to show favour from persons seeking
to acquire, develop or do business with the local authority or from
persons who may apply to the local authority for any permission, licence
or other significant advantage.

8.2 Shall register with the Monitoring Officer any gift or hospitality with an
estimated value of at least £50 within 28 days of itsreceipt.

8.3 Shall register with the Monitoring Officer any significant gift or hospitality
that they have been offered but have refused to accept.

The presumption should always be not to accept significant gifts or hospitality but there
may be times when such a refusal may be difficult if it is seen as rudeness in which case,
you could accept it but must ensure it is publicly registered.

You do not need to register gifts and hospitality which are not related to your role as a
Councillor.

It is appropriate to accept normal expenses and hospitality associated with your duties
as a Councillor.
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Appendices

Appendix A — The Seven Principles of Public Life
The principles are:

Selflessness

Holders of public office should act solely in terms of the public interest.
Integrity

Holders of public office must avoid placing themselves under any obligation to people
or organisations that might try inappropriately to influence them in their work. They
should not act or take decisions in order to gain financial or other material benefits for
themselves, their family, or their friends. They must disclose and resolve any interests
and relationships.

Objectivity

Holders of public office must act and take decisions impartially, fairly and on merit,
using the best evidence and without discrimination or bias.

Accountability

Holders of public office are accountable to the public for their decisions and actions and
must submit themselves to the scrutiny necessary to ensure this.

Openness

Holders of public office should act and take decisions in an open and transparent manner.
Information should not be withheld from the public unless there are clear and lawful
reasons for sodoing.

Honesty
Holders of public office should be truthful.
Leadership

Holders of public office should exhibit these principles in their own behaviour. They
should actively promote and robustly support the principles and be willing to challenge
poor behaviour wherever it occurs.
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Appendix B: Disclosable Pecuniary Interests

“‘Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you
are aware of your partner's interest, within the descriptions set out in the table below.

"Partner" means a spouse or civil partner, or a person with whom you are living as
husband or wife, or a person with whom you are living as if you are civil partners.

This table sets out the explanation of Disclosable Pecuniary Interests as set out in the
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012.

Subject

Description

or vocation

Employment, office, trade, profession

Any employment, office, trade, profession or
vocation carried on for profit or gain.

Sponsorship

Any payment or provision of any other financial
benefit (other than from the council) made to the
councillor during the previous 12-month period for
expenses incurred by him/her in carrying out
his/her duties as a councillor, or towards his/her
election expenses.

This includes any payment or financial benefit
from a trade union within the meaning of the
Trade Union and Labour Relations
(Consolidation) Act 1992.
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Contracts

Any contract made between the councillor or
his/her spouse or civil partner or the person with
whom the councillor is living as if they were
spouses/civil partners (or a firm in which such
person is a partner, or an incorporated body of
which such person is a director* or a body that
such person has a beneficial interest in the
securities of*) and the council —

(a) under which goods or services are to be
provided or works are to be executed; and

(b) which has not been fully discharged.

Land and Property

Any beneficial interest in land which is within the
area of the council.

‘Land’ excludes an easement, servitude, interest
or right in or over land which does not give the
councillor or his/her spouse or civil partner or the
person with whom the councillor is living as if they
were spouses/ civil partners (alone or jointly with
another) a right to occupy or to receive income.

Licenses

Any licence (alone or jointly with others) to occupy
land in the area of the council for a month or
longer

Corporate tenancies

Any tenancy where (to the councillor's
knowledge)—

(a) the landlord is the council; and

(b) the tenant is a body that the councillor, or
his/her spouse or civil partner or the person with
whom the councillor is living as if they were
spouses/ civil partners is a partner of or a director*
of or has a beneficial interest in the securities* of.
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Securities

Any beneficial interest in securities* of a body
where—

(a) that body (to the councillor’'s knowledge) has a
place of business or land in the area of the
council;and

(b) either—

0 ) the total nominal value of the securities*
exceeds £25,000 or one hundredth of the total
issued share capital of that body; or

@ if the share capital of that body is of

more than one class, the total nominal value of the
shares of any one class in which the councillor, of
his/ her spouse or civil partner or the person with
whom the councillor is living as if they were

*  ‘Director’ includes a member of the committee of management of an industrial and

provident society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a
collective investment scheme within the meaning of the Financial Services and Markets
Act 2000 and other securities of any description, other than money deposited with a

building society.
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| Appendix C: Disclosure of Other Registrable Interests

You must register as an Other Registrable Interest:
a) any unpaid directorships

b) any Body of which you are a member or are in a position of general control or
management and to which you are nominated or appointed by your authority

c) any Body

(i) exercising functions of a public nature
(i) directed to charitable purposes or
(i) one of whose principal purposes includes the influence of public opinion or

policy (including any political party or trade union) of which you are a
member or in a position of general control or management
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2 April 2025 (2024 - 2025)
Woodcote Parish Council Appendix G

Fixed Assets and Long Term Investments

Asset
Description
200 Administration
Printer - Epson ET-15000

400 Facilities
Computer Equipment
Lockable Filing Cabinets x 2

Mobile Phone - iPhone 12 mini

600 Strategic Projects

Rememberance - Shadow Soldiers x3

ASSETS

Arnold Baker (Book) Edition 13
Basketball goal - Folly Field
Bus Shelter

Defibrilator & Cabinet

Digital Bus Stop Display

HP Laptop

Jubilee Sign - Village Sign
Land at corner of Greenmore / Reading Road
Land at Folly Field - ON62409
Land at Greenmore Hill

Land at Greenmore Ponds
Land at Lackmore Gardens

Land at Wayside Green - ON49272

Date Acquired Purchase Value Current Value Location Estimated Life Usage/Capacity Charges
IResponsibility

24/07/2024 430.00
430.00
20/02/2025 570.00
21/03/2025 438.00 Parish Office
20/02/2025 249.00 Assistant Clerk
1,257.00
21/03/2025 416.67 Movable
416.67
06/04/2023 131.99 until next edition
04/02/2021 3,599.00
>10 years 4,678.56
04/05/2016 2,020.00
01/11/2021 1,500.00
11/01/2022 529.00
01/09/2002 3,731.75
1.00
>40y 1.00
1.00
1.00
1.00
>40y 1.00
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2 April 2025 (2024 - 2025)
Woodcote Parish Council

Fixed Assets and Long Term Investments Appendlx G
Asset Date Acquired Purchase Value Current Value Location Estimated Life Usage/Capacity Charges
Description IResponsibility

Lawn Mower 01/07/1999 209.36
Litter Bin - Folly Field 01/07/2021 189.00
Millenium Clock 01/06/2000 1,135.00
Noticeboards (X2) 04/08/2023 1,903.45
Outdoor Table Tennis Table 01/12/2016 1,800.00
Play Equipment 01/11/2006 104,323.65
Playground - swings and mat 04/05/2023 3,407.00 Folly Field
Portable Speed indicator Sign (SID) 04/05/2023 3,420.00
Projector 19/02/2014 293.00
Recreation Ground ON320166 >40y 1.00
Recreation Ground Seats >10 years 2,339.28
Recreation Store >10 years 8,188.03
Shredder 14/05/2013 31.00
SID 08/08/2024 3,580.00 Movable
Stone Monument 01/05/2010 170.00
Target Wall - Folly Field 17/09/2018 1,850.00
Village Hall - Custodian Trustee Only >40y 1.00
War Memorial >10 years 2,339.28
Woodland Seats 01/01/2006 913.00
Youth Shelter 01/11/2006 5,735.00

158,024.35
Grand Total: 160,128.02
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Lines of Cover applying

Part A — Material damage

Table Headings
Contents (a)
Contents (b)

Contents (c)
Contents (d)

Contents (e)
Contents (f)

Furniture, fixtures, fittings and tenants improvements
Other contents and consumable stock not specified below including printed books and

unused stationery
Computer equipment, other office equipment and sports equipment

Appendix H

ZURICH

Municipal

Televisions, audio-visual and photographic equipment (excluding videos), beer, wine,

spirits, tools and gardening equipment

Tobacco

Camcorders, videos and gaming machines

Contents (g) Civic Regalia
Sums Insured
Premises Address Buildings | Loss of | Contents | Contents | Contents | Contents | Contents | Contents | Contents
Sum Rent (b) (c) (d) (e) (g)
Insured
1. Recreation Ground|f24,377.08 N/A £0.00 £0.00 £0.00 £0.00 £0.00 £0.00

Store, Address,
Recreation Ground
Store, Reading Road,
Woodcote, Reading,
Oxfordshire, RG8
oQy

For Premises: 1

Insured Perils applicable to Material Damage : 1-13, 15 & 16

Excesses Applicable to Premises 1
The following Excesses apply to each and every loss arising in respect of each and every separate premises:

Accidental Damage
Theft

Riot civil commotion and Malicious Persons

Storm or Flood
Escape of Water
Falling Trees or Branches

£100
£100
£250
£250
£250
£250

Operative Endorsements: 1, 2, 3,5, 6, 7, 8 & 9 (please refer to the Endorsement section of the policy wording)

Doc. No.ZTS160910.4
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Part C — All risks
Table Headings
Contents (a)
Contents (b)

Contents (c)
Contents (d)

Contents (e)
Contents (f)
Contents (g)

Additional Items:

Appendix H

ZURICH

Municipal

Furniture, fixtures, fittings and tenants improvements

Other Contents and consumable stock not specified below including printed books and
unused stationery

Computer Equipment, other office equipment and sports equipment

Televisions, audio-visual and photographic equipment (excluding videos), beer, wine,
spirits, tools and gardening equipment

Tobacco

Camcorders, videos and gaming machines

Civic Regalia

Where no premises address is shown, the item is not based at one location and cover is provided anywhere within

the territorial limits.

Item Description Sum Insured Excess
War Memorials £5,552.76 £250
Sports Surfaces £5,461.41 £250
Street Furniture £39,224.76 £250
Playground Equipment £161,328.23 £250
Gates and Fences £1,225.34 £250
Speed Indicator Device £3,950.10 £100

The excess stated applies to each and every loss.

Operative Endorsements: 1, 2, 3 & 7 (please refer to the Endorsement section of the policy wording)

Doc. No.ZTS160910.4
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Part D — Money
Limit any one loss

1. Loss of Non-Negotiable Money in the situations specified in items 2(a), 2(b), 2(c)(i)  £250,000
and 2(c)(ii):

2. Loss of other Money:
(a) in transit in the custody of any member or employee or in transit by registered £5,000
post (limit £250), or in a Bank Night Safe

(b) in the private residence of any member or employee £250

(c) inthe premises

(i) in the custody of or under the actual supervision of any member or £5,000
employee

(ii) in locked safes or strongrooms £5,000
(iii) in locked receptacles other than safes or strongrooms £250

Excess: £50 each and every loss
Personal Accident Assault Limits: Stated in Section 3(c) of the policy wording
Operative Endorsements:

1.In respect of Section 1 — Special Definitions, the definition of Person Insured is extended to include any person
between the ages of 16 and 90.
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Municipal

Part E — Public liability

Limit of Indemnity: £12,000,000

Operative Endorsements: None
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ZURICH

Municipal

Part F — Hirers' liability

Limit of Indemnity: £2,000,000

Excess: £100 each and every claim for damage to the premises or contents caused other than by fire or explosion
Operative Endorsements

None

Part G — Employers liability

Limit of Indemnity: £10,000,000

Operative Endorsements:

None
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Part H - Libel and slander

Sum Insured £500,000
Excess: 10% each and every claim or £1,000 whichever is the lower

Operative Endorsements

None
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Part N — Fidelity guarantee

Sum Guaranteed
£500,000

Persons Guaranteed:
All members and employees

Excess: £100 each and every loss
Operative Endorsements:
None

Part O — Personal accident

The cover

Category: |Insured Persons: Operative Time:
A Employees Engaged in Usual Occupation including Journeys and whilst commuting directly

between place of residence and usual place of business
B member Engaged in the business including undertaking Journeys and whilst commuting

directly between place of residence and usual place of business
C volunteer Engaged in the business including undertaking Journeys and whilst commuting

directly between place of residence and usual place of business
D key personnel as 24 hours per day engaged in any activity worldwide not excluded from this

follows: cover.
Laura White
Excesses
Excesses: Not applicable
Table of benefits
Benefit: Category
A B C D

1. Death £100,000.00 £100,000.00 £100,000.00 £100,000
2. Loss of Limb (one or more) and/or Loss £100,000.00 £100,000.00 £100,000.00 £100,000
of Sight (in one or both eyes)
3A. Total Loss of Hearing (in both ears) £100,000.00 £100,000.00 £100,000.00 £100,000
and/or Total Loss of Speech
3B. Total Loss of Hearing in one ear 25% of 3A 25% of 3A 25% of 3A 25% of 3A
4. Permanent Total Disablement £100,000.00 £100,000.00 £100,000.00 £100,000
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5. Permanent Partial Disablement See section See section See section See section
2.16 2.16 2.16 2.16
6. Paraplegia £75,000 £75,000 £75,000 £75,000
7. Quadriplegia £125,000 £125,000 £125,000 £125,000
8. Temporary Total Disablement £500.00 per £500.00 per £500.00 per | £500 per week
week week week forup to 10
weeks and
£100 per week
thereafter
9. Temporary Partial Disablement 50% of 8 or Nil | 50% of 8 or Nil | 50% of 8 or Nil | 50% of 8 or Nil
Benefit Period — temporary disablement 104 weeks 104 weeks 104 weeks 104 weeks
Deferment Period — temporary disablement 0 days 0 days 0 days 0 days

Operative endorsements

Endorsement title:

Endorsement wording:

1

Special Exclusion 2 of Section 3 is inoperative provided always that
the insurer will not make any payment of any benefit or in respect
of any expense or loss arising from any Person Insured who has
attained the age of 90 years unless such expense or loss arises
during the period of insurance during which the Person Insured
attains the age of 90

Key Personnel Cover Extension.
The following activities are excluded:

a) motor cycling

b) racing of any kind other than on foot

c) winter sports other than skiing or snowboarding in the United
Kingdom on a dry ski slope or within a snow dome, skating or
curling

d) aerial pursuits including but not limited to ballooning, bungee-
jumping, gliding, hang-gliding, micro lighting, parachuting,
paragliding or parascending

e) jet skiing or white water rafting

f) mountaineering or rock climbing using ropes or guides

g) hiking, trekking or mountaineering above 3,000 metres

h) caving using caving equipment

i) diving using external breathing apparatus

Doc. No.ZTS160910.4
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Part P — Legal expenses

Insured Incidents:

1. Employment Disputes and Compensation Awards
2. Legal Defence

3. Statutory Licence Appeal

4, Contract Disputes

5. Debt Recovery

6. Property Protection and Bodily Injury

7. Tax Protection

Limit of Indemnity:

Operative Endorsements: None
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Operative
Operative
Operative
Inoperative
Inoperative
Operative
Operative

£200,000

Municipal
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PARISH COUNCIL
COMPLAINTS POLICY

1. Introduction

This policy sets out procedures for dealing with any complaints that a person other than a
member of the council may have about Woodcote Parish Council’s administration and
procedures. It applies to Parish Council’s employees. Complaints against councillors are
covered by the Code of Conduct adopted by the Council. Formal complaints of conduct by
councillors should be made to and investigated by South Oxfordshire District Council.

2. Complaints on Policy Decisions

Complaints against policy decisions made by the council or any of its committees shall be
referred back to council in accordance with Item 7 of the council’s standing orders, which
provides as follows:
a Except where significant relevant new facts or an error come to light, a
resolution shall not be reversed within six months except either by a special motion,
which requires written notice by at least 4 councillors to be given to the Proper
Officer in accordance with standing order 9, or by a motion moved in pursuance of
the recommendation of a committee or a sub-committee.
b When a motion moved pursuant to standing order 7(a) has been disposed of,
no similar motion may be moved for a further six months.

3. Oral Complaints

If a complaint about procedures or administration as practised by the council’s employees is
notified orally to a councillor or the clerk to the council, they should seek to satisfy the
complaint fully. If that fails, the complainant should be asked to put the complaint in
writing to the clerk to the council and be assured that it will be dealt with promptly after
receipt.

If the complainant prefers not to put the complaint to the clerk of the council they should
be advised to put it to the chair of the council.
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4. Complaints Procedure

a) On receipt of a written complaint the chair of the council or the clerk to the council
(except where the complaint is about their own actions), shall try to settle the complaint
directly with the complainant. This shall not be done without first notifying the person
complained against and giving them an opportunity to comment. Efforts should be made to
attempt to settle the complaint at this stage.

b) Where the clerk to the council receives a written complaint about the clerk to the
council’s own actions, they shall refer the complaint to the chair of council. The clerk to the
council shall be notified and given an opportunity to comment.

c) The clerk to the council or chair of council shall bring any written complaint that has
not been settled to the next meeting of the council. The clerk to the council shall notify the
complainant of the date on which the complaint will be considered and the complainant
shall be offered an opportunity to explain the complaint orally. (Unless such a matter be
related to grievance, disciplinary or standard board proceedings that are taking, or likely to
take place when such a hearing may prejudice those hearings when the complaint will have
to be heard under confidential business to exclude any member of the public or the press,
or deferred on appropriate advice received).

d) The council shall consider whether the circumstances attending any complaint
warrant the matter being discussed in the absence of the press and public but any decision
on a complaint shall be announced at the council meeting in public.

e) As soon as practicable after the decision has been made it and the nature of any
action to be taken shall be communicated in writing to the complainant.

f) A council shall defer dealing with any written compliant only if it is of the opinion
that issues of law and practice arise on which advice is necessary. The complaint shall be
dealt with at the next meeting after the advice has been received

5. Review

The Complaints Policy was approved for use at the meeting of the Parish Council on 21
May 2025, it shall be reviewed yearly, at the Annual Meeting of the Council.

Signed: Dated: 21 May 2025

Cllr XXXXXX, Chair of the Council
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PRIVACY NOTICE

When you contact Woodcote Parish Council, hereafter called “The Council”

The information you provide (personal information such as name, address, email address, phone
number) will be processed and stored so that it is possible to contact you and respond to your
correspondence, advise, provide information, send invoices and receipts relating to service
provision.

Your personal information will not be shared with any third party without your prior consent.
The Council — Right to Process Information

GDPR Article 6 (1) (a) (b) and (c)

Processing is with consent of the data subject

or

Processing is necessary for compliance with a legal obligation

or

Processing is necessary for the performance of a contract with the data subject or to take steps to
enter into a contract

Note also that hardcopy documents may be viewed at no cost by prior arrangement with the Clerk.

This document should be read in conjunction with the council’s policy on requests for information.

Information Security

The Council has a duty of care to ensure the security of personal data. We make sure that your
information is protected from unauthorised access, loss, manipulation, falsification, destruction or
unauthorised disclosure. This is done through appropriate technical measures and relevant policies.

We will only keep your data for the purpose it was collected for and only for as long as is necessary,
after which it will be deleted or shredded.

Your Rights

Access to Information

You have the right to request access to the information we have on you. You can do this by
contacting us by email or post. You will be required to provide proof of identity.
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Information Correction

If you believe that the information we have about you is incorrect, you may contact us so that we
can update it and keep your data accurate.

Information Deletion
If you required the Council to delete the information about you, please contact us.
Right to Object

If you believe that your data is not being processed for the purpose it has been collected for, you
may object, please contact us

Rights Related to Automated Decision Making and Profiling

The Council does not use automated decision making or profiling of personal data.

To Sum Up

In accordance with the law, we only collect a limited amount of information about you that is
necessary for correspondence, information and service provision. We do not use profiling, we do
not sell or pass your data to third parties. We do not use your data for purposes other than those
specified. We make sure your data is stored securely. We delete all information deemed to be no
longer necessary. We constantly review our Privacy Policies to keep it up to date in protecting your
data.

Review

This document was approved for use at the meeting of the Parish Council on 21 May 2025, it shall
be reviewed periodically, at least once per council term or if legislation dictates.

Signed: Dated: 21°* May 2025

Cllr XXXXX, Chair
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DATA PROTECTION POLICY

1. Purpose

The Woodcote Parish Council is committed to being transparent about how it collects and
uses the personal data of staff, and to meeting our data protection obligations. This policy
sets out the council's commitment to data protection, and your rights and obligations in
relation to personal data in line with the General Data Protection Regulation (GDPR) and the
Data Protection Act 2018 (DPA).

This policy applies to the personal data of current and former job applicants, employees,
workers, contractors, and former employees, referred to as HR-related personal data. This
policy does not apply to the personal data relating to members of the public or other
personal data processed for council business.

The council has appointed the Clerk to the Council as the person with responsibility for data
protection compliance within the council. Questions about this policy, or requests for
further information, should be directed to them.

2. Definitions

"Personal data" is any information that relates to a living person who can be identified from
that data (a ‘data subject’) on its own, or when taken together with other information. It
includes both automated personal data and manual filing systems where personal data are
accessible according to specific criteria. It does not include anonymised data.

“Processing” is any use that is made of data, including collecting, recording, organising,
consulting, storing, amending, disclosing or destroying it.

"Special categories of personal data" means information about an individual's racial or
ethnic origin, political opinions, religious or philosophical beliefs, trade union membership,
health, sex life or sexual orientation and genetic or biometric data as well as criminal
convictions and offences.

"Criminal records data" means information about an individual's criminal convictions and
offences, and information relating to criminal allegations and proceedings.

3. Data Protection Principles

The council processes HR-related personal data in accordance with the following data
protection principles the council:

J processes personal data lawfully, fairly and in a transparent manner
J collects personal data only for specified, explicit and legitimate purposes
J processes personal data only where it is adequate, relevant and limited to what

is necessary for the purposes of processing
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) keeps accurate personal data and takes all reasonable steps to ensure that
inaccurate personal data is rectified or deleted without delay
) keeps personal data only for the period necessary for processing
) adopts appropriate measures to make sure that personal data is secure, and

protected against unauthorised or unlawful processing, and accidental loss,
destruction or damage

The council will tell you of the personal data it processes, the reasons for processing your
personal data, how we use such data, how long we retain the data, and the legal basis for
processing in our privacy notices.

The council will not use your personal data for an unrelated purpose without telling you
about it and the legal basis that we intend to rely on for processing it. The council will not
process your personal data if it does not have a legal basis for processing.

The council keeps a record of our processing activities in respect of HR-related personal data
in accordance with the requirements of the General Data Protection Regulation (GDPR).

4. Processing
Personal Data

The council will process your personal data (that is not classed as special categories
of personal data) for one or more of the following reasons:

) it is necessary for the performance of a contract, e.g., your contract of
employment (or services); and/or

J it is necessary to comply with any legal obligation; and/or

J it is necessary for the council’s legitimate interests (or for the legitimate

interests of a third party), unless there is a good reason to protect your
personal data which overrides those legitimate interests; and/or

J it is necessary to protect the vital interests of a data subject or another
person; and/or
J it is necessary for the performance if a task carried out in the public

interest or in the exercise of official authority vested in the controller.

If the council processes your personal data (excluding special categories of personal
data) in line with one of the above bases, it does not require your consent.
Otherwise, the council is required to gain your consent to process your personal
data. If the council asks for your consent to process personal data, then we will
explain the reason for the request. You do not need to consent or can withdraw
consent later.

The council will not use your personal data for an unrelated purpose without telling
you about it and the legal basis that we intend to rely on for processing it.
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Personal data gathered during the employment is held in your personnel file in hard
copy and electronic format on HR and IT systems and servers. The periods for which
the council holds your HR-related personal data are contained in our privacy notices
to individuals.

Sometimes the council will share your personal data with contractors and agents to
carry out our obligations under a contract with the individual or for our legitimate
interests. We require those individuals or companies to keep your personal data
confidential and secure and to protect it in accordance with Data Protection law and
our policies. They are only permitted to process that data for the lawful purpose for
which it has been shared and in accordance with our instructions.

The council will update HR-related personal data promptly if you advise that your
information has changed oris inaccurate. You may be required to provide
documentary evidence in some circumstances.

The council keeps a record of our processing activities in respect of HR-related
personal data in accordance with the requirements of the General Data Protection
Regulation (GDPR).

Special Categories of Data

The council will only process special categories of your personal data (see above) on the
following basis in accordance with legislation:

) where it is necessary for carrying out rights and obligations under employment
law or a collective agreement;

J where it is necessary to protect your vital interests or those of another person
where you are physically or legally incapable of giving consent;

J where you have made the data public;

J where it is necessary for the establishment, exercise or defence of legal claims;

J where it is necessary for the purposes of occupational medicine or for the
assessment of your working capacity;

J where it is carried out by a not-for-profit body with a political, philosophical,

religious or trade union aim provided the processing relates to only members or
former members provided there is no disclosure to a third party without

consent;

J where it is necessary for reasons for substantial public interest on the basis of
law which is proportionate to the aim pursued and which contains appropriate
safeguards;

J where is it necessary for reasons of public interest in the area of public health;
and

J where is it necessary for archiving purposes in the public interest or scientific and

historical research purposes.
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If the council processes special categories of your personal data in line with one of the
above bases, it does not require your consent. In other cases, the council is required to gain
your consent to process your special categories of personal data. If the council asks for your
consent to process a special category of personal data, then we will explain the reason for
the request. You do not have to consent or can withdraw consent later.

5. Individual Rights
As a data subject, you have a number of rights in relation to your personal data.
Subject access requests

You have the right to make a subject access request. If you make a subject access request,
the council will tell you:

. whether or not your data is processed and if so why, the categories of personal
data concerned and the source of the data if it is not collected from yourself;

. to whom your data is or may be disclosed, including to recipients located outside
the European Economic Area (EEA) and the safeguards that apply to such
transfers;

) for how long your personal data is stored (or how that period is decided);

) your rights to rectification or erasure of data, or to restrict or object to
processing;

) your right to complain to the Information Commissioner if you think the council
has failed to comply with your data protection rights; and

) whether or not the council carries out automated decision-making and the logic

involved in any such decision-making.

The council will also provide you with a copy of your personal data undergoing processing.
This will normally be in electronic form if you have made a request electronically, unless you
agree otherwise.

If you want additional copies, the council may charge a fee, which will be based on the
administrative cost to the council of providing the additional copies.

To make a subject access request, you should send the request to the Clerk or Chair of the
Council. In some cases, the council may need to ask for proof of identification before the
request can be processed. The council will inform you if we need to verify your identity and
the documents we require.

The council will normally respond to a request within a period of one month from the date it
is received. Where the council processes large amounts of your data, this may not be
possible within one month. The council will write to you within one month of receiving the
original request to tell you if this is the case.

If a subject access request is manifestly unfounded or excessive, the council is not obliged to
comply with it. Alternatively, the council can agree to respond but will charge a fee, which
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will be based on the administrative cost of responding to the request. A subject access
request is likely to be manifestly unfounded or excessive where it repeats a request to
which the council has already responded. If you submit a request that is unfounded or
excessive, the council will notify you that this is the case and whether or not we will respond
toit.

Other rights

You have a number of other rights in relation to your personal data. You can require the
council to:

o rectify inaccurate data;

J stop processing or erase data that is no longer necessary for the purposes of
processing;

. stop processing or erase data if your interests override the council's legitimate

grounds for processing data (where the council relies on our legitimate interests
as a reason for processing data);

. stop processing or erase data if processing is unlawful; and

. stop processing data for a period if data is inaccurate or if there is a dispute
about whether or not your interests override the council's legitimate grounds for
processing data.

) complain to the Information Commissioner. You can do this by contacting the
Information Commissioner’s Office directly. Full contact details including a
helpline number can be found on the Information Commissioner’s Office website
(www.ico.org.uk).

To ask the council to take any of these steps, you should send the request to the Clerk or
Chair of the Council.

6. Data Security

The council takes the security of HR-related personal data seriously. The council has
internal policies and controls in place to protect personal data against loss, accidental
destruction, misuse or disclosure, and to ensure that data is not accessed, except by
employees in the proper performance of their duties.

Where the council engages third parties to process personal data on our behalf, such parties
do so on the basis of written instructions, are under a duty of confidentiality and are obliged
to implement appropriate technical and organisational measures to ensure the security of
data.

Impact assessments

Some of the processing that the council carries out may result in risks to privacy (such as
monitoring of public areas via CCTV). Where processing would result in a high risk to your
rights and freedoms, the council will carry out a data protection impact assessment (DPIA)
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to determine the necessity and proportionality of processing. This will include considering
the purposes for which the activity is carried out, the risks for yourself and the measures
that can be put in place to mitigate those risks.

Data breaches

The council have robust measures in place to minimise and prevent data breaches from
taking place. Should a breach of personal data occur the council must take notes and keep
evidence of that breach.

If you are aware of a data breach you must contact the Clerk or Chair of the Council
immediately and keep any evidence, you have in relation to the breach.

If the council discovers that there has been a breach of HR-related personal data that poses
a risk to the rights and freedoms of yourself, we will report it to the Information
Commissioner within 72 hours of discovery. The council will record all data breaches
regardless of their effect.

If the breach is likely to result in a high risk to the rights and freedoms of individuals, we will
tell you that there has been a breach and provide you with information about its likely
consequences and the mitigation measures we have taken.

International data transfers
The council will not transfer HR-related personal data to countries outside the EEA.
Individual responsibilities

You are responsible for helping the council keep your personal data up to date. You should
let the council know if data provided to the council changes, for example if you move to a
new house or change your bank details.

Everyone who works for, or on behalf of, the council has some responsibility for ensuring
data is collected, stored and handled appropriately, in line with the council’s policies.

You may have access to the personal data of other individuals and of members of the public
in the course of your work with the council. Where this is the case, the council relies on you
to help meet our data protection obligations to staff and members of the public. Individuals
who have access to personal data are required:

J to access only data that you have authority to access and only for authorised
purposes;

o not to disclose data except to individuals (whether inside or outside the council)
who have appropriate authorisation;

J to keep data secure (for example by complying with rules on access to premises,

computer access, including password protection, locking computer screens when
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away from desk, and secure file storage and destruction including locking
drawers and cabinets, not leaving documents on desk whilst unattended);

o not to remove personal data, or devices containing or that can be used to access
personal data, from the council's premises without prior authorisation and
without adopting appropriate security measures (such as encryption or password
protection) to secure the data and the device; and

J not to store personal data on local drives or on personal devices that are used for
work purposes.
J to never transfer personal data outside the European Economic Area except in

compliance with the law and with express authorisation from the Clerk or Chair
of the Council

J to ask for help from the council’s data protection lead if unsure about data
protection or if you notice a potential breach or any areas of data protection or
security that can be improved upon.

Failing to observe these requirements may amount to a disciplinary offence, which will be
dealt with under the council's disciplinary procedure. Significant or deliberate breaches of
this policy, such as accessing personal data without authorisation or a legitimate reason to
do so or concealing or destroying personal data as part of a subject access request, may
constitute gross misconduct and could lead to dismissal without notice.

7. Review

The Data Protection Policy was approved for use at the meeting of the Parish Council on 215t
May 2025, this is a non-contractual policy and procedure which will be reviewed from time
to time.

Signed: Dated: 21t May 2025

Cllr XXXXX, Chair of the Council
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REQUESTS FOR INFORMATION POLICY

1. Introduction

Woodcote Parish Council is subject to the Data Protection Act 2018, the Freedom of
Information Act 2000 and the Environmental Information Regulations 2004. It complies
with the requirements of all this legislation.

From 25 May 2018 the General Data Protection Regulation 2016 took effect (GDPR).

Many requests for information can be dealt with in the ordinary course of business and do
not need to be processed under any of the above legislation. If the information can be
provided immediately, or can be made available routinely, then we will do this. Please
check our website, or noticeboards, first to see if the information is available before making
any request. It is also worth looking at the Information Commissioner’s website at
www.ico.org.uk which has guidance for the public on making requests.

2. The contact details for making a request

Clerk to the Council,
Woodcote Parish Council,
Parish Office

Woodcote Village Hall
Reading Road

Woodcote

RG8 0QY

or email: Clerk@WoodcoteParish.gov.uk

3. Data Protection Act 2018

We will acknowledge receipt of a request for personal information as soon as possible,
within 7 days of the request. As long as the information is not subject to exemptions (or
contains personal data relating to third parties) we will provide a written response within 20
working days.

Under the terms of the Data Protection Act, we will provide you with a statement, or copies
of data, as long as:

it is “personal data” as defined by Durant v Financial Services Authority (2003)
that is, truly personal, not merely incidental mention of a person, and within a
structured, relevant filing system;

J it is not exempt from disclosure;
J we have been able to verify your identity; and
. you have not repeatedly requested the information in a short space of time.
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4. Frequently Asked Questions

What is the purpose of the right of access under GDPR?

The GDPR clarifies that the reason for allowing individuals to access their personal
data is so that they are aware of (and can verify the lawfulness of) the processing. It
also allows them to check the accuracy of the data held and to challenge why it is
necessary for the data to be held.

Is there a fee for dealing with a subject access request under GDPR?

No. A copy of the information will be provided free of charge. However, a ‘reasonable fee’
can be charged when a request is manifestly unfounded or excessive, particularly if it is
repetitive.

A reasonable fee can also be charged to comply with requests for further copies of the same
information. This does not mean that there can be charges for all subsequent access
requests.

The fee will be based on the administrative cost of providing the information.
What is the timescale for responding to a request?

Under the GDPR the information should be provided without delay and at the latest within
one month of receipt of the request.

The period of compliance can be extended by a further two months where requests are
‘complex or numerous’. If this is the case, the individual will be informed within one month
of the receipt of the request with an explanation as to why the extension is necessary.

What if the request is manifestly unfounded or excessive?

Where requests are manifestly unfounded or excessive, in particular because they are
repetitive, we can:

J charge a reasonable fee taking into account the administrative costs of providing
the information; or
J refuse to respond.

Where we refuse to respond to a request, we will explain why to the individual, informing
them of their right to complain to the supervisory authority and to a judicial remedy without
undue delay and at the latest within one month.

How will the information be provided?

We will verify the identity of the person making the request using ‘reasonable means’.
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If the request is made electronically, we will endeavour to provide the informationin a
commonly used electronic format.

The GDPR introduces a new best practice recommendation that, where possible,
organisations should be able to provide remote access to a secure self-service system which
provide the individual with direct access to his or her information. This is not appropriate
for all organisations and we do not yet have this type of facility. The right to obtain a copy
of information, or to access personal data through a remotely accessed secure system, must
not adversely affect the rights and freedoms of others.

What about requests for large amounts of personal data?
The GDPR permits us to ask the individual to specify the information the request relates to.

The GDPR does not introduce an exemption for requests that relate to large amounts of
data, but we can consider whether this makes the request manifestly unfounded or
excessive.

5. Freedom of Information Act 2000 (“FOI”)
Timescales and ways of making requests

We will respond to an FOI request in 20 working days counting the first working day after
the request is received as the first working day. An FOI request can be made by anyone,
from anywhere, for any purpose. It must be in writing and there must be a return address
to send the information to. We will confirm or deny whether we hold the information
within the 20 days. If we do not hold the information we will explain why not. We will let
you know if we need longer than 20 days to apply the public interest test and we will tell
you at that point what exemptions we are looking at and how long we think we need. If we
do need more time to apply the public interest test this will be up to a maximum of a
further 20 working days so the total time will be a maximum of 40 working days.

Refusal

We may refuse a request if we consider that:

J it is vexatious (designed to cause disruption or annoyance rather than having a
serious purpose, see below)
. to comply would exceed the statutory cost limit (E450 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.

J it falls within an exemption under the legislation (see below)
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Charging

We can charge for photocopying and disbursements and can request these fees in advance
by issuing a fees notice within twenty working days of receipt of the request. When the fees
notice is issued the time limit for responding stops. If we do not receive the fee within three
months we are not obliged to comply with the request.

Clarification

We 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.

Exemptions
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 itisin
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

J Section 40 — personal data

) Section 42 — legal professional privilege

o Section 43 - commercial sensitivity

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.

6. Environmental Information Regulations 2004 (“EIR”)

Environmental information broadly relates to:

o Air, atmosphere, water, soil, land, landscape, plants, animals, biological
diversity and genetically modified organisms
o Emissions, discharges, noise, energy, radiation, waste,
recycling, and pollution
J Measures and activities such as policies, plans and agreements
J Reports, cost benefit analysis and economic analysis
J The state of human health and safety, contamination of the food chain
o Cultural sites and built structures ( the effect of the environment on the
J human world)
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o 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

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.

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.

Exceptions

There are exceptions to the requirement to disclose, these exceptions are subject to the
public interest test like FOI. The exceptions are:

e personal data

e information not held when the request was made

e 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)

e the request is too general

e information is in draft or is unfinished

e information is an internal communication

e disclosure would adversely affect the course of justice or commercial
confidentiality.

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.

7. Publication Schemes

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.

8. Internal Review
If you are unhappy with the way your request has been dealt with you may request an

internal review. This will be carried out within 20 working days of the request for a review
being received. If you remain unhappy with the result of the review you can ask the
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Information Commissioner to look at your concerns. We will provide you with details of the
internal review process when you request it. The process will vary depending on the type of
request and who is available to review the process within the timescales.

9. Vexatious Requests

Whilst Woodcote Parish 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 parish councils have limited resources and that their
obligations under the legislation must be proportionate to those resources.

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.

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.

“Vexatious” Indicators

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

Process we will follow to determine if a request is vexatious

The parish clerk deals with all requests for information on behalf of the Parish
Council. If arequest 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 the Parish Council.
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The review
The following will be considered:

e The purpose and value of the request

e Whether the purpose and value justifies the impact on the public authority

e 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.

e 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?

e 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.

e Isthis a round robin, a “fishing” expedition or part of an orchestrated campaign?
None of these make it vexatious but are factors.

Final Warning

If, having considered all of the above, the Parish 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.

Advice and Assistance

In addition, the Parish 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.

Report to the Parish Council

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

The decision to declare a request vexatious will be taken by the Parish 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 policy to the
Chair of the Council [in consultation with the vice Chair]. In a small parish it is not possible
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for there to be an internal review process once the Parish Council has reached the decision
that the request is vexatious.

Under section 14(1) of the Freedom of Information Act the refusal notice will set out our
internal review procedure (if one is available) and the right of appeal to the Information
Commissioner’s Office. However, under section 17(6) if the authority 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.

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.

10.Review

The Requests for Information Policy was approved for use at the meeting of the Parish
Council on 21% May 2025, it shall be reviewed yearly, at the Annual Meeting of the Council
in accordance with the Standing Orders.

Signed: Dated: 21t May 2025

Cllr XXXXX, Chair of the Council
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PUBLICATION SCHEME

1 Introduction

Appendix J4

The following schedule details the information available from Woodcote Parish Council.

Note also that hardcopy documents may be viewed at no cost by prior arrangement with the Clerk.

This document should be read in conjunction with the council’s policy on requests for information.

2 Schedule

Information to be published How the information | Cost
can be obtained

Class1 — Who we are and what we do Hard copy and/or website

(Organisational information, structures, locations

and contacts)

This will be current information only

Who's who on the Council and its Committees Website Free
Hardcopy See Scheme

Contact details for Parish Clerk and Council Website Free

members (named contacts where possible with Hardcopy See Scheme

telephone number and email address)

Class 2 — What we spend and how we (hard copy and/or website)

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 Website Free
Hardcopy See Scheme

Annual return form and report by auditor Website Free
Hardcopy See Scheme

Finalised budget Website Free
Hardcopy See Scheme

Precept Website and SODC Free
Hardcopy See Scheme

Financial Standing Orders and Regulations Website Free
Hardcopy See Scheme

Grants given and received Part of budget

List of current contracts awarded and value of Website Free

contract Hardcopy See Scheme
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Members’ allowances and expenses

Part of income &
expenditure

Class 3 — What our priorities are and

how we are doing
(Strategies and plans, performance indicators,
audits, inspections and reviews)

(hard copy or website)

Annual Report to Parish Meeting (current and Website Free
previous year as a minimum) Hardcopy See Scheme
Class 4 — How we make decisions (hard copy or website)
(Decision making processes and records of
decisions)
Current and previous council year as a minimum
Timetable of meetings (Council, any Website Free
committee/sub-committee meetings and parish Part of Minutes of Meetings
meetings)
Agendas of meetings (as above) Website Free
Hardcopy See Scheme
Copies are posted on Parish | Free
Notice Boards at least three
clear days in advance of
meetings
Minutes of meetings (as above) — nb this will Website Free
exclude information that is properly regarded as Hardcopy See Scheme
private to the meeting.
Reports presented to council meetings — nb this will | Website See Minutes page Free
exclude information that is properly regarded as of web site
private to the meeting. Hardcopy See Scheme
Responses to consultation papers Hardcopy See Scheme
Responses to planning applications Via SODC Web site As per SODC
Class 5 — Our policies and procedures (hard copy or website)
(Current written protocols, policies and procedures
for delivering our services and responsibilities)
Current information only
Policies and procedures for the conduct of council Website Free
business: Hardcopy See Scheme

Procedural standing orders

Committee and sub-committee terms of reference
Code of Conduct

Policy statements
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Policies and procedures for the provision of services | Website Free
and about the employment of staff: Hardcopy See Scheme
Policies and procedures for handling requests for
information
Complaints procedures (including those covering
requests for information and operating the
publication scheme)
Information security policy Website Free
Hardcopy See Scheme
Records management policies (records retention, Website Free
destruction and archive) Hardcopy See Scheme
Data protection policies Website Free
Hardcopy See Scheme
Schedule of charges (for the publication of See Scheme
information)
Class 6 — Lists and Registers (hard copy or website; some
information may only be
Currently maintained lists and registers only available by inspection)
Assets Register Hardcopy See Scheme
Register of members’ interests SODC website Free
Hardcopy only See Scheme
Register of gifts and hospitality Hardcopy only See Scheme
Class 7 — The services we offer (hard copy or website; some
(Information about the services we offer, including information may only be
leaflets, guidance and newsletters produced for the available by inspection)
public and businesses)
Current information only
Currently None
Additional Information (hard copy or website; some
information may only be
This will provide Councils with the opportunity to available by inspection)
publish information that is not itemised in the lists
above
Risk Register Website Free
Hardcopy See Scheme
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3 Contact Details
The Clerk to the Council

Woodcote Parish Council
Woodcote Village Hall,
Reading Road

Woodcote

Reading

RG8 0QY

Clerk@WoodcoteParish.gov.uk

www.WoodcoteParish.gov.uk

4 Review

This document was approved for use at the meeting of the Parish Council on 215 May 2025, it shall
be reviewed periodically, at least once per council term or if legislation dictates.

Signed: Dated: 21 May 2025

Cllr XXXXX, Chair
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DOCUMENT RETENTION AND DISPOSAL
POLICY AND PROCEDURE

1 Introduction

A Retention Schedule is a list of records that need to be kept by Woodcote Parish Council for a specific
length of time.

This schedule contains recommended retention periods for records created and maintained by the Parish
Council and refers to all information regardless of the media in which it is stored, such as manual files,
photographs, electronic files, tapes or microfiche.

The aim of the Retention Schedule is to provide a consistent approach to the way the Council handles its
records and provide a clear set of guidelines.

A Retention Schedule serves the purpose of identifying records that may be worth preserving permanently
as a part of a local authority archive as well as preventing the premature destruction of records that need
to be retained for a specific legal, financial or statutory period.

This Retention Schedule details the function of each record, the type of records that may fall within this
function and the length of time the Council should hold the record before taking disposal or archive action.

Many retention periods are determined by statute.

In conclusion good Records Management is not difficult; simply put, the Council needs to keep accurate
and timely records for the appropriate period of time, making sure that obsolete records are securely
disposed of in an appropriate manner.

2 Retention of Documents Policy

The Parish Council recognises that the efficient management of its records is necessary to comply with its
legal and regulatory obligations and to contribute to the effective overall management of the Parish
Council.

This document provides the policy framework through which this effective management can be achieved
and audited. It covers:

Scope Responsibilities
Retention Schedule

Retention Policy 2025 21 May 2025



Appendix J5

Woodcote

FARIGH COUNCIL

2.1 Scope of the policy
This policy applies to all records created, received or maintained by the Parish Council in the course of
carrying out its functions. Records are defined as all those documents which facilitate the business carried
out by the Parish Council and which are thereafter retained (for a set period) to provide evidence of its
transactions or activities. These records may be created, received or maintained in hard copy or
electronically.

A small percentage of the Parish Council’s records will be selected for permanent preservation as part of
the Council’s archives and for historical research.

2.2 Responsibilities
The Parish Council has a corporate responsibility to maintain its records and record management systems
in accordance with the regulatory environment. The person with overall responsibility for the
implementation of this policy is the Clerk to the Parish Council, and they are required to manage the
Council’s records in such a way as to promote compliance with this policy so that information will be
retrieved easily, appropriately and in a timely manner.

2.3 Retention Schedule
Under the Freedom of Information Act 2000, the Parish Council is required to maintain a retention
schedule listing the record series which it creates in the course of its business. The retention schedule lays
down the length of time which the record needs to be retained and the action which should be taken when
it is of no further administrative use.

The Clerk is expected to manage the current record keeping systems using the retention schedule and to
take account of the different retention periods when creating new record keeping systems. This retention
schedule refers to record series regardless of the media in which they are stored. When a Councillor
wishes specific e-mail correspondence to be retained beyond the 6 month retention period, they should
inform the Clerk, who will retain the requested emails on the Council's systems until the following deletion
process, when they will reconfirm whether the emails should continue to be retained.

2.4 Retention of Documents

Document Minimum Retention Reason
Minute Books / Minutes Indefinite Archive
Accounts / Annual return 7 years Audit

Bank statements 7 years Audit
Cheque book stubs Last completed audit Management
Paying in books Last completed audit Management
Tenders / Quotations 7 years Audit

Paid invoices 7 years Audit

VAT records 7 years Audit

Salary records 7 years Audit

Tax & Nl records 7 years Audit
Insurance policies 2 years Audit
Certificate of Employers 40 years Audit / legal
Liability

Certificate of Public Liability 40 years Audit / legal
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Assets register 7 years Audit
Deeds / Leases Indefinite Archive
Electoral Register 1vyear As replaced
Personnel records 6 years after employment Audit / management
ceases
Declaration of acceptance Term of office + 1 year Management
Register of interests Term of office + 1 year Management
Complaints 1year Management
General information 6 months Management
Routine correspondence 6 months Management
and emails

2.5 Planning Applications
All planning applications and relevant decision notices are available at South Oxfordshire District Council.
There is no requirement to retain duplicates locally. All Parish Council recommendations in connection
with these applications are recorded in the Council Minutes and are retained indefinitely and are held on
the SODC Planning Portal. Correspondence received in connection with applications will be retained as
stated above.

Where the Council has secured its own legal representation with respect to planning matters, particularly
where it relates to an appeal and/or refused applications. The Council shall retain indefinitely any
documentation relating to the Councils legal opinion and submissions in the case.

3 Review

This document was approved for use at the meeting of the Parish Council on 215 May 2025, it shall be
reviewed periodically, at least once per council term or if legislation dictates.

Signed: Dated: 21°* May 2025

Cllr XXXXX, Chair
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COMMUNICATION & MEDIA POLICY

1. Introduction

Each Parish Councillor has a duty to represent without bias the interests of the whole
community.

They will always try and do their best and are available to help parishioners with regard to
matters relating to the Civil Parish of Woodcote.

Parish Councillors may be contacted via the Clerk or using their Parish Council email
addresses.

If it is felt by the villager that the matter is important, then a letter or email to the Parish
Clerk will ensure that it is dealt with in a timely and professional manner (also see the
Correspondence section below).

It is the Parish Council's intention to meet the timescales detailed below but there could be
occasions when this is not possible. When this happens the Parish Council will review their
procedures and where necessary make changes to the policy or procedures.

2. Aims

To establish clear, easy to use channels of communication between the Parish Council and
Parishioners, and the media, and vice versa.

To provide information on important matters in a timely manner to facilitate and encourage
informed comment from interested individuals and groups.

3. Parish Council Meetings

The Parish Council normally meets 12 times per year, starting in May meeting every month.
Additional meetings may be scheduled as necessary.

The Parish Council will normally meet in the Function Room, Woodcote Village Hall from
7.30pm.

Public participation will generally start at 7:30pm to enable discussion on agenda items, 10
minutes is reserved for this, with the meeting starting immediately after.

Members of the public wishing to address the Council during the formal meeting or wishing
to record the meeting must make the Chair aware of their wish before the meeting starts.

The media are encouraged to attend Council meetings and seating and workspace will be
made available. The Press may record meetings in accordance with the Openness of Local
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Government Regulations 2014. This is set out in more detail in Standing Orders (section 3.
L, m and n), and the Recording of Meetings Policy.

The Council’s Committees are also open to the public. See the parish website for details of
Committees, meeting locations and meeting times.

4. Notice Boards
The following items will be displayed on the Parish Council noticeboard(s):

e Contact details for the Clerk

e The Parish Council's meeting agenda - which will be posted at least 3 clear days in
advance of each meeting.

e Agenda of other committee meetings of the Parish Council - which will be posted at
least 3 clear days in advance of each meeting.

e Statutorily required notices such as Electors Rights, Notices of/for Elections etc.

Where possible, any other parish council notice boards around the village will also be kept
up to date, however the board at the front of the Village Hall, Woodcote is the official
noticeboard to meet statutory requirements.

5. Correspondence

All correspondence relating to the Parish should be addressed to the Parish Clerk in the first
instance either via email at Clerk@WoodcoteParish.gov.uk or via post to The Clerk to the
council, Parish Office, Woodcote village Hall, Reading Road, Woodcote ,RG8 0QY. This will
ensure that the matter is recorded and passed to the relevant person or organisation as
soon as practically possible. However, all Parish Councillors have their own Council email
addresses which have the format firstinitial.lastname@WoodcoteParish.gov.uk.

The Clerk is responsible for dealing with email received and passing on anything relevant to
Councillors or external agencies for information and/or action. All communications on
behalf of the Council will usually come from the Clerk, and, if otherwise, will always be
copied to the Clerk. All new email requiring data to be passed on may be followed up with a
data consent request before action is taken with that correspondence. Individual
Councillors are at liberty to communicate directly with villagers in relation to their own
personal views, if appropriate, with a copy to the Clerk.

It is important to note that any emails sent to Parish Council email addresses will be subject
to The Freedom of Information Act requirements.

These procedures will ensure that a complete and proper record of all correspondence is
kept.
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It is imperative that all correspondents never forward personal information on to other
people or groups outside the Council, this includes names, addresses, email, IP addresses
and cookie identifiers.

All correspondence to the Parish Clerk will be acknowledged within one week of receipt if
possible. If email is used, then an acknowledgment will be sent via email.

Councillors will be notified of correspondence, but the addressee will not be named on
minutes of meetings. Anonymous correspondence in any form will be recorded as received
but not responded to.

Email should be thought of in the same way as a letter. A subject line, the sender’s name
and the content should be in the main body of the email, not as an attachment.
Attachments will not be opened unless the Clerk has prior knowledge of the subject. The
Council regrets that, for reasons of computer security and virus protection, anonymous
emails, and those with no subject in the title will not be opened or actioned.

A parishioner may raise any issue directly with the Parish Clerk or any Councillor. If a
satisfactory answer cannot be given immediately in line with the known policies of the
council, the issue may be placed on the agenda for the attention of the full Council.

The Clerk will acknowledge all Freedom of Information requests within seven working days
and will reply fully within 20 working days of receipt of the request. If this is not possible, a
further holding letter/email will be sent with an expected completion date.

6. Website

The Parish Clerk will arrange for the agenda and associated papers to be posted on the
Parish Council website www.woodcoteparishcouncil.org.uk at least three clear days before
the meeting and for the draft Minutes to be posted as soon as possible, and no later than
one month, after the meeting. The final Minutes will be posted as soon as possible after
being confirmed by Council or the relevant committee.

In order to comply with the Transparency Code for Smaller Authorities, the Clerk will
arrange for the annual publication of the following documents no later than 1 July each
year:

a) all items of expenditure above £100

b) end of year accounts

c) annual governance statement

d) internal audit report

e) list of councillor or member responsibilities

f) the details of public land and building assets

g) Minutes, agendas, and meeting papers of formal meetings.
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The Parish Clerk is the Webmaster and Domain Administrator for the Parish Council website.
The Parish Clerk will ensure that the Parish Council email address is publicised.

7. Social Media

The use of social media by the Clerk Team, including Facebook, Twitter and Instagram, does
not replace existing forms of communication but is used to enhance interaction with a wider
range of the population.

8. Annual Parish Meeting

The Annual Parish Meeting is convened by the Chair of the Parish Council and is generally
held in May each year to provide parishioners with a summary of the activities of the Parish
Council over the previous year and the opportunity to debate local issues and celebrate
local events and activities.

9. Related Policies and Procedures

e Councillor Code of Conduct

e Complaints Policy

e Retention Policy

e Policy on Requests for Information
e Recording of Meetings Policy

10. Contact With the Media

The Clerk and Members should always have due regard for the long-term reputation of the
Council in all their dealings with the media. Data Protection is of the highest priority. There
are a number of personal privacy issues for the Clerk and Members that must be handled
carefully and sensitively. These include the release of personal information, such as home
address and telephone number (although Member contact details may be in the public
domain); disciplinary procedures and long-term sickness absences that are affecting service
provision. In all these and similar situations, advice must be taken from the Clerk before any
response is made to the media.

Confidential documents, reports, papers and private correspondence should not be leaked
to the media. If such leaks do occur, an investigation will take place to establish who was
responsible and appropriate action taken. When the media wish to discuss an issue that is,
oris likely to be, subject to legal proceedings then advice should be taken from the Council’s
Solicitor before any response is made.

All formal requests for comment regarding policies on any matter should be directed to the
Clerk in the first instance. If unavailable, the Chair should be contacted. When responding
to approaches from the media, the Clerk or Chair are authorised to interact with the media.
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All written responses to the Press should be drafted by the Clerk with the assistance of the
Chair, or other appointed Councillor for accuracy and lawfulness.

If a member is contacted directly by the Press, Councillors are at liberty to communicate
with the Press in their own right but must ensure that they always make it clear that they
speak as individuals and not on behalf of the Parish Council. As stated above only the Clerk,
can speak formally on behalf of the Council.

Members should not initiate contact with the media on Council related matters unless
approved by the Council.

There are occasions when it is appropriate for the Council to submit a letter, for example, to
explain important policies or to correct factual errors in letters submitted by other

correspondents. Such letters should be kept brief and balanced in tone and correspondence
should not be drawn out over several weeks. All correspondence must come from the Clerk.

11. Press Releases

The purpose of a press release is to make the media aware of a potential story, to provide
important public information or to explain the Council’s position on a particular issue. Itis
the responsibility of the Clerk and Members to look for opportunities where the issuing of a
press release may be beneficial. The Clerk or any Member may draft a press release,
however it must be issued by the Clerk or approved by the full Council for issue. This is to
ensure that the principles outlined above are adhered to, that there is consistency of style
across the Council and that the use of the press release can be monitored.

12. Review

This document was approved for use at the meeting of the Parish Council on 21t May 2025
it shall be reviewed periodically, at least once per council term or if legislation dictates.

Signed: Dated: 21t May 2025

Cllr XXXXX, Chair of the Council

Communication Policy 2025 21°t May 2025



Appendix L

2 April 2025 (2024 - 2025)

Woodcote Parish Council
PAYMENTS - S.137 Entries

Voucher Code Date Minute Bank Cheque No Description VAT Type Net VAT Total
124  Staff Costs 27/11/2024 November Meeti Lloyds Current Salary X 148.70 148.70
143 Telephone & Internet 30/12/2024 December Meetii Lloyds Current Telephone & broadband S 61.85 12.37 74.22
123  Staff Costs 09/12/2024 November Meeti Lloyds Current PAYE Deductions X 603.66 603.66
120 Grants 07/11/2024 November Meeti Lloyds Current Poppy wreath X 24.49 24.49
126  Staff Costs 27/11/2024 November Meeti Lloyds Current Salary X 1,547.64 1,547.64
125 Staff Costs 27/11/2024 November Meeti Lloyds Current Salary X 148.70 148.70

39 Grants 06/06/2024 Lloyds Current Library Grant X 2,680.00 2,680.00
115 Grants 07/11/2024 Nvember Meetin Lloyds Current Grant X 650.00 650.00
105 Strategic Projects (In Year) 03/10/2024 October Meeting Lloyds Current Ponds Restoration X 560.40 560.40
139 Grants 05/12/2024 December Meetii Lloyds Current Grant X 1,000.00 1,000.00
140 Grants 05/12/2024 December Meetii Lloyds Current Grant X 340.00 340.00
116 Grants 07/11/2024 November Meeti Lloyds Current Grant X 2,400.00 2,400.00
141 General Grant LGA(MP) 1976 s19(3  05/12/2024 December Meetii Lloyds Current Grant X 1,515.00 1,515.00
142 General Grant LGA(MP) 1976 s19(3 05/12/2024 December Meetii Lloyds Current Grant X 4,500.00 4,500.00

Total 16,180.44 12,37 16,192.81
1 of 1

Created by [ ]:I:] Scribe
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Title Responses to Planning Applications Submitted by the Clerk
Author Clerk to the Council
Meeting Woodcote Parish Council Meeting — 21t May 2025

After consultation with at least a quorum of council members, the following submissions were made in
accordance with our Scheme of Delegation, using Local Government Ast 1972, s101.

26.1. P25/51130/HH - 5 Summit House Close Woodcote Reading Oxfordshire RG8 0QZ
Woodcote Parish Council has NO OBJECTIONS to this application.

26.2. P25/51161/HH - Trees Green Lane Woodcote Reading RG8 ORT
Woodcote Parish Council has NO OBJECTIONS to this application.

26.3. P25/51087/HH - 15 Long Toll Woodcote RG8 ORR
Woodcote Parish Council has NO OBJECTIONS to this application.



https://data.southoxon.gov.uk/ccm/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/S1130/HH
https://data.southoxon.gov.uk/ccm/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/S1161/HH
https://data.southoxon.gov.uk/ccm/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/S1087/HH

Appendix N

Title Village Hall Matters

Author Clerk to the Council

Meeting Woodcote Parish Council Meeting — 21t May 2025
27.1. To receive an update on the Village Hall Roof

A verbal report to be given in the meeting.

27.2.

See Diagram Following (this may be presented on the day of the meeting.

To consider and approve in principle the boundary of the Village Hall, for the division of the
two charities.
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Title

Village Green & Folly Field Matters

Author

Assistant Clerk to the Council

Meeting

Woodcote Parish Council Meeting — 21t May 2025

27.1.

27.2.

To receive a report on Play Areas, Inspections, Current Wear, and Proposal to Consult the
Village on future play/fitness provision

P Tshering and D Ellis attended a play ground inspection course in April. Subsequent weekly
inspections have shown that one of the playgrounds requires some relatively urgent remedial
work on surfaces as the gaps caused by wet pour shrinkage create a trip hazard, particularly for
small feet.

A quote has been sought for a full area (contiguous) installation of wetpour from one supplier
to gauge the approximate cost before discussing any potential remedial actions.

The Instructor on the inspection course and (also subsequent comments by the representative
from Proludic) have been unequivocal about the unsuitability of the cableway installed in the
Village Green Playground. As a mixed use playground with provision of equipment for toddlers
adjacent to the cableway the risk of an incident is high. In addition the cableway in particular is
very hard to routinely inspect as the cables are out of reach and covered at crucial points.

Some of the currently installed equipment does not appear to meet current safety standards
which are constantly evolving. Should the council consider updating the playground it would be
best practice to update it ALL to the current safety standards.

Whilst the Woodcote Playgrounds are inspected routinely on a weekly basis it was
recommended as best practice that quarterly inspections are undertaken by competent
inspectors who can perform more rigorous equipment testing and also inform us about any
changes in safety standards relating to existing equipment. This in effect is a requirement for 3
additional inspections per year as we already commission an annual one.

Three quotes have been sought and received — see confidential papers.

To note decisions made under delegated powers

Emergency tree services. On the 16™ of April 2025 after some strong winds overnight 3 large
branches of a horse chestnut tree on the village recreation ground came down. On inspection
there was evidence of rot in both the fallen branches and the remaining stumps. To prevent any
further falls tree surgeons were contacts and the first one able to come and evaluate the tree
and make it safe chosen. The tree has been saved, the visible rot cut out and the tree surgeons
propose to reinspect it after the summer.

Cost: £xx.xx



27.3.

Appendix O

2. Onroutine inspection a swing seat the Car Park playground was found to show excessive rubber

degradation around the fixing bolts. The seat was removed and a replacement ordered.
Cost: £64.80

On routine inspection a bench on the Folly Field was found to have lost one arm and showed
significant rot in the other arm. Andrew Jarvis has been asked to repair it.
Cost: £75.00 approx

To approve commencing public consultation on future play equipment provision across both
areas, in response to requests from public, condition of current equipment and information
from recent playground inspection courses.

The village consultation in 2022 highlighted a desire for more, or an expansion of current, play
areas including a provision for an outdoor gym for adults in the village and potentially a pump
track.

The Parish Clerk invited Proludic to come and assess the current provision and advise on how
best to progress some of the requests. Proludic are a company that provides design, supply
and installation of play equipment.

The representative from Proludic suggested that most of the equipment in the Village Green
Playground is approaching end of life as well as being unsuitably sited.

Proludic suggested that any decision as to re-siting or creating a new recreational area really
should go to public consultation again.

Whilst it is appreciated that one village wide consultation has already taken place and any
provision is in direct response to the responses these were quite generalised. Asking ‘Would
you like a pump track?’ may well elicit response of yes but “‘Would you like a pump track in the
field beyond the main recreation ground for the use of under 8s?’ could be vastly different.

The consultation need not be onerous. Mood boards, online surveys and in person on-site
events have all been suggested to invite responses and encourage buy in.
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Title Clerk’s Report
Author Clerk to the Council
Meeting Woodcote Parish Council Meeting — 21t May 2025
29.1. To note decision made under delegated powers — fence repairs to resident’s fence after branch

falling off parish council managed tree.

The fence to the property Trees was damages when the bought of a parish council tree (on the space
between Green Lane, and Long Toll) fell down and landed on the fence. Clirs visited to assess as to
whether the fence could be repaired by ourselves. Unfortunately, none felt they would be able to do the
repair themselves. The Clerk received a quote from a local contractor, and the Clerk authorised the works
under delegated powers, the quote was less than £500, and there is budget available for hedges, trees &
fences.

Cost: £233.50 +VAT

29.2. To approve the purchases of Shadow Soldiers and ancillary items, purchased with donations
for that purpose and add them to our asset register.

Council has received rather a lot of donations for the purchase of shadow boards and other remembrance
items.

e (Cake Sale: £1,011.22 Cash

e Online Donations: Totalling £1,115.98
o FSFire Ltd: £275.99
o Booker Family: £275.99
o D Marcham AE Ltd: £146.00
o British Modern History Society: £146.00
o Jack French: £272.00

Total Donated: £2127.20

Mrs Bartholamew and the Clerk have arranged purchases in-line with the wishes of the donators and to
date the following have been purchased:

e 2-off Kneeling Soldiers, Metal, £293.25

e 1-off Airman; 1-off Sailor, 1-off “Wren”, Metal, £671.54

e 5-off General Shadow Boards, laminate with metal stakes, £708.33

e 25-off, Tommy Lamp Post Sign & 1-off “Lest We Forget” flag, £109.97
Total Spent: £1783.09
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Total Remaining £344.11 (to be placed in EMR, until decision made on what to purchase, delegated to
Clerk in discussion with Mrs Bartholamew.)

29.3. Approve adopting the bus shelter to be installed outside West Chiltern, and approve payment
of £1480 for wooden shelter “Eaton”.

Last year the PC was asked if they would consider adopting 3 bus shelters. One, this council asked to be

located on West Chiltern, rather than Bridle Path, and ask for a wooden shelter rather than the standard

metal/plexiglass shelter which OCC normally installs. In this location the Eaton shelter, as detailed below

has been authorised by OCC< and they ask for a £1480 contribution for the uplift from the standard

shelter.
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29.4. To note, OCC have confirmed they will maintain the two “standard” bus shelter installed on
the Reading Road, adjacent to Darnell Place, as the wooden shelters requested, were not

installed.

See detail above. The other two shelters referenced, to be installed outside Darnell Place, this Council
considered in November the OCC proposed bus shelters and asked why they could not have the wooden
style requested in the June 2024 meeting. OCC did not respond to this request and instead installed the
standard shelter. OCC have confirmed this was their error and will maintain these bus stops / shelters
instead, rather than ask the Parish Council to adopt them.

See email following:
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From: Oxfordshire County Council <x.xx@ Oxfordshire.gov.uk>
Sent: 24 April 2025 10:57
To: ParishCDS(Clerk@WoodcoteParish.gov.uk) <Clerk@WoodcoteParish.gov.uk>; - Oxfordshire County
Council <Chloe.Job@Oxfordshire.gov.uk>
Subject: RE: Urgent - Incorrect bus stops installed

Dear Laura,

| understand your reluctance to adopt the two shelters recently installed at Tidmore Lane andi n the
circumstances, | confirm that the county council is willing to accept responsibility for their ongoing
maintenance and repairs.

Regarding the West Chiltern shelter, | am happy to wait until after your next council meeting for a decision.
In the meantime, no work will be carried out at that bus stop.

Regards
Bus Infrastructure Officer
Public Transport Team

Oxfordshire County Council
County Hall



29.5. To approve tree watering for 2025-2026, including budget.

Tree Maps:
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Top Playing Field trees are New, as they are big and potentially thirsty will need at least 40L plus if
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Appendix P
Folly Field / West Chiltern / Village Sign (Note, Yellow shading are other trees planted in 2023 can also be
watered)

Current Cost, D Marcham Agricultural Engineering Ltd.
e f£70 for the new orchard on the Village Green
e f£150 for all trees on the maps.

Proposal

Normal Weather Conditions — at least 7mm rain in last 7 days.

To provide 40 liters of water to a newly planted tree, you would need an
equivalent amount of rainfall. In other words, you would need 40 liters of rainfall
to match the water a tree needs. The Arboricultural Association recommends at
least 50 liters per week for newly planted trees. This is equivalent to
approximately 7.14 mm (or about 0.28 inches) of rainfall per week, assuming
an area of 1 square meter. @

e Water the new orchard every week, 1t April — 30" September (26 weeks, £70 per week, £1820)

e Water all other trees every other week in typical weather conditions (13 waters, £80 per water,
£1,040)

Extreme (dry) Weather Conditions — less than 7mm rain in last 7 days and/or above 25C for 7 days
e New Orchard to be watered twice per week (assume happens 50% of the time, £910)
e All other trees to be watered every week (assume happens 50% of the time, £720)
Extreme (wet) Weather Conditions — more than 14 mm rain in last 7 days and/or below 10C for 7 days

e No watering.
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When assessing the weather conditions, the following data will be used:

e rain gauge at Benson: https://check-for-flooding.service.gov.uk/rainfall-station/264254TP
e Temperatures for “South Oxfordshire” ttps://www.timeanddate.com/weather/@2637349/historic

29.6. To consider and if thought fit approve the purchase and installation of tree watering bags.

See Al overview below.
Pros:

o Efficient Water Delivery: Tree watering bags release water slowly and deeply, promoting root
growth and reducing water waste.

o Targeted Watering: They direct water to the tree's root zone, minimizing runoff and evaporation.

o Water Conservation: By reducing waste and promoting efficient water use, they contribute to
water conservation.

¢ Soil Protection: The slow release of water helps maintain soil moisture, which can help prevent soil
erosion.

o Easy to Use: They are generally easy to install and refill, making them a convenient solution for tree
watering.

¢ Beneficial for Young Trees: They can help establish young trees by providing consistent hydration
and promoting root development.

Cons:
o Cost: Tree watering bags can be more expensive than traditional watering methods.

¢ Potential for Overwatering: If not used correctly, they can lead to overwatering, which can be
harmful to trees.

¢ Maintenance: They require occasional refilling and may need to be replaced or repaired if
damaged.

o Not Suitable for All Trees: They may not be the best choice for all tree species or sizes.

Alternatives to Consider:
o Drip Irrigation: A more permanent solution for delivering water directly to the root zone.
e Soaker Hoses: A flexible and affordable option for watering trees, particularly in smaller areas.

o Regular Watering: Deep watering at wider intervals can also be effective for established trees.

In conclusion:

Tree watering bags can be a valuable tool for tree care, particularly for new plantings and in areas where
water conservation is important. However, it's essential to consider their specific benefits and drawbacks
and choose the best watering method for your individual needs and circumstances.

Recommend: To increase watering as detailed in item before, rather than use tree watering bags.
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29.7. Approve Heads of Terms for Parish Council managed car park, on the Church Farm
Neighbourhood Plan site, agree actions such as solicitor review, and budget.

See next page.
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Heads of Terms for a Community Car Park on Reading Road

Dated 7/5/2025

The purpose of this document is to provide an agreed framework for a community car park
on Reading Road. The terms below have been produced in line with the Woodcote
Neighbourhood Plan July 2022 - referendum version, and specifically Policy HS9.

This framework will be used to form the submission of a detailed planning application for site
WNP2 -30 i.e. Land to the East of Church Farm House.

Terms

Owner/Landlord: The Booker Family
Management/Tenant: Woodcote Parish Council
Lease Term: 10 Years

Lease Type: full repairing and insuring

Rent: £1 per annum (if demanded)

Security of tenure: No

N o s wDNe

Car park specification to be agreed but to include:
e Surfaced with parking spaces marked out
e Street lighting
e Height restriction barrier
8. Zebra crossing:
e Planning consent and design costs to be the responsibility of the Owner
e Installation and cost to be the responsibility of the Management through CIL
contributions

The above is agreed between the parties, signed or approved via email by:

Owner/Landlord: The Booker Family

Name: Date

Management/Tenant: Woodcote Parish Council

Name: Date




Title End of Year Finance 2024 - 2025

Author Clerk to the Council / Responsible Financial Officer

Meeting Woodcote Parish Council Meeting — 215t May 2025

30.1. To approve the finalised payment list for March 2025

Voucher No Date Net VAT Total Description Supplier
184 | 31/03/2025 | £ 61.85 £ 12.37 £ 74.22 | Telephone & broadband | British Telecom (BT)
209 | 28/03/2025 | £ 266.49 £ 53.30 £ 319.79 | Waste collection Shield Maintenance Ltd
206 | 26/03/2025 | £ 43.88 £ - £ 43.88 | Meeting Room Hire Woodcote Village Hall Trustees
185 | 21/03/2025 | £ 433.31 £ 86.67 £ 519.98 Remembrance Royal British Legion Industries
186 | 21/03/2025 | € 67.29 £ 13.46 £ 80.75 | Remembrance Royal British Legion Trading Ltd
187 | 21/03/2025 | £ 438.00 £ 87.60 £ 525.60 | Office Furniture Viking Direct
188 | 21/03/2025 | £ 80.94 £ - £ 80.94 | Dog Waste Supplies Dog Director Limited
189 | 21/03/2025 | £ 196.10 £ 39.22 £ 235.32 Dog Waste Supplies JRB Enterprise Ltd
190 | 21/03/2025 | £ 175.00 £ 35.00 £ 210.00 Playground Maintenance | ARD Playgrounds
191 | 21/03/2025 | £ 350.00 £ - £ 350.00 Legal Advice Tessa Hennessy Solicitor
192 | 21/03/2025 | £ 19.28 £ 3.86 £ 23.14 | MS356 Subscription Microsoft Limited
193 | 21/03/2025 | £ 20.60 £ 412 £ 24.72 | MS356 Subscription Microsoft Limited
194 | 21/03/2025 | £ 390.00 £ 78.00 £ 468.00 | Tree Maintenance Kings Tree Care Services Ltd
195 | 21/03/2025 | £ 266.49 £ 53.30 £ 319.79 | Waste collection Shield Maintenance Ltd
196 | 21/03/2025 | £ 10.00 £ 200 £ 12.00 | Website OXIT Ltd
197 | 21/03/2025 | £ 58.33 £ 11.67 £ 70.00 | Website OXIT Ltd
203 | 21/03/2025 | £ 10.00 £ 200 £ 12.00 | Mobile Phone SIM Costs | GiffGaff Ltd
204 | 21/03/2025 | £ 10.00 £ 200 £ 12.00 | Mobile Phone SIM Costs | GiffGaff Ltd
205 | 21/03/2025 | £ 222.73 £ 4454 £ 267.27 Playground Maintenance | The Sign Shed
183 | 20/03/2025 | £ - £ 248.00 £ 248.00 Ponds Restoration Heritage Tree Services Ltd.
208 | 17/03/2025 | £ 10.20 £ - £ 10.20 | Bank Fees Lloyds Bank plc
207 | 11/03/2025 | £ 47.00 £ - £ 47.00 | ICO Registration Information Commissioner's Office
179 | 10/03/2025 | £ 600.00 £ - £ 600.00 | Village Hall Staff Grant Woodcote Village Hall Trustees
178 | 01/03/2025 | £ 61.85 £ 1237 £ 74.22 | Internetservices British Telecom (BT)

Various £ 2,975.17 £ - £ 2,975.17 Total Staff Costs
Total £ 6,814.51 £ 789.48 £ 7,603.99

Appendix Q



30.2. To note receipts for March 2025

Voucher No Date Net VAT Total Description Supplier
27 | 28/03/2025 | £ 850.00 £ £ 850.00 Grant Oxfordshire County Council
25 | 10/03/2025 | £ 382.05 £ £ 382.05 Interest on savings Lloyds Bank plc
28 | 05/03/2025 | £ 57.77 £ £ 57.77 | Wayleave SSE
Total £ 1,289.82 £ £ 1,289.82

Appendix Q



30.3. To note the reconciled bank balances for 315t March 2025

Appendix Q

Bank Reconciliation at 31/03/2025

Cash in Hand 01/04/2024 380,481.22
ADD
Receipts 01/04/2024 - 31/03/2025 270,233.22
650,714 44
SUBTRACT
Payments 01/04/2024 - 31/03/2025 137,398.95
A Cash in Hand 31/03/2025 513,315.49%
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/03/2025 0.00
Public Sector Deposit 31/03/2025 0.00
Lioyds BB Instant Deposit Account  31/03/2025 508,408 49
Lloyds Current 31/03/2025 4,907 .00
513,315.48
Less unpresented payments
513,31549
Plus unpresented receipts
B Adjusted Bank Balance 513,315.49

A =B Checks out OK

Lloyds Current:
Lloyds Savings:

£4,907.00
£508,408.49

30.4. To approve the supporting documents for the Annual Accounts 2024/2025, including:

variances report

explanation of AGAR Box3 being above £100,000

reserves balances
report on reserves
budget variations

cash and investment reconciliation — Balance Sheet

See following Pages.



Woodcote Parish Council

ANNUAL RETURN - Section 2 : Statement of Accounts

24 April 2025 (2024 - 2025)

Explanation of variances

This is prepared based on information in "Governance and Accountability for Local Councils : a Practitioner's Guide"

Important note: These figures have been prepared on a RECEIPTS and PAYMENTS basis.

Box No. | Descriotion 31/03/2024 31/03/2025 Variance Variance | Explanation Notes
: P £ £ £ % Required?

1 ?a;ances brought 205921.55 | 380481.22 BALANCE B/F AGREES
Wi

2 Annual precept 125223.00 130858.00 5635.00 4% No N/A

3 Total other receipts 126933.68 139375.22 12441.54 10% No N/A

4 Staff Costs 29348.81 25221.28 -4127.53 14% No N/A

5 | Loaninterest/capital 0.00 0.00 0.00 0% No N/A
repayments

g | lotalother 13824820 | 112177.67 | -26070.53 19% | Yes | SeeExplanation Sheet,
payments following.

7 Balances carried 380481.22 513315.49 132834.97 359% Yes See Explanatlon Sheet,
forward following.
Total Cash and See Explanation Sheet

8 Short Term 380481.22 513315.49 132834.27 35% Yes foIIowinp ’
Investments g
Total Fixed Assets See Explanation Sheet

9 and Long Term 255370.64 160128.02 -95242.62 37% Yes foIIowinp '
Investments g

10 Total Borrowings 0.00 0.00 0.00 0% No N/A

This report is intended as a guide to the variances you may need to explain. The specific requirements vary between external

auditors so please check the requirements shown on the pro forma provided to your council

Please note a breakdown of approved reserves will also be required if the total reserves (Box 7) figure is more than twice the
annual precept value (Box 2)
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Boxes 7, 8 & 9 Variances Explanation

Box7 &8
FY 2023-2024 Total £ 380,481.22 £
FY 2024-2025 Total £ 513,315.49 £
Difference £ 132,834.27 -£
Percentage Difference / % 35

Box 9

-37

255,370.64
160,128.02
95,242.62

The increase in the Box 7 & 8, and decrease of Box 9 is primarily due to the conversion of a £100,00 investment (asset) in to cash.

Addiitonlly our total expenditure was approximately £30,000 less (see box 4 & 6 figures) this year - see box 6 explanation.

Other smaller variances between the budget codes are also present. For the full calculation as to the difference please see full extract of data below.

Box 7 & 8 Calculation & Comparison

2023-2024

Starting Balance & Income

Box 1 £ 295,921.55 £
Box 2 £ 125,223.00 £
Box 3 £ 126,933.68 £
Total IN £ 548,078.23 £
In year Outgoings

Box 4 £ 29,348.81 £
Box 5 £ - £
Box 6 £ 138,248.20 £
Total OUT £ 167,597.01 £
Box 7 & Box 8 Value £ 380,481.22 £

(Total IN, less Total OUT)

Asset Box 9 Comparison

2024-2025

380,481.22
130,858.00
139,375.22
650,714.44

25,221.28

112,177.67
137,398.95 £

513,315.49

30,198.06 Less Expenditure

L 2023-2024 Asset Register A i Purchased During 2024- 2024-2025 Asset Register
Description Disposed During 2024-2025
Purchase Value 2025 Purchase Value
CCLA Fund £ 100,000.00 |-£ 100,000.00
Arnold Baker (Book) Edition 13 £ 131.99 £ 131.99
Basketball goal - Folly Field £ 3,599.00 £ 3,599.00
Bus Shelter £ 4,678.56 £ 4,678.56
Computer Equipment £ 570.00 | £ 570.00
Defibrilator & Cabinet £ 2,020.00 £ 2,020.00
Digital Bus Stop Display £ 1,500.00 £ 1,500.00
HP Laptop £ 529.00 £ 529.00
Jubilee Sign - Village Sign £ 3,731.75 £ 3,731.75
Land at corner of Greenmore / Readin £ 1.00 £ 1.00
Land at Folly Field - ON62409 £ 1.00 £ 1.00
Land at Greenmore Hill £ 1.00 £ 1.00
Land at Greenmore Ponds £ 1.00 £ 1.00
Land at Lackmore Gardens £ 1.00 £ 1.00
Land at Wayside Green - ON49272 £ 1.00 £ 1.00
Lawn Mower £ 209.36 £ 209.36
Lexmark Laser Printer £ 181.00 |-£ 181.00
Litter Bin - Folly Field [ 189.00 [ 189.00
Lockable Filing Cabinets x 2 £ 438.00 | £ 438.00
Millenium Clock £ 1,135.00 £ 1,135.00
Mobile Phone - iPhone 12 mini £ 249.00 | £ 249.00
Noticeboards (X2) £ 1,903.45 £ 1,903.45
Office Furniture £ 489.99 |-£ 489.99
Office Shelving £ 255.30 |-€ 255.30
Outdoor Table Tennis Table £ 1,800.00 £ 1,800.00
Play Equipment £ 104,323.65 £ 104,323.65
Playground - swings and mat £ 3,407.00 £ 3,407.00
Portable Speed indicator Sign (SID) | £ 3,420.00 £ 3,420.00
Printer - Epson ET-15000 £ 430.00 | £ 430.00
Projector £ 293.00 £ 293.00
Recreation Ground ON320166 £ 1.00 £ 1.00
Recreation Ground Seats £ 2,339.28 £ 2,339.28
Recreation Store £ 8,188.03 £ 8,188.03
Rememberance - Shadow Soldiers x3 £ 416.67 | £ 416.67
Shredder £ 31.00 £ 31.00
SID £ 3,580.00 | £ 3,580.00
Stone Monument £ 170.00 £ 170.00
Target Wall - Folly Field £ 1,850.00 £ 1,850.00
Village Hall - Custodian Trustee Only | £ 1.00 £ 1.00
War Memorial £ 2,339.28 £ 2,339.28
Woodland Seats £ 913.00 £ 913.00
Youth Shelter £ 5,735.00 £ 5,735.00
Total:| £ 255,370.64 |-£ 100,926.29 | £ 5,683.67 | £ 160,128.02
2023-2024 Disposals Purchases 2024-2025




Box 3 Explanation, More than £100,000 and 50% of Precept

FY 2024-2025 Box 3

£

139,375.22

The Box 3 payments of £139,375 is majoritively due to:
1) Conversion of a £100,000 asset / shares to cash, value £97,790.34 when received.
2) Community Infrastructure Levy income, £21,554.77
3) Interst on Savings/Investment Income, £7,287.52

Full details of the income is listed below.

FY 2024-2025 Box 3 Data

Customer Date Amount Transaction Detail

Soleluna Pizza 28/08/2024 195|Car Park Use

Soleluna Pizza 06/06/2024 360|Car Park Use £ 555.00

South Oxfordshire District G 25/10/2024 21445.77|CIL receipts £ 21,445.77

Oxfordshire County Counci 28/03/2025 850|Grant

Oxfordshire County Counci 17/02/2025 3938|Grant

Woodcote Conservation Gr 13/01/2025 1500(Grant

Oxfordshire County Counci 26/04/2024 1198.73|Grass Cutting Contribution £ 7,486.73

Lloyds Bank plc 10/03/2025 382.05]Interest on savings

Lloyds Bank plc 10/02/2025 436.24|Interest on savings

Lloyds Bank plc 09/01/2025 422.25|Interest on savings

Lloyds Bank plc 09/12/2024 381.1]Interest on savings

Lloyds Bank plc 11/11/2024 450.98]Interest on savings

Lloyds Bank plc 09/10/2024 410.01|Interest on savings

Lloyds Bank plc 09/09/2024 404.51|Interest on savings

Lloyds Bank plc 09/08/2024 335.71]Interest on savings

CCLA 31/07/2024 1347.42]Interest on savings

Lloyds Bank plc 09/07/2024 342.23]Interest on savings

Lloyds Bank plc 10/06/2024 377.2]Interest on savings

Lloyds Bank plc 09/05/2024 353.25]Interest on savings

Lloyds Bank plc 09/04/2024 341.12]Interest on savings

CCLA 30/04/2024 1303.45|Investment Income (LAMIT) 7287.52

CCLA 02/07/2024 97790.34]|Investments 97790.34

HMRC (VAT) 14/08/2024 4749.09|VAT refund 4749.09

Woodcote Village Hall Trust 02/04/2024 1|Village Hall Rent

SSE 05/03/2025 57.77|Wayleave

SSE 15/01/2025 2|Wayleave 60.77
Total Box 3 £ 139,375.22




WOODCOTE PARISH COUNCIL

The Parish Office - Village Hall - Reading Road - Woodcote + RG8 0QY
Clerk@WoodcoteParish.gov.uk + 07594210389

A REPORT ON THE HELD RESERVES AT THE END OF FY2024-2025

Value of Reserves Held

Earmarked Opening Balance Transfers EOY Balance
310 EMR Land for Burial 20,000.00 0.00 20,000.00
320 EMR Bus Shelter 5,000.00 7,000.00 12,000.00
330 EMR Climate Change Measures 10,000.00 0.00 10,000.00
340 EMR Capital for Projects 38,791.81 46,410.29 85,202.10
350 EMR NHP Grants (SODC) 9,142.04 0.00 9,142.04
400 EMR CIL Funds 212,949.41 21,445.77 234,395.18
333 EMR Village Hall Capital Expense 25,000.00 -25,000.00 0.00
334 EMR Playground Capital Expense 25,000.00 -25,000.00 0.00
360 Previous FY Obligations 5,775.03 0.00 5,775.03
300 Operating Reserve 28,822.93 36,606.07 65,429.00
370 EMR - Capital Expense VH or 0.00 66,324.14 66,324.14
Playground

380 EMR Ponds Restoration 0.00 260.00 260.00
500 EMR - OCC Grant for SID 0.00 3,938.00 3,938.00
510 EMR - OCC Grant for Line Painting 0.00 850.00 850.00
Total Earmarked £380,481.22 £132,834.27 £513,315.49

Reason Reserves Held

The reserves held equal more than twice the precept. Precept for the 2024-2025 year was £130,858.
Therefore, current reserves are 3.92 times higher than the precept for the year.

The bulk of the held reserves are CIL receipts, being 46% of the held reserves. CIL can only be spent
on specific sorts of projects and cannot therefore be used for general running costs of the Council.
There are a number of large infrastructure projects, primarily planned for upgrading the Village Hall
and Play Spaces to make it suitable for purpose in our growing community, which these held CIL
monies will be used for. Without these CIL monies the reserves would only be £278,290.31 which
would be just 2.1 times the precept.

As shown by the labelling of the reserves, all the held monies are for specific projects, such as a future
burial ground, another bus shelter, capital projects such as upgrading the play areas and other
recreational facilities. Our playgrounds also have wet pour surfaces, which need ongoing build up of
reserves to meet the significant cost of upgrading. Our Parish has a number of expensive amenities,
the upgrading and maintenance of which is very expensive. Without building up reserves in advance
of these projects, our precept of £130k would not be able to support these projects.

The Council is acutely aware a formal plan needs to be made for the reserves, and in the coming
financial year a formal 3year plan will be written and adopted, to support the reserves we have and
explain to our electors more fully how their precept payments are being carefully managed.



2 April 2025 (2024 - 2025)

Woodcote Parish Council
Reserves Balance

2024 - 2025

Reserve OpeningBalance Transfers Spend Receipts CurrentBalance

Earmarked
310 EMR Land for Burial 20,000.00 20,000.00
320 EMR Bus Shelter 5,000.00 7,000.00 12,000.00
330 EMR Climate Change Mea: 10,000.00 10,000.00
340 EMR Capital for Projects 38,791.81 46,410.29 85,202.10
350 EMR NHP Grants (SODC) 9,142.04 9,142.04
400 EMR CIL Funds 212,949.41 21,445.77 234,395.18
333 EMR Village Hall Capital E» 25,000.00 -25,000.00 0.00
334 EMR Playground Capital E: 25,000.00 -25,000.00 0.00
360 Previous FY Obligations 5,775.03 5,775.03
300 Operating Reserve 28,822.93 36,606.07 65,429.00
370 EMR - Capital Expense VH 66,324.14 66,324.14
380 EMR Ponds Restoration 260.00 260.00
500 EMR - OCC Grant for SID 3,938.00 3,938.00
510 EMR - OCC Grant for Line 850.00 850.00
Total Earmarked 380,481.22 111,388.50 21,445.77 513,315.49

TOTAL RESERVE 380,481.22 111,388.50 21,445.77 513,315.49

GENERAL FUND

TOTAL FUNDS 513,315.49

Created by [ ]:]:] Scribe Page No. 1



Summary of Receipts and Payments

Woodcote Parish Council

All Cost Centres and Codes

15 May 2025 (2024 - 2025)

100 General Income

Code

1010
1020
1030
1040
1050
1060
1070
1080
7011

Title

Bank Interest

CIL Receipts
Grants/S106/Donations
Insurance

Miscellaneous Income / Other
Precept

Property Income

Recharges to Allotments

VAT REFUND

SUB TOTAL

200 Administration

Code

2010
2020
2030
2040
2050
2060
2070
2080

300 General Finance & Grants

Code

3010
3020
3030
3040

Title

Allowances, Expenses & Trainin:
Election Fees

Hire of Meeting Room
Publications & Communication
Stationary, Postage, Copies & P
Subscriptions

Legal Fees

Website

SUB TOTAL

Title

Audit & Accountancy
Bank Charges
Grants

Staff Costs

SUB TOTAL

400 Facilities

Code

4010
4020
4030
4040
4050
4060

Title

Climate & Environment
Defibrillator

General Maintenance & Repair
Grass - Weeding & Strimming
Hedges/Fenes/Gates/Trees

Inspections, Surveys & Reports

Receipts Payments Net Position
Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
7,000.00 7,287.52 287.52 287.52 (4%)
21,445.77 21,445.77 (0%)
1,199.00 7,486.73 6,287.73 6,287.73 (524%)
(N/A)
97,860.34 97,790.34 -70.00 -70.00 (-0%)
130,858.00 130,858.00 (0%)
1,000.00 615.77 -384.23 -384.23 (-38%)
1,660.00 -1,660.00 -1,660.00 (-100%)
(N/A)
261,023.11 265,484.13 4,461.02 4,461.02 (1%)
Receipts Payments Net Position
Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
2,000.00 1,094.39 905.61 905.61 (45%)
(N/A)
650.00 509.02 140.98 140.98 (21%)
370.00 370.00 370.00 (100%)
700.00 530.00 170.00 170.00 (24%)
911.00 880.34 30.66 30.66 (3%)
4,000.00 350.00 3,650.00 3,650.00 (91%)
1,100.00 868.32 231.68 231.68 (21%)
9,731.00 4,232.07 5,498.93 5,498.93 (56%)
Receipts Payments Net Position
Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
880.00 880.00 (0%)
72.00 72.00 72.00 (100%)
12,000.00 10,669.49 1,330.51 1,330.51 (11%)
27,000.00 25,221.28 1,778.72 1,778.72 (6%)
39,952.00 36,770.77 3,181.23 3,181.23 (7%)
Receipts Payments Net Position
Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
(N/A)
500.00 419.45 80.55 80.55 (16%)
7,000.00 1,313.30 5,686.70 5,686.70 (81%)
13,000.00 11,516.09 1,483.91 1,483.91 (11%)
12,000.00 8,871.50 3,128.50 3,128.50 (26%)
250.00 196.00 54.00 54.00 (21%)
Created by [ ﬂ] Scribe Page No. 1



Woodcote Parish Council

Summary of Receipts and Payments

All Cost Centres and Codes

15 May 2025 (2024 - 2025)

4070 Insurance 1,968.12 1,968.12 (0%)
4080 Office Equipment 1,003.88 1,477.69 -473.81 -473.81 (-47%)
4090 Playground Equipment Maintene 5,000.00 1,804.47 3,195.53 3,195.53 (63%)
4100 Software & Back-ups 928.00 710.18 217.82 217.82 (23%)
4110 Telephone & Internet 1,020.00 895.82 12418 124.18 (12%)
4120 Waste / Litter / Street Cleaning 3,471.00 4,392.10 -921.10 -921.10 (-26%)
SUB TOTAL 46,141.00 33,564.72 12,576.28 12,576.28 (27%)
500 Vlllage Hall Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
5010 General Grant LGA(MP) 1976 s* 11,015.00 11,015.00 (0%)
5020 General Maintenance (Grant In } 15,000.00 14,577.63 422.37 422.37 (2%)
5030 Office Rent 6,000.00 6,000.00 (0%)
5040 Maintenance Staff 6,000.00 6,000.00 (0%)
SUB TOTAL 38,015.00 37,592.63 422.37 422.37 (1%)
600 Strateglc Pro;ects Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
6010 CIL Projects (Spend From Resetr (N/A)
6020 Strategic Projects (In Year) 7,500.00 15,626.86 -8,126.86 -8,126.86 (-108%)
SUB TOTAL 7,500.00 15,626.86 -8,126.86 -8,126.86 (-108%)
700 Nelghbourhood Plan Receipts Payments Net Position
Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend
7010 General Expenses (Spend from (N/A)
SUB TOTAL (N/A)
Summarv
NET TOTAL 261,023.11 265,484.13 4,461.02 141,339.00 127,787.05 13,551.95 18,012.97 (4%)
V.AT. 4,749.09 9,611.90
GROSS TOTAL 270,233.22 137,398.95

Created by [ ]:I] Scribe

Page No. 2



15 May 2025 (2024 - 2025)

Woodcote Parish Council

BANK ACCOUNTS
Lloyds Current £4,907.00
Lloyds BB Instant Deposit Account £508,408.49
Public Sector Deposit
Total in Banks 513,315.49
Cash
GRAND TOTAL (Banks and Cash) £513,315.49

Created by \II] Scribe



Appendix Q
30.5. To receive the Internal Audit Report, consider recommendations and agree actions.

30.6. To agree content and approve the Annual Governance and Accountability Return (AGAR)
Section 1 “Annual Governance Statement” 2024/2025.

30.7. To approve the Annual Governance and Accountability Return (AGAR) Section 2 “Accounting
Statements” 2024/2025.



Woodcote Internal Audit report 2024 -25

Internal Audit
Woodcote Parish Council
Year ending March 2025

Internal auditor Lisa Wilkinson

Thisinternal auditreportis based uponthe Practitioners’ Guide 2025: Governance and Accountability forSmaller Authorities in England.

Name of Woodcote Name of Clerk to the Council Laura White
Council
No. Of 10 Name of RFO Laura White
Councillors

4
Quorum Precept (for audit year) £130,858
Electorate 1999 Gross budgeted income £144,787

A sample-based review was carried out, assessing relevant policies, procedures, and controls. Findings were referenced through the
examination of digital records, paper documentation, and a review of the parish council’s website.
This report highlights the issues identified during the internal audit but does not provide an exhaustive list of all potential weaknesses or areas

for improvement.



Woodcote Internal Audit report 2024 -25

Internal control objective Response | Notes/Recommendations
A. This authority complied Yes Standing orders were reviewed and re-adopted on 1° May 2024. The new model Financial Regulations were
with its financial adopted on 6™ November 2024. There were no publicly advertised contracts this year.
regulations, payments were
supported by invoices, all The sample of invoices provided matched the bank account. Payments are verified by inspection of invoices at
expenditure was approved council meetings. Quarterly reviews are undertaken by the vice chair.
and VAT appropriately Quotes are obtained for work in accordance with the council’s financial regulations. Example given of 6 quotes
accounted for received for professional assessment of trees. Payments are made in accordance with financial regulations.
Internal control objective Response Notes/Recommendations
B. This authority assessed the significant risks Yes The risk assessment was formally reviewed and minuted 5™ June 2024.
to achieving its objectives and reviewed the The insurance policy was reviewed at the September 2024 meetings, with the renewal date for

these.

adequacy of arrangements to manage

the policy of 1°t October. A 3-year long term agreement with Zurich was taken out. Levels of
insurance cover are appropriate

The PC is registered with the ICO.

The playground is inspected fortnightly by the clerk. A ROSPA inspection is carried out annually.
The clerk and a councillor are booked to attend inspection training.

Internal control objective

Response

Notes/Recommendations

C. The precept or rates
requirement resulted from
an adequate budgetary
process; progress against
the budget was regularly
monitored; and reserves
were appropriate

Yes

A budget was approved on 6™ December 2023 for this financial year. The precept of £130, 858 was approved at
the same meeting. Budget reports are submitted to full council for approval every two months.

Any significant variances are addressed through authorisation of virements at the meeting.

Earmarked reserves are considered annually and inform the budget setting process. There are currently a large
among of reserves — this is due to CIL and a detailed reserves budget has been drawn up. General reserves are
regularly reviewed and are maintained at around 50% of the precept. A 3-year financial plan is currently being
written to explain and deal with the large level of reserves.




Woodcote Internal Audit report 2024 -25

Internal control objective Response | Notes/Recommendations
D. Appropriate accounting Yes The accounting system used is Scribe, a local council accounts package. Accounts are carried out on a Receipts
records have been properly and Payments basis.
kept throughout the year The opening balances in the cashbook agree to the audited accounts for 23-24, as published on the Council
website. The closing balance on the bank accounts was £380,481. This agrees to box 8 on the audited accounting
statements for 23-24. The closing balance for 2024-25 is £513,315 agreeing to the end of year bank statement.
Council minutes are up to date and are published as draft within a month of the meeting.
Internal control objective Response | Notes/Recommendations
E. Expected income was fully Yes VAT due in respect of financial year 2023-24 was received on 14" August 2024.
received based on correct VAT claims are undertaken every 6 months. VAT claim for April to July 2024 was provided as evidence.
prices, properly recorded and The only other income received is fees from the sports club. This is minuted.
promptly banked; and VAT An investment strategy has been adopted, although there are currently no investments. This is under review.
appropriately accounted for.
F. Petty Cash payments were N/A There is no petty cash.

properly supported by receipts,
all petty cash expenditure was
approved and VAT
appropriately accounted for

G. Salaries to employees and
allowances to members were
paid in accordance with the
authority’s approvals, and PAYE
and NI requirements were
properly applied

The clerk holds a formal contract of employment.
The council is registered with HMRC as an employer and PAYE is properly dealt with. The clerk’s April 2024 payslip
was provided as evidence. A pension has been offered.

H. Asset and investment
registers were complete and
accurate and properly
maintained

A formal asset register is held and updated annually — at the Annual PC meeting held in May. Additions and disposals
are minuted. Assets are shown at cost value.

Additions and disposals on the asset register agree to the difference between the asset value stated on the current
and prior year Accounting Statements.

The clerk physically verifies the assets regularly.

I Periodic bank account
reconciliations were properly
carried out during the year.

Bank reconciliations are carried out monthly, noted at PC meetings and signed as per internal controls.
Year end bank reconciliation agrees with the accounting statements and the corresponding bank statements.




Woodcote Internal Audit report 2024 -25

J. Accounting statements
prepared during the year were
prepared on the correct
accounting basis, agreed to the
cashbook, supported by an
adequate audit trail from
underlying records

Accounting statements are prepared accurately and agree to the cashbook. Value of receipts and value of payments
agree to the cashbook. Line 8 agrees to the year-end bank reconciliation and supporting bank statements.

Difference in asset register values is explained fully in Explanation of Variances report

K. If the authority certified itself
as exempt from a limited
assurance review in the prior
year, it met the exemption
criteria and correctly declared
itself exempt.

N/A

L. The authority publishes
information on a free to access
website / web page, up to date

The Council does not fall within the Transparency Code for Smaller Authorities limit however it is good practice to
publish all the information requested in the code. Woodcote PC meets these requirements:
. All items of expenditure above £100

at the time of the internal audit . End of year accounts
in accordance with any relevant . Annual governance statement
transparency code . Internal audit report
requirements . List of councillor or member responsibilities
. Location of public land and building assets
. Minutes, agendas and papers of formal meetings

M. The authority, during the
previous year, correctly
provided for the period for the
exercise of public rights as
required by the Accounts and
Audit Regulations

Notice of Public Rights was published correctly for the financial year 2023-2024.
The Council confirmed in Minutes the dates set for the Notice of Public Rights (this is not a statutory requirement but
it is accepted as audit evidence that the Council complied with the publication requirements).

N. The authority complied with
the publication requirements
for the prior year AGAR.

The PC correctly published the Annual Governance Statement, the Accounting Statements, the External Auditor’s
report and the Notice of Conclusion of Audit.




Woodcote Internal Audit report 2024 -25

O. Trust funds (including Yes The PC is a trustee of the Woodcote Allotment Charity

charitable) - the Council met its Meetings and accounts are held separately from the PC and the return was submitted on time for 2024.
responsibilities as a trustee

Internal control objective Response | Notes/Recommendations

Miscellaneous

Website Accessibility Yes The Council website is partially conformant with WCAG 2.1 level AA

Documents are published as pdfs.

Members’ interests

Code of conduct was reviewed on 1°* May 2024.
South Oxfordshire District Council holds the list of members’ interests.
Any declarations of interests are recorded in the minutes.

Policies GDPR:
e Privacy notice
e Data Protection policy
e Information Request policy
e Freedom of Information Publication scheme
e Document Retention policy
Committees The following committees/working groups exist:

e Staffing committee

e Public spaces Working Group

e Greenmoor Pond Restoration committee
Terms of reference are available for these groups.

Data storage

Electronic data is backed up on Onedrive regularly. Physical records are securely stored.

S137/GPC

The PC is not eligible for the General Power of Competence. S137 payments are well within the allowed limit and
noted separately.




Woodcote Internal Audit report 2024 -25

(signed)

Internal audit carried out by

(print)

Lisa Wilkinson

Audit type (delete as appropriate) INTERIM ANNUAL

Date 07/05/2025

Any further comments

The overall internal audit assurance rating is EXCELLENT

Acknowledgments
The help and co-operation of Laura White is greatly appreciated.

Part 3 of Annual Return form completed and signed 07/05/2025




Annual Governance and Accountability Return 2024/25 Form 3

To be completed by Local Councils, Internal Drainage Boards and other Smaller Authorities*:
* where the higher of gross income or gross expenditure exceeded £25,000 but did not exceed
£6.5 million; or
* where the higher of gross income or gross expenditure was £25,000
or less but that:
 are unable to certify themselves as exempt (fee payable); or
* have requested a limited assurance review (fee payable)

Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return 2024/25

1. Every smaller authority in England that either received gross income or incurred gross expenditure
exceeding £25,000 must complete Form 3 of the Annual Governance and Accountability Return at the
end of each financial year in accordance with Proper Practices.

2. The Annual Governance and Accountability Return is made up of three parts, pages 3 to 6:
* The Annual Internal Audit Report must be completed by the authority’s internal auditor.

* Sections 1 and 2 must be completed and approved by the authority.
» Section 3 is completed by the external auditor and will be returned to the authority.

3. The authority must approve Section 1, Annual Governance Statement, before approving Section 2,
Accounting Statements, and both must be approved and published on the authority website/webpage
before 1 July 2025.

4. An authority with either gross income or gross expenditure exceeding £25,000 or an authority with
neither income nor expenditure exceeding £25,000, but which is unable to certify itself as exempt, or is
requesting a limited assurance review, must return to the external auditor by email or post (not both)
no later than 30 June 2025. Reminder letters will incur a charge of £40 +VAT:

« the Annual Governance and Accountability Return Sections 1 and 2, together with

* a bank reconciliation as at 31 March 2025

* an explanation of any significant year on year variances in the accounting statements
* notification of the commencement date of the period for the exercise of public rights

* Annual Internal Audit Report 2024/25

Unless requested, do not send any additional documents to your external auditor. Your external auditor will
ask for any additional documents needed.

Once the external auditor has completed the limited assurance review and is able to give an opinion, the
Annual Governance and Accountability Section 1, Section 2 and Section 3 — External Auditor Report
and Certificate will be returned to the authority by email or post.

Publication Requirements
Under the Accounts and Audit Regulations 2015, authorities must publish the following information on
the authority website/webpage:

Before 1 July 2025 authorities must publish:

* Notice of the period for the exercise of public rights and a declaration that the accounting statements
are as yet unaudited;

+ Section 1 - Annual Governance Statement 2024/25, approved and signed, page 4

» Section 2 - Accounting Statements 2024/25, approved and signed, page 5

Not later than 30 September 2025 authorities must publish:

* Notice of conclusion of audit

» Section 3 - External Auditor Report and Certificate

» Sections 1 and 2 of AGAR including any amendments as a result of the limited assurance review. It
is recommended as best practice, to avoid any potential confusion by local electors and interested
parties, that you also publish the Annual Internal Audit Report, page 3.

The Annual Governance and Accountability Return constitutes the annual return referred to in the Accounts and Audit Regulations 2015.
Throughout, the words ‘external auditor’ have the same meaning as the words ‘local auditor’ in the Accounts and Audit Regulations 2015.

*for a complete list of bodies that may be smaller authorities refer to schedule 2 to the Local Audit and Accountability Act 2014.
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Guidance notes on completing Form 3 of the Annual Governance and
Accountability Return (AGAR) 2024/25

* The authority must comply with Proper Practices in completing Sections 1 and 2 of this AGAR. Proper
Practices are found in the Practitioners’ Guide* which is updated from time to time and contains everything
needed to prepare successfully for the financial year-end and the subsequent work by the external auditor.

* Make sure that the AGAR is complete (no highlighted boxes left empty) and is properly signed and dated. Any
amendments must be approved by the authority and properly initialled.

* The authority should receive and note the Annual Internal Audit Report before approving the Annual
Governance Statement and the accounts.

* Use the checklist provided below to review the AGAR for completeness before returning it to the external
auditor by email or post (not both) no later than 30 June 2025.

* The Annual Governance Statement (Section 1) must be approved on the same day or before the Accounting
Statements (Section 2) and evidenced by the agenda or minute references.

* The Responsible Financial Officer (RFO) must certify the accounts (Section 2) before they are presented to
the authority for approval. The authority must in this order; consider, approve and sign the accounts.

* The RFO is required to commence the public rights period as soon as practical after the date of the AGAR approval.

* You must inform your external auditor about any change of Clerk, Responsible Financial Officer or
Chair, and provide relevant authority owned generic email addresses and telephone numbers.

» Make sure that the copy of the bank reconciliation to be sent to your external auditor with the AGAR covers all
the bank accounts. If the authority holds any short-term investments, note their value on the bank
reconciliation. The external auditor must be able to agree the bank reconciliation to Box 8 on the accounting
statements (Section 2, page 5). An explanation must be provided of any difference between Box 7 and
Box 8. More help on bank reconciliation is available in the Practitioners’ Guide*.

« Explain fully significant variances in the accounting statements on page 5. Do not just send a copy of the detailed
accounting records instead of this explanation. The external auditor wants to know that you understand the
reasons for all variances. Include complete numerical and narrative analysis to support the full variance.

« |f the bank reconciliation is incomplete or variances not fully explained then additional costs may be incurred.

» Make sure that the accounting statements add up and that the balance carried forward from the previous year
(Box 7 of 2024) equals the balance brought forward in the current year (Box 1 of 2025).

» The Responsible Financial Officer (RFO), on behalf of the authority, must set the commencement date for the
exercise of public rights of 30 consecutive working days which must include the first ten working days of July.

« The authority must publish on the authority website/webpage the information required by Regulation 15 (2),
Accounts and Audit Regulations 2015, including the period for the exercise of public rights and the name and
address of the external auditor before 1 July 2025.

Completion checklist — ‘No’ answers mean you may not have met requirements ‘ Yes No

All sections Have all highlighted boxes have been completed?

Has all additional information requested, including the dates set for the period
for the exercise of public rights, been provided for the external auditor?

Internal Audit Report | Have allhighlighted boxes been completed by the internal auditorand explanations provided?

Section 1 For any statement to which the response is ‘no’, has an explanation been published?

Section 2 Has the Responsible Financial Officer signed the accounting statements before
presentation to the authority for approval?

Has the authority’s approval of the accounting statements been confirmed
by the signature of the Chair of the approval meeting?

Has an explanation of significant variations been published where required?

Has the bank reconciliation as at 31 March 2025 been reconciled to Box 8?

Has an explanation of any difference between Box 7 and Box 8 been provided?

Sections 1 and 2 Trust funds — have all disclosures been made if the authority as a body corporate is a
sole managing trustee? NB: do not send trust accounting statements unless requested.

*Governance and Accountability for Smaller Authorities in England — a Practitioners’ Guide to Proper Practices,
can be downloaded from www.nalc.gov.uk or from www.ada.org.uk
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Annual Internal Audit Report 2024/25

Woodcote Parish Council

www.WoodcoteParish.gov.uk

During the financial year ended 31 March 2025, this authority’s internal auditor acting independently and on the
basis of an assessment of risk, carried out a selective assessment of compliance with the relevant procedures and
controls in operation and obtained appropriate evidence from the authority.

The internal audit for 2024/25 has been carried out in accordance with this authority’s needs and planned coverage.
On the basis of the findings in the areas examined, the internal audit conclusions are summarised in this table. Set
out below are the objectives of internal control and alongside are the internal audit conclusions on whether, in all
significant respects, the control objectives were being achieved throughout the financial year to a standard adequate
to meet the needs of this authority.

Internal control objective | Not
Yes No* | covered™**
A. Appropriate accounting records have been properly kept throughout the financial year. [l
B. This authority complied with its financial regulations, payments were supported by invoices, all 0
expenditure was approved and VAT was appropriately accounted for.
C. This authority assessed the significant risks to achieving its objectives and reviewed the adequacy 0
of arrangements to manage these.
D. The precept or rates requirement resulted from an adequate budgetary process; progress against 0
the budget was regularly monitored; and reserves were appropriate.
E. Expected income was fully received, based on correct prices, properly recorded and promptly 0
banked; and VAT was appropriately accounted for.
F. Petty cash payments were properly supported by receipts, all petty cash expenditure was approved 0
and VAT appropriately accounted for.
G. Salaries to employees and allowances to members were paid in accordance with this authority’s O
approvals, and PAYE and NI requirements were properly applied.
H. Asset and investments registers were complete and accurate and properly maintained. 0
I. Periodic bank account reconciliations were properly carried out during the year. 0
J. Accounting statements prepared during the year were prepared on the correct accounting basis (receipts
and payments or income and expenditure), agreed to the cash book, supported by an adequate audit 0

trail from underlying records and where appropriate debtors and creditors were properly recorded.

K. If the authority certified itself as exempt from a limited assurance review in 2023/24, it met the
exemption criteria and correctly declared itself exempt. (If the authority had a limited assurance 0
review of its 2023/24 AGAR tick “not covered”)

L. The authority published the required information on a website/webpage up to date at the time of the
internal audit in accordance with the relevant legislation.

M. In the year covered by this AGAR, the authority correctly provided for a period for the exercise of
public rights as required by the Accounts and Audit Regulations (during the 2024-25 AGAR period, 0
were public rights in relation to the 2023-24 AGAR evidenced by a notice on the website and/or
authority approved minutes confirming the dates set).

N. The authority has complied with the publication requirements for 2023/24 AGAR
(see AGAR Page 1 Guidance Notes).

O. (For local councils only) Yes | No [Notapplicable

Trust funds (including charitable) — The council met its responsibilities as a trustee. O

For any other risk areas identified by this authority adequate controls existed (list any other risk areas on separate sheets if needed).

Date(s) internal audit undertaken Name of person who carried out the internal audit

20/02/2025 16/04/2025 07/05/2025 Lisa Wilkinson
Signature of person who GN (X/Mlb 07/05/2025

carried out the internal audit Date
*If the response is ‘no’ please state the implications and action being taken to address any weakness in control
identified (add separate sheets if needed).

**Note: If the response is ‘not covered’ please state when the most recent internal audit work was done in this area and when it is
next planned; or, if coverage is not required, the annual internal audit report must explain why not (add separate sheets if needed).
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Section 1 — Annual Governance Statement 2024/25

We acknowledge as the members of:

Woodcote Parish Council

our responsibility for ensuring that there is a sound system of internal control, including arrangements for
the preparation of the Accounting Statements. We confirm, to the best of our knowledge and belief, with
respect to the Accounting Statements for the year ended 31 March 2025, that:

‘Yes’ means that this authority:

1. We have put in place arrangements for effective financial
management during the year, and for the preparation of
the accounting statements.

prepared its accounting statements in accordance
with the Accounts and Audit Regulations.

2. We maintained an adequate system of internal control
including measures designed to prevent and detect fraud
and corruption and reviewed its effectiveness.

made proper arrangements and accepted responsibility
for safeguarding the public money and resources in
its charge.

3. We took all reasonable steps to assure ourselves
that there are no matters of actual or potential
non-compliance with laws, regulations and Proper
Practices that could have a significant financial effect
on the ability of this authority to conduct its
business or manage its finances.

has only done what it has the legal power to do and has
complied with Proper Practices in doing so.

4. We provided proper opportunity during the year for
the exercise of electors’ rights in accordance with the
requirements of the Accounts and Audit Regulations.

during the year gave all persons interested the opportunity to
inspect and ask questions about this authority’s accounts.

5. We carried out an assessment of the risks facing this
authority and took appropriate steps to manage those
risks, including the introduction of internal controls and/or
external insurance cover where required.

considered and documented the financial and other risks it
faces and dealt with them properly.

6. We maintained throughout the year an adequate and
effective system of internal audit of the accounting
records and control systems.

arranged for a competent person, independent of the financial
controls and procedures, to give an objective view on whether
internal controls meet the needs of this smaller authority.

7. We took appropriate action on all matters raised
in reports from internal and external audit.

responded to matters brought to its attention by internal and
external audit.

8. We considered whether any litigation, liabilities or
commitments, events or transactions, occurring either
during or after the year-end, have a financial impact on
this authority and, where appropriate, have included them
in the accounting statements.

9. (For local councils only) Trust funds including
charitable. In our capacity as the sole managing
trustee we discharged our accountability
responsibilities for the fund(s)/assets, including
financial reporting and, if required, independent
examination or audit.

disclosed everything it should have about its business activity
during the year including events taking place after the year
end if relevant.

has met all of its responsibilities where, as a body
corporate, it is a sole managing trustee of a local
trust or trusts.

*Please provide explanations to the external auditor on a separate sheet for each ‘No’ response and describe
how the authority will address the weaknesses identified. These sheets must be published with the Annual

Governance Statement.

This Annual Governance Statement was approved at a
meeting of the authority on:

Signed by the Chair and Clerk of the meeting where
approval was given:

and recorded as minute reference: Chair
Clerk
www.WoodcoteParish.gov.uk
Annual Governance and Accountability Return 2024/25 Form 3 Page 4 of 6

Local Councils, Internal Drainage Boards and other Smaller Authorities™



Section 2 — Accounting Statements 2024/25 for

Woodcote Parish Council

Year ending Notes and guidance
31 March 31 March Please round all figures to nearest £1. Do not leave any
2024 2025 boxes blank and report £0 or Nil balances. All figures must
£ £ agree to underlying financial records.

1. Balances brought Total balances and reserves at the beginning of the year

forward 295,922 380,481 | as recorded in the financial records. Value must agree to
Box 7 of previous year.

2. (+) Precept or Rates and Total amount of precept (or for IDBs rates and levies)
Levies 125,223 130,858| received or receivable in the year. Exclude any grants

received.

3. (+) Total other receipts Total income or receipts as recorded in the cashbook less

126,934 139,375| the precept or rates/levies received (line 2). Include any
grants received.

4. (-) Staff costs Total expenditure or payments made to and on behalf

of all employees. Include gross salaries and wages,
29,349 25,221 employers NI contributions, employers pension
contributions, gratuities and severance payments.

5. (-) Loan interest/capital Total expenditure or payments of capital and interest
repayments 0 0| made during the year on the authority’s borrowings (if any).

6. (-) All other payments Total expenditure or payments as recorded in the cash-

138,248 112,178 book less staff costs (line 4) and loan interest/capital
repayments (line 5).

7. (=) Balances carried Total balances and reserves at the end of the year. Must
forward 380,481 513,315| equal (1+2+3) - (4+5+6).

8. Total value of cash and The sum of all current and deposit bank accounts, cash
short term investments 380,481 513,315 holdings and short term investments held as at 31 March —

To agree with bank reconciliation.

9. Total fixed assets plus The value of all the property the authority owns — it is made
long term investments 255,371 160,128 up of all its fixed assets and long term investments as at
and assets 31 March.

10. Total borrowings The outstanding capital balance as at 31 March of all loans

0 O| from third parties (including PWLB).

For Local Councils Only

11a. Disclosure note re Trust funds
(including charitable)

11b. Disclosure note re Trust funds
(including charitable)

The Council, as a body corporate, acts as sole trustee and
is responsible for managing Trust funds or assets.

The figures in the accounting statements above
exclude any Trust transactions.

| certify that for the year ended 31 March 2025 the Accounting
Statements in this Annual Governance and Accountability
Return have been prepared on either a receipts and payments
or income and expenditure basis following the guidance in
Governance and Accountability for Smaller Authorities — a
Practitioners’ Guide to Proper Practices and present fairly
the financial position of this authority.

Signed by Responsible Financial Officer before being
presented to the authority for approval

Date 25/04/2025

| confirm that these Accounting Statements were
approved by this authority on this date:

as recorded in minute reference:

Signed by Chair of the meeting where the Accounting
Statements were approved

Annual Governance and Accountability Return 2024/25 Form 3

Page 5 of 6

Local Councils, Internal Drainage Boards and other Smaller Authorities™



Section 3 — External Auditor’s Report and Certificate 2024/25

In respect of Woodcote Parish Council

1 Respective responsibilities of the auditor and the authority

Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.

Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02 as issued by the NAO on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website —
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .

This authority is responsible for ensuring that its financial management is adequate and effective and that it has
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in
accordance with Proper Practices which:

* summarises the accounting records for the year ended 31 March 2025; and
 confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2024/25

(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met.
(*delete as appropriate).

(continue on a separate sheet if required)

Other matters not affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

3 External auditor certificate 2024/25

We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act
2014, for the year ended 31 March 2025.

*We do not certify completion because:

External Auditor Name

External Auditor Signature Date
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Appendix Q
30.8. To approve the dates for the public rights of inspection: 3" June — 14" July 2025, being 30
working days including the first 10 working days of July.



Woodcote

FARIGH COUNCIL
NOTICE OF PUBLIC RIGHTS AND PUBLICATION
OF UNAUDITED ANNUAL GOVERNANCE &
ACCOUNTABILITY RETURN

ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2025

Local Audit and Accountability Act 2014 Sections 26 and 27
The Accounts and Audit Regulations 2015 (Sl 2015/234)

NOTICE

1. Date of announcement Thursday 22" May 2025

2. Each year the smaller authority’s Annual Governance and Accountability Return (AGAR) needs to be reviewed
by an external auditor appointed by Smaller Authorities’ Audit Appointments Ltd. The unaudited AGAR has been
published with this notice. As it has yet to be reviewed by the appointed auditor, it is subject to change as a result
of that review.

Any person interested has the right to inspect and make copies of the accounting records for the financial year
to which the audit relates and all books, deeds, contracts, bills, vouchers, receipts and other documents relating
to those records must be made available for inspection by any person interested. For the year ended 31 March
2025, these documents will be available on reasonable notice by application to:

The Clerk to the Council
Parish Office

Woodcote Village Hall Clerk@WoodcoteParish.gov.uk
Reading Road

Woodcote 07594210389

RG8 0QY

commencing on Tuesday 3™ June 2025
and ending on Monday 14 July 2025

3. Local government electors and their representatives also have:

The opportunity to question the appointed auditor about the accounting records; and

The right to make an objection which concerns a matter in respect of which the appointed auditor could
either make a public interest report or apply to the court for a declaration that an item of account is
unlawful. Written notice of an objection must first be given to the auditor and a copy sent to the smaller
authority.

The appointed auditor can be contacted at the address in paragraph 4 below for this purpose between the
above dates only.

4. The smaller authority’s AGAR is subject to review by the appointed auditor under the provisions of the Local
Audit and Accountability Act 2014, the Accounts and Audit Regulations 2015 and the NAO’s Code of Audit

Practice 2015. The appointed auditor is:
| MOORE

Moore (Ref AP/HD)
Rutland House
Minerva Business Park
Lynch Wood
Peterborough

PE2 6PZ

5. This announcement is made by Mrs L White, Clerk to the Council egponsible Financial Officer

—

22" May 2025




Woodcote

FARISH COUNC
LOCAL AUTHORITY ACCOUNTS: A SUMMARY OF YOUR RIGHTS

Please note that this summary applies to all relevant smaller authorities, including local
councils, internal drainage boards and ‘other’ smaller authorities.

The basic position

By law, any interested person has the right to inspect the accounting records of smaller authorities. If
you are a local government elector or registered to vote in the local councils’ elections, then you are
able to ask questions about the accounts and object to them.

The right to inspect the accounting records

When your council has finalised its accounts for the previous financial year, they must advertise that
they are available for people to inspect. You must then provide the council with reasonable notice of
your intentions. Following this, by arrangement you will then have 30 working days to inspect and make
copies of the accounting records and supporting documents. You may be required to pay a copying
charge.

The right to ask the auditor questions about the accounting records

If you have any questions regarding the accounting records, you should first ask your smaller authority.
This must be done during the 30-day period for the exercise of public rights. You may also ask the
appointed auditor questions about an item in the accounting records. However, the auditor can only
answer ‘what’ questions, not ‘why’ questions so is limited with their response. To avoid any confusion,
it is advised that you put your questions in writing.

The right to make objections

Should you view something as unlawful or believe there are matters of wider concern in the accounts,
you may wish to object. If you are a local government elector, you have the right to ask the external
auditor to apply to the courts for a declaration that an item is contrary to the law and should be reported
as a matter of public interest. This must be done by telling the appointed auditor which specific item in
the accounts you object to and why you believe it to be unlawful or think a public interest report should
be made about it. You must provide clear evidence to support your objection, and this should be done
in writing and the copied to the council.

You should not use the ‘right to object’ to make a personal complaint or claim against your smaller
authority. Complaints of this nature should be taken to your local Citizens’ Advice Bureau, local Law
Centre or to your solicitor.

A final word

Smaller authorities, and so local taxpayers, meet the costs of dealing with questions and objections. In
deciding whether to take your objection forward, the auditor must consider the cost that will be involved.
They will only continue with the objection if it is in the public interest to do so. If you appeal to the courts
against an auditor’s decision, you may have to pay for the action yourself.
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30.9. To approve the CIL report for 2024-2025.



Woodcote

FARISH COUMNCIL
Woodcote Parish Council
Parish Office, Village Hall, Reading Road, Woodcote, RG8 0QY
Clerk@WoodcoteParish.gov.uk

Regulation 62A Monitoring Report for Parish and Town Councils
The Community Infrastructure Levy (CIL) imposes a charge on certain new developments, based on the size of the
properties being built. This is designated to underwrite the cost of improving the infrastructure within the District.
Woodcote Parish Council receives 25% of this Levy for developments carried out within its own Parish, as the
parish does has a Neighbourhood Plan in effect. This report is required by Regulation 62A of the CIL Regulations
2010 (as amended). It must be published by 31 December each year and made available on the Parish Council

website and forwarded to South Oxfordshire District Council (SODC).

CIL Declaration Report for Financial Year 2024/2025 Ended 31t March 2025

Regulation 62A Description Response
Reference (amount)
2(a) CIL Receipts — Total amount received in financial year 2024,/2025 f 21,445.77
2(b) CIL Expenditure — Total amount spent in financial year 2024,/2025 £0
2(c) Summary of CIL expenditure during the reported year including:
i) The items to which CIL has been applied
ii) The amount of CIL expenditure on each item
NIL
2 (d) (i) the total value of CIL receipts subject to notices served in accordance with regulation NIL
59E during the reported year
2 (d) (i) the total value of CIL receipts subject to a notice served in accordance with NIL
regulation 59E in any year that has not been paid to the relevant charging authority
by the end of the reported year.
2 (e) (i) CIL receipts for the reported year retained at the end of the reported year f£21,445.77
2 (e) (ii) CIL receipts from previous years retained at the end of the reported year £212,949.41
Total Retained | £ 234,395.18




Appendix R

Title End of Year Finance 2025 - 2026
Author Clerk to the Council / Responsible Financial Officer
Meeting Woodcote Parish Council Meeting — 21t May 2025

31.1. To approve the finalised payments list for April 2025, to approve payments for May 2025

April 2025
Voucher No Date Net VAT Total Description Supplier
15 29/04/2025 | £ 66.13 £ 13.22 £ 79.35 Telephone & Internet British Telecom (BT)
1 17/04/2025 | £ 6,000.00 £ - £ 6,000.00 Parish Office Hire Woodcote Village Hall Trustees
2 17/04/2025 | £ 462.74 £ 9255 £ 555.29 Grass cutting contract M & C Landscapes
3 17/04/2025 | £ 20.60 £ 412 £ 24.72 MS365 Microsoft Limited
4 17/04/2025 | £ 708.33 £ 141.67 £ 850.00 Remembrance Royal British Legion Industries
5 17/04/2025 | £ 293.25 £ 58.65 £ 351.90 Remembrance JSR PRECISION ENGINEERS LTD
6 17/04/2025 | £ 216.67 £ 43.33 £ 260.00 Inspection Training Pl Group Consultants
7 17/04/2025 | £ 50.00 £ - £ 50.00 Membership Fees Oxfordshire Neighbourhood Plan Alliance (ONPA)
13 14/04/2025 | £ 9.35 £ - £ 9.35 Bank Fees Lloyds Bank plc
Various £ 1,790.47 £ - £ 1,790.47 Total Staff Costs
Total £ 9,617.54 £ 353.54 £ 9,971.08
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May 2025
Voucher No | Date Net VAT Total Description Supplier
16 29/05/2025 | £ 66.13 £ 1322 | £ 79.35 | Telephone & Internet British Telecom (BT)
17 22/05/2025 | £ 16.98 ¢ 340 | £ 20.38 Playground Maintenance Amazon Services Europe SarL
18 22/05/2025 | £ 5.82 £ 117 | £ 6.99 | Playground Maintenance Biri Trading UK Ltd
19 22/05/2025 | £ 54.00 £ 1080 | £ 64.80 Playground Maintenance Online Playgrounds
20 22/05/2025 | £ 671.54 £134.31 | £ 805.85 Donation for Remembrance JSR PRECISION ENGINEERS LTD
21 22/05/2025 | £ 109.97 £ 2200 | £ 131.97 Donation for Remembrance Royal British Legion Industries
22 22/05/2025 | £ 20.60 £ 412 | € 24.72 | MS365 Microsoft Limited
23 22/05/2025 | £ 10.00 g 200 | € 12.00 | Mobile Phone SIM Costs GiffGaff Ltd
24 22/05/2025 | £ 1,536.51 £ 307.30 | £ 1,843.81 Grass cutting contract M & C Landscapes
25 22/05/2025 | £ 233.50 £ 46.70 | £ 280.20 Fence Repairs N D Building and Refurbishment
26 22/05/2025 | £ 25.63 £ - | £ 25.63 | Meeting Room Hire Woodcote Village Hall Trustees
27 22/05/2025 | £ 280.00 £ 56.00 | £ 336.00 | TreeWatering Darren Marcham (Agricultural Engineering Ltd)
28 22/05/2025 | £ 266.49 £ 53.30 | £ 319.79 | Waste collection Shield Maintenance Ltd
29 22/05/2025 | £ 60.00 £ - | £ 60.00 Membership Fees The Countryside Charity (CPRE)
30 22/05/2025 | £ 61.00 £ - | £ 61.00 | Annual Parish Meeting Redfern Inns Limited
14 13/05/2025 | £ 8.50 £ - | £ 8.50 | Bank Fees Lloyds Bank plc
Various £ 2,564.76 £ - | £ 2,564.76 Staff Costs
Total £ 3,426.67 £ 654.32 | £ 4,080.99

Consider transferring £50,000 to savings to gain the benefit of interest?




31.2. To note the receipts for April 2025, and consider returning £1 to the Village Hall Trustees.

April 2025 receipts.

Voucher No Date Net VAT Total Description Customer
9| 29/04/2025 | £ 272.00 £ - £ 272.00 Donation for Remembrance Jack French
7 | 25/04/2025 | £ 146.00 £ - £ 146.00 Donation for Remembrance Agricultural Engineering Ltd
8 | 25/04/2025 | £ 146.00 £ - £ 146.00 Donation for Remembrance British Modern Histroy Society
4 | 24/04/2025 | £ 8,082.81 £ - £ 8,082.81 CIL receipts South Oxfordshire District Council
6 | 23/04/2025 | £ 275.99 £ - £ 275.99 Donation for Remembrance Booker Family
1] 16/04/2025 | £ 1,011.22 £ - £ 1,011.22 Donation for Remembrance Community Coffee Shop
11 | 09/04/2025 | £ 434.65 £ - £ 434.65 Bank Interest Lloyds Bank plc
51 07/04/2025 | £ - £ 7,068.57 £ 7,068.57 VAT refund HMRC
3| 03/04/2025 | £ 66,446.00 £ - £ 66,446.00 Precept South Oxfordshire District Council
2| 01/04/2025 | £ 1.00 £ - £ 1.00 Donation Woodcote Village Hall Trustees
Total £ 76,815.67 £ 7,068.57 £ 83,884.24
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31.3.

To note the reconciled bank balances, up to 30*" April 2025.

Bank Reconciliation at 30/04/2025

Cash in Hand 01/04/2025 513,315.49
ADD
Receipts 01/04/2025 - 30/04/2025 83,884.24
597,199.73

SUBTRACT
Payments 01/04/2025 - 30/04/2025 9,971.08
Cash in Hand 30/04/2025 587,228.65
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 30/04/2025 0.00
Lloyds Current 30/04/2025 78,385.51
Lloyds BB Instant Deposit Account  30/04/2025 508,843.14

587,228.65
Less unpresented payments

587,228 65
Plus unpresented receipts
Adjusted Bank Balance 587,228.65

A = B Checks out OK

Lloyds Current Account: £78,385.51
Lloyds Savings Account: £508,843.14

31.4. To approve salaries and hours for the year ahead.

Clerk: 14 hours per week, SCP 28

Assistant Clerk: 8 hours per week, SCP 17

Appendix R

NOTE, Pay award for 2025-2026 has yet to be agreed, to be back dated to 1%t April once approved. Also
Clerk and Assistant Clerk on sliding hours, as the job hands over as per decision in December 2024,

Assistant Clerk Hours to increase as Clerk hours decreases.

Litter Pickers: National Living Wage, 3.75 hours per week.



Appendix R
31.5. To consider whether to engage the L Wilkinson as IA for 2025/2026, or to seek quotes for

other providers.
NOTE: It is not recommended to use an IA for more than three years, this year would be the third year with

L Wilkinson, so it would be appropriate to stay for one more year, but then to council should seek
alternatives.



