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6.1 To receive an update on the Village Hall Roof 

 
The invitation to tender was sent out on the 14th of May 2026 to 4 companies who had already expressed an interest in bidding for the project. The 

parameters of the project were clearly expressed and the timelines emphasized. 

 

Two of the companies arranged to make site visits though ultimately only one actually came as scheduled. 

 

By the deadline for submissions on the 4th of June only two companies submitted bids. On review one has expressed some doubt about being able to fulfil the 

contract in the allotted timescales. They have also specifically ruled out an optional extra  requirement to visually check and replace any damaged or missing 

roof tiles on the rest of the roof within the contract price. 

 

The second bidder made a site visit and seems to meet all requirements. They have also expressed confidence in being able to work to our timelines. 

 

The Quotes and details are in the Confidential papers. 

 

The Trustees of the Pre-school have been in contact with queries about the project and timescales. To date and with current information, we have been able 

to confidently alley any concerns about impact to the pre-school beyond the 31st August 2026.  

 

A project Risk Register will be created and shared with the Cllrs.  

Title Village Hall Roof   

Author Clerk to the Council   
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7.1 To receive an update on invitation to quote for tree survey on two trees on the rec. 

 
 In April 2025 a Horse chestnut tree on the recreation ground had a number of branches fall in the high winds. This tree  (T58) had since been identified as 

weak and partially dead in the whole parish tree survey completed last June. 

 

 
 

The Tree surgeons who did the emergency work to make the tree safe recommended that it was assessed again in 6 months to a year after the works to 

ensure no further branches were in danger of coming down in a high wind.  

 

Quotes have been invited from Arboriculturists which proved to be quite high.  

 

Beechwood Tree care advised that they would be happy to come and look at the tree gratis and advise if a full survey was in fact wholly necessary. 

 

Title Public Spaces and Tree Matters    

Author Clerk to the Council   
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Taking advantage of their offer I have also asked them to look at the mature Lime tree (T27) whose roots were most impacted by the construction of the resin 

path. It appears to be in good health so this is purely a precautionary measure. 

 

 
 

The clerk is seeking quotes for work to remove sucker growth from several trees on the  recreation ground  and also any dead recently planted trees. These 

have not been received yet. 
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8.1 To review the General Action Tracker 
 

Action Item 
Assigned 
to 

Created 
on 

Due Date Priority Status 
Progress 
% 

Notes 

        
Borehole. Feasibility 

exploration 
Cllr KD 16/7/25   Low Parked 12   

Seek advice on costs for Public 
Toilet Build 

Clerk 20/8/25   Low Parked     

Put together costs for ongoing 
running and maintainance of 
public toilet 

Clerk 20/8/25   Low Parked 10   

Request usage stats from the 
3 schools re the Car Park in term 
times 

Clerk 28/8/25   High 
In 

progress 
33 

Emailed Heads of the 3 schools 
3/9/25. Cabin pre-school says they 
use 1 space everyday and 2 more 
occasionally. Carpark and traffic 
meeting held Langtree school have 
sent partial survay results received. 

Conduct a survay/count of car 
park users on a school day in the 
AM and PM 

Clerk 28/8/25   High Completed 100 
Data for 4 weekdays in March 

2026 collected. 

Update Parish Website RFO 15/9/25   Medium 
In 

progress 
70 In progress 

Dog fouling signs and poo bin Clerk 29/05/2025   Medium 
In 

progress 
75 In progress 

Title Clerk’s Report   

Author Clerk to the Council   
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Creating a list for HART 
(Highways Asset Response Team  

Clerk 3/11/25 1/1/26 Medium Completed 100 
HART Team has responded and 

for EVERY item I have been told to 
report it on Fix My Street. 

Contact with Highways re 
additional SIDs on Reading Road 

Clerk 3/11/25 20/5/26 Medium 
In 

progress 
100 Installed and operational. 

Invite Village residents to put 
forward suggestions to PC for 
actions to improve the village. 
To bring to a future PC Meeting 

Clerk 20/11/25 15/4/26 Medium Completed 100 
Review meeting has identified 

suggestions to explore. 

Car park signage (two way 
Exit/Entrance) 

Clerk 20/11/25   Medium 
In 

progress 
50 Car park line paint on order. 

Hire of Disabled access 
portaloo for installation outside 
Village Hall for 3 months.  

Clerk 19/2/26 
3 months in 

2026 
High Completed 95 

Two months of  usage uniformly 
approved of by resident responses.  

Order parts and repair 
practice  Football Goal 

Clerk 13/4/06 asap Medium 
In 

progress 
75 VH Handyman to fix and install. 

Explore inproving public 
transport other than the x40 

Clerk 6/5/26 none Medium Parked 10 

Going Forwards Buses have put 
services on hold due to the 
untimely death of their director. No 
other services exist at present. 

Explore PC subsidising access 
for village residents to Oratory 
sports facilities 

Clerk 6/5/26 none Medium 
In 

progress 
25 

Have been in contact with the 
lead at the  Sports centre and the 
Headmaster and the Burser are 
going to get in touch directly. 
Exploring use of tennis courts at 
Langtree. 

Excplore PC funding Youth 
Services  

Cllr TO 6/5/26 none Medium     
Clerk has sent M Maddock's 

contact detail to Cllr TO. 
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Water bottle filling station 
near Village Hall Carpark 
playground 

Clerk 6/5/26 none Medium 
In 

progress 
25 

£1694 for the unit. Sonning 
Common said it cost them about 
£1000 to install. Water source close 
to playground being investigated - 
we will ask the Primary school if we 
can install a metered spur. 
Unfortunately a pipe from the 
Village Hall or the storage garace 
woukd require digging up the rec 
car park so unsuitable. 
https://www.drinking-
fountain.co.uk/bottle-filler-
fountains/outdoor-bottle-filler 

              
https://www.drinking-

fountain.co.uk/bottle-filler-
fountains/outdoor-bottle-filler 

Enter the Best Kept Village 
competion (or similar) 

Cllt SC 6/5/26 none Medium       

Install planters by the 3 main 
village gates. 

Cllt SC 6/5/26 none Medium       

Ask for a quote to repair and 
paint the 3 village gates. 

Clerk 6/5/26 asap High 
In 

progress 
25 

Quote sought from Chiltern 
Woodcraft (who repair village 
benches and fences) 

Ask Highways if the parish 
may install bins at the Reading 
Road bus shelters 

Clerk 21/5/26 asap Medium 
In 

progress 
50 

Permission from Highways given. 
Sites for bins agreed, bins arriving 
17th June. 

                

  
9.2. To consider proposing Tidmore Lane as a Quiet Lane. 

 

Tidmore Lane was due to be designated a 20mph road as Phase 2 of the Oxfordshire 20mph programme. The programme has since ended and 

Tidmore Lane must have been forgotten. I have enquired of OCC Highways if they had any evidence or reason to support the decision to make it 

into a 20mpoh road that we could use as part of any proposal to turn it into a Quiet Lane.  

OCC Highways is also following up with  the 20Mph team about the status of remaining roads on their list. 

https://www.drinking-fountain.co.uk/bottle-filler-fountains/outdoor-bottle-filler
https://www.drinking-fountain.co.uk/bottle-filler-fountains/outdoor-bottle-filler
https://www.drinking-fountain.co.uk/bottle-filler-fountains/outdoor-bottle-filler
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9.3. To consider a quote for the renovation of the white entrance gates, on Goring Road and Red Lane. 

 

To be received. 

 

9.4. To receive an update on the proposal for a Woodcote – Goring bus service, and agree actions. 

 

See Action Tracker  

 

9.5. To receive an update on the proposal for use of Oratory School sports facilities, and agree actions. 

 

See Action Tracker though the Clerk has not yet been contacted back by Oratory School. Meanwhile an initial approach to the Head of Langtree 

School, Mr Bamford, about possible parish residents usage of the school tennis courts was very positively received. 

 

9.6. To receive an update on the proposal to install a water bottle filling station and agree actions. 

 

See Action Tracker. Costs have been obtained for the filling station but until we have a picture of the available water source a realistic cost for 

installation cannot be estimated. Cllr Booker has given the Clerk guidance on tracking down utility locations but Thames Water has not sent their 

maps yet.. 

 

9.7. To consider how to weed parish council areas of responsibility, including paths and playgrounds. 

 

A resident and user of the Play Ground pointed out that the grassy areas contained a lot of spiky weeds in the long grass. The Grass cutting 

contractors have been approached about the overdue cutting. They have moved to the updated schedule as per the new contract but have said it is 

taking some time to bed in with their team. Meanwhile the weeds have been removed.  

 

The PC used to have the weeds sprayed and now that we no longer encourage  that, would the PC consider contracting for manual removal at 

suitable intervals during the growing season? The playground grassy areas  should not be an issue when the regular mowing and strimming kicks in 

but there are cracks in the surfaces and around the bin areas where weeds are springing up. The same is true of the basketball court on Folly field. 
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9.8. To consider hiring office space in the Community Centre whilst the Village Hall is closed this summer. 

The Work Hub would be available to book at a cost of £14.00 per hour. The PC would have use of the space and printer facilities.  Drop ins would be 

possible. 

 

So that the Clerk and Deputy Clerk can continue to hold Open Office on Wednesdays during the Village Hall Roof fix project we propose that the PC 

consider hiring the small office facility or Work Hub in the Community Centre from 10 to 12.30 each Wednesday from the 27th of July to the 31st of 

August. 

 

9.9. To consider a proposal for a Village Appraisal and agree actions. 

 

The 2000 Village Appraisal is appended to this document. We had a resident enquire about instigating an updated one at our last full meeting. 

Unfortunately we can’t find a digital copy and the scan is of poor quality (I’ve also compressed an otherwise giant document). 

 

The document is included so that should the PC resolve to undertake another we are all clear as to the amount of careful consideration be given to 

the construction of the questionnaire. No attempt to estimate either effort or total cost has been conducted yet. 

 

9.10 To consider quotes for 5-a-side football goals and agree on supplier. 

 

As per an action at a pervious meeting a request for a grant was made to help fund  some all-weather. 5-a-side goals for use on the small recreation 

ground.  The grant application was successful and the parish has received £1000 towards the cost of the equipment. 

 

Quotes have been sought of 3 sports suppliers and are detailed in the confidential papers. 
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Title Finance 2026 - 2027 

Author Responsible Financial Officer 

Meeting Woodcote Parish Council Meeting – 17th June 2026 

 

31.1. To approve the finalised payments list for May 2026, to approve payments for June 2026 

MAY 

 
Voucher 
No Date  Net   VAT   Total  Description Supplier 

17 13/05/2026 £444.51 £88.90 £533.41 Ponds Restoration Peppard Building Supplies 

19 14/05/2026 £8.50 £- £8.50 Bank Fees Lloyds Bank plc 

6 21/05/2026 £20.00 £4.00 £24.00 Mobile Phone SIM Costs GiffGaff Ltd  

7 21/05/2026 £40.32 £8.06 £48.38 MS365 Microsoft Limited 

38 21/05/2026 £2,000.00 £400.00 £2,400.00 Consultation zebra crossing Glanville Consultants Limited 

39 21/05/2026 £250.00 £- £250.00 Internal Audit Lisa Wilkinson 

40 21/05/2026 £23.06 £- £23.06 Hall Hire Woodcote Village Hall Trustees 

26 22/05/2026 £312.00 £62.40 £374.40 Public Toilet Mammoth 

27 22/05/2026 £1,574.08 £314.82 £1,888.90 Grass Cutting M & C Landscapes 

28 22/05/2026 £372.00 £74.40 £446.40 Public Toilet Mammoth 

29 22/05/2026 £292.50 £58.50 £351.00 Waste collection Shield Maintenance Ltd 

30 22/05/2026 £2.95 £- £2.95 Waste collection P Tshering 

31 22/05/2026 £7.99 £- £7.99 Waste collection Laura White 

32 22/05/2026 £45.79 £9.17 £54.96 Waste collection Amazon Services Europe SarL 

33 22/05/2026 £12.08 £2.42 £14.50 Waste collection Eleven Seventeen Ltd 

34 22/05/2026 £8.32 £1.67 £9.99 Waste collection Wrap It and Pack It Ltd 

35 22/05/2026 £16.62 £3.32 £19.94 Waste collection Discounted Cleaning Supplies LTD 

41 22/05/2026 £2,918.00 £- £2,918.00 Library Grant Our Woodcote Library (OWL) 

42 22/05/2026 £340.00 £- £340.00 Grant  Woodcote Conservation Group 

43 22/05/2026 £40.00 £8.00 £48.00 Training (OALC) 

36 26/05/2026 £83.33 £16.67 £100.00 Internet British Telecom (BT) 

21 31/05/2026 £7.00 £- £7.00 Bank Fees Unity Trust Bank 

    £3,183.32 £- £3,183.32 Total Staff   

    £12,002.37 £1,052.33 £13,054.70 Total   
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JUNE 

 
Voucher 
No Date  Net   VAT   Total  Description Supplier 

58 08/06/2026 £8.50 £- £8.50 Bank Fees Lloyds Bank plc 

44 18/06/2026 £30.00 £- £30.00 Membership Fees Chiltern Society 

45 18/06/2026 £301.96 £60.39 £362.35 Waste collection Shield Maintenance Ltd 

46 18/06/2026 £23.06 £- £23.06 Hall Hire Woodcote Village Hall Trustees 

47 18/06/2026 £450.00 £90.00 £540.00 Tree Watering Agricultural Engineering Ltd 

48 18/06/2026 £1,574.08 £314.82 £1,888.90 Grass Cutting M & C Landscapes 

49 18/06/2026 £200.00 £40.00 £240.00 Playground inspection The Play Inspection Company 

50 18/06/2026 £10.00 £2.00 £12.00 Mobile Phone SIM Costs GiffGaff Ltd  

51 18/06/2026 £20.16 £4.03 £24.19 MS365 Microsoft Limited 

52 26/06/2026 £83.33 £16.67 £100.00 Office Broadband British Telecom (BT) 

59 30/06/2026 £7.00 £- £7.00 Bank Fees Lloyds Bank plc 

60 30/06/2026 £23.75 £4.75 £28.50 Village Green Bins Value Products Limited 

61 30/06/2026 £137.75 £27.55 £165.30 Village Green Bins Value Products Limited 

62 30/06/2026 £1,900.00 £380.00 £2,280.00 Village Green Bins Value Products Limited 

    £3,745.04 £- £3,745.04 Total Staff Including July PAYE & Pension 

    £8,514.63 £940.21 £9,454.84 Total   
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31.2. To note the receipts for May 2026. 

 
Voucher No Date  Net   VAT   Total  Description Customer 

9 31/05/2026  £    582.53   £     -     £    582.53  Interest on savings  Redwood Bank 

8 11/05/2026  £      37.16   £     -     £      37.16  Bank Interest Lloyds Bank plc 

     £    619.69   £     -     £    619.69  Total   
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31.3. To note the reconciled bank balances, up to 31st May 2026. 

 

Image Shows 

Cash In hand (A) = £470,469.14 

Adjusted Bank Balance (B) = £470,469.14 

A = B, Checks out OK. 

Adjusted Bank Balance is made up of 

Lloyds Current Account  £        441.50 

Lloyds Instant Access Savings  £  84,289.49 

Unity Trust Current Account  £  24,214.87 

Unity Trust Savings    £160,940.75 

Redwood 95day Saver  £200,000.00 
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Statement of Internal Controls 2026  17th June 2026 

STATEMENT OF INTERNAL CONTROLS   
For the period 1st April 2026 – 31st March 2027 

 
1. Scope of the Responsibility  

1.1. Woodcote Parish Council (the Council) is responsible for ensuring that its business is 
conducted in accordance with the law and proper standards, and public money is 
safeguarded and properly accounted for, and used economically, efficiently and effectively. 

1.2. In discharging this overall responsibility, the Council is also responsible for ensuring that there 
is a sound system of internal control which facilitates the effective exercise of the Council’s 
functions and which includes arrangements for the management of risk.  

 
2. The Purpose of the System of Internal Control 

2.1. The system of internal control is designed to manage risk to a reasonable level rather than to 
eliminate all risk of failure to achieve policies, aims and objectives; it can therefore only 
provide reasonable and not absolute assurance of effectiveness.  The system of internal 
control is based on an ongoing process designed to identify and prioritise the risks to the 
achievement of the Council’s policies, aims and objectives, to evaluate the likelihood of those 
risks being realised and the impact should they be realised, and to manage them efficiently, 
effectively and economically. 

2.2. The system of internal control is in place at the Council from date of approval for the year 
ending 31st March 2027 and up to the date of approval of the annual report and accounts in 
accordance with proper practice. 

 
3. The Internal Control Environment 

3.1. The Council 
3.1.1. The Council has appointed a Chairman who is responsible for the smooth running of 

meetings and for ensuring that all Council decisions are lawful.  
3.1.2. The Council reviews its obligations and objectives and approves budgets for the 

following year at either its November or December meeting.  This  meeting of the Council 
approves the level of precept for the following financial year. 

3.1.3. The Council monitors progress against objectives, financial systems and procedures, 
budgetary control and carries out regular reviews of financial matters. 

3.1.4. The full Council normally meets monthly and monitors progress against its aims and 
objectives at each meeting by receiving relevant reports from the Clerk. 

3.1.5. The Council carries out regular reviews of its internal controls, systems and procedures. 
3.2. Clerk to the Council & Responsible Financial Officer 

3.2.1. The Council has appointed a Clerk to the Council who acts as the Council’s advisor and 
administrator.  The Council has also appointed a Responsible Financial Officer who acts 
as the Council’s financial advisor and is responsible for administering the Council’s 
finances.  Both the Clerk and RFO are responsible for the day to day compliance with 
laws and regulations that the Council is subject to and for managing risks with respect 
to each of their roles.  They also ensure that the Council’s procedures, control systems 
and polices are adhered to with respect to each of their roles. 

3.3. Payments 
3.3.1. All payments are reported to the Council for approval.  Two members of the Council must 

authorise all payments. 
3.4. Risk Assessments / Risk Management 

3.4.1. The Council carries out regular risk assessment in repost of actions and regularly reviews its 
systems and controls. 
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3.5. Internal Audit 
3.5.1. The Council has appointed an independent Internal Auditor for the year 2026/2027 who 

will report to the Council on the adequacy of its records, procedures, systems, internal 
controls and risk management.  The effectiveness of the internal audit is reviewed 
annually. 

3.6. External Audit 
3.6.1. The Council has been appointed the External Auditor Moore until further notice.  

Following completion of the External Audit the annual Certificate of Audit is provided, 
which is presented to the Council. 

3.7. Internal Controls Checklist 
3.7.1. The Council uses the attached Internal Controls Check List to monitor the application of 

the internal controls throughout the year (Appendix 1). 
3.7.2. The Internal Controls Councillor (ICC) is selected randomly from the pool of Councillors 

each quarter, no Councillor may complete the check more than once per year.  The ICC 
for the quarter carries out the checks included on this checklist and the Council receives 
a report from the ICC at the following main meeting. 

4. Review of Effectiveness  
4.1. Woodcote Parish Council has responsibility for conducting an annual review of the 

effectiveness of its system of internal controls. The review of the effectiveness of the system 
of internal controls is monitored and informed by:  

4.1.1. the Clerk to the Council and the Responsible Financial Officer  
4.1.2. the work of the Independent Internal Auditor  
4.1.3. the External Auditors through the Annual Return and their annual letter  
4.1.4. the number of significant issues that are raised during the year. 

 

5. Review of the Statement 
This statement was accepted by the Parish Council at its meeting on 17th June 2026 and will be 
reviewed annually. 

 
 
Signed:       Dated: 17th June 2026 

 Cllr S Pritchard; Chair of the Council 
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Internal Controls Checklist 

Internal Controls Method 
ICC Initials & Date 

Q1 Q2 Q3 Q4 
Accounting records:  
• All credits and payments are inputted into the accounting software immediately.  
• All transactions are shown to be cross referenced against bank statements.  
• Receipts are issued where required/requested.  
Method: randomly selected invoices to be cross referenced against Financial Report, Day Book and Bank Statements. 
Review any outstanding invoices. 

    

Payments:  
• All invoices for payment are printed and filed, invoices are attached to each Scribe entry.  
• All payments are listed in the Financial Report and approved at each meeting of the full Council.  
• The Financial Report is included in the meeting minutes.  
Method: randomly selected invoices to be cross referenced with the relevant meeting minutes to confirm Council 
approval, and verify included in Scribe. 

    

Cheques:  
• All cheque stubs are signed by two Councillors  
• Cheque numbers are included on the invoice and the Financial Report.  
Method: cross reference random cheque payments with invoices and the relevant meeting minutes to confirm Council 
approval. 

    

VAT:  
• The accounting software separates VAT amounts for relevant invoices.  
• VAT is reclaimed quarterly.  
Method: check the Day Book for invoices that include VAT. 

    

BANK RECONCILLIATION:  
• The cashbook is checked against the monthly bank statements.  
• The account balance is included on the Financial Report.  
• All unpresented cheques are listed in the Financial Report.  
Method: check that all Bank Statements have been cross referenced with transactions in the Day Book and that the 
account balance values are the same. 
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Review of Effectiveness of Internal Audit 2026         17th Sept 2025 

REVIEW OF EFFECTIVENESS OF INTERNAL AUDIT  
For the period 1st April 2026 – 31st March 2027. 

Expected Standard Evidence of Achievement Areas for Development 
1. Scope of internal audit Terms of reference were approved by full council in May 2026 

Scope of audit work takes into account risk management processes 
and wider internal control. 
Terms of reference define audit responsibilities in relation to fraud. 

Standing Orders and Governance Documents are 
formally reviewed throughout the year, with Standing 
Orders Approved as suitable for use at the Annual 
Council Meeting. 
Audit responsibilities are reviewed annually and 

address concerns of ways to protect against fraud. 
2. Independence Internal Auditor has direct access to those charged with governance 

(see Financial Regulations). 
Reports are made in their own name to council. 
Auditor does not have any other role within the council. 

Confirmed. 

3. Competence No evidence that internal audit work has not been carried out 
ethically, with integrity and objectivity. 

Confirmed. 

4. Relationships Responsible officers (Clerk, RFO etc) are consulted on the internal 
audit plan and on the scope of each audit, (evidence is on audit files). 
Responsibilities for officers and internal audit are defined in relation to 
internal control, risk management and fraud and corruption matters. 
The responsibilities of council members are understood; training of 
members is carried out as necessary. 

Confirmed, though training is determined as it is locally 
available, based on need.  Clerk, and all Councillors are 
provided information about all opportunities for 
training, and to support this effort, funds are budgeted 
each year. 

5. Audit planning and 
reporting 

The audit plan properly takes account of corporate risk. 
The plan has been approved by the council. 
Internal Auditor has reported in accordance with the plan. 

Confirmed. 
For the audit plan, see Financial Regulations. Internal 
audit report received by the council on 05th June 2024 
was in accordance with the audit requirements. 
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Characteristics of 
‘Effectiveness’ 

Evidence of Achievement Areas for Development 

Internal audit work is planned Planned internal audit work is based on risk assessment and designed 
to meet the council’s governance assurance needs. 

Confirmed, and reviewed each year. 

Understanding the whole 
organisation, its needs and 
objectives 

The annual audit plan demonstrates how audit work will provide 
assurance in relation to the council’s annual governance statement. 

Confirmed, and reviewed each year. 

Be seen as a catalyst for change Supportive role of audit for corporate developments such as corporate 
governance review, risk management and ethics. 

Confirmed.  Internal audit and Financial Risk 
Assessment drives procedural changes for continuous 
improvement. 

Add value and assist the 
organisation in achieving its 
objectives 

Demonstrated through positive management responses to 
recommendations and follow up action where called for. 

Confirmed.  There is a history and ethos in the Council 
to address any internal concerns and recommendations 
as they arise. 

Be forward looking When identifying risks and in formulating the annual audit plan, 
changes on national agenda are considered. Internal audit maintains 
awareness of new developments in the services, risk management and 
corporate governance. 

Confirmed.  This is addressed as changes are notified 
and is considered in each annual review.  

Be challenging Internal audit focuses on risks and encourages members to develop 
their own responses to risks, rather than solely relying on audit 
recommendations. The aim of this is to encourage greater ownership 
of the control environment. 

Confirmed. 

Ensure the right resources are 
available 

Adequate resource is made available for internal audit to complete its 
work. 
Internal Auditor understands the body and the legal and corporate 
framework in which it operates. 

Confirmed. 

Note: Review of effectiveness of internal audit must be reviewed and adopted by council annually during the financial year and before 31 March. 

Review of the policy. 
This policy was accepted by the Parish Council at its meeting on 17th June 2026 and will be reviewed annually. 

Signed:          Cllr S Pritchard, Chair of the Council 
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Expenses Policy 2026  17th June 2026 

EXPENSES POLICY 

1. Introduction 

Woodcote Parish Council will make reimbursement for all or some of the expenses the Clerk 
and other staff, and the Chairman or Councillors may meet on its behalf when incurred in 
performing the duties required by the Council. 

All expense claims must be submitted using the Travel and Expenses Claim form (Appendix 1 
to this Policy) and accompanied by receipts.  

2. Staff, including Clerk 

Staff of the Council will be able to claim the following expenses: 

• Travelling and associated travel expenses on journeys on council business to include 
mileage at current HMRC Approved Mileage Allowance Payment (AMAP) rates and 
parking. 

• Subsistence which may include overnight accommodation and meals incurred in the 
performance of Council business (“other expenses”) provided that the other 
expenses have been receipted and approved by the Council.  

• Small purchases such as postage or supplies in accordance with Financial 
Regulations.  

• The fixed tax free rate for homeworking as agreed by HMRC, to be paid monthly, 
only when the Council has officially shut the Council Offices, for example during 
national lockdown in 2020.  (Christmas or other holiday shutdown do not attract this 
expense payment). 

3. Councillors, including Chairman 

Parish Councillors are unpaid and only councillors may receive an annual allowance if agreed 
by Council.  When this policy was approved there was no allowance budgeted for any 
Councillor.  There is a budget for a Chairman’s allowance to meet the expenses of the 
position, all reimbursements shall be supported by receipts. 

• Councillors (including the Chairman) may also be reimbursed for expenses for travel 
and subsistence on Council business outside the parish: 

o Travelling and associated travel expenses on journeys on council business to 
include mileage at current AMAP rates and parking. 

o For the purpose of making mileage claims, councillors are permitted to claim 
for “allowable journeys” only – made with the prior approval of the Council. 

o All claims are to be made promptly to the Clerk (within 2 months of 
expenditure) and where relevant MUST be accompanied by a receipt. 

• Councillors may be reimbursed for purchases made on behalf of the Parish Council – 
made with the prior approval of the Council, Clerk, or Responsible Financial Officer.  
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4. Review 

This document was approved for use at the meeting of the Parish Council on 17th  Juen 
2026, it shall be reviewed periodically, at least once per council term or if legislation 
dictates. 

 

 

Signed:        Dated: 17th June 2026 

  

S. Pritchard, Chair of the Council.        

 

[Appendix 1, Claim Form, follows) 
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EXPENSES CLAIM FORM 

Name of Claimant  

Date of Claim  

Milage Claims  

To  From Date Miles Claimed 

    

    

    

    

    

    

Total Milage Claimed (number of miles)  

Other Expenses (attach all receipts numbered sequentially to this claim form) 

Receipt Number Details Date Amount Claimed 

    

    

    

    

    

    

Total Expenses Claimed (in GBP) £ 
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DECLARATION BY CLAIMANT 

I declare the following expenses have been incurred in executing my duties for the Council, and are being 
claimed in accordance with the Expenses Policy. 

 

Signature: _______________________________________  Date: _________________________ 

 

VERIFICATION BY THE CLERK / RFO 

I have verified the expenses and present them to the Council to be formally approved for reimbursement. 

 

Signature: _______________________________________  Date: _________________________ 

 

 

APPROVED FOR PAYMENT BY COUNCIL 

These expenses were approved for payment at the Council meeting on (date)  

 

__________________________________________. 

 

Confirmation Signatures of 2 Council Member 

 

Signature: _______________________________________  Date: _________________________ 

 

Name: __________________________________________ 

 

Signature: _______________________________________  Date: _________________________ 

 

Name: __________________________________________ 
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FINANCIAL RISK ASSESSMENT AND MANAGEMENT REGISTER        
For the period 1st April 2026 – 31st March 2027 
 

1 Income 
 

Topic Risk Identified Risk Level 

LxI = Score 

Management of Risk Staff action Internal Audit 
Checks (Every) 

Precept Not submitted L2 x i8=16 Full PC Minute – RFO follow up Diary 12 months 

Not paid by DC L2 x i8=16 Check & Report To PC. Diary 12 months 

Adequacy of precept L8 x i8=64 Quarterly review of budget to actual Diary 12 months 

Grants – All Claims procedure L4 x i8=32 Clerk/RFO check quarterly Diary 12 months 

Receipt of grant when due L4 x i8=32 Check & Report to PC. Diary 12 months 

Investment Income Receipt when due L2 x i4=8   Check & Report to PC Diary 12 months 

Investment Policy L2 x i4=8 Review policy annually  Diary 12 months 

Surplus funds L2 x i4=8 Review policy annually  Diary 12 months 

Invoices:  

 

Invoices not paid to terms L6 x i8=48 Review relevant policies annually. Do 
not issue permits until invoices are 
paid in full. 

Check bank regularly 
for receipts, chase 
outstanding invoices 

Quarterly 

VAT Quarterly Return not 
submitted on time. VAT 126 
incorrectly charged or 
reclaimed, Council does not 
receive recovered VAT 

L2 x i4=8 Breakdown of VAT is recorded in 
Scribe.  Returns submitted directly 
from Scribe via MTD.  All receipts and 
payments are reviewed and approved 
at each monthly meeting of the 
Council 

Month end bank 
reconciliation 

Quarterly 
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2 Expenditure 
 

Topic Risk Identified Risk Level 

LxI = Score 

Management of Risk Staff action Internal Audit 
Checks (Every) 

Salaries Wrong salary paid L4 x i8=32 Check to minutes Member verify 12 months 

Wrong hours paid L4 x i8=32 Check to timesheet/contract Member verify 12 months 

Wrong rate of pay L4 x i8=32 Check to contract Member verify 12 months 

False employee L2 x i4=8L Check to PAYE Records & lists Member verify 12 months 

Wrong deductions – NI L4 x i8=32 Check to PAYE Calcs Member verify 12 months 

Wrong deductions – Income tax  L4 x i8=32 Check to PAYE Calcs Member verify 12 months 

Direct Costs 
and 
overhead 
expenses 

Goods not supplied to TC L4 x i8=32 Order system Approval check 12 months 

Invoice incorrectly calculated L4 x i4=16 Check arithmetic Approval check 12 months 

payment is excessive L4x i8=32 Signatory initials approval  Member verify 6 months 

payment to wrong party L2x i6=12 Signatory initials approval Scribe 
Voucher 

Member verify 6 months 

Cllrs Expenses or 
Allowances 

Cllr overpaid L2 x i2=4 Check Claim form and minutes RFO verify 6 months 

Income tax deduction L2 x i4=8 Check to PAYE Records & lists RFO verify 6 months 

Fiscal Support Power to pay L4 x i8=32 Minute power Member verify 12 months 

Agreement of Council to pay L4 x i6=24 Minute Member verify 12 months 

Conditions agreed L2 x i6=12 Use reasonable condition RFO check 12 months 

Cheque & voucher L2 x i6=12 Signatory initials approval Member verify 12 months 

Follow up verification L4 x i8=32 RFO check and consider budget RFO verify 12 months 

Election Costs Invoice at agreed rate L2 x i4=8 RFO check and consider budget RFO verify Whenever 
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Insurance  Inadequate cover, lapsing of policy, 
invalid policy, increase in premiums 

L4 x i8=32 Check policy schedule, monitor 
premiums and get quotes from 
other providers. Diarize renewal 
dates, RFO check and consider 
budget 

Diary & RFO verify Renewal or 
when any 
changes occur 

3 Other 
Topic Risk Identified Risk Level 

LxI = Score 
Management of Risk Staff action Internal Audit 

Checks (Every) 

Bank Error / 
Fraud.  
 

Loss of Council money,  
Loss of reputation 

L2 xi10=20 Fidelity Insurance 
Finance Committee see the original 
bank statements monthly,(not just 
downloads) all receipts and 
payments are signed off by two 
members after checking the invoice 
copy / timesheet/ work sheet 

Member verify Monthly 

Asset 
mismanagement  

Loss of community assets.  Value 
incorrect for disposal of community 
assets  

L4 xi10=40 Assets checked monthly, repairs 
carried out promptly subject to 
budget being approved by full 
Council. Any assets identified for 
disposal are subject to professional 
valuations from appropriate 
specialists and then put before the 
full Council for consideration 
followed by public consultation.  

Delegation to 
Clerk to get the 
valuations. Full 
Council 
Verification  

Whenever 
change occurs 
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Li

ke
lih

o
o

d
 10 20 40 60 80 100 

 

RISK 

8 16 32 48 64 80 High 

6 12 24 36 48 60 Medium 

4 8 16 24 32 40 Low 

2 4 8 12 16 20 

 
 

2 4 6 8 10 

Impact 

 
 

 

4 Review of the policy. 
 

This policy was approved for use by the Parish Council at its meeting on 17th June 2026 and will be reviewed annually.   
 

 
 

Signed:         Dated 17th June 2026 
  Cllr S Pritchard, Chair of the Council 
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GRANTS POLICY 

 Introduction 

Woodcote Parish Council has a limited budget for the award of grants, which is funded by 
the residents of the parish.  The Council can only award grants using certain legal powers 
and must be confident that any grant awarded will directly benefit those who live or work in 
the parish of Woodcote. 

Subject to funding being available, grants will be considered as and when they are received 
by the Parish Council Clerk and must meet the Council’s grant criteria set out below. 

This policy sets out the general principles and approach that the Parish Council will follow in 
respect of grants in the Parish. 

 Grant Philosophy 

The Council is aware that it does not have the financial resource to fund every request and 
must often make difficult decisions as to which projects and organisations to prioritise to 
provide grant funding.  

Generally, grants should be awarded for infrastructure projects, such as the purchase of 
equipment, works to community buildings or facilities and improvements to premises or 
similar.  Grants towards running costs, salaries or consumables, may be considered on a 
case by case basis.   

The Council may consider supporting a community event, festival or other special event.  

In order to make the greatest difference across a range of settings, the Council generally 
does not support year on year applications from the same organisations.  Historically, 
Woodcote Parish Council has given year on year running cost grants for the following: 

• Librarian 

• Youth Club Running Costs 

• St Leonards Churchyard Maintenance 

• Village Hall Maintenance 

• Woodcote Correspondent 

Whilst these have been granted historically, there is no guarantee in any given year they will 
be granted and every request must be accompanied by the appropriately completed “Grant 
Application Form”.  We welcome grant requests from all local organisations including start-
ups and new ideas. 

  Grant Requests & Application Process 

All grant requests must be made in writing and submitted to the Clerk.  The application form can 
be found in Appendix A to this Policy, a .docx, editable version of the forms can be requested 
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from the Clerk.  For groups who need assistance in completing the form, they should contact the 
Clerk to the Council in the first instance. 

The request must clearly indicate the purpose of the grant, details of the organisation or group, 
other sources of funding for the group or project that have either been or applied for, the 
amount requested from WVPC, and how that grant will specifically benefit those who live or 
work in the Civil Parish of Woodcote.  If all information is not provided, the request will be 
rejected by the Clerk, though the request can be resubmitted with all the necessary information. 

When the Clerk to the Council determines the request meets the grant criteria, they will 
then present the qualifying grant request for consideration at a full Parish Council meeting 
for consideration. 

 Grant Assessment 

Grants will be awarded to voluntary groups and societies, clubs, not-for-profit organisations, 
service or charities operating in the Woodcote Parish area where the benefit will be 
specifically for this area.  This list is not exclusive and may be amended at the Council’s 
discretion to the specific needs of the Grant being considered. 

The Council will determine the request by considering: 

• Whether the group/project has followed our grants process and meets the 
requirements. 

• How well the grant will meet the needs of the community, providing positive, 
impactful benefit to those who live and work in the Parish. 

• Evidence of a well-managed group including previous experience and track record. 

• Financial stability and viability of the group/project. 

• How effectively the group will use the grant. 

• Whether costs are appropriate and realistic. 

• What the level of contributions has been, or will be, raised and supported locally 

• Evidence that funding has been sought from other sources and the level of match 
funding available  

• Evidence of compliance with previous grant award conditions. 

The Parish Council will take into account any previous grant made to an organisation or 
group when considering a new application. 

Organisations should not make a presumption that funding will continue on a year on year 
basis. 
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 Applications Which Will Not Be Considered 

Woodcote Parish Council will not generally consider funding applications relating to or from 
the following: 

• Organisations that do not provide a service to the community in the Civil Parish of 
Woodcote. 

• Individuals or appeals supporting an individual. 

• General appeals. 

• Statutory organisations or the direct replacement of statutory funding. 

• Political groups or activities promoting political beliefs. 

• Religious groups where funding is to be used to promote religious beliefs. 

• Arts & sports projects with no community or charitable element. 

• Medical research, equipment, or treatment. 

• Animal welfare.  

• Projects that may take place before an application can be decided. 

• Organisations that have a closed or restricted membership. 

• Retrospective applications where the expenditure has been made, the project has 
been carried out or the event has taken place. 

• Any commercial venture or for private gain. 

Grants will not be awarded to individuals or to regional or national charities unless it is for a 
specific project in the Parish or where there will be obvious, specific benefit to the Council’s 
area.  Groups from outside the Parish who can demonstrate direct benefit to the area may 
request a grant, though priority will be given to local groups and organisations. 

 Decisions 

All grants and their amounts are awarded at the Parish Council’s discretion.  Woodcote 
Parish Council’s decision is final and there is no right of appeal. 

Only one request for a grant will be considered from any group or organisation in any 12 
month period, unless agreed at the time of the previous grant, that a further grant 
application may be welcomed. 

All applicants will be notified of the Council’s decision. 

 Payments 

Grant payment will be made by Bank Transfer, to a bank account in the name of the 
organisation only.  The Council reserves the right to request a copy of a recent bank 
statement as proof of the bank account details. 

In exceptional circumstances, and only by special request, will the payment be made by 
cheque, made out in the name of the named organisation.   
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In no circumstances will a payment, be that BACS or cheque, be made to an individual. 

 Monitoring and Reporting Requirements 

As a condition of receiving a grant from Woodcote Parish Council you are required to 
complete a short evaluation form, Appendix B to this Policy. 

Groups are expected to provide Woodcote Parish Council with written evidence of what the 
money has been spent on and the benefit it has brought to the people of the Parish.  Such 
evidence of how the money has been spent should include copies of invoices and receipts, 
plus attendance numbers, photos, press clippings, etc. where applicable.  This information 
should be submitted within 1 month of the event/project end or by the end of February 
each year whichever is sooner, so that it can be reported at the Annual Meeting of the 
Council. 

 General Grant Conditions 

• The grant can only be used for the purpose stated in the application and the Council 
reserves the right to reclaim any grant not being used for the specified purpose of 
the application.  However, if a group wishes to change the purpose of the grant they 
must seek approval by writing to the Council who will consider whether or not to 
approve the change. 

• Applications for projects where the work has already been completed will not be 
considered.  

• We will not support grants for the repayment of loans or cost of services, 
equipment, or provisions in anticipation of a grant. 

• Small grants must be spent within 1 year of award.  Any unspent monies left after 
this time must be returned. 

• Organisations are responsible for ensuring that they are in compliance with all 
applicable legal and statutory requirements (including those relating to health and 
safety and equalities). 

• Should for any reason the organisation disbands or the project is not completed the 
Council may ask for all or part of the monies to be paid back. 

• Acknowledgement of the financial support received from the Council is required on 
documentation and any promotional material, including websites. 

• In order to receive payment organisations/groups must have a bank account into 
which grants can be paid; payments will not be made to private individuals. 

Additional grant conditions may also be attached to any funding from Woodcote Parish 
Council and these will be set out in the award confirmation letter.  Failure to comply with 
any conditions attached to a grant may result in the grant being required to be repaid or 
affect future grant assistance. 
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 Review 

This document was approved for use at the meeting of the Parish Council on 16th June 2026, 
it shall be reviewed periodically, at least once per council term or if legislation dictates. 

Signed:       Dated: 16th June 2026  

Cllr S Pritchard, Chair of the Council      
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GRANT APPLICATION FORM 

Complete all sections. Contact the Clerk to the Council if you have any questions. 

Section A: The Organisation 

Name of Organisation  Main Contact Name 

   

Contact e-mail Address  Contact Phone Number 

   

Contact Address 

 

Are you a newly formed group (less than 1 year)?  How long has your group been operating? 

Yes                       No        

Do you have a voluntary management committee?  Do you have a formal constitution? 

Yes                       No       Yes                       No      

Do you have an equal opportunities policy/statement?  Do you have an annual record of accounts? 

Yes                       No       Yes                       No      

Please describe your group’s main activities:  
Please attach copy of most recent accounts and latest bank 

statement to your application. 

 

    

Section B: The Grant 

What is the Grant For?   

 

Who will benefit from the grant if approved?   

 

How will the Civil Parish of Woodcote benefit from the monies if the grant is awarded? 
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How much are you applying for?  How many people will benefit from the monies? 

     £   

Have any other bodies been approached for grant funding in relation to this application / Project? 

Yes                       No        

If Yes, please provide details. 

 

What will you do if you get less funding than you have asked for? Will all or part of the project still go ahead?  Please 
tell us what could be achieved if you only receive part funding? 

 

If successful your grant will be paid directly in to the bank account detailed on the bank statement given in support of 
Section A of this form, cheques will be provided in the name of the organisation on the bank statement only in 
exceptional circumstances.  If you require a cheque, please detail why below. 

 

Please provide a full breakdown of the project costs and how they will be funded: 

Item Cost Funded From 

   

   

   

   

   

   

   

   

   

   

Total Project Cost:   
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Section C: The Terms and Conditions 

By signing this Grant Application, you are agreeing to the following: 

• You are an official representative of your group and are authorised to apply for funding on their 
behalf.  

• Your details can be held with Woodcote Parish Council in accordance with the Data Protection Act 
to administer the grants process.  

• The information provided in this application is a fair and accurate description of your group and the 
project for which you are seeking funding.  Misleading or inaccurate information may result in your 
application being rejected.  Late application or failure to complete any section of the application 
form may result in your application being delayed or rejected.  

• Information about your group and your project may be made available as part of Woodcote Parish 
Council’s decision making system.  Personal contact details and bank details will not be made 
public. 

• You have given due regard to health and safety considerations and have controls in place to 
eliminate or reduce risk exposure.  

• You will provide Woodcote Parish Council with any information they request to enable them to 
assess your application.  This may include (but is not restricted to) a copy of your constitution, 
accounts or bank statements, equal opportunities policy, insurance and relevant health & safety 
policies.  

• You will provide Woodcote Parish Council with any evidence or monitoring information they 
request to ensure that any grant awarded has been spent in accordance with this application and 
any other terms and conditions.  

• Grant funding may be subject to additional terms and conditions, which will be made available to 
you if your application is successful. 

I confirm that the information given in this application is a fair and accurate description of our group and 
our proposed project.  

I am authorised to apply for funding on behalf of the group and agree to abide by the terms and 
conditions of the grants process. 

Name  Position in Organisation 

   

Signature  Date 

   

This completed application forms, copy of your financial accounts, bank statement and any other 
supporting documents should be returned to: The Clerk to the Council, Woodcote Parish Council 
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GRANT EVALUATION FORM 

Complete all sections. Contact the Clerk to the Council if you have any questions. 

Section A: The Grant 

Name of Organisation  Year of Award 

   

How much funding did you receive?  Did you spend the entire amount awarded? 

  £  Yes                       No      

If No, please explain why the full amount was not spent and detail how much remains? 

 

What did you use the grant monies for? 

 

 

Section B: Evaluation 

What difference has the funding made in the locality/community? 
Please include information about the number of people in Woodcote who participated and/or benefited from the 
grant. 

 

How did your group measure these benefits? 

 

Did you come across any problems in the delivery of your projects, and give reasons. 
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Please use this space to make any other comments which will help us improve the grants process/programme 

 

 

Section C: The Terms and Conditions 

It was a condition of your grant to fill in this evaluation form.  Failure to do so will affect any future grant 
funding applications. 

I am authorised to complete this form on behalf of the group. (Normally completed by the original 
applicant of the grant) 

Name  Position in Organisation 

   

Signature  Date 

   

 

This completed evaluation forms, and any other supporting documents should be returned to: 

Attention: The Clerk to the Council, Woodcote Parish Council 

NOTE: If you received money for equipment or capital works please include proof/copies of relevant 
receipts to this evaluation form. 

 


