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

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

         Office Hours: Mon – Fri 9am – 1pm 
TOWN CLERK and CEO: Katherine Jang 

28th January 2025 

SUMMONS TO ATTEND A MEETING OF THE 
FINANCE & RESOURCES COMMITTEE 

TO:  All Members of the Finance and Resources Committee 

VENUE:  The Council Chamber, Chipping Norton Town Hall 

DATE:  3rd February 2025 

TIME:  6:30pm 

Katherine Jang    
Town Clerk and CEO 

Recording of Meetings 
Under the Openness of Local Government Bodies Regulations 2014 the council’s public meetings may be 
recorded, which includes filming, audio-recording as well as photography.  

A G E N D A 

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

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

3. Minutes
a. To approve the minutes of the Finance and Resources Committee meeting held on 18th

November 2024.

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

5. Committee action plan
To note the committee action plan.

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

7. Schedule of payments for approval
To receive the schedule of payments.
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8. Forward work programme 
a. To review the following policies: 

a. Social Media Policy 
b. Communication Policy 

 
9. CCLA Funds 

To receive a report from the Responsible Finance Officer and agree next steps 
 

10. Grants 
a. To receive and consider a report for the second round of Grant applications for Financial 

Year 2024/25. 
b. To receive a funding briefing report from the Chipping Norton Theatre regarding core 

funding.  
 

11. Date of next meeting – 17th March 2025.  



                                                                                                                      

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

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

                                                                                          Office Hours: Mon – Fri 9am – 1pm 

 

1 
 

 

Minutes of a Finance and Resources Committee meeting held on the 
18th November 2024, at 6:30pm in the Council Chamber, Chipping 

Norton Town Hall 

PRESENT: Cllrs Ian Finney (Chair), Dom Rickard, Sandra Coleman, Mike Cahill, Emily Weaver, 
Alex Keyser (Substituting) 

ALSO PRESENT:  
Katherine Jang, Acting Town Clerk & CEO 
Alison Packer, Responsible Finance Officer 
Heidi Davies, Admin & Customer Service Assistant 
Paolo Oliveri, Maintenance Operative 
No Members of the public were present 
 

FR27 Apologies for absence 
Apologies received from Cllr Ritsperis, Cllr, Bibby and Cllr Whitmill 
 

FR28 Declaration of interests 
None 
 

FR29 Minutes 
a. RESOLVED. The Chair signed and approved the minutes of the Finance and 

Resources Committee Meeting as an accurate record held on the 23rd 
September 2024. 

b. Members noted the minutes of the Staffing Sub-Committee held on the 1st 
October 2024 

c. Members noted the minutes of the Staffing Sub-Committee held on 25th 
October 2024 

 
FR30 Public Participation 

None 
 

FR31 Committee Action Plan 
Members noted the ongoing committee action plan. 
 
Members discussed investments and would like more information on how 
investments can be more ethically handled. The Responsible Finance Officer will 
investigate this and provide a summary for the members at the next meeting. 
 

FR32 Correspondence 
Members noted correspondence from Chipping Norton Theatre regarding the work 
being done with the Core Funding provided by the Town Council.  
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The letter comprised all the community work that the Theatre are currently 
undertaking with the core funding from the Town Council. Members received an 
indication that Theatre may need more core funding starting financial year 2026/27 
 

FR33 Income and Expenditure 
Members received detailed current income and expenditure reports by budget 
heading. 
 

FR34 Schedule of payments for approval 
Members received the schedule of payments and did not raise any queries for the 
RFO 
 

FR35 Forward Work Program 
Members reviewed the following policy: 

a. CCTV Compliance 
RESOLVED: That no further amendments are required.  
 
 
Members received drafts of the following policies to approve: 
a. Flexible Working Requests Policy 
b. Hybrid Working Policy 
c. Maternity Leave Policy 
d. Paternity Leave Policy 
e. Shared Parental Leave Policy 
f. Parental Bereavement Leave Policy 
g. Adoption Leave Policy 
 
Members discussed whether to provide statutory or enhanced pay for the Maternity, 
Paternity, Shared Parental Leave, Bereavement, and Adoption Leave policies.  
RESOLVED: Members agreed to provide enhanced pay for the Maternity, Paternity, 
Shared Parental Leave, Bereavement, and Adoption Leave policies. 
 

FR36 Interim Audit Report 
Members received the interim audit report from the Council’s Internal Auditor 
The audit report did not raise any concerns. 
 

FR37 Committee Budget 2025-26 
Members received a report from the Responsible Finance Officer and discussed the 
detailed budget lines. Query raised over the Income over expenditure total – RFO 
checked master copy and corrected a clerical error shown on printed copy. 
 
Members requested that £20,000 to be removed from Town Hall Restoration code 
(6402) and noted that any works for the Town Hall could be taken from the existing 
Town Hall EMR. 
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FR38 Draft annual budget setting for 2025/26 

Committee members received a report from the Responsible Finance Officer and 
agreed spending priorities for 2025/26 to help inform the overall budget. 
 
Members discussed the overall budget and the various options for precept which will 
be dependent on available reserves and yet to be confirmed Tax Base figures from 
WODC. The budget and precept will be decided at the Full Council Meeting on 9th 
December 2024. 
 

FR39 Date of the next meeting  
Monday 3rd February 2025 
 
 

 

The Chair closed the meeting at 7.47pm. 

 

Signed as an accurate record……………………………………….. 

 

Date…………………………………………………… 



Agenda item 5 – Committee action plan  

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

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

Action  Who’s involved? Budget Commenc
ement 

Completion Notes/Comment  

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

CNTC  May 19 Ongoing  A full list of policies are on the F&R forward work 
programme and are being worked through systematically.  
For review at this meeting: 

- Social Media Policy 
- Communication Policy 

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

CNTC/STL Systems £8400 Telephone 
and comms 
£3000 IT 
hardware/software 

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

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

Appoint the internal auditor  CNTC  Septembe
r 2024 

September 
2025 

The internal auditor was appointed at the F&R meeting 
September 2025. 

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

n/a Annually Annually The interim audit report was received by the F&R Ctte in 
November 2024. 

Ensure that the Council is open and transparent  CNTC  Ongoing  Ongoing  Transparency page and Financial management page 
published on website.  
The publication page demonstrates how much is now 
available to residents via the Council’s website.  

Ensure that the Council’s finances are invested wisely  CNTC  Ongoing  Ongoing  Investment strategy approved July 2022.   
Ensure that the Council’s website is compliant, accessible, 
engaging, up to date and relevant  

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

Ensure that staff and members are suitably trained  CNTC £3000 July 22 Ongoing  Staff needs assessment complete. All staff training up to 
date.  
Member needs assessment has been circulated.   
Staff and Councillor training policy adopted.  

Providing grants to voluntary bodies/organisations in Chipping 
Norton 

CNTC/Organisations/Club
s/Community groups 

24-25 
£16,500 

July 2024 Feb 2025 Second tranche of grants to be considered at the F&R 
meeting Feb 2025.  

Managing Greystones leases  CNTC/tenants   Jul 22 Ongoing New leases have been drawn up. Land registry scale maps 
are complete. Valuation is now complete.  
All leases now signed as of August 2024.  

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

September2
024 

Final decision for the Quality award received August 2024. 
The next level of the scheme (Gold) requires a three-year 
business strategy plan and robust community 
engagement.  
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Chipping Norton Town Council  
 

Social Media and Electronic Communication Policy 

The use of digital and social media and electronic communication enables the Town 
Council to interact in a way that improves the communications both within the Council 
and between the Council and the people, businesses and agencies it works with and 
serves. 

The Council has a website, Facebook page, Instagram page, Twitter account and uses email 
and Mailchimp to communicate. The Council will always try to use the most effective 
channel for its communications. Over time the Council may add to the channels of 
communication that it uses as it seeks to improve and expand the services it delivers. When 
these changes occur this Policy will be updated to reflect the new arrangements. 

The Council’s social media intends to provide information and updates regarding activities 
and opportunities within our Town and promote our community positively. 

Communications from the Council will meet the following criteria: 

• Be civil, tasteful and relevant; 

• Not contain content that is knowingly unlawful, libellous, harassing, 
defamatory, abusive, threatening, harmful, obscene, profane, sexually 
oriented or racially offensive; 

• Not contain content knowingly copied from elsewhere, for which we do not 
own the copyright; 

• Not contain any personal information. 

• If it is official Council business it will be moderated by the Clerk and Deputy 
Clerk to the Council; 

• Social media will not be used for the dissemination of any political advertising. 

In order to ensure that all discussions on the Council page are productive, respectful and 
consistent with the Council’s aims and objectives, we ask you to follow these guidelines: 

• Be considerate and respectful of others. Vulgarity, threats or abuse of 
language will not be tolerated. 

• Differing opinions and discussion of diverse ideas are encouraged, 

but personal attacks on anyone, including the Council members or staff, will not 
be permitted. 

• Share freely and be generous with official Council posts, but be aware of copyright 
laws; be accurate and give credit where credit is due. 
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• Stay on topic. 

• Refrain from using the Council’s social media for commercial purposes or to 
advertise market or sell products 

The site is not monitored 24/7 and we will not always be able to reply individually to all 
messages or comments received. However, we will endeavour to ensure that any 
emerging themes or helpful suggestions are passed to the relevant people or authorities. 
Please do not include personal/private information in your social media posts to us. 

Sending a message/post via social media will not be considered as contacting the Council 
for official purposes and we will not be obliged to monitor or respond to requests for 
information through these channels. Instead, please make direct contact with the council 
staff and/or members of the council by emailing. 

We retain the right to remove comments or content that includes: 
 

• Obscene, harmful or racist content 

• Personal attacks, insults, or threatening language 

• Potentially libellous statements. 

• Plagiarised material; any material in violation of any laws, including copyright 

• Private, personal information published without consent 

• Information or links unrelated to the content of the forum 

• Commercial promotions or spam 

• Allegations of a breach of a Council’s policy or the law 

 

The Council’s response to any communication received not meeting the above criteria will 
be to either ignore, inform the sender of our policy or send a brief response as 
appropriate. This will be at the Council’s discretion based on the message received.  
 
Any information or comments posted on the Facebook page not in line with the above 
criteria will be removed as quickly as practically possible. Repeat offenders will be 
blocked from the Facebook page. 
 
If the post alleges a breach of a Council’s policy or the law the person who posted it will 
be asked to submit a formal complaint to the Council or report the matter to the Police as 
soon as possible to allow due process. 
 
Town Council Website. 
Where necessary, we may direct those contacting us to our website to see the required 
information, or we may forward their question to one of our Councillors for consideration 
and response. We may not respond to every comment we receive particularly if we are 
experiencing a heavy workload.   
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Town Council email. 
Email accounts are monitored mainly during office hours, Monday to Friday, and we aim 
to reply to all questions sent as soon as we can. An ‘out of office’ message should be used 
when appropriate. 
 
Officers are responsible for dealing with email received and passing on any relevant mail 
to members or external agencies for information and/or action. All communications on 
behalf of the Council will usually come from the Clerk or Deputy Clerk, and/or otherwise 
will always be copied to the Clerk. All new Emails requiring data to be passed on, will be 
followed up with a Data consent form for completion before action is taken with that 
correspondence. 
 
Individual Councillors are at liberty to communicate directly with residents in relation to 
their own personal views, if appropriate, copy to the Clerk.  
NB any emails copied to the Clerk become official and will be subject to The Freedom of 
Information Act. 
 
These procedures will ensure that a complete and proper record of all correspondence is 
kept. 
 
Do not forward personal information on to other people or groups outside of the Council, 
this includes names, addresses, email, IP addresses and cookie identifiers. 

 
Staff and Councillors should also be careful only to cc essential recipients on emails i.e. to 
avoid use of the ‘Reply to All’ option if at all possible, but of course copying in all who need 
to know and ensuring that email trails have been removed if possible. 

 
SMS (texting). 
Members and staff may use SMS as a convenient way to communicate at times. All 
are reminded that this policy also applies to such messages. 

 
Video Conferencing. 
If this medium is used to communicate please note that this policy also applies to the use of 
video conferencing. 

 
Internal communication and access to information within the Council. The 
Council is continually looking at ways to improve its working and the use of social 
media and electronic communications is a major factor in delivering improvement. 
 

 
Responsibilities of Members  
Councillors must remember that they are personally responsible for the content they  
publish on any form of social media.  
 
It is good practice for councillors to clearly separate professional, personal, or political  
aspects of their communication.  
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Councillors must ensure that they are familiar with the guidance that is set out within this  
policy and that their use of social media is not damaging to the reputation of the 
authority.  
 
Social media sites are in the public domain and it is important that councillors are 
confident about the nature of the information they publish. They must not publish or 
report on meetings or discussions that are meant to be private or internal to the Council. 
 
As more and more information becomes available at the press of a button, it is vital that 
all information is treated sensitively and securely. Councillors are expected to maintain 
an awareness of the confidentiality of information that they have access to and not to 
share confidential information with anyone. Failure to properly observe confidentiality 
may be seen as a breach of the Council’s Code of Conduct and will be dealt with through 
its prescribed procedures (at the extreme it may also involve a criminal investigation). 

 
Responsibilities of Officers  
Officers using social media in a personal capacity must ensure that this use is strictly  
personal, and not professional or political.  
 
As members of the public may nevertheless recognise officers as employees of the 
Council it is important that officers ensure that their personal use of social media is not 
damaging to the reputation of the Council.  
 
If an officer receives any threats, abuse or harassment from members of the public 
through their use of social media then they must report such incidents to the Town Clerk.  
 
Where officers use social media in a professional capacity to represent the town council, 
the town council’s corporate identity will be used and not that of any individual officer.  
 
Town council email addresses will be used.  
 
The use will be non-party political.  
 
Officers must not download any software, shareware or freeware, unless this has been  
approved and authorised by the Town Clerk.  
 
Failure to comply with the guidelines could result in disciplinary action being taken 

 
 
Accessibility 
 
These guidelines are intended to help the Council create social media content that is 
accessible to people with disabilities. Since, in many cases, there are limitations to the 
accessibility of a platform, one should check its associated documentation to determine 
which of its features support accessibility. 
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Alternative Text Descriptions for Images 
 
When social media platforms allow for alternative text descriptions on images, you should 
provide them.  Such text descriptions of images will be read aloud to non-sighted or low-
sighted users who rely on screen readers to consume social media content.  
 
Note that alternative text is only available to screen reader users. If there is visible text in 
your image that is small, low-contrast or low-resolution (cannot be enlarged), low-vision 
users who do not use a screen reader may not be able to read it. 
Captioning of Videos 
 
For video content, the Council should provide captions of the audio for the benefit of 
those without hearing, who are hard-of-hearing, and who are non-native speakers. 
Captions can be either closed captions (where a user can turn them on and off) or open 
captions (where the text is embedded into the video and cannot be turned on or off).  
 
Context for Animated GIFs 
 
On platforms that allow for alternative text descriptions on GIFs, the Council should 
provide them in the same manner as for still images. 
 
Note that this alternative text is only available to screen reader users. Many users who do 
not use screen readers may have trouble reading images of text in a GIF that are low-
resolution, low-contrast, distorted or only shown briefly. 
 
In either case, make sure the post can be understood through its non-graphical text 
alone, even if this means the text seems visually redundant to the image.  
 
CamelCase Hashtags 
 
Hashtags are an important component of social media posts. When authoring hashtags 
that are made up of multiple words, use initial capitalization, also known as CamelCase. 
Utilizing this simple technique makes the hashtag easier to read for all users and is more 
consumable by screen readers since their synthesized voices can recognize and 
pronounce individual words, and won’t concatenate and garble them.  
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Chipping Norton Town Council

COMMUNICATIONS STRATEGY 

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

PURPOSE 

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

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

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

METHOD OF COMMUNICATION 

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

ACTIVITY METHOD OF COMMUNICATION RESPONSIBILITY 

Monthly newsletter Admin/Cust Services Asst
Town Clerk 

Approved and draft minutes Website Town Clerk 

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

Town Clerk 

Supporting information for 
meetings (non-confidential) 

Website Town Clerk 

Council policies/procedures Website Town Clerk 

Annual Town Meeting Website/social media Town Clerk 

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

Town Clerk/Mayor 

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

Annual external audit Website/notice board Town Clerk 

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

Councillor vacancies Website/notice board/social media Town Clerk 

Financial statements and other 
financial information 

Website Town Clerk 
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SOCIAL MEDIA 

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

The Council’s website will be the main information hub and channel for communicating details about the Town Council.

The website will also act as a channel for other information such as local news and events, consultation details, road 

closures and anything that is of general interest to the local community including links to other websites.  The website 

will be regularly updated. 

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

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

COMMUNITY ENGAGEMENT 

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

Through a positive and transparent approach Councillors and staff will actively engage with the community and the local

media to promote the Council’s decisions and plans.  The Town Clerk will work with the Mayor, Deputy Mayor and 

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

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

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

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

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

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

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

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

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

‘Publication Scheme’. 

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

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

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

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

COMMUNICATION BY EMAIL, INTERNET AND TELEPHONE POLICY 

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

inherent risks such as: 

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

Email etiquette 

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

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

Telephone etiquette  

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

Introduction 

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

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

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

Legal requirements and restrictions 

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

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

Meetings 

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

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

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

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

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

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

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

Other communications with the media 

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

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

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

Approved at a meeting of Full Council on 22nd February 2023

Review date - Feb 2025

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

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


Item 9: Moving CCLA Funds 

The Responsible Finance Officer will give a verbal report about moving funds from the 
Town Council’s CCLA Funds to the instant access Unity Bank Account, to 
accommodate for cashflow within the upcoming months to April 2025. As the next 
instalment of the Town Council’s precept income is not expected until Mid/Late April 
2025, it is necessary to transfer funds to anticipate any shortfall required.  

Background information: 

Expected Monthly Invoices  Per month  Jan-Mar Jan-April     

Salaries & associated costs  £     19,666.00   £                  
58,998.00  

 £           78,664.00  

Cleaner  £       500.00   £                     
1,500.00  

 £              2,000.00  

Adobe   £          50.00   £                         
150.00  

 £                   200.00  

Gas  £   1,092.00   £                     
3,276.00  

 £              4,368.00  

Electricity  £            600.00   £                     
1,800.00  

 £              2,400.00  

McCracken   £   1,509.00   £                     
4,527.00  

 £              6,036.00  

WODC Rates   £   1,515.00   £                     
4,545.00  

 £              6,060.00  

WODC Waste TH  £       135.00   £                         
405.00  

 £                   540.00  

Castle Water  £          80.00   £                         
240.00  

 £                   320.00  

Heras fence Glyme 
Construction 

 £       120.00   £                         
360.00  

 £                   480.00  

Van hire  £   1,300.00   £                     
3,900.00  

 £              5,200.00  

Swift/siemens copier  £       100.00   £                         
300.00  

 £                   400.00  

Thames Water  £          53.00   £                         
159.00  

 £                   212.00  

H&S consultancy  £       301.00   £                         
903.00  

 £              1,204.00  

Pest Control  £            120.00   £                         
360.00  

 £                   480.00  

Bingo host  £       200.00   £                         
600.00  

 £                   800.00  

Total  £        
27,341.00  

 £                  
82,023.00  

 £        108,564.00  

 



Upcoming Expenditure (estimated): 

- Grounds Maintenance budget until April 2025: £18,490 
- Town Hall boiler repair 
- Insurance renewal, April 2025: £6,663 (2024) 

Funds currently available within the Unity instant access account: £21,435.30 

RECOMMENDATION: That the Council considers giving authority to the Responsible 
Finance Officer to transfer funds from CCLA to the instant access Unity Bank Account 
as required for cashflow purposes.  
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Chipping Norton Town Council 
Initial briefing regarding request to increase regular funding to The Theatre.  

 
This document arises out of discussions between The Theatre, Mayor Coleman, Luci Ashbourne and 
Katherine Jang, regarding the possibility of a reconsideration of the Town Council’s funding to The Theatre 
from April 2026. Whilst details may change in the interim, we are happy to provide a broad overview of the 
programmes of work that we are hoping the Town Council might provide partial support towards.  

Overall Summary 

Since the pandemic, The Theatre has radically changed and increased its outreach programme, providing a 
wide range of culture-led activities aimed at reaching those otherwise excluded from our work, and bringing 
about concerted social impact within the town and its community. Working in close partnership with other 
charities, statutory authorities and community organisations, we have responded to the express needs of 
the community, and the gaps in local provision.  

We are now at a stage where we seek to stabilise this programme of work, finding funding to make it 
sustainable into the mid-term future, rather than each programme working on a hand-to-mouth basis. We 
are seeking multi-year support from a number of organisations, in tandem with a multi-year grant received 
from West Oxfordshire District Council, to enable The Theatre to make longer-term commitments to this 
programme of work and the staff who deliver it.  

Strands of work 

The following strands of our outreach programme would be directly supported by an increase in funding 
from Chipping Norton Town Council: 

1) Chipping Norton Theatre’s ‘Community Tickets’ scheme.  
We have developed this successful scheme over the last four years, offering free and heavily 
subsidised tickets to performances and events to targeted groups of individuals and families who 
could not otherwise attend. Community Tickets are only ever supplied via partner organisations who 
work with us to identify those who would most benefit from the experience. Partners include 
families in our free school meal programme, local schools, foodbanks, social housing providers and 
charities, and recipients have included recently arrived refugees and Ukrainian families, economically 
disadvantaged families, adults and children with learning disabilities. 
 

2) Youth Theatre Open 
Youth Theatre Open is a new strand to our much loved youth theatre programme, providing a more 
relaxed environment, smaller groups and greater staffing support to those who are new to theatre 
activities and who would benefit from a more relaxed approach. The group leaders bring specialist 
experience and skills in managing neurodivergence and social, emotional and mental health needs.  
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It provides the perfect step on the ladder of engagement to young people who might otherwise have 
been excluded from our activities and makes a real impact on the wellbeing and quality of life for a 
group of young people who are often marginalised in formal education settings.  
 

 “I have a really good time and I feel quite relaxed, and like I can just be free. I think youth 
theatre has made me feel more confident and more relaxed outside of youth theatre as well. It 
is a really good place, and it’s good to share your love of acting, to talk about what’s been 
going on in your life and just have fun. Before I joined Youth Theatre I had very little 
confidence and although I can still be a bit shy my self confidence has definitely improved. I 
find it easier now to speak out in class and read in front of people. My mummy says it has also 
helped me in expressing my emotions.” Sienna, Youth Theatre Open Participant.  
 

3) Youth Theatre SEND  (Special Educational Needs and Disability) 
A brand new strand of youth theatre tailormade for young people with special educational needs and 
disabilities. Currently we support a significant number of young people with SEN, within our youth 
theatre, musical theatre and YT Open groups, as well as running our weekly adult learning disability 
theatre group. However, we would really like to meet the needs of the young people with more 
significant learning disabilities and support needs. We are often asked for a SEN specialist youth 
theatre, and would really like to support this group, who often face disadvantage and exclusion from 
activities that benefit their peers, and see them gain all the confidence, fun and life skills that youth 
theatre brings. As this a specialised, intensive programme that requires high support worker ratios, 
this strand would be dependent on sourcing additional funding.  
 

4) Great Company 
A much loved and depended upon Chippy Theatre institution, the Great Company is a theatre 
company for adults with learning disabilities. It uses theatre skills to unlock creativity, social 
confidence, communication skills and community engagement with others.  

 
 “It makes me feel happy and excited, and (i like) meeting new people, trying new things and 
getting to know new people well. That’s how it makes me feel.” – Matthew, Great Company 
Participant. 
 
“…participating in the group is very unique and immensely enriching for everyone's emotions, 
creativity, and social skills. The group opens hearts and gives everyone the courage to be 
themselves, helping each person believe in their abilities. It's a significant and joyful 
experience for all of us. The support our team receives from you and the entire theatre is also 
incredibly valuable.” –Great Company Participant Carer 
 

5) Parent Support Groups 
We offer two Parent Support Groups that see parents joining us from across the region to access 
community, peer support, expert advice and simple creative activities. The groups are run by trained 
arts practitioners alongside experts in the field. Our first group supports parents whose children are 
experiencing mental health challenges, and our evening group supports parents whose children have 
special educational needs and who are navigating the challenges of the SEN system. 
In response to request, we would like to introduce a third group, which would see us working with 
LGBTQIA+ arts practitioners to explore identities with parents who want to learn more about how to 
support their young people.  These groups, taken together, would benefit over 300 parents each 
year.  
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“I just wanted to say how much I appreciate and value the support and peer support provided 
by both parent support groups offered by the theatre (SEN and mental health). As you know, 
life with an SEN child can be very challenging and lonely and parental need in the area (and 
elsewhere) is great. I cannot thank you and the theatre enough for the great work you are 
doing for parents as well as everything you do in the community and with our young people.” - 
SEN support group parent 

6) Early Years: Little Limelights  
A music and drama group for the under 5’s and their grown ups, developing community integration, 
confidence building and communication skills.  
 

7) Chippy Creative  
Leading on and helping to manage the Chippy Creative group, bringing together organisations 
working towards creative solutions to social inequality, across the town and district.  

Projects in development that might form part of this programme (dependent on additional funding): 

 Dance and Movement for those living with Parkinson’s 

 Wheelchair Dance 

 Reminiscence sessions in local care homes 

 Family Play Day at the Lido 

 School Mental Health groups.  

Testimonials for our outreach and social impact work from users and stakeholders: 
 

“The sessions give me a bit of hope for the day – it’s basically the only thing that gets me 
through the day/week.”  Year 9 Mental Health Group Participant 

 
“I want to give a big thanks to you and to John for that great chance for our People to be a 
part of the Theatre and community, to Jenn who is doing incredible work with us and to the 
entire Chipping Norton Theatre. The care you give our group, the wonderful atmosphere, and 
your strong belief in everyone's abilities make them confident people and true actors!” - The 
Albion Centre 

 
“The Outreach team have come into school and worked with our year 7 and year 10 students, 
and supported them throughout the year, doing mental health activities and theatre work. 
And we are now running a Parent Support Group which focuses on parents who have children 
with anxiety. It’s been amazing. It’s all going really well and I’d like to work with the Theatre 
more, and offer even more support groups.”  
Claire Budd, Family Support Worker at Chipping Norton School 
 
“What you’re really good with is diversity. So for people that don’t fit in in schools, or feel they 
don’t fit in a particular box or aren’t conforming in the way they should do you give them 
those opportunities to shine and to build their self-esteem, and to feel that they’re accepted 
for who they are and what they are.”  Cara, Local Youth Worker 
 
“I work with a lot of families in the community, and it’s been amazing to see how a lot of those 
families and children have got involved with the Theatre. It gives a different element to what’s 
on offer for those children, building in their confidence and resilience and just finding out who 
they are through drama and creative activities.”  Catherine Spring, The Branch Trust  
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