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A8 5 HARWELL PARISH COUNCIL

Lands Committee
TERMS OF REFERENCE

1 Remit

To manage all aspects of “Lands” within the Parish Of Harwell for which the Parish Council
as responsibility, including but not limited to Play Area; Allotments; All Leased Land;
Cemetery & Church Yard; Recreation Ground; Recommendation of Fees in conjunction with
the RFO; Grass Cutting; General Grounds Maintenance and improvements; Tree and Shrub
Planting; Parish Office including equipment; Footpaths etc.

To review all planning applications and respond on behalf of the council to planning
consultations, and when considered appropriate send a representative of the Harwell Parish
Council to any relevant planning committee meetings of the planning authority.

2 Meetings
Meetings will be conducted in accordance with the Harwell Parish Council Standing Orders.

To meet regularly once per month, nominally 2 weeks either before or after the regular
Parish Council meeting.

The Clerk will minute all meetings of the Lands Committee and minutes will be submitted to
the Parish Council at the next meeting after approval for adoption.

The Clerk is responsible for submitting the responses to the Planning Authority.

3 Appointment of members

The Committee will be comprised of 4 core members with a quorum of three. Members will
be appointed at the Annual Council meeting. The Chairman will be elected by the
Committee at its first meeting after the Annual Council meeting, they may also appoint a
Vice-Chairman. The Clerk / Assistant Clerk will allow Committee membership substitutions
to be made with any councillor of Harwell Parish Council to ensure any given meeting is
guorate.

The Chairman of the Council shall be an ex-officio member of the Committee.

4 Delegated Authority

The Committee has s101 delegated authority to manage all matters as detailed in the scope
below on behalf of the Parish Council, with eh exception of items listed as
“recommendations” below.

Lands Committee Terms of Reference 2023 18 January 2024
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5 Scope

5.1 Land Matters

The Committee, liaising with the Clerk, and referring to the Lands Management Plan where
this has been approved, will manage on behalf of the Parish Council all land which belongs
to the Parish Council, or is the responsibility of the Parish Council, including:

a) All play areas, including inspections

b) Allotments

c) All lands leased out - Freeman Orchard, the Tennis court, the Harwellian, the Bowls
Club area and the pavilion, note, only the full Council can approve and sign leases.

d) The Cemetery & Churchyard

e) The Recreation Ground

f) Recommending of rents and fees for approval by the Council. (Allotments, Cemetery,
Pitches and special events)

g) Ensuring that a safety check of play area equipment is carried out once a month by a
councillor alongside weekly checks by grounds staff

h) Pitch management and usage

i) Grass cutting (frequency and timing)

j) General grounds maintenance, improvements and equipment

k) Shrub & tree planting

[) Parish office and IT equipment & strategy

m) Ecology and wildlife issues, assisted by the Environment Committee

n) Access to Council-owned property

o) Litter and dog fouling measures

p) Seating & Signage

g) Promotions and events

r) Health & safety issues

s) Footpaths

t) Risk Assessment

u) to draw up plans for new projects including costings, obtaining quotes and sourcing
(including application for) funding or spending withing budgets allocated by the
Council, predominately the 4000 Cost Codes.

5.2 Rights of Way

The Committee shall appoint a volunteer to organise an annual footpath walk to ensure that
all rights of way within the parish are maintained and to review and highlight any problems
with the rights of way.

The Committee shall check that all footpaths and bridleways within the parish are well sign-
posted and passable, that when necessary overgrowth and fallen trees etc. on Parish Land
are removed and that stiles, and gates are kept in good repair.

If footpaths need to be cut back, or fallen trees removed the matter should be referred to
the Clerk for appropriate remedy in accordance with the Council Policy for Trees and the
Maintenance of Public Open Spaces, and/or to OCC as appropriate.

Lands Committee Terms of Reference 2023 18 January 2024
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The Committee should whenever possible ensure that hedgerows alongside footpaths and
bridleways are maintained as good wildlife habitat:

e The committee may initiate projects to enhance wildlife habitat on Parish Council
land using parish budget.

e The committee may recommend to the full council projects to enhance wildlife
habitat off Parish Council Land and recommend funding sources.

Any problems identified with rights of way should be referred to FixMyStreet for
appropriate action and remedy.

5.3 Planning Matters
To consider all planning consultations in the parish or adjacent to the parish which will
affect our residents.

To study relevant plans. To endeavour to ensure that all relevant parties are given an
adequate hearing if they request this in accordance with the Council’s standing orders.

To endeavour to ensure that any objections or recommendations are based solely on
planning criteria. To consider environmental aspects when considering planning
applications.

To monitor the general environment of the parish and report to the planning authorities any
potential planning breaches.

To respond on behalf of the Parish Council to all consultations regarding planning issues or
issues that will have an impact on planning. The Committee is authorised to make written
representation and/or to elect a member to represent those views at the hearings of the
Vale of White Horse Planning Committee.

When an application is subject to appeal, the Committee is authorised to make written
representation or to elect a member to attend the hearing.

To attend planning training sessions as offered by the planning authority and to read all
relevant documentation to ensure that the Committee is aware of current legislation and
regulations.

When appropriate, seek expert opinion and guidance from other parties.

Lands Committee Terms of Reference 2023 18 January 2024
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6 Review

This Terms of Reference document was reapproved for use at the meeting of the Parish
Council on 18" January 2024, it shall be reviewed periodically, at least once per council
term.

Signed: Dated: 18t January 2024

T Pearson, Chair of the Council

Lands Committee Terms of Reference 2023 18 January 2024
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Rowstock Committee
TERMS OF REFERENCE

1 Remit

To discuss and make recommendations to the Council matters specifically in or affecting the
Residents of Rowstock.

2 Meetings
Meetings will be conducted in accordance with the Harwell Parish Council Standing Orders.
To meet regularly once per quarter (4 times per year).

The Clerk will minute all meetings of the Rowstock Committee and minutes will be
submitted to the Parish Council at the next meeting after approval for adoption. Where the
Clerk is unable to attend, a Councillor may take notes of the decisions made to pass to the
Clerk to write the minutes.

3 Appointment of members

The Committee will be comprised of 4 core members with a quorum of three. Members will
be appointed at the Annual Council meeting. The Chairman will be elected by the
Committee at its first meeting after the Annual Council meeting, they may also appoint a
Vice-Chairman. A minimum of two members shall be Councillors, up to two Rowstock
residents may be co-opted. The must meet the qualification criteria to be a councillor and
be a registered elector living in Rowstock.

4 Delegated Authority

The Committee has no delegated authority, but can make recommendations to the Council
for consideration.

5 Scope

To discuss matters relating specifically to the residents of Rowstock, hear representations
from the residents and make recommendations to the Council for consideration/approval.

Rowstock Committee Terms of Reference 2023 18 January 2024
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6 Review

This Terms of Reference document was reapproved for use at the meeting of the Parish
Council on 18" January 2024, it shall be reviewed periodically, at least once per council
term.

Signed: Dated: 18™ January 2024

T Pearson, Chair of the Council

Rowstock Committee Terms of Reference 2023 18 January 2024
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CONTRACT OF EMPLOYMENT

This document sets out your main terms and conditions of employment. It includes the
written particulars required by the Employment Rights Act 1996. The National Agreement on
Pay and Conditions of Service of the National Joint Council (“the NJC”) for Local
Government Services (“the Green Book”) applies to your employment save as amended by
this contract.

Name of Employer: [Insert Name] referred to as ‘the Council’ ‘us’ or ‘we’ or ‘our’
Address of Employer: [Insert Address of Employer]
Name of Employee: [Insert Name] referred to as ‘You’
Address of Employee: Insert Address of Employee]
(Please advise us of any change of name and/or address in
writing).
Dated: [Insert the date when this document is given]

Your employment with the Council is governed by the terms and conditions contained in this
agreement which starts from the start date and which supersedes all other agreements
whether in writing or otherwise.

This agreement incorporates the provisions contained in any correspondence from us offering
you employment and our staff policies. You will comply with any rules, policies and procedures
set out in the staff policies. If there is any conflict between the terms of this agreement and
the provisions of our staff policies, [which do not/which do] form part of your contract of
employment, the terms of this agreement shall prevail. We reserve the right (to be exercised
reasonably) to amend the terms of this agreement and the contents of the staff policies.

1. DATE AND DURATION OF EMPLOYMENT

Your employment under this contract will begin on [insert date when these terms
commence] and will continue, subject to the remaining terms of this agreement, until
terminated by either party giving the other the required notice as set out in this contract.

[Options for temporary appointments

Your employment under this contract will begin on [insert date when these terms
commence] and will continue, subject to the remaining terms of this agreement, until it ends
on [insert end date] without the need for notice unless previously ended by either party giving
the required notice in writing as defined in the Notice Clause below.

OR

[Your employment under this contract is to cover for maternity leave. It will begin on [insert
date when these terms commence] and will continue, subject to the remaining terms of this
agreement, until it ends on or around [insert end date] when the person you are covering for
is due to return to work. You will receive the notice set out in the Notice Clause below.
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Please note that your contract will not automatically renew if the person on maternity leave

decides not to return to work or returns on a part time basis. We reserve the right to review
the continuation and duties of the post and / or test the market at that time].

2. CONTINUOUS SERVICE

For the purposes of entitlements to annual leave, sick pay arrangements, and maternity
arrangements, continuous service includes continuous previous service with any public
authority to which the Redundancy Payments (Continuity of Employment in Local Government
etc.) (Modification) Order 1999 applies.

Your employment under these terms will begin on [insert start date for this contract]. Your
previous service, starting on [insert continuous service start date] counts towards your
continuous service with the council.

3. JOB TITLE
You are employed as [insert job title].

4. DUTIES
You are expected to perform all duties which may be reasonably required of you as set out in
the attached job description.

The list of duties in the job description is not contractual and not to be regarded as exclusive
or exhaustive. The Council may, at its discretion, require you to perform additional or other
duties (commensurate with the grade of your post), either instead of, or in addition to, your
normal duties; and may make minor amend your job description. Where substantive changes
are to be made this would be by agreement and after consultation with you.

The Council requires the highest standards from you in your performance at work and your
general conduct and in particular you must:

i. unless prevented by incapacity, devote the whole of your working time, attention and
abilities to the business of the Council;

ii. diligently, honestly and ethically perform such duties as may from time to time be assigned
to you by the Council,

iii. conduct your personal and professional life in a way which does not risk adversely
affecting the Council's standing and reputation;

iv. comply with all reasonable and lawful directions given to you by the Council;

v. report your own wrongdoing and any wrongdoing or proposed wrongdoing of any other
employee to your Line Manager immediately on becoming aware of it.
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vii. consent to the Council monitoring and recording your use of the Council’s electronic

communications systems for the purpose of ensuring that the Council’s rules are being
complied with and for legitimate business purposes.

The council reserves the right to make reasonable changes to any of your terms of
employment. You will be notified in writing of any change as soon as possible and in any event
within one month of the change.

5. PLACE OF WORK

You will be based at you home address [insert home address] and the office, [insert
address of workplace] which are your normal places of work. The council reserves the right
to require you to work from the office for [insert number of days] day per week and on
occasion to require you to work additional days up to [five] days per week from the office. On
days where you are working from the office this will be considered your place of work for the
day and no further payments will be made in relation to your commuting to the office.

You may be required to work elsewhere within a reasonable travelling distance either
temporarily or permanently in order to properly perform your role.

During your employment with us you may be required to travel [Specify the approximate
parameters]. You will not be required to work outside of the United Kingdom.

6. WORKING HOURS

Your normal working hours total [insert number of hours] per week and are worked from
[Monday to Friday] from [insert working times] with an unpaid break of [insert duration]
for lunch and such additional hours as necessary for the proper performance of your duties.

We reserve the right to amend these hours as may be reasonably required subject to
consultation with you.

7. PROBATIONARY PERIOD

The first [insert number] months of your employment with us will be a probationary period.
During the probationary period, your performance and suitability for continued employment
will be monitored. We may, at our discretion, extend the probationary period and will provide
you reasons for doing so.

At any time before your probationary period has been completed, either you or we may bring
your employment to an end by giving one weeks’ notice (unless termination without notice is
appropriate). We may decide to pay you in lieu of notice.

At the end of the probationary period or soon after, your performance will be reviewed and we
will write to you to tell you if you if your probation has been successful or not. You will remain
on your probationary period until you have received this written confirmation. Once the
probationary period is successfully completed, you will be confirmed in your role.
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8. TRAINING
During your employment, we will provide training in relation to [Insert detail of training
provided]. This training will be paid for by the council. We will also provide ongoing training,
as identified, to support you in your role.

Your continued employment shall be conditional upon you completing [specify training
course/qualification] within [date/timeframe]. We reserve the right in our absolute discretion
to terminate your employment without notice or payment in lieu thereof if the training is not
completed within the specified timeframe.

9. PAY AND BENEFITS

Your salary is £/{00,000] per annum being the current salary point [X] within the [X ] range in
scale [ X] as set out in the National Agreement on Salaries and Conditions of Service of
Local Council Clerks in England and Wales. [The pro-rata salary is £/00,000] p.a.]

Subject to satisfactory performance, you will progress automatically through the range [X] in
salary scale [X] by annual increments until you reach the maximum salary in the range. Your
first increment will be payable on 1st April [20XX] and thereafter on the 1st April each year
until you reach the maximum of the scale. The Council may withhold an increment if it is
considered that performance fell below the level expected, following an annual appraisal, or
award an additional increment for exemplary performance if it chooses to do so.

[Optional for relevant roles][In addition, one additional salary point will be added to
your salary, up to a maximum of four points, for success in obtaining or already
holding each of the following relevant qualifications:

1. The Certificate in Local Council Administration (CiLCA)

2. The Certificate in Higher Education in Community Governance
— Level 4 or one of its predecessor qualifications designed
specifically for the profession

3. The Foundation Degree in Community Governance — Level 5 or
one of its predecessor qualifications designed specifically for
the profession

4. BA (Hons) Degree in Community Governance — Level 6 or one of
its predecessor qualifications designed specifically for the
profession]

Your salary will be payable monthly in arrears on or about [Insert date] of each month
directly into your bank or building society. Each instalment will include payment for the
calendar month in which payment is made.

[Remove for hourly paid employees - Should it be necessary to calculate a day’s pay,
your current full time equivalent annual salary will be divided by 260].

You will also be entitled to the following benefits:
i. [Insertbenefit(s) and other remuneration and whether each is contractual or non-
contractual]
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We retain the right to remove your entitlement to the above non-contractual benefits at any

time.
[Additional Hours — below salary point 22 employees

If you work more than your normal working hours, then subject to the Council’s
approval, you will be reimbursed at the appropriate NJC rate for these hours or you
may take time off in lieu at atime to be agreed between you and the Council.]

[Additional Hours — other employees

If you work more than your normal working hours, then subject to the Council’s
approval, you may take time off in lieu at a time to be agreed between you and the
Council.]

10. DEDUCTION OF WAGES

If you owe us money at any time, you authorise us to deduct any sums due to us from your
salary including, without limitation, any over payment of salary; any advances or loans we
have made to you; a day’s or part day’s pay for each day or part day of unauthorised absence.
“Unauthorised absence” is not turning up for work unless your absence is due to genuine
sickness and you have notified us as set out in this contract; leave for which prior permission
has been granted; genuine reasons outside your control which are acceptable to us.

If you owe us money when you leave and your final salary payment is not enough to cover the
whole amount owed, you will be required to repay the outstanding amount due to us within
one month of leaving us.

11. EXPENSES

The Council will reimburse you when additional expenditure for travel, meals or overnight
accommodation is incurred in the performance of the Council’'s business, provided the
expenditure has been authorised in advance, receipted and approved in accordance with the
Council’s expenses policy. You shall abide by our policies on expenses as communicated
from time to time.

Mileage payments at the NJC rate in force will be paid as long as they are approved by the
Council. Please see the current rates below, unless otherwise updated by an updated
agreement.

Essential Users 451-999cc 1000-1199cc 1200-1450cc
Lump sum per £846 £963 £1,239
annum

Per mile first 8,500 36.9p 40.9p 50.5p
Per mile after 8,500 13.7p 14.4p 16.4p
Casual Users 451-999cc 1000-1199cc 1200-1450cc
Per mile first 8,500 46.9p 52.2p 65.0p
Per mile after 8,500 13.7p 14.4p 16.4p
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Home Working Allowance — Where you are required to work from home we will pay a home
working allowance at the tax-free value set by HMRC as in force at the time. In the event that
you choose to work from home, the allowance is not payable for any such period of time.

12. HOLIDAY ENTITLEMENT AND PAID LEAVE

Our holiday year runs from [insert dates e.g.1% April to 315 March] and your holiday accrues
monthly. If your employment starts or ends part way through a holiday year, we will pro-rata
your entitlement during that holiday year.

Full time staff are entitled to 23 days annual leave, plus bank holidays and 2 additional
(statutory) days (25 days plus bank holidays). An increase of 3 days is applied following 5
years’ continuous service (28 days plus bank holidays). We will pro-rata that figure where
necessary so that your holiday entitlement is in proportion to your working time during the
relevant holiday year.

If we need you to work on one of those bank holidays, you will be able to take your holiday on
a different day.

You should usually give at least two weeks’ notice when requesting annual leave and normally
give notice of at least one month before taking leave of one week or more. Requests for annual
leave must be made to your manager. The dates of your annual leave require the prior written
agreement of your Manager.

Annual leave must be taken at times agreed with your Manager. You may carry forward up to
5 days’ leave into the following leave year, subject to the approval of your Manager. You may
be able to carry additional days where you have been prevented from taking it in the relevant
leave year because you have taken maternity, paternity, adoption, parental or shared parental
leave, or if you have been on long term sick leave.

Holiday taken without our prior approval will be treated as unauthorised absence and may
lead to disciplinary action.

Holiday pay is calculated on the basis of your current rate of pay. Where you work variable
hours or if you receive commission payments/overtime/travelling-time allowance, then a day’s
pay will be calculated on the average pay in the previous 52 weeks.

You will have no entitlement to any payment in lieu of accrued but untaken holiday except
when your employment ends.

If, when your employment ends, you have taken more holiday (including bank holidays) than
you have accrued in that holiday year, we will deduct the equivalent amount of pay from any
payments due to you. If this amount is in excess of your final pay, you will be required to repay
the outstanding amount due to us within one month of the end of your employment.

If you or we have served notice to end your employment, we may require you to take any
accrued but unused holiday during your notice period.
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Details of all other types of paid leave that you may be entitled to including Maternity, Paternity,
Adoption and Shared Parental Leave, can be found in the [Staff Handbook/council policies].

13. PERFORMANCE AND DEVELOPMENT REVIEW
You will receive an annual performance and development review

14. ABSENCE FOR SICKNESS OR INJURY, AND SICK PAY
You must follow the procedure set out in the Council’s sickness absence policy. This policy
is non-contractual and may, at our discretion, be updated or amended from time to time.

If you are going to be off work because of sickness or injury you must telephone your Manager
giving the reason for non-attendance, by your usual start time on each day of absence. If you
are unable to notify personally due to the nature of the illness, someone else may make
contact on your behalf. Itis your responsibility to ensure we are notified. Failure to do so may
result in sick pay not being paid and may result in disciplinary action.

A self-certification system operates for absences from work due to sickness or injury not
exceeding seven days (including weekends and other non-working days). Immediately on
your return to work you must complete and return a self-certification form.

For sickness or injury absence exceeding seven days (including weekends and other non
working holidays) you must provide us with a Fit note (from your doctor or consultant) on your
return to work. However, if your absence is ongoing, you are expected to post your Fit note to
us upon receipt or alternatively to send us a photograph of both sides of the Fit Note, with the
original to follow.

All sickness or injury absence will be entered on your employment record.

Occupational Sick Pay

Any sickness absence taken is paid in line with our contractual sick/injury pay scheme
(inclusive of SSP) which provides payment during periods of certificated sickness as follows:

e During 1st year of service 1 months full pay, and (after 4 months’ service)
o 2 months half pay

e During 2nd year of service 2 months full pay, 2 months half pay

e During 3rd year of service 4 months full pay, 4 months half pay

e During 4th & 5th year 5 months full pay, 5 months half pay

o After 5 years service 6 months full pay, 6 months half pay

Occupational sick pay shall be inclusive of any statutory sick pay due in accordance with
applicable legislation. SSP and occupational sick pay are subject to the usual deduction for
PAYE, National Insurance, pension contributions etc.

15. PENSION
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We will comply with our auto-enrolment duties under Part 1 of the Pensions Act 2008. If you
are an eligible job holder, you will be automatically enrolled in our auto-enrolment scheme.
Further details of the scheme are available from [insert details]

16. GRIEVANCE PROCEDURE

If you have a grievance relating to your employment, you should raise this with your
[nominated line manager or chair of staffing committee] in the first instance (or their
manager where a grievance relates to your immediate manager). If you are unable to resolve
your grievance informally, the full grievance procedure is contained within the council’s
polices. The Grievance procedure is for guidance only and does not form part of the contract
of employment.

17. DISCIPLINARY RULES AND PROCEDURE

Our disciplinary procedure and rules can be found within the council’s polices. If you wish to
appeal against a disciplinary decision you should set out your reasons in writing. We will tell
you (usually in the disciplinary decision letter) who your appeal should be sent to, and the
timeframe for doing that. The procedure is for guidance only and does not form part of the
contract of employment and may be amended from time to time.

The list of rules is not to be regarded as exclusive or exhaustive and these may be added to,
amended or deleted at any point. Any breach of disciplinary rules will normally result in
disciplinary action.

We may impose one or more of a range of potential sanctions under our disciplinary policy.
These include a warning or an extension of a warning, dismissal, a change of duties, or
redeployment to another role (at the same or lower level — including demotion with a reduction
in salary).

18. NOTICE

During your probation period, you are entitled to be given and required to give [1 weeks]
notice in writing to terminate your employment for any reason. On completion of your
probationary period, you are required to give [1 months] notice in writing.

Notice given by us will be [1 months] following your probationary period and increase to [5
weeks] notice after [5 years] continuous service and thereafter by one week for each
additional year of continuous employment up to a maximum of 12 weeks for 12 years’ service.

The statutory position is

e 1 month to 2 years — statutory notice is 1 week

e 2t0 12 years — statutory notice is 1 week for each full year they have worked
(i.e. 5 years’ notice after 5 years’ service)

e 12 years or more — statutory notice is 12 weeks

If you have not provided the required notice in writing, we may withhold pay for notice
unworked due under your contract, but not paid. Anything owed to us will be deducted from
your final salary.

19. PAY IN LIEU OF NOTICE
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Instead of requiring you to work your notice, we may decide to pay you in lieu of notice,

bringing your employment to an end there and then.

Your payment in lieu will be made up of your net basic salary for the notice period less tax and
NI contributions. Any payment in lieu will not include any payments such as any payment in
respect of benefits; and any payment in respect of holiday entitlement that would have accrued
during the notice period.

20. OBLIGATIONS ON TERMINATION
On termination of your contract with us, you will:

i.  Immediately return (or arrange to be collected) all property and information belonging
to us in your possession or under your control, including but not limited to login details
and passwords for internal databases and IT systems or externally held software,
apps, databases, websites etc.

ii. lrretrievably delete any information relating to us which is in your control outside our
premises.

ii. If requested, provide a signed statement that you have fully complied with your
obligations under this clause together with such reasonable evidence of compliance
that we may request.

21. WORK DURING NOTICE PERIOD / GARDEN LEAVE

We may decide to put you on Garden Leave for some or all of your notice period. Garden
Leave means that you should not come into work, but you remain employed and entitled to
your contractual benefits and subject to your contractual obligations (apart from the
requirement to carry out work).

We will write to you at the time to confirm the rules that will apply to you during Garden Leave.
This may include a rule preventing you from working elsewhere or for yourself, during your
contracted hours to the Council, unless we agree to that in advance.

22. HEALTH AND SAFETY

You have a duty to ensure the health and safety of yourself and others. You must also co-
operate with the Council so that it can comply with its health and safety obligations.

You will be given a copy of the Council's Health and Safety Policy.

It is important that you familiarise yourself with your responsibilities.

Breach of these requirements may result in disciplinary action being taken against you in
accordance with the disciplinary procedure, which may result in your dismissal.

23. CONFIDENTIALITY

During your employment you will have access to and will use and otherwise handle
‘Confidential Information’ to do your job properly. By ‘Confidential Information’, we mean any
information or matter about the business or affairs of the Council or any of its business
contacts, or about any other matters which may come to your knowledge in the course of your
employment, and which is not in the public domain or which is in the public domain as a result
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of your breach of this agreement. It may, but will not necessarily, be in a recorded format
(usually hard copies or electronically).

You must not (unless in the proper course of your work and/or with our express prior
authorisation or in the situations outlined in this clause) use Confidential Information, make or
use copies of Confidential Information, or disclose Confidential Information to anyone or any
entity. That obligation applies during your employment and after it has ended.

You must do everything reasonable to protect Confidential Information and must tell us
straightaway if you know or suspect that Confidential Information has been leaked and/or is
being used outside our organisation or inappropriately inside our organisation. You should not
make assumptions about sharing of confidential information with other employees. If in doubt,
you should consult your line manager.

All Confidential Information belongs to us, and you must return it (including copies) to us when
requested during your employment or when your employment ends. You will need to confirm
that you have safely and securely deleted all versions and copies. We may withhold any salary
or other sum due to you until such time as all confidential information has been returned to us.
These provisions on Confidential Information do not affect your right to make a protected
disclosure as defined by the Employment Rights Act 1996 (see our Whistleblowing Policy), or
your duty to disclose Confidential Information if the law or a regulatory obligation requires that.

24, DATA PROTECTION

As part of our administrative and management processes, the Council will need to collect and
process personal data relating to you in accordance with data protection legislation in force at
the time. Details of what we will collect and process are set out in the Data Protection Policy
and our ‘Employee Privacy Notice'.

You must familiarise yourself with our Data Protection Policy and comply with the Council’s
data protection policy when handling any personal data in the course of your employment. If
you do not comply with it, we may treat that failure as a disciplinary issue and, in serious
cases, gross misconduct.

25. COUNCIL PROPERTY

During your employment you will have access to, and use of, various documents, manuals,
hardware and software provided for your use by the Council. These and any data or
documents (including copies) produced, maintained or stored on the Council's computer
systems or other electronic equipment (including mobile phones), remain the property of the
Council.

You may also be given the use of other facilities owned by the council including [mobile
phone], [laptop/desktop computer], [keys/pass card], [social media accounts].

You must take good care of all Council property that is in your possession and/or under your
control and use it for agreed and lawful purposes only. If, because of your misuse or
carelessness the property is lost, stolen or damaged, we may deduct from your pay some or
all of the cost of repair or a replacement.

10
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We may, at any time during your employment, and will on termination, require you to return all
Council property (including social media account details, or any computer or online
passwords) to us. You must do so on your last working day or as soon as possible as agreed
with the Council.

If you are placed on Garden Leave, we will usually require you to return all our property before
your Garden Leave begins.

26. MATERNITY, PATERNITY, ADOPTION AND PARENTAL ARRANGEMENTS
Your entitlement to maternity/paternity/adoption/shared parental leave and pay is as set out
in the relevant legislation and in the Green Book.

[Your entitlement to maternity/paternity/adoption/shared parental leave and pay is as
set out in the council's staff handbook/policies available at [add Link to documents].

27. REFERENCE DOCUMENTS

The National Agreement on Pay and Conditions of Service of the National Joint Council (“the
NJC”) for Local Government Services (“the Green Book”) applies to your employment save
as amended by this contract.

Further information regarding your employment is contained within the Council’s policies.
These cover policies such as Health and Safety, Equalities, the Grievance Procedure,
Disciplinary Procedure and Disciplinary Rules. You must comply with the Council’s policies.

28. CHANGE TO TERMS AND CONDITIONS OF EMPLOYMENT

This agreement sets out everything we have agreed. You and we are entering into it on the
basis that no discussions we have had, representations made, previous agreements reached,
or understandings we have come to are relevant to this agreement, or are to be relied on,
unless they are recorded in it.

Care has been taken to prepare this agreement, and neither you nor we will have a claim for
innocent or negligent misrepresentation or negligent misstatement in respect of its contents
(but that doesn’t exclude liability for fraud).

This contract may be altered by us in writing at any time after the date of signing and after
consultation with you.

Where changes to the terms set out in this statement occur by agreement (negotiation) with
you, you will be informed of these by means of a written statement of change which you will
be issued within one month of the change. Changes to non-contractual policies, rules and
procedures will be notified to you with one month’s notice.

| have read and understood the above clauses and accept the offer of employment on

these terms.

SIGNED DATE

11
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for and on behalf of [Insert name] Council

| accept the terms and conditions of my employment as set out above.

SIGNED DATE

Employee

12
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Title Finance 2023-2024

Authors Clerk to the Council

Meeting Harwell Parish Council Meeting — 18" January 2024
11.1. To approve January payments list.

Awaiting Finalised List




11.2.

To reapprove payments lists which have now been submitted to Scribe.

April — August Listed Below.

Voucher
No Date Net VAT Total Description Supplier
APRIL
1| 11/04/2023 | £ 44.75 £ 8.95 £ 53.70 | Fuel BE Fuel Cards Ltd
20 | 13/04/2023 | £ 60.00 £ - £ 60.00 | Website Support Webscape Gardener
29 | 13/04/2023 | £ 106.00 £ - £ 106.00 Harwell News Printing Stuart Morris (SCM)
34 | 13/04/2023 | £ 134.38 f 26.88 £ 161.26 | Sundries Various Viking
35 | 13/04/2023 | £ 158.33 £ 31.67 £ 190.00 | Printer Viking
39 | 13/04/2023 | £ 852.32 £ 170.46 £ 1,022.78 | OALC Membership Fees OALC (Oxfordshire Association of Local Councils)
88 | 13/04/2023 | £ 182.97 £ - £ 182.97 | Hall Hire Harwell Village Hall
94 | 14/04/2023 | £ 100.00 £ - £ 100.00 | Community Grant Boundary Park Sports Association
106 | 19/04/2023 | £ 48.25 £ 2.41 £ 50.66 | Electricity - Staff Building E-on Next Energy Limited
2 | 21/04/2023 | £ 76.18 £ 15.24 £ 91.42 | Fuel BE Fuel Cards Ltd
98 | 21/04/2023 | £ 9.40 £ 1.88 £ 11.28 | Microsoft 365 Microsoft Ireland Operations Ltd
114 | 21/04/2023 | £ 18.75 £ 3.75 £ 22.50 | Mobile Phone Charges EE Limited
124 | 28/04/2023 | £ 20.73 £ - £ 20.73 | Water - Staff Building Castle Water Limited
£ 1,812.06 £ 261.24 £ 2,073.30
Staff Costs £ 5,774.65 £ 5,774.65 | Staff Costs
£ 7,586.71 £ 261.24 £ 7,847.95
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MAY
138 | 02/05/2023 | £ 252.08 £ 5042 £ 302.50 | Waste Collection Biffa Waste Services Ltd
3 | 12/05/2023 | £ 90.80 £ 18.16 £ 108.96 | Fuel BE Fuel Cards Ltd
107 | 19/05/2023 | £ 41.07 £ 2.05 £ 43,12 | Electricity - Staff Building E-on Next Energy Limited
99 | 22/05/2023 | £ 9.40 £ 1.88 £ 11.28 | Microsoft 365 Microsoft Ireland Operations Ltd
115 | 22/05/2023 | £ 18.75 £ 3.75 £ 22.50 | Mobile Phone Charges EE Limited
148 | 22/05/2023 | £ 16.99 £ 3.40 £ 20.39 | Domain Registration 123-Reg Ltd
125 | 30/05/2023 | £ 20.73 £ - £ 20.73 | Water - Staff Building Castle Water Limited
139 | 30/05/2023 | £ 252.08 £ 5042 £ 302.50 | Waste Collection Biffa Waste Services Ltd
£ 701.90 £ 130.08 £ 831.98
Staff Costs £ 5,888.85 £ 5,888.85 | Staff Costs
£ 6,590.75 £ 130.08 £ 6,720.83
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4 | 02/06/2023 | £ 103.47 £ 20.69 £ 124.16 Fuel BE Fuel Cards Ltd

21 | 02/06/2023 | £ 60.00 £ - £ 60.00 | Website Support Webscape Gardener

36 | 02/06/2023 | £ 60.61 £ 1212 £ 72.73 | Sundries Various Viking

89 | 02/06/2023 | £ 1,683.22 £ - £ 1,683.22 | Parish Office Rent Harwell Village Hall

95 | 02/06/2023 | £ 25.00 £ - £ 25.00 | Poppy Wreath Poppy Appeal

97 | 02/06/2023 | £ 100.00 £ - £ 100.00 Community Grant Clean Slate
149 | 02/06/2023 | £ 99.99 £ 20.00 £ 119.99 | Website Hosting Krystal Hosting Ltd
150 | 02/06/2023 | £ 19.16 £ 3.83 £ 22.99 | Maintenance Sundries TradeUK
151 | 02/06/2023 | £ 26.62 £ 5.32 £ 31.94 | Maintenance Sundries TradeUK
152 | 02/06/2023 | £ 211.27 £ 42.25 £ 253.52 Finance Software Rialtas Business Solutions Ltd

5 | 09/06/2023 | £ 96.19 £ 19.24 £ 115.43 Fuel BE Fuel Cards Ltd

22 | 15/06/2023 | £ 60.00 £ - £ 60.00 | Website Support Webscape Gardener

37 | 15/06/2023 | £ 99.99 £ 20.00 £ 119.99 | Shredder Viking

90 | 15/06/2023 | £ 244.44 £ - £ 244.44 | Hall Hire Harwell Village Hall
153 | 15/06/2023 | £ 95.88 £ - £ 95.88 | Dropbox Dropbox
154 | 15/06/2023 | £ 74.37 £ 14.88 f 89.25 | Maintenance Sundries TradeUK
155 | 15/06/2023 | £ 120.00 £ 24.00 f 144.00 | Fence Post Specialist Welding and Fabrication
156 | 15/06/2023 | £ 124.22 £ 24.84 £ 149.06 Play Equipment Sundries Hugh Harris (FreshO-Air Fitness)
157 | 15/06/2023 | £ 269.02 £ 33.93 f 302.95 | Maintenance Sundries A L Vickery and Son
158 | 15/06/2023 | £ 325.00 £ 65.00 f 390.00 | Internal Audit Abbott Denton & Co
159 | 15/06/2023 | £ 440.00 £ - £ 440.00 | Staff Training Windsor Forest Colleges Group
160 | 15/06/2023 | £ 400.00 £ - £ 400.00 | Election Costs Vale of White Horse District Council
100 | 21/06/2023 | £ 9.40 £ 1.88 £ 11.28 | Microsoft 365 Microsoft Ireland Operations Ltd
116 | 21/06/2023 | £ 18.75 £ 3.75 £ 22.50 | Mobile Phone Charges EE LImited
140 | 26/06/2023 | £ 315.10 £ 63.02 £ 378.12 | Waste Collection Biffa Waste Services Ltd
126 | 28/06/2023 | £ 20.73 £ - £ 20.73 | Water - Staff Building Castle Water Limited

£ 5,102.43 £ 374.75 £ 5,477.18
Staff Costs f 6,452.78 £ 6,452.78 | Staff Costs
£ 11,555.21 £ 374.75 £ 11,929.96
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JULY
108 | 04/07/2023 | £ 18.76 £ 0.94 £ 19.70 | Electricity - Staff Building E-on Next Energy Limited
6 | 07/07/2023 | £ 121.48 £ 24.30 £ 145.78 Fuel BE Fuel Cards Ltd

161 | 07/07/2023 | £ 2,587.27 £ - £ 2,587.27 | Parish Insurance James Hallam Insurance (CAS Ltd)
162 | 18/07/2023 | £ 13.50 £ - £ 13.50 | Allotment Key Re Vamp Multi Serve Ltd
101 | 21/07/2023 | £ 9.40 £ 1.88 £ 11.28 | Microsoft 365 Microsoft Ireland Operations Ltd
117 | 21/07/2023 | £ 18.75 £ 3.75 £ 22.50 | Mobile Phone Charges EE Limited
163 | 25/07/2023 | £ 15.83 £ 3.17 £ 19.00 | Phone Charger Apple Distribution International Ltd
164 | 25/07/2023 | £ 60.80 £ 5.16 £ 65.96 | Maintenance Sundries TradeUK

23 | 26/07/2023 | £ 65.00 £ - £ 65.00 | Website Support Webscape Gardener

30 | 26/07/2023 | £ 136.00 £ - £ 136.00 | Harwell News Printing Stuart Morris (SCM)

38 | 26/07/2023 | £ 88.91 £ 10.28 £ 99.19 | Sundries Various Viking

91 | 26/07/2023 | £ 300.42 £ - £ 300.42 Hall Hire Harwell Village Hall
165 | 26/07/2023 | £ 81.68 £ 16.33 £ 98.01 | Machine Maintenance Lawncare Garden Machinery Ltd
166 | 26/07/2023 | £ 622.90 £ 124.58 £ 747.48 | Plumbing Maintenance F Church Ltd
167 | 27/07/2023 | £ 176.85 £ 35.37 £ 212.22 Works Van Servicing LJ & CA Cannings
168 | 27/07/2023 | £ 1,350.00 £ 270.00 £ 1,620.00 | Defibrillator British Heart Foundation
127 | 28/07/2023 | £ 20.73 £ - £ 20.73 | Water - Staff Building Castle Water Limited
141 | 31/07/2023 | £ 252.08 £ 50.42 f 302.50 | Waste Collection Biffa Waste Services Ltd

£ 5,940.36 f 546.18 f 6,486.54
Staff Costs f 6,452.78 f 6,452.78 | Staff Costs
£ 12,393.14 £ 546.18 £ 12,939.32
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AUGUST
7 | 04/08/2023 | £ 97.57 £ 19.51 £ 117.08 Fuel BE Fuel Cards Ltd
169 | 08/08/2023 | £ 377.01 £ - £ 377.01 | Van Insurance VanCompare Direct
31 | 10/08/2023 | £ 106.00 £ - £ 106.00 | Harwell News Printing Stuart Morris (SCM)
8 | 11/08/2023 | £ 2.00 £ 0.40 £ 2.40 | Fuel BE Fuel Cards Ltd
24 | 16/08/2023 | £ 65.00 £ - £ 65.00 | Website Support Webscape Gardener
40 | 16/08/2023 | £ 30.00 £ 6.00 £ 36.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
41 | 16/08/2023 | £ 30.00 £ 6.00 £ 36.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
42 | 16/08/2023 | £ 30.00 £ 6.00 £ 36.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
43 | 16/08/2023 | £ 30.00 £ 6.00 £ 36.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
44 | 16/08/2023 | £ 50.00 £ 10.00 £ 60.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
45 | 16/08/2023 | £ 50.00 £ 10.00 £ 60.00 | Councillor Training OALC (Oxfordshire Association of Local Councils)
170 | 16/08/2023 | £ 3.35 £ - £ 3.35 | Postage Royal Mail
171 | 16/08/2023 | £ 5.00 £ - £ 5.00 | Allotment Key G Pabst
172 | 16/08/2023 | £ 56.59 £ 11.32 £ 67.91 | Fire Extinguisher Servicing Red Box Fire Control
173 | 16/08/2023 | £ 147.00 £ 29.40 £ 176.40 | Play Equipment Sundries Jupiter Play & Leisure
174 | 16/08/2023 | £ 166.64 £ 3334 £ 199.98 | PAT Testing TECC (The Electrical Compliance Company)
102 | 21/08/2023 | £ 9.40 £ 1.88 £ 11.28 | Microsoft 365 Microsoft Ireland Operations Ltd
118 | 21/08/2023 | £ 18.75 £ 3.75 £ 22.50 | Mobile Phone Charges EE LImited
175 | 22/08/2023 | £ 12.00 £ - £ 12.00 | Land Registry Search Gov.UK
9 | 25/08/2023 | £ 95.53 £ 19.11 f 114.64 | Fuel BE Fuel Cards Ltd
142 | 29/08/2023 | £ 252.08 £ 50.42 f 302.50 | Waste Collection Biffa Waste Services Ltd
109 | 30/08/2023 | £ 132.80 £ 6.64 £ 139.44 | Electricity - Staff Building British Gas Trading Limited
128 | 30/08/2023 | £ 20.73 £ - £ 20.73 | Water - Staff Building Castle Water Limited
£ 1,787.45 £ 219.77 £ 2,007.22
Staff Costs £ 5,274.79 £ 5,274.79 | Staff Costs
£ 7,062.24 £ 219.77 £ 7,282.01

September — December to follow when prepared.
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11.3.

To note receipts 1% April - 31% December 2023

April — August Listed Below.

Voucher
No Date Net VAT Total Description Customer
APRIL

46 | 05/04/2023 | £ 135.33 £ - £ 135.33 Bank Interest Co-operative Bank - Savings Account

1 | 06/04/2023 | £ 54,521.50 £ - £ 54,521.50 Precept Vale of White Horse District Council
12 | 17/04/2023 | £ 243.00 £ - £ 243.00 Burial Fees Didcocks Funeral

3 | 19/04/2023 | £ 25414 | £ - £ 254.14 Harwellian Rent Harwellian Club
23 | 21/04/2023 | £ 108.00 £ 21.60 £ 129.60 Harwell News Advertising Mossinator
20 | 24/04/2023 | £ 125.00 | £ 25.00 | £ 150.00 Recreation Ground Hire 1st Harwell (St. Matthew's) Scout Group
24 | 24/04/2023 | £ 108.00 £ 21.60 £ 129.60 Harwell News Advertising Arbocare
25 | 24/04/2023 | £ 18.00 £ 3.60 £ 21.60 Harwell News Advertising Well Grounded
26 | 27/04/2023 | £ 15.50 £ 3.10 £ 18.60 Harwell News Advertising A Laing Flowers

£ 55,528.47 £ 74.90 £ 55,603.37
MAY

13 | 05/05/2023 | £ 150.00 £ - £ 150.00 Plot Reservation Michael Crossman
27 | 05/05/2023 | £ 108.00 £ 21.60 £ 129.60 Harwell News Advertising Fingers and Forks
14 | 15/05/2023 | £ 102.00 £ 20.40 £ 122.40 Memorial Wall Plaque Kim Clark
28 | 15/05/2023 | £ 108.00 | £ 21.60 £ 129.60 Harwell News Advertising Harwell Osteopathy

4 | 19/05/2023 | £ 254.14 £ - £ 254.14 Harwellian Rent Harwellian Club
21 | 22/05/2023 | £ 1,637.24 £ - £ 1,637.24 Grass Cutting Contribution Oxfordshire County Council

£ 235938 | £ 63.60 | £ 2,422.98

Appendix D



JUNE

16 | 01/06/2023 | £ 120.00 | £ - £ 120.00 Memorial Permit Abingdon Stone and Marble
17 | 01/06/2023 | £ 192.00 | £ - £ 192.00 Memorial Permit Abingdon Stone and Marble
15 | 02/06/2023 | £ 870.00 £ 174.00 £ 1,044.00 Tournament Fees Harwell and Hendred Youth Football Club
29 | 02/06/2023 | £ 180.00 £ 36.00 £ 216.00 Harwell News Advertising Wild to Wonderful
44 | 05/06/2023 | £ - £ 3,694.01 £ 3,694.01 VAT Refund HM Revenue & Customs
35 | 08/06/2023 | £ 10.00 £ - £ 10.00 Little Pippins Rent Little Pippins
22 | 14/06/2023 | £ 65.60 £ - £ 65.60 Legal Fees Slade Legal
37 | 15/06/2023 | £ 188.00 £ - £ 188.00 Burial Fees Co-Operative Funeralcare
38 | 16/06/2023 | £ 243.00 £ - £ 243.00 Burial Fees EDWARD CARTER FUNERAL DIRECTORYS

5 | 19/06/2023 | £ 254.14 £ - £ 254.14 Harwellian Rent Harwellian Club
39 | 26/06/2023 | £ 149.00 £ - £ 149.00 Burial Fees Didcocks Funeral

£ 2,271.74 £ 3,904.01 £ 6,175.75
JULY

43 | 12/07/2023 | £ 6.00 £ - £ 6.00 Allotment Key S Coulson-Phillips (s Coulson-Phillips)
40 | 13/07/2023 | £ 43.00 £ - £ 43.00 Burial Fees Martin Thresher
41 | 14/07/2023 | £ 37.00 £ - £ 37.00 Memorial Permit SET IN STONE
30 | 17/07/2023 | £ 108.00 | £ 2160 | £ 129.60 Harwell News Advertising Grimebusters
31 | 18/07/2023 | £ 108.00 | £ 21.60 £ 129.60 Harwell News Advertising Remloc Plumbing and Heating

6 | 19/07/2023 | £ 254.14 £ - £ 254.14 Harwellian Rent Harwellian Club
33 | 20/07/2023 | £ 9167 | £ 1833 | £ 110.00 Harwell News Advertising A Laing Flowers
32 | 21/07/2023 | £ 108.00 £ 21.60 £ 129.60 Harwell News Advertising Milton Garden Machinery
45 | 25/07/2023 | £ - £ 343.70 £ 343.70 VAT Refund HM Revenue & Customs
42 | 31/07/2023 | £ 236.00 £ - £ 236.00 Burial Fees Harry Connolly

£ 991.81 £ 426.83 £ 1,418.64
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AUGUST
34 | 02/08/2023 | £ 0.83 £ 0.17 £ 1.00 Harwell News Advertising A Laing Flowers
36 | 10/08/2023 | £ 536.45 £ - £ 536.45 Councillor Priority Fund Oxfordshire County Council
18 | 14/08/2023 | £ 331.00 | £ - £ 331.00 Interment and Memorial Judi Wilde
7 | 21/08/2023 | £ 254.14 £ - £ 254.14 Harwellian Rent Harwellian Club
19 | 31/08/2023 | £ 564.00 £ - £ 564.00 Burial Fees TONKS BROTHERS FUNERAL DIRECTORS
£ 1,686.42 £ 0.17 £ 1,686.59

September — December to follow when prepared.
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11.4. To note any prepared monthly bank reconciliations, now they have been completed in
Scribe.
April
Bank Reconciliation at 30/04/2023
Cash in Hand 01/04/2023 168,766 .63
ADD
Receipts 01/04/2023 - 30/04/2023 5560337
224 370.00
SUBTRACT
Payments 01/04/2023 - 30/04/2023 7,847 95
A Cash in Hand 30/04/2023 216,522.05
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 30/04/2023 0.00
Cambridge 30/04/2023 60,689.00
Co-operative Savings Account 30/04/2023 30,236.40
Co-operative Cumrent Account 30/04/2023 125,596.65
216,522.05
Less unpresented payments
216,522 05
Plus unpresented receipts
B Adjusted Bank Balance 216,522.05
A = B Checks out OK
Cambridge: £60,689.00

Co-operative Savings: £30,236.40

Co-operative Current: £125,596.65



May
Bank Reconciliation at 31/05/2023
Cash in Hand 01/04/2023 168,766.63
ADD
Receipts 01/04/2023 - 31/05/2023 58,026.35
226,792.98
SUBTRACT
Payments 01/04/2023 - 31/05/2023 14,568.78
A Cash in Hand 31/05/2023 212,224.20
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/05/2023 0.00
Cambridge 31/05/2023 60,689.00
Co-operative Savings Account 31/05/2023 30,236.40
Co-operative Cumrent Account 31/05/2023 121,298.80
212,224.20
Less unpresented payments
212,224 .20
Plus unpresented receipts
B Adjusted Bank Balance 212,224.20
A =B Checks out OK
Cambridge: £60,689.00
Co-operative Savings: £30,236.40

Co-operative Current:

£121,298.80
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June
Bank Reconciliation at 30/06/2023
Cash in Hand 01/04/2023 168,766.63
ADD
Receipts 01/04/2023 - 30/06/2023 64,202.10
23296873
SUBTRACT
Payments 01/04/2023 - 30/06/2023 26,498.74
Cash in Hand 30/06/2023 206,469.99
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 30/06/2023 0.00
Cambridge 30/06/2023 60,689.00
Co-operative Savings Account 30/06/2023 30,236.40
Co-operative Current Account 30/06/2023 115,544 .59
206,469.99
Less unpresented payments
206,469.99
Plus unpresented receipts
Adjusted Bank Balance 206,469.99
A =B Checks out OK
Cambridge: £60,689.00

Co-operative Savings: £30,236.40

Co-operative Current: £115,544.59



July
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Bank Reconciliation at 31/07/2023

Cash in Hand 01/04/2023 168,766 63
ADD
Receipts 01/04/2023 - 31/07/2023 6562074
234 387 37

SUBTRACT
Payments 01/04/2023 - 31/07/2023 39,438.06
Cash in Hand 31/07/2023 194,949.31
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/07/2023 0.00
Cambridge 31/07/2023 60,689.00
Co-operative Savings Account 31/07/2023 30,236.40
Co-operative Current Account 31/07/2023 104,023.91

194,949.31
Less unpresented payments

194,949.31
Plus unpresented receipts
Adjusted Bank Balance 194,949.31

Cambridge:

A =B Checks out OK

£60,689.00

Co-operative Savings: £30,236.40

Co-operative Current: £104,023.91
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August
Bank Reconciliation at 31/08/2023
Cash in Hand 01/04/2023 168, 76663
ADD
Receipts 01/04/2023 - 31/08/2023 G67,307.33
236,073.96
SUBTRACT
Payments 01/04/2023 - 31/08/2023 46,720.07
Cash in Hand 31/08/2023 189,353.89
(per Cash Book)
Cash in hand per Bank Statements
Petty Cash 31/08/2023 0.00
Cambridge 31/08/2023 60,689.00
Co-operative Savings Account 31/08/2023 30,236.40
Co-operative Cumrent Account 31/07/2023 93,428 49
189,353.89
Less unpresented payments
189,353.89
Plus unpresented receipts
Adjusted Bank Balance 189,353.89
A = B Checks out OK
Cambridge: £60,689.00

Co-operative Savings: £30,236.40

Co-operative Current: £98,428.49



Appendix D

11.5. To complete the quarterly budget review and approve virements.

Awaiting finance Input to 31° December — to follow.

11.6. To approve that one plot holder may receive 1 year free, as their plot size was originally
recorded as too large. From September 2025 they will be charged the appropriate fee.

Plot 13a, has been overcharged. Plot holder has asked for 1 free year. The plot has been measured and
records checked. It is the recommendation of the Clerk 1 free year is applied.
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Title Draft Oxfordshire Councils Charter
Authors Clerk to the Council
Meeting Harwell Parish Council Meeting — 18" January 2024

Q1 hatis your role:

Councillors

Clerk

Q2 Which form(s) of local Authority are you a member of? (Please select all that apply)

County Council

District Council

Town Council

Parish Council

Parish Meeting

Q3 Please tell us the name of the district(s), town(s) or parish(es) you are a member of:

Q4 If you are a member of a town and/or parish, please tell us which district this sits within

Cherwell District Council

Oxford City Council

South Oxfordshire District Council
Vale of White Horse District Council
West Oxfordshire District Council

Charter aims

The Charter’s aims represent our shared long-term goals. The Charter’s performance will be measured
against these over time.

Stronger partnership working between Oxfordshire councils.

Taking a ‘local government family’ approach to place-shaping, service delivery and supporting the needs of
our residents.

Enhancing local democracy.

Doing our bit to encourage resident and community participation in local democracy at all levels.

Q5 Do you think that these aims reflect the needs of Oxfordshire councils?

Yes

Partly
No
Not Sure
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Our shared principles
Our shared principles are the ‘golden thread’ of values that underpin how we aim to meet the charter’s
commitments and achieve our strategic aims. These principles guide how we implement and integrate the
charter, how we work together and how we treat each other.
You will have the opportunity to comment on each of the principles individually in the next few questions.
The shared principles are:
Mutual Respect

e Recognising and acknowledging our shared values and aims — to represent and deliver for our

communities and residents.

e Treating each other with respect, civility, and dignity.

e Treating each council equitably and fairly, acting on good faith.

e Accommodating each council’s unique working practices, where practicable.

e Abiding by codes of conduct in demonstrating respect and civility.
Relationship Building

e Building constructive and collaborative relationships between councils, councillors, clerks, officers,

partners, and communities.

e Addressing barriers to building effective relationships.

e Creating opportunities to build relationships and connections.
Transparency and Accountability

e Optimising information sharing and communication.

e Sharing best practice, information, data, and knowledge.

e Following-up on decision-making and explaining decisions to communities impacted by them.

Q6 Do you think these are the right principles for the Oxfordshire Councils Charter?

e Yes

e Partly

e No

e Not Sure

Q7 Would you like to comment on any of the individual principles

e Yes
e No
IF Yes:

Answer the following Questions (Next Page)



Appendix E

Mutual Respect

Relationship
Building

Transparency and
Accountability

Do you think this principle reflects the
needs of Oxfordshire councils?

Yes

Partly

No

Not Sure

Do you think that anything about this
principle should be added, removed or
changed?

Yes (Tell Us More)

No

Is there anything else you would like to
tell us about this principle?

Yes (Tell Us More)

No

Our shared commitments

These are our shared commitments to achieve our strategic aims. They are purposely kept at a high-level to

enable each council to apply to their own priorities and ways of working individually, without creating an

undue burden for councils with less resource and capacity.
You will have the opportunity to comment on each of the commitments individually in the next few

questions.

The shared commitments are:
Communication

We will...

e Optimise how we communicate with each other.

e Communicate with respect and civility.

e Strive to communicate and explain decision-making.

e Communicate openly and transparently where it is appropriate to do so.

Consultation and Engagement
We will...

e Engage each other in our work as early as practicable, acknowledging the limitations and barriers of

different stakeholders and communities.

e Strive to make consultation and engagement as accessible as possible.

e Consider each other in strategic decision making and future planning.

e Follow-up on consultations and feedback where possible.

Resources
We will...

e Share relevant and appropriate information to empower each other to best support our residents

and communities.

e Optimise access and signposting to resources and practical support.

e Consider where resources and support can be effectively shared between councils to improve

outcomes for residents.
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Local Democracy
We will...
e Proactively work to empower our residents and communities to participate in local democracy.
e Take steps to engage young people to participate in our communities and local democracy.
e Centre our communities and residents in all that we do.
e Respect the democratic mandate of councillors at all levels.

Q19 Do you think these are the right commitments to include in the Charter?

e Yes

e Partly

e No

e Not Sure

Q20 Would you like to comment on any of the individual commitments?

e Yes
e No
IF Yes:

Answer the following Questions (Next Page)

— Consultation & Local
Communication Resources
Engagement Democracy

Do you think this commitment
reflects the needs of
Oxfordshire councils?

Yes
Partly
No
Not Sure
Do you think that anything
about this commitment should
be added, removed or changed?
Yes (Tell Us More)
No
Is there anything else you would
like to tell us about this
commitment?
Yes (Tell Us More)
No

Q28 Is there anything else you would like to say about the Draft Oxfordshire Councils Charter?
e Yes (Please tell us more )

e No
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Listening Learning Leading

of White Horse

Oxfordshire Councils Charter

Introduction

This charter has been developed by a cross-council working group to set out a
framework for better partnership working in Oxfordshire. The contents of the charter
have been shaped by feedback from town and parish councils across the county.

Strategic Aims for the Charter
These aims represent our shared long-term goals. The charter’s performance will be
measured against these over time.

1) Stronger partnership working between Oxfordshire councils.
- Taking a ‘local government family’ approach to place-shaping, service
delivery and supporting the needs of our residents.

2) Enhancing local democracy.
- Doing our bit to encourage resident and community participation in local

democracy at all levels.

Our Shared Principles

Our shared principles are the ‘golden thread’ of values that underpin how we aim to
meet the charter’s commitments and achieve our strategic aims. These principles
guide how we implement and integrate the charter, how we work together and how
we treat each other.

Mutual Respect
e Recognising and acknowledging our shared values and aims — to represent
and deliver for our communities and residents.
e Treating each other with respect, civility, and dignity.



e Treating each council equitably and fairly, acting on good faith.
e Accommodating each council’s unique working practices, where practicable.
e Abiding by codes of conduct in demonstrating respect and civility.

Relationship Building
e Building constructive and collaborative relationships between councils,
councillors, clerks, officers, partners, and communities.
e Addressing barriers to building effective relationships.
e Creating opportunities to build relationships and connections.

Transparency and Accountability
e Optimising information sharing and communication.
e Sharing best practice, information, data, and knowledge.
e Following-up on decision-making and explaining decisions to communities
impacted by them.

Our Shared Commitments

These are our shared commitments to achieve our strategic aims: stronger
partnership working and enhance local democracy. The themed commitments are
purposely kept at a high-level to enable each council to apply to their own priorities
and ways of working individually, without creating an undue burden for councils with
less resource and capacity. The aim is to ensure that the commitments are
achievable for all types and sizes of councils as it allows each council to interpret
and aim for the commitments in line with their own resources, capacity, needs and
priorities. The commitments will be underpinned and implemented through specific
mutually agreed actions once the charter has been agreed.

Communication
We will....

Optimise how we communicate with each other.

Communicate with respect and civility.

Strive to communicate and explain decision-making.

Communicate openly and transparently where it is appropriate to do so.

Consultation and Engagement
We will...

e Engage each other in our work as early as practicable, acknowledging the
limitations and barriers of different stakeholders and communities.

e Strive to make consultation and engagement as accessible as possible.

e Consider each other in strategic decision making and future planning.

e Follow-up on consultations and feedback where possible.



Resources
We will....

e Share relevant and appropriate information to empower each other to best
support our residents and communities.

e Optimise access and signposting to resources and practical support.

e Consider where resources and support can be effectively shared between
councils to improve outcomes for residents.

Local Democracy

We will....

e Proactively work to empower our residents and communities to participate in
local democracy.

e Take steps to engage young people to participate in our communities and
local democracy.

e Centre our communities and residents in all that we do.

e Respect the democratic mandate of councillors at all levels.

Implementation

Once the charter has been agreed at Cabinet and Executive level, all councils will be
invited to be a signatory of the charter.

The intention is that the charter remains a living document, with the sign-off of the
charter being very much the beginning and not the end-goal of this work.

Once the charter has been agreed and signed-off, the cross-council charter Working
Group will work on an action plan to work towards the charter aims and
commitments, as well as an approach to monitoring the performance and progress of
the charter.



