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Sutton Courtenay Parish Council 

Scheme of Delegation 
 

The Council’s Scheme of Delegation authorises the Clerk to the Council/Responsible 
Finance Officer and Standing Committees to act with delegated authority in the specific 
circumstances detailed. 

Proper Officer and Responsible Finance Officer 
• To take action on any issue of such urgency, that it cannot wait until the next normal 

Council meeting. If circumstances permit, the Clerk would normally be expected to 
consult the Chairman or Vice Chairman if the Chairman is unavailable and take 
their view into account. 

• To incur expenditure on behalf of the Council, which is necessary to carry out any 
repair, replacement or other work which is of such extreme urgency that it must be 
done at once, whether or not there is any budgetary provision for the expenditure, 
subject to a limit of £2,000.00 

• To take any action regarding minor repairs (up to a cost of £2,000.00) and to report 
the minor matters to the relevant authority. 

 
Delegated actions shall be in accordance with Standing Orders and Financial Regulations 
and in line with directions given by Council from time to time, and shall be reported to the 
next available Council meeting. 

Staffing Committee 
It will deal with HR issues and other contractual matter (except the resignation of staff 
members) and will have delegated authority to make all decisions relating to staff and their 
employment, except recruiting, termination, and decisions on hours in excess of core 
hours. 

Neighbouring Parish Councils Joint Committee 
The Parish Council appoints two Councillors to the committee. The Committee cannot 
commit the Parish Council to any activity that would incur expenditure without approval of 
the Full Council. If necessary, an additional or extraordinary meeting would be called.[JS1] 

Recreation Ground bookings 
The Clerk can respond to enquiries for bookings of the Recreation Ground (including the 
skate park) as long as the booking is free of charge and does not interfere with the 
licenses in place with Sutton Courtenay Football and Cricket Clubs. 

Allotment agreements (2023/076) 
The Clerk would sign all allotment agreements on behalf of the Council and Village Hall 
Management Trust.[JS2] 

Summer break payments (2023/076) 
During the first two weeks of August, the Clerk would circulate the monthly receipts and 
payment report to Councillors, along with copies of the invoices to be paid and organises 
for two Councillors to authorise the payments. (All payments must comply with the existing 
Financial Regulations.) 



Delegation Scheme 2025 v22024 v1 
Page 2 of 2 

Summer break planning (2023/076) 
If notification of a planning application is received in July or early August and an extension 
cannot be agreed to allow the application to be considered at the September meeting that 
the Clerk circulates the application to all Councillors and then seeks guidance from the 
Planning working party before replying to the application on behalf of the Council. 

Delegation – Limitations 
All decisions taken under delegated authority will be in accordance with the Councils 
Standing Orders and Financial regulations and this Scheme of Delegation, and where 
applicable any other rules/regulations and legislation. All decisions will be reported to the 
first appropriate Council meeting. 
The Council may delegate the power to make individual decisions on individual items to 
the Proper Office/Responsible Finance Officer and its Committees as and when 
appropriate. 
 
 
© Copyright 2019 

SLCC Members may use and adapt these documents within their own councils on the understanding that the copyright remains with 

the SLCC. 

The Society of Local Council Clerks is a company limited by guarantee and registered in England and Wales with company 

registration number 10566132. Registered office: 8, The Crescent, Taunton, Somerset TA1 4EA. 
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Staff committee: 
Membership: 4 Members including the Chairman and Vice Chairman 
- Cllrs Rita Atkinson, Rob Dalby, Jason Warwick and Lia Plowman. 
- Named subs: x2 
Quorum: The quorum shall be 3 Members 
Terms of Reference: 

• To exercise the powers of Sutton Courtenay Parish Council in all policy matters, rules pertaining 
to discipline, staff grievances, health and safety at work and conditions of service that are 
required to be dealt with by the Council. 

• The appointment of all Officers, in consultation with the Clerk. 
Notes: 

• The Clerk shall report any leave of absence (whether sickness or annual leave) to the Chairman 
or if they are not available the Vice Chairman. All other matters will be dealt with by the 
Committee. 

• (If additional Officers are appointed.) The Clerk shall be responsible for the day-to-day 
management of Officers, appointments, disciplinary procedures and Health & Safety at Work. 

 
Working groups: (Lead person highlighted in bold) 

Communication: Cllrs Rob Dalby, Paul Galliver, Joanna O’Callaghan, Ian Pratley and Hugo 
Raworth. 

Council Plan 
Monitoring: 

Cllrs Rita Atkinson, Rob Dalby, Lyn Hodder, Joanna O’Callaghan, Jason 
Warwick. 

Planning: Cllrs Rita Atkinson, Paul Galliver, Father Morkos, Ian Pratley, Hugo Raworth. 
Plus Robin Draper, Russell Harmen, David Hignell and Simon Lazare. 

Recreational 
Amenities: 

Cllrs Rita Atkinson, Lyn Hodder, Joanna O’Callaghan, Ian Pratley. 
Plus June Dunton, Tim Twaits, Simon Lazare, Lyn Hodder and Tim Dalby. 
(Covers all areas of Council land and potential new recreational facilities. 
Now includes Rights of Way.) 

Village Hall: 
Dissolve the 
Working Group? 

Cllrs Rob Dalby and VACANCY 
Plus the Clerk, Rita Atkinson (VH trustee) and Mary Warrington (VH treasurer) 

 
Areas of interest: 
Financial oversight:  Cllr Rob Dalby 
Speed Indicator Devices: Cllrs Joanna O’Callaghan, Rob Dalby, Hugo Raworth and Jason 
Warwick 
 
I suggest we remove the following roles. 
Cemetery:   Cllr Joanna O’Callaghan 
Defibs:    Cllr Father Morkos 
Environment:   Cllr Jason Warwick 
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External committees: (If there is not a named person then the invitation goes to all Cllrs.) 

Didcot Garden Town Board – Parish Council 
Working Party  

1 VACANCY 

Didcot LCWIP 1 Jason Warwick 

FCC Liaison Committee 2 Rob Dalby 
Joanna O’Callaghan 

Millennium Common Management Committee 
In person, daytime 

1 Joanna O’Callaghan 

Milton Park Liaison Committee 2 Rita Atkinson, Jason Warwick 

Neighbourhood Plan Steering Group 4 – is it still 
required? 

Rita Atkinson, Rob Dalby, 
Joanna O’Callaghan, Hugo 
Raworth 

Neighbouring Parish Councils Joint Committee 
(HIF1) 

2 Rita Atkinson, Hugo Raworth 

Oxfordshire Parish Transport Representatives 
(PTR) 

1 VACANCY 

RWE Local Liaison Committee 
(Didcot Power Station) 

1 + named 
sub 

Rita Atkinson (sub Jason 
Warwick) 

UKAEA Technology in person, daytime 
- Culham Local Liaison Committee 
- Harwell Local Liaison Committee 

 
1 for both 

 
Lia Plowman 

 
Trusts: 

• The Parochial Charities 235924 (4 years from February 2023, 4 people) 
Cllrs Rita Atkinson and Joanna O’Callaghan. Plus William Hanks and David Hignell 

• Village Hall 300213 (1 person) Cllr Rob Dalby – Will be closed during the year. 

• Sutton Courtenay (National Power) Trust 1075049 (can be all Cllrs) Rita Atkinson, Rob Dalby, 
Teresa Field, Paul Galliver, Joanna O’Callaghan, Lia Plowman, Ian Pratley and Jason Warwick 
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National Association of Local Councils (NALC) 

 

020 7637 1865 | nalc@nalc.gov.uk | www.nalc.gov.uk 

© NALC 2025. All rights are reserved. No part of this publication may be 

reproduced or used for commercial purposes without the written permission of 

NALC save that councils in membership of NALC have permission to edit and 

use  the model standing orders in this publication for their governance 

purposes.  

Permission is given to use NALC’s logo in the presented format only. 
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INTRODUCTION 

This is an update to Model Standing Orders 14 and 18. 

 

HOW TO USE MODEL STANDING ORDERS  

Standing orders are the written rules of a local council. Standing orders are essential 

to regulate the proceedings of a meeting. A council may also use standing orders to 

confirm or refer to various internal organisational and administrative arrangements. 

The standing orders of a council are not the same as the policies of a council but 

standing orders may refer to them.  

Local councils operate within a wide statutory framework. NALC model standing 

orders incorporate and reference many statutory requirements to which councils are 

subject. It is not possible for the model standing orders to contain or reference all the 

statutory or legal requirements which apply to local councils. For example, it is not 

practical for model standing orders to document all obligations under data protection 

legislation. The statutory requirements to which a council is subject apply whether or 

not they are incorporated in a council’s standing orders. 

The model standing orders do not include model financial regulations. Financial 

regulations are standing orders to regulate and control the financial affairs and 

accounting procedures of a local council. The financial regulations, as opposed to the 

standing orders of a council, include most of the requirements relevant to the 

council’s Responsible Financial Officer. Model financial regulations are available to 

councils in membership of NALC. 
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DRAFTING NOTES 

 

Model standing orders that are in bold type contain legal and statutory requirements. 

It is recommended that councils adopt them without changing them or their meaning. 

Model standing orders not in bold are designed to help councils operate effectively 

but they do not contain statutory requirements so they may be adopted as drafted or 

amended to suit a council’s needs. It is NALC’s view that all model standing orders 

will generally be suitable for councils.  

For convenience, the word “councillor” is used in model standing orders and, unless 

the context suggests otherwise, includes a non-councillor with or without voting 

rights. Model standing orders use gender-neutral language (e.g. “Chair”). 

A model standing order that includes brackets like this ‘   )’ requires information to be 

inserted by a council. A model standing order that includes brackets like this ‘[  ]’ and 

the term ‘OR’ provides alternative options for a council to choose from when 

determining standing orders.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6 

 
 RULES OF DEBATE AT MEETINGS 

 

a Motions on the agenda shall be considered in the order that they appear unless 

the order is changed at the discretion of the chair of the meeting. 

b A motion (including an amendment) shall not be progressed unless it has been 

moved and seconded.  

c A motion on the agenda that is not moved by its proposer may be treated by 

the chair of the meeting as withdrawn.  

d If a motion (including an amendment) has been seconded, it may be withdrawn 

by the proposer only with the consent of the seconder and the meeting. 

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

negate the motion.  

f If an amendment to the original motion is carried, the original motion (as 

amended) becomes the substantive motion upon which further amendment(s) 

may be moved. 

g An amendment shall not be considered unless early verbal notice of it is given 

at the meeting and, if requested by the chair of the meeting, is expressed in 

writing to the chair.  

h A councillor may move an amendment to their own motion if agreed by the 

meeting. If a motion has already been seconded, the amendment shall be with 

the consent of the seconder and the meeting. 

i If there is more than one amendment to an original or substantive motion, the 

amendments shall be moved in the order directed by the chair of the meeting. 

j Subject to standing order 1(k), only one amendment shall be moved and 

debated at a time, the order of which shall be directed by the chair of the 

meeting.  

k One or more amendments may be discussed together if the chair of the 

meeting considers this expedient but each amendment shall be voted upon 

separately. 

l A councillor may not move more than one amendment to an original or 

substantive motion.  

m The mover of an amendment has no right of reply at the end of debate on it.  

n Where a series of amendments to an original motion are carried, the mover of 

the original motion shall have a right of reply either at the end of debate on the 

first amendment or at the very end of debate on the final substantive motion 

immediately before it is put to the vote. 
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o Unless permitted by the chair of the meeting, a councillor may speak once in 

the debate on a motion except: 

i. to speak on an amendment moved by another councillor;  

ii. to move or speak on another amendment if the motion has been 

amended since they last spoke;  

iii. to make a point of order;  

iv. to give a personal explanation; or  

v. to exercise a right of reply. 

p During the debate on a motion, a councillor may interrupt only on a point of 

order or a personal explanation and the councillor who was interrupted shall 

stop speaking. A councillor raising a point of order shall identify the standing 

order which they considers has been breached or specify the other irregularity 

in the proceedings of the meeting they are concerned by.  

q A point of order shall be decided by the chair of the meeting and their decision 

shall be final.  

r When a motion is under debate, no other motion shall be moved except:  

i. to amend the motion; 

ii. to proceed to the next business; 

iii. to adjourn the debate; 

iv. to put the motion to a vote; 

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

vi. to refer a motion to a committee or sub-committee for consideration;  

vii. to exclude the public and press; 

viii. to adjourn the meeting; or 

ix. to suspend particular standing order(s) excepting those which reflect 

mandatory statutory or legal requirements. 

s Before an original or substantive motion is put to the vote, the chair of the 

meeting shall be satisfied that the motion has been sufficiently debated and 

that the mover of the motion under debate has exercised or waived their right 

of reply.  

t Excluding motions moved under standing order 1(r), the contributions or 

speeches by a councillor shall relate only to the motion under discussion and 

shall not exceed 6 minutes without the consent of the chair of the meeting. 
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 DISORDERLY CONDUCT AT MEETINGS 

 
a No person shall obstruct the transaction of business at a meeting or behave 

offensively or improperly. If this standing order is ignored, the chair of the 

meeting shall request such person(s) to moderate or improve their conduct. 

b If person(s) disregard the request of the chair of the meeting to moderate or 

improve their conduct, any councillor or the chair of the meeting may move that 

the person be no longer heard or be excluded from the meeting. The motion, if 

seconded, shall be put to the vote without discussion. 

c If a resolution made under standing order 2(b) is ignored, the chair of the 

meeting may take further reasonable steps to restore order or to progress the 

meeting. This may include temporarily suspending or closing the meeting. 

 

 MEETINGS GENERALLY 

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

● a Meetings shall not take place in premises which at the time of the 

meeting are used for the supply of alcohol, unless no other premises 

are available free of charge or at a reasonable cost.  

● 

 

b The minimum three clear days for notice of a meeting does not include 

the day on which notice was issued, the day of the meeting, a Sunday, a 

day of the Christmas break, a day of the Easter break or of a bank 

holiday or a day appointed for public thanksgiving or mourning. 

● c The minimum three clear days’ public notice for a meeting does not 

include the day on which the notice was issued or the day of the 

meeting unless the meeting is convened at shorter notice OR [The 

minimum three clear days’ public notice of a meeting does not include the 

day on which the notice was issued or the day of the meeting].  

● 

● 

d Meetings shall be open to the public unless their presence is prejudicial 

to the public interest by reason of the confidential nature of the 

business to be transacted or for other special reasons. The public’s 

exclusion from part or all of a meeting shall be by a resolution which 

shall give reasons for the public’s exclusion. 

 e Members of the public may make representations, answer questions and give 

evidence at a meeting which they are entitled to attend in respect of the 

business on the agenda. 
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 f The period of time designated for public participation at a meeting in 

accordance with standing order 3(e) shall not exceed 15 minutes unless 

directed by the chair of the meeting. 

 g Subject to standing order 3(f), a member of the public shall not speak for 

more than 5 minutes. 

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

response at the meeting nor start a debate on the question. The chair of the 

meeting may direct that a written or oral response be given. 

 i [A person shall stand when requesting to speak and when speaking (except 

when a person has a disability or is likely to suffer discomfort)] OR [A person 

shall raise their hand when requesting to speak and stand when speaking 

(except when a person has a disability or is likely to suffer discomfort)]. The 

chair of the meeting may at any time permit a person to be seated when 

speaking. 

 j A person who speaks at a meeting shall direct their comments to the chair of 

the meeting. 

 k Only one person is permitted to speak at a time. If more than one person 

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

● 

● 

l Subject to standing order 3(m), a person who attends a meeting is 

permitted to report on the meeting whilst the meeting is open to the 

public. To “report” means to film, photograph, make an audio recording 

of meeting proceedings, use any other means for enabling persons not 

present to see or hear the meeting as it takes place or later or to report 

or to provide oral or written commentary about the meeting so that the 

report or commentary is available as the meeting takes place or later to 

persons not present. 

● 

● 

m A person present at a meeting may not provide an oral report or oral 

commentary about a meeting as it takes place without permission.    

● 

● 

n The press shall be provided with reasonable facilities for the taking of 

their report of all or part of a meeting at which they are entitled to be 

present.  

● o Subject to standing orders which indicate otherwise, anything 

authorised or required to be done by, to or before the Chair of the 

Council may in their absence be done by, to or before the Vice-Chair of 

the Council (if there is one). 

● p The Chair of the Council, if present, shall preside at a meeting. If the 

Chair is absent from a meeting, the Vice-Chair of the Council (if there is 

one) if present, shall preside. If both the Chair and the Vice-Chair are 

absent from a meeting, a councillor as chosen by the councillors 

present at the meeting shall preside at the meeting. 
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● 

● 

● 

q Subject to a meeting being quorate, all questions at a meeting shall be 

decided by a majority of the councillors and non-councillors with voting 

rights present and voting.  

● 

● 

● 

r The chair of a meeting may give an original vote on any matter put to 

the vote, and in the case of an equality of votes may exercise their 

casting vote whether or not they gave an original vote. 

See standing orders 5(h) and (i) for the different rules that apply in the 

election of the Chair of the Council at the annual meeting of the Council. 

● s Unless standing orders provide otherwise, voting on a question shall be 

by a show of hands. At the request of a councillor, the voting on any 

question shall be recorded so as to show whether each councillor 

present and voting gave their vote for or against that question. Such a 

request shall be made before moving on to the next item of business on the 

agenda. 

 t The minutes of a meeting shall include an accurate record of the following: 

i. the time and place of the meeting;  

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

who are absent;  

iii. interests that have been declared by councillors and non-councillors 

with voting rights; 

iv. the grant of dispensations (if any) to councillors and non-councillors 

with voting rights; 

v. whether a councillor or non-councillor with voting rights left the meeting 

when matters that they held interests in were being considered; 

vi. if there was a public participation session; and  

vii. the resolutions made. 

● 

● 

● 

 

 

u A councillor or a non-councillor with voting rights who has a 

disclosable pecuniary interest or another interest as set out in the 

Council’s code of conduct in a matter being considered at a meeting is 

subject to statutory limitations or restrictions under the code on their 

right to participate and vote on that matter. 

● 

 

 

v No business may be transacted at a meeting unless at least one-third of 

the whole number of members of the Council are present and in no case 

shall the quorum of a meeting be less than three. 

See standing order 4d(viii) for the quorum of a committee or sub-committee 

meeting.  
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● 

● 

● 

w If a meeting is or becomes inquorate no business shall be transacted 

and the meeting shall be closed. The business on the agenda for the meeting 

shall be adjourned to another meeting.  

 x A meeting shall not exceed a period of 2 hours. 

 

 COMMITTEES AND SUB-COMMITTEES 

 

a Unless the Council determines otherwise, a committee may appoint a 

sub-committee whose terms of reference and members shall be 

determined by the committee. 

b The members of a committee may include non-councillors unless it is a 

committee which regulates and controls the finances of the Council. 

c Unless the Council determines otherwise, all the members of an advisory 

committee and a sub-committee of the advisory committee may be non-

councillors. 

d The Council may appoint standing committees or other committees as may be 

necessary, and: 

i. shall determine their terms of reference; 

ii. shall determine the number and time of the ordinary meetings of a 

standing committee up until the date of the next annual meeting of the 

Council; 

iii. shall permit a committee, other than in respect of the ordinary meetings 

of a committee, to determine the number and time of its meetings; 

iv. shall, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of members of such a committee; 

v. may, subject to standing orders 4(b) and (c), appoint and determine the 

terms of office of the substitute members to a committee whose role is to 

replace the ordinary members at a meeting of a committee if the ordinary 

members of the committee confirm to the Proper Officer 3 days before 

the meeting that they are unable to attend; 

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

appoint the chair of the standing committee; 

vii. shall permit a committee other than a standing committee, to appoint its 

own chair at the first meeting of the committee;  

viii. shall determine the place, notice requirements and quorum for a meeting 

of a committee and a sub-committee which, in both cases, shall be no 

less than three; 
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ix. shall determine if the public may participate at a meeting of a committee; 

x. shall determine if the public and press are permitted to attend the 

meetings of a sub-committee and also the advance public notice 

requirements, if any, required for the meetings of a sub-committee;  

xi. shall determine if the public may participate at a meeting of a sub-

committee that they are permitted to attend; and 

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

 

 ORDINARY COUNCIL MEETINGS  

 

a In an election year, the annual meeting of the Council shall be held on or 

within 14 days following the day on which the councillors elected take 

office. 

b In a year which is not an election year, the annual meeting of the Council 

shall be held on such day in May as the Council decides. 

c If no other time is fixed, the annual meeting of the Council shall take 

place at 6pm. 

d In addition to the annual meeting of the Council, at least three other 

ordinary meetings shall be held in each year on such dates and times as 

the Council decides. 

e The first business conducted at the annual meeting of the Council shall 

be the election of the Chair and Vice-Chair (if there is one) of the Council. 

f The Chair of the Council, unless they have resigned or becomes 

disqualified, shall continue in office and preside at the annual meeting 

until their successor is elected at the next annual meeting of the Council.  

g The Vice-Chair of the Council, if there is one, unless they resign or 

becomes disqualified, shall hold office until immediately after the election 

of the Chair of the Council at the next annual meeting of the Council. 

h In an election year, if the current Chair of the Council has not been re-

elected as a member of the Council, they shall preside at the annual 

meeting until a successor Chair of the Council has been elected. The 

current Chair of the Council shall not have an original vote in respect of 

the election of the new Chair of the Council but shall give a casting vote 

in the case of an equality of votes. 

i In an election year, if the current Chair of the Council has been re-elected 

as a member of the Council, they shall preside at the annual meeting until 

a new Chair of the Council has been elected. They may exercise an 

original vote in respect of the election of the new Chair of the Council and 
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shall give a casting vote in the case of an equality of votes. 

j Following the election of the Chair of the Council and Vice-Chair (if there is 

one) of the Council at the annual meeting, the business shall include: 

i. In an election year, delivery by the Chair of the Council and 

councillors of their acceptance of office forms unless the Council 

resolves for this to be done at a later date. In a year which is not an 

election year, delivery by the Chair of the Council of their 

acceptance of office form unless the Council resolves for this to be 

done at a later date; 

ii. Confirmation of the accuracy of the minutes of the last meeting of the 

Council; 

iii. Receipt of the minutes of the last meeting of a committee; 

iv. Consideration of the recommendations made by a committee; 

v. Review of delegation arrangements to committees, sub-committees, staff 

and other local authorities; 

vi. Review of the terms of reference for committees; 

vii. Appointment of members to existing committees; 

viii. Appointment of any new committees in accordance with standing order 4; 

ix. Review and adoption of appropriate standing orders and financial 

regulations; 

x. Review of arrangements (including legal agreements) with other local 

authorities, not-for-profit bodies and businesses. 

xi. Review of representation on or work with external bodies and 

arrangements for reporting back; 

xii. In an election year, to make arrangements with a view to the Council 

becoming eligible to exercise the general power of competence in the 

future; 

xiii. Review of inventory of land and other assets including buildings and 

office equipment; (normally takes place in March) 

xiv. Confirmation of arrangements for insurance cover in respect of all 

insurable risks; (normally takes place in September) 

xv. Review of the Council’s and/or staff subscriptions to other bodies; 

xvi. Review of the Council’s complaints procedure; 

xvii. Review of the Council’s policies, procedures and practices in respect of 

its obligations under freedom of information and data protection 
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legislation (see also standing orders 11, 20 and 21); 

xviii. Review of the Council’s policy for dealing with the press/media; 

xix. Review of the Council’s employment policies and procedures; 

xx. Review of the Council’s expenditure incurred under s.137 of the Local 

Government Act 1972 or the general power of competence. 

xxi. Determining the time and place of ordinary meetings of the Council up to 

and including the next annual meeting of the Council.  

 

 EXTRAORDINARY MEETINGS OF THE COUNCIL, COMMITTEES AND 

SUB-COMMITTEES 

 

a The Chair of the Council may convene an extraordinary meeting of the 

Council at any time.  

b If the Chair of the Council does not call an extraordinary meeting of the 

Council within seven days of having been requested in writing to do so 

by two councillors, any two councillors may convene an extraordinary 

meeting of the Council. The public notice giving the time, place and 

agenda for such a meeting shall be signed by the two councillors. 

c The chair of a committee [or a sub-committee] may convene an extraordinary 

meeting of the committee [or the sub-committee] at any time.  

d If the chair of a committee [or a sub-committee] does not call an extraordinary 

meeting within 7 days of having been requested to do so by 2 members of the 

committee [or the sub-committee], any 2 members of the committee [or the 

sub-committee] may convene an extraordinary meeting of the committee [or a 

sub-committee].  

 

 PREVIOUS RESOLUTIONS 

 

a A resolution shall not be reversed within six months except either by a special 

motion, which requires written notice by at least 6 councillors to be given to the 

Proper Officer in accordance with standing order 9, or by a motion moved in 

pursuance of the recommendation of a committee or a sub-committee. 

b When a motion moved pursuant to standing order 7(a) has been disposed of, 

no similar motion may be moved for a further six months. 
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 VOTING ON APPOINTMENTS 

 

a Where more than two persons have been nominated for a position to be filled 

by the Council and none of those persons has received an absolute majority of 

votes in their favour, the name of the person having the least number of votes 

shall be struck off the list and a fresh vote taken. This process shall continue 

until a majority of votes is given in favour of one person. A tie in votes may be 

settled by the casting vote exercisable by the chair of the meeting. 

 

 MOTIONS FOR A MEETING THAT REQUIRE WRITTEN NOTICE TO BE 

GIVEN TO THE PROPER OFFICER  

 

a A motion shall relate to the responsibilities of the meeting for which it is tabled 

and in any event shall relate to the performance of the Council’s statutory 

functions, powers and obligations or an issue which specifically affects the 

Council’s area or its residents.  

b No motion may be moved at a meeting unless it is on the agenda and the 

mover has given written notice of its wording to the Proper Officer at least 7 

clear days before the meeting. Clear days do not include the day of the notice 

or the day of the meeting. 

c The Proper Officer may, before including a motion on the agenda received in 

accordance with standing order 9(b), correct obvious grammatical or 

typographical errors in the wording of the motion.  

d If the Proper Officer considers the wording of a motion received in accordance 

with standing order 9(b) is not clear in meaning, the motion shall be rejected 

until the mover of the motion resubmits it, so that it can be understood, in 

writing, to the Proper Officer at least 7 clear days before the meeting.  

e If the wording or subject of a proposed motion is considered improper, the 

Proper Officer shall consult with the chair of the forthcoming meeting or, as the 

case may be, the councillors who have convened the meeting, to consider 

whether the motion shall be included in the agenda or rejected.  

f The decision of the Proper Officer as to whether or not to include the motion on 

the agenda shall be final.  

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

received. 

h Motions rejected shall be recorded with an explanation by the Proper Officer of 

the reason for rejection.  
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 MOTIONS AT A MEETING THAT DO NOT REQUIRE WRITTEN NOTICE  

 

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

Proper Officer: 

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

ii. to move to a vote;  

iii. to defer consideration of a motion;  

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

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

vi. to change the order of business on the agenda;  

vii. to proceed to the next business on the agenda;  

viii. to require a written report; 

ix. to appoint a committee or sub-committee and their members; 

x. to extend the time limits for speaking; 

xi. to exclude the press and public from a meeting in respect of confidential 

or other information which is prejudicial to the public interest; 

xii. to not hear further from a councillor or a member of the public; 

xiii. to exclude a councillor or member of the public for disorderly conduct;  

xiv. to temporarily suspend the meeting;  

xv. to suspend a particular standing order (unless it reflects mandatory 

statutory or legal requirements); 

xvi. to adjourn the meeting; or 

xvii. to close the meeting.  

 

 MANAGEMENT OF INFORMATION  

See also standing order 20. 

 

a The Council shall have in place and keep under review, technical and 

organisational measures to keep secure information (including personal 

data) which it holds in paper and electronic form. Such arrangements 
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shall include deciding who has access to personal data and encryption of 

personal data.  

b The Council shall have in place, and keep under review, policies for the 

retention and safe destruction of all information (including personal data) 

which it holds in paper and electronic form. The Council’s retention 

policy shall confirm the period for which information (including personal 

data) shall be retained or if this is not possible the criteria used to 

determine that period (e.g. the Limitation Act 1980).  

c The agenda, papers that support the agenda and the minutes of a meeting 

shall not disclose or otherwise undermine confidential information or 

personal data without legal justification.  

d Councillors, staff, the Council’s contractors and agents shall not disclose 

confidential information or personal data without legal justification. 

 

 DRAFT MINUTES  

 

Full Council meetings ● 

Committee meetings ● 

Sub-committee meetings  ● 

 

 a If the draft minutes of a preceding meeting have been served on councillors 

with the agenda to attend the meeting at which they are due to be 

approved for accuracy, they shall be taken as read. 

 b There shall be no discussion about the draft minutes of a preceding meeting 

except in relation to their accuracy. A motion to correct an inaccuracy in the 

draft minutes shall be moved in accordance with standing order 10(a)(i). 

 c The accuracy of draft minutes, including any amendment(s) made to them, 

shall be confirmed by resolution and shall be signed by the chair of the 

meeting and stand as an accurate record of the meeting to which the 

minutes relate.  

 d If the chair of the meeting does not consider the minutes to be an accurate 

record of the meeting to which they relate, they shall sign the minutes and 

include a paragraph in the following terms or to the same effect: 

“The chair of this meeting does not believe that the minutes of the 

meeting of the (Council/Committee/Sub-Committee) held on [date] 

in respect of (item details) were a correct record but this view was 

not upheld by the meeting and the minutes are confirmed as an 

accurate record of the proceedings.” 

● e If the Council’s gross annual income or expenditure (whichever is 
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● 

● 

 

higher) does not exceed £25,000, it shall publish draft minutes on a 

website which is publicly accessible and free of charge not later than 

one month after the meeting has taken place. 

 f Subject to the publication of draft minutes in accordance with standing order 

12(e) and standing order 20(a) and following a resolution which confirms the 

accuracy of the minutes of a meeting, the draft minutes or recordings of the 

meeting for which approved minutes exist shall be destroyed. 

 

 CODE OF CONDUCT AND DISPENSATIONS 

See also standing order 3(u).  

 

a All councillors and non-councillors with voting rights shall observe the code of 

conduct adopted by the Council. 

b Unless they have been granted a dispensation, a councillor or non-councillor 

with voting rights shall withdraw from a meeting when it is considering a matter 

in which they have a disclosable pecuniary interest. They may return to the 

meeting after it has considered the matter in which they had the interest. 

c Unless they have been granted a dispensation, a councillor or non-councillor 

with voting rights shall withdraw from a meeting when it is considering a matter 

in which they have another interest if so required by the Council’s code of 

conduct. They may return to the meeting after it has considered the matter in 

which they had the interest. 

d Dispensation requests shall be in writing and submitted to the Proper 

Officer as soon as possible before the meeting, or failing that, at the start of 

the meeting for which the dispensation is required. 

e A decision as to whether to grant a dispensation shall be made [by the Proper 

Officer] OR [by a meeting of the Council, or committee or sub-committee for 

which the dispensation is required] and that decision is final. 

f A dispensation request shall confirm: 

i. the description and the nature of the disclosable pecuniary interest or 

other interest to which the request for the dispensation relates;  

ii. whether the dispensation is required to participate at a meeting in a 

discussion only or a discussion and a vote; 

iii. the date of the meeting or the period (not exceeding four years) for which 

the dispensation is sought; and  

iv. an explanation as to why the dispensation is sought. 

g Subject to standing orders 13(d) and (f), a dispensation request shall be 
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considered [by the Proper Officer before the meeting or, if this is not possible, at 

the start of the meeting for which the dispensation is required] OR [at the 

beginning of the meeting of the Council, or committee or sub-committee for 

which the dispensation is required]. 

h A dispensation may be granted in accordance with standing order 13(e) if 

having regard to all relevant circumstances any of the following apply: 

i. without the dispensation the number of persons prohibited from 

participating in the particular business would be so great a 

proportion of the meeting transacting the business as to impede the 

transaction of the business;  

ii. granting the dispensation is in the interests of persons living in the 

Council’s area; or 

iii. it is otherwise appropriate to grant a dispensation. 

 

 CODE OF CONDUCT COMPLAINTS  

 

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

councillor with voting rights has breached the Council’s code of conduct, 

the Council shall consider what, if any, action to take against them. Such 

action excludes disqualification or suspension from office. 
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 PROPER OFFICER  

 

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

nominated by the Council to undertake the work of the Proper Officer when the 

Proper Officer is absent.  

b The Proper Officer shall: 

i. at least three clear days before a meeting of the council, a 

committee or a sub-committee, 

• serve on councillors by delivery or post at their residences or by 

email authenticated in such manner as the Proper Officer thinks 

fit, a signed summons confirming the time, place and the agenda 

(provided the councillor has consented to service by email), and 

• Provide, in a conspicuous place, public notice of the time, place 

and agenda (provided that the public notice with agenda of an 

extraordinary meeting of the Council convened by councillors is 

signed by them). 

See standing order 3(b) for the meaning of clear days for a meeting of a 

full council and standing order 3(c) for the meaning of clear days for a 

meeting of a committee; 

ii. subject to standing order 9, include on the agenda all motions in the order 

received unless a councillor has given written notice at least 5 days 

before the meeting confirming their withdrawal of it; 

iii. convene a meeting of the Council for the election of a new Chair of the 

Council, occasioned by a casual vacancy in their office; 

iv. facilitate inspection of the minute book by local government 

electors; 

v. receive and retain copies of byelaws made by other local 

authorities; 

vi.  hold acceptance of office forms from councillors; 

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

viii. assist with responding to requests made under freedom of information 

legislation and rights exercisable under data protection legislation, in 

accordance with the Council’s relevant policies and procedures; 

ix. liaise, as appropriate, with the Council’s Data Protection Officer (if there 

is one); 

x. receive and send general correspondence and notices on behalf of the 

Council except where there is a resolution to the contrary; 
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xi. assist in the organisation of, storage of, access to, security of and 

destruction of information held by the Council in paper and electronic 

form subject to the requirements of data protection and freedom of 

information legislation and other legitimate requirements (e.g. the 

Limitation Act 1980); 

xii. arrange for legal deeds to be executed;  

(see also standing order 23); 

xiii. arrange or manage the prompt authorisation, approval, and instruction 

regarding any payments to be made by the Council in accordance with its 

financial regulations; 

xiv. record every planning application notified to the Council and the Council’s 

response to the local planning authority in a book for such purpose; 

xv. refer a planning application received by the Council to the [Chair or in 

their absence the Vice-Chair (if there is one) of the Council] OR [Chair or 

in their absence Vice-Chair (if there is one) of the (   ) Committee] within 

two working days of receipt to facilitate an extraordinary meeting if the 

nature of a planning application requires consideration before the next 

ordinary meeting of [the Council] OR [(   ) committee]; 

xvi. manage access to information about the Council via the publication 

scheme; and 

xvii. retain custody of the seal of the Council (if there is one) which shall not 

be used without a resolution to that effect. (not applicable) 

(see also standing order 23). 

 

 RESPONSIBLE FINANCIAL OFFICER  

 

a The Council shall appoint appropriate staff member(s) to undertake the work of 

the Responsible Financial Officer when the Responsible Financial Officer is 

absent. 

 

 ACCOUNTS AND ACCOUNTING STATEMENTS 

 

a “Proper practices” in standing orders refer to the most recent version of 

“Governance and Accountability for Local Councils – a Practitioners’ Guide”. 

b All payments by the Council shall be authorised, approved and paid in 

accordance with the law, proper practices and the Council’s financial 

regulations.  

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

statement to summarise: 

i. the Council’s receipts and payments (or income and expenditure) for 

each quarter;  

ii. the Council’s aggregate receipts and payments (or income and 

expenditure) for the year to date; 

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

which includes a comparison with the budget for the financial year and 

highlights any actual or potential overspends. 

d As soon as possible after the financial year end at 31 March, the Responsible 

Financial Officer shall provide: 

i. each councillor with a statement summarising the Council’s receipts and 

payments (or income and expenditure) for the last quarter and the year to 

date for information; and  

ii. to the Council the accounting statements for the year in the form of 

Section 2 of the annual governance and accountability return, as required 

by proper practices, for consideration and approval. 

e The year-end accounting statements shall be prepared in accordance with 

proper practices and apply the form of accounts determined by the Council 

(receipts and payments, or income and expenditure) for the year to 31 March. 

A completed draft annual governance and accountability return shall be 

presented to all councillors at least 14 days prior to anticipated approval by the 

Council. The annual governance and accountability return of the Council, which 

is subject to external audit, including the annual governance statement, shall 

be presented to the Council for consideration and formal approval before 30 

June. 

 

 FINANCIAL CONTROLS AND PROCUREMENT 

 

a. The Council shall consider and approve financial regulations drawn up by the 

Responsible Financial Officer, which shall include detailed arrangements in 

respect of the following: 

i. the keeping of accounting records and systems of internal controls; 

ii. the assessment and management of financial risks faced by the Council; 

iii. the work of the independent internal auditor in accordance with proper 

practices and the receipt of regular reports from the internal auditor, 

which shall be required at least annually; 
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iv. the inspection and copying by councillors and local electors of the 

Council’s accounts and/or orders of payments; and  

v. whether contracts with an estimated value below [£60,000] due to special 

circumstances are exempt from a tendering process or procurement 

exercise.  

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

fitness of purpose. 

c. Subject to additional requirements in the financial regulations of the Council, 

the tender process for contracts for the supply of goods, materials, services or 

the execution of works shall include, as a minimum, the following steps: 

i. a specification for the goods, materials, services or the execution of 

works shall be drawn up; 

ii. an invitation to tender shall be drawn up to confirm (i) the Council’s 

specification (ii) the time, date and address for the submission of tenders 

(iii) the date of the Council’s written response to the tender and (iv) the 

prohibition on prospective contractors contacting councillors or staff to 

encourage or support their tender outside the prescribed process; 

iii. tenders are to be submitted in writing in a sealed marked envelope 

addressed to the Proper Officer;  

iv. tenders shall be opened by the Proper Officer in the presence of at least 

one councillor after the deadline for submission of tenders has passed;  

v. tenders are to be reported to and considered by the appropriate meeting 

of the Council or a committee or sub-committee with delegated 

responsibility. 

d. Neither the Council, nor a committee or a sub-committee with delegated 

responsibility for considering tenders, is bound to accept the lowest value 

tender. 

 
e. Where the value of a contract is likely to exceed the threshold specified 

by the Government from time to time, the Council must consider whether 
the contract is subject to the requirements of the current procurement 
legislation and, if so, the Council must comply with procurement rules. 
NALC’s procurement guidance contains further details. 
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 HANDLING STAFF MATTERS 

 

a A matter personal to a member of staff that is being considered by a meeting of 

[Council] OR [the Staff committee] OR [the (   ) sub-committee] is subject to 

standing order 11. 

b Subject to the Council’s policy regarding absences from work, the Council’s 

most senior member of staff shall notify the chair of [the Staff committee] OR 

[the (   ) sub-committee] or, if they are not available, the vice-chair (if there is 

one) of [the Staff committee] OR [the (   ) sub-committee] of absence 

occasioned by illness or other reason and that person shall report such 

absence to [the Staff committee] OR [the (   ) sub-committee] at its next 

meeting. 

c The chair of [the Staff committee] OR [the (   ) sub-committee] or in their 

absence, the vice-chair shall upon a resolution conduct a review of the 

performance and annual appraisal of the work of [the member of staff’s job 

title]. The reviews and appraisal shall be reported in writing and are subject to 

approval by resolution by [the Staff committee] OR [the (   ) sub-committee].  

d Subject to the Council’s policy regarding the handling of grievance matters, the 

Council’s most senior member of staff (or other members of staff) shall contact 

the chair of [the Staff committee] OR [the (   ) sub-committee] or in their absence, 

the vice-chair of [the Staff committee] OR [the (   ) sub-committee] in respect of 

an informal or formal grievance matter, and this matter shall be reported back 

and progressed by resolution of [the Staff committee] OR [the (   ) sub-

committee]. 

e Subject to the Council’s policy regarding the handling of grievance matters, if 

an informal or formal grievance matter raised by [the Clerk & RFO] relates to 

the chair or vice-chair of [the Staff committee] OR [the (   ) sub-committee], this 

shall be communicated to another member of [the Staff committee] OR [the (   ) 

sub-committee], which shall be reported back and progressed by resolution of 

[the Staff committee] OR [the (   ) sub-committee].  

f Any persons responsible for all or part of the management of staff shall treat as 

confidential the written records of all meetings relating to their performance, 

capabilities, grievance or disciplinary matters. 

 
g In accordance with standing order 11(a), persons with line management 

responsibilities shall have access to staff records referred to in standing order 

19(f).  
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 RESPONSIBILITIES TO PROVIDE INFORMATION  

See also standing order 21. 

 

a In accordance with freedom of information legislation, the Council shall 

publish information in accordance with its publication scheme and 

respond to requests for information held by the Council.   

b.  [If gross annual income or expenditure (whichever is higher) does not exceed 

£25,000] The Council shall publish information in accordance with the 

requirements of the Smaller Authorities (Transparency Requirements) 

(England) Regulations 2015. 

OR  

[If gross annual income or expenditure (whichever is the higher) exceeds 

£200,000] The Council, shall publish information in accordance with the 

requirements of the Local Government (Transparency Requirements) 

(England) Regulations 2015. 

 

 RESPONSIBILITIES UNDER DATA PROTECTION LEGISLATION  

(Below is not an exclusive list).  
 

See also standing order 11. 

 

a The Council may appoint a Data Protection Officer. 

b The Council shall have policies and procedures in place to respond to an 

individual exercising statutory rights concerning their personal data.  

c The Council shall have a written policy in place for responding to and 

managing a personal data breach. 

d The Council shall keep a record of all personal data breaches comprising 

the facts relating to the personal data breach, its effects and the remedial 

action taken. 

e The Council shall ensure that information communicated in its privacy 

notice(s) is in an easily accessible and available form and kept up to date. 

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

 
a Requests from the press or other media for an oral or written comment or 

statement from the Council, its councillors or staff shall be handled in 

accordance with the Council’s policy in respect of dealing with the press and/or 

other media. 

 

 EXECUTION AND SEALING OF LEGAL DEEDS  

See also standing orders 15(b)(xii) and (xvii). 

 

a A legal deed shall not be executed on behalf of the Council unless authorised 

by a resolution. 

b [Subject to standing order 23(a), the Council’s common seal shall alone 

be used for sealing a deed required by law. It shall be applied by the 

Proper Officer in the presence of two councillors who shall sign the deed 

as witnesses.] 

The above is applicable to a Council with a common seal. 

OR 

[Subject to standing order 23(a), any two councillors may sign, on behalf 

of the Council, any deed required by law and the Proper Officer shall 

witness their signatures.]  

The above is applicable to a Council without a common seal. 
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 COMMUNICATING WITH DISTRICT AND COUNTY OR UNITARY 

COUNCILLORS 

 

a An invitation to attend a meeting of the Council shall be sent, together with the 

agenda, to the ward councillor(s) of the District and County Council OR Unitary 

Council representing the area of the Council.  

b Unless the Council determines otherwise, a copy of each letter sent to the 

District and County Council OR Unitary Council shall be sent to the ward 

councillor(s) representing the area of the Council. 

 

 

 RESTRICTIONS ON COUNCILLOR ACTIVITIES 

 

a. Unless duly authorised no councillor shall: 

i. inspect any land and/or premises which the Council has a right or duty to 

inspect; or 

ii. issue orders, instructions or directions. 

 

 STANDING ORDERS GENERALLY 

 

a All or part of a standing order, except one that incorporates mandatory 

statutory or legal requirements, may be suspended by resolution in relation to 

the consideration of an item on the agenda for a meeting. 

b A motion to add to or vary or revoke one or more of the Council’s standing 

orders, except one that incorporates mandatory statutory or legal requirements, 

shall be proposed by a special motion, the written notice by at least 6 

councillors to be given to the Proper Officer in accordance with standing order 

9. 

c The Proper Officer shall provide a copy of the Council’s standing orders to a 

councillor as soon as possible. 

d The decision of the chair of a meeting as to the application of standing orders 

at the meeting shall be final. 



Sutton Courtenay Parish Council 

Sutton Courtenay Parish Council 
 
Item 12 Subscriptions 
Society of Local Council Clerks (SLCC) 
National Association of Local Councils (NALC) & Oxfordshire Association of Local Councils (OALC) 
Institute of Cemetery and Crematorium Management (ICCM) 
Parish Online (mapping software) 
Wilts & Berks Canal Trust (local charity) 
 
Item 13 Standing Orders and Direct Debits 
Clerk – salary (set amount with quarterly BACS payment to cover underpayment) 
Clerk – home office allowance 
Oxfordshire Pension Fund 
 
EE – mobile phone contract 
HMRC – National Insurance & Income Tax 
Information Commissioner’s Office (ICO) 
 
Unity bank – monthly service charge 



 

 

Sutton Courtenay Parish Council 

 
All meetings start at 7.15pm and will be held in Sutton Courtenay Village Hall unless otherwise 
stated. 
 
Tuesday 6th May 2025 
 
Tuesday 3rd June 2025 
 
Tuesday 1st July 2025 
 
No August meeting 
 
Tuesday 2nd September 2025 
 
Tuesday 7th October 2025 
 
Tuesday 4th November 2025 
 
Tuesday 18th November 2025 Grants & Budget setting 
 
Tuesday 2nd December 2025 
 
Tuesday 13th January 2026 
 
Tuesday 3rd February 2026 
 
Tuesday 3rd March 2026 
 
Tuesday 7th April 2026 - 7.15pm Annual Electors’ Meeting followed by Council 
 
Tuesday 5th May 2026 Annual meeting of the Council 



Sutton Courtenay Parish Council 
 
Planning Applications for consideration on Tuesday 6th May 2025 

Application no Comments 
deadline 

Location Proposal Link to view online 

P25/V0673/HH Extended 
to 7th May 

Cambrian House, 10 
Appleford Road, Sutton 
Courtenay 

Proposed increase to height of roof form to facilitate residential 
annex. Replacement porch, new window openings and interior 
alterations. 

https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0673/HH  
(HR) 

P25/V0675/HH Extended 
to 7th May 

Mill Cottage, Appleford 
Road, Sutton Courtenay 

Demolish existing Conservatory. Proposed single storey 
extension. Roof modified for front glazed gable dormer to 
replace old glass rooflights. 

https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0675/HH  
(RA) 

P25/V0522/FUL Extended 
to 7th May 

Hanson Building Products, 
Sutton Courtenay Road, 
Sutton Courtenay 

Replacement of existing chain link 1.8m fencing with 2.4m 
close boarded steel joist and timber panel fence. 

https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0522/FUL  
(PG) 

P25/V0395/HH Extended 
to 7th May 

20 Chapel Lane, Sutton 
Courtenay 

Proposed two storey rear extension and internal alterations. https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0395/HH  
(FM) 

P25/V0797/HH 10th May 42 Lady Place, Sutton 
Courtenay 

Loft conversion with two pitch roof dormers, roofing tiles to 
match existing and new stair access to loft. 

http://www.whitehorsedc.gov.uk/java/planning/ApplicationDetails.jsp?REF=P25/V0797/HH  
(HR) 

 
Additional Planning Correspondence: 

none  

 
Decision lists: 

Application no Location Proposal Decision 

P24/V0678/FUL Land adjacent to 3 High View 
Court, Sutton Courtenay 

Erection of a self-build infill dwelling and associated infrastructure. APPEAL 
DISMISSED 

P24/V2591/FUL 23 Church Street, Sutton 
Courtenay 

Proposed new self-build dwelling and associated external works. Removal of bay 
window to existing house. 

WITHDRAWN 

P25/V0520/HH The Bell House, 3 Abingdon 
Road, Sutton Courtenay 

Demolition of existing conservatory and erection of new single storey extension 
including addition of new window to ground floor side elevation. 

GRANTED 

P24/V2710/HH 19 Harwell Road, Sutton 
Courtenay 

Ancillary building to form a granny annexe and carer's room. Resubmission of 
P18/V0056/FUL, featuring enlarged dormer window and increased roof ridge height 
(as amended by plans received 18 February) – PART RETROSPECTIVE 

REFUSED 

P25/V0268/HH 19 Harwell Road, Sutton 
Courtenay 

Ancillary building to form a granny annexe and carer's room. Resubmission of 
P18/V0056/FUL, featuring enlarged dormer window and increased roof ridge height 
(as amended by plans received 18 February 2025) – PART RETROSPECTIVE 

REFUSED 

 

https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0673/HH
https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0675/HH
https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0522/FUL
https://data.whitehorsedc.gov.uk/java/support/Main.jsp?MODULE=ApplicationDetails&REF=P25/V0395/HH
http://www.whitehorsedc.gov.uk/java/planning/ApplicationDetails.jsp?REF=P25/V0797/HH


From : ian@localplanservices.co.uk
Date : Tue, 15 Apr 2025 10:49:28 +0100
Subject : South Oxfordshire & Vale of White Horse Joint Local Plan - Examination Arrangements

Good Morning,
 
Further to comments submitted in respect of the South Oxfordshire and Vale of White Horse Joint Local
Plan consultation, I email to inform you that the Secretary of State has appointed Planning Inspectors R
A Bust BSc (Hons) MA MSc LLM PhD MInstLM MCMI MIEnvSci MRTPI and C Mulloy BSc (Hons) DipTP
MRTPI to conduct an Examination into the soundness and legal compliance of the Joint Local Plan.
 
I will act as Programme Officer for the Examination and will be responsible for assisting the Inspectors
with the administrative and procedural aspects of the Examination process. I am not an Officer of the
Councils and have not been involved in the preparation of the Joint Local Plan. I will be your primary
point of contact for any queries you may have throughout the Examination process.
 
The Inspectors are adopting a staged approach to the Examination. Part 1 will consider Matters of Legal
Compliance and the Overall Housing and Employment Need and Requirement only. Part 1 Hearing
Sessions will commence at 09.30am on Tuesday 3 June 2025 within The Bee House, 140
Eastern Avenue, Park Drive, Milton, Abingdon, OX14 4SB. 
 
Following consideration of these matters, the Inspectors will decide if the Plan and Examination is
capable of progressing. Should they decide this is the case, additional hearings will be identified in due
course to consider further matters with separate arrangements being made.
 
Guidance Notes have been prepared by the Inspectors to explain many of the procedural and
administrative aspects of the process. The Inspectors’ Part 1 Matters, Issues and Questions provide the
framework for any further written submissions you may wish to make and provide the foundation for
discussions during the hearing sessions. The Part 1 Hearing Programme sets out the schedule for the
Part 1 Hearings.
 
An Examination Website has been established and will be regularly updated throughout the process.
 
As a respondent, you have three options available to you in relation to the Part 1 Examination Stage:
 
1.      If you are content to rely on your original comments, do not intend to provide any further written
comments or are interested in matters beyond the scope of the Part 1 Hearings there is no need for you
to do anything further at this stage.
2.       If objections were raised within your consultation response to either Legal Compliance or the
issues of overall housing and employment need and requirement you are welcome to submit further
comments in response to the questions the Inspectors have identified. The deadline for submission of
Written Statements is noon on 13 May for electronic copies and noon on 16 May for 2 hard
copies to be received, both hard and electronic copies are required.
3.      If the Part 1 Matters identified are relevant to your consultation response and you wish to
participate in the Part 1 Hearing Matters, please let me know by noon on 6 May 2025. Representors
requesting to participate during the hearing sessions are also welcome to supply Written Statements
should they wish to do so, in accordance with the guidance and deadlines.
 
If you have any queries at this stage, please do not hesitate to contact me and I shall be happy to
assist.

Regards

Ian Kemp
Programme Officer

Mob: 07723 009 166

4/29/25, 10:21 AM South Oxfordshire & Vale of White Horse Joint Local Plan - Examination Arrangements.html
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https://www.southandvale.gov.uk/app/uploads/2025/04/ID03-Examination-Guidance-Note-1.pdf
https://www.southandvale.gov.uk/app/uploads/2025/04/ID02-Inspectors-Matters-Issues-and-Questions-for-Examination.pdf
https://www.southandvale.gov.uk/app/uploads/2025/04/ID04-Hearings-Programme-Part-1.pdf
https://www.southandvale.gov.uk/joint-local-plan-2041-examination/
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ELAN CITY LTD, Wilberforce House, Station Road, London NW4 4QE | Registration number : 11087636 |
VAT registration number : GB 297094655 | Phone: (020) 3936 0920 | Email: sales@elancity.co.uk | Website: www.elancity.co.uk |
Bank / Branch : BNP PARIBAS – London NW1 6AA | IBAN : GB83BNPA40638490402014 | SWIFT/BIC : BNPAGB22XXX - Sort Code :

40-63-84 - Account Number : 90402014

 
 

Delivery address :
Hugo Raworth
SUTTON COURTENAY PARISH COUNCIL
3 Church Street
Sutton Courtenay OX14 4AD
UK
 

Billing address :
SUTTON COURTENAY PARISH COUNCIL
c/o 44 Harrington Close
Newbury
RG14 2RQ - United Kingdom

SUTTON COURTENAY PARISH
COUNCIL
c/o 44 Harrington Close
Newbury
RG14 2RQ - United Kingdom
 
Tel. : +447495123353
 

 

Quotation N° SO-UK05588
 

Your Reference Quotation Date Contact Payment Terms

16/04/2025 Hugo BARR 30 Net Days
 

Description Qty Unit Price Disc.(%) Discounted
price

Price

[EACC0041AA] 100W Solar Panel & mounting kit 3,00 Unit(s) 394,23 10,00 354,81 £ 1064,42

[EMEC0043AA] Mounting bar for Evolis VISION 3,00 Unit(s) 25,81 10,00 23,23 £ 69,69

[061] TRANSPORT & PACKAGING 1,00 Unit(s) 89,99 0,00 89,99 £ 89,99

[0800653] EVOLIS SOLUTION Door Key 1,00 Unit(s) 2,67 100,00 0.00 £ 0,00

 Total discount HT: £ 128,68

 Total excl. VAT: £ 1224,10

 Taxes (20%): £ 244,82

 Total : £ 1468,92
 

 
 

        
Valid for agreement
(Stamp, Signature and Date)

Date / Signature / Name



From To Councillor Date Work ordered / Clerk to action Outstanding Referred to Rec Am WP Closed
11-Mar-24 24-Mar-24 Father Morkos 16-Mar
11-Mar-24 24-Mar-24 Father Morkos 16-Mar

15-Jul-24 28-Jul-24 Father Morkos 31-Jul

26-Aug-24 08-Sep-24 Hugo Raworth 08-Sep
05-Nov-24 05-Nov-24 Meeting 05-Nov Closed
05-Nov-24 05-Nov-24 Meeting 05-Nov

16-Dec-24 29-Dec-24 Joanna O'Callaghan 01-Jan

Path from car park to main play 
area gate not draining To be 
added to cemetery pathway 
project

Tampolines not draining 
Awaiting a quote from Kompan 
to inspect

04-Feb-25 04-Feb-25 Clerk 04-Feb
10-Feb-25 23-Feb-25 Rita Atkinson 27-Feb
24-Feb-25 09-Mar-25 Robert Dalby 03-Mar
01-Apr-25 01-Apr-25 Contractor 01-Apr

24-Mar-25 06-Apr-25 Paul Galliver xx Non visit
07-Apr-25 20-Apr-25 Father Morkos xx Non visit
21-Apr-25 04-May-25 Joanna O'Callaghan

05-May-25 18-May-25 Lia Plowman
19-May-25 01-Jun-25 Ian Pratley
02-Jun-25 15-Jun-25 Hugo Raworth
16-Jun-25 29-Jun-25 Jason Warwick

Rita had spotted a length of steel in the play area. I visited and found it was the fireman's pole. 
Kompan 6 May

MUGA - grass encroaching onto outer edge.
Car park - grass and moss encroaching from main field. - Added to 2025 maintenance

Securing the bottom of the football nets - R&A WP to obtain quotes, along with cricket strip project.

Shrub near double yellow gate to be removed. TFM to action

Wet pour edging on trampoline has been damaged - 6 May  Kompan
Pump track - low and potential animal digging.

Old sports equipment (cricket) in western tree line - Cricket Club member (ORM) has advised he will 
remove.

Weeds around car park. - Added to 2025 maintenance

North east corner gate – ORM completed 24 April

29/04/2025 Page 1



 

 
 

6 Uplands Road. Farnham GU9 8BP 

1 

Jennie Currie  

Sutton Courtenay Parish Council  

16 April 2025 

Dear Jennie,  

Sutton Courtenay Parish Council  

Final Audit Report 24-25 

The internal audit for the 24-25 financial year is now complete.   I am pleased to report that 

I have signed off the internal audit section of the Annual Governance and Accountability 
Return (AGAR) for with no comments.   

 

As stated in the engagement letter, the scope of our work is limited to completing the audit 

testing and enquiries we deem necessary to complete Section 4 of the Annual Report for 

Local Councils in England.  We do not provide assurance over or accept responsibility for 
areas of work not included in this scope, unless specifically agreed with the Council during 

the financial year.  
 

In providing internal audit services we are not conducting a financial statement audit in 
accordance with standards and guidelines issued by the Audit Practices Board and our 

procedures are not designed to provide assurance over the reliability and quality of your 

financial statements and management information – that is the job of external audit.  
 

We are required by the Annual Internal Audit Report included in the Annual Governance 
and Accountability Return (AGAR) to review controls in place at the Council against 

predefined control assertions. These control assertions are set out below, together with the 

results of my internal audit work for 24-5.  Recommendations are set out at Appendix A.  I 
set out a schedule of tests not completed at this audit at Appendix B, these tests are not 

relevant to this Council.  
 

The audit was carried out in two stages.  The interim audit was carried out on 18 February, 
this concentrated on in year financial transactions and governance controls.  The final audit 

was carried out on 16 April and concentrated on the statement of accounts and balance 

sheet.  
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A - Appropriate books of account have been kept properly throughout the year 

Interim Audit  

The Council has moved accounting records on to the Scribe accounting system for the 24-

25 financial year.     My testing confirmed that accounting records were up to date, and 

reconciliations have been completed promptly and completely.    Good use is being made of 

the document storage available in Scribe, and the Clerk is using system generated reports to 

monitor budgets and report to Council.  

 

I was able to agree the opening balances in the cashbook (£142,844.15) back to the audited 

accounts for 23-24  - Box 7= £142,844.  The audit certificate for 23-24 was clear so there 

are no matters to take forward to the current accounting year.  

The Council last submitted a VAT claim for the period March to September  2024.   £8,763 

was claimed from HMRC, and this has been checked into the Council’s cashbook dated 

15.10.24.   

Final Audit  

The accounting statements have been agreed back to year end reports produced from the 

Scribe accounting system.  2 £1 rounding errors have identified, these will be corrected by 

the Clerk.   All comparatives reported in the financial statements have been agreed back to 

the audited 23-24 accounts, as published on the Council website.   

I confirmed that the Council has submitted the second VAT return for 24-25, this covered 

the period 1 October 24 to 28 Feb 2025.  VAT of £6,246 was reclaimed, supported by a list 

of transactions extracted in the VAT report on Scribe.  The VAT return was submitted on 3 

March 25, and the refund received in the Council’s current account on 6 March.   

 
My interim report was considered at the March Council meeting ( minute 2025/048).  

Minutes show proper consideration of recommendations raised.  

 

B - The Council’s financial regulations have been met, payments were supported 

by invoices, all expenditure was approved, and VAT was appropriately 

accounted for 

Interim Audit  

Standing Orders and Financial Regulations are based on NALC templates.  These were last 

reviewed at the Council meeting in May 2024 – minute 2024/088.  Financial Regulations are 

now out of date.  NALC issued a new template last April, SCPC should look to amend 

financial regulations to reflect this new model at the next opportunity.      
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The Council has a clear process for making payments to suppliers.  Each month the Clerk 

prepares a payment list, which is presented to the Council meeting, along with PDF copies 

of invoices.  Invoice approvals are listed in minutes.  Payments are then set up by the Clerk 

and authorised at bank by 2 councillors.    There is adequate separation of duties in this 

system.   

I carried out a sample test of non-pay expenditure transactions selected at random from 

cashbook throughout the financial year.   I was able to confirm the following for all 

transactions: 

- Payment agreed to invoice 

- Expenditure appropriate for this Council 

- Payment approval noted in minutes  

- VAT accounting correct 

- Payment set up by clerk and authorised by 2 councillors – checked to Unity Bank Log.  

Final Audit  

Non pay expenditure per box 6 to the accounts amounted to £ 112,434, down from 

£169,840 in 23-24 .     

The Council reviewed Financial Regulations at the Council Meeting on 1 April.  The new 

template financial regulations have been used as the basis for the new regulations, I am 

satisfied that this key governance document is now up to date.   

2 further transactions were selected from the cashbook for March 2025.  I checked that:  

- Payment agreed to invoice 

- Expenditure appropriate for this Council 

- VAT accounting correct 

- Payment set up by clerk and authorised by 2 councillors – checked to Unity Bank Log.  

C - The Council assessed the significant risks to achieving its objectives and 

reviewed the adequacy of arrangements to manage these. 

Interim Audit  

The Council is insured with Hiscox  on a standard local council package,.     The policy was 

in date at time of audit, with a start date of 1/10/24, running “until the policy is cancelled”.    

Asset cover appeared satisfactory.  Assets insured are:  
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The Council backs up computer date to Google Drive.  The laptop has a live backup to 

Google Drive which includes the HMRC PAYE Basic data.  The email system is held on a 

remote server with the IT provider. Scribe data is held by the system supplier and backed 

up on their servers.   

The Council reviewed the Risk Management Policy alongside other policies and procedures 

are the Full Council meeting in May 2024 – minute 2024/091.     I reviewed the schedule of 

risks relating to finances and administration of the Council, this appears sufficient for a 

Council of this size and activity level.  I remind the Council that the risk assessment is an 

active document and should be properly reviewed each year.  This would be best evidenced 

by a separate minute at a meeting other than the annual meeting.  

 

The Council considered my last report at the meeting in May 24 – minute 2024/103.  

Minutes show proper consideration and discussion of recommendations raised.   

 

D - The annual precept requirement resulted from an adequate budgetary 

process; progress against the budget was regularly monitored; and reserves 

were appropriate. 

Interim Audit  

The Council has completed the process of setting the 25-26 precept and budget.  These 

were approved at the Full Council meeting on 3 December.  A precept of £102,000 was   

set and a detailed budget was also approved.  This is properly recorded within minutes.  I 

am satisfied that precepting authority deadlines were met.   

I confirmed regular budget monitoring reports, as required by financial regulations, are being 

produced for Council meetings, by reviewing minutes.      I confirmed that the budget monitoring 

report for the year to the end of January was included in agenda papers for the February meeting 

of Full Council.  I am please to see that the Clerk is using the Scribe report “Summary of Receipts 

and Payments”  for budget reporting.   
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One overspend was reviewed with the Clerk, on maintenance.  This relates to the additional 

works completed in year, and is funded from the general reserve and underspends on the outside 

assets cost centre.    

Final Audit  
Reserves at 31 March 2025 were £197,768 (23-24 £142,844).   

 
Reserves are managed in the Scribe accounting system,  At 31 March 25, reserve balances 

were as follows:  

  
Earmarked 

          

              
                

Cemetery 
  

25,730.00 
 

                
Neighbourhood Plan 

  
3,000.00 

 

                
Professional Advice 

  
11,585.13 

 

                
Recreation Ground 

  
11,265.00 

 

                
Village Hall 

  
9,924.80 

 

                
CIL 

  
98,189.19 

 

                
S106 Art Trail 

  
0.00 

 

                
S106 Paths 

  
0.00 

 

                
Tree works 

  
1,000.00 

 

                
War Memorial 

  
500.00 

 

              
  

Total Earmarked 
    

161,194.12 
 

 
The Council reviewed earmarked reserves at the March meeting – Additional monies were 

added to the cemetery reserve, and new reserves set up for tree works and for the war 

memorial.   
 

General reserves at year end were £36.5K.    This represents 40% of precept, which is at 
the mid-point of recommended levels set out in the NALC Practitioners’ Guide.   This is an 

acceptable level of general reserve, given well developed earmarked reserves.  
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E - Expected income was fully received, based on correct prices, properly 

recorded and promptly banked; and VAT was appropriately accounted for. 

Interim Audit  

I tested  4 transactions, with a value of £80.5K.  For all transactions tested I agreed cash 

book entry to remittance advice notes from principal councils for CIL and Section 106 
funding.   

 
Final Audit  

Precept per box 2 to the accounts was £92,800 (23-24 £97,500).  This has been agreed to 

third party documentation provided by Central Government. 

 

Income per box 3 to the accounts was £105,354 (23-24 £103,723).    No further transaction 
testing at year end, £80K tested at the interim audit,  

 
F - Petty cash payments were properly supported by receipts; all petty cash 

expenditure was approved and VAT appropriately accounted for. 

Satisfactory.  My testing confirmed that the Council does not use petty cash. 

G- Salaries to employees and allowances to members were paid in accordance 

with council approvals, and PAYE and NI requirements were properly applied. 

Interim and Final Audits  

Staff costs per box 4 to the accounts were £30,797 ( 23-24 £28,712).     

  

I tested the August  2024 payment to the Clerk, and was able to agree the cashbook entry 

to payslip.  From there I was able to confirm gross pay to pay award for as published on the 

JNC  payscale for 23-24,  (still in force at the time of my audit), this also agreed to the 

Clerk’s contract.     I checked payment made to HMRC back to the payroll for August.   The 

Clerk logged into the Council’s account with HMRC and confirmed all submissions and 

payments are up to date.    

 

At the final audit I confirmed that box 4 to the accounts only included costs relating to the 

employment of staff, as required by regulations. ( Salary / HMRC tax payments and 

pensions)  
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H - Asset and investments registers were complete and accurate and properly 

maintained.  

Final Audit  

Fixed Assets per box 9 to the accounts were £466,670 ( 23-24 £454,094)  

The figure in the accounts has been agreed to the fixed asset register.   The asset register 

correctly accounts for all assets at cost.  This follows accounting rules set out in the 

Practitioners’ Guide.    The RFO provided details of changes to the asset register in 24-25.   

Main additions are: 

- Bus shelter – added at cost of £6003 

- 2 benches – added at cost of £1395 each  

- Litter bins – added  at cost of £2920 

Other small value assets have also been added to the asset register, and a small number of 

disposals have been made.  I note that that Village Hall has been transferred to the CIO at 

31.3.25.  This was recorded on the asset register at a proxy cost of £1, so there is no real 

impact on the asset register.   

 

I – Periodic and year-end bank account reconciliations were properly carried 

out. 

Interim Audit  

I was able to confirm that the bank account is reconciled to the cashbook each month, via 

the cashbook spreadsheet.   I was also able to confirm, by reference to minutes of council 

meetings, that the bank reconciliation is reviewed regularly.    The December bank 

reconciliation was reported to the January meeting (minute 2025/014).  

I reperformed the December bank reconciliation.  For all bank accounts I was able to agree 

the balance on the bank reconciliation back to bank statements and cashbook balances 
recorded on the excel spreadsheet.  I note that the reconciliation has been reviewed by 

Councillor Dalby , and this review properly evidenced on the reconciliation and the bank 
statements.   I noted an adjusting item on the bank reconciliation:  

 

 

The Clerk has checked this with Scribe and the error has now been corrected – I will check 

further at my year end audit.  However, care should be taken to ensure that no adjusting 

lines are reported on the monthly bank reconciliation.  
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The Council must adopt an investment policy, as cash holdings exceed £100K.  This is a 

statutory requirement.  It is recommended that as part of this process, the Council should 
look to deposit funds into an interest bearing account.  The deposit account is only paying 

1%, better rates are available in the market place.  

 

Final Audit 

Cash per box 8 to the accounts was £197,768  (23-24 £142,844)   

 
I reperformed the year end bank reconciliation.  For all bank accounts I was able to agree 

the balance on the Scribe bank reconciliation back to bank statements and cashbook 

balances recorded in the accounting work book. 

 

The bank reconciliation has  been reviewed by a councillor, this has been properly 
evidenced on both the bank reconciliation and the bank statements.  

 

I note that the Council has adopted an investment policy, now cash holdings exceed £100K.  
This was approved at the March Council meeting.   

 

J - Accounting statements prepared during the year were prepared on the 

correct accounting basis (receipts and payments or income and expenditure), 

agreed to the cash book, were supported by an adequate audit trail from 

underlying records, and where appropriate debtors and creditors were properly 

recorded.  

Satisfactory – Accounts have been produced  on a  receipts and payments  basis, this is 

appropriate as income and expenditure at the Council is below £200k. Table 1 below sets 

out levels of receipts and payments over the last three accounting years.  

 

 22-23 23-24 24-25 

Receipts  £ 313607 183223 198154 

Payments £ 338241 198552 143231 
 

This confirms the Council  is permitted to produce accounts on the receipts and 

payments basis.  

K:  If the authority certified itself as exempt from a limited assurance review 

in 23-24, it met the exemption criteria and correctly declared itself exempt. 

Not applicable, limited assurance review completed in 23-24.  
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L: The Authority publishes information on a free to access website/webpage 

up to date at the time of the internal audit in accordance with any relevant 

transparency code requirements 

Yes – the Council has published statutory documentation as required by the 2015 

Transparency Code.  The Council has an up to date website, and the 23-24 AGAR and audit 

certificate can easily be located on the website, alongside an archive of AGAR reports.   

Minutes of Council meetings are published on the website and were up to date at the time 

of my audit.  

M - Arrangements for Inspection of Accounts 

Inspection periods for 23-24  accounts were set as follows  

Inspection  - Key date 23-24 Actual 

Accounts approved at 

Full Council 

10 May   Full Council  

Date Inspection Notice 
Issued  

28 May  

Inspection period begins 3 June 

Inspection period ends 12 July   

Correct length Yes 

The Council has met the requirements of this control objective.  

N: Publication  requirements 23-24 AGAR 

The statement of accounts, annual governance statement and  the external audit 

certificate  for 23-24  are published on the transparency page on the Council website.     

The Conclusion of Audit certificate was published on 5 August, after   the date of the 

audit certificate (18 July).  The audit certificate was clear, bar a minor point in the 

matters arising section about working paper submission.  The external audit certificate 

was reported to the October meeting of Full Council (minute 2024/150b).  An archive 

of AGAR reporting is held on the website, as required by regulations.   

O - Trust funds (including charitable) The council met its responsibilities as a 

trustee.    

Satisfactory –The Council has confirmed to me that the  Council is not sole trustee of a 

charity.   However, I note that the Council will become sole trustee of the Village Hall 

Charity from 1.4.25.  I discussed this with the Clerk and confirmed the following:  

- Separate meetings must be held for the charity, with separate minutes 

- An independent examination is required if income or expenditure exceed £25K 
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I attach my invoice for your consideration, and I will be in touch soon to make 

arrangements for the year end audit.  I would like to take this opportunity to thank you for 

your help with the audit . Please do not hesitate to contact me if I can be of any assistance.  

 

 
 

 

Yours sincerely 

 

 

 

Mike Platten CPFA 
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Appendix A – Recommendations 

 

 

Points Forward – Action Plan  - Interim  and Final Audit  

Matter Arising  Recommendation Council Response 

Adjusting item, bank 

reconciliation 

However, care should be 

taken to ensure that no 

adjusting lines are reported 
on the monthly bank 

reconciliation.  

-  

Bank reconciliation clear at 

year end  

The Council must adopt an 

investment policy, as cash 

holdings exceed £100K.  
This is a statutory 

requirement.   
 

It is recommended that as 

part of this process, the 

Council should look to 
deposit funds into an 

interest bearing account.  
The deposit account is only 

paying 1%, better rates are 

available in the market 
place. 

Now in place  - in process 

of setting up new 

investment account 

I note that the Council will 

become sole trustee of the 
village hall charity from 

1.4.25.   

I discussed this with the 

Clerk and confirmed the 
following:  

- Separate meetings 

must be held for the 
charity, with separate 

minutes 

- An independent 
examination is 

required if income or 

expenditure exceed 
£25K 

Noted  

I remind the Council that 

the risk assessment is an 

active document and should 

be properly reviewed each 

year.   
 

This would be best 

evidenced by a separate 

minute at a meeting other 

than the annual meeting. 

Noted for 25-26 
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Appendix B 

 

Internal Audit Control Objectives – Marked as not covered 

Control 
Objective  

Area for Audit  Why this has not been audited 

F Petty Cash No petty cash at this council 

K  Exemption from limited 

assurance review 

Council had limited assurance review 

last year 

O Trust Funds No trusts  

 

 

 

 









May-25

Voucher Name Description Amount Totals

1 Vale of White Horse DC Precept 51,000.00

51,000.00

Voucher Method Name Description Invoice Amount Totals

15 card Royal Mail Postage 6.60

16 card Argos New phone 169.99

17 card Amazon EU SARL, UK Branch New phone charger 8.99

18 card Ebay New phone case 7.99

193.57

20 card Royal Mail Postage 5.72

21 card HP Inc UK Ltd Ink 11.99

30 card Screwfix Direct Ltd Letterbox 20.99

38.70

13 DD Unity Trust Bank Bank fee bank fee 8.10

14 BACS ICCM Membership 5049/2025/26 105.00

19 DD EE Phone V02336336748 16.10

22 BACS April Skies Accounting Audit INV-0367 200.00

23 BACS Community Heartbeat Defib supplies 26134 577.80

24 BACS Wilts & Berks Canal Trust Membership WBCT314 25.00

25 BACS ORM Fencing Ltd CIL INV0269 1,554.00

26 BACS Shield Maintenance Ltd Waste collection 8814 148.20

27 BACS Tactical Facilities Management Ltd Grounds maintenance SI-3473 21.60

28 BACS Tactical Facilities Management Ltd Grounds maintenance SI-3360 1,435.66

29 BACS OALC Training W-3812 138.00

31 SO J Currie Salary Month 2 salary 1,586.00

32 SO Oxfordshire Pension Fund Pension Month 2 pension 556.40

33 DD HMRC NI & Tax Month 2 HMRC 560.36

34 SO J Currie Office Allowance Month 2 office 26.00

35 BACS J Currie Mileage Month 2 mileage 27.30

36 BACS 26th Abingdon Scouts Grant Grant 2,000.00

37 BACS Abingdon DAMASCUS Youth Project Grant Grant 4,000.00

38 BACS Parochial Church Council Grant Grant 1,500.00

39 BACS Be Free Young Carers Grant Grant 500.00

40 BACS Citizens Advice Grant Grant 3,000.00

41 BACS Home Start Grant Grant 500.00

42 BACS Sutton Courtenay News Grant Grant 1,750.00

43 BACS Village Hall Grant Grant 3,500.00

23,735.52

23,967.79

Transfer BACS From Unity To prepayment card 38.70

Receipts

Payments

Card payments

To be paid

Card payments topped up mid month



Sutton Courtenay Parish Council

All Cost Centres and Codes

30 April 2025 (2025 - 2026)

Summary of Receipts and Payments

Receipts Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

-51,000.00 35 Precept  102,000.00  51,000.00 -51,000.00  (-50%)

-1,608.00 36 OCC Verges  1,608.00 -1,608.00  (-100%)

-4,000.00 37 Cemetery fees  4,000.00 -4,000.00  (-100%)

-1,000.00 38 Interest  1,000.00 -1,000.00  (-100%)

-250.00 47 Donations  250.00 -250.00  (-100%)

-12.00 48 Wayleaves  12.00 -12.00  (-100%)

 49 VAT 126  (N/A)

SUB TOTAL  108,870.00  51,000.00 -57,870.00 -57,870.00  (-53%)

Administration Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 46,242.44 1 Salaries  48,945.00  2,702.56  46,242.44  (94%)

 286.00 2 Office Allowance  312.00  26.00  286.00  (91%)

 620.00 3 Audit  820.00  200.00  620.00  (75%)

 99.90 4 Bank fees  108.00  8.10  99.90  (92%)

 250.00 5 Chairman's Allowance  250.00  250.00  (100%)

 1,185.00 6 Conferences & Training  1,300.00  115.00  1,185.00  (91%)

 35.00 7 Election & Legal fees  35.00  35.00  (100%)

 3,000.00 8 Insurance  3,000.00  3,000.00  (100%)

 1,283.00 9 Software  1,283.00  1,283.00  (100%)

 464.27 10 Stationery  500.00  35.73  464.27  (92%)

-72.12 11 Subscriptions  900.00  972.12 -72.12  (-8%)

 572.00 12 Travel  624.00  52.00  572.00  (91%)

 420.00 13 Website  420.00  420.00  (100%)

 7,200.00 50 Office rental  7,200.00  7,200.00  (100%)

 425.37 51 Office equipment  600.00  174.63  425.37  (70%)

SUB TOTAL  66,297.00  4,286.14  62,010.86  62,010.86  (93%)

Cemetery Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 463.66 14 Bins  494.00  30.34  463.66  (93%)

 2,181.70 15 Grass cutting  2,580.00  398.30  2,181.70  (84%)

 504.06 16 Maintenance - contracted  615.00  110.94  504.06  (81%)

 385.00 52 Maintenance - additional  385.00  385.00  (100%)

SUB TOTAL  4,074.00  539.58  3,534.42  3,534.42  (86%)

Recreation Ground Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 845.00 17 Bins  1,014.00  169.00  845.00  (83%)
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Sutton Courtenay Parish Council

All Cost Centres and Codes

30 April 2025 (2025 - 2026)

Summary of Receipts and Payments

 1,540.00 18 Grass cutting  1,816.00  276.00  1,540.00  (84%)

 2,000.00 19 Inspections  2,000.00  2,000.00  (100%)

 822.18 20 Maintenance - contracted  949.00  126.82  822.18  (86%)

 3,925.00 53 Maintenance - additional  4,000.00  75.00  3,925.00  (98%)

SUB TOTAL  9,779.00  646.82  9,132.18  9,132.18  (93%)

Outside Spaces & Assets Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 506.10 21 Bench & Bus shelter cleaning  568.00  61.90  506.10  (89%)

 602.34 22 Bins  650.00  47.66  602.34  (92%)

-181.50 23 Defib maintenance  300.00  481.50 -181.50  (-60%)

 2,707.18 24 Grass cutting  3,258.00  550.82  2,707.18  (83%)

 990.00 25 Maintenance - general  1,000.00  10.00  990.00  (99%)

 3,975.00 26 Verge grass cutting  4,500.00  525.00  3,975.00  (88%)

 2,000.00 27 Tree works  2,000.00  2,000.00  (100%)

 500.00 28 War Memorial  500.00  500.00  (100%)

SUB TOTAL  12,776.00  1,676.88  11,099.12  11,099.12  (86%)

Grants Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 1,750.00 29 SC News  1,750.00  1,750.00  (100%)

 3,000.00 30 Citizens Advice SO&V  3,000.00  3,000.00  (100%)

 1,500.00 31 PCC  1,500.00  1,500.00  (100%)

 4,000.00 32 Youth Project  4,000.00  4,000.00  (100%)

 3,500.00 33 Village Hall  3,500.00  3,500.00  (100%)

 4,000.00 34 Other  4,000.00  4,000.00  (100%)

SUB TOTAL  17,750.00  17,750.00  17,750.00  (100%)

Earmarked Reserves (EMR) Receipts Payments Net Position

Code Title Budgeted Actual Variance Budgeted Actual Variance +/- Under/over spend

 39 Cemetery  (N/A)

-400.00 40 Neighbourhood Plan  400.00 -400.00  (N/A)

 41 Professional Advice  (N/A)

 42 Recreation Ground  (N/A)

 43 Village Hall  (N/A)

-1,295.00 44 CIL  1,295.00 -1,295.00  (N/A)

 45 S106 Art Trail  (N/A)

 46 S106 Paths  (N/A)

SUB TOTAL  1,695.00 -1,695.00 -1,695.00  (N/A)
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Sutton Courtenay Parish Council

All Cost Centres and Codes

30 April 2025 (2025 - 2026)

Summary of Receipts and Payments

 51,000.00 108,870.00  110,676.00  8,844.42  43,961.58

 51,000.00  9,936.19

 1,091.77

 101,831.58-57,870.00NET TOTAL

V.A.T.

GROSS TOTAL

Summary

 (20%)
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Sutton Courtenay Parish Council

2025 - 2026

30 April 2025 (2025 - 2026)

Reserves Balance

Reserve OpeningBalance Transfers Spend Receipts CurrentBalance

Earmarked

Cemetery  25,730.00  25,730.00

Neighbourhood Plan  3,000.00  3,000.00

Professional Advice  11,585.13  11,585.13

Recreation Ground  11,265.00  11,265.00

Village Hall  9,924.80  9,924.80

CIL  98,189.19  98,189.19

Tree works  1,000.00  1,000.00

War Memorial  500.00  500.00

SIDs  0.00

Earmarked  161,194.12Total  161,194.12

TOTAL RESERVE  161,194.12 161,194.12

GENERAL FUND

 238,831.45TOTAL FUNDS

 77,637.33
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