Didcot Town Council

Notice of a meeting of the
Property & Facilities Committee
28th September 2022 at 7:30 pm
All Saints Room, Didcot Civic Hall
All members of the Properties & Facilities Committee are summoned to attend
this meeting for the transaction of the business on the agenda.
Admission of the public and media
The Council welcomes members of the public to its meetings in accordance with the
Public Bodies (Admission to Meeting) Act 1960.
Reports and minutes
We add reports and minutes to our website.
Recording, photographs and filming
The press or public may audio-record, photograph or film meetings, or report from
the meeting using social media. As such members of the public may be recorded or
photographed during the meeting. We ask that anyone wishing to record or
photograph the meeting notifies the Property & Facilities Manager before the start of
the meeting.
Public participation
The Council welcomes the public’s involvement in meetings, which must be in
accordance with our rules (Standing Orders 30-32 on a matter before the
Committee).
Please note that the wearing of masks both in the meeting and the communal
areas in the Civic Hall is advisable but not mandatory. Please do not attend the
meeting if you feel unwell.
At the relevant time during the meeting, the Chair will invite members of the public to
present their questions and statements. To contact the Projects and Services Officer,
please email – smundy@didcot.gov.uk
Agenda 1
Town Clerk
Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837

Agenda
1.
2.
3.
4.
5.
6.

To receive apologies
To receive declarations of interests.
Members are reminded to declare any interests they may have on any item on
this agenda in accordance with Didcot Town Council’s code of conduct.
To agree the Minutes of the Property and Facilities Committee held on 27th
July 2022 as a true record – see attached minutes.
To note the financial summary for August 2022 (Provisional Accounts) – see
attached paper
Questions on the minutes or the accounts.
To note the Properties Report and consider the recommendations relating to:• 6.5 The office photocopier contract
• 6.6 Insulation improvement at Didcot Civic Hall
• 6.7 The energy saving action plan
• 6.8 Additional outside lighting
• 6.10 Replacing the rear store doors at Willowbrook
• 6.11 Renewing catering maintenance contract

see attached report
7.
8.
9.
10.
11.
12.

To consider the Property and Facilities Manager’s 2023-24 pricing report –
see attached
To consider the Property and Facilities Manager’s Fleet Meadow Trust report
– see attached
To consider and adopt the lost property policy – see attached
To consider and adopt the DTC Loyds Pavilion and Edmonds Park cabins
usage policy – see attached
To consider and adopt the DTC bar cash up procedure – see attached
To note the Progress Report on items not on this agenda – see attached
EXCLUSION OF THE PRESS AND PUBLIC

Pursuant to Section 1 of the Public Bodies [Admission to Meetings]
Act 1960 the committee will be asked to exclude the press and public
from the meeting on the grounds that publicity would be prejudicial
to the public interest by reason of the confidential nature of the
business to be transacted.
13.

To consider the Property and Facilities Manager’s Willowbrook tender
summary and report from Leisure Consultant – see attached
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Didcot
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Phone: 01235 812637
www.didcot.gov.uk
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Janet Wheeler
Town Clerk
Date: - 22/09/2022
Voting Committee members:
Cllr J Moody (Chair)
Cllr A Macdonald (Vice Chair)
Cllr M Khan
Cllr B Service
Cllr V Havel
Cllr A Hudson
Cllr M Mallows
Nominated Substitute Members
Cllr C Wilson
Cllr M Walsh
Cllr D Macdonald
Cllr A Dearlove
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Draft Minutes Property and Facilities Committee
27th July 2022

Didcot Town Council

Property and Facilities Committee
Wednesday 27th July 2022 at 7.30pm
All Saints Room, Didcot Civic Hall.
Minutes
Note: These minutes are subject to approval as a true and correct record
by the next meeting of this Committee.

Present:
Cllr J Moody (Chair)
Cllr A Hudson
Cllr M Khan
Cllr B Service
Cllr V Havel
Cllr D Macdonald (sub)
Cllr M Mallows

Officers:
Mrs J Wheeler – Town Clerk
Mr N White – Property and Facilities Manager (P&F)
Mr S Mundy – Projects and Services Officer (P&S)
12.

Apologies

Apologies were tendered by Cllr A Macdonald.
Cllr D Macdonald substituted.
13.

Declarations of interests

No declarations were received.
14.

To approve the Minutes of the meeting held on 25th May 2022

The Committee considered the draft minutes and noted that the sentence at minute
10 was incomplete. The P&S Officer would amend this.
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It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
APPROVE the minutes as a true and accurate record of the meeting and note them
as such, subject to the amendment.
15.

To note the financial summary for June 2022

The Committee noted the financial summary for June 2022.
16.

Questions on the minutes or accounts

Cllr J Moody asked if DTC had received the information on the asset life. The P&F
Manager explained he would contact GS Mechanical for this information.
Cllr J Moody asked for confirmation that the sustainability information has been
added to the website. The P&S Officer confirmed this had been added.
Cllr J Moody enquired about the moving of the Didcot United Service bench to the
Memorial Garden. The P&F Manager explained that the bench was currently being
utilised by parents and children visiting the sand pit. Once the sessions had been
completed the bench would be moved to the Memorial Garden.
Cllr J Moody enquired about an update on the Civic Hall car park and when the
planters would be moved. The P&F Manager confirmed they would be moved in due
course. The P&F Manager then went on to explain that DTC would need to
investigate ANPR (Automatic Number Plate Recognition) systems due to the new
development at the previous Shell garage site. With the limited number of car
parking on the plans, users will look to park in the Civic Hall car park to visit the
development, but in the meantime, DTC would need to reposition the planters. Two
out of the three bollards outside the Civic Hall had been damaged and Officers were
working on obtaining quotes for them to be replaced.
Cllr M Khan asked that the car park be added as an agenda item to the next
Property and Facilities Committee agenda in September.
Cllr A Hudson asked if DTC had investigated lighting for the disabled car parking
bays due to the night’s drawing in and the difficulty seeing the kerbs. The P&S
Officer explained that the trees which had been blocking the lights, had been cut
back so more lighting was available.
It was AGREED to investigate either painting the kerbs or providing adequate
lighting to the area.
Cllr J Moody asked for the progress on purchasing a water cooler for Willowbrook.
The P&S Officer explained that Officers were still obtaining quotes.
This was added to the progress report.
Cllr J Moody asked whether the fire alarm change had been completed at Fleet
Meadow Community Hall. The P&F Manager explained that the work had not been
completed but would contact Executive Alarms for a commencement date.
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Financial Summary questions
Cllr J Moody asked about the water charges as they were over budget. The P&F
Manager explained that this was an estimate reading as Officers could not find the
water meter. The P&F Manager had been chasing Thames Water and Castle Water
to install a new meter for a considerable amount of time. The P&F Manager stated
that once the meter was installed, DTC would receive either a credit note for the
amount of water used, or the bill could be larger.
Cllr V Havel asked whether once the meter was installed, would regular meter
readings take place to ensure future bills were not estimated.
The P&F Manager explained that all meters were on smart meters, apart from the
water at Willowbrook and the meter for the old pavilion.
17.

To consider the Properties Report

The Committee considered the report.
Takings and Usage
The Committee noted the takings and usage figures from the P&F Manager.
Civic Hall Plant Room Works required
The P&F Manager explained that several items had been raised from the recent
boiler service at the Didcot Civic Hall, which included the following: •
•
•
•
•
•
•
•

Boiler 2 PRV (Pressure Release Valve)
Secondary PRV and Pipe Mods
400L Expansion vessel
3x Boiler front cover
3x Boiler Condense traps
Flue bracketry
A/d air vent
Water heater PRV

It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from GS Mechanical for £3350.96, using budget code 4043
Repairs and Maintenance.
Main Hall sand and reseal change of company
The P&S Officer explained that the original company chosen by the Property and
Facilities Committee on 25th May, to undertake the flooring works, could no longer
complete the work within the required week.
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The Committee noted the change in the company completing the flooring works in
the main hall.
It was confirmed that the company would change from Sport and Play to KSI
Technical Management for the quoted amount of £5764 and would be completed
the week commencing 15th August 2022.
To consider options on cleaning the Didcot Office Roof Maintenance
The P&F Manager explained that the roof at the Council office required cleaning as it
was covered in moss and plant growth and looked very unsightly. This did not give a
good impression to customers attending the Civic Hall. The P&F Manager had
approached two companies for quotes to carry out the works to thoroughly clean the
roof.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from Company B, Alfresco for £1523.01 using budget code 4044
maintenance contracts.
To consider changing the toilet taps within the male and female toilets
The P&F Manager explained the need to change the male and female toilets as DTC
were wasting a lot of water due to taps being left on or stuck in place. Complaints
had also been received by customers regarding the hot temperatures coming from
the taps. Changing the taps to a 7 second time flow would not only reduce the water
bill, but also reduce the risk of burns to hands due to the mixer valve being added.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from Didcot Plumbing Suppliers for £1771.65 using budget code
4043 repairs and maintenance.
The Committee RESOLVED to delegate the responsibility of choosing the company
to fit the taps to the Officers.
The South & Vale Food Safety Visit
The Committee noted the visit.
The P&F Manager explained that the Didcot Civic Hall had recently had a food safety
visit and had we received a 5-star food rating. There had been several issues raised
which had not yet been completed. These amounted to £1150.
The Civic Hall works update
The Committee noted the works carried out within the Civic Hall. The work included
the following: •

Fixed Electrical Test (FET) – DTC were waiting on the report and the
remedials from this work
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•

Executive Alarms completed the fire alarm service and remedials had been
booked in for the 5th August 2022, at a cost of £128.50+VAT

To consider allowing Bernadine Soul School of Dance to have a trophy cabinet at the
Civic Hall
The Committee discussed the request from Bernadine Soul School of Dance, to
install a trophy cabinet within the Civic Hall.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
decline the request from Bernadine Soul School of Dance for a trophy cabinet at the
Civic Hall.
The Committee asked the P&S Officer to write to Bernadine Soul School of Dance to
explain the decision.
The Committee requested that Officers investigate purchasing a new presentation
board to celebrate Didcot success and look to have this changed quarterly. The
Committee also requested a Didcot Mayors board be investigated, which could be
updated with the Mayors activities.
To consider upgrading the rest of the lights in the office to LED lighting
The Committee considered the report from the Officers. The change in lights would
ensure all lights in the Didcot Town Council offices would be LED lighting. The
Officers explained that this would save the Council money, not only on maintenance
fees factored into each light, but also 6.83KwH per hour in electricity.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from Scoop Electrical Services for £497.36 +VAT using budget
code 1173 Green Projects.
To note 10-year Building Plan
The P&F Manager presented options to the Committee for a 10-year plan of works
for the improvement to the Civic Hall, Willowbrook Leisure Centre, and Fleet
Meadow Community Centre. The P&F Manager explained that the plan would
support the budget process moving forward so DTC could plan ahead.
A discussion took place with Cllr V Havel enquired whether the work on the toilets at
Willowbrook could be moved forward. Waiting until 2025/2026 could mean that they
would be in a poor state of repair.
The P&F Manager noted this and would amend.
A discussion also took place regarding the boiler systems in place at Willowbrook
and the best way forward to reduce the gas costs. The P&F Manager explained that
DTC could investigate either electric boilers, or air source heating pumps and would
look to advise the Committee as per 10-year plan.
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It was RESOLVED to RECOMMEND the 10-year building plan to the next Finance
and General Purposes Committee.
To note the progress Climate Action Plan
The P&S Officer explained that work on the Climate Action Plan was on-going and
would work inline with the 10-year building plan. Work was still at an early stage but
would be presented at the next Committee meeting in September.
Officers had been obtaining quotes to upgrade the lighting in key areas of the Civic
Hall building and to improve the insulation to the bar, Northbourne room and above
the storage room.
To consider the quote for replacing the Civic Hall tables
The P&S Officer explained to the Committee that the oblong tables DTC have in
place at the Civic Hall were getting old and extremely worn. Officers had received
lots of comments regarding how much the tables move. Two quotes were obtained
to replace the tables (There were 26 tables and Officer were looking to order 30 as
some of the older tables had had to be disposed of, due to being beyond repair).
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from Company A, Aston and James for £10,290 +VAT for 30
tables, using budget code 4042 Equipment.
The Committee delegated responsibility to the officers to choose the table finish.
Willowbrook Leisure Centre update
The P&S Officer gave a summary of the usage at Willowbrook Leisure Centre and
explained the centre was opening 12-9pm Monday to Friday.
The P&S Officer explained that Officers had been approached by the Didcot
Midwifes for a space to hire as they were losing their space within the Didcot hospital
and the health centres within the town.
The Committee AGREED for the P&S Officer to keep them updated on the progress
of possible hire, via email.
To note information regarding Willowbrook Utilities
The Committee noted the information regarding the utilities at Willowbrook,
specifically the gas bill which was high.
The P&F Manager explained that the building was on a variable contract and the rate
cost had doubled. Due to the current tender process, DTC could not commit to a
contract. Staff were doing everything possible to bring the cost down. Gas was being
turned off and timers were being set. He also explained that the water heaters were
too large for the usage the centre offers. This would need further investigating.
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To consider the request from Cleal’s Wheels
The P+S Officer explained to the Committee that the owner of Cleal’s Wheels would
like to offer cold drinks and light snacks to users of his sessions.
It was proposed by Cllr V Havel, seconded by Cllr A Hudson, and RESOLVED to
allow Cleal’s Wheels to sell cold drinks and light snacks for his sessions, provided
that he provided proof of food establishment and that the items were consumed in
the viewing gallery or the reception area, only. Any mess would have to be cleared
by the end of every session.
To note the Works at Willowbrook Leisure Centre
The Committee noted the works completed at Willowbrook since the last Committee
meeting. These included: •
•
•

The LED lighting work - completed. Some of the ceilings would require
‘touching up’ with paint, due to the change of lighting. Prices would be
presented at the next meeting
The Fire alarm service - completed and the remedials was booked in for the
5th August at a cost of £576+VAT
The radiant heaters were serviced at a cost of £818+VAT

To consider the Willowbrook Plant Room Works required
The P&S Officer explained that during the most recent service several items had
been raised that required attention. These included: •
•
•

Boiler Pump no.2 replacement
CT (Constant Temperature) pump no.1 replacement
Plant room 2, seal replacement

A discussion took place and the Committee AGREED that, due to the tender
process, the centre should be in a full working order before another company could
take it over.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from GS Mechanical for £5788.80 using budget code 1767
Willowbrook site maintenance.
To note the funding request for a new Table Tennis Table and two hire rackets at
Willowbrook
The Committee noted the request from the P&S Officer to apply for funding for a new
table tennis table and two hire rackets at Willowbrook Leisure Centre. This had been
communicated via email to the Committee as the funding had been due to run out at
the end of August.
It was RESOLVED for the P&S Officer to proceed with applying for the funding for
£404.65.
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To note the Willowbrook Procurement Process
The P&S Officer outlined the key dates for the Committee to note regarding the
Willowbrook Leisure Centre procurement process. These included the following: •
•
•
•
•
•
•

6th July 2022 – Invitation to tender (ITT)
From 8th July 2022 – Data Room accessible
5th September 2022 – ITT Submission date
28th September – Bidders to be brought to the Property and Facilities
Committee for recommendation to go to Full Council
7th November 2022 – Full Council meeting to make decision
8th November 2022 – Contract Award
1st April 2023 – Contract starts

The P&F Manager explained that seven companies had expressed interest. Two
companies had pulled out due to other business opportunities.
Cllr V Havel asked whether all the companies who had expressed an interest whilst
Willowbrook was closed, had been contacted. The P&F Manager explained that the
Leisure Consultants had been advised to contact all viable companies that would be
able to fully open the centre for the community use 7 days a week.
The Committee asked for the information on who to contact regarding the tender
process be added to the DTC Website.
It was AGREED for this to be added.
To note Edmonds Park Cabins installation
The P&F Manager confirmed to the Committee that the cabin units had been
installed and there had been an attempted break in with 48hrs of the units being
installed. The units needed some work to the plumbing but investigations were
needed to find the waste pipe on the concrete slab for the toilets.
Cllr A Hudson raised his concerns regarding vandalism, but also expressed how
pleased he was that the units were in situ.
The P&F Manager explained that DTC would need to improve the security around
the electricity boxes and investigate fencing panels around the cabins to ensure
security and safety.
The Policy had been missed from the report sent to the Committee.
It was AGREED for the P&S Officer to send the Loyd Pavilion and Edmonds Cabin
units usage policy to the members of the Committee for consideration.
Cllr J Moody wanted to ensure that DTC had a strict set of conditions for users to
abide by, such as cleaning requirements and no items being left behind.
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18.
To consider the Projects and Services Officer Civic Hall fire risk
assessment report
The P&S Officer explained that DTC require an up-to-date fire risk assessment for
the Didcot Civic Hall. The current assessment was last completed by Ellis Whittam
and was reviewed yearly up until 2019. As DTC had a new team it was felt it was
best to ensure compliancy with the reformed (fire safety) order 2005 and get a
different set of eyes to review the building.
It was proposed by Cllr J Moody, seconded by Cllr B Service, and RESOLVED to
accept the quote from Company A, Prevention 1st for £500
19.

To consider the proposal from Didcot Farmers’ Market

The Committee considered the proposal.
A discussion took place regarding the proposal and several questions were asked
regarding the space required and if it would impact users of the Civic Hall.
It was proposed by Cllr A Hudson, seconded by Cllr D Macdonald, and RESOLVED
to accept the proposal from the Didcot Farmers’ Market for a 3month trial period and
charge £200, for the use of the Office Staff car park. This would amount to £20 per
stall. An additional £20 would be charged for each additional stall, over 10 stalls.
They would also need to ensure that all litter is cleared away and DTC would need to
make sure the Farmers’ Market didn’t impact on events at the Civic Hall, such as
Remembrance Sunday and the Food Festival. DTC would need to arrange a
schedule for them.
20.

To note the progress report on items not on this agenda

The Committee noted the progress report.
Cllr J Moody asked a question regarding hiring of staff and if DTC were fully staffed.
The P&F Manager explained that DTC have now employed two new members of
staff to support the bar at future events.
21.
To accept the terms and conditions for a new table tennis table and two
rackets
The Committee AGREED to accept the Terms and Conditions of the S106 grant
funding for the Willowbrook Leisure Centre new table tennis and two badminton
rackets for £404.65
Meeting closed at 21.30
Signed__________________ Chairman

Date __________________
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Didcot Town Council

Property and Facilities Committee
Properties Report
28th September 2022
Report author: Nick White and Stuart Mundy
The below have been ordered in priority, based on legal
requirements and H&S concerns.

1. To note the Civic Hall bar takings and usage
Bar
Current taking YTD £7371 Budget £12000 (61.4%)
Civic Hall Usage
July Utilisation: 19.78% for all spaces, MH 32.43%
August Utilisation: 18.37% for all spaces, MH 45.93%

2. To note the Civic Hall works update
The following items have been completed since the last Committee meeting at the
Civic Hall on the 27th July 2022
•
•
•
•
•
•
•
•

Plant room repairs - all installed correctly
Main Hall flooring sand and reseal
Female toilet door has been rehung and back in working order
Council office roof has been cleaned
Council office lights have been upgraded to LED lights
Bollards at the car park entrance have been replaced
Male and Female toilets have had taps replaced
Fire Risk Assessment completed – report has been received action plan
created

The Fixed Electrical remedials have been approved and work has begun on the
distribution boards. The Projects and Services Officer is working with the GA Group
to complete the works around bookings in place and have found a date of Friday
30th September to complete the remaining works.
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3. To note the replacement glasswasher purchase at
Didcot Civic Hall
Due to an operation need the Town Clerk has approved the purchase of a new
glasswasher for a total cost of £2080.23. This includes purchase, installation, and
disposal.
The previous glasswasher has been deemed unusable and the parts required are
no longer available.

4. To note replacement projector and amp in the All Saints
room
The Projector in the All Saints room has been overheating and shutting down after
a short period of time during training course/meeting for most of the past year and
has progressively got worse and the sound keeps stopping.
We have had the original installer of the system attend site to have investigate the
issues.
It appears to be that the protector within this room has had over 4000hrs of use
since install and no maintenance to keep the equipment dust free meaning that it
has experienced heat damage. Both the projector and amp have now failed and
need replacing.
This room is used the most for training courses and meetings and needs this
equipment replaced.
The cost £1200, to get a new equipment installed the Projector is £657 and the
Amp is £465, the install is £78 has been approved prior to this meeting by the chair
of the Property and Facilities Committee.

5. To consider the Office Photocopier Contract
The current office photocopier is now just over 5 years old and out of contract. It is
currently on a rolling 90-day contract with RICOH
The current costs are:
Quarterly Rent
£146.86 per quarter

Charge per Black and
White per side
£0.0024

Charge per Colour print
per side
£0.0242

We have looked to get a replacement machine, with the following specifications:
•
•
•
•
•

A4 and A3 Printing
Single / Double sided printing
Single / Double sided printing
Single / Double sided scanning
Single / Double sided emailing
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New quotes
Company

Quarterly
Rent

B&W Per
side

Colour
Per Side

Term

£0.026
£0.021
£0.021

Quarterly Cost
(based on
historical use)
£594.63
£469.53
£491.43

Company A
Company B
Company
B(2)
Company C
Company
C(2)
Extend
current
contract by 2
years

£191
£135.82
£157.72

£0.0026
£0.0021
£0.0021

£253.21
£117.46

£0.0028
£0.0032

£0.028
£0.032

£687.89
£614.24

60mths
60mths

£146.86

£0.0024

£0.024

£522.44

24mths

60Mths
60Mths
48Mths

Environmentally all these machines are better than our current machine and are
broadly similar in standby mode and print per page. Approximately 0.5W in sleep
mode.
Recommendation
The officers would like approval from the Committee to proceed with Company B
on a 5-year term. Because it has the cheapest forecast Quarterly costs and costs
per print and secures the cost for the longest time.
Using budget code to use is 1126 - photocopier

6. To consider the insulation improvement at Didcot Civic
Hall
Within the energy saving action plan and a thorough walk around the building the
officers noted that certain areas of the building require action to improve our carbon
footprint. The officers identified the following key areas which needed to be
improved
Company A
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Company B

Quote for Council office hasn’t been received for this Committee meeting.
Recommendations
The officers are seeking approval from the Committee to go ahead with Company A
for a total £4558.71. This would then cover all the areas we have identified to
improve the building overall efficiency.
Using budget code: - 1173 Green Projects
Financial Implication
•
•
•

Improving the insulation within the older part of the building is a costeffective way of improving energy efficiency within a building and reduce
energy bills.
Reduce heat loss
Can be effective for up to 40years

7. To note and consider the energy saving action plan
With the current situation it is prudent to look at energy saving actions that will help
reduce the councils’ costs.
The current actions in place are as following:
• A smart heating system controls (BMS) at the Civic Hall. The system pre
heats the spaces to the desired temperature prior to use. It modulates the
water temperature to the radiators preventing the spaces overheating. And
thus, saves energy.
• Heating is turned off during the warmer months.
• We currently have the offices set to 21’c.
• All public rooms are zoned and have a thermostat and CO2 monitor. The
BMS manages the air handling system based on the CO2 levels (occupation
of a space increases this figures) and temperature.
• Historical BMS issues have been resolved.
• LED roll out at the Civic Hall, in planning.
• Civic hall Insulation upgrade – pending approval
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We have attached the current energy saving action plans we have created for
Didcot Civic Hall and Willowbrook Leisure Centre for consideration, and we will
continue to add to these documents. These can be found as appendix 6.7a and
6.7b.

8. To consider the additional outside lighting
At the last Committee meeting it was noted concerns about poor lighting around the
Civic Hall and especially the disabled car parking bays. The Officers have
investigated the lighting and discovered the whole path area from the disabled
spaces is dark and requires improving for all users.

Please see below a price from the local electrician.
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Recommendations
This will improve the overall look and reduce the risk during the darker winter
months.
The officers are seeking approval from the Committee to go ahead with the above
works using budget code 4043 repairs and maintenance.

9. To note Willowbrook Update
Please see picture of the current utilisation at Willowbrook

Willowbrook usage has increased in August which is normally a very quiet month
for the centre.
New bookings now in place
•
•
•
•
•

Bounce Park 28th July – 1st August and 18th – 22nd August
Pilates in Studio 3 for August only
Monday night bookings including a Bounce class, football booking and
Badminton booking
Additional drop in badminton group on a Tuesday
St John Ambulance courses taking place within the Function Room currently
as a trial but if goes well could look at a long term relationship.

Online booking through our website is now live so people can request a booking via
the online system. At present we have made the Sports Hall booking live and no
other.

6-6

Agenda item 6

10. To consider replacing the rear store doors at
Willowbrook Leisure Centre
The Willowbrook rear store doors are in a poor state of repair. These are currently
secure and the doors lock. To improve this door moving forward we have looked at
a few options one a secure door and the other a roller shutter.
Company A
Company B
Company C

Roller Shutter
£2500
Not an option
Other*

Replacement Doors
£3985
£9040

* Company C have quoted to repair the doors but sanding back, apply primer and
paint for £675.08
Company A
Option 1

With this option we will need to keep in mind at present there isn’t a plug within the
outside store.
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The officers have contacted a local electrician and they have provided the following
quote to provide a plug within the outside store.

Total including installing of a plug with option £2922.46 +VAT
Option 2
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Company B
Option 1

Recommendation
The officers are seeking approval from the Committee to proceed with option 1
installing a roller shutter on the rear store doors and to add a plug socket within the
outside storeroom.
This would be from budget code 1767 – Willowbrook Site Maintenance This budget
code is currently overspent and would require funds from reserves.

11. To consider the new catering services quote
We need to have an annual service on all our catering equipment and a gas safety
check completed annually.
The current agreement is coming to an end and the renewal quote has been
received from the incumbent.
This time next year we are likely to have more facilities that will need this service so
should look to tender for the package next year.

Recommendation
I would recommend going ahead with this and retendering next year. This would
come from budget code 4044 Maintenance Contracts.
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Energy Saving Action Plan

Date updated:- 12/09/22

Site - Civic Hall
Areas identified to reduce utilities

What do we need to action

Control Co to attend site and improve the operation
efficiency of the heating control system
Contact and arrange dates
Foyer lights re lamp to LED
Office lighting re lamp to LED
Car Park lighting re lamp to LED
1 quote obtained and Meeting second company
13th September
Ladygrove re lamp to LED and daylight sensored
1 quote obtained and Meeting second company
13th September
All Saints re lamp to LED
1 quote obtained and Meeting second company
13th September
Corridor by Ladygrove re lamp to LED
1 quote obtained and Meeting second company
13th September
Lights on stairs to LED
1 quote obtained and Meeting second company
13th September
Corridor first floor to LED and daylight sensored
1 quote obtained and Meeting second company
13th September
Park Room re lamp to LED
1 quote obtained and Meeting second company
13th September
Male and Female re lamp to LED
1 quote obtained and Meeting second company
13th September
Northbourne re lamp to LED
Solar Panels installed
10th October 2022 for install
Install PIR to the corridor to Northbourne room and
upgrade the 2 other lights to LED
Speak with local electician
2 quotes obtained on P&F properties report for
September
Add insulation to Bar ceiling
2 quotes obtained on P&F properties report for
September
Add insulation to Northbourne ceiling and board
2 quotes obtained on P&F properties report for
September
Add insulation above kitchen loft space
2 quotes obtained on P&F properties report for
September
Add insulation to Main hall store
Add insulation to Council Offices
Awaiting quotes
Cavity wall insulation to older part of the building
Has been added to P&S Officers project list
Upgrade boilers to electric
Found in energy survey previously completed by
Oxford Brookes
Install De-stratfication fans in main hall
Review of windows, doors for drafts

Planned execution date

Action completed

Mar-22
May-22
Sep-22
May-22

Completed 2021

Energy Saving Action Plan

Date updated: 12/9/22

Site - Willowbrook
Areas identified to reduce utilities
Sports Hall re lamp to LED
Whole Centre re lamp to LED
Install Solar Panels
Update boilers from gas to Electricity
Update BMS System
Look into PIR for corridor to Studio 3
Look into PIR for corridor to Studio 2
Look into PIR for corridor to Studio 1
Look into PIR for Kitchen
Look into PIR for Kitchen in Function room
Review insulation around pipes
Look into updating taps around the building to push
button but this may require new sinks
Look into providing insulation above Studio 1 like Studio
2
Insulation required in loft space over studio 3 and
changing room and reception

What do we need to action

Planned execution date

Action completed
Sep-21
Jun-22

Awaiting Date for installation
Review costs and get quote
Review costs of systems
Review costs from local electrical
Review costs from local electrical
Review costs from local electrical
Review costs from local electrical
Review costs from local electrical
Contact Maintenance companies
Review costs on how easy this
would be
Gain quotes
Gain quotes

Insulation required in loft space above Function Room
Gain quotes
Insulation required in loft space above Outside Changing
rooms
Gain quotes
Remove hand towel holders and replace with hand
dryers - save on paper
Look into costs
Staff to review and look into options
to ensure no heat escape
Review of external doors and windows for drafts
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Didcot Town Council

Property and Facilities Committee
Pricing Report
28th September 2022
Report author: Nick White

Current Prices
Civic Hall (Ex Vat)
ROOM

MAIN HALL

SIZE

8AM –
6PM
RATE

6PM –
12AM
RATE

275m²

£26
p/h

£30
p/h

WEEKEND
AND BANK
HOLIDAY
RATE
£42
p/h

£22.50
p/h

£24
p/h

£28
p/h

£20.50
p/h

£21.50
p/h

£26
p/h

£19.5
p/h

£20.50
p/h

£25
p/h

£12
p/h
£10
p/h

£13
p/h
£11
p/h

£15
p/h
£13
p/h

(Octago
n)

LADYGROVE
ROOM
NORTHBOURNE
ROOM
ALL SAINTS
ROOM
PARK ROOM

115m²
(Rectangu
lar)

71m²
(Trapezoi
d)

66m²
(Square)

24m²
(Square)

ORCHARD
ROOM

Willowbrook
Space
Main hall
Half hall
Court
Studio 1
Studio 2
Studio 3
Function Space
Kitchen
Whole Centre
(exclusive use)

6m²
(Square)

Day Time
£35
£18
£10
£15
£8
£15
£15
£5
£90

Evening and
Weekend
£40
£22
£12
£20
£10
£20
£20
£10
£115
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Proposed Prices
Civic Hall Proposed (ex Vat)
ROOM
SIZE
MAIN HALL

275m
²

8AM –
6PM
RATE
£28
p/h

6PM –
12AM
RATE
£32
p/h

Midnight –
8am

£25
p/h

£28
p/h

£50 p/h

£28
p/h

£22
p/h

£23
p/h

£50 p/h

£26
p/h

£20
p/h

£21
p/h

£40 p/h

£25
p/h

£12
p/h

£13
p/h

£26 p/h

£15
p/h

£10
p/h

£11
p/h

£22 p/h

£13
p/h

£60 p/h
(£11
P/H
Saving)

£65 P/H
(£10 per
hour
Saving)

£130 per
hour

£75 p/h
(£15 per
hour
saving)

£90 P/H

W/E AND
B/H
RATE
£42
p/h

(Octag
on)

LADYGROVE
ROOM

115m
²
(Rectan
gular)

NORTHBOURNE
ROOM

71m²
(Trapez
oid)

ALL SAINTS
ROOM

66m²

PARK ROOM

24m²

(Squar
e)
(Squar
e)

ORCHARD
ROOM

6m²
(Squar
e)

Event Package,
Main Hall,
Northbourne,
Bar, kitchen

Willowbrook proposed
Space
Day Time
Main hall
Half hall
Court
Studio 1
Studio 2
Studio 3
Function Space
Kitchen
Whole Centre
(exclusive use)

£40
£22
£12
£20
£10
£20
£15
£10
£125

Evening and
Weekend
£50
£30
£15
£25
£15
£25
£25
£12
£150

Recommendation
To agree and implement these price changes from April 1st 2023
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Civic Hall – Change in Vat Status
The Civic Hall will very likely be Vatable for all the products and services from April
2023.
With this in mind we need to decide the approach this regarding the prices charged
to the customers.
We have 3 options
1) Absorb the cost fully
2) Split the cost 50/50
3) Charge the full additional cost to the customer
Please see the example of the impact of these options on the cost of the Main Hall
and Ladygrove Room at the Weekends.

MAIN HALL
LADYGROVE

NEW PRICE
(ABSORB COST)
£42ph
£28ph

50% VAT

ALL VAT

£46.20
£30.80

£50.4
£33.60

Justification
The Civic Hall is getting busier and we held the prices last year to support the
community. Unfortunately, with the ever-increasing operating costs it is essential
that we try to minimise the impact to the Council.
Recommendation
I believe we should split the cost this year, between ourselves and the customer
and next year pass all on to the customer.

Security
Background
We need to ensure under Duty of Care legislation that we are protecting our staff at
larger booking from violence and aggression, DTC have had a couple of situations
at events when this has occurred.
Proposed
We utilise an approved SIA individual.
We have used one who works locally and does a good job. He costs £20 an hour.
I propose adding the following text to all booking forms:
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Didcot Town Council takes the safety and security of it’s staff and guests seriously,
as a result if the Officers of the council deem that your event requires an SIA
approved member of staff to work, you will be notified during the booking process
and charged £25 Ex vat per hour for this individual. You are able to organise your
own SIA approved security but they must work within the Didcot Town Councils
guidelines and all credentials must be seen before the event.
Recommendation
That the committee agrees to adopt this policy and wording with immediate effect.

Corkage
Background
Didcot Civic Hall has had an informal policy on corkage that hasn’t been written
down anywhere or was consistent.
This has continued as we have come out of the Covid Pandemic but has raised
numerous issues and places our staff into potential conflict situations with users. It
also means that the organisation as a licenced premise may not meet its legal
obligations around the sale of alcohol.
Proposal
Add a paragraph in to the booking form that states that we offer no corkage, and no
alcohol or soft drinks may be brought on site for consumption for guests. The
Exception would be soft drinks for a child’s birthday party or water. Also, if a
booking hires an Urn then we will allow them to bring in the items to make hot
drinks. We would also retain the right to vary this rule based on the needs of the
Centre.
Didcot Town Council operates a strict no external alcohol or drinks policy. We do
not offer a Corkage rate for drinks to be brought in.
Anyone found with brought in drinks will be asked to hand over the alcohol which
they can collect when they leave or leave the Didcot Town Councils property.

Actions if Agreed
If these are all agreed then we will send out an updated booking form and Booking
policy to all regular bookers so they are aware of the price and policy changes. The
Website will also be updated to reflect these changes.
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Didcot Town Council

Property and Facilities Committee
Fleet Meadow Trust Report
28th September 2022
Report author: Nick White and Stuart Mundy
The below have been ordered in priority, based on legal
requirements and H&S concerns.

Update
Fleet Meadow have authorised the installation and upgrade of the fire alarm system
to a Level 1 Modern system with the ability for remote monitoring of activation. This
is being paid for by their budget.

Next Steps
The centre needs some work to bring up to the expected standard and in line with
other Council venues. Any works required at Fleet Meadow would need to paid by
the Fleet Meadow account not Didcot Town Council once the Charity Commission
is finalised.
The priority is the compliance works that are required.
The compliance works that have been identified are as the following
•
•
•

Upgrade of Fire Alarm to modern Type 1 Alarm
o Old alarm never serviced, unsure of functionality
Replace boiler door with a Fire Door.
o Not a fire door, required to be in line with required standards.
Replace old non-compliant signage.

There are some essential maintenance tasks that need to be completed.
•
•
•

Gutters at the front need remounting/ replacing as they do not capture the
rain
New gutter at the rear to capture the water from the roof
o This currently just falls on the floor causing flooding into the hall.
Dig out and re-stone soak away

Then there are general maintenance and improvement works.
•
•

Replace entrance flooring with Entrance Matting
o to prevent building getting dirty.
Repair/ Replace Blinds in Main Hall
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•
•
•

o Reduce the echo and improve the look and useability of the hall
Sand and Paint windowsills in main hall
o Tired and looks tatty
Office cleared
o To make it a useable space
Kitchen work top edge rubbed down and resealed / painted.
o For food safety and cleanability.

Funding.
Fleet Meadow are currently funding the works until the funds can be transferred to
DTC.

Prices for April 2022
Fleet Meadow Current Pricing Structure
Space

Day Time
b4 6pm Community

Weekend
after 6pm
Community

Other
times Community

Main hall
Committee
Room
Kitchen
Whole
facility All
Day
Whole
facility
3pm to
midnight
Whole
Facility
6pm to
Midnight
Set rate
Damage
Deposit
Additional
1 hr Clean
up post
Midnight

£7
£4.20

£19.80
£12.40

£10.60
£6.40

Day
Time
b4
6pmSTD
£8.80
£5.40

Weekend
after
6pm
STD

Other
times
–
STD

£24.60
£15.60

£13.20
£8

£2.80 no Cooker, £4.70 light use of cooker, £12.90 Full use of cooker
£212
£175

£153

£100
£58

Fleet Meadow Proposed
Space

Main hall
Committee Room

Day Time b4
6pm-

Evening after
6pm and
Weekend

£9
£6

£15
£10
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Whole Facility (main
Hall, Committee and
kitchen)
Kitchen hire
Whole facility All Day
Whole facility 3pm to
midnight
Whole Facility 6pm to
Midnight
Set rate Damage
Deposit
Additional 1 hr Clean
up post-Midnight

£15

£25

£5

£5
£212
£175
£140
£100
£58

The Didcot Town Councils previously agreed Discount policy could be adopted to
bring it in line Which is detailed below.

Justification
We want to simplify the payment structure and make it clear how it works. We also
don’t want to rock the boat significantly when the council takes over.

Recommendation
The Officers would like the Councillors to recommend to adopt new pricing strategy
to the new Fleet Meadow management committee
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Didcot Town Council

Property and Facilities Committee
28th September 2022
Report author: Nick White

Lost Property Policy
1. Policy Statement
This policy is to ensure the fair treatment of an individual’s possessions that may be
left at the Didcot Town council Premises.

2. Policy Objectives
a) To ensure that all property that has been found is treated in a consistent and
professional manor.
b) All items are kept safe
c) The integrity of all staff members handling lost property is protected.

3. The Recording Process
a. Item is brought to reception
b. Item is tagged with number
c. Item is recorded on sheet (Appendix A)

4. Storage and Retention
Items are to be stored in the cupboard behind reception, Valuables including
mobile phones etc are to be stored in the safe.
ITEM
Socks, underwear, dummys
Water bottles
Clothes, Shoes Etc
Valuable (phones, Jewellery, Etc)
Council Offices, Britwell Road
Didcot
OX11 7HN

PERIOD
Immediate disposal
1 month
3 Months
6 months
Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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5. Disposal Process
Ones items reach their storage period they are then to be disposed. They are
marked as disposed on the sheet with who disposed it, the date and how it was
disposed of. Any earning to be donated to the mayor’s charity and recorded on
the sheet.
Didcot Town Council and its staff cannot take ownership of lost property items.
ITEM
Socks, underwear, dummys
Water bottles
Clothes, Shoes Etc
Valuable (phones, Jewellery, Etc)

Disposal
Rubbish/ Recycling
Rubbish/ Recycling
Charity Shop
WEEE Disposal. Sold –
earning to Mayors Charity.

6. Collection / Claim of Items
The person claiming the item must clearly identify the item and it should be
recorded on the sheet with their name and date of claiming.
For valuable items proof of identity is required, especially when bank cards etc
are involved.

7. Contacting Owners of Found items
If there are details within the found items that provide contact details these can
be used to contact the owner. All reporting and recording processes must be
followed.
This policy will be monitored and reviewed bi-annually.

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Didcot Town Council- Loyd Pavilion and
Edmonds changing room usage policy
28/09/2022
Policy Author: Nick White
Introduction
Didcot Town Council is continuously looking to provide facilities for use by all groups
and members of the community. This policy outlines the expected standard of use of
these spaces by those booking to use the facilities as well as the charges involved.
This policy covers:
1.
2.
3.
4.

Requirements to make a booking.
Expected Standards of Use
Payment terms and Charges.
Cancellations

1. Requirements to make a booking.
•

•
•

All Bookings require a booking form and can only be made by customers
registered with DTC and have provided their name, address, club affiliation
if appropriate, phone number and email. These details are kept by DTC
under our GDPR policy and used by DTC for the sole purpose of hiring out
these facilities and are not shared outside the Council.
Regular bookings (more than one individual booking) should have a booking
form completed. This form should be updated annually.
Regular or recurring Bookings will not be accepted for longer than 6 months in
the future.

2. Expected Standards of use.
•
•
•

The facility can only be used on the days booked and paid for.
No items can be left in the facility between the bookings, hirers must remove all
their belongings and equipment. Any items left behind after a hire period will be
removed and disposed of.
The facilities will be hired in a clean and fully serviceable fashion. It is the

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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•
•
•

responsibility of the hirer to ensure that the facilities are swept after use and
floors mopped to remove dirt and mud. Cleaning equipment will be provided.
At the sole discretion of DTC, a charge will made to the hirer if the facilities are
returned uncleaned or in any other way unsatisfactory.
It is the sole responsibility of the hirer and a condition of hire that all rubbish
is to be removed and disposed of offsite.
Any damage to the facility must be reported to DTC immediately and the hirer
will be charged for any repairs that are necessary. Future use of the facility will
be reviewed, and DTC reserve the right to cancel any or all future bookings.

3. Payment Terms and Charges
•
•
•

Payment terms on the booking form apply.
Without exception full payment must be received before a hire is confirmed.
Charges

Item
Day booking
Month booking (max 20 days pre
booked)
Surcharge for excess cleaning or
removal items/rubbish

Toilets & ChRms
£25
£400

Toilets only
£20
£300

ChRms only
£20
£300

£100 per day

£100 per day

£100 per day

4. Cancellations
All Cancellations are to follow the Councils standard policies as per the booking form.

Policy Review Strategy
This policy will be reviewed by DTC after any legislation change, incident and
at least every 2 years.
Next scheduled review date: 28/09/2023

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Didcot Town Council

Didcot Town Council- Bar Cash Up
Procedure
28/09/2022
Introduction
To ensure that the council has robust financial processes in place this procedure has
been developed.

Frequency
The tills are only put in when required, with till 2 (the front bar till) being the preferred
till due to its location.
Only floats that are put into the cash draws are to be counted. If the Bar doesn’t
open, then the tills won’t be counted. If we only put one till in, then that till is the only
one that is counted.
The tills are counted on days when they are put out.
Bar fill floats are £100 per till.

Opening Process
•
•
•
•
•
•

Turn on till
Get appropriate float from safe.
Count the float and confirm it matches what is expected.
If there is a difference this is to be noted on opening section of cashing up
sheet.
Put cash into the till and ensure secure
Open till entering the float counted.

Closing Process
•
•
•
•
•
•

Go to admin, Select “Cash up”
As the card payments (PDG) go through the till directly, these can be taken as
true figures and entered on to the sheet and till
Use the cash up sheet and count and record all figures. Enter the total into the
till
Fill in the cashing up sheet.
Take the expected figures from the till and enter on the sheet.
Put the till float back in to the safe (always £100)

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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Secure / Record the Tacking
•
•
•
•

Put the Cash in an Envelope with the Cashing up sheet in the Safe.
Write Date of Cash Up and Till Number on Envelope.
Record the cash on to the Safe Log
Secure the Safe.

Policy Review Strategy
This policy should be reviewed after any legislation change, incident or every 2
years.
Next review date: 28/09/2023

Council Offices, Britwell Road
Didcot
OX11 7HN

Phone: 01235 812637
www.didcot.gov.uk
E-mail: council@didcot.gov.uk
Fax: 01235 512837
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PROPERTY & FACILITIES COMMITTEE – PROGRESS REPORT
Meeting/minute
Spring 2020

Item/topic
Opting to tax

26/5/21 Min 9

Staffing

26/5/21 Min 15

Willowbrook

22/09/21 Min 40

Willowbrook
Report

30/5/22 Min 9

Didcot
United
Services
Bench
Car Park
Planters
Sustainability
and Carbon
Reduction
Willowbrook

30/5/22 Min 9
30/5/22 Min 10

30/5/22 Min 10
30/5/22 Min 10

27/7/22 Min 16

27/7/22 Min 16

Pavilion and
Splash Park
Projects
Fleet
Meadow
Community
Presentation
boards
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Up-date/status
Advice received from contractor but on hold due to Covid – 19
closing the Civic Hall from March 2020.
Hiring of evening staff to cover Didcot Civic Hall bookingsCurrently looking for 1 admin assistant for Sundays and Casual bar
staff to support late night events – Of the two applicants we
offered position too one didn’t reply and cant start until
November time
Cycle racks – need to review all sites to including Willowbrook and
Civic Hall

Review date/meeting
Delay until 2022 – the NHS will
affect income for this year

Internal doors need completing – Have contacted companies and
awaiting quotes looking to bring to November Committee
meeting
Move the Didcot United Services bench to the Memorial Garden Will be moved the week before Remembrance Day

On Agenda for September 22
Committee meeting

Car park planters have been moved. Car Park report created and
looking into ANPR (Automatic Number Plate Recognition)
Action plan for lighting upgrade for the Civic Hall – gaining quotes
one quote received and awaiting second

On Agenda for November 22

Look into a mains water cooler

On hold until Tender Report
received
On Hold until planning has
been completed

Organise a meeting of the Pavilion and Splash Park working group

On Agenda for November 22
Committee Meeting

Progress of the new fire alarm system - Due to be installed by end
of September. Delayed by equipment delivery issues
Officers to investigate cost Didcot Success board and Didcot
Mayor’s board. Will send directly to the chair and deputy chair
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27/7/22 Min 16

27/7/22 Min 16
27/7/22 Min 16

27/7/22 Min 17
27/7/22 Min 17

27/7/22 Min 17

Disabled Car
Parking
lighting
Edmonds
Park Cabins
Loyd Pavilion
and
Edmonds
Cabin units
usage policy
FET
remedials
Replacement
Civic Hall
Tables
Willowbrook
Plant works
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Quote found and within report

On Agenda 28th September 22

Improvement to the security of the cabins and investigate fencing
panels around the cabins – still ongoing
Policy created and on Agenda

On Agenda 28th September 22

FET remedials approved by Finance and General Purposes. Final
day of works taking place on 30th September 22
Tables have arrived and in process of building

Within Properties Report for
September 22

Currently awaiting parts from GS Mechanical. One item is on back
order at present all other parts are in.
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