INFORMATION AVAILABLE FROM KEIGHLEY TOWN COUNCIL UNDER THE MODEL PUBLICATION SCHEME
	Information to be published
	How the information can be obtained


	Cost

	Class 1 – Who we are and what we do

Public Authority

	
	

	Who’s who on the Council and its Committees
30 members representing 15 Wards

7 Committees

	Website
Hard copy on request.
	Free
10p per sheet

	Contact details for the Town Clerk 
Mrs. M.E. Bailey, Town Hall, Bow Street, Keighley BD21 3PA 

Email: townclerk@keighley.gov.uk
Mrs. D. Spink, Assistant Town Clerk, Town Hall, Bow Street, Keighley, BD21 3PA

Tel: (01535) 618252


	Website
	Free

	Location of main Council Office and accessibility details:
Town Hall, Bow Street, Keighley, BD212 3PA

Office opening hours 10a.m. to 2 p.m. Monday to Friday

	
	

	Staffing Structure:
Mrs. M.E. Bailey          Town Clerk

Mrs. D. Spink               Asst. Clerk

Mr. L. Senior                Allotments 

                                        Officer
	 
	

	Class 2 – What we spend and how we spend it
	
	

	Annual Return for the year end
	Website
	

	Annual statutory report by Auditor (Internal and External)
Receipt/payment books of all kinds, bank statements 

Finalised budget

Precept

Financial Standing Orders and Regulations

Grants given and received.
Members allowances and expenses

Asset Register

Risk Assessments


	Hard copy on request. Inspection by prior appointment
Grants Register and Website.
	

	Class 3 – What our priorities are and how we are doing
	
	

	Town Plan  - not completed but in the course of preparation.

	Copy of Consultation documents if available.  Hard copy on request.
Website for overview.
	

	Annual Report to Town Meeting (current and previous year as minimum)

	Hard copy on request. 
	

	Quality Status – details of tests
	Hard copy on request. 
	

	Local Charter drawn up with the Principal Authority in accordance with DCLG guidelines

	Hard copy on request. 
	

	Class 4 – How we make decisions
	
	

	Minutes of Council, seven Committees and Advisory Panels
	Website

Hard copies on request.  Inspection by prior appointment.
	

	Procedural Standing Orders
	As above

	

	Council’s Annual Report to Town meeting

	As above
	

	Agendas of meetings available on Website. Supporting papers for Council, Committees and Advisory Panels available on request.

	As above
	

	Responses to Consultation papers
	Hard copy on request.
	

	Responses to Planning applications
N.B.  this will exclude information that is properly regarded as private to the meeting.


	Hard copy on request.
	

	Class 5 – Our policies and procedures

	
	

	Protocols : 
Councillor – Employee relations
	Website
Hard copy on request
	

	Allotments – regulations and charges

	As above
	

	Policies and procedures for the conduct of Council business:
Standing Orders

Committees Terms of Reference

Code of Conduct

Policy statements


	Website
Hard copy on request

Hard copy on request.
	

	Policies and procedures for the provision of services and about the employment of staff:
Internal policies relating to the delivery of services

Health and Safety Policy

Recruitment policies (including current vacancies)

Policies and procedures for handling requests for information


	Inspection by prior appointment
Hard copy on request.
	

	Complaints procedures 
	Website
Hard copy on request


	

	Information security policy
Records management policies (records retention, destruction and archive)

Data protection policies

Schedule of charges for the publication of information)


	Electronic information stored on Principal Authority server.  Any documents of a sensitive nature locked away in secure filing system.
Archive in locked storeroom.   Other documents kept for a minimum of six years.

Date protection in line with the Data protection Act 1998.

A charge of up to £2 per document or up to £1 per sheet may be charged.
	

	Class 6 – Lists and Registers
Assets Register
Grants Register
	Inspection by prior appointment
	

	Register of members’ interests
	Inspection by prior appointment
	

	Class 7 – the services we offer
Allotments, Community Consultation, Civic representation,  Community events.
	
	

	Additional Information:


	
	


M.E. BAILEY (Town Clerk) 16.1.09
