KEIGHLEY TOWN COUNCIL

PROTOCOL FOR DEALING WITH CONFIDENTIAL BUSINESS
Councillors should be reminded of their obligations to the Council, the Council Tax payers, employees of the Council and Contractors.

1. The Council, Committee, Sub-committee may decide that a matter should be treated as “Confidential”, for a period of time, if disclosure of the matter is prejudicial to the public interest by reason of the confidential nature of the business to be transacted or other special reasons (S/o 66a and b, NSO 1c).  A resolution for the public’s exclusion, which gives reasons, must be made.  Councillors should be reminded that this will also subject them to S/o 71 (NSO 24a and b).

2. The officer present at a meeting MUST advise if they feel that a matter should be treated as “Confidential” or if the meeting straying into a matter that has already been deemed “Confidential” and advise on the correct protocol.

3. Limited access restrictions may be put in place for a period of time.

4. Security of documentation

Once a matter has been deemed by the Council to be Confidential or an officer feels that material they are preparing would come under that category special precautions should be taken:
· All material must be clearly marked as CONFIDENTIAL preferably at the top of the document.

· Care must be taken with files on computers.

· Hard copy must always be kept in a secure file, when not in use.

· Every care must be taken so that confidential documents are not viewed accidentally by anyone without access rights.

· A record must be kept of anyone that has accessed the material.

· All copies of documentation will be numbered and recorded.

5. Any Councillor disclosing confidential information or documentation to a party outside the Council either personally or via a third party will be regarded as having broken S/0 71.1 (NSO 24a) and will be dealt with by the Council under S/0 71.2 (NSO 24b).

Agreed at S&P 28.7.10

