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KEIGHLEY TOWN COUNCIL 
REPORT TO POLICIES & GOVERNANCE COMMITTEE 

 

 

 

 

 

 

SUBJECT 

 

 

Approved Suppliers Policy 

PURPOSE: 

1. To review the Council’s Approved Suppliers policy and associated application 
form. 
 

2. To recommend any amendments of the policy to full council 

RECOMMENDATION(s):  

3. Members recommend the Approved Suppliers Policy to Full Council. 
 

4. Members review the policy in 2023, unless any material changes to the policy are 
required before that date. 

REASONS FOR RECOMMENDATION:  

5. To oversee the councils list of approved suppliers. 

SUMMARY OF KEY POINTS:  

6. In April 2020 the Town Clerk introduced a new Approved Suppliers Policy. Due to 
the Covid-19 pandemic. 
 

7. The policy included in Appendix A, sets out the requirements interested suppliers 
have to meet in order to join the approved list. Inclusion on the list isn’t a 
guarantee of work and the council can still seek quotes from suppliers not on the 
list if required. 

 
8. Currently, the council has 37 approved suppliers in a range of service areas. The 

list will be published on the new council website in the coming weeks.   
 

REPORT 
AUTHOR 

Town Clerk 
Joe Cooney 

EMAIL Joe.cooney@keighley.gov.uk  
Date Tuesday 6 April 2021 
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9. The policy also includes the application form which must be completed by any 
supplier applying to join the list. 

 
10. The recommendation is for the policy to be reviewed every two years unless a 

material change is required during that period. 
 

FINANCIAL IMPLICATIONS AND BUDGET PROVISION: 
 

11. None directly arising from this report. 
 
TOWN PLAN IMPLICATIONS: 
 

12. Meets the Town Plan Key Objectives: CP016  
 
CLIMATE CHANGE IMPLICATIONS: 
 

13. N/A.   
 
POLICY IMPLICATIONS: 

14. N/A. 

DETAILS OF CONSULTATION: 

15. N/A. 

BACKGROUND PAPERS:   

16. Appendix A – Approved Suppliers Policy  

FURTHER INFORMATION PLEASE CONTACT: Joe Cooney, 
joe.cooney@keighley.gov.uk, 01535 872126 

mailto:joe.cooney@keighley.gov.uk
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Keighley Town Council 

 
Approved Suppliers Policy 

 
 
APPENDICES 
 
Appendix A – Approved Suppliers Application Form 
Appendix B – Approved Suppliers Application Guidance Notes 
 
 
1. INTRODUCTION 

1.1 Keighley Town Council in its role as a provider of local services will at times need to buy in 
delivery of some services. As a procurer of such services it may provide the opportunity for local 
business to not only secure contracts direct, but through Keighley Town Council, also provide a 
platform for them to enter into the local authority sector and obtain references that may help 
them bid for other local authorities work. 

1.2 The nature of undertaking work for a local authority work and with it public responsibility, 
brings with a higher expectancy level of competence that may perhaps be expected for the local 
supplier when carrying out business for non-local authority clients, and at times therefore, add 
additional requirements and costs, that can deter smaller businesses from applying to carry out 
work for local authorities. 

1.3 In order to determine the level of need and matching competency, Keighley Town Council 
will adopt a pragmatic approach towards contractual requirements where it is clear that the risks 
involved in the contract are low and local knowledge and recommendations indicate the 
suitability of using a smaller concern. 

1.4 The one area that will not be compromised is the need to carry out works in a safe manner, 
and therefore where potential physical injury may arise from the placing of work by Keighley 
Town Council, suitable and sufficient Risk Assessments and Method Statements will always be 
required to be submitted, regardless of the size of contractor wishing to carry out works for 
Keighley Town Council. 

1.5 Wherever it is both practicable and economically efficient to do so, Keighley Town Council 
will encourage the use of suppliers within a travelling distance of 20 miles in order to not only 
reduce the environmental impact, but also to ensure availability to respond quickly should an 
emergency require speedy attendance to site. 

1.6 The need for emergency response may require the Council to use a contractor which is not 
currently registered with us as an Approved Supplier. In that instance providing from a Health 
and Safety point of view there is acceptable risk, as determined by the Council Officer placing 
the works at the time, the contractor may be used, subject to them agreeing to subsequently 
apply for formal Approved Supplier status following the emergency need having been satisfied. 
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2 TYPES OF PROCUREMENT NEED 

2.1 Keighley Town Council delivers a range of localised services, some of which are delivered 
by directly employed staff, some of which it is more cost effective to outsource and manage 
performance delivery. 

2.2 Its range of services and procurement need are activity based and comprise of the following 
types of supply: (this list is not exhaustive)  

Area of work Type of potential contracts 
Administrative  - Supply of stationery 

- Supply of janitorial needs 
- Mobile phones 
- Website hosting & design 
- Payroll services 
- HR & Health and Safety Advisors 

Information Technology - Hardware 
- Computers 
- Printers 
- Telephony  
- Internet Connectivity  

Software Support - Server maintenance   
- Software support 
- IT support 
- IT Security 
- Bespoke software 
- CCTV 

Maintenance - CCTV 
- General Allotment work 
- Repair and Maintenance of various 

sites 
-  

Events - Design & Printing 
- Traffic Management 
- First Aid 
- Fairground operators 
- Caterers  

Property - Gas 
- Electricity 
- Fixed wire 
- Portable Appliance Testing 
- Legionella  
- Fire Safety 
- Alarms 
- Extinguishers  
- Lift Servicing & Maintenance  
- Lightning conductor 
- Routine Repair and Maintenance 
- Window Cleaning 
- Plumbing  
- Heating 
- Decorating 
- Joinery 
- Drainage 
- Cleaning Materials 
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General - War Memorial maintenance 
- Flower bed and gardens 

maintenance 
- Waste removal & disposal 
- Pest Control 
- Grit Bin Maintenance 

 

3. MANAGEMENT OF RISK 

3.1 The nature of activity undertaken by Keighley Town Council has varying degrees of risk 
covering five parameters of :- 

i. Operational delivery 

ii. Business continuity 

iii. Financial exposure 

iv. Reputational damage 

v. Health and Safety. 

3.2 All of the activities carried out by Keighley Town Council above have elements of the above 
risks with these managed down through either specific processes and procedures eg Event 
Management Plans, Activity based Risk Assessments, Contractors Induction, Method 
Statements, Safe systems of work procedures, or through Assessment of Risk covering 
financial and reputational damage.  

3.3 By adopting a hierarchy of risk relative to identifying key risk factors and then considering 
them against the likelihood of such an event happening multiplied by the severity of impact, and 
deriding a score from this, the risk can be quantified in terms of low/medium and high risk and 
underlying requirements tailored to mitigate such risk. 

3.4 Because Keighley Town Council has a relatively low level of financial resource relative to 
the type of activities undertaken and the responsibility of asset ownership, levels of financial risk 
will play a significant part in determining the amount at which greater diligence will be applied to 
underlying contractual terms and requirements. 

4. VALUE FOR MONEY, MARKET TESTING AND TENDER CRITERIA 

4.1 Value for money - All local authorities seek to derive best value from procurement they 
instigate, but this is not always about the lowest price. Quality of product or service, Technical 
knowledge, capability and capacity to deliver, resources, including financial resources, to 
support, previous experience and safety record, all play a part in determining which supplier is 
used. 

4.2 At times specialist knowledge may be required, which may be derived also from previous 
involvement where previous work, may also help to keep pricing at competitive levels. 

4.3 However previous use and experience should not deter new entrants from wishing to seek 
selection as an approved supplier. 
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4.4 Where general product of a more transactional nature, with little perceived risk, is being 
considered, eg Stationery, cleaning materials, low value tools, then use of the internet to enable 
competitive comparison of product and price will be used. 

4.5 Market Testing - if the procurement is of a general nature and not requiring specialist skills 
and knowledge, nor have significant Risk attached to it, it may be a simple exercise to seek 
comparative quotations from three existing suppliers. This will help obtain a benchmark price, 
which if other characteristics meet procurement requirements, may be the determining factor for 
selection. 

4.6 There is however an administrative cost in seeking competitive quotations and therefore 
Market testing should only be used where it is financially effective to do so. This effectiveness 
will relate to type of contract, degree of complexity and specialism required, safety risk and 
overall value of works to be placed 

4.8 Tender criteria - if the procurement is of a value in excess of £25,000 per annum, then 
unless there is an argument for specialist use, it would normally be necessary to prepare tender 
specifications, seek tender submissions and independently mark and assess such submissions 
and award contracts in a fair and indiscriminate manner. 

4.9 Where contracts have financial value in excess of £25,000 then the Government Contracts 
Finder website should be used. 

4.10 Where the cost of work is being funded from an external grant source, the grant providers 
terms and conditions will override those within this document and guidance sought, if 
necessary, regarding the use of previously non – approved suppliers. Approval by the funding 
source is sufficient to negate the use of standard procurement principles arising out of this 
policy document. 

5 APPLICATION PROCESS AND COUNCIL REQUIREMENTS 

5.1 Annually in April an advert will be placed in the local newspaper and a poster displayed in 
the town council notice board asking businesses to register their interest in becoming an 
approved supplier to Keighley Town Council. 

5.2 The Council Website will also display an open invitation for any business wishing to supply 
the Town Council with its services to register their interest 

5.3 All existing suppliers will also be contacted to seek renewal of their interest. 

5.2 All potential suppliers will be sent a supplier pack to complete, including specific requests for 
information and supporting documentation, following which an assessment will be made and the 
applicant advised whether they have achieved Approved Supplier status. 

5.3 Those that are approved are not guaranteed that quotations will be sought from them but 
wherever possible the ambition of Keighley Town Council will be to foster and develop 
relationships where possible to do so. 

5.4 By being selected, an approved supplier will consent to allowing their name to be published 
as an approved supplier, from which Keighley Town Council hopes they will introduce business 
to each other, in the knowledge that their underlying documentation, insurance cover, RAMS 
and credentials are of a suitably sound basis to warrant involvement. 

6 APPROVED SUPPLIER LIST 
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6.1 A list of approved suppliers will be available for reference on Keighley Town Council 
Website. 

6.2 If invitations to quote for business are requested from Approved Suppliers and are not 
responded to on three consecutive occasions, then there will be an assumption that the 
Approved Supplier no longer wishes to be part of the seeking of competitive quotation process 
and will be removed from the approved Supplier List 

6.3 Where the nature of works lends itself to an hourly based payment prospective Suppliers will 
be asked to provide:- 

• an hourly rate for works carried out 
• a call out rate 
• out of hours charges (core hours 8am to 6pm) 
• Travelling time costs if applied 
• Anticipated response times for emergency related works. 

6.4 Where materials are provided the amount of percentage mark up to cover administrative  

6.5 All Suppliers that are approved will be required to undertake an induction into Keighley 
Town Council owned premises and to take responsibility for ensuring that all employees placed 
on Keighley Town Council premises are advised of the need for such induction, unless waived 
by Keighley Town Council in the event of an emergency. 

6.6 All prospective Suppliers must agree for their information to be made publicly available for 
reference on the Councils website.  

7 MAJOR CONTRACTS 

7.1 For the purposes of definition all works over £10,000 will be regarded as major Contracts 
and by their nature will normally require enhanced requirements to be met. 

7.2 Unless the works of are of a specialist nature, where suppliers able to provide this service 
are severely limited, and involve an extension of previous works or are supplemental works to 
an already awarded contract, or would involve Keighley Town Council in significant additional 
cost to change suppliers, Keighley Town Council will seek a minimum of three detailed quotes 
before awarding any contract with a value exceeding £10,000. 

7.3 This does not preclude the need to formally Tender out for any contract irrespective of value 
if felt appropriate to do so by Keighley Town Council. 

7.4 All contracts over £25,001 will be expected to be Tendered, with all Tenderers responsible 
for their own cost in preparation of the Tender regardless of whether awarded the contract or 
not. The Tender list will be drawn from the Approved Supplier list. 

7.5 All Contracts with a value in excess of £25,001 will be advertised on the Government 
“Contracts Finders” Web Site, where the Tender will then be open for any concern to Tender 
and will not be exclusive to the existing Approved Supplier list. 

7.6 For works carried out or service provided over £10,000 it may be necessary to impose a 
retention, normally 5% of total contract value, especially when the contract is delivered under a 
warranty period for equipment installed as part of the contract. 

8. MONITORING PERFORMANCE 

8.1 Value for money in the initial pricing is only one factor when considering the placing of 
business. 
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8.2 Keighley Town Council wants to establish longer term relationships with Suppliers and a key 
part of this is building confidence in the Suppliers ability to deliver and therefore performance 
will be measured in terms of the Suppliers ability to not only deliver but also within time, to the 
required quality level and compliance with all aspects of the specification of works. 

8.3 The level of performance measures will be contract specific but where contracts are 
awarded for outsourcing delivery of services and involve continual delivery of services, 
monitoring of performance levels will be more frequent. 

8.4 It will not be unusual for liquidated damages to be imposed where services are not carried 
out in accordance with the requirements of the contract. 

9. KEIGHLEY TOWN COUNCIL OBLIGATIONS TO SUPPLIERS 

9.1 In furtherance of wishing to establish longer term relationships with suppliers, and help 
business, especially local business, to prosper, it is keen to work with suppliers in an open and 
transparent way. 

9.2 Keighley Town Council recognises that simply by seeking competitive quotations this may 
not provide all of the information necessary for a business to effectively quote and therefore will 
as a matter of course make itself available to discuss the requirements face to face with any 
prospective supplier. 

9.3 All Suppliers successfully awarded business will be provided with an official Council 
Purchase Order, which is a legally binding commitment of the Council in respect of the works 
specified. 

9.4 Any variation to the works proposed will be agreed by way of a separate side letter and 
either amended or additional purchase order reflecting the agreed variation. 

9.5 Providing all works have been completed and Suppliers Bank details have been provided, 
payment will be made by BACS upon receipt of invoice within a maximum period of 28 days, 
although the aim will be to make payment within 14 days wherever possible. 

9.6 Keighley Town Council is aware of the impact of cash flow on small business and where 
appropriate and by prior agreement stage payment may be considered. 

9.7 Wherever possible the award of business conducted by formal Tender process will be 
communicated to the prospective supplier within 14 days after the closing date for any Tender, 
but will always be subject to the availability of Council staff and Members availability to assess 
such Tender. 

9.8 Where there is a dispute in contract performance /payment a formal meeting will be 
convened within 7 days wherever feasible to do so, at which stage clear evidence of issues to 
be resolved will be presented by either side. Where unable to agree a mediation process, if not 
specified already within the contract, will be agreed as a first measure towards resolution, 
before legal action on either side may be considered. 
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KEIGHLEY TOWN 
COUNCIL 
APPROVED SUPPLIERS 
APPLICATION FORM 

 

 

Company 
Name: 
(Trading Name) 

 Date:  

 

The application form is made up of the following Sections: 

SECTION A  CATEGORIES OF WORK APPLIED FOR 

 

SECTION B  REFERENCES 

 

SECTION C  CONTRACTOR DETAILS 

 

SECTION D  FINANCIAL INFORMATION 

 

SECTION E  MEMBERSHIP OF REGULATORY BODIES 

 

SECTION F  INSURANCES 

 

SECTION G  HEALTH AND SAFETY 

 

SECTION H  IMPORTANT DECLARATION 

Appendix A 
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SECTION A – CATEGORIES OF WORK 

Please indicate the category/s of work you wish to be considered for by marking the financial 
values for which you wish to apply: 

Category of 
business: 
(for example, 
construction, plumber) 
 

 

 

Please indicate, by marking the financial values for which you wish to apply: 

Contract 
Value 

Up to 
£4,000 

£4,000 - 
£10,000 

£10,000 - 
£30,000 

£10,000 - 
£30,000 

£10,000 - 
£30,000 

£30,000+ 

Please tick 
the value you 
wish to be 
considered 
for 

      

 

SECTION B – REFERENCES 

Please provide the names and addresses of two referees. The Referees should be contacted 
and agree to providing a reference prior to you submitting this application. If you’re 
applying for more than one value category you will need to provide a referee from two 
different value categories.  

If you are unable to supply at least one public body referees for a category, please state the 
reason below:- 

 

 

 

 

EXAMPLE  Please ensure that the reference 
provided will be applicable to the 
category and value applying for. 

 Contact Name: Mr N Smith  

 Address: Smith and Jones  

  19 London Road  

  Keighley  

  BD21 3PA  

 Tel No: 01535 123456  

 E-mail: nsmith@smithjones.com  
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Category Value: Category Value: 

Contact Name:  Contact Name:  

Address:  Address:  

    

    

    

Tel No:    

E-mail:    

 

SECTION C – CONTRACTOR DETAILS 

Please enter details as requested: 

1. Name of Contractor:  

2. Main Correspondence Address:  

   

   

   

   

 Post Code:  

3. a. Telephone Number  

 b.  E-Mail Address  

4. Name and designation of person 
applying on behalf of the Contractor: 

 

5. Are you a sole trader, partnership, 
private ltd company or other (please 
specify)? 

 

6. When were you established? 
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7. a. If you are a company, please give 
the name and registered office of any 
ultimate holding company if 
appropriate. 

Name: 

 

Registered Office: 

 b. List all companies within the 
group (attach separate sheet if 
necessary) 

Other companies by name: 

 

 

 

8. If you are a sole trader or 
partnership, please list: 

 

 a. The names and trading addresses 
of any other firms which are owned 
or run by you or any of the partners, 
and  

 

 b. The name and registered office of 
any company of which you or any 
partner is a director 
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Limited companies should answer the following: 

a. Please state the date of registration and registration number 
under the Companies Act 1985 

Date: 

  Registration No: 

 

b. Please enclose a copy of the Certificate of Incorporation of the 
Company and any Certificate of Change of Name if applicable 

Please tick:  

 Copy of Certificate of Incorporation: Yes:  No: 

 Copy of Certificate of Change of Name: Yes:  No: 

 Have you ever had to pay any damages in respect of a failure 
to perform: 

Yes:  No: 

c. Have you ever had a contract terminated by the employer: Yes:  No: 

 Have you ever withdrawn from a contract prematurely before 
completing the works? 

Yes:  No: 

 

If you have answered YES to C please attach details of any payment of damages, 
termination or withdrawal occurring within the last three years. 

SECTION D – FINANCIAL INFORMATION 

Please enter details as requested: 

VAT Number:          

 

Please give details of your turnover for the  Year:    Turnover: 

last three years:      

       Year:    Turnover: 

 

       Year:    Turnover: 

 

If your company is a member of a group of companies, the group or ultimate holding company 
may be required to guarantee your contract performance. 

If a guarantee is required, please indicate below which company in the group will provide this 
guarantee. 

Company:  
 

Contact Name:  
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Please give details of any outstanding claims or litigation against you whether disrupted or not, 
particularly where: 

a. You have received Writ or summons 

 

 

 

b. You have received a Solicitor’s letter before 
action 

 

 

 

 

SECTION E – MEMBERSHIP OF REGULATORY BODIES 

If you are a member of any regulatory bodies, please list them below and provide copies of the 
relevant Registration Certificate. 

Area of work Regulatory Body Registration Certificate 
enclosed? 
Please indicate Yes/No* (If no please 
provide the reason) 

  
 

 

 
 

  

 
 

  

 

SECTION F – INSURANCES 

PLEASE NOTE: An Annual Check is carried out on all Contractor’s insurance policies.  This 
check is for Council purposes only and should not take the place of the Contractor ensuring that 
its policy is appropriate in all respects, for the work to be carried out at any time for the Council 
or others.  The Council will not be liable for any defects or omissions in a Contractor’s Insurance 
of which the Council may or may not become aware of on the annual check. 

EMPLOYER’S LIABILITY INSURANCE. The minimum amount of cover accepted by this 
authority is £5,000,000. 

Name of Insurance Company:  

Address:  
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Telephone Number:  

Broker’s Name and Address 

(if applicable) 

 

  

  

  

  

Telephone Number:  

Policy Number:  

Expiry Date:  

Limit of Indemnity: £ 

 

Public Liability Insurance Cover.  The minimum amount of cover accepted by this Authority is 
£2,000,000 in respect of any one accident.  However, on certain schemes this may be higher. 

PUBLIC LIABILITY INSURANCE DECLARATION 

I/We undertake to inform the Town Clerk, Keighley Town Council, Civic Centre, North Street, 
Keighley BD21 3RZ of any future amendments to, or changes in respect of the Public Liability 
Insurance policy detailed below. 

I/We certify that upon being awarded any work by any part of this Authority, that I/we will 
produce satisfactory evidence of our Public Liability Insurance cover before the commencement 
of any work. 

I/We further undertake that failure to notify the Town Clerk of any such amendments will result 
in the automatic removal of the Contractor from the approved list. 

Date:  

 

Signed for and on behalf of the Contractor by:  

 

Position:  

 

Name of Contractor:  

 

 

Please attach a copy of your insurance company/broker’s confirmation letter      Enclosed  (please 
tick)
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SECTION G – HEALTH AND SAFETY 

Is your organisation registered under CHAS* (Contractor’s Health & Safety Assessment 
Scheme) for every category that you are applying for? 
*this only applies if you are applying to be considered for contracts over the value of 
£4,000 
 

Yes:  

No:  

 

If you answered NO and if applicable to your area of work and contract value, you must 
apply for CHAS registration as it is a requirement for being included on our Approved List of 
Contractors. 

SECTION H – IMPORTANT DECLARATION 

After completing the questionnaire, please read and sign the declaration below: 

I/We certify that the information supplied is accurate to the best of my/our knowledge and 
understanding and that I/We have read and accept the Council’s Conditions as set out in the 
attached guidance. 

Signed for and on behalf of the Contractor by:  

 

Position:  

 

Name of Contractor: 

 

 

Date:  
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APPROVED CONTRACTORS APPLICATION GUIDANCE NOTES 
Please read the following notes - they should assist you when making your application. 
If you have any queries regarding the questionnaire or are unsure how to answer a particular 
question, then please contact the Town Clerk on 01535 872126 or via email 
townclerk@keighley.gov.uk  
 
TECHNICAL REFERENCES 
 
On receipt of your completed questionnaire we will obtain references from the list of referees 
you provide. We require the names and addresses of two referees. Ideally, one of these should 
be public bodies for whom you have completed works or contracts.  If you are unable to supply 
two body referees please state the reason. It is important that you give the full addresses of 
your referees to avoid any unnecessary delays. The referees should be contacted and agree 
to providing a reference prior to you submitting this application. 
 
ACCOUNTS 
 
If your company does not produce separate accounts, but it is part of a group and/or holding 
company, submit complete copies of the last three years audited accounts of the group and/or 
the holding company, together with a certified statement (by a Director of the group) of this 
financial agreement.) If you supply your parent company accounts, then your parent 
company MUST agree to sign the Council’s standard Company Group Guarantee prior to 
the award of any work. 
 
The accounts should show the following: 
i. A Statement of Turnover, 
ii. Profit and Loss showing: gross profit 

 net operating profit before tax 
iii. Balance Sheet showing: fixed assets 

 current assets 
 current liabilities 
 long term liabilities 
 debt structure 
 profit and loss account balance 
 trading accounts 
 other revenue reserves 

iv. Full Notes of the Accounts 
v. Director’s Report (if applicable) 
vi. Auditor’s Report 
vii. Valuation of Assets (with basis of valuation) 
Cash Flow Statement 

Appendix B 
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If any of the above-required information is not available in the accounts for any year, then it 
must be supplied separately, certified by the accountant. 
 
INSURANCES 
 
You must provide us with a confirmation letter from your insurers of your Public Liability 
Insurance cover. 
 
A. GENERAL CONDITIONS OF THE APPROVED LIST 

 
A1 a. The Council is not bound to invite tenders only from Contractors on the approved 

list, although it will normally do so.  Inclusion in the approved list does not 
guarantee that invitations to tender will be made.  The approved list is divided 
into categories by type of work and value.  Contractors will not be 
automatically invited to tender for work subject to competition under 
Government legislation (ie, Schedule of Rates contracts and other advertised 
contracts) and should respond to advertisements in the usual way. 

 
 b. Where invitations to tender for a contract are to be made from an appropriate 

category, Contractors will be selected in accordance with the rules determined 
by the Council in the Standing Orders relating to contracts. 

 
 c. Where a Contractor is selected to submit a tender the contractor is expected to 

submit a tender promptly in accordance with its terms and conditions. 
 
A2 All Contractors shall maintain cover for Employers Liability Insurance of at least 

£5,000,000 and Public Liability Insurance of at least £2,000,000.  The Contractor 
will, when required, produce the policy for inspection.  Certain projects may require 
a higher level of insurance cover. 

 
A3 The Council reserves the right to inspect the Contractor’s premises and to inspect and test 

goods and materials during manufacture, processing or storage, either before or 
after seeking invitations for tender or awarding contracts. 

 
A4 The Council will reserve the right to make such enquiries as it deems necessary to 

establish the financial standing of any Contractor at the time of the application and 
at any other time during the currency of the approved list, and the Contractor must 
co-operate with such enquiries. 

 
A5 The Council reserves the right to refuse any application to be on the approved list, or to 

suspend or remove any Contractor from the list if: 
 
  a. The Contractor is or becomes, in the opinion of the Council, unsuitable for 

inclusion on the list. 
 
  b. The Contractor is unsatisfactory in respect of any contract awarded to him by 

the Council. 
 
  c. The Contractor fails to tender on two occasions having been invited to do so. 
 
  d. The Contractor declines to tender on three occasions having been invited to 

do so. 
 
 The Council will notify the Contractor of any such decision forthwith. This right is in 

addition to  
 any rights and remedies the Council may exercise in respect of any particular contract 

with the  
 Contractor. 
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A6 Value Added Tax 
 
  Please note that for VAT purposes where there is a taxable supply (other than a 

zero rated supply) from a supplier, a full tax invoice is required in respect of this 
transaction. 

 
  A guide to details to be shown on tax invoices appears in Section 16.3 of the 

Customs and Excise Notice No. 700 “The VAT guide”. 
 
 Briefly, the requirements are as follows: 
 

• Invoice and order numbers to be shown 
• Date of invoice and date when work done 
• Name, address and VAT registration number of the supplier 
• Customer’s name and address must be stated as Keighley Town Council, 

Civic Centre, North Street, Keighley, BD21 3RZ 
• Description which identifies the goods or services supplied 
• The unit price e.g. an hourly rate; or a price for standard services. (If the 

supply cannot be broken down into countable elements then the total tax 
exclusive price will be the unit price). 

                               For each description, you must show the: 
 Quantity of goods or extent of the services 
 Charge made, excluding VAT 
 Rate of VAT  
 Total charge made, excluding VAT 
 Rate of any cash discount offered  
 Total amount of VAT charged, shown in sterling 
 Zero rated and exempt goods to be shown separately with an indication 

that they bear no VAT 
 

A7 Finance (No. 2 Act 1975) 
 
  You are reminded that the Authority is obliged by law to deduct tax at the current 

rate from the labour content of any invoices submitted by you unless: 
 
  a. The activity detailed on the order/contract is ‘excluded’ from the scheme or, 
 
  b. You are in possession of a current Tax Certificate which has been presented 

to the Council for examination. 
 
A8 Asbestos 
 
  Contractors must note that when undertaking work for the Council if the presence of 

any Asbestos Material is suspected all work must cease immediately and the Town 
Clerk contacted on 01535 872126. 

 
Electricity at Work Regulations 1989  
All Contractors are reminded that they are required to work in accordance with the 
Electricity at Work Regulations 1989 and should therefore ensure that they are fully 
aware of these requirements. 

 
 Certain categories of works either because of type or value will be carried out only under 

full contract documentation. These will generally be standard contracts as amended to 
comply with the Council’s Standing Orders and the particular demands of any works. 
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 Tenders must be submitted on the basis of the contract documentation contained in the 
invitation to tender. 

 
 
B. PAYMENTS PROCEDURES 

 
 It is essential that invoices submitted for payment should include all appropriate details.  

Failure to do so could lead to a delay in payment for which the Council cannot accept 
liability. 

 
 In addition to the VAT requirements (see Clause A6): 
 

A. Interim payments will not be made on contracts of less than £5,000 in value without the 
prior agreement of the Town Clerk. On contracts valued over £10,000 a 5% retention will 
be held of which half will be released on Practical Completion. The balance will be paid 
on Completion and making good defects at the end of the defect’s liability period. 

 
B. The Contractor must quote the appropriate order number on the submitted invoice. 

 
C. Where the Contractor is requested verbally to carry out emergency repair work they 

should delay submission of his invoice until a written confirmation order has been 
received.  This should take no longer than fourteen days. 

 
D. The Council reserves the right to inspect the Contractor’s books, together with time 

sheets and other records relating to any particular job.  Reasonable notice will, however, 
be given for this purpose. 

 
 

C.      WHAT HAPPENS NEXT 
 

 
Administration of the Approved List of Contractors. 
 
The purpose of the above list is to provide Keighley Town Council, with a range of quality 
contractors who have been approved against set criteria. 
 
The application is individually assessed by the Town Clerk against each of the following criteria:  

• Health & Safety 
• Financial Suitability 
• Technical Suitability 

 
Officers may request further information from applicants on their specific area of assessment. 
Successful contractors need to be satisfactorily assessed on all of the above areas to gain 
approval and inclusion on to the list. 
 
The application will be rejected if the contractor cannot fulfil the pre-set criteria assessed. You 
must therefore ensure you complete the application form, provide all the information required 
and seek advice and guidance on any matters you are unsure of. 
 
After all three areas have been assessed the whole application will be formally approved or 
rejected Contractors will then be informed of the result of this approval process in writing. 
 
Contractors should note that their place on the List is not guaranteed and that the list is subject 
to a process of continual review. 
 
Approval does not by itself guarantee work to the Contractor. 
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Failure to meet any of the necessary criteria will result in removal from the list. This will be at the 
discretion of Keighley Town Council. The contractor will be informed in writing of any such 
removal and the reason why the action was deemed necessary.  
 
D. FREEDOM OF INFORMATION 
 

 
As part of our approach to the Freedom of Information Act, Keighley Town Council will be 
releasing the names of companies who are approved on its Approved List of Contractors via the 
Town Council website www.keighley.gov.uk  
 
 
 

http://www.keighley.gov.uk/
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KEIGHLEY TOWN COUNCIL 
REPORT TO POLICIES & GOVERNANCE COMMITTEE 

 

 

 

 

 

 

SUBJECT 

 

 

Anti-Fraud & Corruption Policy 

PURPOSE: 

1. To review the Council’s Anti-Fraud and Corruption policy. 
 

2. To recommend any amendments of the policy to full council. 

RECOMMENDATION(s):  

3. Members recommend the Anti-Fraud and Corruption policy to Full Council. 
 

4. Members review the policy in 2023, unless any material changes to the policy are 
required before that date. 

REASONS FOR RECOMMENDATION:  

5. To reduce the opportunities for fraud or corruption.   

SUMMARY OF KEY POINTS:  

6. In March 2020, the council introduced a new Anti-Fraud and Corruption policy to 
provide guidance to both elected members and employees. 
 

7. The policy included in Appendix A, sets out what could be defined as fraud and/or 
corruption. The policy also includes the reporting process which should be 
followed should an allegation be made. 

 
FINANCIAL IMPLICATIONS AND BUDGET PROVISION: 
 

8. None directly arising from this report. 
 
TOWN PLAN IMPLICATIONS: 

REPORT 
AUTHOR 
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Joe Cooney 
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9. Meets the Town Plan Key Objectives: CP016  

 
CLIMATE CHANGE IMPLICATIONS: 
 

10. N/A.   
 
POLICY IMPLICATIONS: 

11. N/A. 

DETAILS OF CONSULTATION: 

12. N/A. 

BACKGROUND PAPERS:   

13. Appendix A – Anti-Fraud & Corruption Policy   

FURTHER INFORMATION PLEASE CONTACT: Joe Cooney, 
joe.cooney@keighley.gov.uk, 01535 872126 

mailto:joe.cooney@keighley.gov.uk
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Keighley Town Council 

 

Anti-Fraud and Corruption Policy 
 
 
APPENDICES A 
 
None  
 
 
1. Introduction 

In administering its responsibilities, the Town Council aims to prevent fraud and corruption 
whether it is attempted by someone who is not part of the council, or from within the council, by 
an employee or Member. The Council is committed to an effective Anti-Fraud and Corruption 
Policy designed to promote high ethical standards, encourage prevention, and promote detection.  

The Responsible Financial Officer as the “section 151 officer” has a statutory responsibility under 
section 151 of the Local Government Act 1972 to ensure the proper arrangements for the 
Council’s financial affairs and has developed financial codes of practice and accounting 
instructions.  

The Town Clerk has a statutory responsibility to advise the Council on the legality of its decisions 
and to ensure that the Council’s actions do not give rise to illegality or maladministration. It is 
therefore essential for employees to follow the Council’s Policies and Procedures to demonstrate 
that the Council is acting in an open and transparent manner. 

Any suggestions of fraud, corruption or theft will be investigated, both from within the Council and 
from external sources. Any proven fraud will be dealt with in a consistent and proportionate 
manner. 

2. Definitions 

Fraud and Corruption are defined as: 

Fraud 

The Fraud Act 2006 defines fraud as follows: 

A person is guilty of fraud if he/she is in breach of any of the following: 

- Fraud by false representation; that is if a person: 

i. Dishonestly makes a false representation, and 

ii. Intends, by making the representation — 

iii. To make a gain for themselves or another, or 

iv. To cause loss to another or to expose another to a risk of loss. 
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- Fraud by failing to disclose information; that is if a person: 

i. Dishonestly fails to disclose to another person information which he/she is under a legal 
duty to disclose, and 

ii. Intends, by failing to disclose the information — 

iii. To make a gain for themselves or another, or 

iv. To cause loss to another or to expose another to a risk of loss 

- Fraud by abuse of position; that is if a person: 

i. Occupies a position in which he is expected to safeguard, or not to act against, the 
financial interests of another person, 

ii. Dishonestly abuses that position, and 

iii. Intends, by means of the abuse of that position— 

iv. To make a gain for themselves or another, or 

v. To cause loss to another or to expose another to a risk of loss.  

Many of the offences referred to as fraud are covered by the Theft Acts of 1968 and 1978. The 
term is used to describe such acts as deception, bribery, forgery, extortion, corruption, theft, 
conspiracy, embezzlement, misappropriation, false representation, concealment of material facts 
and collusion. 

“Fraud” is usually used to describe depriving someone of something by deceit, which might either 
be misuse of funds or other resources, or more complicated crimes like false accounting, or the 
supply of false information. In legal terms, all these activities are the same crime – theft. 

Corruption 

The deliberate use of one’s position for direct or indirect personal gain. “Corruption” covers the 
offering, giving, soliciting or acceptance of an inducement or reward, which may influence the 
action of any person to act inappropriately. 

Theft 

The physical misappropriation of cash or other tangible assets. A person is guilty of “theft” if he 
or she dishonestly appropriates property belonging to another with the intention of permanently 
depriving the other of it. 

Money Laundering 

Money laundering is the process by which criminals attempt to “recycle” the proceeds of their 
criminal activities in order to conceal its origins and ownership and which leaves them with money 
that cannot be traced back. 
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Bribery 

The Bribery Act 2010 introduces four main offences, simplified as the following: 

- Bribing another person: a person is guilty of an offence if he/she offers, promises or gives 
a financial or other advantage to another person. 

- Offences relating to being bribed: a person is guilty of an offence if he/she requests, 
agrees to receive, or accepts a financial or other advantage. It does not matter whether 
the recipient of the bribe receives it directly or through a third party, or whether it is for the 
recipient’s ultimate advantage or not. 

- Bribery of a foreign public official: a person who bribes a foreign public official is guilty of 
an offence if the person’s intention is to influence the foreign public official in their capacity, 
duty or role as a foreign public official. 

- Failure of commercial organisations to prevent bribery: organisations, which include the 
Town Council, must have adequate procedures in place to prevent bribery in relation to 
the obtaining or retaining of business. 

Note: a “financial” or “other advantage” may include money, assets, gifts or services. 

Prior to entering into any business arrangements, all Council officers should ensure that they have 
taken all reasonable steps to identify any potential areas of risk relating to bribery or corruption. 

3. Reporting Procedure 

The Council’s expectation is that Members and employees at all levels will comply with Standing 
Orders, Financial Regulations and Council Policies.  

The Council recognises that the primary responsibility for the prevention and detection of fraud 
rests with management. It is essential that employees of the Council report any irregularities, or 
suspected irregularities to the Town Clerk. 

The Town Clerk will, depending on the nature and anticipated extent of the allegations, determine 
how the allegations are to be investigated. The Town Clerk will then determine the method of 
further investigation and will then initiate an investigation team where appropriate. 

The Town Clerk will: 

a) Deal promptly with the matter. 

b) Record all evidence received. 

c) Ensure that evidence is sound and adequately supported. 

d) Ensure security of all evidence collected. 

e) Contact other agencies e.g. Police. 

f) Notify the Council’s insurers. 

g) Implement the Council’s disciplinary procedures where appropriate. 
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The Council will also work in co-operation with the following bodies that will assist in scrutinising 
its systems and defences against fraud and corruption: 

a) Internal Audit 

b) External Audit 

c) Central Government Departments and Parliamentary Committees 

d) HM Customs and Excise 

e) Inland Revenue 

f) Department for Work and Pensions 

g) Police 

4. Culture 

There is an expectation and requirement that all individuals and organisations associated in 
whatever way with the Council will act with integrity and that all employees and Members will lead 
by example in these matters. 

Employees have an important role to play in relation to protection against fraud and corruption. 
They will be encouraged to report any concerns, associated with the Council’s finances, resources 
and responsibilities and these will be thoroughly investigated. Any concern thus raised in 
confidence will be treated in confidence as far as possible, but relevant information may be passed 
on to those who need to know. 

The Town Clerk is expected to deal promptly under the necessary procedures with those who are 
suspected of defrauding the Council or who may be corrupt. 

There is, of course, a need to ensure that any investigation process is not misused and, therefore 
raising unfounded malicious allegations by an Officer/Member may amount to misconduct. Similar 
allegations raised by other parties may result in legal action. 

5. Prevention 

The Council recognises that a key measure against fraud and corruption is prevention. The first 
step in prevention is to take effective measures at the recruitment stage to establish propriety and 
integrity as far as reasonably practicable. In this regard temporary and contract employee should 
be treated in the same manner as permanent employees.  

Employees must be appointed in accordance with the Council’s Recruitment and Selection 
Procedures. Also, written references should be obtained and should include information regarding 
honesty and integrity of potential employees. Employment will be conditional upon the receipt of 
two satisfactory references. 

Employees are required to follow the Council Policies and Procedures as well as any relevant 
professional standards. In addition, employees must also abide by the law. 

The Council is responsible for ensuring that there is a sound system for internal control which 
facilitates the effective exercise of the Council’s functions and which includes arrangements for 
the management of risk. 

This is set out in the Council’s Code of Corporate Governance. The Council has developed 
systems and procedures, which incorporate efficient and effective internal controls, and which 
include adequate separation of duties. 
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Members of the Council are required to follow the Members’ Code of Conduct including the 
appropriate declaration and registration of interests, the compliance with which will be subject to 
review by the Town Clerk. 

6. Money Laundering and E-Mail Scams 

All employees should be aware of the increasing possibility of receiving requests that could be 
used for money laundering and illicit requests for money through e-mails. 

Any Service that receives money from any external person or body is potentially vulnerable to a 
money laundering operation. The need for vigilance is vital and if there is any suspicion 
concerning the appropriateness of the transaction then advice must be sought. 

E-mail scams can take the form of either requests for personal financial information such as bank 
account details or a suggestion of the depositing of funds for money laundering purposes. 
Employees are advised to forward the email to the Town Clerk and to then immediately delete 
the email without responding or copying the email to any other person. 

The Town Clerk will decide what further action, if any, needs to be taken, including possible 
referral to the police. 

7. Detection and Investigation 

Internal controls have been established for financial and other systems within the Council. They 
are designed to discourage fraud and provide indicators of any fraudulent activity. It also relies on 
employees, members and the public to be alert and to report any suspicion of fraud and 
corruption. 

Frauds are often discovered by a “tip-off” but nevertheless it is essential that Officers and other 
employees have clear monitoring and supervision arrangements in place, particularly in relation 
to high risk areas. 

Employees are required to report every suspected irregularity in accordance with Clause 3.3 of 
the Reporting Procedure. Reporting is essential to the Anti-Fraud and Corruption Policy as it: 

a) Ensures the consistent treatment of information prior to or during an investigation; 

b) Facilitates proper investigation; and 

c) Ensures the proper implementation of a fraud response investigation plan. 

The Town Clerk will be expected to take action in accordance with the Council’s Disciplinary 
Procedures where the outcome of the investigation indicates improper behaviour.  

The Council will normally wish the police to be made aware of and to prosecute independently 
offenders where financial impropriety is discovered. The Town Clerk is responsible for referring 
any such matter to the police. 

8. Reporting Arrangements 

Where a suspected irregularity is material or could seriously affect the reputation of the Council 
then the Members must be informed of this by the Town Clerk. 

The type and nature of report(s) to the Council will vary according to the type of alleged fraud 
being investigated. These reports although confidential may need to be passed on to those who 
need to know e.g. police, officers or Members and may be oral or written and either interim or 
final. The usual procedure will be a preliminary investigation followed by a brief report which may 
recommend an in-depth investigation, with further interim reports as required. The final report will 
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supersede all interim reports and is the definitive document on which the Town Clerk will base 
their further action. 

For major incidents of fraud/corruption the Town Clerk will, within 6 months of the submission of 
the final investigation report, submit a summary report, in closed session, to Members. These 
reports will contain details of the area investigated, the outcome, action taken to prevent future 
occurrences, any losses suffered by the Council and any action taken to recover such losses.  

The Responsible Financial Officer as Section 151 Officer as part of the annual update to Full 
Council, will submit a summary of the control issues arising from completed investigations to 
Members from Internal Audit Service. Depending on the nature of the alleged fraud being 
investigated it may be necessary to have some informal briefings to both officers and Members. 

9. Post Investigation 

The Council wishes to see that following an investigation action is taken to minimise future 
occurrence. This may require a change in management, systems and procedures or retraining of 
employees. 

10. Training 

The Council recognises that the continuing success of its Anti-Fraud and Corruption Policy and 
its general credibility will depend largely on the effectiveness of programmed training and 
responsiveness of employees and Members throughout the organisation. 

To facilitate this the Council supports the concept of induction and re-induction training for 
Members and particularly for employees involved in internal control systems to ensure that their 
responsibilities and duties in this respect are regularly highlighted and reinforced. 

Employees who fail to follow such training and guidance, or fail to follow proper working practices, 
may face disciplinary action. Investigation of fraud and corruption may require specialist training. 

11. Conclusion 

The Council has in place a clear network of systems and procedures to assist it in the fight against 
fraud and corruption. It is determined that these arrangements will keep pace with any future 
developments in both preventative and detection techniques regarding fraudulent or corrupt 
activity that may affect its operation. 
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KEIGHLEY TOWN COUNCIL 
REPORT TO POLICIES & GOVERNANCE COMMITTEE 

 

 

 

 

 

 

SUBJECT 

 

 

Gifts & Hospitality Policy 

PURPOSE: 

1. To review the Council’s Gifts and Hospitality policy. 
 

2. To recommend any amendments of the policy to full council. 
 

3. To note the register of gifts and hospitality received during the financial year 
2020/21. 

RECOMMENDATION(s):  

4. Members recommend the Gifts & Hospitality Policy to Full Council for approval. 
 

5. Members note the gifts and hospitality register for 2020/21. 
 

6. Members note the register will be published on the council website once approved 
by full council. 
 

7. Members review the policy in 2022, unless any material changes to the policy are 
required before that date. 

REASONS FOR RECOMMENDATION:  

8. To ensure the effectively manage any gifts or hospitality offered or accepted by 
members or employees. 

SUMMARY OF KEY POINTS:  

9. The gifts and hospitality policy was adopted by Council in September 2020. The 
policy applies equally to members and employees. 
 

REPORT 
AUTHOR 

Town Clerk 
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EMAIL Joe.cooney@keighley.gov.uk  
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10. The policy sets out what someone should do if they have been offered a gift or 
hospitality as a result of their position within the council. 
 

11. The policy also requires an annual register be published of all gifts received 
during the financial year. Appendix B details the declarations made during 
2020/21. 

 
12. Members are reminded it is their responsibility to declare any gifts or hospitality, 

either offered or received, to the Town Clerk for inclusion on the register.  
 

FINANCIAL IMPLICATIONS AND BUDGET PROVISION: 
 

13. None directly arising from this report. 
 
TOWN PLAN IMPLICATIONS: 
 

14. Meets the Town Plan Key Objectives: CP016  
 
CLIMATE CHANGE IMPLICATIONS: 
 

15. N/A.   
 
POLICY IMPLICATIONS: 

16. N/A. 

DETAILS OF CONSULTATION: 

17. N/A. 

BACKGROUND PAPERS:   

18. Appendix A – Gifts & Hospitality Policy 
Appendix B – Gifts & Hospitality register 2020/21 

FURTHER INFORMATION PLEASE CONTACT: Joe Cooney, 
joe.cooney@keighley.gov.uk, 01535 872126 
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Keighley Town Council 

 
Gifts & Hospitality Policy 

 
 
APPENDICES 
 
Gift & Hospitality Register 2020/21 
 
 

1. Introduction 
1.1 The purpose of this policy is to provide guidance for all Councillors and Council employees 

when considering whether to accept gifts or hospitality from individuals or organisations as 
a result of their position with the Council and their duties and responsibilities to record this 
correctly. 

1.2 The Council must ensure that all Councillors and employees of the Town Council are aware 
that they should not use their position(s) with the Council for their own personal gain or for 
the personal gain of third parties (normally external companies and suppliers) to whom they 
have a professional/ business association.  

1.3 To do so will be deemed gross misconduct in accordance with the Council’s Disciplinary 
Procedure for an employee and may be found to be a breach of the Member’s Code of 
Conduct where a Councillor is concerned. 

1.4 It is essential that members of the public have confidence in the integrity, impartiality and 
honesty of Town Councillors and employees.   

1.5 This Policy covers all Town Council Councillors and employees of the Council. 

2. Code of Conduct 
2.1 When Councillors make their Declaration of Acceptance of Office they acknowledge in 

writing that they will comply with the Member’s Code of Conduct; a copy of which all 
Councillors have received. 

2.2 The conduct expected of Council employees is clearly detailed in their contract of 
employment and the Council’s Staff Handbook. 

3. General Caution 

3.1 The Council’s guidance is that any Councillor or employee ought to treat any offer or gift, 
favour or hospitality with caution that is made, or may be perceived to have been made, in 
connection with their position as an Officer or Councillor. 

3.2 The acceptance of gifts or hospitality is not always unlawful or inappropriate. The decision 
in every case is whether it is appropriate to accept any gift or hospitality that might be offered 
to you, the source of the gift or hospitality and having regard to how it might be perceived. 
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3.3 If any Councillor or employee has any doubt over whether or not to accept a gift or hospitality 
they should err on the side of caution and politely but firmly decline the offer if an immediate 
response is needed, or alternatively seek the advice of the Town Clerk. 

4. The Legal Position 

4.1 It is a criminal offence to corruptly solicit or receive any gift, reward or advantage as an 
inducement to doing or forbearing to do anything in respect of any transaction involving the 
Town Council. 

4.2 The onus would be on the individual to disprove corruption in relation to a gift from a person 
holding or seeking to obtain a contract from Keighley Town Council. 

5. Definitions 

5.1 For the purposes of this policy, the following definitions are implied: 

5.1.1 A gift is defined as anything given, a present, either in or out of normal working hours, 
by suppliers or potential suppliers usually endorsed with their trade name or logo, or 
consumables such as food and/or drink etc. 

5.1.2 Hospitality is defined as “a friendly and generous reception and entertainment of 
guests” – this will include any lunches, dinners, drinks, events or accommodation 
paid or provided by potential suppliers of any goods or services. 

5.1.3 A reward is defined as “a thing given in recognition of service, effort or achievement” 
– this will include remuneration, reimbursement and fee, offered, paid, promised or 
implied. 

5.2 Common gifts often include pens, diaries, calendars and other business stationery, articles 
of clothing, books or flowers and more occasionally, the offer of free or discounted food or 
refreshments. 

6. Appropriate Gifts & Hospitality 
6.1 There are circumstances during the normal course as a Councillor or employee where gifts 

and hospitality may be accepted: 

6.1.1 Civic hospitality provided by another public authority. 

6.1.2 Any formal invite to an event in capacity as Town Mayor, Deputy Mayor or other 
position.  

6.1.3 Normal and modest refreshment in connection with any meeting in the course of 
your work as a Councillor or employee (e.g. tea, coffee, biscuits etc). 

6.1.4 Small, low value gifts (below £25 such as pens, calendars, business stationery, 
flowers and other mementos or tokens).  

6.1.5 Tickets for sporting, cultural and entertainment events that are sponsored or 
promoted by Keighley Town Council or bodies to which the Councillor or employee 
has been appointed by Keighley Town Council, and the tickets are offered in relation 
to that sponsorship or promotion. 

6.1.6 Drinks or other modest refreshment in the normal course of socialising arising 
consequentially from Town Council business (e.g. inclusion in a round of drinks after 
a meeting). 
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6.1.7 Modest meals provided as a matter of courtesy in the office or meeting place of a 
person with whom Keighley Town Council has a business connection. 

6.1.8 Souvenirs and gifts from other public bodies intended as personal gifts (e.g. arising 
from civic events). 

6.1.9 Invitations to local Community clubs or groups hospitality events especially those 
who are tenants of Keighley Town Council.  

6.1.10 Invitations to attend a local community event in an official capacity as a Councillor 
or employee of Keighley Town Council where hospitality is available.   

6.2 The above may include that offered by existing concession or licence holder or tenants of 
the Council, but should not be accepted in any period of tender for said contract or a non-
existing concession or licence holder (see section 7.1 below). 

7. Principles for Accepting Gifts and Hospitality 
7.1 In deciding whether it is appropriate to accept any gift or hospitality, the Councillor or 

employee must consider the following: 

7.1.1 Do not accept a gift or hospitality as an inducement or reward for anything you do 
as an Officer or Councillor. If you have any suspicion that the motive behind the gift 
or hospitality is an inducement or reward you must decline it. 

7.1.2 Do not accept a gift or hospitality of significant value or whose value is excessive in 
the circumstances. 

7.1.3 Do not accept a gift or hospitality if acceptance might be open to misinterpretation. 
Such circumstances will include gifts and hospitality: 

7.1.3.1 From parties involved with Keighley Town Council in a competitive 
tendering or other procurement process. 

7.1.3.2 From applicants for planning permission and other applications for licences, 
consents and approvals in which Keighley Town Council has an 
involvement, even as a consultee. 

7.1.3.3 From applications for grants, including voluntary bodies and other 
organisations applying for public funding from Keighley Town Council. 

7.1.3.4 From parties in legal proceedings with Keighley Town Council. 

7.1.4 Do not accept a gift or hospitality if you believe it will put you under any obligation to 
the provider as a consequence. 

7.1.5 Do not solicit any gift or hospitality and avoid giving any perception of doing so. 

8. Gifts Received and Donated to the Mayor’s Charity 
8.1 Councillors or employees on receiving gifts of value may pass them to the Mayor to be used 

for fundraising activities rather than retaining them personally. 
8.2 Gifts received in this nature should still be recorded on the Register of Gifts & Hospitality 

(see section 9 below). 

9. Registration of Gifts & Hospitality 
9.1 Councillors and employees offered a gift or hospitality, even if not accepted and regardless 

of monetary value, must declare it by providing the full details in writing to the Town Clerk, 
who will enter it on to the Council’s Register of Gifts & Hospitality.  

9.2 This notification should include: 
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9.2.1 A full description of the gift and/or hospitality offered; 
9.2.2 The best estimate of its market value or cost; 
9.2.3 Who provided it; 
9.2.4 Where and when it was received; 
9.2.5 Whether it was accepted or declined; 
9.2.6 Intention if accepted i.e. consume, partake in hospitality, share with other 

employees, mayor’s fundraising etc. 

9.3 The only exception to 9.1 above is those gifts and hospitality offers included at section 6.1 
of this policy; to record every item of this nature would be considered excessive and a 
needless use of Council Officer time. 

9.4 Upon receiving notification of a gift or hospitality, the Town Clerk will advise (if relevant) 
whether the Councillor or employee is able to either retain the gift or partake in the hospitality 
on offer. 

9.5 The Town Clerk will be unlikely to allow retention of gifts that can be used as part of the 
Mayor’s fundraising causes, with the exception of small gifts as mentioned at 5.2.  

9.6 In the situation of the Town Clerk being the intended recipient, they should include the entry 
in the Register of Gifts & Hospitality and inform the Mayor and Chair of Human Resources 
Committee of the way in which they deem the offering be best handled. 

10. Inappropriate Gifts and Hospitality Offered 
10.1 If any person who has or seeks to have dealings with the Council offers a Councillor or 

employee, or a member of their immediate family (i.e. spouse, partner or child) a gift or 
hospitality and the Councillor or employee has concerns about the reasons for the offer then 
they should refuse, politely but firmly.   

10.2 All such refusals should be notified orally or in writing as soon as is reasonably possible to 
the Town Clerk, or in the case of the Town Clerk, to the Town Mayor and Chair of Human 
Resources Committee. 

10.3 For the avoidance of doubt, inappropriate gifts and hospitality are deemed to conflict with 
the principles at section 7.1. 

11. Policy Enforcement 
11.1 If a Councillor or employee is unhappy with the decision of the Town Clerk, they should 

register their appeal to the Town Mayor within 10 working days of receipt of the Clerk’s 
decision.   

11.2 Any failure to comply with this policy by a Council employee may be deemed gross 
misconduct in accordance with the Council’s Disciplinary Procedure and therefore could 
result in an employee’s summary dismissal. 

11.3 Any failure to comply with this policy by a Councillor may lead to a Code of Conduct 
investigation by Bradford Metropolitan Council’s Monitoring Officer; if a breach of the Code 
of Conduct is upheld there are various sanctions that can be enforced. 

11.4 It is every Manager’s responsibility to ensure that all employees for whom they are 
responsible have a copy of this policy. All new employees should be given a copy of this 
policy as part of the induction process.  

11.5 The Town Clerk is responsible for ensuring all Councillors receive a copy of this policy upon 
joining the Council and are reminded annually of the process for registering offers of gifts 
and hospitality. 
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11.6 The Council’s Register of Gifts & Hospitality will be published annually on the Council’s 
website to ensure complete transparency. 
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Appendix B 

Gifts & Hospitality Register 2020/21 

 

Name of 
Person  

Full Description 
of 
gift/hospitality 
offered  

Best estimate 
of its market 
value or cost  

Who 
provided it  

Where and when it was 
received  

Whether it was 
accepted or 
declined 

Intention if accepted 
i.e. consume, partake 
in hospitality, share 
with employees, 
mayor's fundraising 
etc.  

Joe 
Cooney  

2 tickets to the 
Keighley & Worth 
Valley Open day 
experience. 
Return journey 
on a steam train 
from Oxenhope 
to Keighley. 

£30.00 Keighley and 
Worth Valley 
Railway  

Oxenhope Train Station, 
Sunday 16th August 2020 

Accepted  To partake in the 
hospitality offered. 

Brian 
Morris 

Jumper and a tin 
of Biscuits  

£34.45 Top Trends Civic Centre 23/12/2020 Accepted  Jumper for personal 
use.  

Biscuits to Share with 
employees 


