KEIGHLEY TOWN COUNCIL
Mr. Joe Cooney
Town Clerk
17th June 2021

Email: townclerk@keighley.gov.uk

YOU ARE HEREBY SUMMONED TO ATTEND A MEETING of the Keighley Town Council which will
be held at Keighley Civic Centre, North Street, Keighley, BD21 3RZ on Thursday 24 June 2021 at
6:30pm.

Mr. Joe Cooney
Town Clerk
COUNCIL MEMBERS
Cllr J. Adams (Mayor)
Cllr L. Maunsell (Deputy Mayor)

Cllr. P Corkindale
Cllr. P Cook

Cllr M. Nazam
Cllr M. Shaw

Cllr C. Abberton
Cllr A. Ahmed
Cllr J. Akhtar
Cllr N. Ali
Cllr M. Anayat
Cllr E. Bernardini
Cllr. A Clarke
Cllr J. Clarkson

Cllr S. Cooper
Cllr M. Curtis
Cllr M. Dowse
Cllr C. Graham
Cllr C. Herd
Cllr M. Ikram
Cllr J. Kirby
Cllr S. Mahmood

Cllr A. Shohid
Cllr A. Walker
Cllr M. Walker
Cllr M. Westerman
Cllr L. Wrench
Cllr M Wood
Cllr S. Zubair

ADJOURNMENT FOR PUBLIC PARTICIPATION
Notice is given that at a time agreed by the meeting, 15 minutes may be set aside for members of the
public to make representation on the business of the agenda for the meeting:
•
•
•
•

Members of the public wishing to speak are to have given three working days’ notice to the Town
Clerk; this may be waived at the Clerk’s discretion.
Any member of the public shall not speak for more than five minutes.
In the event of more than three members of the public wishing to address the Council then
priority will be determined by the Town Clerk, based on subject matter.
A question asked by a Member of the Public during Public Participation shall not require a
response or debate during the meeting though the Chairman may direct that a written response
will be provided subsequent to the meeting.
Recording at Council Meetings Recording is allowed at Council, committee and sub-committee
meetings which are open to the public, subject to:- (i) the recording being conducted with the full
knowledge of the Chairman of the meeting; and (ii) compliance with the Town Council’s Recording
of Meetings Policy. Anyone wishing to record must contact the Town Clerk prior to the start of the
meeting. Any recording must be conducted openly and not in secret.
Keighley Civic Centre, North Street, Keighley, BD21 3RZ. Tel: 01535872126
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AGENDA
1. Welcome & Fire Safety arrangements
2. Apologies for absence
3. Declarations of Interest.
To receive declarations of interest under consideration on this agenda in accordance with the
Localism Act 2011 s32 and The Relevant Authorities (Disclosable Pecuniary Interests) Regulations
2012.
Members are reminded that should you declare a pecuniary interest at ta meeting, it is your
responsibility to inform the Monitoring Officer.
i) Declarations of Interest from Members
ii) Declarations of Interest from Officers
4. Public Question Time and Participation
Members of the public are advised that they are welcome to ask questions about items on the
Agenda. It is not always possible to give a verbal response at the meeting and questions may
receive a written reply. No resolution can be made under this item.
5. Town Mayor
i) To receive the Town Mayor’s opening remarks
ii) To receive details of all the invitations that the Mayor has accepted since taking office
6. Minutes
To approve the draft minutes of the Keighley Town Council meeting held on Thursday 20 May 2021.
Copy attached
7. Reports from District Councillors and Invited Guests
7.1

To receive reports from District Councillors

7.2

To receive reports from other invited guests – Robbie Moore MP

8. Committee Minutes
To receive the minutes of the meetings of the following committees:
1.
2.
3.
4.
5.
6.

Human Resources
Human Resources
Human Resources
Human Resources
Watch and Transport
Watch and Transport

17 February 2021
23 March 2021
28 April 2021
6 June 2021
1 February 2021
12 April 2021

Keighley Civic Centre, North Street, Keighley, BD21 3RZ. Tel: 01535872126
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7. Policies and Governance
8. Policies and Governance
9. Planning
10. Planning
11. Planning
12. Planning
13. Finance and Audit
14. Finance and Audit
15. Finance and Audit
16. Community Development
17. Allotments and Landscapes

2 March 2021
6 April 2021
9 March 2021
23 March 2021
13 April 2021
27 April 2021
15 March 2021
29 March 2021
26 April 2021
3 February 2021
8 February 2021

9. Committee Vacancies – For Decision
i)

Planning Committee – 1 Vacancy

Where more than two persons have been nominated for a position to be filled by the council and
none of those persons has received an absolute majority of votes in their favour, the name of the
person having the least number of votes shall be struck off the list and a fresh vote taken. This
process shall continue until a majority of votes is given in favour of one person. A tie in votes may be
settled by the casting vote exercisable by the chairman of the meeting.
10. Celebration Lights– For Decision
To consider the attached report from the Town Clerk regarding Christmas Lights for 2021.
To follow
11. Annual Governance and Accountability Return – For Decision
Members are asked to:
i)

Receive and note the Internal Auditors Report.

ii) To receive and approve the Annual Governance Statement of Keighley Town Council section 1 of the 2020/21 Annual Governance Accountability Return (AGAR).
iii) To receive and approve the Accounting Statements for Keighley Town Council - section 2 of
the 2020/21 Annual Governance Accountability Return (AGAR).
NOTE: The Mayor to read out each of the nine section 2 statements for approval.
iv) To confirm and approve the 2020/21 Annual Return.
To receive and approve the Annual Governance and Accountability Return for 2020/21.
Copy attached
12. Child Protection & Vulnerable Adult Policy – For Decision
Keighley Civic Centre, North Street, Keighley, BD21 3RZ. Tel: 01535872126
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To consider the recommendation from the Policies & Governance Committee to adopt the Child
Protection & Vulnerable Adult Policy.
Copy attached
13. Reserve Policy – For Decision
To consider the report from the Town Clerk outlining the decision of the Finance & Audit Committee
on the draft Reserves Policy.
To follow
14. Time off in Lieu Policy – For Decision
To consider the recommendation from the Human Resources Committee to adopt a Time off in Lieu
(TOIL) Policy.
Copy attached
15. Annual review of Adopted Policies – For Decision
To accept the recommendation from the Policies & Governance Committee that the following policies
be reaffirmed:
a) Approved Suppliers policy

b) Employee Code of Conduct

d) Gifts & Hospitality policy
g) Members Code of Conduct
j) Statement of intent for
Training

e) Investment policy
h) Publication Scheme
k) Volunteer policy

16. Climate Change Action Plan update – For Decision

c) Freedom of Information
policy
f) Lone Working policy
i) Security Incident policy

Copies attached

To consider the attached report from the Assistant Town Clerk on the progress made against the
Council’s Climate Change action plan.
Copy attached
17. LNER Timetable Consultation 2022 – For Decision
To consider the attached report from the Town Clerk regarding the LNER 2022 timetable
consultation.
Copy attached
18. Reports from Town Councillors – For Noting
To receive reports from Council representatives on outside bodies.
To follow
19. Councillor Vacancies – For noting
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Council notes the following vacancies have been declared in Fell Lane & Westburn ward. The notice
of vacancy ended on Friday 11 June 2021. No election has been called and the council can now
advertise the vacancy for co-option.
The vacancy has been advertised with applications open until Friday 9 July 2021. Should more than
one application be received an informal meeting of Council will be convened to interview the
candidates, prior to a formal council meeting being called to formally discuss and vote on the
applicants.
20. Date of next meeting
The next Town Council meeting will be held on Thursday 30 September 2021.

OFFICER SUPPORT TO THE MEETING
Officers scheduled to attend: Joe Cooney (Town Clerk)
Pip Gibson (Assistant Town Clerk/CDO)
APOLOGIES
Contact the office during normal opening hours (01535) 872126
Email: joe.cooney@keighley.gov.uk
Late apologies should be made by phone to the senior officer
scheduled to attend.

Keighley Civic Centre, North Street, Keighley, BD21 3RZ. Tel: 01535872126
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KEIGHLEY TOWN COUNCIL
Minutes of the Annual meeting of the Keighley Town Council held at Keighley Civic Centre,
North Street, Keighley, BD21 3RZ on Thursday 20 May 2021, 6:30pm.
Present:
Cllr P. Corkindale
Cllr J. Adams
Cllr C. Abberton
Cllr A. Ahmed
Cllr J. Akhtar
Cllr N. Ali
Cllr M. Anayat
Cllr E. Bernardini
Cllr. A Clarke
Cllr. P Cook

Also Present:

Cllr S. Cooper
Cllr M. Curtis
Cllr M. Dowse
Cllr C. Graham
Cllr C. Herd
Cllr J. Kirby
Cllr S. Mahmood
Cllr L. Maunsell
Cllr M. Nazam
Cllr M. Shaw

Cllr A. Shohid
Cllr A. Walker
Cllr M. Walker
Cllr M. Westerman
Cllr M Wood
Cllr S. Zubair

Joe Cooney, Town Clerk
Pip Gibson, Assistant Town Clerk
Cllr Russell Brown
Cllr Mohsin Hussain
Cllr Julie Glentworth

001/2021 (TC) Election of Town Mayor
i) To elect Cllr Julie Adams as Town Mayor for municipal year 2021/22. Proposed by Cllr
Graham Seconded by Cllr Maunsell
RESOLVED that Cllr Julie Adams be elected as Town Mayor for the municipal year 2021/22.
The Town Mayor signed the Declaration of Office in the presence of the Town Clerk.
ii) Town Mayor Opening Remarks
Cllr Adams thanked everyone for their support and looked forward to working with all
members during the year ahead.
iii) Outgoing Mayor Remarks
Cllr Corkindale thanked Council for giving him the opportunity to serve as Town Mayor for
the last 2 years, he thanked Cllr Abberton to serving as his Mayoress who accompanied him
on many enjoyable visits across Keighley.
iv) Announcement of Mayors Charities
1

Cllr Adams announced the charities for the forthcoming year would be Manorlands Hospice
and Martin House Children’s Hospice
v) To seek nominations and appointment to the Mayors Charitable Trust.
RESOLVED to appoint Cllrs Adams, Maunsell, Corkindale, Westerman, Abberton and
Graham to the Mayors Charitable Trust for municipal year 2021/22.
002/2021 (TC) Election of Deputy Mayor
Cllr Maunsell was proposed for the position of Deputy Town Mayor for the Municipal year
2021/22. Proposed by Cllr Westerman and Seconded by Cllr Graham.
Cllr Abberton was proposed for the position of Deputy Town Mayor for the Municipal year
2021/22. Proposed by Cllr Nazam and Seconded by Cllr Corkindale.
On being put to the vote a majority of Councillors present:
RESOLVED that Cllr Luke Maunsell be elected as Deputy Town Mayor for Municipal year
2021/22.
003/2021 (TC) Apologies for Absence
RESOLVED: The following apologies be accepted from Cllrs Clarkson, Ikram and Wrench.
004/2021 (TC) Declarations of Interest
RESOLVED: There were no declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable
Pecuniary Interests) Regulations 2012 from Members or Officers.
005/2021 (TC) Minutes
RESOLVED to confirm the minutes of the meeting held on Thursday 25 March 2021 be
confirmed as a true record of the proceedings and signed by the Chair.
006/2021 (TC) Town Mayor Allowance
To consider the allowance paid to the Town Mayor to support them in their civic duties.
RESOLVED that an allowance of £5,700 to cover costs incurred carrying out Civic Duties.
RESOLVED that £360 be deducted from the allowance to cover the cost of providing the Town
Mayor with a parking permit for one year.
RESOLVED to pay the remaining amount (£5,340) in two equal instalments in June 2021 and
December 2021, via the Councillors monthly allowance payments.
007/2021 (TC) Members Allowance and Policy
Members considered a report from the Town Mayor relating to the members annual
allowance and an updated Members Allowance Policy.

2

RESOLVED that members agree the members allowance for financial year 2021/22 is set at £636.36. RESOLVED the allowance be paid monthly
via BACS.
RESOLVED that members adopt the Members Allowance and expenses policy outlined in Appendix A of this report.
RESOLVED that members instruct the Town Clerk to request Bradford MDC renumeration panel undertake a review of the current members
allowance scheme.
008/2021 (TC) Review of delegation arrangements to committees, sub committees, staff and other local authorities.
Councillors considered the written report from the Town Clerk.
RESOLVED the Scheme of Delegation for 2020/21 be approved.
009/2021 (TC) Appointment of Committees
RESOLVED to appoint the following committees and members for the municipal year 2021/22.
Finance

W&T

E&L

CC&S

P&G

Amjid Ahmed

Amjid Ahmed

Allan Clark

Shahzad Mahmood

Amjid Ahmed

Clare Abberton

Anayat Mohammad

Anayat Mohammad

Abdul Shohid

Javid Akhtar

Emanuele Bernardini

Chris Graham

Andrea Walker

Clare Abberton

Mark Curtis

Javaid Akhtar

Emanuele Bernardini

Chris Graham

Emanuele Bernardini

Martin Walker

Mark Curtis

Javaid Akhtar

Leanne Wrench

John Kirby

Mick Dowse

Martyn Wood

Michelle Shaw

Mick Westerman

Martin Walker

Mick Westerman

Mohammed Ikram

Paul Cook

Mohammed Ikram

Martyn Wood

Mohammed Ikram

Sohail Zubair

Sohail Zubair

Peter Corkindale

Peter Corkindale

Peter Corkindale
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A&L

CD

HR

Planning

Complaints

Andrea Walker

Abdul Shohid

Anayat Mohammad

Allan Clark

Andrea Walker

Chris Graham

Allan Clark

Andrea Walker

Javaid Akhtar

Martin Walker

Clare Abberton

Clare Abberton

Chris Graham

Leanne Wrench

Mick Westerman

John Kirby

Emanuele Bernardini

Chris Herd

Martin Walker

Clare Abberton

Mick Dowse

Joshua Clarkson

Mohammed Nazam

Martyn Wood

Michelle Shaw

Nasar Ali

Mohammed Ikram

Michelle Shaw

Paul Cook

Peter Corkindale

Mick Dowse

Peter Corkindale

Sam Cooper

Mohammed Ikram
Paul Cook
Peter Corkindale

i)

Complaints Committee Chair

Cllr Westerman was proposed by Cllr Adams and Seconded by Cllr Kirby
RESOLVED that Cllr Westerman serve as Complaints Panel Chair for Municipal year 2021/22.
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010/2021 (TC) Standing Orders & Financial Regulations
Members considered a report from the Town Clerk containing the Council Standing Orders
and Financial Regulations.
RESOLVED the Standing Orders & Financial Regulations be approved for the year 2021/22.
011/2021 (TC) Corporate Governance Statement
Members considered a report from the Town Clerk detailing the Corporate Governance
Statement and action plan for 2021/22.
RESOLVED that members approve the Corporate Governance Statement and action plan.
RESOLVED that members note the action plan will be monitored by the Policies &
Governance Committee.
012/2021 (TC) Representatives on Outside Bodies
RESOLVED to make the following appointments to Outside Bodies;
Organisation
YLCA South Pennine Branch
Bronte Country Partnership
Oakworth Village Society
Bradford District Local Council’s Liaison
Group
Keighley Child Exploitation Steering
Group
Keighley Police Museum Trustee’s

Town Deal Board

Current Representatives
Cllrs Mick Westerman & Cllr Chris
Graham
Cllr Chris Herd
Cllr Luke Maunsell
Town Mayor
Cllr Mick Westerman
Town Mayor & Chairman of Civic Centre
& Strategy Committee (these are
included in the Police Museum
Constitution and are for noting only)
Cllr Peter Corkindale

ii) Keighley Youth Voice Strategy
Members were asked to consider appointment a representative to sit on the groups Steering
Group
RESOLVED to appoint Cllr Luke Maunsell to the Steering Group.
013/2021 (TC) Responsible Financial Officer
Members considered recommendations from the Human Resources Committee following the
resignation of the current RFO.
RESOLVED members approved the recommendation from the Human Resources Committee
to recruit a replacement RFO on a 21-hour per week contract.
RESOLVED members note the recruitment of the RFO will be overseen by the Human
Resources Committee.
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RESOLVED members note the appointment of RFO is a matter reserved for Council and the
Human Resources Committee will make the necessary recommendation for Council approval
following the recruitment process.
RESOLVED members appoint the current Town Clerk as Acting Responsible Financial Officer
from 18 June 2021 – 31 August 2021 to allow time for the recruitment process to be completed.
RESOLVED members note the salary scale for the RFO post and any temporary increase for
the Acting RFO will be decided by the Human Resources Committee within the salary budget
approved by Council in January 2021.
014/2020 (TC) Date & Time of next meeting
RESOLVED that the next meeting will be held on Thursday 24 June 2021 at Keighley Civic
Centre.

Signed ........................................................
Chair

Date ..........................................
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KEIGHLEY TOWN COUNCIL
Minutes of the Human Resources (HR) Committee held remotely on Tuesday 17 February
2021.
Present:

Also Present:

Councillor Graham
Councillor Herd
Councillor Maunsell
Councillor Corkindale – Ex-officio
Councillor Adams – Ex-officio
Joe Cooney, Town Clerk

050/2020 (HR) Welcome & Introduction
Members were reminded of the obligations set out in the appendix to the Standing Orders relating
to the management of remote meetings.
051/2020 (HR) Apologies for absence
Cllr. Anayat.
052/2020 (HR) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
053/2020 (HR) Public Question Time
None.
054/2020 (HR) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 17 19 January 2021 be
confirmed as a true record of the proceedings and signed by the Chair.
055/2020 (HR) Staff Parking
Members considered a report from the Town Clerk on the current arrangements for staff parking
permits.
RESOLVED members noted prior to May 2020 provision of parking permits was previously
included in Standing Orders appendices.
RESOLVED members agreed the council will no longer provide free parking permits to staff
members from August 2021.
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RESOLVED members requested the Town Clerk investigate monthly instalment plans to assist
staff and provide a report detailing possible schemes to a future meeting.
056/2020 (HR) HR & Health Safety Advisor Contract
Members considered a report from the Town Clerk detailing the three quotations received to
provide the council with HR and Health & Safety advice
RESOLVED members agreed to award the contract to Ellis Whittam for the next 3 years
RESOLVED members agreed to include legal expense insurance for health & safety cover
RESOLVED members agreed to include the annual online training support
RESOLVED to approve the cost of the first year contract fee - £3935.40
057/2020 (HR) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Tuesday 23 March 2021 at 6.00pm.
In the event of an extra-ordinary meeting Councillors will be notified accordingly.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Human Resources (HR) Committee held remotely on Tuesday 23 March 2021.
Present:

Also Present:

Councillor Graham
Councillor Herd
Councillor Maunsell
Councillor Anayat
Councillor Corkindale – Ex-officio
Joe Cooney, Town Clerk

058/2020 (HR) Welcome & Introduction
Members were reminded of the obligations set out in the appendix to the Standing Orders relating
to the management of remote meetings.
059/2020 (HR) Apologies for absence
Cllr Adams – Ex-officio
060/2020 (HR) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
061/2020 (HR) Public Question Time
None.
062/2020 (HR) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 19 January 2021 be
confirmed as a true record of the proceedings and signed by the Chair.
063/2020 (HR) Progress Report
Councillors considered the Progress Report following the meeting on Tuesday 17 November
2020.
RESOLVED Noted.
064/2020 (HR) Exclusion of Public and Press
RESOLVED that in view of the confidential nature of the business about to be transacted, it is
advisable in the public interest that the press and public be temporarily excluded, and they are
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instructed to withdraw, due to the nature of the business about to be transacted which is
considered to be prejudicial to the public interest.
065/2020 (HR) Staffing Update
The Town Clerk provided a verbal update on general staffing issues.
RESOLVED to note the update from the Town Clerk.
066/2020 (HR) Salary Update
Members considered a report from the Town Clerk regarding the annual staffing budget.
RESOLVED to note the report.
067/2020 (HR) Staff Appraisal Update
Members considered a report from the Town Clerk updating the committee on the staff appraisals.
RESOLVED to note the report.
068/2020 (HR) Date of Next Meeting
TBC – subject to Full Council approval.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Human Resources (HR) Committee held remotely on Wednesday 28 April 2021.
Present:

Also Present:

Councillor Graham
Councillor Herd
Councillor Maunsell
Councillor Anayat
Councillor Adams
Councillor Corkindale – Ex-officio
Joe Cooney, Town Clerk
Pip Gibson, Assistant Town Clerk
Councillor Martin Walker

069/2020 (HR) Welcome & Introduction
Members were reminded of the obligations set out in the appendix to the Standing Orders relating
to the management of remote meetings.
070/2020 (HR) Apologies for absence
None.
071/2020 (HR) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
072/2020 (HR) Public Question Time
None.
073/2020 (HR) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 23 March 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
074/2020 (HR) Exclusion of Public and Press
RESOLVED that in view of the confidential nature of the business about to be transacted, it is
advisable in the public interest that the press and public be temporarily excluded, and they are
instructed to withdraw, due to the nature of the business about to be transacted which is
considered to be prejudicial to the public interest.
Cllr M Walker left the meeting at this point.
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075/2020 (HR) Project Worker
Members considered a report from the Town Clerk regarding the vacant Project Worker post.
RESOLVED members approved the Job Description and Person Specification for the Project
Worker role.
RESOLVED members approved the Job advert for the Project Worker role.
RESOLVED members delegated to the Town Clerk the timescale, shortlisting, interviews, and
appointment of the most suitable candidate.
076/2020 (HR) Kickstarter Programme
Members considered a report from the Town Clerk regarding the Kickstarter employment scheme.
RESOLVED Members delegated to the Town Clerk the decision to recruit up to two temporary
posts via the Kickstarter programme, in consultation with the committee Chairman.
RESOLVED Members requested an update at their June 2021 committee meeting.
077/2020 (HR) Date of Next Meeting
Tuesday 15 June, 6.00pm, Keighley Civic Centre

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Human Resources (HR) Committee held remotely on Thursday 5 May 2021.
Present:

Also Present:

Councillor Graham
Councillor Maunsell
Councillor Anayat
Councillor Adams
Councillor Corkindale
Joe Cooney, Town Clerk
Pip Gibson, Assistant Town Clerk

078/2020 (HR) Welcome & Introduction
Members were reminded of the obligations set out in the appendix to the Standing Orders relating
to the management of remote meetings.
079/2020 (HR) Apologies for absence
None.
080/2020 (HR) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
081/2020 (HR) Public Question Time
None.
082/2020 (HR) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 28 April 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
083/2020 (HR) Exclusion of Public and Press
RESOLVED that in view of the confidential nature of the business about to be transacted, it is
advisable in the public interest that the press and public be temporarily excluded, and they are
instructed to withdraw, due to the nature of the business about to be transacted which is
considered to be prejudicial to the public interest.
084/2020 (HR) RFO
Members considered a report from the Town Clerk regarding the Responsible Financial Officer.
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RESOLVED members recommend to Council undertake a recruitment process for a replacement
RFO.
RESOLVED members recommend to Council that the Town Clerk be appointed Acting RFO from
17 June 2021 until the recruitment process has been completed.
085/2020 (HR) Date of Next Meeting
Tuesday 15 June, 6.00pm, Keighley Civic Centre

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Watch & Transport (WT) Committee held remotely on Monday 1 February 2021.
Present:

Councillor Akhtar - Chairman
Councillor Ahmed
Councillor Abberton
Councillor Bernardini
Councillor Anayat
Councillor M Walker
Councillor Corkindale – Ex Officio

Also Present:

Joe Cooney, Town Clerk
Liz Horn – BMDC
Inspector Khalid Khan

082/2020 (WT) Welcome & Introduction
The Chairman welcomed everyone to the meeting and reminded members of the virtual meeting
protocols.
083/2020 (WT) Apologies for Absence
RESOLVED to accept apologies from:
Cllr M Shaw
Cllr S Zubair
084/2020 (WT) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
085/2020 (WT) Public Question Time
Laura Kelly asked what action could be taken to tackle anti-social drinking in the town centre.
The Chairman advised Ms Kelly a written response would be provided to her question.
086/2020 (WT) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 15 December 2020 be
confirmed as a true record of the proceedings and signed by the Chair.
081/2020 (WT) Progress Report
Noted.
082/2020 (WT) Police Report
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Inspector Khan updated members on the latest crime stats for Keighley he also provided an
update on arson cases in Keighley.
083/2020 (WT) Town Plan
Members considered an update on the Town Plan from the Assistant Town Clerk/CDO
RESOLVED to note the report.
084/2020 (WT) Budget Update
Members considered a report from the Town Clerk on the latest committee budget.
RESOLVED that members delegate to the Town Clerk, in consultation with the Committee
Chairman, authority to request the Finance & Audit Committee to carry forward allocated but
unspent resources into financial year 2021/22.
RESOLVED that members request an update on the budget at the April committee meeting.
085/2020 (WT) CCTV Scheme
Members considered a report from the Town Clerk detailing two applications under the Mobile
CCTV scheme and providing an update on the permanent camera installation at Long Lee Lane.
RESOLVED that members defer the applications to the next committee meeting.
RESOLVED that the Town Clerk be instructed to meet with Bradford MDC and Incommunities to
resolve the issue of cameras not being permitted on lighting columns and other appropriate street
furniture
RESOLVED the Town Clerk to report back on the meeting at the next committee meeting.
086/2020 (WT) Anti-bullying Policy
Members considered a report from the Working Group on Anti-bulling
RESOLVED to note the work undertaken to date by the working group.
RESOLVED to defer any further decisions until the next committee meeting to allow more time
for contact with schools to be established.
RESOLVED to note the current workload of schools could impact their ability to join any
schemes/programmes the committee may produce.
087/2020 (WT) Parkwood Street Improvements
The Town Clerk provided a verbal update on the proposed works.
RESOLVED to note the latest update - The legal Notices have now been prepared and the
notice period is due to run from 4th February to 25th February. Any objections received will be
considered by Bradford MDC, as long as there are no objections, the works be able to proceed
to the implementation phase.
088/2020 (WT) Grit Bin Requests
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Members considered 3 grit bin requests which had been submitted since the last committee
meeting.
i) Daleview Grove BD21 4TB
RESOLVED to approve the application for a grit bin at this location.
RESOLVED to undertake a consultation with residents regarding the proposed location of the bin
ii) Thornbank Avenue BD22 7LD
RESOLVED to refuse the application as it does not meet the council’s criteria. The proposed
location is situated within 200meters of a grit bin.
iii) Hainworth Road junction of Hainworth Lane
RESOLVED to approve the application for a grit bin at this location.
RESOLVED to undertake a consultation with residents regarding the proposed location of the bin.
089/2020 (WT) Future Items
The Chairman requested Project 6 be invited to attend the next meeting to discuss their work in
and around the town centre.
RESOLVED to invite Project 6 to the next committee meeting.
090/2020 (WT) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Monday 12 April 2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Watch & Transport (WT) Committee held remotely on Monday 12 April 2021.
Present:

Councillor Akhtar - Chairman
Councillor Ahmed
Councillor Abberton
Councillor M Walker
Councillor Corkindale – Ex Officio

Also Present:

Joe Cooney, Town Clerk
Inspector Khalid Khan
Vicki Beere, Project 6

091/2020 (WT) Welcome & Introduction
The Chairman welcomed everyone to the meeting and reminded members of the virtual meeting
protocols.
092/2020 (WT) Apologies for Absence
RESOLVED to accept apologies from:
Cllr M Shaw
Cllr S Zubair
Cllr Anayat
093/2020 (WT) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
094/2020 (WT) Public Question Time
None.
095/2020 (WT) Minutes
RESOLVED to confirm the minutes of the meeting held on Monday 1 February 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
096/2020 (WT) Progress Report
Noted.
097/2020 (WT) Police Report
Inspector Khan updated the Committee on the latest crime figures for Keighley.
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098/2020 (WT) Town Plan
Members considered an update on the Town Plan from the Assistant Town Clerk/CDO
RESOLVED to note the report.
099/2020 (WT) Project 6
Vicki from Project 6 updated members on the work of the charity across Keighley. Including
supporting those with drug and alcohol addictions.
0100/2020 (WT) Budget
Members considered a report from the Town Clerk detailing the 2021/22 Committee budget.
RESOLVED members noted the report.
0101/2020 (WT) CCTV
Members considered a report from the Town Clerk regarding CCTV schemes
RESOLVED members noted the update on the Long Lee CCTV camera.
RESOLVED members noted the outcome of the meeting between Bradford MDC, Incommunities
and the town council regarding the mobile CCTV scheme.
RESOLVED members requested a further update on both projects at their June committee
meeting.
0102/2020 (WT) Boundary Signs
Members considered a report from the Town Clerk on town council owned boundary signs.
RESOLVED members requested the Town Clerk seek quotations for the annual maintenance
regime of all boundary signs.
RESOLVED members delegated to the Town Clerk the authority to devise the required
maintenance regime.
RESOLVED members requested the Town Clerk reports the options to committee by its
September committee meeting.
0103/2020 (WT) Future Items
The following Councillors requested items be placed on a future agenda:
Partnership working with Horton Housing – Cllr M Walker
Speeding on Oakworth Road – Cllr M Walker
Traffic Lights & CCTV on Skipton Road close to Utley Cemetery – Cllr Abberton
Traffic Calming Measures on Arctic Street – Cllr Abberton
Traffic Calming Measures generally – Cllr Akhtar
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0104/2020 (WT) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Monday 7 June 2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Policy & Governance Committee held remotely on Tuesday 2 March 2021,
6.00pm
Present:

Councillor Westerman - Chairman
Councillor Anayat
Councillor M Walker
Councillor Cooper
Councillor Curtis
Councillor Akhtar
Councillor Adams - Ex Officio

Also Present:

Joe Cooney, Town Clerk, Councillor Maunsell - observing

0105/2020 (PG) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0106/2020 (PG) Apologies for absence
None.
RESOLVED to accept and record the above apologies.
0107/2020 (PG) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
0108/2020 (PG) Public Question Time
None.
0109/2020 (PG) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 16 February 2021 be
confirmed as a true record of the proceedings and signed by the Chairman.
0110/2020 (PG) Progress Report
RESOLVED to note the Progress Report.
0111/2020 (PG) Town Plan
Members considered an update on the Town Plan from the Assistant Town Clerk
RESOLVED members noted the report.
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0112/2020 (PG) Live Streaming
Members considered an update from the Town Clerk on the trial of live streaming Council
meetings.
RESOLVED members approved the continuation of live streaming of Council meetings for the
remainder of the Municipal year.
0113/2020 (PG) Standing Orders
Members reviewed the Council’s standing orders and proposed the following amendments be
recommended to Council for adoption
Standing Current Wording
Order
4f
All Councillors have an
absolute right to attend
any Committee meeting.
The Chairman of the
Committee has absolute
discretion the right to
allow a non- member to
speak but is encouraged
to do so. A non-member
could
make
one
statement per agenda
item if invited by the
Chairman not to exceed 2
minutes.
Any
further
participation
in
the
meeting of a non-member
is at the invitation of the
Chairman.
6g
The meeting summons
will
be
delivered
electronically to each
Councillors on a tablet
provided
by
and
belonging to the Town
Council.

Proposed Wording

Rationale

All Councillors have an
absolute right to attend
any Committee meeting.
The Chairman of the
Committee has absolute
discretion the right to
allow a non- member to
speak but is encouraged
to do so. A non-member
could make one statement
per agenda item if invited
by the Chairman not to
exceed 2 minutes. Any
further participation in the
meeting of a non-member
is at the invitation of the
Chairman.

The
standing
order
contained a typo, the
removal of the words “the
right” from the second
sentence resolves the
typing error.

The meeting summons
will
be
delivered
electronically to each
Councillor to their town
council email account.

The change of the final
sentence from a tablet
owned by the council to
their town council email
account acknowledges
that
members
can
access their
council
emails
remotely
via
Outlook 365.

RESOLVED to recommend the above amendments to Full Council.
0114/2020 (PG) Social Media Update
Members considered a report from the Administration and Events Officer on the Councils Social
Media activities.
RESOLVED members noted the report
0115/2020 (PG) Councillor Attendances
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Members considered a report from the Town Clerk regarding Councillor attendance at committee
meetings.
Cllr Walker requested the recent Councillor disqualifications be discussed as part of this item.
The Chairman suggested the matter be deferred as a similar agenda item has been included on
the next Full Council agenda.
RESOLVED to defer the item as a similar item will be on the Full Council Agenda on Thursday
25 March 2021.
0116/2020 (PG) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Tuesday 6 April 2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Policy & Governance Committee held remotely on Tuesday 6 April 2021, 6.00pm
Present:

Councillor Westerman - Chairman
Councillor Anayat
Councillor Curtis
Councillor Dowse
Councillor Adams - Ex Officio

Also Present:

Pip Gibson, Assistant Town Clerk

0117/2020 (PG) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0118/2020 (PG) Apologies for absence
Cllr M Walker
RESOLVED to accept and record the above apologies.
0119/2020 (PG) Declarations of Interest
RESOLVED there were no further declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
0120/2020 (PG) Public Question Time
None.
0121/2020 (PG) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 2 March 2021 be confirmed
as a true record of the proceedings and signed by the Chairman.
0122/2020 (PG) Progress Report
RESOLVED to note the Progress Report.
0123/2020 (PG) Town Plan
Members considered an update on the Town Plan from the Assistant Town Clerk
RESOLVED members noted the report.
0124/2020 (PG) Press Release Update
To consider the attached report from the Town Clerk detailing press releases issued by the
1

Town Council.
RESOLVED members noted the report.
0125/2020 (PG) Residents Survey
To consider the attached report from the Town Clerk on a draft resident’s survey
RESOLVED with the following amendments: To delete questions 12 and 13.
0126/2020 (PG) Corporate Governance Statement
To consider the attached report from the Town Clerk reviewing the Corporate Governance
Statement.
RESOLVED members noted the report.
RESOLVED Members recommend the Corporate Governance Statement and action plan for
2021/22 to Council.
0127/2020 (PG) Employee Code of Conduct
To consider the attached report from the Town Clerk reviewing the Employee Code of
Conduct.
RESOLVED Members approve Employee Code of Conduct with amendment to change year from
2022 to 2023.
RESOLVED Members review the policy in 2023, unless any material changes to the policy are
required before that date.
0128/2020 (PG) Freedom of Information Policy
To consider the attached report from the Town Clerk reviewing the Freedom of Information
policy.
RESOLVED Members approve Policy.
RESOLVED Members review the policy in 2023, unless any material changes to the policy are
required before that date.
0129/2020 (PG) Publication Scheme
To consider the attached report from the Town Clerk reviewing the Publication Scheme.
RESOLVED Members approve the Publication Scheme
RESOLVED Members review the policy in 2022, unless any material changes to the policy are
required before that date.
0130/2020 (PG) Lone Working Policy
To consider the attached report from the Town Clerk reviewing the Lone working policy.
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RESOLVED Members approve Lone Working Policy
RESOLVED Members review the policy in 2023, unless any material changes to the policy are
required before that date.
0131/2020 (PG) Statement of Intent for Training
To consider the attached report from the Town Clerk reviewing the Statement of intent for
training.
RESOLVED Members approved Policy.
0132/2020 (PG) Volunteer Policy
To consider the attached report from the Town Clerk reviewing the Volunteer policy.
RESOLVED Members approved the Policy.
RESOLVED Amendment to change year from 2022 to 2023.
0133/2020 (PG) Security Incident Policy
To consider the attached report from the Town Clerk reviewing the Security incident policy.
RESOLVED Members approved the Policy.
0134/2020 (PG) Approved Suppliers Policy
To consider the attached report from the Town Clerk reviewing the Approved suppliers policy.
RESOLVED Members approved the Policy.
0135/2020 (PG) Anti-Fraud and Corruption Policy
To consider the attached report from the Town Clerk reviewing the Anti-fraud and Corruption
policy.
RESOLVED Members approved the Policy.
0136/2020 (PG) Gifts and Hospitality Policy
To consider the attached report from the Town Clerk reviewing the Gifts and Hospitality policy.
RESOLVED Members approved the Policy.
RESOLVED Amendment to change year from 2022 to 2023.
0137/2020 (PG) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Tuesday 1 June 2021 at 6.00pm.
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Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Planning (P) Committee held remotely on Tuesday 3 March 2021 at 6.00pm
Present:

Councillor Walker – Chairman
Councillor Akhtar
Councillor Abberton
Councillor Dowse
Councillor Bernardini
Councillor Adams – Ex Officio

Also Present:

Joe Cooney, Town Clerk
Councillor Maunsell, observing.

0149/2020 (P) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0150/2020 (P) Apologies for absence
Cllr M Shaw
Cllr Ahmed
RESOLVED to record and accept the apologies from the above Councillors.
0151/2020 (P) Declarations of Interest
None.
0152/2020 (P) Public Question Time
Three members of the public addressed the committee on the current consultation on the Local
Plan. The speakers covered issues relating to housing site allocations and the loss of green
space.
The Chairman thanked the three speakers and stated their comments would be taken into
consideration as part of the Council’s response to the consultation.
0153/2020 (P) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 23 February 2021 be
confirmed as a true record of the proceedings and signed by the Chair.
0154/2020 (P) Planning Applications
i)

New Applications

Application No

Comment

1

21/00016/FUL
21/00708/HOU
21/00686/FUL
21/00656/HVC
21/00669/HOU
21/00695/HOU
21/00737/HOU
21/00690/HOU
21/00583/MAF
21/00769/FUL
21/00747/FUL
21/00819/HOU
21/00854/REM
21/00775/HOU
21/00818/FUL
21/00874/FUL

Keighley Town Council recommends refusal based on overdevelopment of the
site
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.
Members deferred the application to their next meeting and requested plans
be provided
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town recommend the application be refused due to the impact on
nearby trees as outlined in the Tree Officer report
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council doesn’t object to the principal of residential on this site,
however the Council does object to the proposed design and its impact on the
street scene.
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council recommends approval although the Council is
concerned by the apparent lack of parking for the development
Keighley Town Council recommend refusal due to overdevelopment of the site
Keighley Town Council noted the application.
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.

RESOLVED to submit the above comments to Bradford MDC in response to each application.
ii)

Applications Granted

Councillors noted the following applications.
No.
1.

2.

3.

Application

Description

Location

20/04194/FUL

Construction of 2 new
industrial units (B2)

20/05416/HOU

Two storey side
extension and single
storey rear porch
extension.

20/05557/HOU

Two storey extension to
side

2

Land At
Parkwood Street
Keighley West
Yorkshire
Owd Ikes Cottage
Scar Top Road
Stanbury Keighley
West Yorkshire
BD22
0JP
2 Providence
Crescent
Oakworth
Keighley West

Committee
Response
No objection and
recommend for
approval
Keighley Town
Council has no
objection and
recommends for
approval
Keighley Town
Council has
concerns the
proposals would be

Yorkshire BD22
7QT

4.

5.

6.

20/05592/HOU

20/05745/FUL

12/04674/SUB02

1 Raglan Street
Keighley West
Yorkshire BD22
6BE

Two storey rear
extension
Extension to existing
stables for private use
by residents and to
accommodate water
treatment room
(resubmission of
20/02765/FUL)
Submission of details to
comply with conditions 3
(phasing scheme for
the construction of the
dwellings), 9 (vehicular
and pedestrian access),
10 (full
details of the highway
schemes/improvements
at Shann Lane and
Spring Gardens
Lane), 11 ( full details of
the contractor's means
of access, vehicle
parking facilities,
loading/unloading areas
for materials, location of
the site compound,
together with
internal turning facilities,
temporary warning and
direction signs on the
adjacent
highway, levels,
gradients, construction,
surface treatment and
means of surface
water drainage shall be
submitted), 12 (No
phase of the
development shall
commence until a plan
showing the position of
boundary treatments for
that phase
has been submitted to

3

Bradup Farm
Ilkley Road
Riddlesden
Keighley West
Yorkshire

Land At Grid Ref
404947 442128
Shann Lane
Keighley West
Yorkshire

overdevelopment of
the site and
therefore
recommends
refusal.
Keighley Town
Council has no
objection and
recommends for
approval
Keighley Town
Council has no
objection to the
application

No comment

and approved in writing
by the local planning
authority), 14
(Phase 2 site
investigation and risk
assessment), 21 (tree
protection plan showing
root protection areas
and location of
temporary tree
protective fencing) and
22 (bat
tubes)of planning
approval 12/04674/MAO
dated 06/09/13.
7.

8.

9.

10.

11.

iii)

20/05906/HOU

Construction of front and
rear dormer windows.

103 Bradford
Street Keighley
West Yorkshire
BD21 3ED

20/05959/HOU

Proposed Domer
Windows to front and
rear

16 Mannville
Grove Keighley
West Yorkshire
BD22 6AE

Installation of palisade
security fencing to
existing car park

Byworth Boilers
Hire Ltd Thwaites
Brow Road
Keighley West
Yorkshire
BD21 4NA

20/05925/FUL

21/00023/LBC

20/05235/HOU

Conversion of existing
single dwelling into 5
flats

10B Cavendish
Street Keighley
West Yorkshire
BD21 3RG

Additional storey to the
existing dwelling

40 Leach Road
Riddlesden
Keighley West
Yorkshire BD20
5DA

Keighley Town
Council has no
objection and
recommends for
approval
No comment as no
information available
to consider
Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council Members
recommend the
application is
deferred until a full
fire risk assessment
is undertaken
Keighley Town
Council has no
objection to the
application and
recommends for
approval.

Applications Refused

No.

Application

Description

Location

Committee
Response

1.

20/03822/FUL

Change of use from
shop (A1) to

25A Bradford Road
Riddlesden Keighley

No objection and
recommend for

4

takeaway (A5) with
external flue to
rear/side elevation

2.

20/05841/FUL

Change of use from
commercial to
residential use

West Yorkshire BD21
4ET

2 Green End Road
East Morton Keighley
West Yorkshire BD20
5TR

approval, although
concerned about
the lack of parking
in the vicinity of
the premises and
the impact it could
have on the
highway
Keighley Town
Council has no
objection to the
application and
recommends for
approval.

iv) Applications Withdrawn
No.

1.

2.

3.

Application

Description

Location

20/05313/FUL

Removal of existing
structures and
replacing with one
live/work unit.

Site At Long Gate
Oakworth Keighley
West Yorkshire

20/05853/HVC

20/05913/VOC

Variation to condition
2 (materiald) of
application
17/06950/HOU to
change the walling
material for the
freestanding garage
to natural stone
facing
material recycled
from the existing
building or else
sourced to match as
detailed in
revised garage
plans.
Variation of condition
2 (approved plans) of
planning approval
20/04316/FUL:
Drawing numbers
795-05 and 795-09
(works to windows)
to be added

v) Other Planning Matters
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Higher Moss Carr
Farm Moss Carr Road
Long Lee Keighley
West
Yorkshire BD21 4SD

Holly House Spring
Gardens Lane
Keighley West
Yorkshire BD20 6LE

Committee
Response
Keighley Town
Council has no
objection and
recommends for
approval

Keighley Town
Council has no
objection to the
application and
recommends for
approval.

Subject to a
conservation
report being
submitted, the
council has no
objection to the
application

None.
0155/2020 (P) Delegation of comments on Planning Applications
Noted.
0156/2020 (P) Pre-Application Consultation – For Decision
Members discussed the local plan consultation and the potential impact on Keighley. Members
requested the Town Clerk draft a response for the committee to consider.
RESOLVED the Town Clerk be instructed to draft a response to the consultation for the
committee to consider at the meeting on Tuesday 23 March 2021.
0157/2020 (P) Planning Appeals
Notice of Appeal
Appeal by: Mr & Mrs P Maughan
Address: Land Adjacent To 2 Stocks Hill Close East Morton Keighley West Yorkshire
BD20 5TP
Proposal: Detached dwelling
Appeal Number: 20/00119/APPFL2
Inspectorate Reference Number: APP/W4705/W/20/3266149
Start Date: 18.02.2021
RESOLVED Noted.
0158/2020 (P) Town Plan
Members considered an update from the Assistant Town Clerk/CDO on the Town Plan
RESOLVED Members noted the report.
0159/2020 (AL) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be on Tuesday 23 March
2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Planning (P) Committee held remotely on Tuesday 23 March 2021 at 6.00pm
Present:

Councillor Walker – Chairman
Councillor Akhtar
Councillor Abberton
Councillor Ahmed
Councillor Bernardini
Councillor M Shaw
Councillor Adams – Ex Officio

Also Present:

Pip Gibson, Assistant Town Clerk

0160/2020 (P) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0161/2020 (P) Apologies for absence
Cllr Dowse
RESOLVED to record and accept the apologies from the above Councillors.
0162/2020 (P) Declarations of Interest
None.
0163/2020 (P) Public Question Time
None.
0164/2020 (P) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 9 March 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
0165/2020 (P) Planning Applications
i)

New Applications

Application No

21/00852/HOU
21/00919/HOU
21/00980/HOU

Comment
Keighley Town Council approved the demolition but has concerns over
parking and access issues.
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.
1

Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
21/00984/HOU
for approval.
Keighley Town Council has no objection to the application and recommends
21/01005/HOU
for approval.
Keighley Town Council has no objection to the application and recommends
21/00893/FUL
for approval.
Keighley Town Council has no objection to the application and recommends
21/01037/HOU
for approval.
Keighley Town Council has no objection to the application and recommends
21/00927/HOU
for approval.
Keighley Town Council has no objection to the application and recommends
21/00752/HOU
for approval.
Keighley Town Council has no objection to the application and recommends
21/00956/FUL
for approval.
Keighley Town Council has no objection to the application and recommends
21/00525/HOU
for approval.
Keighley Town Council rejects the application: too small, not fit for purpose,
21/01066/FUL
insufficient hygiene areas/bathrooms
19/05255/SUB02 Noted
Keighley Town Council has no objection to the application and recommends
21/00999/FUL
for approval.

21/00991/HOU

RESOLVED to submit the above comments to Bradford MDC in response to each application.
ii)

Applications Granted

Councillors noted the following applications.

No.

1.

2.

3.

Application

21/00053/LBC

21/00166/HOU

Description

Location

Replace stable door,
frame and
connecting windows
on a like for like basis

2 Moorside
Farm Ilkley
Road
Riddlesden
Keighley West
Yorkshire BD20
5RE

Loft conversion with
front and rear
dormers.

199 Bradford
Road
Riddlesden
Keighley West
Yorkshire BD20
5JR

Non-material
amendment to
planning approval
20/03006/NMA01
20/03006/HOU dated
16/09/20. to include:
reduction in size of
2

5 Middlefield
Court East
Morton Keighley
West Yorkshire
BD20 5RN

Committee
Response
Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no
objection to the
application and
recommends for
approval.

extension by 2500
internally and change
of
position to patio door
from south to west
(rear) elevation.

4.

5.

6.

7.

iii)

No.
1.

21/00137/CLP

21/00190/HOU

21/00164/HOU

21/00241/HOU

Certificate of
Lawfulness
application for use of
existing shop (A1) as
sandwich bar (E)

Single storey rear
extension

122 North Street
Keighley West
Yorkshire BD21
3AL

257 Highfield
Road Keighley
West Yorkshire
BD21 2RW

Single storey rear
extension and
garage/store room

209 Bradford
Road
Riddlesden
Keighley West
Yorkshire BD20
5JR

Rear single-storey
extension to existing
dwelling

28 Box Tree
Grove Long Lee
Keighley West
Yorkshire BD21
4WT

Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council
recommend
referral to
planning officers
pending advice
from Yorkshire
Water regarding
the public sewer
which runs under
the proposed
development site
Keighley Town
Council has no
objection to the
application and
recommends for
approval.

Applications Refused

Application

Description

Location

Single storey
extension to rear
21/00127/HOU
and replacement of
existing flat roof
3

Old Mill House
Dockroyd Lane
Oakworth Keighley
West Yorkshire

Committee
Response
Keighley Town
Council has no
objection to the
application and

with
pitched to front
elevation,
incorporating
canopy.

2.

BD22
7RH

Conversion of
existing garage
20/05721/HOU with new roof and
extension to side to
form annexe.

1 Garforth Road
Keighley West
Yorkshire BD21
4DR

recommends for
approval.

Keighley Town
Council
recommend the
application is
referred to the
area planning
committee
regarding
concerns about
parking and the
future use of the
property.

iv) Applications Withdrawn
None.
v) Other Planning Matters
None.
0166/2020 (P) Delegation of comments on Planning Applications
Note.
0167/2020 (P) Pre-Application Consultation – For Decision
Members discussed the local plan consultation and the potential impact on Keighley.
RESOLVED To agree the Council’s response to the Bradford Local Plan Consultation.
Proposed Upgrade To Existing Radio Base Station Installation At Ctil_11713323 Tef 47877,
Former Electricity Depot, Former Electricity Depot, Low Mill Lane, Keighley, West Yorkshire,
BD21 5RN, N.G.R E: 406535 N: 441075
RESOLVED Noted.
0168/2020 (P) Planning Appeals
Notice of Appeal
Appeal by: Mr Wootton
Address: 6 Carr Grove Riddlesden Keighley West Yorkshire BD20 5HW
Proposal: Detached garage and decked area at the rear of the property
Appeal Number: 21/00021/APPHOU
Inspectorate Reference Number: APP/W4705/D/21/3269205
Start Date: 03.03.2021
4

RESOLVED Noted.
0169/2020 (P) Town Plan
Members considered an update from the Assistant Town Clerk/CDO on the Town Plan
RESOLVED Members noted the report.
0170/2020 (P) Budget
Members considered an update on the budget.
RESOLVED Noted.
0171/2020 (AL) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be on Tuesday 13 April
2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Date …………………………………

KEIGHLEY TOWN COUNCIL
Minutes of the Planning (P) Committee held remotely on Tuesday 13 April 2021 at 6.00pm
Present:

Councillor Walker – Chairman
Councillor Abberton
Councillor Ahmed
Councillor Bernardini
Councillor Dowse
Councillor Wood
Councillor Adams – Ex Officio

Also Present:

Joe Cooney, Town Clerk

0172/2020 (P) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0173/2020 (P) Apologies for absence
Cllr Akhtar
Cllr M Shaw
RESOLVED to record and accept the apologies from the above Councillors.
0174/2020 (P) Declarations of Interest
None.
0175/2020 (P) Public Question Time
None.
0176/2020 (P) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 23 March 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
0177/2020 (P) Planning Applications
i)

New Applications

Application No
21/01367/HOU
21/01476/HOU
21/01379/HOU

Comment
Keighley Town Council has no objection to the application and recommends
for approval.
Keighley Town Council has no objection to the application and recommends
for approval.

Keighley Town Council has no objection to the application and
recommends for approval.
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21/01478/HOU
21/00874/FUL
21/00574/FUL
21/01500/HOU

Keighley Town Council has no objection to the application and
recommends for approval.
Keighley Town Council has no objection to the application and
recommends for approval.
Keighley Town Council has no objection to the application and
recommends for approval.
Keighley Town Council has no objection to the application and
recommends for approval.

RESOLVED to submit the above comments to Bradford MDC in response to each application.
ii)

Applications Granted

Councillors noted the following applications.

No.

1.

2.

3.

Application

Description

Location

20/05342/HOU

Increase in roof
height, front and rear
dormer extensions
and first floor rear
extension

214 Bradford
Road
Riddlesden
Keighley West
Yorkshire BD20
5JT

20/05075/FUL

21/00256/ADV

Additional use to
accommodate the
sale and consumption
of hot food on
the premises (A5/Sui
Generis) to the
current use of
snooker hall (D2/Sui
Generis) &
proposed smoking
shelter in front
carpark
New image signage
comprising 1 x fascia,
1 x projecting sign, 1
x
opening hours panel,
1 x FSCS vinyl,
window
manifestations -

2

12 Russell
Street Keighley
West Yorkshire
BD21 2JP

Yorkshire Bank
PLC 73 North
Street Keighley
West Yorkshire

Committee
Response
Recommend
refusal based on
the application
would be
significant
departure from the
current street
scene. The
application has
also failed to
provide the
necessary bat
survey

Keighley Town
Council has no
objection to the
application and
recommends for
approval.

Keighley Town
Council
Recommend
refusal as the
proposal isn’t in
keeping with the
street scene

4.

5.

6.

7.

8.

21/00299/HOU

frosted & full colour
vinyl, 2 x ATM
header, 1 x letter box
surround, 1 x parking
sign
Double-storey
extension to the rear
of the property with
internal
alterations as
illustrated on the
application plans

4 Middle Hob
Cote Cottages
Hob Cote Lane
Oakworth
Keighley West
Yorkshire BD22
0RW

Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no
objection to the
application and
recommends for
approval.

21/00368/HOU

Hip to gable roof
extension with roof
lights and single
storey extension to
rear.

34 Broadlands
Keighley West
Yorkshire BD20
6HX

21/00364/FUL

Change of use of
existing cricket
pavillion to a
residential dwelling
with construction of
extension to side and
associated access
and landscaping

St Johns Cricket
Club Street Lane
East Morton
Keighley West
Yorkshire
BD20 5SE

Single storey side
extension

42 Kelburn
Grove Oakworth
Keighley West
Yorkshire BD22
7SJ

Demolition of ex conservatory and
replace with 2 storey
side extension.

Do Ric
Providence Lane
Oakworth
Keighley West
Yorkshire BD22
7QY

Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no

21/00475/HOU

21/00528/HOU

9.

21/00376/FUL

Construction of
storage unit

Worth Valley
Works Parkwood
Street Keighley
West Yorkshire
BD21 4PU

10.

21/00530/ADV

2no internally
illuminated 'Evans

53 Cavendish
Street Keighley
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Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council has no
objection to the
application and
recommends for
approval.
Keighley Town
Council
recommend
refusal as it is an
overdevelopment
of the site

Cycles' fascia signs
to the front
(Cavendish St)
Elevation and 1no to
the rear elevation.
7no fret cut white
acrylic signs on
locators to the front
(Cavendish St)
elevation
fascia.

11.

21/00559/HOU

West Yorkshire
BD21 3RB

8 Moss Carr
Terrace Calton
Road Thwaites
Brow Keighley
West Yorkshire
BD21 4UU

A steel framed
garden room

objection to the
application and
recommends for
approval.

Keighley Town
Council has no
objection to the
application and
recommends for
approval.

RESOLVED Noted
iii)

No.

1.

Applications Refused

Application

Description

Location

21/00022/FUL

Conversion of
existing single
dwelling into 5 flats

10B Cavendish
Street Keighley
West Yorkshire
BD21 3RG

Committee
Response
Keighley Town
Council
Members
recommend the
application is
deferred until a
full fire risk
assessment is
undertaken

RESOLVED Noted
iv) Applications Withdrawn

No.

1.

Application

Description

Location

20/05509/FUL

Installation of 3m
high steel palisade
fence to the side of
the road running
adjacent to the
development land

Becks Mill Becks
Road Keighley West
Yorkshire BD21 1SD
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Committee
Response
Keighley Town
Council has no
objection and
recommends for
approval

2.

20/04898/CLP

Installation of solar
panels

7 Laurel Crescent
Highfield Keighley
BD21 2HN

Keighley Town
Council has no
objection to the
application and
recommends for
approval.

RESOLVED Noted
v) Other Planning Matters
None.
0166/2020 (P) Delegation of comments on Planning Applications
No.

Application

Description

Location

21/01098/HOU

Single storey rear
extension to dwelling
and a single story
extension to an
existing garage
(Retrospective)

Moorgate Lodge 141
Moss Carr Road Long
Lee Keighley West
Yorkshire
BD21 4SB

21/01128/HOU

Change of roof from
hip to gable, rear
dormer plus two
storey side and single
storey rear extension

5 Westfield Drive
Riddlesden Keighley
West Yorkshire BD20
5BJ

3.

21/01001/FUL

Field access track for
agricultural use

Land 401197 438367
Harehills Lane Oldfield
Keighley West
Yorkshire

4.

21/01201/HOU

proposed dormer
window to the side

24 Plover Street
Keighley West
Yorkshire BD21 3EZ

21/01174/HOU

Rear extension and
associated terrace
alterations

22 Daleside Road
Riddlesden Keighley
West Yorkshire BD20
5ES

21/01178/HOU

Hip to gable roof to
be raised with velux
sky light windows and
single
storey side extension

5 High Shann Farm
Broadlands Keighley
West Yorkshire BD20
6HG

1.

2.

5.

6.

5

Delegated
Response
Keighley Town
Council has no
objection to this
application and
recommends
approval
Keighley Town
Council has no
objection to the
above
application and
recommends
approval.
Keighley Town
Council has no
objection to this
application and
recommends
approval
Keighley Town
Council has no
objection to this
application and
recommends
approval
Keighley Town
Council has no
objection to this
application and
recommends
approval
Keighley Town
Council has no
objection to this
application

7.

8.

9.

10.

11.

12.

Installation of a dwarf
wall with timber fence
on top to the side
boundary adjacent to
Grange Grove and
partly to the front
boundary (1.9m in
height on average)
(retrospective).

32 Grange Road
Riddlesden Keighley
West Yorkshire BD20
5AE

21/01259/HOU

Single storey rear
extension to form
dining room

32 Ashbourne Road
Keighley West
Yorkshire BD21 1LB

21/01244/FUL

Change of use from
commercial (retail)
use to C3 residential
use

2 Green End Road
East Morton Keighley
West Yorkshire BD20
5TR

21/00960/HOU

Two storey rear
extension; first floor
side extension; single
storey side extension
and external
alterations.

14 Woodside Keighley
West Yorkshire BD20
6LF

21/00920/HOU

Retrospective
application for the
part erection of a
closed boarded
timber boundary
fence and brick
paviour driveway

1 Low Fell Close
Keighley West
Yorkshire BD22 6ER

Keighley Town
Council has no
objection to this
application

21/01350/HOU

Single storey rear
and side extension

57 Moor Drive
Oakworth Keighley
West Yorkshire BD22
7RY

Keighley Town
Council has no
objection to this
application

21/01205/HOU

RESOLVED Noted
0178/2020 (P) Pre-Application Consultation – For Decision
None
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Keighley Town
Council has no
objection to this
application

Keighley Town
Council has no
objection to this
application and
recommends
approval
Keighley Town
Council has no
objection to this
application
Keighley Town
Council is
concerned the
proposed plans
could be an
overdevelopment
of the site. The
property
occupies a
prominent
location on
Woodside and
the council is
equally
concerned about
a negative
impact on the
street scene.

0179/2020 (P) Planning Appeals
Regulatory and Appeals Committee
20/05577/FUL - Demolition of dwellings and farm buildings and construction of 9 affordable
dwellings with associated landscaping and access road at Land At Long Lee Lane
Long Lee Keighley West Yorkshire
20/05576/MAR - Reserved matters application requesting consideration of access, appearance,
landscaping, layout and scale for 32 affordable dwellings (pursuant to outline approval
17/02809/MAO) at Land At Redwood Close Long Lee Keighley West Yorkshire
RESOLVED Noted.
0180/2020 (P) Town Plan
Members considered an update from the Assistant Town Clerk/CDO on the Town Plan
RESOLVED Members noted the report.
0181/2020 (AL) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be on Tuesday 27 April
2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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KEIGHLEY TOWN COUNCIL
Minutes of the Planning (P) Committee held remotely on Tuesday 27 April 2021 at 6.00pm
Present:

Councillor Walker – Chairman
Councillor Abberton
Councillor Ahmed
Councillor Akhtar
Councillor Bernardini
Councillor Wood
Councillor Adams – Ex Officio

Also Present:

Joe Cooney, Town Clerk

0182/2020 (P) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0183/2020 (P) Apologies for absence
Cllr M Shaw
Cllr Dowse
RESOLVED to record and accept the apologies from the above Councillors.
0184/2020 (P) Declarations of Interest
None.
0185/2020 (P) Public Question Time
None.
0186/2020 (P) Minutes
RESOLVED to confirm the minutes of the meeting held on Tuesday 13 April 2021 be confirmed
as a true record of the proceedings and signed by the Chair.
0187/2020 (P) Planning Applications
i)

New Applications

Application No

Comment

21/01317/HOU

Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council are concerned about the increased roof height of the
garages and recommend the application be referred to planning officers
Keighley Town Council has no objection to this application and recommends
approval

21/01487/FUL
21/01538/HOU

1

21/01543/HOU
21/01531/MAF
21/01584/HOU
21/01504/FUL
21/01604/HOU
21/01578/HOU
21/01626/HOU
21/01615/FUL
21/01665/HOU
21/01655/HOU
21/01403/FUL
21/01652/VOC

Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Application Withdrawn
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has no objection to this application and recommends
approval
Keighley Town Council has noted this application.

RESOLVED to submit the above comments to Bradford MDC in response to each application.
ii)

Applications Granted

None.
iii)

Applications Refused

None.
iv) Applications Withdrawn
None.
v) Other Planning Matters
None.
0188/2020 (P) Delegation of comments on Planning Applications
None.
0189/2020 (P) Pre-Application Consultation – For Decision
None
0190/2020 (P) Planning Appeals
21/00048/FUL
Conversion of barn to dwelling with associated parking and landscaping at Back Shaw Farm, 5
Back Shaw Lane, Keighley
2

RESOLVED to note the appeal.
RESOLVED Noted.
0191/2020 (AL) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be on Tuesday 8 June
2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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KEIGHLEY TOWN COUNCIL
Minutes of the Finance & Audit (FA) Committee held remotely on Monday 15 March 2021.
Present:

Councillor Abberton – Chairman
Councillor Clarkson
Councillor Corkindale (Ex-Officio)
Councillor Graham
Councillor Curtis
Councillor Maunsell
Councillor Zubair

Also Present:

Joe Cooney, Town Clerk
Naomi Goddard, Responsible Financial Officer (RFO)
Cllr Adams – Observing

0111/2020 (FA) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0112/2020 (FA) Apologies for absence
None.
RESOLVED to receive and accept the above apologies for absence.
0113/2020 (FA) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in accordance
with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012 from either Members or Officers.
0114/2020 (FA) Public Question Time
None.
0115/2020 (FA) Minutes
RESOLVED to confirm the minutes of the meeting held on Monday 15 February 2021 be confirmed as a
true record of the proceedings and signed by the Chair.
0116/2020 (FA) Progress Report
Councillors considered the Progress Report following the meeting on Monday 15 February 2021.
RESOLVED Councillors noted the progress report.
0117/2020 (FA) Town Plan
Members considered the report from the Assistant Town Clerk/CDO on the Town Plan.
RESOLVED members noted the report.
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0118/2020 (FA) Financial Reports
i) Bank Reconciliations and month end reports
Members considered the bank reconciliation and month end reports.
RESOVLED to note the bank reconciliations and month end reports.
a) Financial Reports and Payments
ii) Ratify February Payments
Members considered the payments made in February.
RESOLVED to agree the payments made in February.
RESOLVED to appoint Cllrs Maunsell and Curtis to undertake the monthly spot check.
iii) Virements
Members consider the following virements
Cost
code
4455
4455
4455
5001
8027
4120
4130

Cost
Budget
centre
Name
105
Uniform
Equality
105
Uniform
Equality
105
Uniform
Equality
401
Celebration
event
801
Business
Rates
101
Travel
Expenses
202
Advertising

Unspent
20/21
budget
£9,456.00

Cost
code

Cost
centre

Budget

Amount to
vired

Explanation

4360

360

Name
Town Hall Sq

£3,000.00
£1,000.00

Maintenance costs were higher than
expected
Higher costs due to Covid-19

£6,456.00

4100

202

Office Admin

£5,456.00

4100

202

Postage

£200.00

Higher costs due to Covid-19

£104.00

5005

401

£104.00

To reflect the exact cost of the project

801

Christmas
Lunches
R&M

£1,584.00

8035

£1,584.00

4140

801

Subscriptions

£990.00

4137

202

Website

£500.00

Maintenance costs were higher than
expected
Increase in subscription fees to
NALC/YLCA
Higher costs due to cyber attack on
website

£1,730.00
£3,490.00
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£28,276.00

TOTAL

£7,378.00

TOTAL

RESOLVED members agreed the above virements.
b) Carry Forwards
Members considered a report from the Town Clerk detailing budget carry forwards for financial year 2021/22
Cost code

Cost
centre

Budget

Total
20/21
budget

4423

103

A Seat with a
View

4420

103

Keighleygraphic £750.00

£540.20

4425

103

The Big Draw

£900.00

£900.00

4426

103

Fairy Doors

£500.00

£500.00

4428

103

People's
Planters

£1,500.00

£1,500.00

4429

103

Pop Up
Markets

£1,000.00

£1,000.00

Name

£1,050.00

Committed
but
unspent
amount
£1,050.00

Explanation

This spend can't happen until the
benches are available this may be in March, but can't be
guaranteed
This is an ongoing Project and
some things can't be spent until
lockdown us lifted
This is match funding for a
Keighley Creative Project and
shouldn't be released until they
have their ACE funding
This project will launch in March,
but spend can't be guaranteed
before the end of the month
This requires community
participation which can't be carried
out in lockdown/tier 3 restrictions
It is hoped that we can partner with
Lions Den on this project,
as they are busy with the benches
for A Seat with a View, it
will not be until that is over that we
can have the conversation

Committee

C/F Amount

Minute

£

060/2020

£1,050.00

044/2020

£540.20

060/2020

£900.00

044/2020

£500.00

060/2020

£1,500.00

044/2020

£1,000.00
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4407

105

Merlin Top Bin

£500.00

£500.00

4408

105

Oakworth
Benches

£1,350.00

£1,350.00

4409

105

Oakworth Sign

£510.00

£400.00

4419

105

Casey's Corner

£250.00

£250.00

4416

105

Parson Street
Bin and
Benches

£930.00

£930.00

4436

103

Utley Baby
Memorial

£1,480.00

£1,480.00

There has been real struggle with
bin supply from Bradford.
It was only in Feb that we were
informed that they now had
a 'ropey supply'. We're now faced
with trying to liaise with a
school in lockdown about the bin
wrap, which won't be
anywhere near the top of their list.
This project is spanning many
departments at Bradford, due
to an unhappy neighbour. We are
nearing the point where we
can get the benches on, but as with
everything concerning
Bradford, progress is painfully
slow.
There has been an interesting
development with the project that
will slow us down slightly. The
current sign has been removed, the
stone sign is a little up in the air at
the moment
The school have asked if we can
install the bench in warmer
months, meaning it might come
from the second batch of Lions
Den benches, which will be paid for
after the end of March
Hopefully the benches will be paid
for in March, as with the
A Seat benches - it's likely the bin
could drag on for months
This work can't be carried out until
the ground tidying has
happened

057/2020

£500.00

070/2020

£1,350.00

070/2020 &
096/2020

£400.00

0108/2020

£250.00

096/2020

£930.00

060/2020

£1,480.00
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4436

103

WIF Utley Baby
Memorial

£100.00

£100.00

5300

701

CCTV scheme
for Long Lee

£6,000.00

£6,000.00

5300

701

Mobile CCTV
scheme

£6,000.00

£6,000.00

5300

701

Replacement
Boundary Signs

£3,105.00

£3,105.00

5001

401

Events Celebration

£9,000.00

£3,205.00

5010

401

Events - Eid

£1,500.00

£1,500.00

The job is booked for early March
but it may be that the invoice won't
arrive until April
Work has been ordered via BMDC.
It has been delayed due to Covid19 restrictions. Access to a care
home is required to install the
camera, this can't be done until
restrictions are lifted.
This scheme was due to
commence in January 2021 but the
required agreement of BMDC has
yet to be obtained
3 replacement boundary signs
have been ordered for Long Lee,
Oakworth and the bypass. Order
placed in December 2020. Waiting
for the manufacturing of the signs
to be completed before being
installed.
Events cancelled in 2020 due to
Covid-19, the opportunity has
arisen to support a wider Christmas
2021 event with improved lights.
Additionally, the committee would
also like to host a celebration event
in honour of all NHS staff and
keyworkers. Originally this was
planned to be held in 2020 but the
restrictions limited the opportunities
for such an event. Both
suggestions will require funding to
support the event in addition to the
amount agreed in 2021/22 budget.
This event was cancelled due to
Covid-19, the event will be held in

0108/2020
(FA)

£100.00

022/2020
WT

£6,000.00

022/2020
WT

£6,000.00

068/2020
WT

£3,105.00
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£3,205.00

£1,500.00

2021 subject to restrictions being
lifted
Total
To be
considered
F&A
15.03.21

£36,425.00 £30,310.20

105

Not yet
considered
4405
105

4436

TOTAL

103

£30,310.20

WIF internal
application Green Head
Road Bench

£300.00

£300.00

This is going to the committee on
the same night as this report,
therefore the spend won't happen
before the end of the
financial year.

£300.00

WIF Cllr Akhtar

£1,000.00

£1,000.00

£1,000.00

WIF Cllr
Abberton
Grant - KidFit
Ltd

£200.00

£200.00

Part of the funding is for a planting
scheme on Nightingale Street and
the second part is a memorial
bench for Mr Rabani who died
recently. The bench would be
located in the grounds of Goshia
Association. Applications for both
will be submitted shortly.
Uttley Baby Memorial

£3,870.00

£3,870.00

KidFit - grant application received
after the March agenda had been
issued. – carry forward subject to
committee agreeing to the grant
award at a future meeting.

£3,870.00

£41,795.00 £35,680.20

£200.00

£35,680.20

RESOLVED members agreed the above budgets could be carried forward into financial year 2021/22.
RESOLVED members recommend to Council that £5,833 of the unused Events & Leisure budget be allocated to Christmas Lights event for 2021
rather than be returned to the council’s general reserves.
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RESOLVED members delegate to the Town Clerk, in consultation with the RFO, the budget allocations to the necessary cost codes for the 2021/22
financial year.
c) External Auditor Additional request
The RFO updated members on additional information requested by the External Auditor. The request included information on the following
payments.
2019-20 Schedule of Payments corrections
No. Payee
1

Croft
Roofing Civic
Centre roof
repairs

Cashbook 1
C/B
Ref
Date
30.05.19 7007
17.06.19 7037
15.07.19 7078

C/B C/B debit
credit
2880.00
14340.00
10740.00
27960.00

2

Bar staff Race Night

16.03.19
16.03.19
16.03.19
16.03.19

7410
7411
7439
7440

Schedule of Payments
Shed.
Ref
Schedule Notes
Date
£4800 was an incorrect figure in the schedule of
16.05.19 7007
2880.00 payments. The June 2019 F&A Committee
17.06.19 7037
4800.00 received a folder with all invoices to be checked
02.07.19 7078 10740.00 against the cheques before signing, as was the
standard procedure. The figure was correct on the
correction
9540.00
presented invoice, cheque and in the accounts.
27960.00

0
0
60
60
120.00

7410
7411
7439
7439

0
0
60.00
60.00
120.00

void cheque
void cheque
re-issued cheque
re-issued cheque ref no. 7439 should have been
recorded as 7440 in the schedule of payments.

RESOLVED members approve the corrections as outlined above.
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0119/2020 (FA) Grant Applications
Members considered a report from the Responsible Financial Officer detailing the grant applications
received.
RESOLVED members approved a grant in principle of £900 for a Bradford Culture Company (Bradford
2025) street art project.
RESOLVED members requested clarification on the status of Bradford Culture Company to ensure it met
the Council’s grant guidelines.
RESOLVED the Town Clerk be delegated authority to authorise the grant payment to Bradford Culture
Company if the company meets the above criteria.
RESOLVED members approved a grant of £1000 for the Dale Bus Project.
RESOLVED members approved a grant of £1000 from Cllr Zubair’s Ward Development Fund for Low
Wood Activity Centre scout hut/shelter.
RESOLVED members approved a grant of £300 from Cllr Abberton’s Ward Development Fund – internal
application, for a replacement bench at Green Head Road.
RESOLVED members approved a grant of £1000 from Cllr Herd’s Ward Development Fund for electrical
works at St Michaels Youth and Community Centre.
RESOLVED members approved an extension of 6 months for Dockroyd Graveyard Trust to spend their
grant award.
RESOLVED members noted the Ward Development Fund for Cllrs Clarkson, Adams and P Shaw from
2019/20 is still outstanding due to delays in purchasing the Speed Detection Device for Fell Lane.
0120/2020 (FA) Payroll Contract
Members considered a report from the Town Clerk detailing the payroll contract for 2021/22.
RESOLVED members agree to extend the contract for Payroll and Pension Liaison Services with
Bradford MDC for another 12 months until March 2022.
RESOLVED members note the annual cost of the contract will be £2,297.40+VAT.
RESOLVED members agreed to review the provision of payroll services during the next financial year to
ensure the Council is receiving best value from its contract.
0121/2020 (FA) Asset Register
Members considered a report from the Town Clerk detailing the Asset Register Policy and Asset Register
for 2021.
RESOLVED members approve the asset register policy and recommend its adoption to Council.
RESOLVED members note the updated asset register for 2021.
0122/2020 (FA) Downstairs Project
Members considered a report from the Assistant Town Clerk/CDO on the progress made on the
Downstairs Project.
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RESOLVED that members note the report.
RESOLVED that members endorse the proposals for the future development of the Downstairs Project.
RESOLVED that future reports on activities proposed within Appendix A together with proposals for the
delivery of projects by Keighley Urban Meadows in other locations such as the Cabbage Club be brought
to the Community Development Committee for endorsement and approval.
0123/2020 (FA) Future Agenda Items
None.
0124/2020 (FA) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be held on Monday 19 April 2021
at 6.00pm.

Signed

…………………………………………………..
Chair

Date …………………………………
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KEIGHLEY TOWN COUNCIL
Minutes of the Extraordinary Finance & Audit (FA) Committee held remotely on Monday 29 March
2021.
Present:

Councillor Abberton – Chairman
Councillor Corkindale (Ex-Officio)
Councillor Graham
Councillor Wrench
Councillor Maunsell

Also Present:

Joe Cooney, Town Clerk

0125/2020 (FA) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0126/2020 (FA) Apologies for absence
Cllr. Clarkson
RESOLVED to receive and accept the above apologies for absence.
0127/2020 (FA) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in accordance
with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012 from either Members or Officers.
0128/2020 (FA) Public Question Time
None.
0129/2020 (FA) Minutes
RESOLVED to confirm the minutes of the meeting held on Monday 15 March 2021 be confirmed as a
true record of the proceedings and signed by the Chair.
0130/2020 (FA) Grant Applications
Members considered a report from the Town Clerk detailing 8 grant applications which had been
received.
RESOLVED members refused a grant application of £3,870 from Kidfit Ltd due to the application not
meeting the grant funding criteria.
RESOLVED members approve a grant of £380 from Cllr Akhtar’s Ward Development Fund – internal
application, for the Nightingale street flower bed project.
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RESOLVED members approve a grant of £375 from Cllr Akhtar’s Ward Development Fund – internal
application, for Ghosia Association bench project.
RESOLVED members approve a grant of £200 from Cllr Abberton’s Ward Development Fund – internal
application, for Utley Baby Memorial project.
RESOLVED members approve a grant of £1000 from Cllr Nazam’s Ward Development Fund for Suleman
Volleyball Club.
RESOLVED members approve a grant of £1000 from Cllr M Shaw’s Ward Development Fund for
Suleman Volleyball Club.
RESOLVED members approve a grant of £500 from Cllr Mahmood’s Ward Development Fund –
internal application, for Youth Beeni competition project.
RESOLVED members approve a grant of £500 from Cllr Mahmood Ward Development Fund – internal
application, for Youth football tournament project.
RESOLVED members note £2,000 Ward Development Grant from Cllr S Mahmood and former Cllr C
Mahmood which was carried into financial year 2020/21 for this event will be carried forward into
2021/22
0131/2020 (FA) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be held on Monday 19 April 2021
at 6.00pm.

Signed

…………………………………………………..
Chair

Date …………………………………
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KEIGHLEY TOWN COUNCIL
Minutes of the Finance & Audit (FA) Committee held remotely on Monday 26 April 2021.
Present:

Councillor Abberton – Chairman
Councillor Clarkson
Councillor Corkindale (Ex-Officio)
Councillor Graham
Councillor Maunsell
Councillor Wrench

Also Present:

Joe Cooney, Town Clerk
Naomi Goddard, Responsible Financial Officer (RFO)
Cllr Adams – Observing

0125/2020 (FA) Welcome & Introduction
The Chairman reminded members of the arrangements for virtual meetings.
0126/2020 (FA) Apologies for absence
Cllr Curtis
Cllr Zubair
RESOLVED to receive and accept the above apologies for absence.
0127/2020 (FA) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in accordance
with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012 from either Members or Officers.
0128/2020 (FA) Public Question Time
None.
0129/2020 (FA) Minutes
RESOLVED to confirm the minutes of the meeting held on Monday 29 March 2021 be confirmed as a
true record of the proceedings and signed by the Chair.
0130/2020 (FA) Progress Report
Councillors considered the Progress Report following the meeting on Monday 15 March 2021.
RESOLVED Councillors noted the progress report.
0131/2020 (FA) Town Plan
Members considered the report from the Assistant Town Clerk/CDO on the Town Plan.
RESOLVED members noted the report.
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0132/2020 (FA) Financial Reports
i) Bank Reconciliations and month end reports
Members considered the bank reconciliation and month end reports.
RESOVLED to note the bank reconciliations and month end reports.
ii) Ratify February Payments
Members considered the payments made in March.
RESOLVED to agree the payments made in March.
RESOLVED to appoint Cllrs Maunsell and Curtis to undertake the monthly spot check.
0133/2020 (FA) Financial Regulations
Members considered a report from the Town Clerk reviewing the Financial Regulations
RESOLVED members agreed to increase the individual transaction limit on the council charge card
from £1,000 to £2,000.
RESOLVED members recommended the updated Financial Regulations to Council for adoption.
0134/2020 (FA) Investment Policy
Members considered a report from the Town Clerk reviewing the Investment Policy
RESOLVED members delegate to the Town Clerk, in consultation with the RFO the addition of a
condition into the policy to stipulate a maximum percentage of the council reserves which can be
invested each year.
RESOLVED members recommend the amended policy to Council for adoption.
0135/2020 (FA) Grant Applications
Members considered a report from the Town Clerk detailing a grant application received from Oakworth
Village Society.
RESOLVED members agree a £2,000 grant to Oakworth Village Society for the creation of an external
storeroom.
0136/2020 (FA) Future Agenda Items
None.
0137/2020 (FA) Date of Next Meeting
RESOLVED to note the next scheduled meeting of this Committee will be held on Monday 21 June 2021
at 6.00pm.

Signed

…………………………………………………..
Chair

Date …………………………………
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KEIGHLEY TOWN COUNCIL
Minutes of a meeting of the Community Development Committee held remotely on
Wednesday 3 February 2021 at 6.00pm.
Present:

Councillor Cooper - Chairman
Councillor Clarkson
Councillor Abberton
Councillor Anayat
Councillor Bernardini
Councillor Shohid
Councillor Adams – Ex-Officio

Also Present: Pip Gibson, Assistant Town Clerk/CDO
Sarah Barnes, Project Worker
052/2020 (CD) Welcome & Introduction
The Chairman reminded members of the virtual meeting protocols.
053/2020 (CD) Apologies
Cllr. Graham
RESOLVED to accept and record the apologies from the Councillors listed above.
054/2020 (CD) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable
Pecuniary Interests) Regulations 2012 from either Members or Officers.
055/2020 (CD) Public Question Time and Participation
There were no members of the public present.
056/2020 (CD) Minutes
RESOLVED to approve the minutes of the ordinary meeting of the Community Development
Committee held on Wednesday 4 November 2020.
057/2020 (CD) Progress Report
RESOLVED Members noted the progress report.
058/2020 (CD) Budget
Verbal update given on current CD Budget spend and £13750 for next financial year’s CD
budget.
RESOLVED Members noted the budget.
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059/2020 (CD) Town Plan
Members considered update from Assistant Town Clerk/CDO on the Town Plan.
RESOLVED Members noted the report.
060/2020 (CD) Project Worker Report
Members considered a report from the Project Worker.
RESOLVED Members noted the completion of Festive Craft Bags.
RESOLVED Members noted the progress on Keighleygraphic, Befriending PenPals, A Seat
with a View and Environmental Improvement Groups.
RESOLVED Members noted the continuation of work in developing The Big Draw, Fairy
Doors, People’s Planters and Pop Up Markets.
RESOLVED Members agreed that Garden Projects, Walking Groups, Games Days, Book
Club, Fun Run and Community Choir and Site Specific Theatre be deferred and revisited in
the next financial year to be considered again.
RESOLVED Members agreed the reallocation of budget from ‘Post Covid’ Projects as follows:
- Garden Projects £300 and Walking Groups £300 reallocated to A Seat with a View – A Seat
with a View new fund = £1050
- Game Days £500 reallocated to People’s Planters – People’s Planters new fund = £1500
- Book Club £250, Fun Run £300 and Community Choir £250 reallocated to The Big Draw –
The Big Draw new fund = £900
- Site Specific Theatre budget of £3000 - £1520 to be spent on a portable stage that can be
shared between Community Development and Events & Leisure and then the other £1480
reallocated to Utley Baby Memorial.
RESOLVED Members agreed to a report being written to the Finance and Audit Committee
to ask for permission to carry over allocated funds into the next financial year.
061/2020 (CD) ‘Keighleygraphic Judging Panel’
To nominate three members to choose the winners in each category.
RESOLVED members chosen are Cllrs Abberton, Shohid and Adams
062/2020 (CD) Black Lives Matter – For Decision
RESOLVED The Council to explore the development of a campaign whereby local sports stars
champion the cause. Cllrs Anayat and Adams offered their support.
RESOLVED The Council to explore working with one or more secondary schools to develop
ideas for challenging racism/discrimination.
063/2020 (CD) Utley Baby Memorial
As per Project Worker Report.
064/2020 (CD) Community Shop
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RESOLVED A feasibility study and detailed report will be presented in the next financial year
065/2020 (CD) Items for Future Agenda
RESOLVED The Powers of CD Committee, Town and District Councils
066/2020 (CD) Date of Next Committee Meeting
RESOLVED to note that the date of the next scheduled meeting of this committee will be
Wednesday 7 April 2021 at 6.00pm.

Signed

..............................................................
Chair

Date ..........................................
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KEIGHLEY TOWN COUNCIL
Minutes of the Allotment & Landscape (AL) Committee held remotely on Monday 8 February
2021.
Present:

Councillor Maunsell – Chair
Councillor Bernardini
Councillor Graham
Councillor Adams

Also Present:

Pip Gibson – Assistant Town Clerk/CDO
Brian Morris – Contracts & I.T Officer
Phil Hanson – Allotments and Landscapes Officer

061/2020 (AL) Welcome and Introduction
The Chairman reminded members of the arrangements for virtual meetings.
062/2020 (AL) Apologies for absence
Cllr Dowse.
063/2020 (AL) Declarations of Interest
RESOLVED there were no declarations of interest under consideration on this agenda in
accordance with the Localism Act 2011 s32 and the relevant Authorities (Disclosable Pecuniary
Interests) Regulations 2012 from either Members or Officers.
064/2020 (AL) Public Question Time
None.
065/2020 (AL) Minutes
RESOLVED to confirm the amended minutes of the meeting held on Monday 14 December 2020
be confirmed as a true record of the proceedings and signed by the Chair.
066/2020 (AL) Progress Report
RESOLVED to note the Progress Report.
067/2020 (AL) Town Plan
RESOLVED Members noted the Town Plan Update.
068/2020 (AL) Allotments and Landscapes Officer Report
RESOLVED the report is noted.
RESOLVED Noted the use of Allotment Surgeries to promote the establishment of Allotment
Associations.
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RESOLVED Noted the Allotment Officer’s comments with respect to the application of additional
road planings to improve footpaths at Arncliffe Road Allotments.
RESOLVED Approved fencing off the Damems viewing platform, with an amendment that Cllr
Dowse offers advice on the fencing and that 3 quotes are presented for the replacement of the
viewing platform with a metal structure.
RESOLVED Noted a study will be undertaken to determine the feasibility of installing CCTV in
key allotment locations and that a full report will be brought to a future meeting of the Committee.
RESOLVED Noted the approved survey of water pipes is being undertaken and that a full report
will be brought to a future meeting of the Committee.
RESOLVED Noted Officer proposals to address flooding issues at Utley allotments and that the
Allotments Officer reports back to the next meeting.
RESOLVED Noted the work being undertaken at Arncliffe allotments and consider the need for
replacement fencing and that the Allotments Officer presents 3 quotes for fencing to the next
meeting and that Keighley Worth Valley Railway are invited to the next meeting.
069/2020 (AL) Budget
RESOLVED Noted.
070/2020 (AL) Town Hall Square Benches
Members were requested to note a virement separating the bench fund of £6,000 from the main
Town Hall Square fund of £15,000.
RESOLVED Noted.
071/2020 (AL) Allotment Rent Review
A verbal report was given by the Assistant Town Clerk.
RESOLVED Update noted.
072/2020 (AL) Community Asset Transfer
A verbal report was given by the Assistant Town Clerk.
RESOLVED Noted.
073/2020 (AL) A Seat with a View
Members received a report on Seat with a View.
RESOLVED Noted.
074/2020 (AL) Future item for Agendas
RESOLVED Utley Allotments: Update on drainage issues.
RESOLVED Community Asset Transfer
RESOLVED Damems Viewing Platform
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RESOLVED Allotment Tenancy Review
075/2020 (AL) Date of Next Meeting
RESOLVED to note the date of the next scheduled meeting of this Committee will be held on
Monday 12 April 2021 at 6.00pm.

Signed

…………………………………………………..
Chair
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Internal Audit Review 2021
Keighley Town Council
Memorandum

Status: Draft
Date Issued: 15 June 2021

Where information resulting from investigation and/or audit work is made public or is provided to
a third party by the client or by Veritau then this must be done on the understanding that any
third party will rely on the information at its own risk. Veritau will not owe a duty of care or
assume any responsibility towards anyone other than the client in relation to the information
supplied. Equally, no third party may assert any rights or bring any claims against Veritau in
connection with the information. Where information is provided to a named third party, the third
party will keep the information confidential.
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INTRODUCTION AND SCOPE

1.1

Local councils in England must complete an Annual Governance and
Accountability Return (AGAR) which includes an Annual Governance
Statement, Accounting Statements and an Annual Internal Audit report.

1.2

Proper practices for Town Councils and the preparation of the AGAR is
included in Governance and Accountability for Smaller Authorities (March
2020).

1.3

Internal Audit is a key component of the council’s system of internal
control. The purpose of internal audit is to review and report to the council
whether its systems of financial and other internal controls and
procedures are effective.

1.4

As part of the AGAR the council’s internal auditor, acting independently
and on the basis of an assessment of risk, carries out assessments of
compliance with relevant procedures and controls in operation throughout
the financial year.

1.5

Our work at Keighley Town Council has taken place over two visits. In
December 2020 we completed and reported work covering a number of
areas. In May 2021 we visited the council to finish all required work.

1.6

This work has allowed us to complete the Annual Internal Audit report and
form judgements on the operation and effectiveness of Keighley Town
Council’s internal control arrangements in 2020/21, prior to the council
completing the Annual Governance Statement.
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FINDINGS

2.1

2.2

2.3

Overall Assessment
We provided a ‘Yes’ conclusion to all applicable areas of internal control
when providing our assessment on arrangements at the council in
2020/21. This report provides the findings from our May 2021 visit. Please
also refer to our report dated December 2020 for further information on
the work we have completed.
Maintenance of Accounting Records
The council uses the RBS finance system package. Income and
expenditure is coded to individual cost centres. During the audit we saw
the finance system had been used and updated regularly throughout the
2020/21 year.
The Town Clerk and the Responsible Finance Officer (RFO) are the only
officers with full access to the system. This level of access is appropriate
and helps to ensure accuracy of the information. The introduction of
digital banking in the last year allows the council to make payments and
process invoices digitally and for the finance system to be updated in a
timely manner.

2.4

2.5
2.6

2.7

2.8

2.9

Preparation of accounting statements
The financial statements and the disclosures for the AGAR were supported
by detailed information from the electronic accounting system. They were
also prepared on the appropriate (income and expenditure) basis. Debtors
and Creditors were appropriately supported, and the significant
differences between 2020/21 and 2019/20 adequately explained.
Payments
We reviewed 2020/21 total expenditure with previous years and obtained
an understanding for all significant year on year variances.
We tested a sample of expenditure/invoices. Testing included some of the
highlighted variances such as expenditure on grants, as well as covering
larger payments such as the loan repayment to the PWLB. VAT had been
appropriately considered. No issues were noted with the payments
expenditure we tested.
Risk Management
Members have built on the good work that we reported in December 2020
by receiving and reviewing the council’s Corporate Risk Assessment for
2021/22 at the March 2021 Full Council meeting.
The council has insurance in place as part of a three year agreement with
Axa covering 2020-23. There is fixed asset cover with individual items of
value included. Insurance covers expected areas such as fidelity
guarantee (loss of money or property sustained as a direct result of acts
of fraud, theft or dishonesty by an employee in the course of
employment) and public liability.
Budget setting and monitoring
A budget for 2021/22 (and 2020/21) was prepared covering all current
activities of the council. A cost centre line by line budget analysis had
been undertaken. Discussions were held with members to help confirm
spending plans and budgets were agreed well in advance of the financial
year start.

2.10 Financial information was provided to members during 2020/21 which has
helped to support regular budget monitoring.
Reserves
2.11 We reviewed the level of reserves to ensure these were appropriate. As
Governance and Accountability for Smaller Authorities explains ‘As
authorities have no legal powers to hold revenue reserves other than
those for reasonable working capital needs, or for specifically earmarked
purposes, whenever an authority’s year-end general reserve is
significantly higher than the annual precept or rates and special levies, an
explanation should be provided to the auditor.’ External audit require an
explanation be provided as part of the annual reporting to them when
reserves exceed two times the annual precept. The council reserves are
well below this level, at £395,884. The council also has a reserves policy.

Income
2.12 We tested a sample of items of income. We confirmed the precept was as
agreed by members at Full Council in January 2020, and also to
information provided by MHCLG.
2.13 For all but one tested we confirmed income reflected in the financial
statements had been received in the bank. In the one instance where
income had not been received (salary recharge to Craven College), the
item was correctly included as a debtor in the accounts, and an invoice to
receive the monies had been raised.
Charge Card (including items formally paid by Petty Cash)
2.14 As reported in December 2020, petty cash payments are no longer made
by the council. One off payments such as those previously covered by
petty cash have been made using a charge card since September 2020.
Payments using the charge card will not solely be those previously
covered by Petty Cash.
2.15 There is a standard operating procedure outlining how the charge card
should be effectively managed to ensure accurate records are kept for
each item purchased.
2.16 We reviewed 5 transactions and no significant matters were noted. There
was one instance where a requisition form supporting spending had not
being signed (authorised) by the Town Clerk. We noted some other
instances of that in the folder where the signed forms are kept. This is a
minor procedural oversight. The council keep the charge card secure and
only the Town Clerk (or Assistant Town Clark in the Clerk’s absence) have
access to the cards. They will sign these out for use, once he/she are
happy proposed payments are appropriate. So in effect these payments
require the prior authorisation of the Town Clerk.
Payments to Employees
2.17 Payments to employees throughout the year were made by Bradford
Council which should give the Town Council comfort that PAYE and NI is
being properly deducted. A Service Level Agreement is in place covering
these arrangements.
2.18 Payments to staff reduced by £10k compared to 2019/20 and this was in
line with council projections. Our review of February 2021 payments also
highlighted no matters arising.
Bank Reconciliations
2.19 Bank reconciliations continue to be completed on a monthly basis and are
subject to regular oversight/review from members of the Finance and
Audit Committee.
2.20 A year end (31 March 2021) bank reconciliation was completed and we
have no matters to report to members from our review.

Investments
2.21 As reported in December 2020, in 2020/21 the council introduced an
Investment Policy and Investment Register. In October 2020 the council
has made one investment of £100,000 to the CCLA Public Sector Deposit
Fund which received appropriate authorisation from the Town Clerk
through consultation with the RFO and the Chairman of the Finance &
Audit Committee.
2.22 In conversation with the clerk at this visit, it was confirmed that the Fund
continues to be ‘triple A rated’ by the Fitch ratings agency.
Asset Registration
2.23 An up to date and accurate asset register is the starting point for any
system of financial control over assets. The information also provides
disclosures for the AGAR.
2.24 The council have an up to date policy and register which were last
reviewed and approved by Full Council in March 2021 as well as the
associated policy.
Other tests
2.25 Internal Control Objective K is not applicable to the Town Council as they
did not certify themselves as exempt from a limited assurance review in
2019/20.
2.26 Internal Control Objective L is not applicable to the Town Council as they
have a turnover exceeding £25,000.
2.27 In respect of Internal Control Objectives M and N, the Town Clerk
provided information to support that the Town Council had correctly
provided for the 2019/20 period of notice of public rights and followed the
publication requirements for the 2019/20 AGAR. In addition, no issues
were raised by external audit in respect of these requirements last year.

Section 3 – External Auditor’s Report and Certificate 2020/21
In respect of

KEIGHLEY
TOWN
COUNCIL
ENTER NAME
OF AUTHORITY

1 Respective responsibilities of the auditor and the authority
Our responsibility as auditors to complete a limited assurance review is set out by the National Audit Office (NAO). A limited
assurance review is not a full statutory audit, it does not constitute an audit carried out in accordance with International
Standards on Auditing (UK & Ireland) and hence it does not provide the same level of assurance that such an audit would.
The UK Government has determined that a lower level of assurance than that provided by a full statutory audit is appropriate
for those local public bodies with the lowest levels of spending.
Under a limited assurance review, the auditor is responsible for reviewing Sections 1 and 2 of the Annual Governance and
Accountability Return in accordance with NAO Auditor Guidance Note 02 (AGN 02) as issued by the NAO on behalf of the
Comptroller and Auditor General. AGN 02 is available from the NAO website –
https://www.nao.org.uk/code-audit-practice/guidance-and-information-for-auditors/ .
This authority is responsible for ensuring that its financial management is adequate and effective and that it has
a sound system of internal control. The authority prepares an Annual Governance and Accountability Return in
accordance with Proper Practices which:
• summarises the accounting records for the year ended 31 March 2021; and
• confirms and provides assurance on those matters that are relevant to our duties and responsibilities as external auditors.

2 External auditor’s limited assurance opinion 2020/21
(Except for the matters reported below)* on the basis of our review of Sections 1 and 2 of the Annual Governance and Accountability Return, in
our opinion the information in Sections 1 and 2 of the Annual Governance and Accountability Return is in accordance with Proper Practices and
no other matters have come to our attention giving cause for concern that relevant legislation and regulatory requirements have not been met.
(*delete as appropriate).

(continue on a separate sheet if required)
Other matters not affecting our opinion which we draw to the attention of the authority:

(continue on a separate sheet if required)

3 External auditor certificate 2020/21
We certify/do not certify* that we have completed our review of Sections 1 and 2 of the Annual Governance and
Accountability Return, and discharged our responsibilities under the Local Audit and Accountability Act 2014, for
the year ended 31 March 2021.
*We do not certify completion because:

External Auditor Name

ENTER NAME OF EXTERNAL AUDITOR
External Auditor Signature

SIGNATURE REQUIRED

Annual Governance and Accountability Return 2020/21 Part 3
Local Councils, Internal Drainage Boards and other Smaller Authorities*

Date

DD/MM/YY
Page 6 of 6

Keighley Town Council
Bank - Cash and Investment Reconciliation as at 31 March 2021

Confirmed Bank & Investment Balances
Bank Statement Balances
31/03/2021

Treasurers Account

31/03/2021

30 Day Notice Account

40,000.00

30/04/2014

Fixed Term Account

0.00

31/05/2013

Projects Bank Account

0.00

31/03/2020

Petty Cash

0.00

28/02/2021

PSDF

31/03/2021

Charge Card

255,884.08

100,000.00
0.00
395,884.08

Other Cash & Bank Balances
0.00
395,884.08
Unpresented Payments
0.00
395,884.08
Receipts not on Bank Statement
0.00
Closing Balance

395,884.08

All Cash & Bank Accounts
1

Treasurers Account

2

30 Day Notice Account

3

Fixed Term Account

0.00

4

Projects Bank Account

0.00

5

Petty Cash

0.00

6

Mayors Charity

0.00

7

PSDF

8

Charge Card
Other Cash & Bank Balances
Total Cash & Bank Balances

40,000.00
255,884.08

100,000.00
0.00
0.00
395,884.08

2020-21 Explanation of variances calculation spreadsheet
Receipts
19-20

20-21

RBS Finance total

587614

530116

AGAR Precept total
Support grant/other

506137
81477
587614

528963
1153
530116

RBS income total
RBS income total minus Precept

632360
126223

611535
82572

-43651

79864
1613
0
205
0
17453
26073
1015

0
1153
14300
0
49
20348
46722
0

-79864
-460
14300
-205
49
2895
20649
-1015

126223

82572

-43651

Support grant
Finance other
Income - staff costs
Management
CLLD
Allotments
CC
CC B&C

Difference

Payments
19-20
Running costs total - as RBS

1E+06

20-21

Difference

562703

-534543

Staffing costs - as AGAR
Loan

227758
57063

237289
57063

9531
0

Running costs minus staff costs and loan 812425

268351

-544074

20439
38153
160747
160650
201085
3408
39045
36479
41112
8476
99828
3004

0
16938
3026
65944
41290
4249
9505
20147
10542
8358
88352
0

-20439
-21215
-157721
-94706
-159795
841
-29540
-16332
-30570
-118
-11476
-3004

812426

268351

-544075

Running costs breakdown
Agency staff
Finance other
Special projects
Grants
Other man. incl CLLD and GP expend.
Training
Allotments
Town Hall Sq and town centre maint.
Events incl Remembrance Day
Watch & Transport
Civic centre expenses-minus loan
Civic centre bar

No agency staff employed in 2020-21
2019-20 elections £18927
In 2019-20 included £71185 roof repair and £89962 new boiler
Less organisations applied for grants in 2020-21 due to Covid 19
2019-20: Legal fees £75213, new It system £63179, add. Office admin £21403
Slightly more training in 2020-21
Less allotment maintenance in 2020-21
Less maintenance work carried out in 2020-21
Events programme largely cancelled due to Covid 19
Watch and Transport £118 less spend in 2020-21
2019-20 Office re-decoration and additional maintenance work
The bar did not function in 2020-21 due to Covid 19

Explanation of variances – pro forma
Keighley Town Council
Name of smaller authority:
County area (local councils and parish meetings only):
Bradford Metropolitan Borough Authority
Insert figures from Section 2 of the AGAR in all Blue highlighted boxes
Next, please provide full explanations, including numerical values, for the following that will be flagged in the green boxes where relevant:
• variances of more than 15% between totals for individual boxes (except variances of less than £200);
• New from 2020/21: variances of £100,000 or more require explanation regardless of the % variation year on year;
• a breakdown of approved reserves on the next tab if the total reserves (Box 7) figure is more than twice the annual precept/rates & levies value (Box 2).

2019/20
£

Automatic responses trigger below based on
Explan figures input, DO NOT OVERWRITE THESE
2000/21 Variance Variance ation BOXES
£
£
%
Explanation of % variance from PY opening
balance not required - Balance brought
forward agrees

1 Balances Brought Forward

2 Precept or Rates and Levies

795,898

331,012

506,137

528,963

22,826

4.51%

NO
Operating income for the 20-21 down by £43,651 due to removal of borough authority support
grant of £79,864, a reduction of other income of £1631 combined with a £14,300 staffing
income stream, £2895 increase in allotment rent, a local authority covid income support grant
which increased the total rental income by £20,649. See attached breakdown sheet.

3 Total Other Receipts

4 Staff Costs
5 Loan Interest/Capital Repayment

Explanation from smaller authority (must include narrative and supporting figures)

126,223

82,572

-43,651

34.58%

YES

227,758

237,289

9,531

4.18%

NO

57,063

57,063

0

0.00%

NO
There was less expenditure in 2020-21 due to no major maintenance works being carried out
on the Civic Centre and no agency staff being used. This was combined with less grants
being applied for due to Covid 19. See attached breakdown sheet for narrative and
supporting figures.

6 All Other Payments
-544,073

66.97%

YES

812,425

268,352

7 Balances Carried Forward

331,012

379,843

VARIANCE EXPLANATION NOT REQUIRED

8 Total Cash and Short Term
Investments

406,866

395,884

VARIANCE EXPLANATION NOT REQUIRED

9 Total Fixed Assets plus Other
Long Term Investments and Assets 1,683,563

1,687,841

4,278

0.25%

NO

10 Total Borrowings

1,022,567

-9,031

0.88%

NO

1,031,598

Rounding errors of up to £2 are tolerable
Variances of £200 or less are tolerable
BOX 10 VARIANCE EXPLANATION NOT REQUIRED IF CHANGE CAN BE EXPLAINED BY BOX 5 (CAPITAL PLUS INTEREST PAYMENT)

Smaller authority name:

KEIGHLEY TOWN COUNCIL

NOTICE OF PUBLIC RIGHTS AND PUBLICATION
OF UNAUDITED ANNUAL GOVERNANCE &
ACCOUNTABILITY RETURN
ACCOUNTS FOR THE YEAR ENDED 31 MARCH 2021
Local Audit and Accountability Act 2014 Sections 26 and 27
The Accounts and Audit Regulations 2015 (SI 2015/234)

NOTICE

1. Date of announcement 30.06.2021(a)
2. Each year the smaller authority’s Annual Governance and Accountability
Return (AGAR) needs to be reviewed by an external auditor appointed by
Smaller Authorities’ Audit Appointments Ltd. The unaudited AGAR has been
published with this notice. As it has yet to be reviewed by the appointed auditor,
it is subject to change as a result of that review.
Any person interested has the right to inspect and make copies of the
accounting records for the financial year to which the audit relates and all
books, deeds, contracts, bills, vouchers, receipts and other documents relating
to those records must be made available for inspection by any person
interested. For the year ended 31 March 2021, these documents will be available
on reasonable notice by application to:
(b) Joe Cooney, Town Clerk & RFO, Keighley Town Council, Civic Centre,
North Street, Keighley, BD21 3RZ 01535 872126 joe.cooney@keighley.gov.uk
commencing on (c) Thursday 01.07.2021
and ending on (d) Wednesday 11.08.2021
3. Local government electors and their representatives also have:
•

The opportunity to question the appointed auditor about the accounting
records; and

•

The right to make an objection which concerns a matter in respect of which
the appointed auditor could either make a public interest report or apply to
the court for a declaration that an item of account is unlawful. Written notice
of an objection must first be given to the auditor and a copy sent to the
smaller authority.

NOTES

(a) Insert date of placing of the notice
which must be not less than 1 day before
the date in (c) below

(b)
Insert
name,
position
and
address/telephone
number/
email
address, as appropriate, of the Clerk or
other person to which any person may
apply to inspect the accounts
(c) Insert date, which must be at least 1
day after the date of announcement in (a)
above and at least 30 working days
before the date appointed in (d) below
(d) The inspection period between (c)
and (d) must be 30 working days
inclusive and must include the first 10
working days of July.

The appointed auditor can be contacted at the address in paragraph 4 below for
this purpose between the above dates only.
4. The smaller authority’s AGAR is subject to review by the appointed auditor
under the provisions of the Local Audit and Accountability Act 2014, the
Accounts and Audit Regulations 2015 and the NAO’s Code of Audit Practice
2015. The appointed auditor is:
PKF Littlejohn LLP (Ref: SBA Team)
15 Westferry Circus
Canary Wharf
London E14 4HD
(sba@pkf-l.com)
5. This announcement is made by (e) Joe Cooney, Town Clerk & RFO

(e) Insert name and position of person
placing the notice – this person must be
the responsible financial officer for the
smaller authority

LOCAL AUTHORITY ACCOUNTS: A SUMMARY OF YOUR RIGHTS
Please note that this summary applies to all relevant smaller authorities, including local
councils, internal drainage boards and ‘other’ smaller authorities.
The basic position
The Local Audit and Accountability Act 2014 (the Act) governs the work of auditors appointed to smaller
authorities. This summary explains the provisions contained in Sections 26 and 27 of the Act. The Act
and the Accounts and Audit Regulations 2015 also cover the duties, responsibilities and rights of smaller
authorities, other organisations and the public concerning the accounts being audited.
As a local elector, or an interested person, you have certain legal rights in respect of the accounting
records of smaller authorities. As an interested person you can inspect accounting records and related
documents. If you are a local government elector for the area to which the accounts relate you can also
ask questions about the accounts and object to them. You do not have to pay directly for exercising
your rights. However, any resulting costs incurred by the smaller authority form part of its running costs.
Therefore, indirectly, local residents pay for the cost of you exercising your rights through their council
tax.
The right to inspect the accounting records
Any interested person can inspect the accounting records, which includes but is not limited to local
electors. You can inspect the accounting records for the financial year to which the audit relates and all
books, deeds, contracts, bills, vouchers, receipts and other documents relating to those records. You
can copy all, or part, of these records or documents. Your inspection must be about the accounts, or
relate to an item in the accounts. You cannot, for example, inspect or copy documents unrelated to the
accounts, or that include personal information (Section 26 (6) – (10) of the Act explains what is meant
by personal information). You cannot inspect information which is protected by commercial
confidentiality. This is information which would prejudice commercial confidentiality if it was released to
the public and there is not, set against this, a very strong reason in the public interest why it should
nevertheless be disclosed.
When smaller authorities have finished preparing accounts for the financial year and approved them,
they must publish them (including on a website). There must be a 30 working day period, called the
‘period for the exercise of public rights’, during which you can exercise your statutory right to inspect
the accounting records. Smaller authorities must tell the public, including advertising this on their
website, that the accounting records and related documents are available to inspect. By arrangement
you will then have 30 working days to inspect and make copies of the accounting records. You may
have to pay a copying charge. The 30 working day period must include a common period of inspection
during which all smaller authorities’ accounting records are available to inspect. This will be 1-14 July
2021 for 2020/21 accounts. The advertisement must set out the dates of the period for the exercise of
public rights, how you can communicate to the smaller authority that you wish to inspect the accounting
records and related documents, the name and address of the auditor, and the relevant legislation that
governs the inspection of accounts and objections.
The right to ask the auditor questions about the accounting records
You should first ask your smaller authority about the accounting records, since they hold all the
details. If you are a local elector, your right to ask questions of the external auditor is enshrined in law.
However, while the auditor will answer your questions where possible, they are not always obliged to
do so. For example, the question might be better answered by another organisation, require
investigation beyond the auditor’s remit, or involve disproportionate cost (which is borne by the local
taxpayer). Give your smaller authority the opportunity first to explain anything in the accounting records
that you are unsure about. If you are not satisfied with their explanation, you can question the external
auditor about the accounting records.
The law limits the time available for you formally to ask questions. This must be done in the period for
the exercise of public rights, so let the external auditor know your concern as soon as possible. The

advertisement or notice that tells you the accounting records are available to inspect will also give the
period for the exercise of public rights during which you may ask the auditor questions, which here
means formally asking questions under the Act. You can ask someone to represent you when asking
the external auditor questions.
Before you ask the external auditor any questions, inspect the accounting records fully, so you know
what they contain. Please remember that you cannot formally ask questions, under the Act, after the
end of the period for the exercise of public rights. You may ask your smaller authority other questions
about their accounts for any year, at any time. But these are not questions under the Act.
You can ask the external auditor questions about an item in the accounting records for the financial
year being audited. However, your right to ask the external auditor questions is limited. The external
auditor can only answer ‘what’ questions, not ‘why’ questions. The external auditor cannot answer
questions about policies, finances, procedures or anything else unless it is directly relevant to an item
in the accounting records. Remember that your questions must always be about facts, not opinions. To
avoid misunderstanding, we recommend that you always put your questions in writing.
The right to make objections at audit
You have inspected the accounting records and asked your questions of the smaller authority. Now you
may wish to object to the accounts on the basis that an item in them is in your view unlawful or there
are matters of wider concern arising from the smaller authority’s finances. A local government elector
can ask the external auditor to apply to the High Court for a declaration that an item of account is
unlawful, or to issue a report on matters which are in the public interest. You must tell the external
auditor which specific item in the accounts you object to and why you think the item is unlawful, or why
you think that a public interest report should be made about it. You must provide the external auditor
with the evidence you have to support your objection. Disagreeing with income or spending does not
make it unlawful. To object to the accounts you must write to the external auditor stating you want to
make an objection, including the information and evidence below and you must send a copy to the
smaller authority. The notice must include:
•
•
•
•

confirmation that you are an elector in the smaller authority’s area;
why you are objecting to the accounts and the facts on which you rely;
details of any item in the accounts that you think is unlawful; and
details of any matter about which you think the external auditor should make a public interest
report.

Other than it must be in writing, there is no set format for objecting. You can only ask the external auditor
to act within the powers available under the Local Audit and Accountability Act 2014.
A final word
You may not use this ‘right to object’ to make a personal complaint or claim against your smaller
authority. You should take such complaints to your local Citizens’ Advice Bureau, local Law Centre or
to your solicitor. Smaller authorities, and so local taxpayers, meet the costs of dealing with questions
and objections. In deciding whether to take your objection forward, one of a series of factors the auditor
must take into account is the cost that will be involved, they will only continue with the objection if it is
in the public interest to do so. They may also decide not to consider an objection if they think that it is
frivolous or vexatious, or if it repeats an objection already considered. If you appeal to the courts against
an auditor’s decision not to apply to the courts for a declaration that an item of account is unlawful, you
will have to pay for the action yourself.

For more detailed guidance on public rights and
the special powers of auditors, copies of the
publication Local authority accounts: A guide to
your rights are available from the NAO website.

If you wish to contact your authority’s appointed
external auditor please write to the address in
paragraph 4 of the Notice of Public Rights and
Publication of Unaudited Annual Governance &
Accountability Return.
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SUBJECT

Child Protection & Vulnerable Adult Policy

PURPOSE:
1.

To seek members approval of a draft Child Protection & Vulnerable Adult policy.

2.

To agree the draft policy as recommended by the Policies & Governance
committee.

RECOMMENDATION(s):
3.

Members approve the draft Child Protection & Vulnerable Adult policy as outlined
in appendix A to this report.

REASONS FOR RECOMMENDATION:
4.

To make clear the requirements to protect children and vulnerable adults.

SUMMARY OF KEY POINTS:
5.

The council constantly keeps under review its policies and procedures to ensure
they meet the needs of the council. It has been identified the council should have
a policy in place for any engagement it has with children and/or vulnerable adults.

6.

The policy outlined in appendix A, details what an employee, member or volunteer
should do if they suspect someone is being abused.

7.

This policy will help to maintain a safe and positive environment for children and
vulnerable adults.

8.

All employees and elected members will be required to sign the declaration
confirming they have read and understood the policy, once it has been approved
by council.

1

9.

The need for a policy has been identified as a result of the CLLD Keighley Works
scheme where employees, members and volunteers could particularly come in
contact with vulnerable adults.

FINANCIAL IMPLICATIONS AND BUDGET PROVISION:
10.

None arising from this report

TOWN PLAN IMPLICATIONS:
11.

Meets the Town Plan Key Objectives: CP016,

CLIMATE CHANGE IMPLICATIONS:
12.

N/A.

POLICY IMPLICATIONS:
13.

N/A.

DETAILS OF CONSULTATION:
14.

N/A.

BACKGROUND PAPERS:
15.

Appendix A – Child Protection and Vulnerable Adult policy

FURTHER INFORMATION PLEASE CONTACT: Joe Cooney,
joe.cooney@keighley.gov.uk, 01535 872126
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Keighley Town Council
Child Protection & Vulnerable Adult Policy
APPENDICES
None
1. INTRODUCTION
The purpose of this policy is to make clear to all members, staff, volunteers and contractors
what is required in relation to the protection of children, young people and vulnerable adults.
Children, young people and vulnerable adults have the right to participate, have fun and be safe
in the services provided for them and the activities they choose, or their parents / carers choose
for them. This policy will help to maintain a safe and positive environment for children and
vulnerable adults.
2. POLICY COVERAGE
This policy applies to all members, employees, volunteers and contractors working in
partnership with Keighley Town Council. Under the Children Act 2004, Keighley Town Council
has a duty to co-operate with Bradford Metropolitan District Council in discharging its duties as a
Children’s Services Authority and to promote the well-being of children and young people.
Bradford Metropolitan District Council is also the lead agency for the protection of vulnerable
adults.
It is not the role of Keighley Town Council to investigate allegations of abuse. However, all
members, employees, volunteers and contracted services providers have a responsibility to
take action when they suspect or recognise that a child or vulnerable adult may be a victim of
significant harm or abuse. This policy is to be used in conjunction with the Council’s Risk
Management Policy, Health and Safety Policies, Equal Opportunities Policy, Complaints Policy
and Procedure, Disciplinary and Grievance Procedures.
The phrase ‘children, young people and vulnerable adults’ refers to:
a) anyone under the age of 18 years,
b) someone who is over the age of 18 who is or may be in need of community care services by
reasons of mental health or other disability, age or illness and is, or may be, unable to take care
of him or herself, or unable to protect him or herself against significant harm or exploitation.
When the term ‘parents’ is used, it is used in the broadest sense to include parents, carers and
guardians.
3. POLICY PRINCIPLES
Keighley Town Council recognises that all children and vulnerable adults have an equal right to
protection from abuse. It is committed to safeguarding children and vulnerable adults and

protecting them from abuse when they are engaged in services organised and provided by, or
on behalf of, the Council.
Referrals of suspicions of abuse cannot be anonymous and should be made in the knowledge
that, during the course of enquiries, the agency that made that referral will be made clear.
Keighley Town Council will not tolerate the harassment of any member, employee, volunteer,
contracted service provider or child/vulnerable adult who raises concerns of abuse.
4. POLICY STATEMENT
Keighley Town Council is committed to taking all reasonable precautions to safeguard the
welfare of children and vulnerable persons that use its services and will promote a safeguarding
culture and environment.
•
•
•
•
•

•

it will endeavour to keep children and vulnerable adults safe from abuse.
suspicion of abuse will be responded to promptly and appropriately.
it will act in the best interests of the child or vulnerable adult at all times.
it will proactively seek to promote the welfare and protection of all children and
vulnerable adults living in the local community.
it will endeavour to ensure that unsuitable people are prevented from working with
children and vulnerable adults through, as appropriate, its recruitment and selection
policy and by reminding hirers of their safeguarding responsibilities.
it will take any concern made by a member, employee, volunteer or contracted service
provider or child / vulnerable adult seriously and treat it with sensitivity.

5. PROCEDURES AND SYSTEMS
5.1 Definitions of Abuse:
Abuse covers any form of physical, emotional, mental and sexual abuse including bullying,
including lack of care that leads to injury or harm. For vulnerable adults abuse may also be
financial.
Neglect is where people fail to meet a child’s or vulnerable person’s basic physical /
psychological needs and is likely to result in the serious impairment of their health or
development, e.g. failure to ensure that a child is protected from unnecessary risk of injury, or
exposing them to undue cold.
Physical Abuse is where physical pain or injury is caused, e.g. hitting, shaking, biting, etc.
Sexual Abuse is where children or vulnerable adults knowingly or unknowingly take part in an
activity that meets the sexual needs of the other person or persons involved. This includes
inappropriate photography or videoing.
Emotional / Mental Abuse is where there is persistent emotional ill treatment that causes
severe and persistent adverse effects on the child’s or vulnerable person’s emotional status e.g.
bullying (including cyber and text bullying), constant criticism and unrealistic pressure to
perform.
It is important to recognise that disabled children may be particularly vulnerable to abuse and
may have added difficulties in communicating what is happening to them. Dependency on
others for primary needs, e.g. feeding and clothing may make a person feel powerless to report
abusive treatment.

This policy is inclusive of all children, young people and vulnerable adults irrespective of their
age, gender, race or ethnicity, religion, disability or sexual preference.
5.2 Use of Video and Photography
The use of photographs and images of young people will be controlled to prevent possible
misuse. In general, agreement will be sought from parents or guardians that images can be
used as appropriate.
5.3 Responding to allegations
If a person discloses abuse by someone else:
•
•
•
•
•
•
•

•

Stay calm, take the allegation seriously
Allow the person to speak without interruption, accepting what is said, but DO NOT
investigate
Only ask questions for clarification, do not ask leading questions
Alleviate feelings of guilt and isolation, while passing no judgement. Reassure them that
they did the right thing by talking to you
Advise that you will try to offer support, but that you MUST pass the information on, do
not offer to keep secrets
Record the facts as you know them.
Refer the allegation immediately and directly to the appropriate person. If an employee
or volunteer is implicated, refer to their Line Manager. If a manager or another young
person is implicated, refer directly to the Town Clerk. If the Town Clerk is implicated,
refer to the Town Mayor. All allegations must be referred, no matter how insignificant
they seem to be, or when they occur.
Try to ensure that no-one is placed in a position which could cause further compromise.

As soon as possible after the incident or disclosure has occurred:
Write down notes, dates, times, facts, observations, and verbatim speech.
Ensure the correct details are available, the young person’s / vulnerable adult’s name
and address, and the name and address of their parent or guardian.
• Immediately contact the Social Services Department at Bradford Metropolitan District
Council. Ask for a duty officer and indicate that you wish to discuss a matter of child /
vulnerable person protection. Ask for the name of the person with whom you are
speaking. Do not filter out or withhold any information. Ask if there is anyone else who
should be informed.
• Inform the Local Authority’s Monitoring Officer (Head of Legal Services, Bradford
Metropolitan District Council).
• Prepare a confidential file. Record all notes, conversations and advice from Social
Services. Every effort should be made to ensure that confidentiality is maintained for all
concerned.
• Stored information in a secure place with limited access to designated people, in line
with data protection legislation.
• Follow the advice from Social Services; take no other action unless advised to do so by
Social Services.
If in doubt about the advice you have received at any stage refer to Social Services for
guidance.
•
•

5.4 Responding to concerns about a child’s welfare where there has been no specific
disclosure or allegation:

All members, employees, volunteers and organisations contracted to provide services on behalf
of the Council are encouraged to share concerns with the Town Clerk. The Town Clerk will, if
appropriate, make a referral to Social Services.
Recognising abuse is not always easy. The list below provides some indicators of abuse;
however, the list is not exhaustive and contains only indicators, not confirmation, of abuse:
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•
•

unexplained bruising, marks or injuries on any part of the body e.g. cigarette burns, bite
marks
bruises which reflect hand marks or fingertips (from slapping or pinching)
an injury for which the explanation seems inconsistent, or which has not been treated
adequately
sudden changes in behaviour, including becoming withdrawn or becoming aggressive,
severe temper outbursts.
reluctance to get changed e.g. for swimming.
neglected in appearance, dirty or ‘smelly’.
constant hunger, sometimes stealing food from others.
inappropriate dress for the conditions
fear of parents or carers being approached for an explanation.
flinching when approached or touched.
neurotic behaviour e.g. hair twisting, rocking
being unable to play
fear of making mistakes.
self-harm
fear of being left with a specific person or group of people, lack of trust in adults.
sexual knowledge which is beyond their age or development age
sexual drawings or language
saying they have secrets they cannot tell anyone about
not allowed to have friends.

5.5 Contact Details for Social Services, the Monitoring Officer, the Police and NSPCC:
Social Services Child Protection – Bradford Metropolitan District Council:
Telephone: 01274 431077
Monday to Thursday: 8.30am to 5pm Friday: 8.30am to 4.30pm
Outside of opening hours: this is handed over to the Emergency Duty Team (EDT).
Telephone: 01274 431010 (outside office hours)
Bradford Metropolitan District Council – Monitoring Officer:
Monday to Thursday 9.00 am to 5.00 pm. Friday 9.00 am to 4.00 pm.
Telephone: 01274 432496
West Yorkshire Police:
Non-emergency telephone: 101
Emergency telephone: 999
NSPCC Child Protection Helpline:

Telephone: 0808 800 5000
Textphone: 0800 056 0566
5.6 Confidentiality
Members, employees, volunteers and contracted service providers must not discuss allegations
of abuse, substantiated or not, with anyone other than in connection with the formal
investigation. Where it is necessary to put in procedures to prevent continuing abuse the matter
should be shared with the Town Clerk so that appropriate risk assessments may be undertaken.
6. PREVENTION
6.1 Recruitment
Prospective employees will be interviewed and previous, relevant experience will be noted. Two
appropriate references will be taken up for all employees. All employees will undergo a
probationary period.
All members, employees and volunteers who are required to carry out duties that involve
working with children or vulnerable adults or whose roles mean they come directly into contact
with children or vulnerable adults will be checked by the Disclosure & Barring Service (DBS)
and / or appropriate safeguarding agency. In line with best practice, these checks will be
repeated every three years.
6.2 Training
The council will make the Child Protection and Vulnerable Persons Safeguarding policy
available to all members, staff and volunteers. Line managers will encourage good practice and
identify any training needs required through the Council’s Appraisal System. Members will be
offered appropriate training on safeguarding children and vulnerable adults.
All members and employees will be expected to read this policy and sign the Declaration at the
end of the document.
6.3 Reporting
The Council is committed to maintaining an open culture where members, employees,
volunteers, children, vulnerable persons, parents, guardians and carers feel able to express
concerns both about child protection and issues of poor practice.
In addition to the procedures outlined in this policy, the Council’s Whistleblowing Policy and
Complaints Policy and Procedure are available to all members, staff, volunteers, and the
general public.
7.0 CODES OF PRACTICE AND BEHAVIOUR
These guidelines have been devised to protect children and vulnerable adults from abuse, as
well as to protect members, staff and volunteers from situations where false allegations may
occur.
The guidelines apply to those working with children or vulnerable persons involved in activities
organised by or on behalf of Keighley Town Council or at services provided by Keighley Town
Council.

Members, staff and volunteers must:
Treat everyone with respect, regardless of their age, ethnicity, social background, ability,
sexual orientation, culture or religious beliefs
• Provide an example of good conduct they wish others to follow
• Plan activities which involve more than one other person being present, or at least which
are within sight or hearing of others
• Respect a person’s right to personal privacy.
• Provide access for young people to talk to others about any concerns they may have.
• Encourage young people and adults to feel comfortable and caring enough to point out
attitudes or behaviours they do not like.
• Remember that someone else might misinterpret their actions, no matter how wellintentioned
• Recognise that special caution is required when discussing sensitive issues, such as
bullying, bereavement, abuse or personal development.
• Recognise that some children or vulnerable adults will be more vulnerable to abuse than
others, and may face extra barriers in getting help because of their race, gender, age,
religion, disability, sexual orientation, social background or culture.
• Challenge unacceptable behaviour and report all allegations/suspicions of abuse.
• Be identifiable and wear a name badge at all times.
Members, staff and volunteers must not:
•

Engage in physical horseplay, such as wrestling or tickling
Have any inappropriate verbal or physical contact with children or vulnerable people, or
make suggestive remarks or gestures
• Permit abusive youth peer activities (e.g. initiation ceremonies, ridiculing, bullying etc.)
• Play physical contact games with children or vulnerable adults
• Jump to conclusions about others without checking the facts
• Ask children or vulnerable adults to do things that are potentially dangerous, illegal or
otherwise unreasonable
• Exaggerate or trivialise abuse issues
• Show favouritism to any individual
• Rely on just their good name to protect them
• Believe it could “never happen to me”
• Take chances when common sense, policy or practice suggest a more prudent
approach
• Allow allegations made to go unchallenged, unrecorded and not acted upon.
Keighley Town Council takes its responsibility very seriously. Employees who breach these
guidelines will face investigation and may face disciplinary action, which could lead to a
dismissal. Volunteers in breach of the above Code of Conduct will have their services
terminated with immediate effect and their parent organisation (as appropriate) will be informed.
If a member does not adhere to the policy, there may be grounds for reporting their behaviour to
the Monitoring Officer, who may require an investigation under the Member Code of Conduct.
Where there is evidence of illegal activity, the member, employee or volunteer will be reported
to the relevant authorities and may face a criminal investigation.
•
•

8.0 PROCEDURE IN RELATION TO SPECIFIC SERVICES
8.1 Work Experience
Keighley Town Council may offer work experience placements through various local schemes.
The Council will ensure that employees working with children or vulnerable adults are aware of

the Child Protection and Vulnerable Adults Safeguarding Policy. Line managers are responsible
for the health, safety and welfare of work experience students who under law are regarded as
employees.
8.2 Function/Room Hall hire
Independent clubs and private individuals who regularly use the facilities operated by Keighley
Town Council should have appropriate child protection and vulnerable adult policies in place,
commensurate with the level of contact they have. Furthermore, their employees or volunteers
who have significant and regular unsupervised contact with children and vulnerable adults
should have satisfactory DBS checks.
The Council will state on its Booking Forms that it is the Council’s expectation that groups will
follow good practice procedures in relation to Child and Vulnerable Adult Safeguarding.
8.3 Use of Contractors
Keighley Town Council will take reasonable care that contractors doing work on behalf of the
Council are monitored appropriately. Any contractor or sub-contractor engaged by the Council in
areas where workers are likely to come into regular contact with children, young people or
vulnerable adults, should have its own equivalent Child Protection and vulnerable adult policies,
or failing this, must comply with the terms of this policy. This requirement will be written into the
contract. If this is not met, the contractor will be deemed to be in breach of their contract.
8.4 Internet and e-mail Policy
Please refer to Keighley Town Council’s IT policy.
8.5 First Aid
The administration of first aid to children, young people and vulnerable adults can present risks.
Under ordinary circumstances, a child or young person can be administered with first aid only if
their parent or guardian expressly permits this course of action.
When administering first aid, wherever possible, employees should ensure that another adult is
present, or is aware of the action being taken. Parents/carers should always be informed when
first aid is administered.
Child welfare is of paramount importance. In certain circumstances members, employees,
volunteers and contracted service providers may undertake first aid as a last resort, notifying
parents / carers as soon as possible, to minimise a child’s or vulnerable adult’s distress.
8.6 Special Events - Photography
It is an unfortunate fact that some people have used children and young people’s events as
opportunities to take inappropriate photographs or footage of children, every attempt should be
made to ensure that this does not happen. Members, employees, volunteers and contracted
service providers should be vigilant at all times. Anyone using cameras or film recorders for or
on behalf of the Council should obtain consent from the parents of children being photographed
or filmed before the activity commences.
When commissioning professional photographers or inviting the press to cover Council services,
events and activities the Council’s expectations must be made clear in relation to child
protection by checking the credentials of any photographers, ensuring identification is worn and
by not allowing unsupervised access to children or one to one photographic sessions.

9.0 MISUSE OF PROCEDURE
Malicious complaints about a member or an employee(s) and/or serious and/or persistent abuse
of these safeguarding policies and procedures will not be tolerated and will be dealt with through
Keighley Town Council’s disciplinary process.
10.0 POLICY MONITORING AND REVIEW
All incidents, allegations of abuse and complaints will be recorded and monitored.
This policy will be reviewed every four years, and will also be revised in the light of changing
needs, changes in legislation and guidance, or in the light of experience.
11.0 DECLARATION
Keighley Town Council is fully committed to safeguarding the well being of children, young
people and vulnerable adults and promoting their welfare. Representing Keighley Town Council
as an Elected Member or working as an employee, volunteer or contracted service provider of
Keighley Town Council it is important that you have taken the time to thoroughly read the
Safeguarding Policy and Procedures document.
By being made aware of the policy it is our intention to ensure that all are proactive in providing
a safe and secure environment for the children and vulnerable adults in our community.
……………………………………………………………………………………….
Declaration:
I have received, read and understood the Keighley Town Council Child Protection and
Vulnerable Adults Safeguarding Policy and Procedures document. By signing I agree to
adhere to the principles of the policy.

Signed:
Name:
Date:

THIS WILL BE KEPT IN YOUR PERSONNEL FILE

KEIGHLEY TOWN COUNCIL

Item 14

REPORT TO FULL COUNCIL
REPORT
AUTHOR

Town Clerk
Joe Cooney

EMAIL
Date

Joe.cooney@keighley.gov.uk
Thursday 24 June 2021

SUBJECT

Time off in lieu (TOIL) Policy

PURPOSE:
1.

To seek members approval of the draft Time off in lieu policy as recommended
by the Human Resources committee.

RECOMMENDATION(s):
2.

Members approve the Time off in lieu (TOIL) policy outlined in Appendix A.

REASONS FOR RECOMMENDATION:
3.

To effectively manage employees working hours

SUMMARY OF KEY POINTS:
4.

Previously members have expressed a desire for a policy to ensure employees
lieu time is managed effectively.

5.

The draft policy included in Appendix A, sets out the maximum amount of lieu time
an employee can accrue at any one time. The suggested amount is a maximum of
7 days which equates to 52.5 hours for full time staff and the equivalent for part
time staff.

6.

The policy also sets a maximum of 1 day or 7.5 hours which employees can go
into deficit in extreme circumstances, and this will have to be agreed by the
appropriate line manager in advance.

7.

At present only one staff member, the Town Clerk, has accrued lieu time more than
the maximum allowed by the policy. At the time of writing the lieu time totaled 74
hours or approximately 10 days.

1

8.

The Town Clerk will reduce the current accrued lieu time down to the maximum
limit by the end of June 2021. Subject to leave requests being authorised.

FINANCIAL IMPLICATIONS AND BUDGET PROVISION:
9.

None.

TOWN PLAN IMPLICATIONS:
10.

Meets the Town Plan Key Objectives: CP016

CLIMATE CHANGE IMPLICATIONS:
11.

N/A.

POLICY IMPLICATIONS:
12.

N/A.

DETAILS OF CONSULTATION:
13.

N/A.

BACKGROUND PAPERS:
14.

Appendix A – Time off in lieu (TOIL) policy

FURTHER INFORMATION PLEASE CONTACT: Joe Cooney,
joe.cooney@keighley.gov.uk, 01535 872126
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Keighley Town Council
Time off in Lieu (TOIL) Policy
APPENDICES
None
Purpose
The Council recognises that it may be necessary for employees to undertake work outside of
their normal core working hours (e.g., to attend evening meetings, or to complete urgent work).
The Council has a duty to protect the health and safety of its employees by ensuring that they
do not work excessive hours and that, where it is necessary for them to work additional hours,
they are appropriately recompensed.
The purpose of this policy is to ensure that Employees are aware of and understand the
Council’s time off in lieu (TOIL) arrangements so that they are applied consistently.
Scope
This policy and procedure applies to all Employees of Keighley Town Council.
What is Time Off in Lieu?
Time Off in Lieu (TOIL) is defined as time taken off work by Employees in recompense for
additional hours worked outside of their normal working hours.
Accruing TOIL
Employees are required to record daily attendance on an electronic timesheet. Employees are
responsible for accurately completing their individual timesheet and the Line Manager is
responsible for ensuring the accuracy of information on the timesheet and the continuity of
workflow.
Where an Employee has been asked to attend an event at a location which is not in their usual
place of work they may also record excess travel time as part of their working hours i.e. travel
time to the event / meeting minus normal travel to work time.
Managers must ensure that the Employees working hours adhere to the requirements of the
Working Time Regulations. If the Employee’s weekly working hours exceed the 48-hour
maximum, the Line Manager must ensure that the employee completes an opt-out form.
If the employee is regularly required to work additional hours, managers are advised to
undertake a review of working arrangements.
Excessive levels of TOIL should not be accumulated. The maximum level of TOIL that can be
accumulated at any one time is 7 working days for full time staff or the equivalent pro rata for

part time staff. The maximum deficit level of TOIL that can be accumulated at any one time is 1
working day.
In circumstances where Employees are unable to take TOIL due to work pressures, they may
carry the TOIL over the maximum level. However, this TOIL must be taken as soon as
practicably possible.
TOIL is not intended to be used to accumulate extra leave, neither is it a system to accumulate
leave due to individuals own work preferences. Any suspected abuse of TOIL may be treated as
a disciplinary matter.
Redeeming TOIL
TOIL can only be taken if agreed by the Employees Line Manager. Any requests will be
considered in line with operational requirements.
TOIL can only be taken subject to sufficient hours accrued. Unless in extreme circumstances.
Extreme circumstances would be an Employee having a sick relative. This would normally be
treated as unpaid leave, but employees may make up the time under their TOIL agreement.

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
Administrative

Information Technology

Software Support

Maintenance

Events

Property
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Type of potential contracts
- Supply of stationery
- Supply of janitorial needs
- Mobile phones
- Website hosting & design
- Payroll services
- HR & Health and Safety Advisors
- Hardware
- Computers
- Printers
- Telephony
- Internet Connectivity
- Server maintenance
- Software support
- IT support
- IT Security
- Bespoke software
- CCTV
- CCTV
- General Allotment work
- Repair and Maintenance of various
sites
- Design & Printing
- Traffic Management
- First Aid
- Fairground operators
- Caterers
- 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
Review: May 2021

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

Adopted: April 2020

Review: May 2021

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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Appendix A

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
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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.

8.

a. If you are a company, please give
the name and registered office of any
ultimate holding company if
appropriate.

Name:

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

Other companies by name:

Registered Office:

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.

c.

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:

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:

Year:

Turnover:

Year:

Turnover:

last three years:

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
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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Appendix B

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
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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.
A1

GENERAL CONDITIONS OF THE APPROVED LIST
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:

A8

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.

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
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Keighley Town Council
Code of Conduct for Council Employees
APPENDICES
Appendix A – Conflict of Interest & Declaration Form

1. Context
1.1 This Code sets out the standards which are expected of all employees (Officers), under
contract of employment with the Council and includes permanent, temporary, part-time, casual,
voluntary and agency staff.
2. Standards
2.1 All employees are expected to give the highest possible standard of service to the public,
and, where it is part of their duties, to provide appropriate and impartial advice to Councillors
and fellow Officers.
2.2 Employees must always remember their responsibilities to the community they serve and
ensure courteous, efficient and impartial delivery of services to all groups and people within the
community according to the Council’s policies. Officers, in performing their duties must act with
integrity, honesty, impartiality and objectivity.
2.3 Employees must not divulge to any person (other than another member of staff or member
of the Council that requires the information for the performance of their duties), any information
which has been obtained by reason of their employment, except where that information is in the
public domain as stipulated in the Data Protection Act 2018.
2.4 In particular, no member of staff shall divulge personal information regarding any employee,
person or contractor, having dealings with the Council and information relating to tenders or
other such issues as stipulated in the Data Protection Act 2018.
2.5 Whilst Officers are encouraged to be open to the press, the press should only be provided
with information which normally would be available to the public. If an employee has any doubt
as to whether information can be disclosed, they should seek prior approval from the Town
Clerk.
3. Relations
3.1 Employees serve the Council as a whole and must ensure the individual rights of all elected
Members are respected. Whether or not employees are politically restricted by law, they must
follow the lawfully expressed policies of the Council and must not allow their own personal or
political opinions to interfere with their work.
3.2 Mutual respect between Officers and Councillors is essential. It is therefore vital that all
Officers conduct themselves in an exemplary manner in all aspects of their work, in particular:
-

Working relationships should always be kept on a professional basis

-

Personal familiarity with individual Members is to be avoided
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-

Members and other staff should be dealt with sympathetically, efficiently, with courtesy
and without bias.

4. Standing Orders
4.1 Whilst Officers may not use Standing Orders in their day-to-day work they should be aware
that it is a useful reference for all matters relating to the composition of the Council, rules about
Members, committee meetings, financial and procurement procedures and other issues of
relevance to Officers.
4.2 All Officers involved in financial activities and transactions on behalf of the Council, including
budgetary control, payment of accounts, payments of salaries, use of charge cards and orders
for works, must abide by the Council’s Financial Regulations.
5. Fraud and Corruption
5.1 Employees will be made aware that it is a serious criminal offence under the Bribery Act
2010 and the Prevention of Corruption Act 2018 to receive or give any gift, loan or reward or
advantage in their official capacity “for doing” or “not doing”, or “showing favour or disfavour to
any person”. All relationships of a personal or business nature with external contractors or
suppliers, or potential contractors and suppliers, must be declared to the Town Clerk at the
earliest opportunity. If an allegation is made it is for the Officer to demonstrate that any such
rewards have not been corruptly obtained.
5.2 For an employee’s own protection, if anyone makes an approach or might seem to a third
party, to be trying to obtain some form of preferential treatment, or there are any suspicious
circumstances in connection with a contract, they must report the matter to the Town Clerk.
6. Gifts and Hospitality
6.1 Employees are required to adhered to the guidance included in the Gifts & Hospitality
Policy, including the requirement for any offer of gifts or hospitality to be recorded in the Gifts
and Hospitality Register.
7. Council Resources
7.1 The Council is responsible for the efficient use of the public resources it controls. Officers
must not use Council premises, property, vehicles, time or other resources for anything other
than Council work unless authorised to do so.
7.2 Employees using computers as part of their duties should make themselves familiar with the
rules relating to personal use of equipment, the prohibitions on accessing or downloading racist,
sexist, pornographic or violent websites or material, virus protection and the use of unapproved
software.
7.3 Incoming personal telephone calls are allowed only in case of emergency and outgoing calls
can only be made with the prior permission of the Line Manager.
7.4 Personal use of e-mail is not allowed, and the Internet may only be accessed for personal
use during the lunch break and not in working hours.
7.5 All creative designs, writings, drawings and inventions produced which are directly related to
an employee’s work with the Council remains the property of the Council.
7.6 Employees are required to consider sustainability issues when undertaking their duties,
including the procurement of goods and services. In particular employees should seek
opportunities to improve and promote energy conservation, advocate recycling and waste
minimisation, reduce pollution and support positive initiatives to improve the environment.
8. Concerns

Approved: 23rd March 2020

-2-

Review: May 2021

8.1 The Council is committed to the highest standards of openness, probity and accountability. If
an employee has any concerns arising from their employment contract or employment in
general, they should follow the Council’s Grievance Procedure.
8.2 Any concerns about other aspects of the operation of the Council, such as illegal, improper,
unethical behaviour or anything else that is inconsistent with this Code, Council Policies and
Procedures or Standing Orders, an employee should follow the requirements of the Public
Interest Disclosure Act 2013.
9. Leaving
9.1 After leaving the Council, ex-employees still have a duty not to disclose personal data
relating to others or exempt/confidential information that has been acquired in the course of
working for the Council.
10. Review
10.1 The Council will keep this policy under review and will make changes as deemed
appropriate following consultation with Officers.
Any breaches of these instructions may lead to disciplinary action that could lead to
possible dismissal.
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Appendix A

KEIGHLEY TOWN COUNCIL
Code of Conduct for Council Employees
Conflict of Interest and Declaration form

The Council’s Code of Conduct for Employees requires the completion of this form. You must declare
any private or personal interest which may relate to your work within the Council and could result in a
conflict or apparent Conflict of Interest. Refer to the Code for guidance on completion of this form.
Section One – Personal Details
Name……………………………………………

Post Title……………………………………………

Service Area …………………………………..
Work Address ……………………………………………………………………………………………...
……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
……………………………………………. Phone No (work) ……………………………………………
Name of Line Manager …………………………………………………………………………………..
Section 2 – Type of Interest
Financial (you)

Membership of Organisation/Club

Financial (close family member/friend)

Other (please explain)

Section 3 – Explanation of Conflict or Potential Conflict
Please provide as much detail as possible and explain why you consider this is or could be interpreted
as a conflict of interest (continue on a separate sheet if necessary).

Section 4 – Approval Granted
Approved: 23rd March 2020
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Please explain the reasons for granting approval (continue on a separate sheet if necessary)

Section 5 – For completion by the Town Clerk
Name……………………………………………

Post Title……………………………………………

Service Area …………………………………..
Work Address ……………………………………………………………………………………………...
……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
……………………………………………. Phone No (work) ……………………………………………
Section 6 – Declaration
I confirm that the information completed on this form is accurate and contains all the relevant details.
Signed (Employee)………………………………………..

Date ……………………………………….

I also confirm that I have notified the employee concerned of further action he/she must not undertake.
Any approvals granted will be recorded on this form and reasons provided.
Signed (Town Clerk) ……………………………………… Date ………………………………………….
This form will be placed on the employees personal file
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Keighley Town Council
Code of Conduct for Council Employees
APPENDICES
Appendix A – Conflict of Interest & Declaration Form

1. Context
1.1 This Code sets out the standards which are expected of all employees (Officers), under
contract of employment with the Council and includes permanent, temporary, part-time, casual,
voluntary and agency staff.
2. Standards
2.1 All employees are expected to give the highest possible standard of service to the public,
and, where it is part of their duties, to provide appropriate and impartial advice to Councillors
and fellow Officers.
2.2 Employees must always remember their responsibilities to the community they serve and
ensure courteous, efficient and impartial delivery of services to all groups and people within the
community according to the Council’s policies. Officers, in performing their duties must act with
integrity, honesty, impartiality and objectivity.
2.3 Employees must not divulge to any person (other than another member of staff or member
of the Council that requires the information for the performance of their duties), any information
which has been obtained by reason of their employment, except where that information is in the
public domain as stipulated in the Data Protection Act 2018.
2.4 In particular, no member of staff shall divulge personal information regarding any employee,
person or contractor, having dealings with the Council and information relating to tenders or
other such issues as stipulated in the Data Protection Act 2018.
2.5 Whilst Officers are encouraged to be open to the press, the press should only be provided
with information which normally would be available to the public. If an employee has any doubt
as to whether information can be disclosed, they should seek prior approval from the Town
Clerk.
3. Relations
3.1 Employees serve the Council as a whole and must ensure the individual rights of all elected
Members are respected. Whether or not employees are politically restricted by law, they must
follow the lawfully expressed policies of the Council and must not allow their own personal or
political opinions to interfere with their work.
3.2 Mutual respect between Officers and Councillors is essential. It is therefore vital that all
Officers conduct themselves in an exemplary manner in all aspects of their work, in particular:
-

Working relationships should always be kept on a professional basis

-

Personal familiarity with individual Members is to be avoided
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-

Members and other staff should be dealt with sympathetically, efficiently, with courtesy
and without bias.

4. Standing Orders
4.1 Whilst Officers may not use Standing Orders in their day-to-day work they should be aware
that it is a useful reference for all matters relating to the composition of the Council, rules about
Members, committee meetings, financial and procurement procedures and other issues of
relevance to Officers.
4.2 All Officers involved in financial activities and transactions on behalf of the Council, including
budgetary control, payment of accounts, payments of salaries, use of charge cards and orders
for works, must abide by the Council’s Financial Regulations.
5. Fraud and Corruption
5.1 Employees will be made aware that it is a serious criminal offence under the Bribery Act
2010 and the Prevention of Corruption Act 2018 to receive or give any gift, loan or reward or
advantage in their official capacity “for doing” or “not doing”, or “showing favour or disfavour to
any person”. All relationships of a personal or business nature with external contractors or
suppliers, or potential contractors and suppliers, must be declared to the Town Clerk at the
earliest opportunity. If an allegation is made it is for the Officer to demonstrate that any such
rewards have not been corruptly obtained.
5.2 For an employee’s own protection, if anyone makes an approach or might seem to a third
party, to be trying to obtain some form of preferential treatment, or there are any suspicious
circumstances in connection with a contract, they must report the matter to the Town Clerk.
6. Gifts and Hospitality
6.1 Employees are required to adhered to the guidance included in the Gifts & Hospitality
Policy, including the requirement for any offer of gifts or hospitality to be recorded in the Gifts
and Hospitality Register.
7. Council Resources
7.1 The Council is responsible for the efficient use of the public resources it controls. Officers
must not use Council premises, property, vehicles, time or other resources for anything other
than Council work unless authorised to do so.
7.2 Employees using computers as part of their duties should make themselves familiar with the
rules relating to personal use of equipment, the prohibitions on accessing or downloading racist,
sexist, pornographic or violent websites or material, virus protection and the use of unapproved
software.
7.3 Incoming personal telephone calls are allowed only in case of emergency and outgoing calls
can only be made with the prior permission of the Line Manager.
7.4 Personal use of e-mail is not allowed, and the Internet may only be accessed for personal
use during the lunch break and not in working hours.
7.5 All creative designs, writings, drawings and inventions produced which are directly related to
an employee’s work with the Council remains the property of the Council.
7.6 Employees are required to consider sustainability issues when undertaking their duties,
including the procurement of goods and services. In particular employees should seek
opportunities to improve and promote energy conservation, advocate recycling and waste
minimisation, reduce pollution and support positive initiatives to improve the environment.
8. Concerns
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8.1 The Council is committed to the highest standards of openness, probity and accountability. If
an employee has any concerns arising from their employment contract or employment in
general, they should follow the Council’s Grievance Procedure.
8.2 Any concerns about other aspects of the operation of the Council, such as illegal, improper,
unethical behaviour or anything else that is inconsistent with this Code, Council Policies and
Procedures or Standing Orders, an employee should follow the requirements of the Public
Interest Disclosure Act 2013.
9. Leaving
9.1 After leaving the Council, ex-employees still have a duty not to disclose personal data
relating to others or exempt/confidential information that has been acquired in the course of
working for the Council.
10. Review
10.1 The Council will keep this policy under review and will make changes as deemed
appropriate following consultation with Officers.
Any breaches of these instructions may lead to disciplinary action that could lead to
possible dismissal.
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Appendix A

KEIGHLEY TOWN COUNCIL
Code of Conduct for Council Employees
Conflict of Interest and Declaration form

The Council’s Code of Conduct for Employees requires the completion of this form. You must declare
any private or personal interest which may relate to your work within the Council and could result in a
conflict or apparent Conflict of Interest. Refer to the Code for guidance on completion of this form.
Section One – Personal Details
Name……………………………………………

Post Title……………………………………………

Service Area …………………………………..
Work Address ……………………………………………………………………………………………...
……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
……………………………………………. Phone No (work) ……………………………………………
Name of Line Manager …………………………………………………………………………………..
Section 2 – Type of Interest
Financial (you)

Membership of Organisation/Club

Financial (close family member/friend)

Other (please explain)

Section 3 – Explanation of Conflict or Potential Conflict
Please provide as much detail as possible and explain why you consider this is or could be interpreted
as a conflict of interest (continue on a separate sheet if necessary).

Section 4 – Approval Granted
Approved: 23rd March 2020
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Please explain the reasons for granting approval (continue on a separate sheet if necessary)

Section 5 – For completion by the Town Clerk
Name……………………………………………

Post Title……………………………………………

Service Area …………………………………..
Work Address ……………………………………………………………………………………………...
……………………………………………………………………………………………………………….
……………………………………………………………………………………………………………….
……………………………………………. Phone No (work) ……………………………………………
Section 6 – Declaration
I confirm that the information completed on this form is accurate and contains all the relevant details.
Signed (Employee)………………………………………..

Date ……………………………………….

I also confirm that I have notified the employee concerned of further action he/she must not undertake.
Any approvals granted will be recorded on this form and reasons provided.
Signed (Town Clerk) ……………………………………… Date ………………………………………….
This form will be placed on the employees personal file

Approved: 23rd March 2020
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Keighley Town Council
Gifts & Hospitality Policy
APPENDICES
Gift & Hospitality Register 2020/21
1.

2.

3.

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.

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.

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

4.

5.

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.

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.

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

6.

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.

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 nonexisting 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.

9.

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).

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
9.2.2
9.2.3
9.2.4
9.2.5
9.2.6

A full description of the gift and/or hospitality offered;
The 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 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 Intention if accepted
accepted or
i.e. consume, partake
declined
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
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Keighley Town Council
Investment Policy
APPENDICES
None
Investment Strategy
The Town Council acknowledges the importance of prudently investing surplus funds held on
behalf of the community. All investments will be made in line with the Council’s financial
procedures and observations, or advice received from the Council’s internal and external auditors,
supported as necessary by advice from a financial advisor.
The Council will ensure it has adequate though not excessive cash resources, overdraft or
standby facilities to enable it at all times to have the level of funds available which are necessary
for the achievement of its service objectives.
Investment Objectives
1. The Council’s investment priorities are the security of reserves and adequate liquidity of its
investments.
2. The Council will aim to maximise income from its investments commensurate with proper levels
of security and liquidity.
3. The Council will seek to ensure that investment income is consistent one year to the next.
4. Where external investment managers are used, they will be contractually required to comply
with this Strategy.
5. In balancing risk against return, this Council is more careful to avoid risks than to maximise
returns.
Specified Investments
Specified investments are those offering high security and high liquidity, made in sterling and
maturation of no more than a year. Such short-term investments made with the UK Government
or a local authority or town or parish council will automatically be Specified Investments.
For prudent management of its treasury balances, maintaining sufficient levels of security and
liquidity, Keighley Town Council will use:
•
•
•

Deposits with banks, building societies, local authorities or other public authorities.
Other recognised funds specifically targeted at the Public Sector.
The total amount invested each year shall not exceed 65% of the available general
reserves available in the current financial year. (excluding Ear Marked Reserves and
budget commitments).
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•

The choice of institution and length of deposit will be at the discretion of the Town Clerk,
in consultation with the RFO and Chairman of the Finance & Audit Committee and will be
reported to the next meeting of the Finance & Audit Committee.

Non-Specified Investments
These investments have greater potential risk such as investments in the money market, stocks
and shares. The Council will use the services of an appointed FSA accredited financial advisor
on the investment of these funds. The choice of investment company will be reviewed within the
first year of every new administration following an election or more frequently if the performance
of the investments is not meeting the required objectives or at the Town Clerk’s, in conjunction
with RFO discretion.
End of Year Investment Report
At the end of each financial year the Town Clerk/RFO will present a report on the investment
activity to the Finance & Audit Committee.
Review and Amendment of Regulations
This Strategy will be reviewed annually by the Finance & Audit Committee. The Committee
reserves the right to make variations to the Strategy at any time, subject to the approval of the
Full Council.
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Keighley Town Council
Lone Working Policy
APPENDICES
None

1. Purpose
The purpose of this policy is to describe the measures that Keighley Town Council considers
necessary to manage the risk present when employees are required to work alone.
2. Definition
Lone working includes both members of staff alone in a building and those whose duties involve
working outside where there is no close, frequent or regular contact with other colleagues.
3. Policy
The Council will, as far as is reasonably practicable, ensure that:
-

employees required to work alone are protected from risks to their health, safety and
welfare

-

any risks are identified in discussion with the Line Manager and any actions required to
mitigate high risks are taken before lone working is undertaken

-

employees take responsibility for their own safety and understand that they must remove
themselves immediately from any dangerous situation. Such action and concerns must
be reported immediately to the line manager.

4. Legal Responsibilities
Section 2(1) of the Health & Safety at Work Act 1974 places a duty on every employer to
ensure, as far as is reasonably practicable, the health, safety and welfare of employees. In
addition, the Management of Health & Safety at Work Regulations 1999 places a duty on the
employer to consider all reasonably foreseeable hazards and to take the appropriate action to
reduce the possible risk of injury to the lowest level that is practicable to achieve.
5. Who is at Risk
All employees who, as part of their contracted duties, are required to work alone and without
direct supervision are at risk. This policy does not set out to identify all the situations where
employees may be at risk from working alone but concentrates on describing the arrangements
that must be in place to eliminate or manage the associated risks. Lone working itself is not
necessarily high risk but the activity that is being performed may well be. It is important that
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these individuals are made aware of the outcome of the risk assessment and informed of any
necessary control measures.
6. Assessing the Risk
Line managers are responsible for identifying and assessing the risks of lone working both in
terms of the likelihood of causing harm and also the severity of an injury. Consideration will be
given to whether the activity is one that can be safely accomplished by one person or whether
the presence of another member of staff would be advisable. If a risk cannot be eliminated
completely, action must be taken to reduce the risk to the lowest level practicably achievable.
7. Specific Guidance
Line managers should take account of the following factors when evaluating the risk:
-

the degree of isolation

-

the type of work activity

-

the level of supervision and support

-

contact or proximity with members of the public

Any person who is recruited for a job likely to involve lone working should be reasonably
physically fit and must declare if they have any medical disability that may put them at risk whilst
working alone, e.g. hearing impairment, diabetes. A First Aid kit should be readily available at all
times in order to render First Aid for minor injuries that may be sustained.
All lone workers must have access to a mobile telephone which must be switched on so that
they may be contacted or to summon help should the need arise.
For all high-risk activities, e.g. where activity is remote from other people, it is imperative that
the employee gives clear details to the Line Manager as to their location(s) during the day.
Panic alarms will be offered to lone working staff, but any member of staff may have one if they
wish. These can be used to summon assistance in the event of an attack and will disorientate
potential attackers.
Lone workers must contact a nominated person in the office before they finish work for the day if
they intend to go directly home. If they are planning to work outside of standard hours this must
be agreed in advance with the Line Manager.
8. Duties of the Line Manager
In order to fulfil its statutory responsibilities, the Council places specific duties on all managers
to ensure:
-

All lone working activities are formally identified, and appropriate risk assessments
undertaken, which identify the potential risk to lone workers and the control measures
necessary to minimise those risks, as far as reasonably practicable.

-

Arrangements for lone working are communicated effectively and the details of what can
or cannot be done while working alone is made clear

-

The lone worker is made aware of the hazards and understands all the necessary
control measures that need to be put in place.

-

Reasonable enquiries are made to ensure that the lone worker is medically fit to
undertake work alone.
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-

Adequate supervision, instruction and training are in place and that the lone worker is
competent. The extent of the supervision is a management decision, which should be
established through a risk assessment process.

-

Monitoring of lone working practices is in place to ensure that control measures
identified in the lone working risk assessment are being adhered to.

9. Employee Duties
All employees have a responsibility to ensure their own safety and to abide by Council
procedures. Employees should not knowingly place themselves in situations which expose them
to additional risk by working alone. If a person finds that they are placed in a situation, which
may be considered to be that of a ‘lone worker’, then they should ensure that their Line Manager
is made aware of those circumstances at the earliest opportunity and then assist in the process
of identifying the steps needed to either prevent the lone worker situation from arising, or, if this
is not possible, assist in developing the precautions necessary to ensure their own safety.
Lone workers have a responsibility to inform their Line Manager if they have any concerns over
the effectiveness and efficiency of the agreed arrangements and also whether there are any
reasons why they would not be able to work alone or to continue to work alone in safety.
10. Risk Assessment
The Risk Assessment Process will be undertaken as a collaborative exercise by both the lone
worker and their line manager and that the agreed safe working procedures are recorded and
communicated to all persons who may be required to work alone and any other employees who
have a role in ensuring their safety.
The following outlines the steps that must be taken for a lone working risk assessment:
1. Identify the hazards to which the person may be exposed. The hazards are likely to be the
same for a particular activity whether lone working or not. The assessment of the risks to which
a lone worker may be exposed must take into account normal and foreseeable scenarios.
The hazards may be such that the risk cannot be controlled sufficiently and therefore lone
working is prohibited. Examples of high-risk activities where at least one other person will need
to be present include:
-

working on or near water

-

operating power tools and machinery

-

working at height

-

chemicals which are corrosive, toxic, explosive, flammable or asphyxiant products or
cause reactions.

2. Identify all persons who may be required to work alone. Consideration must be given to an
individual’s ability to carry out their activities safely on their own. Some individuals may be at
greater risk than others, for example, expectant and expectant mothers and young persons or
those who are new to a role. It may be necessary to make reasonable enquiries to ensure that
lone workers are medically fit to undertake the work alone.
3. Assess whether current controls are adequate, and if not, consider what additional/alternative
control measure(s) should be put in place. Examples of control measures include the provision
of suitable training and communication strategies.
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4. Record the Risk Assessment findings for any significant risks identified. Ensure that the lone
worker is made aware of the findings of the Risk Assessment.
11. Monitoring and Review
Arrangements which are implemented to ensure the safety of lone workers need to be subject to
a monitoring regime which is commensurate with the risk, by their Line Manager. Risk
Assessments are to be reviewed if any significant changes take place, following an accident /
incident or following any concerns being raised. Any review should make sure existing control
measures are adequate and check if any additional controls are needed.
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Keighley Town Council
Councillor Code of Conduct
APPENDICES
•
•
•

Appendix A
Appendix B
Appendix C

Seven Principles of Public Life
Registering Interests
The Committee on Standards in Public Life

Definitions
For the purposes of this Code of Conduct, a “councillor” means a member or co-opted member of a
local authority or a directly elected mayor. A “co-opted member” is defined in the Localism Act 2011
Section 27(4) as “a person who is not a member of the authority but who;
a)

is a member of any committee or sub-committee of the authority, or;

b)
is a member of, and represents the authority on, any joint committee or joint sub- committee of
the authority;
and who is entitled to vote on any question that falls to be decided at any meeting of that committee
or sub-committee”.
For the purposes of this Code of Conduct, “local authority” includes county councils, district councils,
London borough councils, parish councils, town councils, fire and rescue authorities, police
authorities, joint authorities, economic prosperity boards, combined authorities and National Park
authorities.
Purpose of the Code of Conduct
The purpose of this Code of Conduct is to assist you, as a councillor, in modelling the behaviour that
is expected of you, to provide a personal check and balance, and to set out the type of conduct that
could lead to action being taken against you. It is also to protect you, the public, fellow councillors,
local authority officers and the reputation of local government. It sets out general principles of conduct
expected of all councillors and your specific obligations in relation to standards of conduct. The LGA
encourages the use of support, training and mediation prior to action being taken using the Code. The
fundamental aim of the Code is to create and maintain public confidence in the role of councillor and
local government.
General principles of councillor conduct
Everyone in public office at all levels; all who serve the public or deliver public services, including
ministers, civil servants, councillors and local authority officers; should uphold the Seven Principles of
Public Life, also known as the Nolan Principles.
Building on these principles, the following general principles have been developed specifically for the
role of councillor.

In accordance with the public trust placed in me, on all occasions:
•

I act with integrity and honesty

•

I act lawfully

•

I treat all persons fairly and with respect; and

•

I lead by example and act in a way that secures public confidence in the role of councillor.

In undertaking my role:
•

I impartially exercise my responsibilities in the interests of the local community

•

I do not improperly seek to confer an advantage, or disadvantage, on any person

•

I avoid conflicts of interest

•

I exercise reasonable care and diligence; and

•
I ensure that public resources are used prudently in accordance with my local authority’s
requirements and in the public interest.
Application of the Code of Conduct
This Code of Conduct applies to you as soon as you sign your declaration of acceptance of the office
of councillor or attend your first meeting as a co-opted member and continues to apply to you until
you cease to be a councillor.
This Code of Conduct applies to you when you are acting in your capacity as a councillor which may
include when:
•

you misuse your position as a councillor

•
Your actions would give the impression to a reasonable member of the public with knowledge
of all the facts that you are acting as a councillor;
The Code applies to all forms of communication and interaction, including:
•

at face-to-face meetings

•

at online or telephone meetings

•

in written communication

•

in verbal communication

•

in non-verbal communication

•

in electronic and social media communication, posts, statements and comments.

You are also expected to uphold high standards of conduct and show leadership at all times when
acting as a councillor.
Your Monitoring Officer has statutory responsibility for the implementation of the Code of Conduct,
and you are encouraged to seek advice from your Monitoring Officer on any matters that may relate
to the Code of Conduct. Town and parish councillors are encouraged to seek advice from their Clerk,
who may refer matters to the Monitoring Officer.
Standards of councillor conduct

This section sets out your obligations, which are the minimum standards of conduct required of you
as a councillor. Should your conduct fall short of these standards, a complaint may be made against
you, which may result in action being taken.
Guidance is included to help explain the reasons for the obligations and how they should be followed.
General Conduct
1.

Respect

As a councillor:
1.1

I treat other councillors and members of the public with respect.

1.2
I treat local authority employees, employees and representatives of partner organisations and
those volunteering for the local authority with respect and respect the role they play.
Respect means politeness and courtesy in behaviour, speech, and in the written word. Debate and
having different views are all part of a healthy democracy. As a councillor, you can express,
challenge, criticise and disagree with views, ideas, opinions and policies in a robust but civil manner.
You should not, however, subject individuals, groups of people or organisations to personal attack.
In your contact with the public, you should treat them politely and courteously. Rude and offensive
behaviour lowers the public’s expectations and confidence in councillors.
In return, you have a right to expect respectful behaviour from the public. If members of the public are
being abusive, intimidatory or threatening you are entitled to stop any conversation or interaction in
person or online and report them to the local authority, the relevant social media provider or the
police. This also applies to fellow councillors, where action could then be taken under the Councillor
Code of Conduct, and local authority employees, where concerns should be raised in line with the
local authority’s councillor- officer protocol.
2.

Bullying, harassment and discrimination As a councillor:

2.1

I do not bully any person.

2.2

I do not harass any person.

2.3

I promote equalities and do not discriminate unlawfully against any person.

The Advisory, Conciliation and Arbitration Service (ACAS) characterises bullying as offensive,
intimidating, malicious or insulting behaviour, an abuse or misuse of power through means that
undermine, humiliate, denigrate or injure the recipient. Bullying might be a regular pattern of
behaviour or a one-off incident, happen face-to-face, on social media, in emails or phone calls,
happen in the workplace or at work social events and may not always be obvious or noticed by
others.
The Protection from Harassment Act 1997 defines harassment as conduct that causes alarm or
distress or puts people in fear of violence and must involve such conduct on at least two occasions. It
can include repeated attempts to impose unwanted communications and contact upon a person in a
manner that could be expected to cause distress or fear in any reasonable person.
Unlawful discrimination is where someone is treated unfairly because of a protected characteristic.
Protected characteristics are specific aspects of a person's
identity defined by the Equality Act 2010. They are age, disability, gender reassignment, marriage
and civil partnership, pregnancy and maternity, race, religion or belief, sex and sexual orientation.

The Equality Act 2010 places specific duties on local authorities. Councillors have a central role to
play in ensuring that equality issues are integral to the local authority's performance and strategic
aims, and that there is a strong vision and public commitment to equality across public services.
3.

Impartiality of officers of the council As a councillor:

3.1
I do not compromise, or attempt to compromise, the impartiality of anyone who works for, or
on behalf of, the local authority.
Officers work for the local authority as a whole and must be politically neutral (unless they are political
assistants). They should not be coerced or persuaded to act in a way that would undermine their
neutrality. You can question officers in order to understand, for example, their reasons for proposing
to act in a particular way, or the content of a report that they have written. However, you must not try
and force them to act differently, change their advice, or alter the content of that report, if doing so
would prejudice their professional integrity.
4.

Confidentiality and access to information As a councillor:

4.1

I do not disclose information:

a.

given to me in confidence by anyone

b.
acquired by me which I believe, or ought reasonably to be aware, is of a confidential nature,
unless
i.

I have received the consent of a person authorised to give it;

ii.

I am required by law to do so;

iii.
the disclosure is made to a third party for the purpose of obtaining professional legal advice
provided that the third party agrees not to disclose the information to any other person; or
iv.

the disclosure is:

1.

reasonable and in the public interest; and

2.
and

made in good faith and in compliance with the reasonable requirements of the local authority;

3.

I have consulted the Monitoring Officer prior to its release.

4.2
I do not improperly use knowledge gained solely as a result of my role as a councillor for the
advancement of myself, my friends, my family members, my employer or my business interests.
4.3

I do not prevent anyone from getting information that they are entitled to by law.

Local authorities must work openly and transparently, and their proceedings and printed materials are
open to the public, except in certain legally defined circumstances. You should work on this basis, but
there will be times when it is required by law that discussions, documents and other information
relating to or held by the local authority must be treated in a confidential manner. Examples include
personal data relating to individuals or information relating to ongoing negotiations.
5.

Disrepute As a councillor:

5.1

I do not bring my role or local authority into disrepute.

As a Councillor, you are trusted to make decisions on behalf of your community and your actions and
behaviour are subject to greater scrutiny than that of ordinary members of the public. You should be
aware that your actions might have an adverse impact on you, other councillors and/or your local

authority and may lower the public’s confidence in your or your local authority’s ability to discharge
your/it’s functions. For example, behaviour that is considered dishonest and/or deceitful can bring
your local authority into disrepute.
You are able to hold the local authority and fellow councillors to account and are able to
constructively challenge and express concern about decisions and processes undertaken by the
council whilst continuing to adhere to other aspects of this Code of Conduct.
6.

Use of position As a councillor:

6.1
I do not use, or attempt to use, my position improperly to the advantage or disadvantage of
myself or anyone else.
Your position as a member of the local authority provides you with certain opportunities,
responsibilities, and privileges, and you make choices all the time that will impact others. However,
you should not take advantage of these opportunities to further your own or others’ private interests
or to disadvantage anyone unfairly.
7.

Use of local authority resources and facilities As a councillor:

7.1

I do not misuse council resources.

7.2

I will, when using the resources of the local or authorising their use by others:

a.

act in accordance with the local authority's requirements; and

b.
ensure that such resources are not used for political purposes unless that use could
reasonably be regarded as likely to facilitate, or be conducive to, the discharge of the functions of the
local authority or of the office to which I have been elected or appointed.
You may be provided with resources and facilities by the local authority to assist you in carrying out
your duties as a councillor.
Examples include:
•

office support

•

stationery

•

equipment such as phones, and computers

•

transport

•

access and use of local authority buildings and rooms.

These are given to you to help you carry out your role as a councillor more effectively and are not to
be used for business or personal gain. They should be used in accordance with the purpose for which
they have been provided and the local authority’s own policies regarding their use.
8.

Complying with the Code of Conduct As a Councillor:

8.1

I undertake Code of Conduct training provided by my local authority.

8.2

I cooperate with any Code of Conduct investigation and/or determination.

8.3
I do not intimidate or attempt to intimidate any person who is likely to be involved with the
administration of any investigation or proceedings.

8.4
I comply with any sanction imposed on me following a finding that I have breached the Code
of Conduct.

It is extremely important for you as a councillor to demonstrate high standards, for you to have your
actions open to scrutiny and for you not to undermine public trust in the local authority or its
governance. If you do not understand or are concerned about the local authority’s processes in
handling a complaint you should raise this with your Monitoring Officer.
Protecting your reputation and the reputation of the local authority
9.

Interests

As a councillor:
9.1

I register and disclose my interests.

Section 29 of the Localism Act 2011 requires the Monitoring Officer to establish and maintain a
register of interests of members of the authority.
You need to register your interests so that the public, local authority employees and fellow councillors
know which of your interests might give rise to a conflict of interest. The register is a public document
that can be consulted when (or before) an issue arises. The register also protects you by allowing you
to demonstrate openness and a willingness to be held accountable. You are personally responsible
for deciding whether or not you should disclose an interest in a meeting, but it can be helpful for you
to know early on if others think that a potential conflict might arise. It is also important that the public
know about any interest that might have to be disclosed by you or other councillors when making or
taking part in decisions, so that decision making is seen by the public as open and honest. This helps
to ensure that public confidence in the integrity of local governance is maintained.
You should note that failure to register or disclose a disclosable pecuniary interest as set out in Table
1, is a criminal offence under the Localism Act 2011.
Appendix B sets out the detailed provisions on registering and disclosing interests. If in doubt, you
should always seek advice from your Monitoring Officer.
10.

Gifts and hospitality As a councillor:

10.1 I do not accept gifts or hospitality, irrespective of estimated value, which could give rise to real
or substantive personal gain or a reasonable suspicion of influence on my part to show favour from
persons seeking to acquire, develop or do business with the local authority or from persons who may
apply to the local authority for any permission, licence or other significant advantage.
10.2 I register with the Town Clerk any gift or hospitality with an estimated value of at least £25
within 10 days of its receipt.
10.3 I register with the Town Clerk any significant gift or hospitality that I have been offered but
have refused to accept.
In order to protect your position and the reputation of the local authority, you should exercise caution
in accepting any gifts or hospitality which are (or which you reasonably believe to be) offered to you
because you are a councillor. The presumption should always be not to accept significant gifts or
hospitality. However, there may be times when such a refusal may be difficult if it is seen as rudeness
in which case you could accept it but must ensure it is publicly registered. However, you do not need
to register gifts and hospitality which are not related to your role as a councillor, such as Christmas
gifts from your friends and family. It is also important to note that it is appropriate to accept normal
expenses and hospitality associated with your duties as a councillor. If you are unsure, do contact
your Monitoring Officer for guidance.
Appendices
Appendix A – The Seven Principles of Public Life

The principles are:
Selflessness
Holders of public office should act solely in terms of the public interest.
Integrity
Holders of public office must avoid placing themselves under any obligation to people or
organisations that might try inappropriately to influence them in their work. They should not act or
take decisions in order to gain financial or other material benefits for themselves, their family, or their
friends. They must disclose and resolve any interests and relationships.
Objectivity
Holders of public office must act and take decisions impartially, fairly and on merit, using the best
evidence and without discrimination or bias.
Accountability
Holders of public office are accountable to the public for their decisions and actions and must submit
themselves to the scrutiny necessary to ensure this.
Openness
Holders of public office should act and take decisions in an open and transparent manner. Information
should not be withheld from the public unless there are clear and lawful reasons for so doing.
Honesty
Holders of public office should be truthful.
Leadership
Holders of public office should exhibit these principles in their own behaviour. They should actively
promote and robustly support the principles and be willing to challenge poor behaviour wherever it
occurs.
Appendix B Registering interests
Within 28 days of becoming a member or your re-election or re-appointment to office you must
register with the Monitoring Officer the interests which fall within the categories set out in Table 1
(Disclosable Pecuniary Interests) which are as described in “The Relevant Authorities (Disclosable
Pecuniary Interests) Regulations 2012”. You should also register details of your other personal
interests which fall within the categories set out in Table 2 (Other Registerable Interests).

“Disclosable Pecuniary Interest” means an interest of yourself, or of your partner if you are aware of
your partner's interest, within the descriptions set out in Table 1 below.
"Partner" means a spouse or civil partner, or a person with whom you are living as husband or wife,
or a person with whom you are living as if you are civil partners.
1.
You must ensure that your register of interests is kept up-to-date and within 28 days of
becoming aware of any new interest, or of any change to a registered interest, notify the Monitoring
Officer.
2.
A ‘sensitive interest’ is as an interest which, if disclosed, could lead to the councillor, or a
person connected with the councillor, being subject to violence or intimidation.

3.
Where you have a ‘sensitive interest’ you must notify the Monitoring Officer with the reasons
why you believe it is a sensitive interest. If the Monitoring Officer agrees they will withhold the interest
from the public register.
Non participation in case of disclosable pecuniary interest
4.
Where a matter arises at a meeting which directly relates to one of your Disclosable Pecuniary
Interests as set out in Table 1, you must disclose the interest, not participate in any discussion or vote
on the matter and must not remain in the room unless you have been granted a dispensation. If it is a
‘sensitive interest’, you do not have to disclose the nature of the interest, just that you have an
interest. Dispensation may be granted in limited circumstances, to enable you to participate and vote
on a matter in which you have a disclosable pecuniary interest.
5.
Where you have a disclosable pecuniary interest on a matter to be considered or is being
considered by you as a Cabinet member in exercise of your executive function, you must notify the
Monitoring Officer of the interest and must not take any steps or further steps in the matter apart from
arranging for someone else to deal with it
Disclosure of Other Registerable Interests
6.
Where a matter arises at a meeting which directly relates to one of your Other Registerable
Interests (as set out in Table 2), you must disclose the interest. You may speak on the matter only if
members of the public are also allowed to speak at the meeting but otherwise must not take part in
any discussion or vote on the matter and must not remain in the room unless you have been granted
a dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest.
Disclosure of Non-Registerable Interests
7.
Where a matter arises at a meeting which directly relates to your financial interest or wellbeing (and is not a Disclosable Pecuniary Interest set out in Table 1) or a financial interest or wellbeing of a relative or close associate, you must disclose the interest. You may speak on the matter
only if members of the public are also allowed to speak at the meeting. Otherwise you must not take
part in any discussion or vote on the matter and must not remain in the room unless you have been
granted a dispensation. If it is a ‘sensitive interest’, you do not have to disclose the nature of the
interest.
8.

Where a matter arises at a meeting which affects –

a.

your own financial interest or well-being;

b.

a financial interest or well-being of a relative, close associate; or

c.
a body included in those you need to disclose under Other Registrable Interests as set out in
Table 2 you must disclose the interest. In order to determine whether you can remain in the meeting
after disclosing your interest the following test should be applied
9.

Where a matter affects your financial interest or well-being:

a.
to a greater extent than it affects the financial interests of the majority of inhabitants of the
ward affected by the decision and;
b.
a reasonable member of the public knowing all the facts would believe that it would affect your
view of the wider public interest
You may speak on the matter only if members of the public are also allowed to speak at the meeting.
Otherwise you must not take part in any discussion or vote on the matter and must not remain in the
room unless you have been granted a dispensation.
If it is a ‘sensitive interest’, you do not have to disclose the nature of the interest.

10.
Where you have a personal interest in any business of your authority and you have made an
executive decision in relation to that business, you must make sure that any written statement of that
decision records the existence and nature of your interest.
Table 1: Disclosable Pecuniary Interests
This table sets out the explanation of Disclosable Pecuniary Interests as set out in the
Relevant Authorities (Disclosable Pecuniary Interests) Regulations 2012.
Subject
Employment, office, trade,
profession or vocation

Description
Any employment, office, trade,
profession or vocation carried on for
profit or gain.
[Any unpaid directorship.]

Sponsorship

Any payment or provision of any other
financial benefit (other than from the
council) made to the councillor during the
previous 12-month period for expenses
incurred by him/her in carrying out his/her
duties as a councillor, or towards his/her
election expenses.
This includes any payment or financial
benefit from a trade union within the
meaning of the Trade Union and Labour
Relations (Consolidation) Act 1992.

Contracts

Any contract made between the
councillor or his/her spouse or civil
partner or the person with whom the
councillor is living as if they were
spouses/civil partners (or a firm in
which such person is a partner, or an
incorporated body of which such
person is a director* or a body that
such person has a beneficial interest
in the securities of*) and the council.
—
(a)
under which goods or
services are to be provided or works
are to be executed; and
(b)
which has not been fully
discharged.

Land and Property

Any beneficial interest in land which is
within the area of the council.
‘Land’ excludes an easement, servitude,
interest or right in or over land which does
not give the councillor or his/her spouse or
civil partner or the person with whom the
councillor is living as if they were spouses/
civil partners (alone or jointly with another)a
right to occupy or to receive income.

Licenses

Any licence (alone or jointly with others) to
occupy land in the area of the council for a
month or longer

Corporate tenancies

Any tenancy where (to the councillor’s
knowledge)—
(a) the landlord is the council; and

)

the tenant is a body that the councillor,
or his/her spouse or civil partner or the
person with whom the councillor is living as
if they were spouses/ civil partners is a
partner of or a director* of or has a
beneficial interest in the securities* of.

Securities

Any beneficial interest in securities* of a
body where—
)
that body (to the councillor’s
knowledge) has a place of business or
land in the area of the council; and

(b) either—
)

) the total nominal value of the
securities* exceeds £25,000 or one
hundredth of the total issued share
capital of that body; or

)

if the share capital of that body is of
more than one class, the total nominal
value of the shares of any one class in
which the councillor, or his/ her spouse or
civil partner or the person with whom the
councillor is living as if they were
spouses/civil partners has a beneficial
interest exceeds one hundredth of the total
issued share capital of that class.

* ‘director’ includes a member of the committee of management of an industrial and provident
society.

* ‘securities’ means shares, debentures, debenture stock, loan stock, bonds, units of a collective

investment scheme within the meaning of the Financial Services and Markets Act 2000 and other
securities of any description, other than money deposited with a building society.

Table 2: Other Registrable Interests
You have a personal interest in any business of your authority where it relates to or islikely
to affect:
a) any body of which you are in general control or management and to which you
are nominated or appointed by your authority
b) any body
(i) exercising functions of a public nature
(ii) any body directed to charitable purposes or
(iii) one of whose principal purposes includes the influence of public opinion
or policy (including any political party or trade union)

Appendix C – the Committee on Standards in Public Life
The LGA has undertaken this review whilst the Government continues to consider the
recommendations made by the Committee on Standards in Public Life in their report on Local
Government Ethical Standards. If the Government chooses to implement any of the
recommendations, this could require a change to this Code.
The recommendations cover:

•

Recommendations for changes to the Localism Act 2011 to clarify in law when the
Code of Conduct applies

•

The introduction of sanctions

•

An appeals process through the Local Government Ombudsman

•

Changes to the Relevant Authorities (Disclosable Pecuniary Interests)
Regulations 2012

•

Updates to the Local Government Transparency Code

•

Changes to the role and responsibilities of the Independent Person

•

That the criminal offences in the Localism Act 2011 relating to Disclosable
Pecuniary Interests should be abolished

The Local Government Ethical Standards report also includes Best Practicerecommendations.
These are:
Best practice 1: Local authorities should include prohibitions on bullying and harassment in
codes of conduct. These should include a definition of bullying and harassment, supplemented
with a list of examples of the sort of behaviour covered by such a definition.
Best practice 2: Councils should include provisions in their code of conduct requiring
councillors to comply with any formal standards investigation and prohibiting trivial or malicious
allegations by councillors.
Best practice 3: Principal authorities should review their code of conduct each year and
regularly seek, where possible, the views of the public, community organisations and
neighbouring authorities.
Best practice 4: An authority’s code should be readily accessible to both councillors and the
public, in a prominent position on a council’s website and available in council premises.
Best practice 5: Local authorities should update their gifts and hospitality register at leastonce
per quarter, and publish it in an accessible format, such as CSV.
Best practice 6: Councils should publish a clear and straightforward public interest testagainst
which allegations are filtered.
Best practice 7: Local authorities should have access to at least two IndependentPersons.
Best practice 8: An Independent Person should be consulted as to whether to undertake a
formal investigation on an allegation, and should be given the option to

review and comment on allegations which the responsible officer is minded to
dismissas being without merit, vexatious, or trivial.
Best practice 9: Where a local authority makes a decision on an allegation of
misconductfollowing a formal investigation, a decision notice should be published as
soon as possibleon its website, including a brief statement of facts, the provisions of the
code engaged by the allegations, the view of the Independent Person, the reasoning of
the decision-maker, and any sanction applied.
Best practice 10: A local authority should have straightforward and accessible
guidanceon its website on how to make a complaint under the code of conduct, the
process for handling complaints, and estimated timescales for investigations and
outcomes.
Best practice 11: Formal standards complaints about the conduct of a parish councillor
towards a clerk should be made by the chair or by the parish council, rather than the
clerk inall but exceptional circumstances.
Best practice 12: Monitoring Officers’ roles should include providing advice, support
andmanagement of investigations and adjudications on alleged breaches to parish
councils within the remit of the principal authority. They should be provided with
adequate training,corporate support and resources to undertake this work.
Best practice 13: A local authority should have procedures in place to address any
conflicts of interest when undertaking a standards investigation. Possible steps should
include asking the Monitoring Officer from a different authority to undertake the
investigation.
Best practice 14: Councils should report on separate bodies they have set up or which
they own as part of their annual governance statement and give a full picture of their
relationship with those bodies. Separate bodies created by local authorities should abide
bythe Nolan principle of openness and publish their board agendas and minutes and
annual reports in an accessible place.
Best practice 15: Senior officers should meet regularly with political group leaders or
groupwhips to discuss standards issues.
Councillor:
Signed:
Date:
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KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Information available from Keighley Town Council under the Publication
Scheme
Information to be published

Class 1 – Who we are and what we do

(Organisational information, structures, locations and contacts)

How the information can be
obtained
Website
www.keighley.gov.uk

Cost

This will be current information only.

Clerk email address
townclerk@keighley.gov.uk

Who’s who on the Council and its Committees

Website
Hard copy – contact the clerk

Free
10p/20p per sheet

Contact details for Town Clerk and Council members (named contacts where
possible with telephone numbers and email address (if used)

Website
Hard Copy – contact the clerk

Free
10p/20p per sheet

Location of main Council office and accessibility details

Website
Hard copy – contact the clerk
Hard copy – contact the clerk

Free
10p/20p per sheet
10p/20p per sheet

Financial information relating to projected and actual income and expenditure,
procurement, contracts and financial audit)

Website

Free

Current and previous financial year as a minimum

Hard copy – contact the clerk

10p/20p per sheet

Staffing structure

Class 2 – What we spend and how we spent it

Date Adopted: 19th March 2020

Date Reviewed: 22nd January 2020

Next Review: May 2021

KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Annual return form and report by auditor

Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website – contained in Finance
& Audit committee minutes
Hard copy – contact the clerk

Free
10p/20p sheet
Free
10p/20p per sheet
Free
10p/20p per sheet
Free
10p/20p per sheet
Free
10p/20p per sheet
Free

Town Plan

Website

Free

Annual Report
Quality Status
Local Charter

Hard copy – contact the clerk
N/A
N/A
Hard copy – contact the clerk

10p/20p per sheet

(Decision making processes and records of decisions)

Website

Free

Current and previous council year as a minimum

Hard copy – contact the Clerk

10p/20p per sheet

Timetable of meetings (Council and any committee/sub-committee meetings and
parish meetings)

Website
Noticeboards

Free
Free

Finalised budget
Precept
Borrowing Approval letter
Financial Standing Orders and Regulations
Grants given and received

10p/20p per sheet

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

(Strategies and plans, performance indicators, audits and reviews)
Current and previous year as a minimum

Class 4 – How we make decisions

Date Adopted: 19th March 2020
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KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Hard copy – contact the clerk
Website
Hard copy – contact the clerk

Agendas of meetings (as above)

10p/20p per copy
Free
10p/20p per
contact
Free
10p/20p per
contact
Free
10p/20p per copy
10p/20p per copy
Free

Minutes of meetings (as above) – n.b. this will exclude information that is properly regarded as private to

Website
Hard copy – contact the clerk

Reports presented to council meetings - n.b. this will exclude information that is properly regarded as

Bye-laws

Website
Hard copy – contact the clerk
Hard copy – contact the clerk
Website (Planning committee
minutes)
N/A

Class 5 – Our policies and procedures

Website

Free

Hard copy – contact the clerk

10p/20p per copy

Procedural standing orders
Committee and sub-committee terms of reference
Delegated authority in respect of officers
Code of conduct
Policy statements

Website

Free

Hard copy – contact the clerk

10p/20p per sheet

Policies and procedures for the provision of services and about employment of staff
Internal instructions to staff and policies relating to the delivery of services
Equality and diversity policy
Health & Safety policy

Website

Free

Hard copy – contact the clerk
(Some still under development)

10p/20p per sheet

the meeting.

private to the meeting.

Responses to consultation papers
Responses to planning applications

(Current written protocols, policies and procedures for delivering our services and
responsibilities)
Current information only
Policies and procedures for conduct of council business:

Date Adopted: 19th March 2020
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KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Recruitment policies (including any current vacancies)
Policies and procedures for handling requests for information
Complaints procedure (including those covering requests for information and
operating the publication scheme)
Information security policy
Records management policies (records retention, destruction and archive)
Data protection policies
Schedule of charges (for the publication of information)

Class 6 – Lists and Registers
Currently maintained lists and registers only
Any publicly available register or list (if any are held this should be publicised; in most circumstances,

existing access provisions will suffice)

Assets register
Disclosure log (indicating the information that has been provided in response to request; recommended as
good practice, but may not be held by parish councils)

Register of members’ interests

Class 7 – The services we offer

(Information about services we offer, including leaflets, guidance and newsletters
produced for the public and businesses)
Current information only

Date Adopted: 19th March 2020

Date Reviewed: 22nd January 2020

Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk
Website
Hard copy – contact the clerk

Free
10p/20p per copy
Free
10p/20p per copy
Free
10p/20p per copy
Free
10p/20p per copy

Website
Hard copy – contact the clerk
(some information may only be
available by inspection)
Where applicable, hardcopy –
contact the clerk
Website
Hard copy – contact the clerk
N/A

Free
10p/20p per sheet

Website
Hard copy – contact the clerk

Free
10p/20p per sheet

Website

Free

Hard copy – contact the clerk
(some information may only be
available by inspection)

10p/20p per sheet

10p/20p per sheet
10p/20p per sheet

Next Review: May 2021

KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Allotments
Civic Centre

Website
Hard copy – contact the clerk
Website

Agency agreements

N/A

Free
10p/20p per sheet
Free

Additional Information

This will provide Councils with the opportunity to publish information that is not
itemised in the lists above
Contact details:
Joe Cooney
Town Clerk
Keighley Town Council
Civic Centre
North Street
Keighley
Bd23 3RZ
Tel No: 01535 872126
townclerk@keighley.gov.uk
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KEIGHLEY TOWN COUNCIL
Civic Centre, North Street, Keighley, BD23 3RZ
Schedule of Charges
This describes how the charges have been arrived at and should be published as part of the guide.
Type of Charge
Disbursement cost

Description
Photocopying @ 10p per
sheet (black & white)
Photocopying @ 20p per
sheet (colour)
Postage

Statutory Fee

Basis of Charge
Actual cost*

Actual cost of Royal Mail
standard 2nd class
In accordance with the
relevant legislation

*the actual cost incurred by the public authority

Date Adopted: 19th March 2020
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Keighley Town Council
Security Incident Policy
APPENDICES
None

What is a breach?
A personal data breach means a breach of security leading to the accidental or unlawful
destruction, loss, alteration, unauthorised disclosure of, or access to, personal data. This
includes breaches that are the result of both accidental and deliberate causes. It also means
that a breach is more than just about losing personal data.
Policy
This policy specifies the actions with respect to breaches of personal data.
Example - Personal data breaches can include:
• access by an unauthorised third party;
• deliberate or accidental action (or inaction) by a controller or processor;
• sending personal data to an incorrect recipient;
• computing devices containing personal data being lost or stolen;
• alteration of personal data without permission; and loss of availability of personal data
Dealing with an incident Reporting Point
On discovery of an incident either as a result of automatic notification, accidental discovery,
manual record checking or any other means, all personnel shall;
1. Report the incident to the reporting points:
◦ The clerk of the council:
▪ email: townclerk@keighley.gov.uk
◦ The Town Mayor:
▪ email: mayor@keighley.gov.uk
2. The email report should be followed by a telephone call to the clerk or Town Mayor.
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3. Should neither the clerk nor the chair be available the Assistant Town Clerk/CDO should be
informed.
4. Should the Assistant Town Clerk/CDO not be available the Deputy Mayor should be notified
via their Council email address.
Reporting Point Responsibilities
All incidents must be recorded. The reporting point shall perform the following actions;
•

Note the time, date and nature of incident together with a description and as much detail
as appropriate on an Incident Response Form.

•

Ensure the protection of any evidence and that a documented chain of evidence is
maintained.

•

Liaise with relevant authorities, individuals and the media where appropriate.

•

Keep a note of all communications together with their date, time, who has been
communicated with, and what the content and nature of communication was on the
Incident Response Form.

Incident Response Plan
1. Assess the risk to individuals as a result of a breach: The following must be considered:
a. the categories and approximate number of individuals concerned, and;
b. the categories and approximate number of personal data records concerned, and;
c. the likely consequences of the personal data breach, in particular consider if the impact
results in a risk to the rights and freedoms of individuals.
d. To help assess the risks refer to the Information Commissioner Office (ICO) website:
i. https://ico.org.uk/for-organisations/report-a-breach/
ii.
https://ico.org.uk/for-organisations/guide-to-the-general-data-protectionregulationgdpr/personal-data-breaches/
2. If the incident is deemed to be a notifiable incident the following actions must be taken:
a. Within 72 hours of becoming aware of the incident (even if not aware of all the details yet):
b. Call ICO: 0303 123 1113 – and provide the following information:
• what has happened;
• when and how the council found out about the breach;
• the people (how many) that have been or may be affected by the breach;
• what the council are doing as a result of the breach; and
• who else has been told.
c. For reporting a breach outside normal working hours use the ICO Reporting Form:
https://ico.org.uk/for-organisations/report-a-breach/personal-data-breach/
3. If the incident is deemed to result in a high risk to the right and freedoms of individuals;
Adopted: 21st May 2020
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a. Within 48 hours the affected individuals must be informed by telephone, letter or email about
the incident as there may be a need for them to take actions to mitigate immediate risk of
damage to them.
b. The individuals must be told in clear and plain language:
i. the nature of the personal data breach and;
ii. A description of the likely consequences of the personal data breach; and
iii. A description of the measures taken, or proposed to be taken, to deal with the personal data
breach and including, where appropriate, of the measures taken to mitigate any possible
adverse effects, and;
iv. The name and contact details of the clerk and chairman from where more information can be
obtained;
4. If the incident is not deemed to be notifiable:
a. Update the Incident Response Form along with the outcome of the risk assessment.
b. Include the steps and evidence used to identify and classify the risk. Include reasons why the
incident is not deemed to result in a risk to the rights and freedoms of individuals.
5. Incident Review:
The council clerk and chairman will ensure that the incident is reviewed at the next appropriate
Council meeting.
a. The Council will consider whether discussion of the incident warrants exclusion of the press
and public from the meeting during that discussion.
b. At that meeting the council should determine if there are any further actions that need to be
assigned or completed as a result of the incident.
c. The council may decide to refer further actions and to a committee, working group or external
parties.
d. It should be noted that this final stage of the incident may require a review of this policy
document.
This policy will be reviewed annually or at any other time the council requires.
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Keighley Town Council
Statement of Intent on Training & Development for Staff and Elected
Members
APPENDICES
None
1. The Town Council’s Commitment to Training & Development
Keighley Town Council is committed to providing employees and elected members with the
necessary training and development opportunities to ensure the Town Council can meet its
aims and objectives. This will be achieved by providing the skills required to deliver high
quality services along with management skills to manage and plan those services.
Keighley Town Council encourages employees and elected members to undertake training
and development provided from internal and external sources. Training requirements will be
determined and prioritised according to the Town Council’s service delivery requirements
and stated policies to ensure that training and development undertaken assist towards the
achievement of the Town Council’s aims and objectives.
The Town Council will commit itself to and adopt the following:
•

To develop employees and elected members to achieve the objectives of the Town
Council.

•

To review regularly the needs of, and to plan training and development for employees
and elected members.

•

To train and develop individuals on recruitment/election and throughout their
employment/term of office.

•

To regularly evaluate the investment in training and development to assess achievement
and to improve future effectiveness.

2. Identification of Training Needs
2.1 Employees:
•

Induction training and an employee’s handbook for new employees will be provided.

•

Current or any new Clerk to hold or obtain CiLCA or equivalent.

•

Current or any new Assistant Town Clerk to hold or obtain CiLCA or equivalent.
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•

Current or any new RFO to hold or obtain an appropriate accountancy qualification.

•

Employees are encouraged to be proactive in identifying their own training and
development needs linked to the aims of the Town Council and the contribution of
the individual employee.

•

Line managers will assess specific service-based training needs as a result of new
legislation, IT skills, and any other skills/knowledge requirements for staff to achieve
the Town Council objectives.

•

Staff are to be provided the opportunity to complete Continuous Personal
Development, this will be identified at the annual appraisal.

•

Additional training may be requested via Line Managers at any time.

•

The Town Clerk is authorised to book their own training in line with this policy,
however this must be reported to the Human Resources Committee at the time of the
booking (if practical) or at the next Human Resources Meeting.

2.2 Elected Members:
•

Induction training and a member’s handbook setting out Keighley Town Council’s
policies and procedures will be provided for all new elected members.

•

All future newly elected Chairs of Council are authorised to attend YLCA’s course “In
the Chair” as soon as possible after election.

•

Newly elected Councillors are authorised to attend YLCA’s “What Councillors Need
to Know” within one year of taking up office.

•

Councillors who wish to refresh their skill/knowledge can request to attend
authorised courses at any time during their term of office.

•

Specialist-in-house training will be provided on an ad-hoc basis.

•

The Town Clerk is authorised to consider and approve requests from members to
attend training from ‘non-authorised’ training providers. However, the member
request must identify how the training development will meet the aims and objectives
of the Council and how the training development will meet the service areas
delivered.

•

Where the Town Clerk refuses the training request, reasons must be provided to the
member who will have the opportunity to request the Policies and Governance
committee to consider and review the Town Clerks decision.

3. Prioritisation of Training and Development
Training and development requirements will be prioritised as follows in order to ensure that
the maximum value is gained from the available training resources:
•

Training required for the service delivery or the planning or management of its
delivery.
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•

Specialist needs of specific employees or elected members for their individual roles.

•

Improvement of existing skills.

•

Personal development.

4. Training Resources/Providers
A budget of £7,000 is set annually for elected members training and £4,000 for staff training.
Training Providers for both Employees and Elected Members:
Authorised Courses for Members:
1. Society of Local Council Clerks
2. Yorkshire Local Council Association
3. National Association of Local Councils
4. City of Bradford Metropolitan District Council
5. In-house
Any other training requests from members will be classed as a non-authorised training
provider:
1. Regional and National Seminars/Conferences
2. Other recognised agencies providing training for local authorities.
5. Training Reports
An annual summary of employee training will be recorded on the employee’s appraisal
record and a summary of member training will be retained on file.
6. Review of this Statement of Intent
The Human Resources committee is to review this statement on an annual basis and
present it to the Council in May of each year for its approval.
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Keighley Town Council
Volunteer Policy
APPENDICES
•
•
•

Appendix A. Application Form & Confidentiality Agreement
Appendix B. Volunteer Handbook
Appendix C. Claim Form

1. Introduction
1.1 Keighley Town Council is committed to working with volunteers and welcomes voluntary and
community involvement. This policy sets out the principles for volunteering in Keighley Town
Council and is of relevance to everyone concerned with recruiting, supporting, developing
and managing volunteers and promoting volunteering activity.
1.2 People volunteer for a variety of reasons:
• To socialise
• To put something back into the community
• To regain or learn new employment skills
• To occupy their time
2. Vision
2.1 Reflecting the Council’s vision, values and objectives to engage and actively seek
partnerships with the residents of Keighley, it is vital to enhance the experience of those
who work in and visit our town by involving and supporting volunteers.
2.2 Keighley Town Council seeks to involve volunteers to:
• Enhance our services to our clients
• Bring new skills and perspectives
• Through their involvement, increase our contact with the local community
3. Principles
3.1 The Volunteering Policy is underpinned by the following principles:
• Ensuring that volunteers are properly integrated into the organisation and fully
understand their roles and responsibilities
• Officers to work positively with volunteers
• Volunteers not to replace paid staff
• Ensuring that a diverse range of suitable volunteering activities is developed that are
relevant to the residents of Keighley
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•

Keighley Town Council will value and respect the individual providing equal opportunities
for volunteering involvement

4. What is Volunteering?
4.1 Keighley Town Council regards volunteering as an unpaid activity where someone freely
gives their time to help an organisation or an individual who they are not related to.
Volunteers are not paid staff and do not have a legally binding contractual relationship with
the Council.
5. Recruitment and Selection of Volunteers
5.1 Keighley Town Council is committed to equal opportunities and believes that volunteering
should be open to all.
5.2 Anyone offering their services to Keighley Town Council as a volunteer will be asked to
complete and sign an Application Form and Confidentiality Agreement (Appendix A) which is
to be submitted to the Council, containing their personal and emergency details and
specifying the volunteering position they wish to apply for, if relevant, and any volunteering
areas of interest. A description of the role assigned to the volunteer will be issued
afterwards. All personal information will be stored in line with GDPR requirements. Please
refer to our privacy policy here: https://keighley.gov.uk/general-privacy-notice/
5.3 Volunteering vacancies will be advertised on the Keighley Town Council website and on
public notice boards.
5.4 The acceptance of volunteer assistance for a particular role should be based on the
selection criteria being met; this being the individual’s ability to do the specified task subject
to the needs and restrictions of the location.
5.5 If the volunteer will be working alone with children or vulnerable adults, a Disclosure and
Barring Service (DBS) check will be required and should be obtained from Keighley Town
Council.
5.6 If Keighley Town Council decides that an individual is not suitable for the volunteering role,
or if they become unsuitable for a volunteering role, they should be advised of the reason
and of any other opportunities, as appropriate.
6. Induction and Training
6.1 All volunteers will receive an induction into Keighley Town Council and the role they will
undertake. Training will be provided as appropriate, with a copy of the Volunteer Handbook
(Appendix C).
6.2 All volunteers will have a named officer as their main contact. They will be provided with
regular supervision and support with progress fed back to them and any further
development and future opportunities identified to them.
7. Expenses
7.1 All volunteers will have their travel and other expenses reimbursed, with the preferred mode
of transport being by bus. Receipts must be provided and submitted to the Keighley Town
Council office. There will be a cap of £10 per volunteer on the amount which can be claimed
whilst undertaking any volunteering role. Alternative arrangements can be made for people
with disabilities.
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Mileage
Parking
Train fares

Expenses
45p per mile (please check whether rail
would be cheaper)
Upon submission of a valid receipt
Standard fare; please book in advance
using saver fares when possible

8. Insurance
8.1 All volunteers are covered by Keighley Town Council’s public liability insurance whilst they
are on the premises or engaged in work with or on Keighley Town Council’s behalf.
Volunteers should not be expected to use their own vehicle for undertaking voluntary duties,
such as transporting goods, unless they are appropriately insured, and the documentation
has been checked.
9. Equal Opportunities
9.1 Keighley Town Council operates an Equal Opportunities Policy in respect of both paid
officers and volunteers. A copy of this policy is available on request.
10. Confidentiality & Code of Conduct
10.1 Volunteers will be bound by the same requirements for confidentiality as paid officers.
10.2 In carrying out their duties, volunteers have undertaken to be bound by the Keighley Town
Council Members Code of Conduct, to respect others and treat everyone equally.
11. Appendices
•
•
•

Appendix A. Application Form & Confidentiality Agreement
Appendix B. Volunteer Handbook
Appendix C. Claim Form
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Appendix A

Keighley Town Council
Volunteer Application Form
This application form outlines the volunteering arrangement between Keighley Town Council
and
Name: (of Volunteer)
Address:

_______________________________________________________

_________________________________________________________________
_________________________________________________________________

Postcode:

_________________________________________________________________

Telephone / Mobile: ___________________________________________________________
Email:

_________________________________________________________________

If applying for a specific volunteering vacancy, please state which role and location:
_________________________________________________________________
Volunteer interest – please specify any areas of volunteering you are interested in:
_________________________________________________________________
We wish to assure you of our appreciation of your volunteering with us and will do the
best we can to make your experience of volunteering with us enjoyable and rewarding.

Confidentiality Agreement
During the course of your volunteering activity, you may have access to see or hear information
of a confidential nature. You are expected to use your discretion and maintain confidentiality
about information relating to all aspects of your volunteering activity.
Disclosures of information relating to clients, members of staff, other volunteers or that which
you acquire during the course of your volunteering activity may only be disclosed elsewhere
with the agreement of the Organiser or unless required by law.
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You are reminded that a breach of confidentiality may result in your volunteering role being
terminated.
This agreement is binding in honour only, is not intended to be a legally binding contract
between us and may be cancelled at any time at the discretion of either party. Neither of us
intends any employment relationship to be created either now or at any time in the future.
Signed on behalf of Keighley Town Council:
Signature:_________________________

Position:_________________________

Name (print): ______________________

Date: ___________________

Signed by Volunteer:
Signature:_________________________
Name (print): __________________________

Adopted: 19th March 2020

Date: ___________________

5

Review: May 2021

Appendix B

Keighley Town Council

Volunteer Handbook
Contents
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Introduction
Vision
Principles
What is Volunteering?
Recruitment and Selection of Volunteers
Induction and Training
Expenses
Insurance
Equal Opportunities
Confidentiality & Code of Conduct

1. Introduction
1.1 Keighley Town Council is committed to working with volunteers and welcomes voluntary and
community involvement. This policy sets out the principles for volunteering in Keighley Town
Council and is of relevance to everyone concerned with recruiting, supporting, developing
and managing volunteers and promoting volunteering activity.
1.2 People volunteer for a variety of reasons:
• To socialise
• To put something back into the community
• To regain or learn new employment skills
• To occupy their time
2. Vision
2.1 Reflecting the Council’s vision, values and objectives to engage and actively seek
partnerships with the residents of Keighley, it is vital to enhance the experience of those
who work in and visit our town by involving and supporting volunteers.
2.2 Keighley Town Council seeks to involve volunteers to:
• Enhance our services to our clients
• Bring new skills and perspectives
• Through their involvement, increase our contact with the local community
3. Principles
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3.1 The Volunteering Policy in underpinned by the following principles:
• Ensuring that volunteers are properly integrated into the organisation and fully
understand their roles and responsibilities
• Officers to work positively with volunteers
• Volunteers not to replace paid staff
• Ensuring that a diverse range of suitable volunteering activities are developed that are
relevant to the residents of Keighley
• Keighley Town Council will value and respect the individual providing equal opportunities
for volunteering involvement
4. What is Volunteering?
4.1 Keighley Town Council regards volunteering as an unpaid activity where someone freely
gives their time to help an organisation or an individual who they are not related to.
Volunteers are not paid staff and do not have a legally binding contractual relationship with
the Council.
5. Recruitment and Selection of Volunteers
5.1 Keighley Town Council is committed to equal opportunities and believes that volunteering
should be open to all.
5.2 Anyone offering their services to the Town Council as a volunteer will be asked to complete
and sign an Application Form and Confidentiality Agreement (Appendix A) which is to be
submitted to the Council, capturing their personal and emergency details and expressing the
volunteering position they wish to apply for, if relevant, and any volunteering areas of
interest. A description of the role assigned to the volunteer will be issued afterwards.
5.3 Volunteering vacancies will be advertised on the Keighley Town Council website and public
notice boards.
5.4 The acceptance of volunteer assistance for a particular role should be based on the
selection criteria being met; this being the individual’s ability to do the specified task subject
to the needs and restrictions of the location.
5.5 If the volunteer will be working alone with children or vulnerable adults, a Disclosure and
Barring Service (DBS) check will be required and should be obtained from the Town
Council.
5.6 If the Town Council decides that an individual is not suitable for the volunteering role, or if
they become unsuitable for a volunteering role, they should be advised of the reason and of
any other opportunities, as appropriate.
6. Induction and Training
6.1 All volunteers will receive an induction into Keighley Town Council and the role they will
undertake. Training will be provided as appropriate, with a copy of the Volunteer Handbook
(Appendix C).
6.2 All volunteers will have a named officer as their main contact. They will be provided with
regular supervision and support with progress fed back to them and any further
development and future opportunities identified to them.
7. Expenses
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7.1 All volunteers will have their travel and other expenses reimbursed, with the preferred mode
of transport being by train. Receipts must be provided and submitted to the Town Council
office. There will be a cap of £10 per volunteer on the amount which can be claimed whilst
undertaking anyone volunteering role. Alternative arrangements can be made for people
with disabilities.

Mileage
Parking
Train fares

Expenses
45p per mile (please check whether rail
would be cheaper)
Upon submission of receipt
Standard fare; please book in advance
and saver fares when possible

8. Insurance
8.1 All volunteers are covered by Keighley Town Council’s public liability insurance whilst they
are on the premises or engaged in work with or on Keighley Town Council’s behalf.
Volunteers should not be expected to use their own vehicle for undertaking voluntary duties,
such as transporting goods, unless they are appropriately insured, and the documentation
has been checked.
9. Equal Opportunities
9.1 Keighley Town Council operates an equal opportunities policy in respect of both paid
officers and volunteers. A copy of the policy is available on request.
10. Confidentiality & Code of Conduct
10.1 Volunteers will be bound by the same requirements for confidentiality as paid officers
10.2 On carrying out their duties, volunteers have undertaken to be bound by the Keighley Town
Council Members Code of Conduct, to respect others and treat everyone equally.
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Appendix C

Keighley Town Council Volunteers Claim Form
Volunteers Name: ……………………………………………… Voluntary Position: ……………
Week Ending: …………………………………………………………………………………………
Date:

Work Undertaken:

Journey:

Receipt details:

Amount
Claimed: £

Date:

Work Undertaken

Journey:

Receipt details:

Amount
Claimed: £

Date:

Work Undertaken

Journey:

Receipt details:

Amount
Claimed: £

Date:

Work Undertaken

Journey:

Receipt details:

Amount
Claimed: £

Date:

Work Undertaken

Journey:

Receipt details:

Amount
Claimed: £

Total Claimed £……………………
I certify that the expenses claimed on this form were incurred as a result of my
volunteering services provided to Keighley Town Council. I understand that any false
declaration may lead to dismissal from my voluntary position with the Council.
Signed ………………………………………………… Date ………………………………..
(Volunteer)
Authorised …………………………………………… Date ………………………………..
(Town Clerk)
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KEIGHLEY TOWN COUNCIL

Item 16

REPORT TO FULL COUNCIL

REPORT
AUTHOR

Assistant Town Clerk/CDO
Pip Gibson

EMAIL
Date

pip.gibson@keighley.gov.uk
Tuesday 15th June 2021

SUBJECT

Climate Change Action Plan Update

PURPOSE:
1.

To update members on the first quarter results of the Council’s Climate Change
key performance indicators.

RECOMMENDATION(s):
2.

Members note the update.

3.

Members request an update on the second quarter results at their September
meeting.

REASONS FOR RECOMMENDATION:
4.

To keep members updated on the council’s performance.

SUMMARY OF KEY POINTS:
5.

The Council has adopted a Climate Change Action Plan against which 26 individual
actions are tracked.

6.

The aim is to provide members with a quarterly snapshot of how the council is
performing across all sections of the Plan.

7.

Mayoral engagements this quarter include litter picks at Lawkholme and Lund Park
and a press release to promote last season’s tree planting (1500 trees).

8.

The Council continues to hold paperless meetings. Agenda packs are sent via
email where possible.

1

9.

The Council’s employability project delivers and promotes activities with
participants including horticulture at the Council Cabbage Club site and upcycling
of old benches via the Seat with a View community development.

10.

Eight new benches installed in the Town Hall Square are made from
environmentally friendly recycled Eco plastic.

11.

A free Seed Exchange has been set up within the Councils Goose Eye phone box
in partnership with the Free Seed Company Ltd.

12.

The Allotment Tenancy Agreement supports tenants and Associations in their
endeavours to consider how their activities impact on climate change, including the
lighting of fires and collection of water in butts.

13.

The Council’s comments on planning applications consider the carbon footprint of
any new developments and their impact on the environment.

FINANCIAL IMPLICATIONS AND BUDGET PROVISION:
14.

N/A

TOWN PLAN IMPLICATIONS
15.

Meets Town Plan Key Objective: CP009, CP023, CD004, DLE001, DLE003,
DLE008, DLE009, DLE010, DLE011, DLE012, DLE014, DLE015, DLE016

POLICY IMPLICATIONS:
16.

N/A

DETAILS OF CONSULTATION:
17.

N/A

BACKGROUND PAPERS:
18.

Appendix – Climate Change KPIs

FURTHER INFORMATION PLEASE CONTACT:
Pip Gibson, 01535 872126, pip.gibson@keighley.gov.uk
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KEIGHLEY TOWN COUNCIL

Item 17

REPORT TO FULL COUNCIL
REPORT
AUTHOR

Town Clerk
Joe Cooney

EMAIL
Date

Joe.cooney@keighley.gov.uk
Thursday 24 June 2021

SUBJECT

LNER 2022 Timetable consultation

PURPOSE:
1.

To consider submitting a response to the LNER 2022 timetable consultation.

RECOMMENDATION(s):
2.

Members delegate to the Town Clerk, in consultation with the Town Mayor, the
authority to submit a response to the LNER consultation calling for additional daily
direct rail service between London and Keighley.

3.

Members request the Town Clerk share the response with neighbouring town and
parish councils to encourage them to submit similar responses.

4.

Members request the Town Clerk shares the response on Council social media
pages.

REASONS FOR RECOMMENDATION:
5.

To increase direct rail links between Keighley and London.

SUMMARY OF KEY POINTS:
6.

LNER launched their 2022 timetable consultation on 11 June 2021. The
consultation runs until 5 August 2021.

7.

LNER is the primary operator of rail services on the East Coast Mainline. This
includes services from Keighley to London Kings Cross without the need to change
trains.

8.

The current timetable provides one service per day both northbound and
southbound. The southbound service departs Keighley 7:08am arriving at London

1

Kings Cross at 10:00am. The Northbound departs London Kings Cross at 6:03pm
arriving in Keighley at 9:01pm.
9.

Whilst these times allow visitors a full day in London, the same cannot be said for
visitors in the opposite direction.

10.

If LNER would provide an additional service direct service in both directions arriving
in Keighley mid-morning and departing early/late evening it could provide more
opportunities for visits to the town and surrounding areas.

11.

Considering the attractions in and around the Keighley area there is a case to be
made for additional direct services. Attractions such as Haworth and Bronte
Country, KWVR, Cliffe Castle, Saltaire and the Yorkshire Dales all within easy
reach of Keighley.

12.

Subject to the approval of Council the response to the consultation will focus on
the benefits additional day visitors can bring to Keighley and the surrounding area.

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 – LNER Timetable Consultation

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

Durham

Darlington
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•

•

•

•

•

•
•

–

–

–

London King’s Cross

•

•

•
•
•
•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

London King’s Cross
†

↑
↑
↑

↑
↑
↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

London King’s Cross
†

↑

↓

↑
↑
↑
↓
↑

↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

London King’s Cross

To be the most loved, progressive and responsible
way to travel for generations to come

Stevenage

•
•
•
•
•
•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Stevenage
†

↑

23:18

↓

22:01

↓

22:01

↑

22:01

↓
↓

21:55

↓

22:01

↑

22:01

↑

22:01
17:01

To be the most loved, progressive and responsible
way to travel for generations to come

Stevenage
†

↑
↑
↑

↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Stevenage

To be the most loved, progressive and responsible
way to travel for generations to come

Peterborough

•

•
•
•
•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Peterborough
†

↑

23:25

↓

22:47

↑

22:32

↓

22:51

↑

20:34

↑

19:35

↑

22:51
22:32
22:32

To be the most loved, progressive and responsible
way to travel for generations to come

Peterborough
†

↓
↓

↓
↓
↓
↑
↑
↓
↑
↑
↑
To be the most loved, progressive and responsible
way to travel for generations to come

Peterborough

To be the most loved, progressive and responsible
way to travel for generations to come

Grantham

•
•
•
•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Grantham
†

↑

22:26

↓

22:26

↑

22:26

↓

22:50
20:53

↓

22:39

↓

22:50

↑

22:50

↑

22:50

↓

To be the most loved, progressive and responsible
way to travel for generations to come

Grantham
†

↑
↑
↑

↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Grantham

To be the most loved, progressive and responsible
way to travel for generations to come

Newark North Gate

•

•

•
•
•

•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Newark North Gate
†

↑

22:49

↑

22:15

↓

22:49

↓

22:15

↑

21:14

↓

-

↑

23:19

↑

23:03

↑

23:03

↑

17:56

To be the most loved, progressive and responsible
way to travel for generations to come

Newark North Gate
†

↓
↓
↓

↓
↑
↓
↑
↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Newark North Gate

To be the most loved, progressive and responsible
way to travel for generations to come

Lincoln

•
•

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Lincoln
†

↓

↑

To be the most loved, progressive and responsible
way to travel for generations to come

Lincoln

To be the most loved, progressive and responsible
way to travel for generations to come

Grimsby and Cleethorpes

To be the most loved, progressive and responsible
way to travel for generations to come

Retford

•
•
•
•
•

•
•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Retford
†

↑
↓
↑
↓
↓

↓

↑

To be the most loved, progressive and responsible
way to travel for generations to come

Retford

To be the most loved, progressive and responsible
way to travel for generations to come

Doncaster

•
•
•
•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Doncaster
†

↑

22:26

↓

21:42

↑

22:26

↓

21:42

↑

22:26

↑

21:42

↑

23:31

↑

23:31

To be the most loved, progressive and responsible
way to travel for generations to come

Doncaster
†

↑
↓
↓

↓
↑

↑
↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Doncaster

To be the most loved, progressive and responsible
way to travel for generations to come

Selby, Brough and Hull

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Selby, Brough and Hull
†

↑

↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Selby, Brough and Hull

To be the most loved, progressive and responsible
way to travel for generations to come

Wakefield Westgate

•
•
•
•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Wakefield Westgate
†

↑

21:23

↑

21:23

↓

21:23

↓

21:23

↑

21:23

↑

21:23

↑

23:48
18:36

To be the most loved, progressive and responsible
way to travel for generations to come

Wakefield Westgate

To be the most loved, progressive and responsible
way to travel for generations to come

Leeds

•
•
•
•

–

To be the most loved, progressive and responsible
way to travel for generations to come

Leeds
†

↑
↑
↓

↓
↑
↓
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Leeds

To be the most loved, progressive and responsible
way to travel for generations to come

Huddersfield & Dewsbury

To be the most loved, progressive and responsible
way to travel for generations to come

Shipley

•

•

•

•

–

To be the most loved, progressive and responsible
way to travel for generations to come

Shipley
†

To be the most loved, progressive and responsible
way to travel for generations to come

Shipley

To be the most loved, progressive and responsible
way to travel for generations to come

Bradford Forster Square

•

–

•

•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Bradford Forster Square

†

To be the most loved, progressive and responsible
way to travel for generations to come

Keighley

•

To be the most loved, progressive and responsible
way to travel for generations to come

Horsforth

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Horsforth
†

↑
↑
↓
↑
↑

↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Skipton

•

To be the most loved, progressive and responsible
way to travel for generations to come

Harrogate

•

•
•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Harrogate
†

↑
↑
↓

↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

York

•

•
•
•

•
•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

York
†

↑
↑
↑

↑
↓
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

York
†

↓
↓
↑

↑
↓
↑
↓
↑

To be the most loved, progressive and responsible
way to travel for generations to come

York

To be the most loved, progressive and responsible
way to travel for generations to come

Northallerton

•
•
•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Northallerton
†

↑
↑
↓

↑
↓
↓
↑
↓
↓
↓
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Northallerton

To be the most loved, progressive and responsible
way to travel for generations to come

Thornaby and Middlesbrough

•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Thornaby and Middlesbrough

↑
↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Darlington

•
•

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Darlington
†

↓
↑
↓

↑
↓
↓
↓
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Darlington
†

↓
↓

↓
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Darlington

To be the most loved, progressive and responsible
way to travel for generations to come

Durham

•

•
•
•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Durham
†

↑
↑
↓

↑
↓
↓
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Durham
†

↑
↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Durham

To be the most loved, progressive and responsible
way to travel for generations to come

Newcastle

•

•
•

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Newcastle
†

↑
↑

↑
↑
↑
↑
↑
↓
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Newcastle
†

↑
↓
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Newcastle

To be the most loved, progressive and responsible
way to travel for generations to come

Sunderland

•

•

•
–

To be the most loved, progressive and responsible
way to travel for generations to come

–

Morpeth

•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Morpeth
†

↓
↓
↓

↓
↓
↓

↓

To be the most loved, progressive and responsible
way to travel for generations to come

Morpeth
†

↓

↓

↓

↑
↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Alnmouth

•
•
•
•
•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Alnmouth
†

↑
↓
↑

↓
↑
↓
↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Alnmouth
†

↑

↓

↑
↑

↑
↑
↓
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Berwick-upon-Tweed

•
•
•
•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Berwick-upon-Tweed
†

↓
↑
↑

↑
↓
↓
↓
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Berwick-upon-Tweed

To be the most loved, progressive and responsible
way to travel for generations to come

Reston

•

•
•

•
•

•

•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Dunbar

•
•

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Dunbar
†

↑

↑

↑
↑
↑
↑
↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Edinburgh Waverley

•
•

•

•
•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Edinburgh Waverley
†

↑

↑

↑
↑
↓
↓
↓
↑
↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Edinburgh Waverley
†

To be the most loved, progressive and responsible
way to travel for generations to come

Edinburgh Waverley

To be the most loved, progressive and responsible
way to travel for generations to come

Haymarket

•
•

•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Haymarket
†

↑

↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Motherwell and Glasgow Central

•

•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Motherwell and Glasgow Central
†

↓
↓

↓

↓
↓

↓

To be the most loved, progressive and responsible
way to travel for generations to come

Inverkeithing, Kirkcaldy, Leuchars, Dundee,
Arbroath, Montrose, Stonehaven and Aberdeen

•

•
•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Inverkeithing, Kirkcaldy, Leuchars, Dundee,
Arbroath, Montrose, Stonehaven and Aberdeen

↑

↓

↑

↑
↓

To be the most loved, progressive and responsible
way to travel for generations to come

Falkirk Grahamston

•
•
•

To be the most loved, progressive and responsible
way to travel for generations to come

Falkirk Grahamston
†

↑

↓
↑

↑

To be the most loved, progressive and responsible
way to travel for generations to come

Stirling

•
•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Stirling
†

↑

↓
↑

↑
↑

To be the most loved, progressive and responsible
way to travel for generations to come

Gleneagles, Perth, Pitlochry, Kingussie, Aviemore and Inverness

•
•
•

•

•

To be the most loved, progressive and responsible
way to travel for generations to come

Gleneagles, Perth, Pitlochry, Kingussie, Aviemore and Inverness

↑
↑

↓
↑

↑

To be the most loved, progressive and responsible
way to travel for generations to come

Keighley Towns Fund

As members will be aware in January 2020 the first meeting of the prospective Towns
Fund board was held in the main hall at Keighley College I together with several other
interested parties attended the workshops and presentations that proceeded the
choosing of the board.
Keighley had been chosen along with Shipley to be allowed to bid for up to £25 million of
Government money for regeneration and improvements designed to create jobs, homes
and a better environment. We were told that the board must consist of the M.P. and one
member of each level of local government i.e., one from the district and one from the
Parish Councils the rest should be members of the local community and the chair should
not be a politician.
As you are aware in March 2020 the UK went into full lockdown and very little was heard
until Sept/Oct 2020 when the board was chosen, I was elected to represent the parishes
of Keighley and Haworth the only two within the towns fund area and Alex Ross-Shaw for
the district the rest were members of the business and education community the chair
being Ian Hayfield.
I do not intend to bore you with the criteria used to choose the various projects but
suffice it to say that HMG had laid down fairly strict guidelines which we had to follow and
due to the inactivity between Jan and Oct the timescales were fairly rigid as well.
HMG had forwarded an accelerated bid fund of £750,000 which was used by Bradford to
pay for projects that were in urgent need and to employ advisors and officers of the
council to put together the bids from Keighley and Shipley, bids which were separate but
nevertheless are within the CoBMDC area so the same officers and advisors have been
used by both.
It was quickly realised that Keighley needed a deal more than the £25 Million if it was to
make a difference and projects were submitted that were in excess of £50 million
therefore it was necessary to remove some of the more ambitious and unrealistic bids
although I was very disappointed that a town centre one way system put forward by
Pennine Electrical in Cavendish Street was rejected.
Notwithstanding the fairly draconian removal of projects including the restoration of the
last surviving Edwardian inland promenade in England the Town Improvement Plan (TIP)
still came to £34.7 million which meant that we had to put forward a special case which as
we now all know was successful although HMG still removed £1.1 million meaning further
paring will need to be made.
This brings me to the meeting on the 15th June in which we as a board had to accept or
reject the offer, it was of course accepted as the acceptance of the Heads of Terms offer
had to be signed off and submitted by 29th June.

I must stress on all Councillors that whilst a provisional offer has been made and accepted
this offer is for the projects submitted in Dec/Jan and no other projects can be added or
funded Bradford has put out a frequently asked questions and answer page on their
website and I would therefore encourage you to direct all queries there. Furthermore, and
more importantly even the projects submitted are still not set in stone each and every one
will now need to fulfil the criteria as laid down in the Governments green book.
Notwithstanding it is expected that all the listed projects will be progressed although
some may receive reduced funding but as I have already stated nothing is as yet agreed
but, in an effort, to ensure clarity I have included part of the letter received by the Towns
fund Board from Robert Jenrick MP
(I am delighted to be offering you a Town Deal for Keighley to a value of up to £33.6 million.
The draft Heads of Terms for this deal are attached to this letter. A list of the projects that
we are content to support within this funding envelope is also attached, with conditions as
appropriate; it is for Keighley to choose which projects to proceed with.)
Once HMG has received our acceptance, we then have two months in which to decide
what is to be removed from the list or reduced so that the sum total of the projects going
forward matches the offer.
We have to forward that list and I again have copied the instructions for members to see
so that they can answer questions from their ward
(Keighley will need to prioritise these projects within the funding envelope being offered.
Funding for individual projects will be subject to successfully completing Phase 2 of the
Towns Fund process. This includes detailed project development and business case
assurance at local level.)
Once the projects are identified then detailed drawings, business plans and outcomes are
expected to be submitted as soon as is practicable but, in any case, within 12 months as
outlined above, I cannot stress enough that even if a project, for whatever reason does
not progress, there is no guarantee that the money can be transferred and it may result in
a reduced offer. Further instructions from HMG are reproduced below.
(Keighley should conduct project assurance in line with agreed routes for each individual
project. If the priority projects identified for funding do not progress, MHCLG cannot
guarantee that funding can be assigned to alternative projects or that if it is those will be to
the same value. This may result in an overall reduction in the amount of funding received.
Within two months of accepting this offer, Keighley should confirm in writing details of
projects being taken forward and a plan for addressing key conditions relating to those
projects and the overall Town Investment Plan. Keighley must then complete business cases
for the projects being taken forward and submit the Summary Document within 12 months
of the deal being agreed. MHCLG will then provide the agreed funding up to the maximum
amount of £33.6m for those projects, provided that all conditions are met.)

I am happy to inform members of the progress made in an effort to give you the
ammunition to dispel any myths and to explain why new bids will not be accepted but I
cannot tell you any more as nothing as yet has been decided for the reasons explained
above and even then, it may be that projects selected may fall by the wayside if the
criteria as set down by HMG is not met.
I appreciate that this is a lengthy document, but it is not something I would want to stand
up in full council taking up valuable time however having read it I will answer any
questions you have if I can. I also felt we are now at the stage when more information can
be passed on and I know that people are already coming out of the woodwork with
requests for funding and we need to head them off at the pass.
It is important that we are all singing from the same hymn sheet and it is imperative that
we do not claim that projects are going ahead and funding obtained when it clearly has
not and I urge you to ignore claims to the contrary even if they seem to be from reliable
sources.
In a nut shell we have had an offer that is it, it is now up to us to ensure we get the money
turning hope and offer into reality
.
In conclusion this TIP has been the work of a lot of people from all sectors and
communities, no individual, no political party and certainly no single organisation is
responsible for any of it.

Cllr Peter Corkindale

