TAKELEY PARISH COUNCIL
FREEDOM OF INFORMATION PUBLICATION SCHEME



Application for documents:

Applications to be made via the Clerk.

Responsible/Maintaining Officer: Jane Heskey (Clerk)
Address: Takeley Parish Council, Station House, Sycamore Close, Takeley, Essex CM22 6QA
Email: takeley.pc@ntlworld.com

	INFORMATION TO BE PUBLISHED
	Hard Copy
	Website
	Notice Board
	Comments
Copies can also be inspected in the Council office (by appointment)

	Council practices & procedures

	Contacts
	×
	×
	×
	

	Meeting Schedule
	×
	×
	×
	

	Meeting Agenda
	×
	×
	×
	Includes Committee Agendas and Minutes



	Meeting Minutes 
	×
	×
	
	Minute Book.

(Includes Planning Application Decisions)
Includes Committee Agendas and Minutes

	Members Acceptance of Office
	
	
	
	These can be inspected at the Council office by appointment.

	Members Registers of Interests
	×
	
	
	

	Members Code of Conduct
	×
	×
	
	

	Standing Orders & Financial Regulations
	×
	×
	
	

	Councillor’s Remuneration Policy
	×
	×
	
	

	Complaints Procedure
	×
	×
	
	

	Public Consultations 
	×
	×
	
	Notified via agenda & minutes

	Parish Council correspondence
	×
	
	
	Application via Clerk

	Financial 

	Annual Precept figure
	×
	×
	×
	

	Payments to contractors & suppliers
	×
	
	
	These can be inspected at the Council office by appointment.

	Annual Accounts Summary & supporting information
	×
	
	
	These can be inspected at the Council office by appointment.

	Expenditure v Budgets Summary
	×
	×
	
	

	Financial Regulations
	×
	×
	
	

	Risk Assessment
	×
	
	
	These can be inspected at the Council office by appointment. 

	Planning

	Summary lists of planning applications
	×
	
	
	These can be inspected at the Council office by appointment. 

	Individual planning applications responses.
	×
	
	
	These can be inspected at the Council office by appointment. 



	The adopted and draft Local Plan
	×
	
	
	These can be inspected at the Council office by appointment. 

	Health and Safety 

	Playground inspection records


	
	
	
	These can be inspected at the Council office by appointment.

	Archived Material

	Byelaws

Minute Books

Leases and Deeds

Historic maps, photographs etc
	
	
	
	Archived documents maybe stored with a third party (Essex Records Office, Solicitors etc)

Requests will be received via the Clerk.

	Employee Information

	Terms and conditions of employment
	×
	
	
	Can be inspected in the Council Office by

appointment



	Job descriptions
	×
	
	
	


Exempt Material

Personal information relating to Councillors (other than required to be declared in Register of Interest)

Personal information relating to employees

Tenders and bids from contractors and suppliers

Note: Data Protection Legislation prohibits the publication of certain categories of information.

	CHARGING POLICY

	Type of information
	Delivery
	Charge

	Electronic Copies
	Emailed 
	free of charge

	Hard Copies
	Posted. Up to 20 pages & £1 postage 
	free of charge

	Hard Copies
	Each A4 sheet (over 20 sheets)
	10p per sheet

	Postage
	Over £1
	Charged at cost over £1

	Clerk Time
	An inquiry that requires retrieval of archived information and takes in excess of 15mins of Clerk time will be charged at the current hrly rate of pay for the Clerk to the nearest 15mins
	Clerks time @ hrly rate


Updated January 2009


