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This index is not intended to be exhaustive
always check the table of contents and the
schedule itself if the item does not appear in
the index.

A

Accession registers 2.11
Accident book — injuries to adults 9.9
Accident book — injuries to 9.10
children

Accounts, summaries of 7.6
Accrual statements 7.2

Acquisition and disposal of assets 7.29
- Certificates of approval

Acquisition and disposal of assets 7.29
4- Board of Survey

Acquisition and disposition - 7.22
notices of

Acquisitions , schedule of 7.24
Adjustment to workplace 6.10

Admissions registers — residential 3.24
homes

Adoption files 3.2
Adoptive parents - counselling 3.3
files

Adoptive parents — approval of 3.3
Advertisements — recruitment 6.11
Agenda — Council 14
Agenda — External Committees 1.6
Allowances — financial 7.4
Amendments to definitive map 10.4
Animal impounding notices 9.19
Animal movement licences 9.16
Animal registration 9.16
Annual budget 7.1
Annual leave 6.13
Application for leases, licences 7.29
and rental revision

Appointment files of statutory 6.24
officers

Approvals as drivers 8.15
Asbestos files relating to property 9.4
Asset acquisition and disposal - 8.3
legal documents relating to the

sale

A
Asset acquisition and disposal - 7.29
particulars of sale
Asset Management Plan 2.6
Asset monitoring - inventories 7.26
Asset monitoring - stocktaking 7.26
Asset monitoring - surveys of 7.26
usage
Asset registers 7.24
Audit investigations 7.3
B
Ballot papers 1.2
Bank statements 7.4
Best Value review 217
Birth Certificate 5.2
Blue badge 9.16
Briefing and discussion papers 1.6
Budget - quarterly statements 713
Building Control, register of 10.8
Building inspection records — 10.12
planning scheme regulation
Building management - project 8.6
specifications
Bus shelters 11.8
Business plans 2.1
Business premises, registration of 9.16
Bye-laws - administration of, 9.23
certificates
Bye-laws - master set of 9.22
Bye-laws — permits 9.23
C
Cash books 7.2
7.4
Cash flow statements 7.2
Cemeteries and Crematoria — 9.25
applications
Cemetery plans 9.24
Cemetery register 9.24
Certificate of Final Inspection — 10.12
Building work
Certificates of approval — 8.5
management of buildings 8.6
Cheque counterfoils 7.4
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Cc

Cc

Child Care — carer case files
Child Care — case files, litigation
Child Care — registration of homes
and carers

Child Protection — case files
Child Protection — register
Children’s homes

Children’s homes — register of
Children’s Services plan

Civic and Royal - photographs
Civic and Royal - video tapes
Civic and Royal — visitors’ book
Civil litigation - case file

Claims - lodged, employee and
industrial relations

Committee — recommendations

Committee minutes - indexes
Committee reports

Commons Registration
Community Plan

Community Safety Plan
Community Strategy

Complaints, register of
Concordat — agreeing terms
between organisations
Consolidated annual reports
Consolidated current asset reports
Consolidated financial statements
Consolidated monthly & quarterly
reports

Consolidated property & buildings
annual reports

Consultation

Contaminated land
register/pollution

Contract — clarification of
Contract - extension of

Contract development - project
files

Contract management - changes
to requirements

Contract management -
compliance reports

8.1
10.2

10.5
9.17

414

4.13

Contract management - minutes
and papers of meetings
Contract management -
performance reports

Contract management - service
level agreements

Contract management - signed
contract

Contracts - disputes on payment
Contracts - expressions of interest
Conveyancing files

Coroners case files

Corporate Plans
Correspondence — bye-laws

Correspondence — Council
Correspondence — enquiries
Correspondence — home
improvement grants
Correspondence — housing
Correspondence — insurance

Correspondence - litigation
Correspondence — mortgages
Correspondence — planning

Correspondence — rates and
Council Tax

Correspondence — rent
Correspondence — tenancy
Council - precedent

Council - printed material
Council — procedure

Council agenda and business
papers

Council briefing and discussion
papers

Council housing application forms
Council Housing, register of
Council letters - form letters
Council minutes
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10.6
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C

Council notice papers and 1.4
proceedings

Council reports 1.5
Country parks and nature reserve  10.7
development plans

Course reports — child 3.21
development

Credit card statements 7.4
Creditor listings 7.2
Criminal case file — litigation 4.1
Current Assets, summary of 7.24
D

Daily industrial relations 6.6
management

Day care registration 9.18
Death certificate 5.2
Debtor listings 7.2
Definitive map — historic buildings  10.3
Delegations to Special 14
Committees, register of

Departmental budgets 712
Diesel licences 9.17
Disabled parking permits 9.16
Disposal certificates 212
Draft budgets 712
Draft estimates 712
Draft/rough minutes 1.5
E

Ecological records 10.3
Education plan 2.6
Electoral Register 1.1
Employee relations - generic 6.5
agreements and awards

Employees - flexitime sheets 6.13
Employees - pay records 7.9
Employees - study leave 6.13
Employees - summary pay 7.10
reports

Employees - taxation records 7.9
Employees — attendance books 6.13
Employees - awards 6.5
Employees - clock on/off cards 6.13

E
Employees - declarations of 6.2
pecuniary interests
Employees - disciplinary 6.7
Employees - dismissal 6.16
Employees - disputes 6.5
Employees - educational 6.2
qualifications
Employees - health questionnaire  6.10
Employees - jury service 6.13
Employees - leave applications 6.13
Employees - letter of acceptance 6.2
Employees - medical clearance 6.2
6.10
Employees - medical 6.2
examinations
Employees - performance plans 6.12
Employees - personal history 6.1
cards
Employees - personal particulars 6.2
Employees - probation reports 6.2
Employees - redundancy (section 6.16
188 )
Employees - resignation 6.16
Employees - retirement 6.16
Employees - salary master record 6.1
Employees - secrecy undertakings 6.2
Employees - sick leave 6.13
Employees - special and personal 6.13
leave
Employees - Superannuation 6.1
history card
Employment contracts 6.2
Employment Register — Casual 6.1
Staff
Employment Register — 6.1
Permanent Staff
Employment Register — 6.1
Temporary Staff
Equipment inspection records 9.1
F
Family support - parenting skills 3.14
Family support — project files 3.14
Financial - operating statements 7.1
Financial - rail warrants 7.5
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F

Financial — reconciliation 7.6

Financial - vouchers 7.4

Financial - work orders 7.4

Financial Management - general 71

ledger

Financial position, statement of 7.1

Financial Statements 7.1
7.2

Financial transactions - journals 7.4

(annual)

Financial transactions - 7.8

notification & input records

Financial transactions - 7.8

notification and input records

Financial transactions 7.3

Management - appointments and

delegations

Fire certificate compliance 9.20

inspections

Fire certification 9.16

Fire Prevention infringement 9.19

notices

Fire Prevention notices 9.19

Fostering - privately fostered 3.2

children’s files

G

Gaming licences 9.16

Garden maintenance 7.27

Goods and/or services - 7.3

arrangements for the provision of

Guardian ad litem files 3.2

H

Hazardous substances licensing 9.17

Health and safety licensing 9.17

Hedge clipping 11.8

HGV application 11.8

Honours nomination form 1.8

Honours submissions - letters of 1.8

support

Housing - application for 3.28

emergency housing or referral

Housing - rent books 7.18

Industrial relations - negotiations 6.5
Information Audit - authorised lists 2.10
of file headings
Information Management - 210
classification schemes
Information Management - 2.11
depositor files
Information Management, register 2.10
of
Infringement notices 9.19
Insurance claims — records 8.21
Insurance policies 8.19
8.20
Insurance policy renewal 8.20
Insurance register 8.18
Invoices 7.4
L
Land Use surveys 10.4
Leader of council papers 1.9
Leader of opposition papers 1.9
Learning disability 3.18
Lease agreements 8.8
Leased Property, summary of 8.1
Leases 7.29
8.1
8.8
8.14
Leases, register of 8.1
Leasing - rental expenditure 8.8
authorities
Level crossings 11.8
Licences 9.23
Licensing of animals - certificates  9.16
Listed Buildings 10.3
Listed buildings - project 8.5
specifications
Loan files 7.14
Loans Register 7.15
Local Authorities’ owned property, 8.1
summary of
Local Plan 10.1
Local Transport Plan 11.1
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L
Looked after children - client files 3.2
Lord Lieutenant 6.24
M
Magistrates 5.9
Magistrates register 6.22
Maintaining Assets - cleaning 7.27
Major Incident Plan 9.11
Management of buildings — 8.5
installation manuals 8.6
Marriage - notice of 54
Marriage certificate 52
Marriage register 5.1
Marriage, notice of 54
Media reports 2.22
Mental Health files 3.17
Mineral Planning applications 10.4
Mineral Register 10.4
Minutes 1.4
Minutes — Committee 14
Minutes, strategic management 2.2
team
Mortgage agreements 7.16
N
Naming of streets 11.8
Numbering of houses 11.8
o)
Occupational Health — 6.10
recommendations
Occupational Health - restrictions  6.10
Occupational Health & Safety 6.19
training register
Occupational therapy 3.18
Ombudsman 2.15
Organisation Charts 2.6
P
Parking 9.16
9.23
Payroll — authority sheets 7.9

P

Payroll deduction authorities 7.9
Payroll disbursement 7.9
Personal services - 3.18
communication support

Personal services - day service 3.18
provision

Personal services — drug and 3.18
alcohol misuse

Personal services - home care 3.18
Personal services - rehabilitation 3.18
and discharge

Personnel files, register of 6.1
Petroleum licences 9.17
Physical disabilities 3.18
Planning application files 10.6
Planning application register 10.6
Planning approval - building files 10.10
Planning schemes and 10.5
amendments — archaeological

Plans — country parks and nature  10.7
reserve development

Plans — development control 10.6
Plans — listed buildings 10.10
Plant and equipment — 7.28
maintenance

Plant and equipment - service 7.28
records

Poison, registration to sell 9.16
Policy 2.6
Post tender negotiation minutes 4.11
Press cuttings 2.22
Property development — work 8.7
orders

Property management - requests 8.9
for works

Property management - site 8.1
register

Prosecution/sanction files 9.21
Public Transport - fares 11.11
Public transport - timetables and 11.11
routes

Q

Quality and performance 2.18

management - assessment form
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R
Rate books 7.21
Rate cards 7.21
Rate certificates 7.22
Rate property files 7.22
Rateable properties, register of 7.21
Receipts 7.4
Recruitment - interview notes 6.25
Recruitment - interview reports 6.11
Recruitment - letter of 6.11
appointment
Recruitment - referee reports 6.11
Recruitment - Unsuccessful 6.11
applicants
Register of births 5.1
Register of deaths 5.1
Register of interments 9.24
Registers, general 9.16
Reported deaths, register of 5.5
Residential care children's files 3.2
Residential Homes - daily logs 3.25
Residential Homes - diaries 3.25
Residential Homes - discharge 3.24
registers
Residential Homes - rotas 3.25
Residential Homes - secure units  3.25
Residential Homes, register of 3.24
Right of way 11.8
Right to Buy - sale documents 717
Risk assessment 9.7
Road adoption 11.3
Roundabouts 11.8
S
Schedule 1 offenders 3.7
Sensory disability 3.18
Shrievalty 6.24
Sites and Monuments records 10.3
Special education 3.13
3.14
Special Educational Needs files 3.13
Species records 10.3
Statutory appointment - 6.25

prospective staff records

S
Statutory appointment - register of 6.25
applicants
Statutory appointment -vacancies 6.25
& applications records
Strategy Plans 2.1
Street files 11.8
Street load limits 11.8
Street records 11.8
Street signs 11.8
Structure Plan 10.1
11.1
Subsidiary assets, register of 7.25
Subsidiary ledgers (annual) 7.2
7.4
Systems management - 8.12
implementation plan
T
Tax Commissioners 6.24
Taxation 7.7
Taxation - group certificates 7.7
Taxation - motor vehicle logs 7.7
Taxation certificates 7.7
Tenancy 3.27
3.28
4.15
Tenancy - transfer of 3.27
Tenancy - sealed agreements 4.15
Tenancy - signed agreements 4.15
Tenders — documents 4.9
4.10
7.29
8.3
8.7
Tenders — evaluation criteria 4.8
Tenders - issuing 4.7
Tenders - opening notice 4.7
Tenders - quotations 4.10
Tenders — specification 4.6
Town Centre Plans 10.1
Trading standards - sample and 9.20
inspections records
Traffic calming measures 11.8
Traffic orders 11.6
Training - awards 6.21
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T
Training - certificates 6.21
Training - course individual staff 6.17
assessment

Training - exam results 6.21
Training, register of 6.18
Transport management - fleet 8.14
authorisation numbers

Tree planting 11.8
Tree preservation orders 10.7
U

Unitary Development plans 10.1
\'/

Valuation lists 7.20
Valuation queries 8.8
Vehicle log book 8.17
Vehicles - allocations and 8.15
authorisations

Voting - consolidated returns of 1.3
votes received

W&Y

Waste management - transfer 9.29
sites

Waste planning application 10.4
Waste site plans 9.30
Wedding banns 54
Young Persons Being Looked 3.2
After Files

Youth Justice 3.12
Youth Service Client files 3.12
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