Whitby Community College Policy Document - Publication & Information (Including Freedom Of Information) Policy


Reviewed and adopted by Governors on 28 September 2009. This policy will be updated in light of new guidance from the Local Authority and/or Department for Education as required. 
The College has adopted the model publication scheme for public authorities (which includes schools), prepared and approved by the Information Commissioner. The scheme is given below and is followed by the College’s Information Policy. 
Publication Scheme
This publication scheme commits an authority to make information available to the public as part of its normal business activities. The information covered is included in the classes of information mentioned below, where this information is held by the authority. Additional assistance is provided to the definition of these classes in sector specific guidance manuals issued by the Information Commissioner. 

The scheme commits an authority: 
• 
To proactively publish or otherwise make available as a matter of routine, information, including environmental information, which is held by the authority and falls within the classifications below. 

• 
To specify the information which is held by the authority and falls within the classifications below. 

• 
To proactively publish or otherwise make available as a matter of routine, information in line with the statements contained within this scheme. 

• 
To produce and publish the methods by which the specific information is made routinely available so that it can be easily identified and accessed by members of the public. 

• 
To review and update on a regular basis the information the authority makes available under this scheme. 

• 
To produce a schedule of any fees charged for access to information which is made proactively available. 

• 
To make this publication scheme available to the public. 

Classes of Information Available 
Who we are and what we do
Organisational information, locations and contacts, constitutional and legal governance. 

What we spend and how we spend it
Financial information relating to projected and actual income and expenditure, tendering, procurement and contracts. 

What our priorities are and how we are doing
Strategy and performance information, plans, assessments, inspections and reviews. 

How we make decisions
Policy proposals and decisions, decision making processes, internal criteria and procedures, consultations. 

Our policies and procedures
Current written protocols for delivering our functions and responsibilities. 

Lists and Registers
Information held in registers required by law and other lists and registers relating to the functions of the authority. 

The Services we offer
Advice and guidance, booklets and leaflets, transactions and media releases. A description of the services offered. The classes of information will not generally include: 

• 
Information the disclosure of which is prevented by law, or exempt under the Freedom of Information Act, or is otherwise properly considered to be protected from disclosure. 

• 
Information in draft form. 

• 
Information that is no longer readily available as it is contained in files that have been placed in archive storage, or is difficult to access for similar reasons. 

The method by which information published under this scheme will be made available 
The authority will indicate clearly to the public what information is covered by this scheme and how it can be obtained. Where it is within the capability of a public authority, information will be provided on a website. Where it is impracticable to make information available on a website or when an individual does not wish to access the information by the website, a public authority will indicate how information can be obtained by other means and provide it by those means. In exceptional circumstances some information may be available only by viewing in person. Where this manner is specified, contact details will be provided. An appointment to view the information will be arranged within a reasonable timescale. Information will be provided in the language in which it is held or in such other language that is legally required. Where an authority is legally required to translate any information, it will do so. Obligations under disability and discrimination legislation and any other legislation to provide information in other forms and formats will be adhered to when providing information in accordance with this scheme. 

Charges which may be made for information published under this scheme 
The purpose of this scheme is to make the maximum amount of information readily available at minimum inconvenience and cost to the public. Charges made by the authority for routinely published material will be justified and transparent and kept to a minimum. Material which is published and accessed on a website will be provided free of charge. Charges may be made for information subject to a charging regime specified by Parliament. Charges may be made for actual disbursements incurred such as: 

• photocopying 

• postage and packaging 

• the costs directly incurred as a result of viewing information 

Charges may also be made for information provided under this scheme where they are legally authorised, they are in all the circumstances, including the general principles of the right of access to information held by public authorities, justified and are in accordance with a published schedule or schedules of fees which is readily available to the public. If a charge is to be made, confirmation of the payment due will be given before the information is provided. Payment may be requested prior to provision of the information. 

Written Requests 
Information held by a public authority that is not published under this scheme can be requested in writing, when its provision will be considered in accordance with the provisions of the Freedom of Information Act. 
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	Information to be published
	How the information can be obtained
	Cost  £

	Class 1 – Who we are and what we do

(Organisational information, structures, locations and contacts)

This will be current information only
	College website and Staff Handbook
	6p per A4 paper copy

	Who’s who in the College
	College website and Staff Handbook
	6p per A4 paper copy

	Who’s who on the Governing Body and the basis of their appointment
	Via the Clerk to the Governors at the College by request
	6p per A4 paper copy 

	Instrument of Government
	Available upon request from the Clerk to the Governors at the College
	6p per A4 paper copy

	Contact details for the Headteacher and for the governing body (named contacts where possible with telephone number and email address – if used)
	Available from Clerk to the Governors
	6p per A4 paper copy

	College Prospectus
	College Website
	-

	Annual Report
	Parents’ Newsletter and website
	6p per A4 paper copy

	Staffing Structure
	Staff Handbook – available on request 
	6p per A4 paper copy

	College session times and term dates
	College Website
	-

	Class 2  -  What we spend and how we spend it

(Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit)
	(hard copy and / or website)


	 

	Annual budget plan and financial statements
	On request from the College
	6 p per A4 paper copy

	Capitalised funding
	On request from the College
	

	Additional funding
	On request from the College
	6 p per A4 paper copy

	Procurement and projects
	On request from the College
	6 p per A4 paper copy

	Pay policy
	College website
	-

	Staffing and grading structure
	On request from the College
	6 p per A4 paper copy 

	Governors’ allowances
	On request from the College – policy on the College website
	6 p per A4 paper copy

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

(Strategies and plans, performance indicators, audits, inspections and reviews) 

Current information as a minimum
	(hard copy and / or website)


	 

	College profile

· Government supplied performance data

· The latest OFSTED report

           -  Summary

           -  Full report
	College website
	

	Performance management policy and procedures adopted by the Governing Body
	College website
	

	College’s future plans
	College website/on request from the College
	6 p per A4 paper copy

	Every Child Matters – policies and procedures
	College website/on request from the College 
	6 p per A4 paper copy

	Class 4 – How we make decisions
(Decision making processes and records of decisions) 

Current and previous three years as a minimum
	(hard copy and / or website)


	 

	Admissions policy/decisions (not individual admission decisions)
	 College website
	-

	Agendas of meetings of the governing body and (if held) its sub-committees
	 College website
	-

	Minutes of meetings (as above) – NB this will exclude information that is properly regarded as private to the meetings
	 On request from the College
	6 p per A4 paper copy 

	Class 5 – Our policies and procedures

Current written protocols, policies and procedures for delivering our services and responsibilities)

Current information only                       
	(hard copy and / or website)


	 

	School policies including:

· Charging and remissions policy

· Health and Safety

· Complaints procedure

· Staff conduct policy

· Discipline and grievance policies

· Staffing structure implementation plan

· Information request handling policy

· Equality and diversity (including equal opportunities) policies

· Staff recruitment policies
	 College website
	-

	Pupil and curriculum policies, including:

· Home-school agreement

· Sex education

· Special educational needs

· Accessibility

· Race equality

· Collective worship

· Careers/Information Advice & Guidance (IAG) education

· Pupil discipline
	 College website
	-

	Records management and personal data policies, including:

· Information security policies

· Records retention destruction and archive policies

· Data protection (including information sharing policies)
	As per Local Authority policy (www.n-yorks.net)
	-

	Charging regimes and policies.
This should include details of any statutory charging regimes. Charging policies should include charges made for information routinely published. They should clearly state what costs are to be recovered, the basis on which they are made and how they are calculated.
	As per Local Authority guidelines. All policies and procedures are available from the College website.
	6 p per A4 printed paper copy

	Class 6 – Lists and Registers   

Currently maintained lists and registers only
	(hard copy and / or website; some information may only be available by inspection)


	 

	Curriculum circulars and statutory instruments
	DCSF website
	-

	Disclosure logs
	Available on request from the College 
	6 p per A4 printed paper copy

	Asset register
	Available on request from the College
	6 p per A4 printed paper copy

	Any information the College is currently legally required to hold in publicly available registers (This does not include the attendance register)
	Available on request from the College
	6 p per A4 printed paper copy


	Class 7 – The services we offer 

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

Current information only
	(hard copy and / or website; some information may only be available by inspection)


	 

	Extra-curricular activities
	Available on request from the College 
	6 p per A4 printed paper copy

	Out of College clubs
	Available on request from the College 
	6 p per A4 printed paper copy

	College publications
	Available on request from the College 
	6 p per A4 printed paper copy

	Services for which the College is entitled to recover a fee, together with those fees
	Available on request from the College 
	6 p per A4 printed paper copy

	Leaflets, books and newsletter
	Available on request from the College 
	6 p per A4 printed paper copy


Contact details:  Mr K Prytherch, Headteacher, Whitby Community College
SCHEDULE OF CHARGES

This describes how the charges have been arrived at and should be published as part of the guide.

	TYPE OF CHARGE
	DESCRIPTION
	BASIS OF CHARGE

	Disbursement cost
	Photocopying/printing @ 6 p per sheet (black and white)
	Cost of printing and resources used 

	
	Photocopying/printing @ 40 p per sheet (colour)
	Cost of printing and resources used 

	
	Postage
	Actual cost of Royal Mail standard 2nd class


 INFORMATION POLICY 

INTRODUCTION

This policy will help the College to comply with the guidance and Codes of Practice issued under the Data Protection Act (DPA), Environmental Regulations (EIR) and Freedom of Information Act (FOIA). It will address dealing with requests for information, records management, security and access to information and use of Email and Internet. 

The Policy sets out how the College does or will comply with the Acts. 

· It follows the Codes of Practice under DPA, EIR & FOIA.

· It follows the best practice recommended by the Information Commissioner.

· It incorporates the recommendations of the Public Records Office on record management.

· It makes provision for adopting the NYCC School Record Retention and Destruction schedule.

· The Policy refers to the College’s Publication Scheme, how it works and how it can be accessed.

What is information? 

Information means any record the College holds in any form. This includes documents, plans, and all other types of recorded information and personal information. 

Individuals can ask for any records the College holds and, under current legislation the information must be provided, unless an exemption is applied or the enquirer, having been notified of the charges applicable, does not pay.

MAKING INFORMATION AVAILABLE

The College, as a public body, is open and accountable and will make information available in line with the Data Protection Act, Environmental Regulations and Freedom of Information Act and will only apply exemptions when absolutely necessary. If an exemption applies individuals will be advised they cannot have the information they have requested and, and where appropriate, given the reason why information is being withheld. 

The College will make all information that it holds available unless an exemption is applied or,  in respect of FOIA, the cost of supplying the information exceeds the regulatory cost threshold (currently £450), or the enquirer, having been notified of the charges applicable, does not pay.

The College already makes most reports, minutes and reasons for decisions available to the public on request, which complies with the spirit of the legislation to promote openness and accountability. 

Personal Data will be collected, stored, used and disclosed with due regard to the requirements of the Data Protection principles. Requests for personal data will be dealt with under the terms of the Data Protection Act.

Requests for environmental information will be dealt with in accordance with Environmental Information Regulations.

All other request for information will be dealt with under the terms of the Freedom of Information Act.

Relevant staff will be provided with training on access to information regimes as required. 

A Publication Scheme will be maintained, in line with the FOIA, and will list the information the College makes readily available, it will advise how it can be obtained and whether any charges apply. The Publication Scheme will be updated as and when appropriate and will be subject to review by the Governing Body.

Responsibility 
The Chair of Governors and the Headteacher will jointly consider all requests where a public interest test is applied, or where there is any doubt on whether or not an exemption should be applied. In applying the public interest test they will: 

· Document clearly the benefits from both disclosing and withholding the requested information; and 

· Where necessary seek guidance on case law in deciding where the balance lies. Reasons for disclosing/not disclosing the information will be reported to the next governing body meeting. 

The day-to-day responsibility for implementation of the College’s governing body’s Information Policy and the provision of advice, guidance, publicity and interpretation of the policy is delegated to the Headteacher.

The Headteacher will:- 

· Oversee all requests for information;

· Ensure systems are in place to deal with requests and to co-ordinate/update the Publication Scheme.

· Consider what information, training and guidance staff may need.

· Be responsible for maintaining a log of all request received and for ensuring they are responded to within the prescribed timescales.

· Ensure a record of refusals and reasons for refusals is kept, allowing the governing body to review the College Information Policy on an annual basis.

· Take a view on possibly sensitive areas.

How the College manage requests for information 
· The College will provide reasonable advice and assistance to individuals if they need help in putting a request for information together; 

· Requests will be acknowledged within one school day.

· If there is any doubt on the scope of information requested clarification will be sought from the applicant.

· Requests will be responded to within the prescribed timescales.

· In some cases the disclosure of information may affect the rights of a third party. In such circumstances the College will ensure that disclosure of such information will be in line with FOI, DP and EIR legislation.

· Where the College receives a request to be dealt with under FOIA and some or all of the information is not held by the College and it is believed that another public authority may hold that information, then the College will ask the applicant if they wish the request to be transferred to the other authority once the information, held by the College has been disclosed. If the College is unable to facilitate the transfer of the request for information to another authority then, where possible, the applicant will be offered advice to enable him/her to pursue the request.

· The College will comply with its obligations on requests transferred by another public body in the same manner it would had the request been received directly by the College.

Charging for providing information
The College may, in some circumstances, charge an individual for releasing information in accordance with regulations. Charging for supplying information will be in line with current regulations. 

· FOI & EIR requests the College will use the North Yorkshire County Council Charging Policy (a copy of which can be located in the NYCC Schools Information Governance Manual Section B, Appendix 4). Once the individual has been notified that a fee is payable, if this is not received within 3 months of the notification, the request will be deemed to have lapsed. 
· DP - charges will be made in line with current regulations.
If a charge applies, written notice will be given to the applicant and payment must be received before supplying the information requested.

Monitoring & Evaluation 
The Headteacher will be responsible for periodically monitoring requests received and action taken to ensure that the College is complying with it information legislation and report annually to the Governing Body. 

Complaints
Expressions of dissatisfaction will be handled through the College’s existing general complaints procedure.

RECORDS MANAGEMENT/SECURITY & CONTROL OF INFORMATION
The College recognises that the efficient management of its records and information is necessary to comply with its legal and regulatory obligations and to contribute to the effective overall management of the College.
· The College will ensure that records are managed in line with the NYCC guidance.

· Protocols will be in place to ensure the College knows what information is held and by whom.

· The College will use the North Yorkshire County Council (NYCC) Schools’ Record Retention and Destruction Schedule (RRDS) and will ensure records are retained for the appropriate period and no longer, unless there are special reasons for doing so. (A copy of the NYCC RRDS can be located in the NYCC Schools’ Information Governance Manual Section B, Appendix 3). 
· The College will ensure that records are held safely and securely. with access restricted where appropriate. 

· The College will ensure that use of email is properly controlled in line with NYCC guidance. 

· The College will ensure that use of the Internet is properly controlled in line with NYCC guidance. 
HANDLING OF DISCOLURE INFORMATION

General principles

As an organisation using the Criminal Records Bureau (CRB) service to help assess the suitability of applicants for positions of trust, Whitby Community College complies fully with the CRB Code of Practice regarding the correct handling, use, storage, retention and disposal of Certificates and Certificate information.  It also complies fully with its obligations under the Data Protection Act 1998 and other relevant legislation pertaining to the safe handling, use, storage, retention and disposal of Certificate information and has a written policy on these matters, which is available to those who wish to see it on request.

Storage and access

Certificate information should be kept securely, in lockable, non-portable, storage containers with access strictly controlled and limited to those who are entitled to see it as part of their duties.

Handling

In accordance with section 124 of the Police Act 1997, Certificate information is only passed to those who are authorised to receive it in the course of their duties.  We maintain a record of all those to whom Certificates or Certificate information has been revealed and it is a criminal offence to pass this information to anyone who is not entitled to receive it.

Usage

Certificate information is only used for the specific purpose for which it was requested and for which the applicant’s full consent has been given.

Retention

Once a recruitment (or other relevant) decision has been made, we do not keep Certificate information for any longer than is necessary.  This is generally for a period of up to six months, to allow for the consideration and resolution of any disputes or complaints.  If, in very exceptional circumstances, it is considered necessary to keep Certificate information for longer than six months, we will consult the CRB about this and will give full consideration to the Data Protection and Human Rights of the individual before doing so.  Throughout this time, the usual conditions regarding the safe storage and strictly controlled access will prevail.

Disposal

Once the retention period has elapsed, we will ensure that any Certificate information is immediately destroyed by secure means, i.e. by shredding, pulping or burning.  While awaiting destruction, Certificate information will not be kept in any insecure receptacle (e.g. waste bin or confidential waste sack).  We will not keep any photocopy or other image of the Certificate or any copy or representation of the contents of a Certificate.  However, notwithstanding the above, we may keep a record of the date of issue of a Certificate, the name of the subject, the type of Certificate requested, the position for which the Certificate was requested, the unique reference number of the Certificate and the details of the recruitment decision taken.
TRAINING

The College will ensure that appropriate guidance and training is given to the relevant staff, governors and other authorised College users on handling requests, records management, security and access to information, using Emails and the Internet. 

COPYRIGHT

When providing information, the College will ensure that there is no infringement of copyright legislation. 

GENERAL

Any user who contravenes this guidance will be dealt with appropriately. This may include disciplinary action and/or informing the Police where appropriate.

An appropriate Governing Body Committee will be responsible for evaluating and reviewing this policy.
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