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Introduction
1.1 The Freedom of Information Act (2000) (The Act) requires all public authorities, which includes the Council of the Isles of Scilly, to adopt and maintain a Publication Scheme. 

1.2 A Publication Scheme is in essence a directory to the information that the Council of the Isles of Scilly publishes or intends to publish. It is not in itself a comprehensive collection of the information that the council publishes-more a guide to where information can be found and accessed. 
1.3 The Publication Scheme that follows is based on the Information Commissioner’s Model Publication Scheme and commits the Council of the Isles of Scilly 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. The scheme commits the Council of the Isles of Scilly:
1.3.1
To publish proactively or otherwise make available as a matter of routine, information, including environmental information as defined by the Environmental Information Regulations (EIR), which is held by the Council and falls within the classifications below;
1.3.2
To specify the information which is held by the council and falls within the classifications below;
1.3.3
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;
1.3.4
To review and update on a regular basis the information the Council makes available under this scheme;
1.3.5
To produce a schedule of any fees charged for access to information which is made proactively available;
1.3.6
And to make this Publication Scheme available to the public. 
1.4 This is the Council of the Isles of Scilly’s scheme under the Act.  The idea of the scheme is to let everyone know what information will be automatically, or routinely, published by the Council.  The way that the Act does this is to require that the schemes specify classes of information.  The way that we have arranged this in the scheme is to set out seven classes or categories which are:-

· Who we are and what we do
· What we spend and how we spend it
· What our priorities are and how we are doing
· How we make decisions
· Our policies and procedures
· Lists and Registers
· Services provided by the Council

1.5 This Publication Scheme itself will be made available on our website and on request at the One Stop Shop. 
Guide to Information
2.1 
The guidance below outlines some examples of the types of information the Council commits to proactively publish.  
	Class
	Title
	Definition

	Class I
	Who we are and what we do.


	The Council of the Isles of Scilly is exempted from producing a constitution under the Local Government Act 2000, however, the following documents are available:

· Standing Orders;
· Committee Structure under which the Council operates;
· Officer Structure under which the Council operates;
· Currently elected councillors and their contact details;
· Organisational chart; 
· Location and opening times of council properties;
· Currently elected councillors’ information and contact details, contact details for all customer-facing departments;
· Most recent election results;
· Relationships with other authorities; 

· Local Governance Framework;
· Scheme of Delegation;
· Code of Conduct;
· Terms of Reference;
· Financial Regulations.


	Class II
	What we spend and how we spend it
	· Financial Statements , budgets and variance reports;

· Council Tax Estimates and Capital Programme;
· Members Allowances Scheme;  
· Members and Staff Subsistence payments;
· Annual Statement of Accounts;  
· External and Internal Audit reports; 
· Financial Regulations;

· Procurement procedures;

· Contract tendering; 
· Pay and grading structure;
· Fees and Charges;
· Financial Regulations;
· Senior staff allowances and expenses; 
· Election expenses (returns or declarations and accompanying documents relating to election expenses sent to the council);
· Details of contracts and tenders to businesses and to the voluntary community and social enterprise sector;
· Details of grants to the voluntary community and social enterprise sector;
· Financial statements for projects and events;

· Funding for partnership arrangements.


	Class III
	What our priorities are and how we are doing
	· Annual reports, strategies and business plans for services provided by the Council;
· Corporate Plan;
· Best value local performance plan;
· Internal and external performance reviews, including external audits;

· Strategies developed in partnership with other authorities;
· Recommendations from Peer Challenge.


	Class IV
	How we make decisions
	· Timetable of Council meetings;
· Agendas, officers’ reports, background papers and minutes of council committee, sub-committee and standing forum meetings; 

· Consultations;
· Major policy proposals and decisions;
· Scheme of delegation;
· Local Governance Framework.


	Class V
	Our Policies and procedures
	· Policies and procedures for conducting Council business; 
· Policies and procedures for delivering our services;
· Policies and procedures about the recruitment and employment of staff;

· Pay policy statement; 

· Customer service;

· Records management and personal data policies; 

· Charging regimes and policies.


	Class VI
	Lists and registers
	· Public registers and registers held as public records;

· Asset registers and information asset register;

· CCTV; 

· Disclosure logs;

· Register of Councillors’ financial and other interests;

· Senior Officers’ declaration of interests;

· Register of gifts and hospitality;

· Highways, licensing, planning, commons, footpaths etc;

· Register of electors.



	Class VII
	Services provided by the Council
	· An alphabetical A-Z Index of Council Services;
· Advice and guidance (eg. Leaflets for customer-facing departments);
· Election information.


The classes of information will not generally include:

The Council of the Isles of Scilly will not generally include the following information:

3.1 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;
3.2 Information in draft form;
3.3 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; 

3.4 Information which may constitute exempted information within Schedule 12A of the Local Government Act (1972) and Part II of the Freedom of Information Act 2000.  eg. Names of staff other than principal officers and managers whose names are already included on the Council’s strategic and operational plans and other published documents.

The methods by which information published under this scheme will be made available

4.1
We will indicate clearly to the public what information is covered by this scheme and how it can be obtained.

4.2
Where it is within the capability of the council, information will be provided on its website. Where it is impracticable to make information available on the website or when an individual does not wish to access the information by the website, the council will indicate how information can be obtained by other means and provide it by those means. 
4.3
In exceptional circumstances some information may be available only by viewing in person. Where this is the case, contact details will be provided. An appointment to view the information will be arranged within a reasonable timescale. 

4.4
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. 

4.5
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

5.1
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. 

5.2
Material which is published and accessed on the council’s website will be provided free of charge.

5.3
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

5.4
Charges may also be made for information provided under this scheme where they are legally authorized, 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.
5.5
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

6.1
Information held by the council 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. 
Who Do I Contact?

The Freedom of Information Team
Town Hall
St.Mary’s
Isles of Scilly
TR21 0LW. 

Email: FOI@scilly.gov.uk
Making a Complaint, Suggestion or Compliment

6.2
If you are not satisfied with the council’s response to a request for information you may make a complaint to the address below:-

The Council of the Isles of Scilly
Town Hall
St.Mary’s
Isles of Scilly
TR21 

Email: enquiries@scilly.gov.uk
6.3
If after going through the council’s formal complaint and appeals system you are still not satisfied then the Freedom of Information Act 2000 makes provision for you to complain directly to the Information Commissioner’s Office:
Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

Fax :01625 524 510   DX: 20819 Wilmslow 

Tel: 01625 545 745    
E-mail : data@dataprotection.gov.uk. 

