PORTSKEWETT COMMUNITY COUNCIL

FREEDOM OF INFORMATION POLICY

1.	INTRODUCTION
	1.1	The Freedom of Information Act gives everyone the right to ask any public 				body for all the information they have on any subject you choose. Unless there’s a 			good reason, the organisation must provide the information within 20 working days. 			You can also ask for all the personal information they hold on you.
	1.2	Anyone can make a request for information, there are no restrictions on your age, 			nationality, or where you live.
	1.3	You can ask for any information at all, but some information might be withheld to 			protect certain interests which are allowed for by the Act. In this is case, the public 			authority must tell you why they have withheld information.
	1.4	If you ask for information about yourself, then your request will be handled under the 		Data Protection Act.

2. LEGAL FRAMEWORK
2.1 The law governing freedom of information in local authorities can be found in the Freedom of Information Act 2000.
2.2 The Community Council have adopted the Model Scheme for Local Councils (Core classes only) issued by the Information Commissioners Office.

3. INFORMATION AVAILABLE
	3.1	The following is a list of the information which can be made available under the act:
· 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.
· The services we offer.
	3.2	Information which is not normally available:
· Information which is prevented from being disclosed by law, or is exempt under the Freedom of Information Act, or is otherwise considered to be protected from disclosure.
· Information in draft form.
· Information contained in files which have been placed in archive storage so is no longer readily available, or is difficult to access for similar reasons.
	3.3	For information available from Portskewett Community Council see Appendix 1.

4. HOW TO REQUEST INFORMATION
	4.1	Write to, or email, the Community Council and include the following information:
· Your name.
· An address where you can be contacted.
· A description of the information required, giving as much detail as possible.






5. WHAT IS THE COST OF OBTAINING INFORMATION
5.1 Most requests for information are free.  There may be a small amount payable for copies of documents, see Appendix 1.
5.2	A public authority can turn down a request for information if it thinks it will cost them 			more than £450 (£600 for central government) to locate and supply the information.  		In this situation they may ask that the request is narrowed down by being more 			specific with regard to the information sought.

6. HOW LONG DOES IT TAKE
6.1 You should get a response within 20 working days.
6.2 If the Community Council requires more time they will notify you and explain why, and inform you of when a response can be expected.

7. HOW YOU WILL RECEIVE THE INFORMATION
7.1 You can ask for the information requested to be provided in one of the following ways:
· Paper copy of the original document.
· Electronic copy of the original document.
· Summary of the original document.
7.2 You may ask to inspect specific documents; however a public authority may give regard to the cost of this before complying with your request.

8. RESTRICTIONS AND COPYRIGHT
	8.1	When you have received the information, if you intend to reproduce it you should 			ensure you check the copyright status first.
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Appendix 1

INFORMATION AVAILABLE FROM PORTSKEWETT COMMUNITY COUNCIL 
UNDER THE MODEL PUBLICATION SCHEME

	INFORMATION TO BE PUBLISHED
	HOW THE INFORMATION CAN BE OBTAINED
	COST

	CLASS 1 – WHO WE ARE AND WHAT WE DO
This will be current information only

	Website:www.portskewettcc.org
Contact with clerk/Councillors
Council noticeboards
	



	Who’s who on the council
Contact details for Clerk and Council members
	Website: www.portskewettcc.org
Contact with clerk/Councillors
Council noticeboards
	
20p Sheet

	Location of Clerk’s Address (Council office) and accessibility details
	Website: www.portskewettcc.org
Contact with clerk/Councillors
Council noticeboards
	
20p Sheet

	Staffing Structure
	One part time clerk & one caretaker
	N/A

	CLASS 2 – WHAT WE SPEND AND HOW WE SPEND IT
Current and previous financial year information
	Website:www.portskewettcc.org
Contact with clerk/Councillors

	

	Annual return form and report by auditor
	Website:www.portskewettcc.org
Copy from clerk
	20p Sheet

	Finalised budget 
	Website:www.portskewettcc.org
Copy from clerk
	20p Sheet

	Precept
	Website:www.portskewettcc.org
Copy from clerk 
	20p Sheet

	Borrowing approval letter
	N/A
	N/A

	Financial Standing Orders and regulations
	Copy from clerk
	20p Sheet

	Grants given and received
	Website:www.portskewettcc.org
Copy from clerk
	20p Sheet

	List of current contracts awarded and value of contract
	N/A
	N/A

	Members allowances and expenses
	Website:www.portskewettcc.org

	N/A

	Community Plan (Current and previous year as minimum)
	N/A
	N/A

	Annual Report to Community Meeting (Current and previous year as minimum)
	N/A
	N/A

	Quality Status
	N/A
	N/A

	Local Charters drawn up in accordance with DCLG guidelines
	N/A
	N/A

	CLASS 4 – HOW WE MAKE DECISIONS
(Decision making processes and records of decisions)
	
Approved Minutes
Website:www.portskewettcc.org
Copy from clerk
	
20p Sheet

	Timetable of meetings
	Website:www.portskewettcc.org
Copy from clerk
	20p Sheet

	Agendas of meetings
	Website:www.portskewettcc.org
Copy from clerk
Council noticeboards
	20p Sheet

	Minutes of meetings (This will exclude information that is properly regarded as private to the meeting)
	Website:www.portskewettcc.org
Copy from clerk

	20p Sheet

	Reports presented to council meetings (This will exclude information that is properly regarded as private to the meeting)
	Copy from clerk

	20p Sheet

	Responses to consultation papers
	Copy from clerk

	20p Sheet

	Responses to planning applications
	MCC Planning Portal 
Copy from clerk
	20p Sheet

	Bye-laws
	MCC Website
Copy from clerk
	20p Sheet

	CLASS 5 – OUR POLICIES AND PROCEDURES
(Current written protocols, policies and procedures for delivering our services and responsibilities)

	

Copy from clerk


	

20p Sheet

	Policies and procedures for the conduct of Council business:
· Procedural Standing Orders
· Committee and sub-committee terms of reference
· Delegated authority in respect of others
· Code of conduct
· Policy statements
	

Copy from clerk 
N/A

N/A
Copy from clerk 
Copy from clerk 

	

20p Sheet




	Policies and procedures for the provision of services and about the employment of staff:
· Internal policies relating to the delivery of services
· Equality and Diversity policy
· Health and safety policy
· Recruitment policies (including current vacancies)
· Policies and procedures for handling requests for information
· Complaints procedures (including those covering requests for information and operating this publication scheme)
	

N/A

N/A
N/A
As per MCC

Copy from clerk 

Copy from clerk 

	

20p Sheet


	Information security policy
	Don’t hold information – only electoral register
	

	Records management policies (records retention, destruction and archive)
	Archives held at County Records Office
	

	Data protection policies
	We operate policy in accordance with Data Protection Act 1998
	

	Schedule of charges (for publication of information)

	Copy from clerk 

	20p Sheet


	CLASS 6 – Lists and Registers
Currently maintained lists and registers only

	
Electoral Register Only
	
N/A

	Assets register
	Copy from clerk 

	20p

	Disclosure log (Indicating the information that has been provided to requests) 
	N/A
	N/A

	Register of Member’s interests
	Website:www.portskewettcc.org
Copy from clerk
	20p Sheet

	Register of gifts and hospitality
	N/A
	N/A

	CLASS 7 – THE SERVICES WE OFFER
	
	

	Allotments
	N/A
	N/A

	Burial grounds and closed churchyards
	N/A
	N/A

	Community centres and village halls
	N/A
	N/A

	Parks, playing fields and recreational facilities
	Inspection of files
	20p Sheet

	Seating, litter bins, clocks, memorials and lighting
	Copy from clerk
	20p Sheet

	Bus shelters
	N/A
	N/A

	Markets
	N/A
	N/A

	Public conveniences
	N/A
	N/A

	Agency Agreements
	N/A
	N/A

	A summary of services for which the council is entitled to recover a fee, together with those fees – e.g. burial fees
	N/A
	N/A

	ADDITIONAL INFORMATION

	N/A
	N/A



Contact Details: 	Mrs B Young (Clerk to Council)
				18 Osprey Drive
				Caldicot
				Monmouthshire	
				NP26 5RL				
		
				Telephone: 07487 315981								Email: clerkatportskewettcc@outlook.com



