St Harmon Community Council
Freedom of Information Policy & Procedure 
1 Introduction
1.1 The Freedom of Information Act 2000 (FOIA) and the Environmental Information Regulations 2004 (EIR) apply to all public authorities.
1.2. The EIR applies to all environmental information and the FOIA to all other	information.
1.3 FOIA is enforced by the Information Commissioner (who also has responsibility	for data protection issues).
1.4 The legislation introduces a presumption in favour of access to information	unless an exemption applies.
1.5 The Community Council needs to have a publication scheme approved by the Information Commissioner’s Office. The scheme indicates what and how information will be provided. The scheme must also include a charging scheme if charging is to be made.
2 The Policy
2.1 The Community Council will
• Publish the required information on the website and through the Publication Scheme.
• Respond to requests for information within 20 working days (This is extended to 40 working days for EIR information if it is bulky and complex. Other information further time is allowed up to 20 working days applying the public interest test but still requires a response within 20 working days).
• Release all information in response to requests for information except where an exemption/exception legitimately applies;
• Charge fees in line with the guidance and include these charges in the Publication Scheme
• Handle requests for information professionally and in accordance with the Codes of Practice issued under section 45 of the FOIA and Regulation 16 of the EIR, providing advice and assistance to applicants.
• Manage our records in an organised and efficient way.
• Hold an internal review should an applicant be dissatisfied with the way the request was handled and the applicant requests one.
• FOI requests will only be received in writing St Harmon Community Council.  Procedure for handling requests made under the Freedom of Information Act 2000.
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3 Responsibilities
3.1 Everyone who works for the Community Council has some responsibility for ensuring that information is stored and handled appropriately.
3.2 There are people with key responsibilities
• Councillors are ultimately responsible for ensuring the Community Council meets its legal obligations
• The Clerk is responsible for
o Logging information requests
o Responding to the requests
o Notifying Council of requests



















PROCEDURE FOR HANDLING REQUESTS MADE UNDER THE FREEDOM OF
INFORMATION ACT 2000

This Model 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 
· 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
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 procurement and contracts.
and expenditure, tendering, 

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.
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.

1. General information under the Model Publication Scheme
Authority:			St Harmon Community Council
Council Office: 		visits by appointment, please phone 01597 870574
Clerk/Responsible Officer: 	Cllr Donald Jenkins (Acting)

	2. Information to be published
	3. Method of publication

	Council practice and procedures


Council agendas 


Council minutes



Declarations of acceptance of office
Standing orders   
Councillor's code of conduct
Register of Councillors' interests

	Council practice and procedures may be inspected by appointment or seen on Web Site. 

Agendas are posted on notice boards/web site, and may be inspected by appointment.

Council minutes are published on notice boards/web site, or may be inspected by appointment.

}
} Are posted on the web site or May be inspected by appointment.
}
}






	2. Information to be published
	3. Method of publication

	Financial
The annual precept figure


Annual budgets in summary form
Expenditure against budget in summary form   
Payments made to contractors and suppliers
Annual accounts and supporting information
Financial regulations
Risk assessment
	
The annual precept is published in the Council minutes for December. And posted on the web site

}Website. Or inspected by appointment
}website Or inspected by appointment.
}May be inspected by appointment.
}May be inspected by appointment
} Website. Or inspected by appointment
} Website. Or inspected by appointment

	Planning
Individual planning applications and responses
	
Planning applications may be inspected on the   Powys County Council website www.powys.gov.uk or by visiting The Gwalia in Llandrindod Wells during office hours.

	Periodic Electoral Review
Documents on last Electoral Review   

Documents on the last boundary change
	
}These documents may be inspected on }the Powys County Council website }www.powys.gov.uk or by visiting County }Hall in Llandrindod Wells during office }hours.




3. Exempt material   
· Personal information relating to Councillors (other than that required to be declared in the 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.

4. Charging policy 
Information may be inspected by appointment free of charge.

Information that may be copied without breaching copyright laws may be copied by the clerk at a cost of 5p per A4 sheet. Larger sheets will be copied for a price to be advised.


	Draft Prepared
	

	Presented to Council
	3rd December 2020

	Adopted
	3rd December 2020

	Signed
	DWJenkins
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Information available from St Harmon Community Council
under the model publication scheme
Information to be published How the information
can be obtained
Cost
Class1 - Who we are and what we do
The Council has eight councillors and employs one clerk/responsible financial officer.
All enquiries to be addressed to the clerk: Mrs A Procter,
Bronheulwen, Tylwch, Llanidloes, SY18 6QY
Phone 01686 440400
stharmoncc@gmail.com
On request from the clerk.
(available to view by
appointment, or as a copy)
See page 3
Who’s who on the Council and its Committees
Contact details for Council members
Class 2 – What we spend and how we spend it
Annual accounts and report by auditor
Finalised budget
Precept
Borrowing Approval letter
Financial Standing Orders and Regulations
Grants given and received
List of current contracts awarded and value of contract
Members’ allowances and expenses

Class 3 – How we make decisions
On request from the clerk.
(available to view by
appointment, or as a copy)
See page 3
Timetable of meetings
Agendas for meetings
Minutes of meetings
Reports presented to council meetings
(excluding information that is properly regarded as private to the meeting.)
Responses to consultation papers
Responses to planning applications
Class 4 – Our policies and procedures
Procedures for the conduct of council business:
Standing orders
Model publication scheme
Financial Regulations
Complaints procedure
Risk Analysis
Code of Conduct
Class 5 – Lists and Registers
Assets Register
Register of members’ interests
Register of gifts and hospitality
Class 6 – The services we offer
Information about the children’s play area
Information about the bus shelters
Information about local activities and events
Schedule Of Charges
Description Charge
Photocopying (black & white) £0.05 per sheet
Colour photocopying Actual cost
Postage Actual cost of Royal Mail
Issue Record
Issue Date Change
1 May 2011 Initial issue.
2 24 September 2013 Complete re-issue, based on latest template from Information Commissioner’s Office
.
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