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Freedom of Information Act.

Publication Scheme

What is the scheme?

The publication scheme is a guide to the information normally available or published by Ealing, Hammersmith & West London College.  The Scheme provides a description of the “classes” or types of information normally available/published.  Details of the classes are contained in appendix 1 of this document.
Adopting a publication scheme is a requirement of Section 19 of the Freedom of Information Act 2000.  The purpose of the Act is to promote greater openness by public authorities (which includes Further Education Colleges). 

The Ealing, Hammersmith & West London College scheme follows the Model Publication Scheme produced for Further Education Colleges by the Information Commissioner.

How do I obtain information covered by the publication scheme?

Ealing, Hammersmith and West London College will make available items which belong to classes in the Publication Scheme. Any exceptions are noted in the descriptions of the different classes of information. These will generally be for reasons related to the Data Protection Act or commercial sensitivity. 

Information can be obtained by writing to:

The Director of Human Resources.
Ealing, Hammersmith and West London College

Gunnersbury Lane

Acton
London W3 8UX 
How much do printed publications cost? 

Printed information on courses and services offered by the college is available free of charge, as are packs issued to people responding to notices of job vacancies. 

The College will charge £5 per document for other publications covered by the Publication Scheme and/or other documents requested under the terms of the Freedom of Information Act.
If requested, we will produce publications in other formats but, in these cases, we will make a charge, amounting to the actual cost of producing the item in the format requested and sending it, with a minimum charge of £5. 

If you request a publication in another format, we will tell you, in advance, what the cost will be.

Questions, Comments and Complaints 

If you are not able to obtain what you require, of if you have any questions, comments or complaints about this scheme, please contact the Director of Human Resources at the address shown above or via E-Mail (stevebu@wlc.ac.uk).

What about information not covered by the publication scheme?

From 1 January 2005 you have had  the right, under the Freedom of Information Act 2000, to request any information (subject to certain exemptions) which the College has not already made available through its publication scheme.  Requests will have to be made in writing (to the HR Director at the address shown above) and, in general, the College will have 20 working days to respond.  The College will charge a fee appropriate to the cost of obtaining and sending the information.

The College will not be required to release information to which an exemption in the Act legitimately applies. The exemptions most likely to apply in the case of the College include certain information in the following categories:

Information accessible to applicants by other means

Information intended for future publication

Investigations and proceedings conducted by a public authority

Law enforcement

Prejudicial to the effective conduct of public affairs 

Health and Safety

Personal Information

Information provided in confidence

Legal professional privilege

Commercial Interests

Where the College decides that, because of one of the exemptions, it should not provide the requested information, reasons for that decision will be provided.

Complaints

We will take all reasonable steps to meet your information needs.  However, if you have a complaint we are unable to resolve, you have the right to complain to the Information Commissioner, the independent body which oversees the implementation of the Freedom of Information Act.

Information Commissioner

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Appendix 1 

Classes of Information
In accordance with our policy, set out below are examples of the kinds of information that the College would normally be able to provide in order to meet our commitments under the publication scheme. This information would normally be available unless:

· we do not hold the specific information requested
· the information is exempt under one of the FOI exemptions or Environmental Information Regulations (EIRs) exceptions, or its release is prohibited under another statute
· the information is archived, out of date or otherwise inaccessible; or
· it would be impractical or too resource-intensive to prepare the material for routine release. 

The examples below are not exhaustive and the College will give fair and reasonable consideration to all requests for information whether or not they come within the following lists of examples.    
1. Who we are and what we do 

Current information regarding organisational information, structures, locations and contacts. 

2. Legal framework 
Information relating to the legal and corporate status of the institution. 
3. How the institution is organised 
Information about the management structure of the institution, including a description of the Statutory Bodies and the organisational structure together with a description of the work of each unit and the names and responsibilities of key personnel (this includes departmental structures)
Wherever possible, named contacts will be given in addition to contact phone numbers and email addresses. 

Terms of reference, membership and description of all boards and committees are also included under this heading. It should include department structures and identify senior personnel.
4. Lists of and information relating to organisations it works in partnership with and any companies wholly owned by it 
This is for the purposes of identifying the relationship between these bodies (such as business, the professions and the community) and the College. 
(On the basis that most of these bodies will be responsible for their own affairs, further information about them should be sought from them direct)

5. Student activities 
Information relating to the operation and activities of the Student Union and other clubs, associations and non-academic activities that are organised for or by the students where this information is held by the college. 

6. What we spend and how we spend it 

Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit. 
Financial information for at least the current and previous two financial years will be made available. 
7. Funding / income 
Information on the sources of funding and income, such as funding grants, tuition fees, endowment and investment income (including investment strategy). 
8. Budgetary and account information 
Annual statements of accounts and other information which shows how College money is being spent, where it is or has been planned to spend it and the difference between one and another. 
Revenue budgets and budgets for capital expenditure to be included. 
9. Financial audit reports/Capital programmes 
Information on major plans for capital expenditure including public private partnership contracts (if any). 

10. Financial regulations and procedures 
The current version
11. Staff pay and grading structures 
This will be provided as part of the organisational structure and  will indicate the levels of pay (I.e. the grade)  and not individual salaries. 

12. Register of suppliers/Procurement and tender procedures and reports 
Details of procedures used for the acquisition of goods and services. This will include contracts currently available for public tender and reports of successful tenders.  
13. Contracts 
Details of contracts that are of sufficient size to have gone through a formal tendering process. 
14. What our priorities are and how we are doing 

Strategies and plans, performance indicators, audits, inspections and reviews. Information in this class will be available for at least for the current and previous three years. 
Information in this category will include

· The Annual report 
· Corporate plans 
· Our Curriculum strategy 
· Information about academic quality and standards (including information on the College’s internal procedures for assuring academic quality and standards and qualitative data on the quality and standards of learning and teaching)
15. External review information 
This will include information such as the annual monitoring and review process together with a statement of roles, responsibilities and authority of different bodies within the institution involved in programme approval and review.      
16. Corporate relations 
Information relating to the college’s links with employers and the development of learning programmes. 

17. Government and regulatory reports 
This will include, for example accreditation and monitoring reports by professional, statutory or regulatory bodies and information that an institution is legally obliged to make available to its funding and/or monitoring bodies. 

18. How we make decisions 

Decision making processes and records of decisions. Iinformation in this class will be available at least for the current and previous three years. 
19. Minutes from governing body meetings and other similar meetings

This will include minutes of meetings where key decisions are made about the operation of the college, excluding material that is properly considered to be private, to be readily available to the public. 

20. College policies and procedures 

This section covers current written protocols, policies and procedures for delivering our services and responsibilities in the following categories:
20.1
Policies and procedures for conducting college business. Codes of 
practice, memoranda of understanding, procedural rules, standing 
orders and similar information  are included in this category together 
with procedures for handling requests for information.   
20.2
Procedures and policies relating to academic services. Policies under 
this heading include such matters as policies and procedures relating 
to changing course, regulations and policy on student assessment, 
appeal procedures and policy on breach of assessment regulations. 
20.3
Procedures and policies relating to student services. This includes   
relevant policies and procedures as they apply, for example, to student 
admission and registration, management of the student records 
system, the assessment of external qualifications, internal student 
complaints and appeals and the student disciplinary procedure.   
  
20.4
Procedures and policies relating to human resources. This includes the 
full range of human resources policies and procedures including 
generic terms and conditions of employment.

20.5
Procedures and policies relating to recruitment including details of 
current external vacancies. 
20.6
Code/s of Conduct.
20.7
Equality and Diversity polices and procedures. 
20.8
Health and Safety policies and procedures including Codes of Practice.
20.9
Estate management policies including disposals policy, estates 
strategy and plan, facilities management policies, grounds and building 
maintenance. 
20.10
Complaints policies and procedures.
20.11
Records management and personal data policies. 
20.12
Charging regimes and policies including details of any statutory 
charging regimes. Charging policies include charges (if any) made for 
information routinely published  
21. Lists and registers 

Information contained in currently maintained lists and registers including any information we are currently legally required to hold in publicly available registers.
22. The services we offer 

Information about the services we offer, including leaflets, guidance and newsletters.  It includes:

· Prospectuses and course content 
· Careers advice
· Services for which the College is entitled to recover a fee together with those fees
· Sports and recreational facilities 
· Conference/meeting room facilities 
· Advice and guidance about College services
· Media releases 
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