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Introduction
The Freedom of Information Act 2000 provides access to the public to the information held by public authorities.  This is done in two ways:  it requires public authorities to make available certain information held by them, it also sets out exemptions to this right and places certain obligations on the public authority.  It also gives a right for members of the public to request information. 

Duties 
Herne and Broomfield Parish Council duties under the Act are:
1. To adopt and maintain a publication scheme.  Herne & Broomfield Parish Council has adopted the IOC (Information Commissioners Office) model publication scheme. (Appendix A)
2. To confirm or deny they have the information being sought.
3. To supply the information requested within twenty working days, unless it is subject to one of various exemptions, (or twenty days upon receipt of the fee if required).
4. To supply the information in the format requested.
5. To provide advice and assistance to a requestor of information.
6. To give formal notice to the requestor where it refuses to provide the information requested.

The model publication scheme commits the Parish Council to have available to the public or publish the following as a matter of routine, the information that falls within these categories:

Class 1 – Who we are and what we do. This includes organisational information, contact information, staffing structures, council members and their committees.

Class 2 – What we spend and how we spend it.  This includes all information about projected and actual income, and expenditure, procurement, contracts and financial audit.

Class 3 – What our priorities are and what we are doing.  This includes strategies, plans, performance indicators, audits, inspections and reviews.

Class 4 – How we make decisions.  This includes our decision-making processes and the records of those decisions.

Class 5 – Our policies and procedures.  This includes our current written protocols, policies and procedures for delivering our services and responsibilities.

Class 6 – Lists and registers. This includes asset registers, and any information legally required to be held in publicly available registers.

Class 7 - The services we offer. This includes leaflets, guidance, and newsletters published for the public. 

Exempt material includes:
1. Personal information relating to Councillors (other than what is declared in the register of interests). 
2. Council Minutes may have items redacted in accordance with the Data Protection Act and / or exempt under Section 41 of the Freedom of Information Act.  
3. Any personal information about employees (including salary, appraisal reports and sickness records).
4. Tenders and bids from contractors and suppliers.

Policy
There are two ways to obtain information from the Parish Council:
1. The Herne and Broomfield Parish Council website.  https://www.herneandbroomfield-pc.gov.uk/
All information will be published on the website routinely including minutes and agendas, account information, policies and procedures, copies of the newsletter etc.  The requestor should check the website before submitting a request as it may already be in the public domain.  

2. A written request.
If the information is not found on our website, you may request the information required in writing by post or email to:
· Parish Clerk, Herne and Broomfield Parish Council, Parish Office, Herne Centre, St Martins View, Herne Bay, Kent CT6 7AP
· clerk@hbparishcouncil.co.uk
Requests must include the requestors name, address and description of the information required.

Once the request is received, the Clerk will acknowledge its receipt within 7 working days. 

Within 20 working days the Parish Council will confirm or deny they have the information, any fees that will be charged to provide the information and give you the information unless an exemption applies.  If an exemption applies you will be notified and the reason why we will not release the information given.

The requestor will be informed of any charge, and payment must be made before providing the information.  Once a fees notice has been given to the applicant, the 20 days will be suspended until the payment has been received.  Upon receipt of the payment the 20 days will continue.

Most information will be free to produce, but we will charge for printing, photocopying and postage. 

Policy statement
The Parish Council will:
· Offer advice and assistance to applicants seeking information.
· Where exemptions are applicable inform the applicant of these and indicate as soon as possible if this will have any bearing on the timescale for responding to the request. 
· Inform applicants whose requests are deemed vexatious or repeated, that their request will not be processed.
· Assist applicants, as much as possible, who are unable to detail their request in writing. 
· Inform applicants if the information they seek can be found free, where the request to the Council will result in a charge.
· Consider the impact of other relevant legislation, for example GDPR and Data Protection Act as well as modernising government agenda. 

Charging Policy
Information that is requested, which would involve a cost to the Parish Council to make available, will be charged in accordance with the Freedom of Information Act 2000.

We will charge for:
1. Disbursement costs, such as photocopying, printing and postage.  We will charge 15p per A4 sheet (plus VAT) for printing and photocopying.  Postage costs will be charged in line with Royal Mail charging costs.
2. Where staff costs are set to exceed £450 to locate, compile and produce the information then the Parish Council have the right to refuse the request on the grounds of cost.  However, the Parish Council can offer to provide the information with reimbursement for staff costs.  The Parish Council will charge a rate of £25 per person per hour (plus VAT). 
3. The Parish Council, if refusing the initial request, may still confirm it has the information unless compliance with this aspect itself exceeds the limit of £450 plus VAT. 

Where permission is granted to provide information that is held by the Parish Council, this can be done free of charge, by appointment, at the Parish Office.  Any copies or printing of information will be subject to a 15p per A4 sheet (plus vat) charge.

Information that can be emailed to the requestor will be done so free of charge.

Any photocopying and printing of information will be charged at 15p per A4 sheet (plus VAT).

Exemptions
The Parish Council may withhold information.  The Freedom of Information Act 2000 contains several exemptions that allows us to withhold information from a requestor.

Some exemptions relate to certain types of information, such as government policy.  Other exemptions include ones that may cause harm by their release, such as information relating to a criminal investigation.  Personal data is subject to Data Protection legislation.

If the request is subject to an exemption the Parish Council will notify the requestor that the information is unable to be released and the reason why.

Record Retention Times
Not all material is retained indefinitely.  The Parish Council fulfils the requirements for local Councils.  The following minimum retention period requirements apply:

	Document
	Minimum Retention Period
	Reason

	Minute books
	Indefinite
	Archive

	Scales of fees and charges
	6 years 
	Management

	Receipt and payment of accounts
	Indefinite
	Archive

	Receipt books of all kinds
	6 years
	VAT

	Bank statements inc. savings
	Last completed audit year
	Audit

	Bank paying-in books
	Last completed audit year
	Audit

	Quotations and tenders
	6 years
	Limitation Act 1980 (as amended)

	Paid invoices
	6 years
	VAT

	Paid cheques
	6 years
	Limitation Act 1980 (as amended)

	VAT records
	6 years
	VAT

	Petty cash, postage and telephone books
	6 years
	Tax, VAT, Limitation Act 1980

	Timesheets
	Last completed audit year
	Audit

	Wages books
	12 years
	Superannuation

	Insurance policies
	While valid
	Management

	Certificates of insurance against liability for employees
	40 years from date on which insurance commenced or was renewed
	The Employers’ Liability (Compulsory Insurance) Regulations 1998 (SI. 2753), Management

	Investments
	Indefinite
	Audit, Management

	Title deeds, leases, agreements, contracts
	Indefinite
	Audit, Management

	Members allowances register
	6 years
	Tax, Limitation Act 1980 (as amended)

	For Halls, Centre and Recreation Grounds

	· Applications to hire
· Lettings diaries
· Copies of bills to hires
· Record of tickets issued
	6 years
	VAT

	For Allotments

	· Register and plans
	Indefinite
	Audit, Management
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