	
	[image: image1.jpg]Dunstable
College






	Access to College Information Policy/Procedure

	Reference No                              
	GOV010

	
	
	
	

	Department/Area:
	Governors
	
	

	Approved by:
	Corporation
	on:
	January 1998

	Issued by:
	Clerk to the Governors
	Responsibility
	Clerk to the Governors

	Last review date:
	February 2008
	Number of pages:

(including this one)
	5

	Review date:
	December 2010
	
	

	(including Equal Opportunities Impact Assessment)
	

	

	The purpose of this policy/procedure is to enable any person wishing to inspect the documents listed on Appendix 1 may do so by contacting the Clerk to the Governors between the hours of 8:30 am – 4 pm (Monday to Friday) to make convenient arrangements.

	The scope of this policy/procedure is all staff.

	Related Documents are:  Freedom of Information Publication Scheme GOV017.


Introduction

This framework sets out the policy of Dunstable College in relation to access to information.

Policy

Information about College activities is generally available to the public on request.  In particular, the documents listed in Appendix 1 are readily available for inspection.

Access to College Documentation

Any person wishing to inspect the documents listed at Appendix 1 may do so by contacting the Clerk to the Governors between the hours of 8:30 am and 4 pm Monday to Friday to make convenient arrangements.

Copies of some of these documents are available free of charge.

The remaining documents are available for inspection only.  In certain circumstances, copies may be made available at a charge to cover the costs of copying.

Confidential Information

Some information held by the College is confidential and will be withheld from any documentation or other information generally provided.  Information falling into the categories listed in Appendix 2 would normally be withheld.

Committee papers and minutes classed as confidential  (not available for disclosure) will remain confidential for a minimum of one year, subject to the Corporation, or the Chair on behalf of the Corporation, deciding that information on a particular issue can be released in less than the one  year limit. Such determination will generally be in response to a specific request for access to the information.

At the end of the academic year the Chair of Governors will examine all Governors’ papers which have been confidential for a minimum of a year and identify those items where consideration of openness and transparency and the need to maximise public availability means that they can be released for public access.  The Chair of Governors will consult with the Principal, Clerk and Chair of the relevant Committee where necessary, and take legal advice if he/she determines the need to. This review of confidential items will be part of the annual schedule of business and not in response to a particular request for information.

There will remain a number of items which the Chair of Governors judges still need to be classed as confidential.

 After the judgement of the Chair at year end, the remaining items continuing to be classed as confidential may still be made available following a request for access.  The Chair of Governors will review whether factors which led to the decision to class the item as “confidential” classification still apply.

In making these decisions the Chair will apply the criteria for confidentiality (appendix 2).

Anyone seeking information who disputes the decision of the Chair  has Right of Appeal to the full Corporation.

Response to Enquiries

The College will endeavour to provide information other than that listed in Appendix 1 on request, and to do so within 20 working days.
Accessing information covered by the Freedom of Information publication scheme

Requests for information have to be made in writing.  The College reserves the right to charge a fee or waive a charge for information provided.

Accessing information not covered by the publication scheme

Requests for information have to be made in writing.  The College may charge a fee which will be calculated according to Fees Regulations.

Complaints

The College has established a procedure for dealing with complaints.  Any person with a complaint about the availability of information should raise their complaint under this procedure.  Copies of the procedure can be obtained from the Principal’s office.

Alternatively, complaints can be forwarded to the Information Commissioner, the independent body who oversees the Freedom of Information Act:

Information Commissioner

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Appendix  1

Documents Generally Available

· agendas and minutes of Corporation and Committee meetings;

· statement of policy on attendance at Corporation and Committee meetings;

· Annual financial statements

· the College charter;

· the College prospectus(es);

· summary of the College Inspection Report;

· information on examination results;

· Register of Interests;

· Code of Conduct;

· Instrument and Articles of Government;

· Code on Access to Information;

· Procedure on Whistleblowing;

· Standing Orders of the Corporation and its Committees.

Appendix  2

Criteria for Confidentiality

· personal information relating to an individual;

· information provided in confidence by a third party who has not authorised its disclosure;

· financial or other information relating to procurement decisions, including that relating to the College negotiating position;

· information relating to the negotiating position of the College where disclosure might harm the College or its competitive position, as determined by the Governing Body;

· legal advice received from or instructions given to the College legal advisers;

· information planned for publication in advance of that publication.
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