Guide to information available through
Fife Council Publication Scheme

INTRODUCTION TO THE PUBLICATION SCHEME
Updated February 2020

The Freedom of Information (Scotland) Act 2002 (FOISA) provides individuals with a right of access to all recorded information held by Scotland’s public authorities. The Act requires authorities to produce and maintain a publication scheme which requires to 

· Publish the classes of information that they make routinely available

· Tell the public how to access the information and what it might cost

Fife Council has adopted the Model Publication Scheme 2018 produced by the Scottish Information Commissioner. This scheme has the Commissioner’s approval. 
If you require further information about the latest scheme, please contact us at the address below. 

Information Management & Requests team

Fife Council

Fife House

North Street

Glenrothes

FIFE    

KY7 5LT

Information.requests@fife.gov.uk 

The purpose of the scheme is to 
· Allow you to see what information is available in relation to each class

· State what charges may be applied

· Explain how you can find the information easily

· Provide contact details for enquiries and to get help with accessing the information

· Explain how to request information we hold that has not been published

Where information is not published under this scheme, or if you require information in an alternative format, you can request it from us, or write to

Information Management & Requests team

Fife Council

Fife House

North Street

Glenrothes

FIFE    

KY7 5LT

Information.requests@fife.gov.uk 
Exempt information
We will publish the information we hold that falls within the classes of information below.  I a document contains information that is exempt under Scotland’s freedom of information laws (for example sensitive personal information or a trade secret), we may remove or redact the information before publication but we will explain why.  

OUR COPYRIGHT POLICY
Where Fife Council holds the copyright in its published information, the information may be copied or reproduced without formal permission, provided that

· It is copied or reproduced accurately

· It is not used in a misleading context, and

· The source of the material is identified

The publication scheme may however contain information where the copyright holder is not Fife Council. In most cases the copyright holder will be obvious from the documents.  In cases where the copyright is unclear, however, it is the responsibility of the person accessing the information to locate and seek the permission of the copyright holder before reproducing the material or in any other way breaching the rights of the copyright holder.

Information about Crown copyright material is available on the website of the Queens Printer for Scotland at www.oqps.gov.uk.  We can provide you with a copy of this information if you do not have internet access.
CHARGING POLICY

Unless a charge is otherwise stated all information contained within our scheme is available free of charge, where it can be downloaded from our website or where it can be sent to you electronically.
Each class of information will clearly show if a charge may apply. Unless otherwise stated the charges, which apply will be based on the charging policy set out below.  

We do not make any charge for the inspection of any of the information which is made available via the classes in this publication scheme.

We reserve the right to impose charges for providing information in paper copy or computer disc / alternative formats.  Charges will reflect the actual costs of reproduction and postage to the authority, as set out below.

	Reproduction costs 



	A4 black and white copy
	20p (double-sided) 

	A4 Colour copy
	40p (double-sided) 

	A3 black and white copy
	30p per side

	A2 black and white copy
	£1.00 per side

	A1 black and white copy
	£1.50 per side

	A0 black and white copy
	£2.00 per side

	Alternative formats 


	Computer discs
	£1 per CD-Rom / DVD

	Postage



	Charged at the cost to the Council of sending the information by first class post


There are a small number of publications for which Fife Council makes a charge.  These documents include:

· Leaflets on Archaeological Heritage

· Major Planning Strategies and Plans

These publications will be charged according to the cost to the authority of publishing them.

Re-Use of Public Sector Information
Access to the information does not mean that copyright has been waived, nor does it give the recipient the right to re-use the information for a commercial purpose.  If you intend to re-use information obtained from the scheme, and you are unsure whether you have the right to do so, you are advised to make a request to Fife Council to re-use the information.  Your request will be considered under the Re-Use of Public Sector Information Regulations 2015 
Guidance on the RPSI regulations can also be found on the Office of Public Sector Information 
CLASSES OF INFORMATION
We publish information that we hold within the following classes.  

Class 1 – About Fife Council

Class 2 – How we deliver our functions and services

Class 3 – How we take decisions and what we have decided

Class 4 – What we spend and how we spend it

Class 5 – How we manage our human, physical and information resources

Class 6 – How we procure goods and services from external providers

Class 7 – How we are performing

Class 8 – Our commercial publications

Class 9 – Open data

Class 1 - About the Authority

Information about the authority, who we are, where to find us, how to contact us, how we are managed and our external relations.

	Authority name, address & contact details for HQ and principal offices
	https://www.fife.gov.uk/councildepartments 

	Organisational structure, roles & responsibilities of senior officers
	https://www.fife.gov.uk/councildepartments  

	Business Opening Hours
	https://www.fifedirect.org.uk/index.cfm

	Contact details for customer care and complaints functions
	Click on Council & Democracy, Comments & complaints https://www.fife.gov.uk/complaints 

Click on Council & Democracy, Customer Service https://www.fife.gov.uk/ourcustomercharter 

	Publication scheme and guide to information 
	Click on Council & democracy, data protection and freedom of information, freedom of information https://www.fife.gov.uk/publicationscheme  

	Contact details and advice about how to request information from the authority
	Council & Democracy, Data Protection & Freedom of Information, Freedom of Information

https://www.fife.gov.uk/foi  

	Freedom of Information, Environmental Information Regulations 
	https://www.fife.gov.uk/informationrequests 

	Legal Framework for the authority, including constitution, articles of association or charter
	https://www.fife.gov.uk/ourcustomercharter 

	Description of governance structure, board, committees and other decision making structures


	http://online.fifedirect.org.uk/publications/index.cfm?fuseaction=publication.pop&pubid=83DBF2D0-0CF2-1D1B-B545780F811AEB00

	Names of, responsibilities of and work related biographical details of the people who make strategic and operational decisions about the performance of function and/or delivery
	https://www.fife.gov.uk/performance 

	Governance policies, including standing orders, code of conduct and register of interests
	https://www.fife.gov.uk/governance 

	Mission Statement
	Click on Council & Democracy, Council performance 

https://www.fife.gov.uk/performance 

	Corporate Plan
	Click on Council & Democracy, Community planning 

https://www.fife.gov.uk/communityplanning 

	Corporate Strategies, e.g for economic development
	Click on Council & Democracy, Council performance

https://www.fife.gov.uk/performance 

	1. Corporate policies e.g health and safety, equality, sustainability
	Click on Council & Democracy, Council information planning & performance, council progress and performance

https://www.fife.gov.uk/performance 

	1. Strategic planning processes
	Click on Council & Democracy, Council information planning & performance, council progress and performance

https://www.fife.gov.uk/performance 


Class 2 How We Deliver your Functions & Services

Information about our work, our strategy and policies for delivering functions and services and information for our service users

	Descriptions of functions, including statutory basis for them - where applicable.
	https://www.fife.gov.uk/councildepartments 

	Strategies, policies and internal staff procedures for performing statutory functions
	https://www.fife.gov.uk/councildepartments 

	Where to apply for licenses, warrant, grant, etc. Where it is the function of the authority to approve.
	https://www.fife.gov.uk/licencesandpermits  

	How to report a concern to the Council.


	https://www.fife.gov.uk/complaints 

	Statutory Registers.


	https://www.fife.gov.uk/statutory-registers 

	Fee & charges for performance of the authority’s functions.


	Click on Pay

https://www.fife.gov.uk/

	List of Services, including statutory basis for them, where applicable.


	https://www.fife.gov.uk/councildepartments 

	Service policies and internal staff procedures, including allocation, quality and standards.


	https://www.fife.gov.uk/fcemployees 

	Service schedules and delivery plans
	https://www.fife.gov.uk/budgetsandfinance 

	Information for service users, including how to access services.
	https://www.fife.gov.uk/kb/planning-and-building

	Service fees and charges
	Click on Pay

https://www.fife.gov.uk/ 


Class 3 How the authority takes decisions and what it has decided

Information about the decisions we take, how we make decisions and how we involve others

	Decision taken by the organisation: agendas, reports and papers provided for consideration and minutes of Board (or equivalent) meetings
	https://online.fifedirect.org.uk/news/index.cfm?fuseaction=committee.home 

	Public consultation and engagement strategies
	https://www.fife.gov.uk/consultations 

	Reports of regulatory inspections, audits and investigations carried out by the authority
	https://www.fife.gov.uk/auditsandinspections 


Class 4 What the authority spends and how it spends it

Information about our strategy for, and management of, financial resources (in sufficient detail to explain how we plan to spend public money and what has actually been spent.

	Financial Statements, including annual accounts and quarterly budget statements
	Click on about the Council, Council and democracy view all, budget and finance

https://www.fife.gov.uk/annualaccounts 

	Financial statements required by statute, e.g sections 31 and 33 of the public service reform (Scotland) Act 2010 if applicable to the authority
	https://www.fife.gov.uk/annualaccounts

	Financial policies and procedures for budget allocation
	https://www.fife.gov.uk/annualaccounts 

	Budget allocation to key policy/function/service areas
	https://www.fife.gov.uk/annualaccounts 

	Purchasing plans and capital funding plans
	https://www.fife.gov.uk/annualaccounts 

	Financial administration manual/internal financial regulations
	https://www.fife.gov.uk/annualaccounts 

	Expenses policies and procedures
	https://www.fife.gov.uk/expenses 

	Senior staff/board member expenses at category level e.g travel, subsistence and accommodation
	https://www.fife.gov.uk/expenses 

	Board member renumeration other than expenses
	https://www.fife.gov.uk/expenses 

	Pay and grading structure (levels of pay rather than individual salaries)
	https://online.fifedirect.org.uk/topics/index.cfm?fuseaction=page.display&p2sid=06CC6420-EC50-105D-719D9B84B732D594

	Investments, summary information about endowments, investments and authority pension fund
	https://www.fife.gov.uk/annualaccounts 

	Funding awards available from the authority, how to apply for them and funding awards made by the authority
	https://www.fife.gov.uk/fundingawards 


Class 5 How the Authority Manages its Human, Physical and Information Resources

	Human resources policies, procedures and guidelines, including: recruitment,  performance management, salary and grading, promotion, pensions, discipline, grievance, staff development, staff records.
	https://online.fifedirect.org.uk/topics/index.cfm?fuseaction=page.display&p2sid=98BEA334-EC59-C4B7-7426FAD66EEE652D&themeid=CF1A6730-CD2E-2956-93489E941E29AD03 

	Employee relations structures and agreements reached with recognised trade Unions and professional organizations.
	https://www.fife.gov.uk/employeeinformation 

	staffing structure


	https://www.fife.gov.uk/councildepartments 

	Management of the authority’s land and property assets including environmental sustainability reports
	https://www.fife.gov.uk/landandproperty 

	Description of the authority’s land and property holdings
	https://www.fife.gov.uk/landandproperty 

	Estate development plans
	https://www.fife.gov.uk/landandproperty

	Maintenance arrangements
	https://www.fife.gov.uk/landandproperty

	Records Management policy, including records retention schedule
	https://www.fife.gov.uk/recordsmanagement 

	Asset management policies and procedures
	https://www.fife.gov.uk/assetmanagement 

	Information Governance
	https://www.fife.gov.uk/informationgovernance 

	Knowledge management policies and procedures
	https://www.fife.gov.uk/securityandcompliance 

	List of statistical information published by the authority.
	http://knowfife.fife.gov.uk/


Class 6 How the Authority Procures Goods and Services from External Providers

Information about how we procure goods and services and our contracts with external providers

	Procurement policies and procedures
	https://www.fife.gov.uk/doingbusinesswithus 

	Invitations to Tender
	https://www.fife.gov.uk/doingbusinesswithus 

	List of contracts which have gone through formal tendering, including name of supplier, period of contract and value
	See link to Public Contracts Scotland

https://www.fife.gov.uk/doingbusinesswithus 


Class 7 How our Authority is Performing

Information about how the authority performs as an organisation, and how well it delivers its functions and services

	External reports, e.g annual report, performance statements required by statute (e.g section 32 of the Public Service Reform (Scotland) Act 2010 if applicable
	https://www.fife.gov.uk/performance 


	Performance indicators and performance against them
	https://www.fife.gov.uk/performance 



Class 8 Our Commercial Publications

Information packaged and made available for sale on a commercial basis and sold at market value through a retail outlet e.g bookshop, museum or research journal

	Libraries (Trust)
	https://www.onfife.com/


Class 9 

Class description: 
Open data made available by the authority as described by the Scottish Government’s Open Data Resource Pack and available under an open licence. 

The Commissioner expects authorities to publish the following information, as a minimum: 
- The authority’s open data publication plan 

- Open data sets and their metadata, or links to where they are accessible 

http://www.improvementservice.org.uk/spatial-hub.html 
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