
JOSEPH CHAMBERLAIN SIXTH FORM COLLEGE

PUBLICATION SCHEME

INTRODUCTION

1.
Legal requirement

1.1
Adopting a publication scheme is a requirement of the Freedom of Information Act 2000.  This Act promotes greater openness and accountability across the public sector by requiring all ‘public authorities’ to make information available proactively, through a publication scheme.

1.2
‘Public authorities’ are defined in the Act and include universities, further education colleges and sixth form colleges.

2.
What is a publication scheme? 

2.1
A publication scheme is a document which describes the information a public authority publishes, or intends to publish.  In this context, ‘publish’ means to make information available, routinely.  These descriptions are called ‘classes of information’.   The scheme is not a list of the actual publications, because this will change as new material is published or existing material revised.  It is, however, the public authority’s commitment to make available the information described.  

2.2
A publication scheme must set out the classes, or categories, of information published.  It must also make clear how the information described can be accessed and whether or not charges will be made. 

3.
The ‘model’ publication scheme for /further education 
3.1
Joseph Chamberlain Sixth Form College has adopted the model publication scheme developed for the Further Education sector and is therefore committed to publishing the information it describes. .

3.2
This model is designed for sixth form colleges across England, Wales and Northern Ireland.  The purpose of the model is to save institutions duplicating effort in producing individual schemes and to assist the public in accessing information from across the sector.  However, to reflect the diversity in size and function of institution, a number of optional classes of information are included.  As a result, models within the sector will vary slightly.  Any optional classes relevant to us have been included in our scheme.

4.
Who we are

We are a Sixth Form College funded by the Learning and Skills Council and governed by Joseph Chamberlain Sixth Form College Corporation. 

5.
Accessing information covered by the publication scheme

5.1
The classes of information we publish are described in the second part of the scheme.  

5.2
Next to each class we have indicated the manner in which the information described will be available.  We have also indicated whether charges apply to material in each class.

5.3
To request information available through our publication scheme


please ask at the reception desk in the Main Building or telephone 0121 446 2223 or email us at info@jcc.ac.uk

5.4
Please note that a publication scheme relates to ‘published’ information.  Therefore, material covered has already been prepared in a format ready for distribution. 

6.
What about information not covered by the publication scheme?

6.1
From 1 January 2005 you will have the right, under the Freedom of Information Act 2000, to request any information held by a public authority which it has not already made available through its publication scheme. 

6.2 Requests will have to be made in writing and, in general, public authorities will have 20 working days to respond.  They may charge a fee, which will have to be calculated according to Fees Regulations.  They will not be required to release information to which an exemption in the Act legitimately applies.  However, public authorities may be required to explain to the applicant why they are not releasing information and they may also have to justify this to the Information Commission

7.
Feedback 
7.1
It is important that this publication scheme meets your needs.  If you find the scheme difficult to understand, please let us know.  We also welcome suggestions as to how our scheme might be improved.  Any questions, comments or complaints about this scheme should be sent in writing to the Publication Scheme Co-ordinator below.  

Publication Scheme Co-ordinator

Joseph Chamberlain Sixth Form College

Highgate 

Birmingham B12 9FF
7.2
If we are unable to resolve any complaint, you can complain to the Information Commissioner, the independent body who oversees the Freedom of Information Act:


Information Commissioner


Wycliffe House


Water Lane


Wilmslow


Cheshire


SK9 5AF

8.
Further information

More information about the Freedom of Information Act is available on the Information Commissioner’s website at:


www.informationcommissioner.gov.uk
FREEDOM OF INFORMATION PUBLICATION LIST
Freedom of Information Act 2000

Publication Scheme 
Main categories 

The main groups of classes of information in the model publication scheme are:

1.
Governance 
2.
Financial Resources
3.
Human Resources
4.
Physical Resources
5.
Student Administration and Support
6.
Information Services 
7.
Teaching and Learning 

8.
External Relations

· Where the fee is £5 or £25 there will be an additional charge of 5p per sheet to cover photocopying costs.

· Information will be provided within 21 days of a written request being made to the College.  All requests should, therefore be in writing.

· The College has adopted the Model Publication Scheme for Further Education in England, Wales and Northern Ireland  

· All rights reserved.  No information received from the College may be reproduced, stored in a retrieval system, or transmitted in any form or by any means, electronic, mechanical, photocopying, recording or otherwise without the prior permission of the College.

1.
Governance

Introduction

This section covers information relating to the way the institution is governed and how decisions are made. It includes information on the legal status of the institution, which individual member of staff or group within the organisation is responsible for specific functions and where they fit in the overall structure of the organisation. In some instances information from committee minutes will be exempt from disclosure where it contains personal information, information that may damage the commercial interests of the institution or that may threaten the health and safety of specific individuals.
	
	Class
	Description
	Manner
	Fee

	1.1
	Legal framework


	· This class contains information relating to how the College was established and its standing from the point of view of the law. 

	Paper
	£5

	1.2
	How the institution is organised


	· Organisational structure charts


	Paper
	£5

	1.3
	Information on the institutional context


	· The FE corporation’s mission statement
	Paper
	£5

	
	
	· Relevant sections of the FE corporation’s corporate plan
	
	£5

	1.4
	Management structure


	· Description of Statutory Bodies 
	Paper
	£5

	
	
	· Codes of Conduct for members of governing bodies
	Paper
	£5

	
	
	· Description of the sub-structures and committees supporting them. 
	Paper
	£5

	
	
	· Terms of reference, membership and mode of operation of all boards and committees in the formal structure
	Paper
	£5

	
	
	· Code of practice for college elections and committee procedures
	Paper
	£5

	
	
	· Minutes and papers of Governing Body, Corporation meetings and Steering Groups (excluding confidential papers)
	Paper
	£25

	
	
	· Appointment committees and procedures
	Paper
	£5


2.
Financial Resources 

Introduction

This section covers information on the institution’s strategy and management of financial resources. The Finance Division provides accounting, procurement and contracting services, helping to make best use of resources and fulfilling statutory responsibilities. Information that may damage the institution’s commercial interests will be excluded from publication.

	
	Class
	Description
	Manner
	Fee

	2.1
	Finance


	· Statutory accounts 
	Paper
	Free

	
	
	· Contracting
	Paper
	£5

	
	
	· Pensions
	Paper
	£5

	
	
	· Remuneration of senior staff as published in annual accounts
	Paper
	£5

	
	
	· Travel and subsistence
	Paper
	£5

	2.2
	Resource planning

	· Financial regulations, including procurement policy
	Paper
	£5

	
	
	· Annual accounts
	Paper
	free

	
	
	· Planning and budgeting procedures
	Paper
	£5

	
	
	· Corporate Plan/Mission Statement
	Paper
	free

	
	
	· Annual report
	Paper
	free


3.
Human Resources 

Introduction

This section covers information on the institution’s strategy and management of human resources, rather than information relating to individual members of staff which is exempt from disclosure as personal information.  The information available covers personnel policies and procedures (including terms and conditions of service including all current versions of the information specified in each class).

	
	Class
	Description
	Manner
	Fee

	3.1
	Employment and employee relations


	· Policies, statements, procedures and guidelines relating to recruitment 
	Paper
	£5

	
	
	· Generic terms and conditions of employment
	Paper
	£5

	
	
	· Salary Grades
	Paper
	£5

	
	
	· Collective bargaining procedures and consultation with recognised trade unions and professional organisations, and agreements reached
	Paper
	£5

	
	
	· Grievance procedures and policies 
	Paper
	£5

	
	
	· Disciplinary procedures and policies 
	Paper
	£5

	
	
	· Harassment and bullying policy
	Paper
	£5

	
	
	· Public interest disclosure (for compliance with the Public Interest Disclosure Act)
	Paper
	free

	
	
	· Job vacancies 
	Electronic
	Free

	
	
	· Any other policies relating to staff not included elsewhere in the PS
	Paper
	£5 

	
	
	· Health and safety policy and procedures  
	Paper
	£25 + 5p per page

	3.2
	Equal opportunities

	· Policy on Equal Opportunities 
	On web
site

	N/A

	
	
	· 
	
	

	
	
	· 
	
	

	3.3
	Human resources strategy

(Optional)
	· None
	N/A
	N/A

	3.4
	Staff development


	· Policies and procedures pertaining to appraisal
	Paper
	£5 

	
	
	· Staff development Policy
	Paper
	£5 


4.
Physical Resources 

Introduction

Institutions are often substantial land and property owners in their own right. Classes in this section cover information at a strategic level relating to the institution’s management of its physical resources. Information that provides specific details of the institution’s future plans to alter its estate (eg proposals to purchase additional property) may be exempt from disclosure where such disclosure would damage the institution’s commercial interests.

	
	Class
	Description
	Manner
	Fee

	4.1
	Estates


	· Tendering policies
	Paper
	£5

	
	
	· Map of main site
	Web site
	N/A

	
	
	· Address of main site and any other locations
	Web site
	N/A


5.
Student Administration and Support 

Introduction


This section contains information on how the institution manages the administration and progression of their students from admission to course completion, including student support services. Information available within this section does not include specific student personal details, by virtue of being personal information.

	
	Class
	Description
	Manner
	Fee

	5.1
	Information on student admission, progression and completion


	Entry requirements for different courses.
	Paper
	£5 

	
	
	· Examination results for courses taught at the college
	Paper
	£5 

	5.2
	Student accommodation
	· The College does not have any Halls of Residence or other living accommodation for students
	N/A
	N/A

	5.3
	Student administration


	· Enrolment Procedure and Booklet
	Paper
	£5

	
	
	· College Charter
	Paper
	£5

	5.4
	Student admission and enrolment


	· Entry Policy (including Admissions Policy)
	Paper
	£5

	
	
	· Enrolment Procedure and Booklet 
	Paper
	£5

	5.5
	Student discipline


	· Code of conduct
	Paper
	£5

	
	
	· Discipline Procedures
	Paper
	£5

	
	
	· Grievance Procedures and Appeals Procedure 
	Paper
	£5

	5.6
	Student learning support services


	· Additional Learning Support Policy (currently draft)
	Paper
	£5 

	
	
	· Disability Statement
	Paper
	£5 

	
	
	· Disability Scheme
	Paper
	£5 

	
	
	· Policy in relation to Students with SLDD
	Paper
	£5 

	
	
	· Screening for Special Examination Arrangements
	Paper
	£5 

	
	
	· Student Diary / Handbook
	Paper
	£5

	
	
	· Prospectus
	Paper
	free

	5.7
	Student liaison


	· Senior Management Meeting terms of reference 
	Paper
	free

	
	
	· Senior Management Meeting Minutes of Student Council Meeting only
	Paper
	£5

	
	
	· Minutes of Student Council Meetings
	Paper
	£5

	5.8
	Student policies


	· Attendance Policy
	Paper
	£5

	
	
	· Mobile Phones Policy
	Paper
	£5

	
	
	· Code of Conduct
	Paper
	£5

	
	
	· Entry Policy
	Paper
	£5

	
	
	· Grievance Procedure
	Paper
	£5

	
	
	· Equal Opportunities Policy
	Web site
	N/A

	
	
	· Careers Policy
	Paper
	£5

	
	
	· Disability Statement / Policy
	Paper
	£5

	
	
	· Additional Learning Support Policy ( currently draft)
	Paper
	£5

	
	
	· Child Protection Policy
	Paper
	£5

	
	
	· Clubs / Societies Policy
	Paper
	£5

	
	
	· Learner Support funds Policy
	Paper
	£5

	
	
	· College Charter 
	Paper
	£5



	5.9
	Student welfare 


	· Counselling Procedures
	Paper
	£5

	
	
	· Role of Personal Tutor
	Paper
	£5

	
	
	· Careers Policy
	Paper
	£5

	
	
	· Sport & Recreation Programme and Report
	Paper
	£5

	
	
	· Enrichment Programme and Report
	Paper
	£5

	
	
	· EMA Procedures
	Paper
	£5

	
	
	· LSF Policy
	Paper
	£5

	
	
	· Child Protection Policy 
	Paper
	£5

	5.10
	Student Associations and Activities


	· Student Council List of Officers
	Paper
	free

	
	
	· Terms of reference
	Paper
	free

	
	
	· Reports
	Paper
	£5

	
	
	· Clubs / Societies Policy 
	Paper
	£5


6.
Information Services 

Introduction

This section covers those functions within the institution that provide access to information to the student body and both academic and administrative staff. These include libraries, computing services and information support services.

Such functions may be managed separately from each other, or in various combinations. These services routinely explain their facilities (and the conditions of their use) to students, staff and the general public, and it is information of this nature that is included within this section. 

Information services inevitably hold large quantities of personal data that are exempt from general disclosure.

	
	Class
	Description
	Manner
	Fee

	6.1
	Availability and conditions of use of facilities


	· Opening hours of the library and OLC.
	Paper


	£5 

	
	
	· The general rules and conditions of use of the Library and Open Learning Centre 
	Paper
	£5 

	6.2
	Mission statements and related documents
	· Mission Statement
	Paper
	Free

	6.3
	Policies with regard to data and information


	· Data Protection Policy


	Paper
	£5 

	6.4
	Procurement and disposal policies
	· Accounting and Financial Regulations policies with respect to assets (including policy on disposal of stock)


	Paper
	£5

	6.5
	Scope of collections held
	· CD Rom listing of Library holdings


	Electronic
	£25


7.
Teaching and Learning 

Introduction

This section contains information regarding the management of teaching and learning within the institution including mechanisms for reviewing and ensuring the quality of teaching provided. (Institutions may be required to make available much of the information included within this section as part of the recommendations of the Information on quality and standards in higher education (‘Cooke Report’) see above.)

	
	Class
	Description
	Manner
	Fee

	7.1
	Academic year dates


	· College Calendar

	Paper


	£5

	7.2
	Further course information


	· College Prospectus

	Paper
	Free

	
	
	· College web site
	Electronic
	Free

	
	
	· Community Leaflets
	Paper
	£5

	7.3
	Information on internal procedures for assuring academic quality and standards


	· The College's Quality Framework
	Paper
	£5 

	
	
	· Assessment Policy
	Paper
	£5 

	
	
	· Questionnaires used to monitor satisfaction
	Paper
	£5 

	
	
	· Policy on lesson observation 
	Paper
	£5 

	
	
	· Professional Development and Appraisal Scheme for Teachers
	Paper
	£5 

	
	
	· College Student Charter
	Paper
	Free

	7.4
	Staffing structure of schools/

Departments


	· Job titles of academic staff and support staff 


	Paper
	£5

	7.5
	Student assessment strategy


	· Examination dates
	Paper
	£5

	
	
	· Examination regulations
	Paper
	£5

	
	
	· Assessment Policy
	Paper
	£5

	
	
	· Appeal procedures 
	Paper
	£5

	
	
	· External examination bodies used for courses
	Paper
	£5

	7.6
	Tuition fees


	· Information for Overseas Students
	Paper
	Free

	
	
	· Information for Home ; EU Students regarding fees
	Paper
	Free

	
	
	· Prospectus
	Paper
	free


8.
External Relations

Introduction

This section covers information relating to the institution’s relationship with its external environment. These include the formal reports the institution is required to provide to its funding bodies
, arrangements with other institutions, how it manages its relationship with the local community and how it retains contact with its former staff and students. 

By virtue of its nature most institutions will probably find that the majority of these classes are already made available to the public in some means. Members of the public are also likely to find the same or related information is available from the external partners with which the institution has links.

	
	Class
	Description
	Manner
	Fee

	8.3
	Government and Regulator relations


	· OFSTED Inspections (for FE), Teaching Quality Assessment and Research Assessment Exercise Policies (see also Teaching and Learning)
	Paper
	free

	8.4
	Marketing and recruitment


	· Prospectus
	Paper
	Free

	
	
	· Entry requirements
	Paper
	Free

	
	
	· College Web site
	Electronic
	Free


� The types of information and documents listed in the classes are examples only and not mandatory, eg ‘Cleaning policies’. The purpose of the examples is to indicate the type of information that should be made available, if held, via the MPS.


� Where these are already in the public domain web links should be provided or details of how they can be obtained.






