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FREEDOM OF INFORMATION ACT

PUBLICATION SCHEME

ADAPTED FROM THE MODEL SCHEME FOR FE COLLEGES

The aim of the Publication Scheme is to explain what information New College Nottingham (ncn) makes available to the public and to provide a method for accessing this information.  Under the Freedom of Information Act 2000, every public authority has a duty to specify what information they publish (in terms of ‘classes of information’), how the information is made available and whether it is available free of charge or upon payment.  ncn has adopted the model publication scheme for FE colleges, approved by the Information Commissioner.

How do I request information?

In general, much of the information contained within the scheme will be available on the College’s web site.  For information that is not accessible on our website please apply in writing to:

Susan Kearton
Communications Coordinator

New College Nottingham

4th Floor, 1 Broadway

The Lace Market

Nottingham

NG1 1PR

For ease a web form is included in the on-line version of the publication scheme to enable members of the public to make such requests in writing.
How long will it take to get the information I requested?

Information will be provided to you within 20 working days from the date of receipt of the request.

Will I be charged for the information?

Information available on the web site is free of charge.  In general ncn does not intend to charge for any type of information request; however we reserve the right to charge for large volumes of information requested by the individual or for classes of information generating a large volume of requests.  Details of charges as appropriate are contained within the publication scheme.  

If a charge is to be made, we will contact you to outline the charges and ask whether you wish to continue with your request.

Information available

1. Governance

This section covers information relating to the way ncn is governed and how decisions are made.  It includes information on the legal status of the College, 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 within this class will be exempt from disclosure where it contains personal information, or information that may damage the commercial interests of the institution or that may threaten the health and safety of specific individuals.

	
	Class
	Description
	Manner Available
	Fee

	1.1
	Legal Framework
	· Further and Higher Education Act 1992

· Instruments and Articles of Government

· Dissolution Orders related to Basford Hall, High Pavement and Arnold and Carlton Colleges

· Approval order for a change of name to New College Nottingham
	http://www.legislation.hmso.gov.uk/acts.htm 

http://www.legislation.hmso.gov.uk/acts.htm
· Request the information in writing
· Request the information in writing

	No

No

No

No 

	1.2
	How the College is organised
	· Management Organisational Structure Charts

· List of Schools and Services

· Structure charts for individual school or service teams
	· Available on the College web site

· Available on the College web site

· Request the information in writing
	No

No

No



	1.3
	Institutional Context
	· Mission and Values statement

· Strategic Plan

· Three year development plan

· Curriculum Development Plan

· Financial Forecast

· Accommodation Strategy

· Risk Management Strategy

· Equality and Diversity Action Plan and Strategy

· Self Assessment Report

· Ofsted report January 2005
	· Available on the College web site

· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Available on the College web site

· Available on the College web site

· Available on the College web site

· Available on the College web site
	No

No
No

No

No

No 
No

No

No

No



	1.4
	Management Structure
	· Corporation membership, terms of office, background

· Governance committee structure

· Terms of reference for standing committees of the board

· Agenda and public minutes of full Board meetings

· Papers from Full Board meetings

· Agendas, public minutes and papers from standing committee meetings

· Standing order for Board and committees

· Code of conduct for Board Members

· Register of members’ interests
	· Available on the College web site

· Available on the College web site

· Available on the College web site

· Available on the College web site

· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
	No

No

No

No

No

No

No

No

No


2. Financial Resources

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

	
	Class
	Description
	Manner Available
	Fee

	2.1
	Finance
	· Budgets and accounts
· How the College contracts for good and services

· Insurance – including the College’s own liability and other insurance policies

· Pensions – details of the local government pension scheme and teachers’ pension scheme

· Remuneration of senior staff as published in the annual accounts

· Travel and subsistence allowances payable to staff and others at the College.
	· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing

	No
No

No

No

No

No

	2.2
	Resource Planning
	· Financial regulations including procurement procedures

· Annual accounts

· Annual budget

· CRM procedures (planning and budgeting process)

· Strategic development plan and mission statement

· Annual Review and stakeholder newsletter
	· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Available on College Website
	No

No

No

No

No

No


3. Human Resources

This section covers information on ncn’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.
	
	Class
	Description
	Manner Available
	Fee

	3.1
	Employment and Employee Relations
	· Recruitment policy and procedure
· Terms and conditions of employment for all categories of staff

· Salary Scales

· Grievance policy and procedure

· Disciplinary policy and procedure

· Harassment and bullying at work policy and procedure

· Job Vacancies

· Capability procedure for staff

· Maternity scheme for staff

· Sickness absence policy and procedure

· Stress Management Policy

· Flexible working guidelines

· Home working guidelines

· Whistleblowing policy and procedures

· Professional Development Review Guidelines
	· Available on the College website
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Available on the College web site

· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Available on the College Website

· Request the information in writing
	No
No

No

No

No

No

No

No

No

No

No

No

No

No

No

No

	3.2
	Equal Opportunities and Diversity
	· Equality and Diversity Policy Statement

· Disability Statement

· Race Equality Policy Statement

· Equality and Diversity strategy and action plan

· Minutes and papers from the Diversity Working Group
· Data related to the staffing profile and student profile of the College.
	· Available on the College Website

· Available on the College Website

· Available on the College Website

· See section 1.3 above

· Request the information in writing
· Request the information in writing

	No

No

No

No

No

No

	3.3
	Human Resources Strategy
	· Copy of the Human resource strategy and action plan.
	· Request the information in writing
	No

	3.4
	Staff Development
	· College Corporate induction slides and presentations

· Probation procedures for staff 

· Staff Development strategy

· Rolling programme of staff development activity
	· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
	No

No

No

No


4. Physical Resources
This section covers information at a strategic level related to ncn’s management of its physical resources.  Information that provides specific plans of the College’s future accommodation development and plans to alter its estate and acquire buildings may be exempt from disclosure where such a disclosure would damage the College’s commercial interests. 

	
	Class
	Description
	Manner Available
	Fee

	4.1
	Estates
	· Accommodation strategy and plan

· Tendering policies and procedures

· Catering policies and copy of catering tender

· Cleaning tender

· Recycling polices and procedures

· Rolling programme of maintenance and schedule

· Summer works programme

· Disposal policy

· Where to find us – maps of each college site

· Facilities and services available on each of the College sites
	· Under review

· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Available on the College website

· Available on the College website
	No

No

No

No

No

No

No

No

No

No


5. Student Administration and Support

This section covers information on how ncn manages the administration and progression of students from admission to course completion, including student support services.  Information available within this section does not include specific student personal details as this is exempt as personal information. 

	
	Class
	Description
	Manner Available
	Fee

	5.1
	Student admissions, destinations and completion
	· Data related to student qualifications on entry

· Data related to student participation broken down by diversity groupings

· Student retention, achievement and success data

· Data related to student qualifications

· Data related to student destinations
	· Request the information in writing
· Available on the College website
· Request the information in writing – local data is also available on the LSC website at http://www.lsc.gov.uk
· A’Level results available on college website – other data Request the information in writing
· Available on request in writing
	No

No

No

No

No

	5.2
	Accommodation
	· Information related to accommodation services for students
	· Available on the College website
	No

	5.3
	Student administration
	· Student admissions policy and procedures
· Data protection guidelines and procedures
· Student administration policies and procedures – related to the capture of student data
	· Request the information in writing
· Request the information in writing
· Request the information in writing
	No
No
No

	5.4
	Student Admissions and enrolment
	· Admissions policy and procedure

· On-line application form

· Enrolment policy and procedure

· Fees handbook
	· Available on the College web site

· Available on the College web site

· Request the information in writing
· Request the information in writing
	No

No

No

No

	5.5
	Student Discipline
	· Student charter and handbook

· Student disciplinary code and procedures

· Student complaints procedure

· Academic appeals procedure
	· Available on the College web site 

· Request the information in writing
· Available on the College web site

· Request the information
	No
No

No

No

	5.6
	Student learning and support services
	· Additional learning support information and procedures

· Counselling services for students

· Student development team information 

· Nursery services

· Current prospectus and course information 

· Student charter and handbook
	· Available on the College website

· Available on the College website

· Available on the College web site

· Available on the College web site

· Available on the College web site

· Available on the College web site
	No

No

No

No

No

No

	5.7
	Student Liaison
	· Terms of reference and minutes of student board meetings

· Student union constitution and minutes of meetings
	· Request the information in writing
· Request the information in writing
	No

No

	5.8
	Student Policies
	· Alcohol and drugs at ncn
· Information technology and e-mail appropriate use
	· Available on the College website

· Available on the College website
	No

No

	5.9
	Student welfare
	· See section 5.6 above
	· See section 5.6 above
	No

	5.10
	Student Associations and activities
	· See section 5.7 above
	· See section 5.7 above 
	No


6. Information services
This section covers those functions within ncn that provide access to information to the student body and both academic and administrative staff.  These include learning centres, computing services and data services.  

Data services hold large quantities of personal data which are exempt from disclosure.

	
	Class
	Description 
	Manner Available
	Fee

	6.1
	Availability and conditions of use of facilities
	· Opening hours of learning centres, helpdesk and reception services 

· Scheduled maintenance times of systems

· General conditions of use including who is allowed to access the facilities

· Copyright rules that apply to the use of resources
· Other codes of conduct or rules external to the College that apply to the user

· Acceptable sites for access on the internet
	· Request the information in writing
· Request the information in writing

· Request the information in writing

· Request the information in writing

· Request the information in writing

· Request the information in writing
	No

No

No

No

No

No

	6.2
	Mission statements and related documents
	· Service level agreements for learning centres and ICT support
	· Request the information in writing

	No

	6.3
	Policies related to data and information
	· Data protection guidelines

· Guidelines on CCTV monitoring

· Operational procedures related to data capture

· Disaster recovery procedures related to college systems and data
	· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing

	No

No

No

No

	6.4
	Procurement and disposal policies
	· ICT procurement procedure

· ILT strategy and action plan

· Rolling programme of disposals of equipment
	· Request the information in writing
· Request the information in writing
· Request the information in writing
	No

No

No

	6.5
	Scope of collections held
	· On-line library system

· Learning centre inventory
	· Request access in writing
· Request the information in writing
	No

No


7. Teaching and Learning
This section contains information regarding the management of teaching and learning within ncn including mechanisms for reviewing and ensuring the quality of teaching provided.

	
	Class
	Description
	Manner Available
	Fee

	7.1
	Academic Year dates
	· Academic year calendar for current and future years
	· Available on the College website
	No

	7.2
	Further course information
	· College prospectus 
· On-line course database
	· Available on the College website
· Available on the College website
	No
No

	7.3
	Information on procedures for assuring academic quality standards
	· Quality assurance manual
	· Request the information in writing

	No

	7.4
	Staffing structure of schools
	· Job titles of academic and support staff
· Contact details for each school department
	· Request the information in writing
· Available on the College website
	No
No

	7.5
	Student assessment strategy
	· Examination timetable
· Examination regulations

· Appeal procedures

· List of external examining bodies used by the College
· Plagiarism Policy and procedure

· Awarding body regulations
	· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
· Request the information in writing
	No
No

No

No

No

No

	7.6
	Tuition fees
	· Fees Policy
· Refunds policy
	· Request the information in writing
· Request the information in writing
	No
No


8. External Relations
This section covers information related to ncn’s relationship with its external environment.  This includes formal reports that the institution is required to make to its funding body, arrangements with other colleges, how it manages its relationship with the local community and how it retains contact with its former students and staff.
	
	Class
	Description
	Manner available
	Fee

	8.1
	Government and Regulator relations
	· Reports/returns to funding councils, inspectorates etc..
· Ofsted inspection report

· QAA reviews of HE provision 
· External and internal audit reports
	· Request the information in writing
· Available on the College web site
· Request the information in writing
· Request the information in writing
	No
No

No

No

	8.2
	Marketing
	· College prospectus

· Open day dates 

· Entry requirements for courses

· Information for overseas students

· Information for HE students

· Common prospectus for 14-16 learners

· Events and activities schedule
	· Available on the College website

· Available on the College website

· Available on the College website

· Available on the College website

· Available on the College website

· Available on the College website
· Request the information in writing
	No

No

No

No

No

No

No

	8.3
	Public relations
	· Press releases

· Newsletters

· Biennial review 

· Induction packs for staff and students

· Key facts and figures
	· Available on the College website

· Available on the College website

· Available on the College website

· Request the information in writing
· Available on the College website
	No

No

No

No

No
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