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DUNDEE CITY COUNCIL

GUIDE TO INFORMATION AVAILABLE THROUGH THE MODEL PUBLICATION SCHEME 2013
The Freedom of Information (Scotland) Act 2002 (the Act) requires Scottish public authorities to produce and maintain a publication scheme. Authorities are under a legal obligation to: 

· publish the classes of information that they make routinely available.
· tell the public how to access the information and what it might cost. 

Dundee City Council has adopted the Model Publication Scheme 2013 produced by the Scottish Information Commissioner. The scheme has the Commissioner’s approval until 31 May 2017. 
You can see this scheme on the Commissioner’s website at:-

www.itspublicknowledge.info/MPS  or by contacting us at the address below.

The purpose of this “Guide to Information” is to: 
· allow you to see what information is available (and what is not 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.
Availability and formats
The information we publish through the model scheme is, wherever possible, available on our website. We offer alternative arrangements for people who do not want to, or cannot, access the information online or by inspection at our premises. For example, we can usually arrange to send information to you in paper copy (although there may be a charge for this). 
Exempt information

We will publish the information we hold that falls within the classes of information below. If 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. 

Copyright
Dundee City Council holds the copyright for most of the information in this publication scheme. All of this information can be copied or reproduced (but not re-used) without our formal permission, provided it is copied or reproduced accurately, is not used in a misleading context, and provided that the source of the material is identified.

The publication scheme may however contain information where the copyright holder is not the 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.

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 the Council to re-use the information. 

Charges and Fees for Information

All the information available through the publication scheme and on the website is available free of charge. 

If the information that you require is not available through the publication scheme, you may nonetheless request it. There is an online form for this purpose at

http://www.dundeecity.gov.uk/foisa
While most such requests will not incur a charge, The Freedom of Information (Scotland) Act (FOISA) and the Environmental Information (Scotland) Regulations (EIR) do permit charging in some circumstances.

In the event that a payment is required for the information you want, you will be advised of the charge and how it has been calculated.  Information will not be provided to you until payment has been received

We reserve the right to impose charges for providing information in paper copy or computer disc / alternative formats. Dundee City Council is mindful of its obligations under equality and anti-discrimination legislation when setting charges for alternative formats.  Charges will reflect the actual costs of reproduction and postage to the authority, as set out below.

	Reproduction costs

	Black and white copy
	10p per A4 sheet

	Colour copy
	30p per A4 sheet

	Alternative formats

	Computer discs
	£1 per CD-Rom / DVD

	Plans and other hard-copy larger than A4
	Actual cost of reproduction

	Postage
	

	Charged at the actual rate.


Research and information services are not “publications” and therefore fall outwith the scope of Freedom of Information. For example, certified extracts of registers, family history searches and property enquiry certificates involve the creation of new information. You can find out about these services by checking out the relevant pages on the website.

Charges for information which is not available under the scheme
If you submit a request to us for information which is not available under the scheme the charges will be based on the following calculations:

FOISA:

· There will be no charge for information requests which cost us £100 or less to process.
· Where information costs between £100 and £600 to provide you may be asked to pay 10% of the cost. That is, if you were to ask for information that cost us £600 to provide, you would be asked to pay £50, calculated on the basis of a waiver for the first £100 and 10% of the remaining £500. 
· We are not obliged to respond to requests which will cost us over £600 to process.
· In calculating any fee:
·  staff time will be calculated at actual cost per staff member hourly salary rate to a maximum of £15 per person per hour.

· Photocopying is charged at 10p per A4 sheet for black and white copying, 30p per A4 sheet for colour copying.

· Postage is charged at actual rate.

We do not charge for the time to determine whether we hold the information requested, nor for the time it takes to decide whether the information can be released. Charges may be made for locating, retrieving and providing information to you. 

In the event that we decide to impose a charge we will issue you with notification of the charge (a fees notice) and how it has been calculated. You will have three months from the date of issue of the fees notice in which to decide whether to pay the charge. 

Information will be provided to you within 20 working days on payment of the charge (less the time between when we initially received your request and when we sent you the fees notice). If you decide not to proceed with the request there will be no charge to you.

EIR:
We do not charge for the time to determine whether we hold the information requested, nor for the time it takes to decide whether the information can be released. 

In the event that we decide to impose a charge, charges may be made for locating, retrieving and providing information to you. Charges for providing environmental information will be based on the actual cost of provision i.e. staff time, copying and postage charges calculated as set out below. 

In the event that we decide to impose a charge we will issue you with notification of the charge and how it has been calculated. The information will be provided to you on payment of the charge. If you decide not to proceed with the request there will be no charge to you.  

Schedule of Fees: charges for environmental information are calculated on the basis of the actual cost to the authority of providing the information. This will comprise: In calculating any fee:
· Staff time is calculated at cost calculated according to the actual time spent and the hourly rate (+oncosts) for the staff member, or members, involved.

· Photocopying is charged at 10p per A4 sheet for black and white copying, 30p per A4 sheet for colour copying.

· Postage is charged at actual rate.

As specified under the EIRs, charges for Environmental information will not exceed a reasonable amount, and will in any event not exceed the costs of producing that information.

Personal Data
Requests for your own personal data are NOT dealt with under the Freedom of Information legislation. Rather, this information should be requested through the subject access provisions of the Data Protection Act. Dundee City Council makes a charge of £10 to process such requests.

http://www.dundeecity.gov.uk/supportservs/dataprotection/
Information Exempt from Disclosure
Sometimes we may not be able to provide certain information which is described in the scheme.  

This may be an entire file, a document, or just parts of a document (for example, minutes of meetings might be published, but with personal information ‘blacked out’). Information will only be withheld, however, where FoISA or EIR expressly permits it.

Examples of exempt information are where its disclosure would breach the law of confidentiality, harm an organisation’s commercial interests, or endanger the protection of the environment. Information may also be withheld if it is someone’s personal information and its release would breach data protection legislation. 

Whenever information is withheld we will inform you of this, and will set out why that information cannot be released, and you will be notified of your right to ask for a review.  Even where information is withheld it may, in many cases, be possible to provide copies with the withheld information edited out.

Contact us
You can contact us for assistance with any aspect of this publication scheme:
Freedom of Information Team
Dundee City Council

21 City Square

Dundee

DD1 3BY

Tel: 01382 434167
Email: foi@dundeecity.gov.uk
We will also be pleased to advise you how to ask for information that we do not publish, or how to complain if you are dissatisfied with any aspect of this publication scheme.
The classes of information that we publish

We publish information that we hold within the following classes. Once information is published under a class we will continue to make it available for the current and previous two financial years. 

Where information has been updated or superseded, only the current version will be available. If you would like to see previous versions, you may make a request to us for that information.
	CLASS 1: ABOUT DUNDEE CITY COUNCIL


	Class description:

Information about Dundee City Council, who we are, where to find us, how to contact us, how we are managed and our external relations.
Our contact details are: Customer Services Team, Dundee House, 50 North Lindsay Street, Dundee, DD1 1QE

Tel: 01382 434000.

Deaf / Hard of Hearing - Text 078600 22 8 99 
Email: customerservices@dundeecity.gov.uk 
Information about how the Council is constituted and managed can be found on our website – www.dundeecity.gov.uk  

Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee DD1 3BY




	CLASS 2: HOW WE DELIVER OUR FUNCTIONS AND SERVICES



	Class description:

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

Information in this class can be found on our website www.dundeecity.gov.uk . You may also find the A-Z service index useful. Most of our strategies and policies can be found by searching the http://www.dundeecity.gov.uk/minutes/ section of the website.
Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee DD1 3BY




	CLASS 3: HOW WE TAKE DECISIONS AND WHAT WE HAVE DECIDED

	Class description:

Information about the decisions we take, how we make decisions and how we involve others.
Information in this class can be found on our website www.dundeecity.gov.uk in particular the http://www.dundeecity.gov.uk/minutes/ section. 

Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee DD1 3BY




	CLASS 4: WHAT WE SPEND AND HOW WE SPEND IT

	Class description:

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. 

Information in this class can be found on our website www.dundeecity.gov.uk in particular the corporate governance site  http://www.dundeecity.gov.uk/corpgov 
Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee, DD1 3BY.



	CLASS 5: HOW WE MANAGE OUR HUMAN, PHYSICAL AND INFORMATION RESOURCES

	Class description:

Information about how we manage the human, physical and information resources of Dundee City Council.  
Information in this class can be found on our website www.dundeecity.gov.uk In Particular the following pages may be helpful:

· Jobs and careers http://www.dundeecity.gov.uk/vacancies/list/
· Data Protection http://www.dundeecity.gov.uk/supportservs/dataprotection/
· Freedom of Information http://www.dundeecity.gov.uk/foisa
· Planning and the Environment  http://www.dundeecity.gov.uk/planning-environment
Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee, DD1 3BY.



	CLASS 6: HOW WE PROCURE GOODS AND SERVICES FROM EXTERNAL PROVIDERS



	Class description:

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

Information about this class can be found on our website www.dundeecity.gov.uk in particular the tenders and contracts page may be helpful. http://www.taysideprocurement.gov.uk/
Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee, DD1 3BY.



	CLASS 7: HOW WE ARE PERFORMING



	Class description:

Information about how we perform as an organisation, and how well we deliver our functions and services. 
Information in this class can be found on our website www.dundeecity.gov.uk in particular the performance page  http://www.dundeecity.gov.uk/cplanning/plans/
Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee, DD1 3BY.


	CLASS 8: OUR COMMERCIAL PUBLICATIONS

	Class description: 

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. 
Our commercial publications are listed below.

Please e-mail foi@dundeecity.gov.uk if you don’t find what you are looking for or write to the Freedom of Information Team, Dundee City Council, 21 City Square, Dundee DD1 3BY.



	The information we publish under this class
	How to access it

	“Glorious Victory” bicentenary of the Battle of Camperdown 1797. £9.99
	McManus Galleries, Albert Square, Dundee

	“Consider The Lilies” art guide, £9.99
	McManus Galleries, Albert Square, Dundee

	“The Tay Whale” leaflet, 30p
	McManus Galleries, Albert Square, Dundee

	historical postcards: black & white 35p, sepia 15p, colour 40p
	Local History Section, Central Library, Wellgate, Dundee

	Crawford's Plan of Dundee 1793 facsimile £1.50


	Local History Section, Central Library, Wellgate, Dundee

	Slezer's Views of Dundee East and of North 1693 facsimile each £1.75
	Local History Section, Central Library, Wellgate, Dundee

	Dundee: The City Guide £4.99
	McManus Galleries, Albert Square, Dundee


t:\documents\legal\foisa\publicationscheme.doc

