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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 guide to the information routinely published by a public authority, or which it is intended to publish.  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, a public authority’s commitment to make available the information described.

2.2
The 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
Barnsley College will adopt the new model publication scheme (v2.0 May 2008) developed for the Further Education sector from the 1st January 2009. The College is committed to publishing the information it describes.

3.2
This model is designed for further education 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

4.1
Barnsley College is a large, General Further Education and Tertiary College serving Barnsley Metropolitan Borough and surrounding areas in South Yorkshire.  The College is the main provider of post-16 education serving Barnsley Metropolitan Borough. Barnsley Metropolitan Borough covers an area of 32,853 hectares (127 square miles) and has a population of 230’000.  It is made up of both rural and urban industrial areas including the main town of Barnsley (population just under 90’000) and other smaller towns and former mining villages.
4.2
Vision, Mission, Values, Drivers and Strategic Priorities (Barnsley College)
The world is changing all around us. For the College to continue to survive over the next ten years and beyond, we must look ahead, understand the trends and forces that, in the future, will shape our business and we must move swiftly to prepare for what’s to come. We must get ready for tomorrow today! That’s what our Vision, Mission, values, Drivers and Strategic Priorities are all about. The Vision and Purpose creates the long-term destination for Barnsley College; the ‘Public Value Statement’, Values, Drivers and Strategic Priorities provide us with a “Roadmap” for achieving our vision.
4.3
College Vision

Our vision serves as the ultimate destination for the College; it frames our ambitions and expectations and provides a clear long term goal.



To be a world class tertiary College.
4.4
Purpose

Our Purpose defines what our staff do every day that they work for Barnsley College.

To ensure that all our students:

· have a great time

· pass their exams

· progress to work or higher education.

4.5
Public Value Statement

To position Barnsley College as a catalyst for educational, economic and social change 
in the South Yorkshire region.

4.5
Values and Drivers

Our values and drivers serve as a compass for our actions and describe how we behave in the world.

· Aspirational with heart
· Down to earth with huge ambition

· High performing but with soul

· Everyone together, whilst supporting the individual

· Contemporary

Management Drivers
· Energy and enjoyment

· Few rules, clear boundaries

· Pride and ambition

· Ownership and high performance
· Responsibility and accountability

5.
ACCESSING INFORMATION COVERED BY THE PUBLICATION SCHEME
5.1
The College’s publication scheme is available:

· On the College’s website www.barnsley.ac.uk
· In the College’s Learning Curve Resource Centre, Old Mill Lane site
· From the Quality Unit at Barnsley College
5.2
The classes of information we publish are described in the second part of the scheme.

5.3
Next to each class we have indicated the manner in which the information described will be available.  Please read 7 below regarding the College’s charging policy.
5.4
To request information available through our publication scheme, please contact:


Freedom of Information Officer

Barnsley College

PO Box 266


Barnsley


South Yorkshire


S70 2YW


Tel:  01226 216216  Email:  FOI@barnsley.ac.uk
5.5
Many of the routinely published documents are available for free download on the 
College’s website or we will provide hard copies of the documents within 5 working days.
5.6
If we have indicated that some information is available to ‘View in College by appointment only’, you will need to contact the College’s Information Officer (details as above).  You will then be contacted within 5 working days to invite you into College at a mutually convenient time to view the information.

5.7
Please note that a publication scheme relates to ‘published’ information.  If the information you require is not available in a single document already produced in College as a matter of routine, we will do our best to direct you to a number of other documents that may provide the information you are requesting.

5.8
Requests for information that is not routinely available will have to be made in writing and, in general, public authorities will have 20 working days to respond.  

6.
WHAT ABOUT INFORMATION NOT COVERED BY THE PUBLICATION SCHEME?
6.1
From 1 January 2005 you 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
The College will not be required to release information if any of the information requested falls under one of the 23 exemptions.  However, it may be that the exemption covers only part of one specific document, and in this case we will release the information which is not exempt and explain to the applicant why it is not releasing exempt information.

7.
CHARGING
7.1
Freedom of Information requests for information that is routinely available will be free of charge as it is envisaged that the cost in providing the information will be less than £450 as set down by the Lord Chancellor.  If it becomes evident that the cost of retrieving information is likely to be above £450, the College will discuss charges with the individual requester prior to releasing the information.  
8.
FEEDBACK
8.1
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 the first instance in writing to:


The Director of Quality and Performance 

Barnsley College

PO Box 266


Barnsley


South Yorkshire


S70 2YW

8.2
If we are unable to resolve your complaint informally, please write to the Director of Quality and Performance at the above address.
8.3
If we are still 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

9.
FURTHER INFORMATION
More information about the Freedom of Information Act is available on the Information Commissioner’s website at:  www.ico.gov.uk or the Department for Constitutional Affairs website at:  www.foi.gov.uk

Please note that Scotland has its own Freedom of Information Act and Information 
Commissioner.  For more information, please see the Scottish Executive’s website at:  
www.scotland.gov.uk/government/foi
KEY

The following abbreviations indicate the manner in which the information is available:

H
Hard copies available upon request

E
Email copies available upon request
(foi@barnsley.ac.uk) 
L
Available to view in the College’s Learning Curve Resource Centre

V
View in College by appointment only

W
Available to view on the College’s website under Freedom of Information on www.barnsley.ac.uk (any other website will be indicated separately)
1
WHO WE ARE AND WHAT WE DO

(Current information only)

	
	Class
	Description

	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 and includes :

· Further and Higher Education Act 1992 

· Charities Act 2006

· Further Education and Training Act 2007

(All the above are available on the HMSO website - http://www.legislation.hmso.gov.uk/acts.htm)


	1.2
	How the College is organised
	This class contains information relating to how the individual units of the College are organised and where each unit fits in the overall structure of the College, including :

· Organisational structure diagrams including senior management structure (H / E)

· Terms of Reference and Constitution of Health and Safety Committee (H / E)



	1.3
	Location and contact details
	This class contains information relating to the College’s location and includes contact details of the key personnel :
· College Address (H / E / W)
· Location Maps of College Sites (H / W/ E)



	1.4
	Student activities
	This class contains information relating to the operation and activities of the Student Union and other clubs, associations and non-academic activities that are organised for or by the students and includes :

· Barnsley College Student Union (BCSU) Constitution (H / E)

· List of BCSU Officers (H / E)



2
WHAT WE SPEND AND HOW WE SPEND IT


(For current and previous 2 financial years)

	
	Class
	Description

	2.1
	Funding and income
	This class contains information on the sources of funding and income, such as funding grants, tuition fees and includes :
· External funding bids (H)

· Funding Agreements from Funding Agencies (H)

· College Fees Policy (H / E)



	2.2
	Budgetary and account information
	This class contains information regarding revenue and capital expenditure and the College’s annual statement of accounts :

· Financial Accounts (audited accounts)  (H)
· Master Target File (H)

· College Three Year Financial Plan (annual return submitted to the Skills Funding Agency (H)

· Asset Register(V)



	2.3
	Financial audit reports / Capital programme
	This class contains information on major plans for capital expenditure including any public private partnership contracts :

· Capital Projects procedure (H / E) 



	2.4
	Financial regulations and procedures / Staff pay scales
	This class contains information  relating to levels of pay rather than individual salaries :
· College Financial Regulations (L / H)

· Pay Scales (see Holiday, Salary, Sickness Booklet  5.4)


	2.5
	Procurement 
	This class contains information relating to procedures used for the acquisition of goods and services :

· Procurement Policy (H / E)

· Tender procedures (H / E)
· Register of Interests of Governors and Senior Staff (V)


	2.6
	Contracts
	This class contains information relating to details of contracts that have gone through a formal tendering process :

· Refer to procurement Policy (H)




3
WHAT OUR PRIORITIES ARE AND HOW WE ARE DOING


(For current and previous 3 years)
	
	Class
	Description

	3.1
	Annual reports
	This class contains information which demonstrates the College’s planned or actual performance :

· Annual Report and Accounts (audited accounts and members’ report)  (H)

· Annual health & safety reports (including accident statistics) (H / E)

· College Self Assessment Report (H / E)



	3.2
	Corporate and business plans
	· College Strategic Priorities (H / E)

· College Three Year Development Plan (H/ E)

·  ILT Strategy (H)

· Risk Register (H / E)

· College Property Strategy (V)



	3.3
	Teaching and learning strategy
	· Whole College Teaching and Learning Action Plan (H / E)



	3.4
	Academic quality and standards
	This class of information includes the College’s internal procedures for assuring academic quality and standards and qualitative data on the quality and standards of learning and teaching :

· Student Surveys (current + 1 year) (H)

· College Self Assessment Report  and Quality Improvement Plan (H / E)



	3.5
	External  review information
	This class of information includes the annual monitoring and review process together with a statement of roles, responsibilities and authority of different bodies within the institution involved in programme approval and review :
· External Verifier (EV) Reports (H)

· College Inspection Report (W - Ofsted website  (http://www.ofsted.gov.uk)


	3.6
	Corporate relations
	This class of information includes the College’s links with employers and the development of learning programmes :


	3.7
	Government and regulatory reports
	This class of information includes accreditation and monitoring reports by professional, statutory or regulatory bodies and information that an institution is legally obliged to make available to its funding and/or monitoring bodies :
College Inspection Report (H / Ofsted Website (http://www.ofsted.gov.uk)


4
HOW WE MAKE DECISIONS


(For current and previous 3 years)

	
	Class
	Description

	4.1
	Minutes from governing body, council, academic boards and steering groups
	This class of information contains minutes of meetings where key decisions are made about the operation of the College, excluding material that is properly considered to be private :

· Minutes of  meetings of the Board of Governors, Part I (non-confidential) agenda items:
· Board of Governors ( H)
· Audit Committee ( H)

· Governance and Search Committee ( H)

· Finance & Resources Committee (H)

· Property Strategy Committee
With exception to the Property Strategy committee, all the above can be found on the College’s website under Governance (http://www.barnsley.ac.uk/governance/)
· Minutes of the Health & Safety Committee (H)

· Programme Approval Requests (H)



	4.2
	Teaching and learning committee minutes
	· Minutes of Whole College Teaching and Learning (H)

	4.3
	Minutes of staff / student consultation meetings
	· Learner Forum (H/E)
· JCC Committee (H/E)



5
OUR POLICIES AND PROCEDURES

(Current information on written protocols, policies and procedures for delivering our services and responsibilities)

	
	Class
	Description

	5.1
	Conducting College business
	This class of information includes codes of practice, memoranda of understanding, procedural rules, standing orders and similar information, and procedures for handling requests for information :
· Attendance at Governor Meetings and Access to College Business (H / E)
· Instrument and Articles of Government (H/W)
· Role and Responsibilities of the Chair of Governors (H / E)

· Role and Responsibilities of Governors (H / E)

· Governors Appeal Panel Policy (H)

· Job Description for the Clerk to the Governors (H / E)

(The above  are available on the College’s website under Governance (http://www.barnsley.ac.uk/governance/)

· Declarations of Eligibility for Board Membership (V)

· Code of Conduct for Governors (H)
· Standing Orders for the Conduct of Board Business (H)
· Risk Management Policy (H/E)

· Anti-Fraud Policy (H / E)
· Disaster Recovery and Business Continuity Policy (H / E)
· Freedom of Information Policy and Procedure (H / E /W)


	5.2
	Academic services
	This class of information may include such matters as changing course,  regulations relating to student assessment, and the appeal procedures and policy on breach of assessment regulations:

· Assessment Policy ( H / E)
· Plagiarism inc JCQ Plagiarism Policy (H / E)
· Academic Appeals Procedure (H / E / W)
· Essential Skills Policy and Procedure (H / E)
· Observation Policy (H / E)
· Peer Practice Guidance (H / E)
· Tutorial Support and Induction Policy (L / H / E)


	5.3
	Student services
	This class of information relates to student administration and registration, accommodation, management of the student record system, the assessment of external qualifications, internal student complaints and appeals and code of student discipline:

· Trips & Visits/Activities Policy ( H / E)

· Student Support Fund FE/HE  (H / E)

· Behaviour Support and Management Policy (H / E)
· Single Equity Scheme Action Plan (H / E)

· Student Printing ( H / E)

· Tutorial Support & Induction Policy (H / E)
· Safeguarding Scheme (H / E)

· Accreditation Previous (Experiential) Learning Policy (H / E)
· Complaints Policy & Procedure (H / E)


	5.4
	Human resources
	This class of information includes the full range of human resources policies and procedures:
· Employment Policies and Procedures (H / E)
· Alcohol and Drugs Policy and Procedure

· Capability Procedure

· Code of Conduct for Policy
· Disciplinary Procedure Staff
· Facilities Agreement between Barnsley College and ACM/GMB/Unison/UCU (Management and Teachers)

· Flexible Working Hours Policy

· Gifts and Hospitality Policy

· Governors’ Appeal Panel  Procedure

· Grievance Procedure

· Harassment and Bullying Policy and Procedure

· Holidays, Salary, Sickness Booklet

· Leave of Absence Policy

· Long Service Award Policy

· Mentoring Policy

· Working from Home Policy

· Pay Policy

· Probationary Procedure

· Protocol National and other Agencies Policy and Procedure

· Whistle-blowing Policy

· Redundancy Policy and Procedure
· Recruitment and Selection Policy

· References Policy & Procedures

· Restructuring Policy and Procedure

· Sickness Absence Policy

· Stress Policy

· Travel Policy

· Staff Development Policy 
· Family Friendly Policy and Procedures 

· Appraisal Policy 
· Guidelines for Support & Training and Development (H / E)


	5.5
	Recruitment
	This class of information contains vacancies which are advertised as part of recruitment policies : 

Details of current vacancies can be found on http://barnsley.ac.uk or by emailing recruitment@barnsley.ac.uk or by contacting the Human Resources Department on 01226 216216.

· Recruitment and Selection (including DBS checks) Policy (H / E / W)


	5.6
	Code of conduct for members of governing body
	· Membership of College Board of Governors (H / E/W )

· Standing Orders for the Conduct of Business (H / E)

· Membership of Committees of the Board  (H / E)
· Code of Conduct for Governors (H / E/W)

(The above group are available on the College’s website under Governance (http://www.barnsley.ac.uk/governance/)

· Register of Interests of Governors and Senior Staff (V) available on request


	5.7
	Equality and diversity
	This class of information includes policies, statements, procedures and guidelines relating to equal opportunities :
· Single Equality Scheme (H / E / W)

· Family Friendly Policy and Procedures (H / E / W)

· Flexible Working Hours Policy(H / E)


	5.8
	Health and safety
	· Policy and Guidelines (H / E)

· Codes of Practice (V)

· Trips & Visits Policy (H / E)
· First Aid and Illness Transport procedure (H / E)
· Work Placements Policy (H / E)
· Stress Policy (H / E)
· Use of Force to Control and Restrain Policy and Procedure (H / E)
· Use of own vehicle for work Policy (H / E)


	5.9
	Estate management
	This class of information includes disposals policy, estates strategy and plan, facilities management policies, grounds and building maintenance :

· Disaster Recovery and Business Continuity policy (H / E)


	5.10
	Complaints
	This class of information includes complaints procedures and those covering requests for information and operating the publication scheme :

· College Complaints Procedure (H / E / W)

· Analysis of Complaints (covering past 2 years only) (H / E)

· Freedom of Information Policy (H / E / W)
· Freedom of Information Publication Scheme (L / H / E / W)


	5.11
	Records management and personal data
	This class of information includes information security policies, records retention and archive policies and data protection (including data sharing) policies :

· Data Protection Policy and Procedures (H / E / W)

· Freedom of Information Publication Scheme (L / H / E / W)

· Freedom of Information Policy (H / E / W)

· Records Management Policy (including Archiving procedures) (L / H / E)


	5.12
	Charging regimes
	This class of information includes details of any statutory charging regimes and charges made for information routinely published :

· Freedom of Information Policy (H / E / W)
· Freedom of Information Publication Scheme (L / H / E / W)


6
LISTS AND REGISTERS


(Current information only)

	
	Class
	Description

	6.1
	Asset register
	· Asset register (V)


	6.2
	Disclosure logs
	This class of information includes details of the types of Freedom of Information requests  received and response times :
· Information Requests Log (H / E)




7
SERVICES WE OFFER

(Current information only)

	
	Class
	Description

	7.1
	Prospectus and course content
	· Vocational Course Guide (H / W)

· A Level Course Guide (H / W)

· Part Time Course Leaflet (H/W)

· Learning Programme Information Sheets (LPIs) (H / E / W)



	7.2
	Health advice
	

	7.3
	Careers advice
	· Information, Advice and Guidance (IAG) Policy (H / E / W)



	7.4
	Services for which the College is entitled to recover a fee
	· Data Protection

· Freedom of Information

· Premises hire

	7.5
	Sports and recreational facilities
	

	7.6
	Advice and guidance
	· Term dates (H / E / W)

· Progression Policy (H / E)

· Information, Advice and Guidance (IAG) Policy (H / E)



	7.7
	Media releases


	· Recent College Press Releases (H / E / W)




Head of Administration/MIS/Exams


Version 1 Published 1st March 2004


Last updated:  June 2013


Approved Senior Management Team 


Approved Board of Governors  
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