Downham West Parish Council has adopted the Parish Council Model Scheme of the Freedom of Information Act 2000 and will publish information in accordance with that scheme

Everyone has the right to request information held by public sector organisations under the Freedom of Information Act 2000, which came into force in January 2005.

The Freedom of Information (FOI) Act

The FOI gives you the right to ask any public body for all the information they have on any subject you choose. Also, unless there’s a good reason, the organisation must provide the information within a month. You can also ask for all the personal information they hold on you.

Who can access the information?

Any person can make a request for information under the Act – there are no restrictions on your age, nationality, or where you live.

What can you ask for?

You can ask for any information at all - but we may withhold some information to protect various interests which are allowed for by the Act. If this is the case, we will tell you why we have withheld information. 

If you ask for information about yourself, then your request will be handled under the Data Protection Act instead of the Freedom of Information Act.

How to make a request

All you have to do is write to (or email) the Clerk to the Parish Council requesting the information that you want. You should make sure that you include:

• your name

• an address where you can be contacted

• a description of the information that you want

You don't have to mention the Freedom of Information Act, but there is no reason not to if you want to. You should try to describe the information you want in as much detail as possible: for example, say 'minutes of the meeting where the decision to do X was made', rather than 'everything you have about X'. This will help us find the information you need.

All public authorities must manage their information in accordance with a publication scheme which describes the 'classes' or 'kinds' of information held (such as minutes or reports). You can see details of our publication scheme on our website.  It is worth bearing this in mind when you make your request.

How long does it take?

We will provide the information to you within 20 working days (around a month). If we need more time, we will write and tell you when we will answer, and why we need more time.

What does it cost?

Most requests are free. You might be asked to pay a small amount for making photocopies or postage.

If we think that it will cost us more than £450 to find the information and prepare it for release, then we can turn down your request. We might ask you to narrow down your request by being more specific in the information you're looking for.

How you receive the information

When you make a request you may ask that the information be given to you in a particular form. However, we may take into account the cost of supplying the information in this form before complying with your request.

You should be able to receive the information:

• in permanent form

• in summary form

• or by permission to inspect records containing the information

You may also be able to receive it:

• in Braille

• in audio format

• in large type

• translated into another language

Copyright and restrictions

The Freedom of Information Act does not place restrictions on how you may use the information you receive under it. However, the Act does not transfer copyright in any information supplied under it. If you plan to reproduce the information you receive, you should ensure that you will not be breaching anyone's copyright by doing so.

INFORMATION AVAILABLE FROM DOWNHAM WEST PARISH COUNCIL UNDER THE MODEL PUBLICATION SCHEME 
	Information To Be Published
	How the information can be obtained
	Cost

	Class 1  - Who We Are And What We Do
	
	

	Who’s On The Council And Its Committees
	downhamwestparishcouncil.norfolkparishes.gov.uk
	Free

	Contact Details For The Parish Clerk And Councillors
	downhamwestparishcouncil.norfolkparishes.gov.uk
	Free

	Staffing Structure
	Hard copy from Clerk
	10p per side

	Class 2- What We Spend And How We Spend It
	
	

	Annual Return Form And Report By Auditor
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

£1.50 full report

	Finalised Budget
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Precept
	downhamwestparishcouncil.norfolkparishes.gov.uk
(Figure reported in January Minutes)
	Free

10p per side

	Financial Regulations
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

£1.20 full report

	Grants Given And Received
	Hard copy from Clerk
	10p per side

	List Of Current Contracts Awarded And Value Of Contract
	Hard copy from Clerk
	10p per side

	Class 3 – What Our Priorities Are And How We Are Doing
	
	

	Annual Report To Parish Meeting
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Class 4 – How We Make Decisions
	
	

	Timetable Of Meetings (Council, Committees And Annual Parish Meeting)
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Agendas Of Meetings
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Minutes Of Meetings
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Reports Presented To Council Meetings
	Hard copy from Clerk
	10p per side

	Responses To Consultation Papers
	Hard copy from Clerk
	10p per side

	Responses To Planning Applications
	Borough Council Planning Portal website
	Free

	Class 5 – Our Policies And Procedures
	
	

	Standing Orders
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Code Of Conduct
	Hard copy from Clerk
	10p per side

	General Data Protection Regulations (GDPR)
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	S137 Grants & Donations
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	All Other Council Policies
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Class 6 – Lists And Registers
	
	

	Asset Register
	downhamwestparishcouncil.norfolkparishes.gov.uk
Hard copy from Clerk
	Free

10p per side

	Register Of Members’ Interests
	Borough Council website
Hard copy from Clerk
	Free

10p per side

	Register Of Gifts And Hospitality
	Hard copy from Clerk
	10p per side

	Class 7  - The Services We Offer
	
	

	Street furniture; seating, litter bins, dog bins
	Hard copy from Clerk
	10p per side

	War Memorial
	Hard copy from Clerk
	10p per side

	Street Lighting
	Hard copy from Clerk
	10p per side

	Bus Shelters
	Hard copy from Clerk
	10p per side

	Additional Information
	
	

	
	
	


SCHEDULE OF CHARGE
	Type of Charge
	Description
	Basis of Charge

	Disbursement cost
	Photocopying @ 10p per sheet (black and white)
	Actual cost

	
	Photocopying @ 25p per sheet (Colour)
	

	
	Postage
	Actual cost of Royal Mail standard 2nd class

	Statutory Fee
	
	In accordance with the relevant legislation
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