Publication Scheme Guidance
WHAT IS A PUBLICATION SCHEME? 

An IDB’s publication scheme details what a Board needs to make publicly available, how it makes this information publicly available, details the procedure if a member of the public approaches the Board for information, and details what has to be given for free and what can be charged for. 
This document is guidance for a Board producing or amending its publication scheme. This document specifies what should be incorporated in a Board’s scheme. 
BACKGROUND – WHY DOES THE BOARD NEED TO USE A PUBLICATION SCHEME? 

The Freedom of Information Act 2000

The Freedom of Information Act 2000 (“the Act”) gives a general right of access to recorded information held by public authorities and sets out exemptions from that right and places a number of obligations on public authorities. Internal Drainage Board’s are deemed to be a non-departmental public body for the purposes of the Act. 

Further information about the Act can be obtained from The Information Commissioner (ICO) (http://www.ico.gov.uk). There is specific information on what every public authority needs to publish, making up a publication scheme. 

Transparency Code 

Under proposals within the Draft Local Audit Bill (July 2012), it was proposed that IDBs would have to publish information in accordance with a new Transparency Code. The aim of the Transparency Code would be to strengthen transparency requirements ensuring that bodies are accountable to the electorate. Further information about the transparency requirements in association with the code can be found in the Draft Local Audit Bill (https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/8350/2174738.pdf). 
The requirements are not yet in legislation and the code has now taken on the working title of ‘audit-substitute transparency code’. The code will be consulted on in late 2013/ early 2014 with the intention of it coming into force in April 2015, depending on the Local Audit and Accountability (LAA) Bill’s successful passage through Parliament. Clause 37 of the LAA Bill provides for additional transparency requirements for smaller bodies (applies to bodies with a turnover of under £200,000) as set out in the Draft Local Audit Bill. Although not yet statutory requirement, it would be best practice for IDBs to incorporate these requirements (see Transparency Code section later in this document) in their publication scheme.  
PUBLICATIONS 
ICO Publication Scheme

Boards are required to adopt and maintain a publication scheme setting out the classes of information it holds, the manner in which it intends to publish the information, and whether a charge will be made for the information. The purpose of a scheme is to ensure a significant amount of information is available, without the need for a specific request. Schemes are intended to encourage organisations to publish more information proactively and to develop a greater culture of openness. The Information Commissioner has prepared and approved a model publication scheme that may be adopted by any public authority without further approval and will be valid until further notice. For ICO Model Publication Scheme Document: (http://www.ico.gov.uk/for_organisations/freedom_of_information/guide/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/generic_scheme_v1.ashx). Many Boards currently have this scheme in place. The following is content that makes up an ICO Publication Scheme.  
What information is made available under ICO Publication Scheme?
IDB information is grouped into seven classes (edit the highlighted lines below to include the names of each item of information the Board has made available, those currently listed are examples): 

1. Who we are and what we do.

Organisational information, structures, locations and contacts.
2. What we spend and how we spend it.

Financial information relating to projected and actual income and expenditure, procurement, contracts and audited accounts. 
3. What our priorities are and how we are doing. 

Strategies and plans, value for money indicators, audits, inspections and reviews.
4. How we make decisions.

Decision making processes and records of decisions.
5. Our policies and procedures.

Current written protocols, policies and procedures for delivering our services and responsibilities.
6. List and registers.

All statutory and non-statutory Registers. 
7. The services we offer.

Information about the services we currently provide including leaflets, guidance and newsletters produced.
The method by which information published under this scheme will be made available

The Board will indicate clearly to the public what information is covered by this scheme and how it can be obtained. 

Where it is within the capability of a public Board, information will be provided on a website.  Where it is impracticable to make information available on a website or when an individual does not wish to access the information by the website, a Board will indicate how information can be obtained by other means and provide it by those means.  

In exceptional circumstances some information may be available only by viewing in person.  Where this manner is specified, contact details will be provided. An appointment to view the information will be arranged within a reasonable timescale.  

Information will be provided in the language in which it is held or in such other language that is legally required. Where a board is legally required to translate any information, it will do so. 

Obligations under disability and discrimination legislation and any other legislation to provide information in other forms and formats will be adhered to when providing information in accordance with this scheme.
Charges which may be made for information published under this scheme 

The purpose of this scheme is to make the maximum amount of information readily available at minimum inconvenience and cost to the public. Charges made by the authority for routinely published material will be justified and transparent and kept to a minimum.  

Material which is published and accessed on a website will be provided free of charge.  
Charges may be made for information subject to a charging regime specified by Parliament.  

Charges may be made for actual disbursements incurred such as: 

• photocopying  

• postage and packaging 

• the costs directly incurred as a result of viewing information  

Charges may also be made for information provided under this scheme where they are legally authorised, they are in all the circumstances, including the general principles of the right of access to information held by a Board, justified and are in accordance with a published schedule or schedules of fees which is readily available to the public. 

If a charge is to be made, confirmation of the payment due will be given before the information is provided. Payment may be requested prior to provision of the information.  

Written Requests 

Information held by a Board that is not published under this scheme can be requested in writing, when its provision will be considered in accordance with the provisions of the Freedom of Information Act.
What information is made available under the Transparency Code? 
Further to information that must be available through the Publication Scheme as detailed by the ICO in conjunction with the Freedom of Information Act 2000, the proposed Transparency Code would require the publication of: 
a. All items of expenditure and end of year accounts; 

b. Minutes, agendas and papers of formal meetings; 

c. Internal audit report; 

d. List of councillor/Board responsibilities (or their equivalent); 

e. Annual governance statement; and 

f. Location of public land and building assets. 
The method by which information published under this code will be made available
The code would recommend that these documents are published online although more exceptional circumstances (e.g for security reasons a Board may not want to publish online the location of its assets) may alleviate this need. The transparency code has not yet been made mandatory but it would be seen as best practice for Boards to make items listed under this code publically available and incorporated into their Publication Scheme.
EXAMPLES (prior to enforcement of Transparency Code):

1. Pubilication Scheme for the Bedford Group of Internal Drainage Boards 

2. Publication Scheme for Caldicot & Wentlooge Levels Internal Drainage Board
3. ICO Model Publication Scheme for Internal Drainage Boards (without content about the Transparency Code)
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