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FREEDOM OF INFORMATION ACT 2000

PUBLICATION SCHEME

Introduction and Part 1

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 document which describes the information a public authority publishes, or intends to publish.  In this context, ‘publish’ means to make information available routinely. 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, the public authority’s commitment to make available the information described.

2.2
A publication scheme must set out 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 higher and further education

3.1
Leeds College of Music has adopted the model publication scheme developed for the Higher Education sector and is therefore committed to publishing the information it describes.  

This model is designed for universities, further education colleges (if the model fits better than the FE one) across England, Wales and Northern Ireland.  Its purpose is to save duplication of 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 and where not have been stated as excluded. 

3.3
To assist with the developments of the model, a number of institutions across the sector volunteered as pilots.  The information about the pilot exercise is available from the JISC (Joint Information Systems Committee) website at www.jisc.ac.uk.

4. Who we are

4.1
Leeds College of Music is an institution incorporated under the 1992 Further and Higher Education Act whose mission is to provide high-quality education and training for musicians, music teachers and associated technologists at both further education and higher education levels.  The College is committed to innovation, in order to remain responsive to the changing needs of the profession and employers.  It regards as a priority the continuing promotion of quality and distinctiveness in its provision, in partnership, where appropriate, with others. It is committed to developing increased opportunities for all, and to the provision of vocational and non-vocational courses which are open to members of the community at all levels of musical ability and aspiration, from beginners to postgraduates.  Whilst aiming to maintain its role as a significant contributor to the artistic life of the region, it also seeks to consolidate and further its position within a national, European and international context.

5. Accessing information covered by the publication scheme.

5.1 The classes of information we publish are described in the second part of the scheme. 

5.2
Next to each class we have indicated the manner in which the information described will be available.  We have also indicated whether charges apply to the material in each class.

5.3
Some documents can be downloaded from the Leeds College of Music website www.lcm.ac.uk and all are also available in paper copy.  Alternative formats may also be provided and if the production of these incurs significant cost a charge may be made.

5.4
To request information available through our publication scheme, please contact:

The Personal Assistant to the Directors

Leeds College of Music

3 Quarry Hill

Leeds 

LS2 7PD

Tel 0113 222 3427 or

Fax 0113 222 3455

Email FOI@lcm.ac.uk 

5.5
Please note that a publication scheme relates to ‘published’ information.  Therefore, material covered has already been prepared in a format ready for distribution.

6. What about Information not covered by the publication scheme

6.1
From 1 January 2005, you will 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
 Requests for this additional information will have to be made in writing and, in general, public authorities will have 20 working days to respond.  They may charge a fee for this information, which will have to be calculated according to Fees Regulations.  They will not be required to release information to which an exemption in the Act legitimately applies.  However, public authorities may be required to explain to the applicants why they are not releasing information and they may be required to explain to the applicant why they are not releasing information and they may also have to justify this to the Information Commissioner.

7. Responsibility for the Scheme 

7.1
Overall responsibility for the Leeds College of Music scheme is held by the Director of Finance and Administration who can be contacted via the Personal Assistant to the Directors.  

8. Feedback, complaints and appeals

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 writing to the Director of Finance and Administration.

8.2
If we are unable to resolve any complaint, you can complain to the Information Commissioner, the independent body who oversees the Freedom of Information Act at

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.informationcommissioner.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
Approved by the Board of Governors on 17 December 2003

Part 2:  Classes of Information published

1. 
GOVERNANCE

Introduction

This section covers information relating to the way the College 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 College is responsible for specific functions and where they fit in the overall structure of the College. In some instances information from committee minutes will be exempt from disclosure where it contains personal information, information that may damage the commercial interests of the institution or that may threaten the health and safety of specific individuals.




Class
Description
Manner

i.e. paper copy or electronic and associated url


A single paper copy is free.  Charges may be levied for multiple copies or alternate formats  

1.1
Legal Framework


· The Further and Higher Education Act 1992

· Instrument and Articles of Government (Former FE Colleges)
Available from –

http://www.hmso.gov.uk/acts.htm
Available from – http://dfes.gov.uk/furthereducation.docs
N/A

N/A

1.2
Governance Structure


· Instrument and Articles of Government (Former FE Colleges)

· Committee structure for Board of Governors and Academic Board and their boards and committees

· Terms of reference and membership and of all boards and committees in the formal structure.

· Standing orders for the Board of Governors and its committees and the Academic Board and its boards and committees 

· Non-confidential minutes, agendas and papers of the Board of Governors and the Academic Board which contain all decisions of the College

· Search committee nomination procedures.

· Register of interests

· Code of conduct for governors


Available from – http://dfes.gov.uk/furthereducation.docs
All paper 


N/A

1.3
How the institution is organised
· Organisational structure charts
paper


1.4
Information on the institutional context


· Mission statement included in Strategic Plan

· Strategic plan

· Risk management policy

· Learning and teaching strategy

· Quality assurance policy

· Handbook for student course representatives

· Management guidelines

· Freedom of speech policy
paper

paper or Learning and Skills Council at www.lsc.gov.uk/
All paper


1.5
Management structure


· Organisation structure charts

· Terms of reference and membership of the Board of Management and its boards and committees

· Roles of senior managers

· List of staff by department
All paper

Website at www.lcm.ac.uk


2. 
FINANCIAL RESOURCES

Introduction
This section covers information on the institution’s strategy and management of financial resources. The Finance Division provides accounting, procurement and contracting services, helping to make best use of resources and fulfilling statutory responsibilities. Information that may damage the institution’s commercial interests will be excluded from publication.



Class
Description
Manner


Fee

2.1
Finance


· Financial regulations

· Financial procedures

· Tendering arrangements – included in the financial regulations

· Insurance provision - Included in the financial regulations

· Goods and services - Included in the financial regulations

· Pensions - Included in the financial regulations 

· Remuneration of senior staff – included in the annual accounts

· Staff travel and subsistence policy

· Planning and budgeting procedures - Included in the financial regulations and financial procedures


All paper


2.2
Resource Planning


· Financial regulations

· Annual accounts – financial year August to July.  Document available in the February following year end

· Annual budget –available in the three-year financial forecast

· Planning and budgeting procedures - Included in the Financial regulations and Financial procedures

· Strategic plan and annual operating statement
All paper and at Learning and Skills Council at www.lsc.gov.uk/



3. 
HUMAN RESOURCES

Introduction
This section covers information on the institution’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 including all current versions of the information specified in each class).



Class
Description
Manner


Fee

3.1
Employment and employee relations


· Policies and procedures relating to recruitment and selection

· Job vacancies

· Salary scales

· Terms and conditions of employment for Business Support and Academic staff

· Local recognition and procedural agreement

· Grievance procedure

· Staff disciplinary and appeals procedure  

· Capability procedure

· Harassment policy

· Health and safety related policies

· Public interest disclosure policy (whistleblowing)

· Sickness absence procedures/ pay schemes/counselling and related policies

· Family friendly policies

· Equality and diversity policies

· Data protection policy

· Code of conduct on personal relationships between staff and students

· Code of conduct – guidelines on physical contact between staff and students

· Caring community policy
All paper and, where stated, also from College website 

www.lcm.ac.uk



3.2
Equal Opportunities


· Equality and diversity policies

· Equality action plans
paper


3.3
Human Resources Strategy

(Optional)
· No entry here  - covered by individual policies



3.4
Staff Development


· Induction arrangements

· Staff development and review scheme

· Staff development policy
paper


4. 
PHYSICAL RESOURCES

Introduction

The Class in this section covers information at a strategic level relating to the institution’s management of its physical resources. Information that provides specific details of the institution’s future plans to alter its estate (e.g. proposals to purchase additional property) may be exempt from disclosure where such disclosure would damage the institution’s commercial interests.




Class
Description
Manner


Fee

4.1
Estates


· Financial regulations and procedures

· Accommodation strategy

· Estate maintenance policy

· Disaster recovery policy

· Asset inventory and disposal procedures

· Keys, practice rooms and instrument loans procedures
All paper


5. 
STUDENT ADMINISTRATION AND SUPPORT

Introduction

This section contains information on how the institution manages the administration and progression of their students from admission to course completion, including student support services. Information available within this section does not include specific student personal details, by virtue of being personal information.



Class
Description
Manner


Fee

5.1
Information on student admission, progression and completion


· Prospectuses, course leaflets

· HE Admissions statement 

· Annual Report of the Academic Board to the Board of Governors

· Self assessment report and the HE self evaluation document

· Destination survey output

· All governed ultimately by the rules and regulations of the College validating bodies

· Data submitted to external bodies via the Individual Learning Report (ILR)
Paper and website

www.lcm.ac.uk
All paper

Learning and Skills Council at www.lsc.gov.uk/


5.2
Student accommodation


· Full-time course prospectus 

· Guidance information on accommodation in Leeds area
Paper and website

www.lcm.ac.uk
Paper


5.3
Student administration


· Student records policies and procedures -included in the data protection policy

· Security and data protection – included in the data protection policy 

· Risk management and disaster recovery policies

· LSC Audit guidance

· Full-time FE and part time application form and guidelines

· Student enrolment forms

· Student tracking and withdrawal policy and procedures

· College learning agreements 
Paper and website

www.lcm.ac.uk
Paper and website

www.lcm.ac.uk
All paper


5.4
Student admission and registration/enrolment


· Admissions and enrolments policies and procedures documents - - details in the prospectuses, guidance notes for full-time FE and postgraduate applicants, in the joining instructions for full-time students, on the enrolment forms and in the student and college charters

· Academic Registry service level statement

· MIS service level statement

All governed ultimately by the rules and regulations of the College validating bodies
All paper and prospectuses also on website www.lcm.ac.uk
www.leeds.ac.uk
www.ou.ac.uk


5.5
Student discipline


· Disciplinary procedures

· Code of conduct

· Complaints and academic appeals procedure

All contained in student handbook

All governed ultimately by the rules and regulations of the College validating bodies
All paper

www.leeds.ac.uk
www.ou.ac.uk


5.6
Student learning support services
· Prospectuses

· Disability policy and statement



5.7
Student liaison


· Full-time course prospectus

Liaison arrangements currently undergoing reorganisation
Paper and website

www.lcm.ac.uk



5.8
Student policies


· Data protection policy

· Student code of conduct, disciplinary, academic appeals and complaints and mitigating circumstances policies  and procedures – included in the Student Handbook

· Code of conduct on personal relationships between staff and students

· Code of conduct – guidelines on physical contact between staff and students

· Drug use policy

· Harassment policy

· Student placement policies

· Student guidance on examinations conduct contained within overall examinations policy
Paper and website

www.lcm.ac.uk
All paper


5.9
Student welfare
· All information is contained in the Student Handbook
Paper


5.10
Student associations

(optional)
· Student Union Constitution currently undergoing major review –no information included at this point.
N/A


6.
INFORMATION SERVICES
Introduction
This section covers those functions within the College that provide access to information for the student body and both academic and administrative staff and comprises the Library and, Management Information Services (MIS).

These functions are managed separately from each other in the College.  These services routinely explain their facilities (and the conditions of their use) to students, staff and the general public and it is information of this nature that is included within this section.

Management Information Services inevitably holds large quantities of personal data that are exempt from general disclosure.




Class
Description
Manner


Fee

6.1
Availability and conditions of use of facilities


· Library and learning resources centre management rules

· Attendance of minors policy

· Data security policy 
Paper and website

www.lcm.ac.uk
All paper


6.2
Mission statements and related documents


· Departmental strategy document, library and learning resources 

· Data security policy 

· Electronic systems user acceptance policy 

· JANET acceptable use policy

· Service level statements  - Library and MIS

· Software use policy
Paper and website

www.lcm.ac.uk
All paper


6.3
Policies with regard to data and information


· Data protection and data retention and archiving policy

· CCTV policy

· Disaster recovery policy

· Electronic systems user acceptance policy

· Risk management policy
Paper and website

www.lcm.ac.uk
All paper


6.4
Procurement and disposal policies


· Library collection development policy

· Financial regulations on purchasing

· Asset inventory and disposal procedures
Paper and website

www.lcm.ac.uk
All paper


6.5
Scope of collections held
· Library leaflets
Paper and website

www.lcm.ac.uk


7.
TEACHING AND LEARNING

Introduction

This section contains information regarding the management of teaching and learning within the institution, including mechanisms for reviewing and ensuring the quality of teaching provided.



Class
Description
Manner


Fee

7.1
Academic year dates


· Academic calendar – internal document and in joining instructions and student handbook
Paper


7.2
External review information


· Prospectuses

· Academic Board and its boards and committees organisation chart

· Course specifications

· Self assessment report and self evaluation document

· Academic Board minutes
Paper and website

www.lcm.ac.uk
paper

paper and for BTEC courses at www.edexcel.org.uk/ 
paper and www.lsc.gov.uk
paper


7.3
Graduation (optional)


No information available



7.4
Honorary degrees (optional)
· Criteria for the award of honorary awards 
Paper


7.5
Information on the institution’s internal procedures for assuring academic quality and standards


· Policy and procedure for the approval of courses - all governed ultimately by the rules and regulations of the College validating bodies and reviewed according to their timescales.

· Quality policy

· Self assessment report and self evaluation document

· Student questionnaires
Paper


7.6
Qualitative data on the quality and standards of learning and teaching
· Self assessment report and self evaluation document

· ‘You said we did’ leaflet

· Minutes of the Business Advisory Board



7.7
Staffing structure of schools/departments
· Prospectus

· Staff list



7.8
Student assessment strategy
· Course approval documents - all governed ultimately by the rules and regulations of the College validating bodies


Paper and

www.leeds.ac.uk
www.ou.ac.uk


7.9
Tuition fees


· Information for home/EU/international  -Prospectus

· and for full-time students, in joining instructions

· Information on other charges in the fees and a charges policy and annual determination
Paper and website

www.lcm.ac.uk
All paper


8.
RESEARCH AND DEVELOPMENT

Introduction

This section covers information relating to the College’s management and funding of its research activities – it does not include the actual results or data from research undertaken. It should also be noted that in some cases information that reveals the identity of those involved in the research process maybe exempt from publication for health and safety reasons.


Class
Description
Manner


Fee

8.1
Committees
· Academic Board
Paper


8.2 
Funding 
· HE in FE development fund
Paper and from the Higher Education Funding Council at www.hefce.ac.uk


8.3
Research Policies


· Research policy

Intellectual property regulations are contained in staff contracts and student regulations circulated with joining instructions and printed in the student handbook
All paper




6. EXTERNAL RELATIONS

Introduction

This section covers information relating to the College’s relationship with its external environment.  These include the formal reports the institution is required to provide to its funding bodies, arrangements with other institutions, how it manages its relationship with the local community and how it retains contact with its former staff and students. 

By virtue of their nature, the majority of these classes are already made available to the public by some means. 

Members of the public are also likely to find the same or related information is available from the external partners with which the College has links.



Class
Description
Manner


Fee

9.1
Alumni (optional)


· Constitution of alumni organisation

· Connections leaflet
All paper


9.2
Community Liaison (optional)
· Mission statement and strategic plan
Paper


9.3
Fundraising (optional)
No information available 



9.4
Government and Regulator relations


· OFSTED inspection reports

· LSC Provider performance

· QAA subject review reports review reports

· University of Leeds review reports

· Open University review reports

· Leeds Metropolitan University review reports

· Reports/returns to funding councils, inspectorate, standards bodies, research councils, professional bodies, government depts etc


All paper and websites as given

www.dfes.gov.uk
www.lsc.gov.uk 

www.qaa.ac.uk
www.leeds.ac.uk
www.ou.ac.uk
www.lmu.ac.uk
Published by the funding councils annually and available on the LSC and HEFCE websites at www.lsc.gov.uk and www.hefce.ac.uk


9.5
Marketing and recruitment


· Website

· Full and part-time prospectus

· Course leaflets, concert season brochure, connections leaflet, conference leaflets, summer schools brochures, open day cards
www.lcm.ac.uk
Paper and website www.lcm.ac.uk
All paper


9.6
Public Relations
· Press releases and coverage
All paper
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