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Our full title and address for sending any documents is: 
The Northern Ireland Rural Development Council
17 Loy Street
Cookstown
Co Tyrone
BT80 8PZ

Tel: 028 8676 6980
Fax: 028 8676 6922

The senior officer responsible for maintenance of this scheme is: 
The Director of Corporate Services
Joy Hadden
Email: jhadden@rdc.org.uk




1. INTRODUCTION: 
What a publication scheme is and why it has been developed?
One of the aims of the Freedom of Information Act 2000 (FOIA) is that public authorities should be clear and proactive about the information they will make public. To do this they must produce a publication scheme, setting out: 

• The classes of information which they publish or intend to publish; 
• The manner in which the information will be published; and 
• Whether the information is available free of charge or on payment. 

Within the context of this scheme ‘publication’ does not solely refer to printed material. It has been interpreted as broadly as possible; it could be a text document, a spreadsheet, a photograph etc. To ‘publish’ information means simply to make it publicly available. This should not be interpreted as being limited to items in bound or printed form. A document stored electronically, downloaded via the web or printed off and sent out has been ‘published’ as far as this definition goes.

Information within the publication scheme will be available either free or at a charge – we explain which is free or which will be provided at a charge later in this scheme. 

Note: Some information which we hold may not be made public, for example information about third parties. 


2. CLASSES OF INFORMATION PUBLISHED BY THE RDC:
The publication scheme guides you to information which we currently publish (or have recently published) or which we will publish in the future – this is split into ‘classes’ of information. 
The ‘classes’ of information currently published are contained in section 10 of this Scheme. Details of how the information is or will be published and whether charges will be applied for providing this information are also outlined in this section. 
The classes in the scheme are based on the various functions we undertake. Under each heading there is a list of the information which we publish which relates to that function. 
For example, information under the heading of ‘personnel’ includes recruitment, training, discipline policies and so on. 


3. ROUTINELY AVAILABLE INFORMATION:
The RDC currently makes information routinely available to the public on its functions, activities and programmes through its website, which is located at www.rdc.org.uk.

The RDC produces a range of publications and information leaflets, which reflect the different kinds of work, carried out by the Council. Copies of the Council’s annual report, strategic plan, policy statements, grant information packs and information leaflets are available free of charge.

Other publications include practical resource materials for community and voluntary groups and the Council’s report “A Picture of Rural Change”, which comprehensively baselines rural Northern Ireland. It records facts and trends, problems and successes and is intended to act as a resource to aid the work of those who are trying to improve the lives of those living in Northern Ireland’s rural communities. 

The practical resource materials cover a wide variety of topics such as finance, community building, environment and local culture, heritage and identity. These publications can be obtained directly from the Council and are subject to a specified pricing structure. 

A good deal of information will continue to be made available informally without the need to use the FOI Act. Therefore, it may not be necessary, in all cases, to use the FOI Act to access the information you want. 


4 . APPLICATIONS FOR INFORMATION UNDER FOIA:
Where information is available on the website, a hypertext link will direct you to the correct page on the website. Where information is available by post, a request can be made in writing. 

Applications for information under the FOI Act should be done using the attached template at section 11 of this scheme and addressed to:

Ms Joy Hadden
Director of Corporate Services
Northern Ireland Rural Development Council
17 Loy Street
Cookstown
BT80 8PZ

Tel: 028 8676 6980
Fax: 028 8676 6922
Email: jhadden@rdc.org.uk

Under the FOIA you will be able to ask the RDC for information which is not already published elsewhere provided it is not exempt under the FOIA. Under the FOIA you will have the right to ask for information to be provided in a particular way and we will try to meet your request. You will be able to ask for assistance if you have any difficulty in formulating or making an application by contacting the RDC’s Director of Corporate Services. We will help you as much as possible but we are not required to look for the information you request unless we have: 


 A clear and understandable request with enough detail to locate the information; 
- Your name and address so we can respond to your request; and 
- An indication about the form in which you want the information. 

This will ensure that your application is dealt with as quickly as possible. You should give as much detail as you can in order to assist us in locating the information that you require. Some documents may include exempt information and under the Act we can only provide you with information which is not exempt. You only have a right to information and not necessarily to documents. Some documents may include exempt information so you will only get the information from them which is not exempt. 

5. FEES:
Whilst most information can be accessed free of charge, certain publications and other classes of information will only be available on receipt of payment. Where such charges apply this is clearly identified in the listing below. Actual charges levied are not listed within the Scheme itself since these may apply to individual documents within an information class, but will be accessible from the relevant web address or contact point listed under that class of information. Please note that even where a class of information is identified as being available free of charge we reserve the right to apply photocopying/format charges in respect of requests for multiple copies of the same document.

We indicate for each class of information in our publication scheme which of the following categories could apply to information you may request:


A. Free of charge on website - (i.e. there is no charge by us, although you would of course have to meet any charges by your Internet service provider, personal printing costs, etc). For those without Internet access, a single print-out as on the website would be available by post from the Director of Corporate Services or by personal application at the RDC office. However, requests for multiple print-outs, or for archived copies of documents which are no longer available on the web, may attract a charge for the cost of retrieval, photocopy, postage, etc. You will be informed of this at the time of your request; 


B. Free of charge leaflets, booklets or papers - on, e.g. services we offer to the public. A list of these and the material itself is available from the RDC. A charge may be applied for retrieval, photocopying, postage etc of multiple copies. You will be informed of this at the time of your request; 


C. Free of charge to view - at the RDC office but a charge may be applied for retrieval, photocopying, postage etc. You will be informed of this at the time of your request; 


D. Information available via a website, but a charge would have to be paid before the main part of the information could be accessed - This may arise for example where the website is used to deliver a value-added customised service, particularly where the basic data is also available to private sector users who may provide their own value-added service. Where this applies, the reason for the charge and the level of charges would be advertised on the website. 


E. "Glossy" or other bound paper copies, or in some cases a CD Rom, video or other mediums - are for charge as specified in the publication lists available from the RDC.


If you want to re-use or reproduce our publications, e.g. commercially or for circulation for education, etc, purposes, you will in most cases need to apply for a copyright licence for this. 

Any fee charged will be calculated by looking at the costs directly and reasonably incurred locating the information you have asked for and giving it to you. You will then be sent a ‘fees notice’ which you will have to pay within three months of your request – you will not receive information until you have paid the costs in the fees notice. 

If the estimated cost of providing the information would be above the appropriate limit set by the government then we will not be under a duty to provide the information. However, the RDC will inform you if the limit will be exceeded and we will try to let you know what can be provided within the limit. Despite not being obliged to provide information which exceeds the limit the RDC will still be under a duty to advise and assist. 

In order to protect the RDC there will be rules which govern multiple applications for information which are clearly trying to avoid the financial limits set by the government. However, we will try to help you as much as possible to get the information you want. 

6. PERSONAL DATA:
You can also apply for a copy of the personal data we hold about you under the Data Protection Act 1998 - that is information relating to you that has arisen through employment with the RDC. There is a fee and you should contact the RDC’s Director of Corporate Services should you wish to access this information.


Ms Joy Hadden
Director of Corporate Services
Northern Ireland Rural Development Council
17 Loy Street
Cookstown
BT80 8PZ

Tel: 028 8676 6980
Fax: 028 8676 6922
Email: jhadden@rdc.org.uk



7. COMPLAINTS PROCEDURE:
The Act sets out a series of exemptions to protect confidential or other information where disclosure may prejudice the interests of others. Where the RDC invokes these provisions to withhold information, the decision may be appealed. Details of the appeals mechanism are outlined below.


8. INTERNAL REVIEW:
You may seek an internal review of the initial decision, which will be carried out by a member of staff who was not involved with the original request, if:

a) You are dissatisfied with the initial response from the RDC, or

b) You have not received a response from the RDC within 20 days of your initial application. This is likely to be regarded by the Information Commissioner as amounting to a refusal of the request and allows you to proceed to internal review. 

Requests for internal review should be submitted in writing to:

Martin McDonald
Chief Executive Officer
Northern Ireland Rural Development Council
17 Loy Street
Cookstown
BT80 8PZ

Tel: 028 8676 6980
Fax: 028 8676 6922
Email: mmcdonald@rcdc.org.uk

Such a request for internal review must normally be completed before an appeal may be made to the Information Commissioner.

9. REVIEW BY THE INFORMATION COMMISSIONER:

If an applicant feels that the RDC has failed to comply with, or publish information in accordance with its publication scheme, they may seek an independent review from the Information Commissioner. An independent review may be sought if you are not satisfied with the decision of the internal review. 

Requests for a review by the Information Commissioner should be made in writing directly to:



Northern Ireland Office
Information Commissioner’s Office - Northern Ireland 
Room 101
Regus House
33 Clarendon Dock
Laganside
Belfast 
BT1 3BG
Northern Ireland 

telephone: 028 9051 1270 
fax: 028 9051 1584
email:ni@ico.gsi.gov.uk


10. EXEMPT INFORMATION:
Under the Act some information may be deemed exempt from disclosure. In addition, some of the material in a class may be derived from documents considered to contain exempt information. Typically information may be withheld if its release would compromise the health and safety of staff; where confidential information or personal data about others is included; or for reasons of security. Where this occurs the material will clearly show where information has been withheld and explain what exemption has been applied and why. 

It should also be noted that information is exempt from the Act if it is reasonably accessible to the applicant by other means. One example where information would qualify for this exemption is if it is made available via the RDC’s publication scheme. In instances where someone makes a written request for information, which is already available via the publication scheme, the RDC will refer the applicant to the scheme. 



11. INFORMATION CLASSESS

CATEGORY ONE: PERSONNEL & RECRUITMENT

Classes including definitions where appropriate
Format available Cost Availability - Format
Organisation Structure:
- An outline of the roles and responsibilities of each directorate and how they relate to each other.
- RDC website, www.rdc.org.uk, 

On Request. Free of charge. Currently available as detailed.
RDC Council Membership:
- Details of current council members, including details of their nominating/appointing body and areas of special interest. 
- RDC website, www.rdc.org.uk, 

On Request. Free of charge. Currently available as detailed.
RDC staff: 
- A list of all current RDC staff, including details of the Directorate in which they work, their job title and key responsibilities of their job.
- RDC website, www.rdc.org.uk, 

On Request. Free of charge. Currently available as detailed.
Staff Policies: 
- Internal policies, governing staff conduct and operational procedures.

Some of the material in this class is derived from documents we consider to contain exempt information. Where this occurs the material will clearly show where information has been withheld and explain what exemptions have been applied and why. Typically information will be withheld if its release would compromise the health and safety of staff or be out with data protection legislation.

- Available to view at the RDC office.  

Arrangements can be made by contacting the RDC Director of Corporate Services Free of charge to view. Currently available as detailed.
Vacancies: 
A complete list of job vacancies for which the RDC is currently recruiting, including a detailed job description, employee specification and application form

- RDC website, www.rdc.org.uk

On Request. Free of charge. Currently available as detailed.
Induction: 
The RDC’s current induction programme for all new staff. Where the induction pack contains exempt information, this is clearly shown in the text of that particular document, together with an explanation of the exemptions relied on. Typically information may be exempt that relates to the RDC’s security measures or where training in a particular area is based on past case work which might therefore include confidential information or personal data.  

- Available to view at the RDC office. 

Arrangements can be made by contacting the RDC Director of Corporate Services. Free of charge to view. Currently available as detailed.
Council Meetings: 
Agendas and summary minutes for meetings of the Council (from September 2002) will be available within 8 weeks of being approved by the Council. This class excludes any exempt items for personnel issues or matters relating to the development of RDC policy, which is not yet finalised.

- RDC website, www.rdc.org.uk 

On Request. Free of charge. Currently available as detailed.
CATEGORY TWO: FINANCE AND AUDIT:

Classes including definitions where appropriate
Format available Cost Availability - Format
Annual Financial Accounts: 
Publication of the RDC’s annual audited accounts.  
- RDC website, www.rdc.org.uk,


On Request. Free of charge. Currently available as detailed.
Audit Manual: 
Sets out RDC audit procedures and policies.
- RDC website, www.rdc.org.uk, 

 On Request. Free of charge. Currently available as detailed.



CATEGORY THREE: EQUALITY:

Classes including definitions where appropriate
Format available Cost Availability - Format
Equality Scheme: 
This scheme sets out how the RDC intends to fulfill its obligations to promote equality of opportunity and good relations under Section 75 of the Northern Ireland Act in the performance of its duties.
- RDC website, www.rdc.org.uk 


On Request. Free of charge. Currently available as detailed.
Equality Impact Assessments: 
Assessment of the RDC’s policies as required under Section 75 of the Northern Ireland Act.

- RDC website, www.rdc.org.uk 

On Request. Free of charge. Currently available as detailed.
TSN Action Plan: 
Sets out how the RDC intends to fulfill its obligations to tackle social need and exclusion, as laid out in the Partnership for Equality White Paper, in the performance of its duties.
- RDC website, www.rdc.org.uk, 

On Request. Free of charge. Currently available as detailed.


CATEGORY FOUR: FUNDING PROGRAMMES:

Classes including definitions where appropriate
Format available Cost Availability - Format
Programme Overview:
Outlines the funding programmes administered by the RDC, eligibility criteria, support  available and how to apply.

- RDC website, www.rdc.org.uk 

On Request. Free of charge. Currently available as detailed.
Grants Assessment Criteria:
Lists the criteria against which all applications for funding are assessed and scored and upon which funding decisions are based. 
Available in hard copy upon request.
Free of charge Currently available as detailed.
Committee Decisions on Applications Received for Funding:
Lists the decisions taken as a result of the application assessment process. Some of the material in this class is derived from records we consider to contain exempt information. Available in hard copy upon request.

 
Free of charge. Currently available as detailed.
Formal Appeals Procedures:
Details the process of formal review of a RDC decision relating to grant aid. 
Available in hard copy upon request.
Free of charge Currently available as detailed.
Details of Projects Supported:
Lists all projects funded by the RDC since 1995. Some of the material in this class is derived from records we consider to contain exempt information. Where this occurs the material will clearly show where information has been withheld and explain what exemptions have been applied and why.

- RDC website, www.rdc.org.uk.  

 On Request. Free of charge. Currently available as detailed.


CATEGORY FIVE: PUBLICITY 

Classes including definitions where appropriate
Format available Cost Availability - Format
Press Releases:
Archive of material released to the Press and other media since the beginning of 2001.

- RDC website, www.rdc.org.uk  

On Request. Free of charge. Currently available as detailed.
Speeches & Presentations:
Content of public presentations and speeches made by RDC  Available instaff, Council members and VIP speakers at RDC hosted events.  Hard copy upon request.
Free of charge. Currently available as detailed.



CATEGORY SIX: POLICY AND PUBLIC CONSULTATIONS

Classes including definitions where appropriate
Format available Cost Availability - Format
Public Consultation Exercises policy documents currently under public consultation.  :
RDC  RDC website www.rdc.org.uk

On Request. Free of charge. Currently available as detailed.
RDC Strategy 2001-2006:
This document provides an overview of the RDC’s aims and objectives and represents how the organisation intends to carry out its business over the coming years.  

- RDC website, www.rdc.org.uk 

On Request. Free of charge. Currently available as detailed.


CATEGORY SEVEN: RESOURCE MANUALS AND PRACTICAL GUIDES

Classes including definitions where appropriate
Format available Cost Availability - Format
Resource Manuals:
The practical resource materials cover a wide variety of topics such as finance, community  building, environment and local culture, heritage and identity.

- RDC website www.rdc.org.uk, 

glossy format 

CD-ROM 
Cost - Available upon request.
Currently available as detailed.
A Picture of Rural Change:
A resource guide which comprehensively baselines rural Northern Ireland. It records facts and trends, problems and successes and is intended to act as a resource to aid the work of those who are trying to improve the lives of those living in Northern Ireland’s rural communities. 

glossy format
Cost - Available upon request.
Currently available as detailed.


INFORMATION REQUEST FORM

Request for Access to Records under the Freedom of Information Act.
The Freedom of information Act provides a right of access to recorded information held by public authorities both personal and non-personal. The Act also provides for a number of exemptions and a right of appeal for failure to disclose information requested under the Act.
Applicant Details

First Name: 

Surname: 

Postal Address:




Telephone Numbers & E-Mail

Home:

Work:

E-Mail:

________________________________________
Personal Information (Data Protection)
You may request personal information under the Data Protection Act. It allows any individual to find out what information is held about them by the RDC.

We cannot disclose information about another individual unless you have obtained the written consent of that person. Before we will release information we will require proof of identity.

________________________________________
Environmental Information (Environmental Information Regulation)
Under the Environmental Regulations you may request information which we may hold of an environmental nature. This includes information on the state of the environment, noise, energy, radiation, waste and other substances, measures and activities such as policies, plans and agreements and the state of human health and safety.

________________________________________
Details of Request:
Please tick the relevant boxes:

I am requesting information under the following legislation:

Freedom of Information: Data Protection: Environmental Information Regulations: 

I request the following: please describe the records as fully as you can.









________________________________________
Official Use: Date received: Signature:
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