[bookmark: eye-town-council]Eye Town Council
[bookmark: Xc7bb691ea673019e8404882a8358a06d5b034db]Freedom of Information Publication Scheme
[bookmark: introduction]Introduction
Eye Town Council has adopted the Information Commissioner’s Office (ICO) Model Publication Scheme.
The purpose of this Publication Scheme is to make information routinely available to the public as part of the Council’s commitment to openness, transparency and accountability.
The Council will make information available wherever possible through:
· the Council website;
· Council noticeboards;
· published documents; or
· inspection by arrangement.
The Council aims to publish information proactively wherever reasonably practicable.

[bookmark: access-to-information]Access to Information
Information may be accessed:
· on the Council website;
· by inspection at the Council office by appointment; or
· by written request to the Town Clerk.
The Council will consider requests for information in alternative formats where reasonably practicable.

[bookmark: X1674e2602a49beab45040d3c0e8e3349828bece]Information Available Under the Publication Scheme
	Information Published
	Where to Access the Information

	Class 1 – Who We Are and What We Do
	

	Councillors and committee information
	Website and noticeboards

	Contact details for the Town Clerk and councillors
	Website

	Location and accessibility details of Council office
	Website

	Staffing structure
	Available on request from the Clerk

	Class 2 – What We Spend and How We Spend It
	

	Annual Governance and Accountability Return (AGAR)
	Website and available from the Clerk

	Finalised budget and precept information
	Website

	Financial Regulations and Standing Orders
	Website

	Grants awarded and received
	Available on request from the Clerk

	Current contracts and procurement information
	Available on request from the Clerk

	Members’ allowances and expenses
	Available on request from the Clerk

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

	Annual reports
	Website

	Parish or community plans
	Available on request from the Clerk

	Environmental or strategic plans
	Website where available

	Class 4 – How We Make Decisions
	

	Meeting timetables
	Website and noticeboards

	Agendas and minutes
	Website

	Reports presented to Council
	Available on request unless exempt

	Consultation responses
	Available on request unless exempt

	Planning consultation responses
	Mid Suffolk District Council Planning Portal

	Class 5 – Policies and Procedures
	

	Standing Orders and governance policies
	Website

	Complaints procedure
	Website

	Equality, safeguarding and employment policies
	Website where appropriate

	Data protection and records management policies
	Website

	Information request procedures
	Website

	Schedule of charges
	Website

	Class 6 – Lists and Registers
	

	Asset Register
	Available on request

	Register of Members’ Interests
	Available via Mid Suffolk District Council

	Register of Gifts and Hospitality
	Available on request

	Public registers held by the Council
	Available on request

	Class 7 – Services We Offer
	

	Allotments
	Website

	Parks and recreational facilities
	Website

	Community halls and facilities
	Website

	Cemetery information and burial records guidance
	Available on request

	Public conveniences, seating, bins and lighting
	Website



[bookmark: charges]Charges
Most information published on the Council website is available free of charge.
Where information is requested in printed or copied form, the Council may charge:
· reasonable photocopying or printing costs;
· postage costs; and
· other reasonable disbursement costs permitted by law.
Charges will be made in accordance with the Freedom of Information Act 2000, associated Fees Regulations and ICO guidance.
The Council will normally advise applicants of any charge before processing the request.
Charges relating to cemetery or archive searches may be set separately within the Council’s approved Schedule of Charges.

[bookmark: contact-details]Contact Details
Requests for information should be directed to:
[bookmark: the-town-clerk]The Town Clerk
Eye Town Council
The Common Room Tacon Close Eye Suffolk IP23 7AU
Email: townclerk@eyesuffolk.org
Telephone: 07713 196251

[bookmark: review-of-publication-scheme]Review of Publication Scheme
This Publication Scheme shall be reviewed periodically and updated where appropriate.
Approved by Eye Town Council: ____________________
Review Date: ____________________


[bookmark: eye-town-council-1]Eye Town Council
[bookmark: X3234b0143531954d7a69feca11e2d392ea9e9a8]Freedom of Information and Environmental Information Requests Policy
[bookmark: introduction-1]Introduction
Eye Town Council recognises the public’s right of access to information held by public authorities.
The Council will comply with:
· the Freedom of Information Act 2000 (FOIA);
· the Environmental Information Regulations 2004 (EIR);
· the Data Protection Act 2018; and
· UK GDPR.
The Council aims to respond to requests openly, promptly and fairly.

[bookmark: making-a-request]Making a Request
Requests for information should normally be made in writing and should clearly describe the information requested.
Requests may be submitted:
· by email;
· by letter; or
· by other accessible means where reasonable adjustments are required.
Applicants should provide:
· their name; and
· an address or email address for correspondence.

[bookmark: timescales]Timescales
The Council will normally respond within:
· 20 working days under FOIA; or
· the relevant statutory timescales under EIR.
Straightforward requests may be dealt with more quickly where possible.

[bookmark: charges-for-requests]Charges for Requests
The Council may charge reasonable fees permitted by law for:
· printing or photocopying;
· postage; or
· other permitted disbursement costs.
The Council will not normally charge for staff time unless permitted by legislation.
Where a fee applies, applicants will be informed before the request is completed.

[bookmark: refusing-requests]Refusing Requests
The Council may refuse requests where permitted by law, including where:
· exemptions or exceptions apply;
· requests are vexatious or repeated;
· disclosure is prohibited by law; or
· the cost of compliance exceeds the statutory appropriate limit.
The Council will provide reasons for refusal where required by law.
Decisions regarding requests will normally be handled administratively by the Town Clerk as Proper Officer.
Complex or sensitive matters may be referred appropriately within the Council.

[bookmark: environmental-information-regulations]Environmental Information Regulations
Requests relating to environmental matters may fall under the Environmental Information Regulations 2004.
Environmental information may include matters relating to:
· land use;
· planning;
· biodiversity;
· pollution;
· waste;
· energy;
· transport; or
· environmental impacts.

[bookmark: internal-review-process]Internal Review Process
If an applicant is dissatisfied with the handling of a request, they may request an internal review.
Requests for internal review should normally be submitted within 40 working days of the Council’s response.
Internal reviews will normally be completed within 20 working days where practicable.
The review will normally be undertaken by persons not directly involved in the original decision where possible.

[bookmark: X63b6ef3e571f2d10ee85844dd6fddc2509b84ca]Complaints to the Information Commissioner
If an applicant remains dissatisfied following internal review, they may complain to:
[bookmark: information-commissioners-office]Information Commissioner’s Office
Wycliffe House Water Lane Wilmslow Cheshire SK9 5AF
Website: www.ico.org.uk

[bookmark: data-protection-and-confidentiality]Data Protection and Confidentiality
The Council will process personal data in accordance with the Data Protection Act 2018 and UK GDPR.
Personal information may be redacted where disclosure would breach data protection legislation.

[bookmark: accessibility]Accessibility
The Council will seek to make information accessible and will consider reasonable requests for information in alternative formats where practicable.

[bookmark: review-of-policy]Review of Policy
This policy shall be reviewed periodically and updated where appropriate.
Approved by Eye Town Council: ___20th May 2026_____
Review Date: ___May 2027_______
