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Freedom of Information (Scotland) Act 2002
Model Publication Scheme 2013

1. Introduction

The Freedom of Information (Scotland) Act 2002 provides individuals with the right of access to all recorded information a Scottish public authority holds.

Section 23 requires Scottish public authorities to produce and maintain a publication scheme. 

SWestrans has chosen to adopt the Model Publication Scheme 2013
 by the Scottish Information Commissioner, which acts as a high level commitment to make all published information routinely available and easily accessible in all formats.

The purpose of this Guide to Information is to provide details of the range of information that we routinely publish, as well as providing details of how you can access this information, and whether it is available free, or if there is a charge for the information.

The information SWestrans has available has been organised into the eight classes given by the Model Publication Scheme 2013 in Section 8 – Classes of Information. 

2. Accessing information

Information available under the Publication Scheme will normally be available through the methods described below. Section 8 – Classes of Information provides more details on the information available under the scheme, along with additional guidance on how the information falling within each class may be accessed.

2.1 Online

Most information listed in this guide is available to download from the SWestrans website. If no such link is present the website’s search facility may help.

2.2 By email

Information that is listed in the Publication Scheme but is not published on the website may be requested by email.  Please include additional contact details, in case it is necessary to clarify details of the request.

2.3 By phone

Please call 01387 260102 to request information available under this scheme.

2.4 By post

All information under the scheme will normally be available in paper copy form.  Requests should be addressed to:

	Senior Information Officer

Dumfries and Galloway Council

Council Offices



English Street

Dumfries

DG1 2DD
	Telephone: 
01387 260102

Fax: 

01387 260334

Email: 
             foi@dumgal.gov.uk
Website: 
www.swestrans.org.uk



When writing to request information you should include your name and address, full details of the information or documents you would like to receive, and any fee applicable (see Section 4:  Charging Policy for further information on fees).  Please also include additional contact details for extra clarification, if necessary.

2.5 Advice and assistance

If you have any difficulty identifying the information you want to access, then please contact us and we will be happy to help.

3. Information that SWESTRANS may withhold


All information covered by our publication scheme can either be accessed through our website, or will be provided promptly at your request.

Our aim in maintaining this publication scheme is to be as open as possible.  You should note, however, that there may be limited circumstances where information will be withheld from one of the classes of information listed in Section 8 – Classes of Information.  Information will only be withheld, where FOISA, the Environmental Information (Scotland) Regulations 2004 or the Data Protection Act 1998 expressly permits it.

Whenever information is withheld we will inform you of this, and will set out why that information cannot be released. Even where information is withheld it may, in many cases, be possible to provide copies with the withheld information edited out.

If you wish to complain about any information which has been withheld from you, please refer to Section 6 – Complaints.

4. Charging Policy
All information contained within our scheme in electronic format (website and email) is available free of charge.
We reserve the right to impose charges for providing information in paper copy or on computer disc.  Charges will reflect the actual costs of reproduction and postage to the authority, as set out below.

	Reproduction Costs

	Black and white copy
	10p per A4 sheet

	Colour copy
	30p per A4 sheet

	Other formats

	Computer discs
	£1 per CD-Rom/DVD

	Postage

	Charged at the cost of SWESTRANS to send information by first class post


In the event that a charge is to be levied, you will be advised of the charge and how it has been calculated.  Information will not be provided to you until payment has been received.
5. Copyright Policy

SWestrans holds the copyright for the vast majority of information in this publication scheme.  All of this information can be copied or reproduced without our formal permission, provided it is copied or reproduced accurately, is not used in a misleading context, and provided that the source of the material is identified.
The publication scheme may however contain information where the copyright holder is not SWestrans.  If the copyright is unclear it is the responsibility of the person accessing the information to locate and seek the permission of the copyright holder before reproducing the material, or in any other way breaching the rights of the copyright holder.  Wherever possible this scheme will indicate where we do not own the copyright on documents within Section 8 – Classes of Information

Information about Crown copyright material is available on the website of the Queens Printer for Scotland
.  We can provide you with a copy of this information if you do not have internet access.

6. Comments and Complaints

FOISA requires that we review our publication scheme from time to time.  As a result, we welcome feedback on how we can develop our scheme further.  If you would to comment on any aspect of this publication scheme, then please contact us.  You may, for example wish to tell us about:

- other information that you would like to see included in the scheme

- whether you found the scheme easy to use

- whether you found the publication scheme useful

- whether our staff were helpful

- other ways in which our publication scheme can be improved

Our aim is to make our publication scheme as user-friendly as possible, and we hope that you can access all the information we publish with ease.   If you do wish to complain about any aspect of the publication scheme, however, then please contact us, and we will try and resolve your complaint as quickly as possible.

Please send any comments, suggestions or complaints to:

	Senior Information Officer

Dumfries and Galloway Council

Council Offices



English Street

Dumfries

DG1 2DD
	Telephone: 
01387 260102

Fax: 

01387 260334

Email: 
             foi@dumgal.gov.uk
Website: 
www.swestrans.org.uk



Any complaint will be acknowledged within two working days of receipt and we will respond in full within twenty working days.

If you are unhappy with our responses to your request you can ask us to review it and if you are still unhappy, you can make an appeal to the Scottish Information Commissioner. These rights apply only to information requests made in writing
 or another recordable format.  

The Commissioner’s website has a guide to this three step process, and she operates an enquiry service on Monday to Friday from 9:00am to 5:00pm.  Her office can be contacted as follows:

	Scottish Information Commissioner

Kinburn Castle

Doubledykes Road

St Andrews

Fife

KY16 9DS

Telephone:
01334 464610

Email:
             enquiries@itspublicknowledge.info
Website:
www.itspublicknowledge.info


7. Accessing information not available under the scheme
If the information you are seeking is not available under this publication scheme, then you may wish to request it from us.  The Freedom of Information (Scotland) Act 2002 (FOISA) provides you with a right of access to the information we hold, subject to certain exemptions.  The Environmental Information (Scotland) Regulations 2004 (EIRs) separately provide a right of access to the environmental information we hold, while the Data Protection Act 1998 (DPA) provides a right of access to any personal information about you that we hold. Again, these rights are subject to certain exceptions or exemptions.

Should you wish to request a copy of any information that we hold that is not available under this scheme, please contact us at:
	Senior Information Officer

Dumfries and Galloway Council

Council Offices



English Street

Dumfries

DG1 2DD
	Telephone: 
01387 260102

Fax: 

01387 260334

Email: 
             foi@dumgal.gov.uk
Website: 
www.swestrans.org.uk



7.1 Charges for information which is not available under the scheme

There will be no charge for information requests which cost us £100 or less to process. Where information costs between £100 and £600 to provide, you may be asked to pay 10% of the cost, minus the first £100. 

If the projected costs associated with a request for information exceed £600 SWestrans is not required to make disclosure.  Nevertheless, bearing in mind that it is committed to improving communication both within and outwith the organisation, SWestrans has decided that it will disclose information where the cost exceeds the prescribed amount. If however the projected costs are substantially in excess of £600 the Lead Officer has delegated authority to decide whether the time and effort involved in researching the information is the best use of public resources. In calculating any fee, staff time will be calculated at actual cost per staff member hourly salary rate to a maximum of £15 per person per hour.

We will not charge for the time to find out if we hold the information, or for the time it takes to decide whether the information can be released. Charges may be made for locating, retrieving and providing information to you.

In the event that we decide to impose a charge we will issue you with notification of the charge (a fees notice) and how it has been calculated. You will have three months from the date of issue of the fees notice in which to decide whether to pay the charge. The information will be provided to you on payment of the charge. If you decide not to proceed with the request there will be no charge to you.

7.2 Requests for your own personal data

Under the Data Protection Act 1998, you have a legal right to request for any personal information we may hold about you.

Requests for personal data should be made by submitting a Subject Access Request form
.  On receipt of the form, proof of identity, and an administration fee of £10 the information will be provided within 40 days.
8. Classes of Information
Under the Freedom of Information (Scotland) Act 2002, SWestrans has decided to list its available publications under the class system suggested in the Model Publication Scheme 2013. 

This should make finding any information as easy as possible.

	CLASS 1: About SWestrans

	Class description: 
Information about SWestrans, who we are, where to find us, how to contact us, how we are managed and our external relations. 

	
	Paper
	Email
	Website

	· All general information on SWestrans can be found on the main SWestrans website

· Regional Transport Strategy – 15 year plan for SWestrans:
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 Regional Transport Strategy 2008 (Pages 1 - 10) [2Mb]
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 Regional Transport Strategy 2008 (Pages 11 - 28) [5Mb]
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 Regional Transport Strategy 2008 (Pages 29 - 50) [397kb]
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 Regional Transport Strategy 2008 (Pages 51 - 75) [293kb]
· Details of what is available in each board meetings

· Contact details

· Board member details
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	Swestrans.org.uk
Regional Transport Strategy page on swestrans.org.uk
Board meeting papers


Swestrans website



	CLASS 2: How we deliver our functions and services

	Class description: 
Information about our work, our strategy and policies for delivering functions and services and information for our service users.

	
	Paper
	Email
	Website

	· Information on projects, including:

· Dumfries Southern Bypass

· Dumfries to M74 Motorway links

· A75 Alignments

· A709 Alignments

· Transport Links to Thornhill

· Transport Links to Eastriggs

· West Coast Main Line

· Demonstration Town (GoSmart Dumfries) progress

· Annual Reports

· Bus timetables

· Sustainable Travel maps
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Main freedom of information page on the SWestrans website.



Board meeting papers
Full list available via Dumfries and Galloway council website
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 Green Travel Map Side 1 [799kb]
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 Green Travel Map Side 2 [1Mb]


	CLASS 3: How we take decisions and what we have decided

	Class description: 
Information about the decisions we take; how we make decisions and how we involve others.

	
	Paper
	Email
	Website

	Decisions are made through board meetings.

The index of board meetings will have details of specific decisions and public consultations. 
	(
	(
	Board meeting papers


	CLASS 4: What we spend and how we spend it

	Class description: 
Information about our strategy for, and management of, financial resources (in sufficient detail to explain how we plan to spend public money and what has actually been spent).

	
	Paper
	Email
	Website

	All included in Board Papers and annual reports.

(e.g. capital expenditure programme, revenue budget monitoring report, audit reports etc.)
	(
	(
	Board meeting papers
Annual accounts webpage


	CLASS 5: How we manage our human, physical and information resources

	Class description: 
Information about how we manage the human, physical and information resources of the authority.

	
	Paper
	Email
	Website

	· Model Publication Scheme 2013


· Equalities Scheme (including SWestrans Impact Assessment Screening Toolkit)

· Records Management Plan
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	Scottish Information Commissioner website
Equalities page of website


FOI webpage


	CLASS 6: How we procure goods and services from external providers

	Class description: 
Information about how we procure goods and services, and our contracts with external providers.

	
	Paper
	Email
	Website

	· Procurement standing orders

· SWestrans procurement standing orders
	(
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(

	Governance Documentation page
Dumfries and Galloway Council website


	CLASS 7: How we are performing

	Class description:
Information about how we perform as an organisation, and how well we deliver our functions and services

	
	Paper
	Email
	Website

	Performance Management Framework including:

· Regional Transport Strategy Delivery Plan;
· Regional Transport Strategy Monitoring and Review Framework;

· The Annual Report;

· The Business Plan; and,

· The Risk Management Plan.

Monitoring is undertaken, and results reported in each Annual Report.
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	Performance Management Framework section on website


	CLASS 8: Our commercial publications

	Class description: 
Information packaged and made available for sale on a commercial basis and sold at market value through a retail outlet.

	SWestrans does not currently have any commercial publications.
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� The Model Publication Scheme 2013 can be found at �HYPERLINK "http://www.itspublicknowledge.info/mps/"�http://www.itspublicknowledge.info/mps/�


� �HYPERLINK "http://www.oqps.gov.uk"�www.oqps.gov.uk�


� Verbal requests for environmental information carry similar rights


� Located at �HYPERLINK "http://www.dumgal.gov.uk/CHttpHandler.ashx?id=3444&p=0"�http://www.dumgal.gov.uk/CHttpHandler.ashx?id=3444&p=0�
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