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Information Commissioner’s Guidance Note

These notes explain the purpose of publication schemes and the steps you need to take in order to adopt a model publication scheme. 

What is a publication scheme?

The Freedom of Information Act 2000 aims to promote a culture of openness and accountability amongst public authorities by providing people with rights of access to the information held by them. It is expected that these rights will facilitate better public understanding of how public authorities carry out their duties, why they make the decisions they do and how they spend public money.

The public will be able to gain access to information held by public authorities in two ways. Firstly, from January 2005, they will have the right to request any information held by a public authority (although this right is fettered by a number of provisions exempting disclosure).  Secondly, from 31 October 2003, every health sector public authority must make some information available as a matter of course through a publication scheme, with information included in the publication scheme being routinely made available to anyone who asks for it. A publication scheme is therefore both a commitment to make certain information available and a guide to how and where that information is available. All publication schemes have to be approved by the Information Commissioner.     

To comply with the Freedom of Information Act, a publication scheme must specify;

· the classes (or types) of information that will be published, 

· the manner in which the information is to be published  and

· whether the material is intended to be made available free of charge or for a fee
Model schemes

Where a large number of public authorities all perform very similar functions the Act allows for model schemes to be developed. Once such a model scheme has been approved by the Information Commissioner, it may be adopted by the public authorities it was designed for. 

Model publication schemes have been approved by the Information Commissioner for the following health sector bodies: Strategic Health Authorities, Acute Trusts, Ambulance Trusts, Primary Care Trusts, Mental Health Trusts, GPs, Pharmacists, Dentists and Opticians.

The model schemes have been developed by the NHS FOI Project Board:  www.foi.nhs.uk
Classes of Information

The model schemes contain pre-defined classes of information with fairly general titles.  The NHS FOI Project Board has prepared guidance notes which outline the information that it is expected will be included under each heading.

Manner of Publication

The information contained in the publication scheme must be published, or made public. The manner or format in which that information will be made available should be specified within each class (e.g. by hard copy, via a website or via CD Rom).

Fees

Much of the information covered by the model schemes will be available at no charge. However where charges are to be levied in respect of the provision of information, this needs to be indicated to scheme users by the inclusion of the £ sign within the relevant class. The circumstances in which charges may be levied are set out in the model scheme.

Adopting the model scheme

Follow the guidance notes on how to use and implement the model into your organisation. The Information Commissioner will assume that you have adopted the model publication scheme in the absence of any communication from your organisation.  Where you do not wish to adopt the model please read and follow the instructions contained in the Commissioner’s ‘Approval Documentation’.  This document is available on the Commissioner’s website, below.

Deadlines for adopting schemes

Health sector bodies are required to have adopted an approved publication scheme by the statutory deadline of the 31tst October 2003.  From this date they will have to make the information contained in their publication schemes available to the public. 

After adoption: what then?

Simply adopting a model scheme does not in itself fulfil a public authority’s obligations under the Act. It must then make the publication scheme available (for example by its website if it has one).  It must also publish its information in accordance with that scheme; by adopting the scheme it commits itself to making the information described in the classes available in the format/manner described.

As new information is produced which falls within a class it will need to be prepared for publication and made available. This will require that the scheme is reviewed on a regular basis.

The duration of the model schemes

The model schemes have been approved for a period of four years, with effect from the 31 October 2003. 

Further help and assistance

www.foi.nhs.uk
www.informationcommissioner.gov.uk
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NHS FREEDOM OF INFORMATION PROJECT BOARD/BRITISH MEDICAL ASSOCIATION MODEL PUBLICATION SCHEME FOR GENERAL PRACTICES
Welcome to the………General Practitioner’s Publication Scheme. This is a guide to the General Practitioners’ (who practice together) within the partnership /single practice Publication Scheme as required by the Freedom of Information Act 2000.

 Introduction

This Publication Scheme is a complete guide to the information routinely made available to the public by…..General Practitioners. It is a description of the information about our General Practitioners and Practice which we make publicly available. It will be reviewed at regular intervals and we will monitor its effectiveness.

How much does it cost?

The publications are all free unless otherwise indicated within each Class[with £].[Where information is provided at a cost the charges will be calculated as set out Class 7].
How is the information made available?

The information within each Class is [either downloadable from the practice website or] available in hard copy from………………………………………………………………….

Your rights to information
· In addition to accessing the information identified in the Publication Scheme, you are entitled to request information about ….General Practice under the NHS Openness Code 1995.
· The Freedom of Information Act 2000 recognises that members of the public have the right to know how public services are organised and run, how much they cost and how the decisions are made.

· From January 1st 2005 it will oblige the General Practice to respond to requests about information that it holds, and is recorded in any format and it will create a right of access to that information. These rights are subject to some exemptions which have to be taken into consideration before deciding what information it can release. 
· New environmental information regulations may be introduced as early as 2003. These will enable similar access to environmental information as under the Freedom of Information Act 2000.    
· Under the Data Protection Act 1998, you are also entitled to access your clinical records or any other personal information held about you and you can contact [name(s) and address (es)] to do this.

Feedback

If you have any comments about the operation of the Publication Scheme, or how we have dealt with your request for information from the Scheme, please write to:

[Name]

[address]  
CLASSES OF INFORMATION

All information at the ……General Practice  is held, retained and destroyed in accordance with NHS guidelines. Our commitment to publish information excludes any information which can be legitimately withheld under the exemptions set out in the NHS Openness Code or Freedom of Information Act 2000. Where individual Classes are subject to exemptions, the main reasons are e.g. the protection of commercial interests and personal information under the Data Protection Act 1998. This applies to all Classes within the Publication Scheme. The information on this Scheme is grouped into the following broad categories:  

1. Who we are

Details of the practice, organisational structures, key personnel and how we fit into the NHS

2. Our Services

The range of services we provide under contract to the NHS 

3. Financial and funding information
Funding details and charging policies

4. Regular publications and information for the public
Guidance and information leaflets

5. Complaints 

Policies, procedures and contacts for complaints
6. Our policies and procedures
General policies and procedures in use within the practice. These    include, but are not restricted to, data protection, prescribing and prescription, health and safety 

7. This Publication Scheme 
In this class we will publish any changes we make to this Publication Scheme, the criteria on which our information management policies are made and a referral point for all enquires regarding information management generally in the Trust. We will also publish any proposed changes or additions to publications already available.

Cost of Information
For the most part, we will charge you only for hard copies or copying onto media (e.g. CD ROM). Some information is available free, but for others there may be a charge. The charges will vary according to how information is made available. Charges are as follows:

[a) Via the General Practice/Primary Care Trust Web Site –Free of charge, although any charges for Internet Service provider and personal printing costs would have to be met by the individual

For those without Internet access, a single print-out as on the website would be available by post from ………………or by personal application at the ……………………………………………………………General Practice.
However, requests for multiple printouts, or for archived copies of documents which are no longer accessible or available on the web, may attract a charge for the retrieval, photocopy, postage etc. We will let you know the cost and charges that will have to be paid in advance. We will not provide printouts of other organisation’s websites.]

b) Leaflets and brochures-free of charge for leaflets or booklets on, for example, services we offer to the public. A list is available from…………….

c) “Glossy” or other bound paper copies, or in some cases a CD Rom, video or other mediums, are for charge as in our publication lists available from…………………………………………………………………………………….

d) e-mail-will be free of charge unless it says otherwise

The charges will be reviewed regularly. 
Useful Resources

Web sites:

www.informationcommissioner.gov.uk
This is the web site of the Information Commissioner 
www.lcd.gov.uk
This is the web site of the Lord Chancellor’s Department 
www.foi.nhs.uk
This is the NHS Freedom of Information web site 
Primary Care Trust web site

Publications

· NHS Openness Code-    www.doh.gov.uk/nhsexec/codemain.htm
· FOI Act 2000   www.legislation.hmso.gov.uk/acts2000/2000036.htm
· Code of Practice under Section 45 FOI Act 2000 www.lcd.gov.uk
· Code of Practice under Section 46 FOI Act 2000 www.lcd.gov.uk
· Statement of Fees and Allowances payable for General Medical Practitioners in England
Copyright 
Material available through this Publication Scheme is subject to the General Practice’s copyright unless otherwise indicated. Unless expressly indicated to the contrary, it may be reproduced free of charge in any format or medium provided it is done so accurately in a manner which will not mislead. Where items are re-published or copied to others, you must identify the source and acknowledge copyright status. This permit does not extend to third party material, accessed through the scheme. For HMSO Guidance Notes see www.hmso.gov.uk/guides.htm  
NHS FREEDOM OF INFORMATION PROJECT BOARD/BRITISH MEDICAL ASSOCIATION GUIDANCE ON THE COMPLETION OF THE MODEL PUBLICATION SCHEME FOR GENERAL PRACTITIONERS

Background 

This guidance has been prepared by the NHS Freedom of Information Project Board. This guidance is to assist you and your organisation in the completion of the model Publication Scheme for General Practitioners. It should be read alongside the model Publication Scheme itself. 

Part One:  Introduction

In Part One, in the introduction, you will need to put the names of the General Practitioners and the General Practice.

How is the information made available? 

You will need to say how the information is to be made available (within each Class), whether it is to be downloadable from the practice website (if the practice has a website) or whether it is to be available as a “hard copy” or leaflet form and where or who this is available from (and this needs to be within each Class).

Feedback 

Here you will need to give the name of the person at the practice to whom questions, comments or complaints may be sent, including how requests for information from the Publication Scheme have been dealt with.

Part Two: The Classes of Information

When completing the Classes, it is necessary to bear in mind that some of the information that you hold in specific Classes, is subject to exemptions-the main reasons being e.g. the protection of personal, sensitive and confidential information under the Data Protection Act 1998.

Throughout the model Publication Scheme, in the Classes, you will need to say where specific information mentioned within that Class can be obtained, whether it is free of charge, or whether there is a cost.

Items that you will need to include in each Class are set out below under the Class heading and description.

1. Who we are

Class Description: Details of the practice, organisational structures, key personnel and how we fit into the NHS

· Here there should be an explanation of the local NHS structure showing how the General Practice relates to the Primary Care Trust and other bodies. Any relevant national documents can be mentioned here e.g. “This practice aims to follow National institute for Clinical Excellence and National Service Framework Guidelines”. 
· The NHS is a very large part of the public sector. A fill list of local General Practices can be found on…………………Primary Care Trust web site. The ……………General Practice provides general medical serviced for the geographical area of………………………..
· A full list of your services will be at Class 2 below  
· Details of the General Practice organisational structure and key personnel will appear here. This should include the full name of each Partner and/or other doctors and whether they are full time or part time, senior managers and senior health professionals employed by the practice e.g. Practice Nurses, Health Visitors
· Whether this practice adheres to the national General Medical Services contract/this practice has a local Personal Medical Services contract with the Primary Care Trust.
· Some information will be withheld, including personal, confidential information about individuals which is protected by the Data Protection Act 1998.     

2. Our Services

Class Description: The range of services we provide under contract to the NHS

· An outline of your services will appear here, explaining the range that you provide yourselves or together with other agencies, which you will specify. These will include, where they apply, child health surveillance, contraceptive services, maternity medical services, minor surgery services, obstetric services and may specify other services such as speech therapy, dietician, baby clinic, District Nurse, psychiatrist, counsellor, parent craft, community paediatrician, audiology, health promotions clinics e.g. well man and well woman clinics, disease management clinics, immunisations, cervical cytology etc, or simply by reference to the practice leaflet.

· Some services may involve information sharing (e.g. child protection conferences) with other agencies, and your policy on data protection and the protocols that you have agreed with other agencies about information sharing arrangements will be detailed here.

· Practice premises and hours of opening

· Out of hours cover

· The languages we speak and the availability of interpreters

· The clinical interest of particular doctors       

3. Financial and funding information

Class Description: Funding details and charging policies

· Here will be information about how we obtain funding for all your NHS services. See Part 3 for a link to “Statement of Fees and Allowances payable for General Medical Practitioners in England”.

· The ……………..General Practice receives money from……………. Primary Care Trust according to its contract(as per Class 1 above) in exchange for services provided for patients.

· The total income received from the NHS before expenses in 2001/2002 was……………………

· The sum spent on drugs prescribed by the……………….General Practice in 2001/2002 was…………………………………………………

· There may be circumstances where material cannot be released because it is confidential or commercial information or the appropriate officer designated for these purposes under the Act has taken the view that it may be prejudicial to the conduct of the Practice’s affairs.  

4. Regular publications and information for the public

Class description: Guidance and information leaflets

Here will be published information (including information leaflets etc) relating to the clinical services that we provide for patients and the public, and our regular publications.

5. Complaints 

Class description: Policies, procedures and contacts for complaints

Here will be a statement about your practice complaints procedure, a copy of which is available from…………..name……………….address

6. Our policies and procedures

Class description: General policies and procedures in use within the practice. These include, but are not restricted to, data protection, prescribing and prescription, zero tolerance health and safety.   
All policies and procedures that you make available to the public, including the above.

7. This Publication Scheme

Class Description: In this class we will publish any changes we make to this Publication Scheme, the criteria on which our information management policies are made and a referral point for all enquires regarding information management generally in the General Practice. We will also publish any proposed changes or additions to publications already available.

· This Class contains an outline of the way that costs for information are calculated.  In some cases, this will involve costs for copying, printing, stamped addressed envelopes and the administrative costs involved in.

· Also, this Class needs to outline any changes that you have made to the Publication Scheme (e.g. a new Class) and how information is managed generally in the organisation.  

PART THREE

Useful Resources

This part of the Publication Scheme sets out further information including useful resources, publications and a copyright statement. You may want to add some of your own.
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