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If you require any support in understanding or applying this policy, please contact the Corporate
Services Manager. In addition, in line with the Equality Act 2010, we will make reasonable
adjustments to remove or reduce disadvantages faced by disabled employees, Councillors, or
applicants.
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Hailsham Town Council
Data Transparency, Freedom of Information and
Publication Scheme

1- Introduction

1.1 Hailsham Town Council is committed to being open and transparent in the way it serves
the public.

2- Data Transparency

2.1 The Local Government Transparency Code 2015 (the code) came into effect on 1 April 2015:
Local government transparency code 2015 - GOV.UK

2.2 Hailsham Town Council complies with the requirements of the code by publishing the
information on its website: hailsham-tc.gov.uk. Hard copies are available on request from the
Town Council offices.

3- Freedom of Information

3.1 Under the Freedom of Information Act (FOIA) 2000, the public has the right to access information
held by Hailsham Town Council.

3.2 It gives a general right of access to all types of recorded information held by public authorities.
It sets out exemptions from that right and places a number of obligations on public authorities.

3.3 Anyone wishing to exercise the right has to make a written request to Hailsham Town Council.
If such a request is made the Council is under obligation to inform that person whether or not
the requested information exists and to supply access to the information, unless it is subject to
an exemption.

3.4 If you wish to make a request for further information under the FOIA, you must:

e Make your request in writing or by email to the Town Clerk
e Supply your name and address so that we can respond to the relevant request
e State clearly the information you require in order for us to be able to identify and locate it.

3.5 To make a request, write to: The Town Clerk, Hailsham Town Council, Market Street,
Hailsham, East Sussex, BN27 2AE or email enquiries@hailsham-tc.gov.uk with the subject

line Freedom of Information request.

4- Publication Scheme

4.1 This publication scheme commits Hailsham Town Council to make information available to the
public as part of its normal business activities.

INFORMATION TO BE PUBLISHED HOW INFORMATION CAN MAXIMUM COST
BE OBTAINED

Class 1 — Who we are and what we do

Current organisational information, structures hard copy and website disbursement cost
including staffing, locations and contacts
The number of employees whose remuneration |hard copy and website
was at least £50,000

Who's who on the Council and its Committees  |hard copy and website disbursement cost
Contact details for Town Clerk and Council hard copy, website and town|disbursement cost
members council-maintained notice

boards
Location of main Council office and accessibility [hard copy and website disbursement cost
details
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Class 2 — What we spend and how we spend it

Financial information relating to projected and
actual income and expenditure, procurement,
contracts and financial audit

Current and previous financial year, plus others
as available

hard copy

disbursement cost

Annual return form and report by auditor

hard copy and website

disbursement cost

Finalised budget

hard copy and website

disbursement cost

Precept

hard copy and website

disbursement cost

Financial Regulations & Standing Orders

hard copy and website

disbursement cost

Grants given and/or received

hard copy and website

disbursement cost

List of current contracts awarded and value of
contract

hard copy

disbursement cost

Members’ allowances and expenses

hard copy and website

disbursement cost

Class 3 — What our priorities are and how we are doing

Strategies and plans, audits, inspections and
reviews

Current and previous year, plus others as
available

hard copy

disbursement cost

Annual Report to Town Meeting

hard copy and website

disbursement cost

Newsletter

hard copy and website

disbursement cost

Class 4 — How we make decisions

Decision making processes and records of
decisions
Current and previous council year as a minimum

hard copy and website

disbursement cost

Timetable of meetings
Council and committee meetings

hard copy and website

disbursement cost

Agendas of meetings (as above)

hard copy and website

disbursement cost

Minutes of meetings (as above) — this will
exclude information that is properly regarded as
private/confidential to the meeting

hard copy and website

disbursement cost

Reports presented to council meetings - this will [hard copy disbursement cost
exclude information that is properly regarded as

private/confidential to the meeting

Responses to consultation papers hard copy disbursement cost
Responses to planning applications hard copy and website disbursement cost
Bye-laws hard copy disbursement cost

Class 5 - Our policies and procedures

Current written protocols, policies and procedures
for delivering our services and responsibilities

hard copy and website

disbursement cost

Policies and procedures for the conduct of councillhard copy and website

business i.e.:

Procedural standing orders

Committee and sub-committee

Terms of reference

Delegated authority in respect of officers Code of
Conduct

Policy statements

disbursement cost

Policies and procedures for the provision of
services and about the employment of staff i.e.
Internal policies relating to the delivery of
services

hard copy and website

disbursement cost
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Health and safety policy

Recruitment policies (including current
vacancies)

Policies and procedures for handling requests for
information

Complaints procedures (including those covering
requests for information and operating the
publication scheme)

Schedule of charges (for the publication of
information)

hard copy and website

disbursement cost

Class 6 - Lists and Registers

Currently maintained lists and registers only

Hard copy - some
information may only be
available by inspection

disbursement cost

Any publicity available register or list hard copy disbursement cost
Assets Register hard copy disbursement cost
Register of members’ interests hard copy disbursement cost
Register of gifts and hospitality hard copy disbursement cost

Class 7- The Services we offer

Information about the services we offer, including
leaflets, and guidance

Current information only

Hard copy or website some
information may only be
available by inspection

Free of Charge

Allotments

hard copy and website

Free of Charge

Parks, playing fields, play areas, open spaces hard copy Free of Charge
and recreational facilities
Seating, litter bins, memorials etc hard copy Free of Charge

Bus shelters

hard copy and website

Free of Charge

Graffiti removal and cleansing services

hard copy and website

Free of Charge

Cemetery

hard copy and website

Free of Charge

Festivities and events

hard copy and website

Free of Charge

Youth Service

hard copy and website

Free of Charge

A summary of services for which the council is hard copy Free of Charge
entitled to recover a fee, together with those fees

(e.g. burial fees)

Additional Information

This will provide Councils with the opportunity to |[hard copy Free of Charge

publish information that is not itemised in the lists
above

Town Guide/Map

hard copy and website

£1

5- Schedule of Charges

TYPE OF CHARGE |DESCRIPTION

BASIS OF CHARGE

Disbursement cost
and white

Photocopying @ 1p per sheet black

Actual costs incurred

Postage

Actual cost of Royal Mail 2"

Class

Other

Time of the Clerk for bulk

requests
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