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PUBLICATION SCHEME

Part I

INTRODUCTION
1.
What is the publication scheme? 

2.1
This publication scheme commits Greenwich Community College to make information available to the public as part of its normal business activities.  The information covered by the scheme is included in the classes of information detailed in Part II of the scheme, where this information is held by the College.  The scheme is not a list of the actual publications, because this will change as new material is published or existing material revised.  It is, however, the College’s commitment to make available the information described.  

2.2
The publication scheme commits the College:-
· To proactively publish or otherwise make available as a matter of routine, information, including environmental information, which is held by the College and falls within the classifications specified in the scheme. 

· To specify the information which is held by the College and falls within the classifications specified. 

· To proactively publish or otherwise make available as a matter of routine, information in line with the statements contained within this scheme.

· To produce and publish the methods by which the specific information is made routinely available so that it can be easily identified and accessed by members of the public. 

· To review and update on a regular basis the information the College makes available under this scheme. 

· To produce a schedule of any fees charged for access to information which is made proactively available.  

· To make this publication scheme available to the public. 

2.
Legal requirement

2.1
Adopting a publication scheme is a requirement of the Freedom of Information Act 2000.  This Act promotes greater openness and accountability across the public sector by requiring all ‘public authorities’ to make information available proactively, through a publication scheme.

2.2
‘Public authorities’ are defined in the Act and include universities, further education colleges and sixth form colleges.

3.
The ‘model’ publication scheme for further education
3.1
Greenwich Community College has adopted the model publication scheme developed for the Further Education sector and is therefore committed to publishing the information it describes.  The publication scheme is effective from 1 January 2009.

4.
Who we are


Greenwich Community College is located in the London borough of Greenwich in 
South East London.  The College formally came into existence with its current name 
in August 2000.   It was formed by the amalgamation of Woolwich College (an 
incorporated further education college) and Greenwich Community College (an adult 
and community college run by the local education authority).  The College offers a 
wide range of vocational, and academic courses, and adult and community courses 
provided on behalf of Greenwich Council.

5.
Accessing information covered by the publication scheme

5.1
The classes of information the College publishes are described in the second part of 
the scheme.  There is a description of the class of information followed by details of 
the information available.  Excluded from any information that is available will be classes 
of information that are exempt under the Freedom of Information Act or for which 
exemptions could be claimed.
5.2
Next to each class we have indicated the manner in which the information described will be available.  Unless otherwise indicated charges will normally apply for the provision of  material in each class.  Generally speaking printed information on courses and services offered by the College is available free of charge as are packs issued to people responding to notices of job vacancies.  Otherwise charges will apply and we will usually make a charge amounting to the cost of producing the item and sending, with a minimum charge of £5.  Where possible we intend progressively to publish many documents covered by the scheme in electronic format via the College’s website at www.gcc.ac.uk although at present some documents are available in hard copy only.  

5.3
To request information through our publication scheme please check the classes of 
the information and the manner in which it is available in the second part of the 
scheme.  Having checked the above, if it is necessary to contact the College please 
contact:


Reception,


Greenwich Community College


95 Plumstead Road


London, SE18 7DQ


Tel:
020 8488 4800


Fax:
020 8488 4899

6.
What about information not covered by the publication scheme?

6.1
From 1 January 2005 you have the right, under the Freedom of Information Act 2000, to request any information held by a public authority, including a college such as Greenwich Community College, which it has not already made available through its publication scheme. 

6.2
Requests will have to be made in writing and, in general, public authorities will have 20 working days to respond.  They may charge a fee, which will have to be calculated according to Fees Regulations.  They will not be required to release information to which an exemption in the Act legitimately applies.  However, public authorities may be required to explain to the applicant why they are not releasing information and they may also have to justify this to the Information Commissioner.

7.
Feedback 
7.1
It is important that this publication scheme meets your needs.  If you find the scheme difficult to understand, please let us know.  We also welcome suggestions as to how our scheme might be improved.   If you are not able to obtain what you require under this scheme or if you have any questions, comments or complaints about the scheme, please contact the Publication Scheme Co-ordinator:


The Clerk to the Corporation


(Freedom of Information)


Greenwich Community College


95 Plumstead Road


London, SE18 7DQ


Tel:
020 8488 4823


Fax:
020 8355 1076


E:mail
andyl@gcc.ac.uk 

7.2
If we are unable to resolve any complaint, you can complain to the Information Commissioner, the independent body who oversees the Freedom of Information Act:


Information Commissioner


Wycliffe House


Water Lane


Wilmslow


Cheshire


SK9 5AF

8.
Further information


More information about the Freedom of Information Act is available on the 
Information Commissioner’s website at:


www.informationcommissioner.gov.uk

Please note that Scotland has its own Freedom of Information Act and Information 
Commissioner.  For more information, please see the Scottish Executive’s website at:


www.itspublicknowledge.info
Part II

Freedom of Information Act 2000

Greenwich Community College - Publication Scheme

Main categories 

The Publication Scheme has been drawn in such as way as to exclude classes of information that are exempt under the Freedom of Information Act or for which exemptions could be claimed. However, individual items of information or documents or parts thereof in a class may be exempt and these can be omitted if they are exempt, provided in all cases that the College makes clear what has been omitted and why.  Personal data and information, which affect the commercial operations of an institution, are two examples of exempt information. 

The main groups of classes of information in the publication scheme are:

1.
Who we are and what we do
2.
What we spend and how we spend it
3.
What our priorities are and how we are doing
4.
How we make decisions
5.
Our policies and procedures
6.
Lists and registers
7.
The services we offer
The columns used in the Publication Scheme are as detailed below:

	Class

Examples of the type of information that fit in this class 
	Description

A brief description to aid the public in understanding what the type of information is and below this are details of the published information available
	Manner

The media in which the information is to be provided, i.e., paper or electronically (via the Internet or email)
	Fee

Whether there is a charge for any of the information within each class.  As indicated, in the introduction unless the item is shown as free, the College will usually make a charge amounting to the cost of producing the item and sending, with a minimum charge of £5.  In cases where documents are available via the internet paper copies can be requested from the Clerk to the Corporation on 020 8488 4823 but these will be charged for as detailed above.


The classes of information made available will not generally include:

· Information the disclosure of which is prevented by law, or exempt under the Freedom of 
Information Act, or is otherwise properly considered to be protected from disclosure. 

· Information in draft form. 

· Information that is no longer readily available as it is contained in files that have been 
placed in archive storage, or is difficult to access for similar reasons. 

1.
Who we are and what we do
Introduction
This section includes organisational information, structures, locations and contacts.  It includes information relating to the legal framework within which the institution is established, how the organisation is organised, details the organisations it works in partnership with and any wholly owned companies, gives contact details and provides information on student activities.  The terms of reference, membership and description of the Corporation and committees is also provided under this heading.
	
	Class
	Description
	Manner
	Fee

	1.1
	Legal framework
	This class contains information relating to the legal and corporate status of the institution.
Every educational institution (University, Further or Higher Education College) has a legal basis, which forms its legal status. This legal status can have been obtained in a variety of ways such as by Instruments and Articles of Government, Charter or an Act of Parliament.
Greenwich Community College was established under the Further and Higher Education Act 1992 and is governed in accordance with the Further Education Corporations (former further education colleges) (replacement of instruments and articles of government) Order 2007.

Information/Document title:

Instrument and Articles of Government 2008
Legal status conferred by the Further & Higher Education Act 1992

The College is an exempt charity under the Further & Higher Education Act 1992
	http://www.dcsf.gov.uk/furthereducation/index.cfm?fuseaction=content.view&CategoryID=11&ContentID=26
http://www.opsi.gov.uk/acts/acts1992/Ukpga_19920013_en_1
ditto
	

	1.2
	How the institution is organised
	This class contains information about the management structure of the institution, including a description of the statutory bodies and the organisational structure together with a description of the work of each unit and the names and responsibilities of key personnel. It contains the terms of reference, membership and description of the Corporation and its committees. It includes department structures and senior personnel.
Information/Document title:

The terms of reference of the Corporation can be found in the Articles of Government, see 1.1 above.

The membership of the Corporation and its Committees and the terms of reference of the latter are available from the Clerk to the Corporation..

Organisational structure chart and names of key personnel are available from the Executive Office.

	From the Clerk to the Corporation, tel: 020 8488 4823
From Executive Office, tel: 020 8488 4809
	

	1.3
	Lists of and information relating to organisations the College works in partnership with and wholly- owned companies 
	This class provides information on organisations the College works in partnership with and any companies wholly owned by it.
Information/Document title:

List of partners/links.
The College has a subsidiary company which is dormant.

	www.gcc.ac.uk/about-gcc/partners-links/

	

	1.4
	Location and contact details
	This class contains information on location and contact details for the College.
Information/Document title:

Location details and contact details can be found on the Corporation website.

	www.gcc.ac.uk/about-gcc/where-to-find-us/

www.gcc.ac.uk/about-gcc/departments/

	

	1.5
	Student activities
	This class contains Information relating to the operation and activities of the Student Union.

Information/Document title:

The Student Union constitution is available from the Clerk to the Corporation.

	From the Clerk to the Corporation, tel: 020 8488 4823


	


2.
What we spend and how we spend it
Introduction

This section covers relating to projected and actual income and expenditure, procurement, contracts and financial audit.  Information that may damage the institution’s commercial interests will be excluded from publication.

	
	Class
	Description
	Manner
	Fee

	2.1
	Funding/income

	This class contains information on sources of funding and income, such as grants, tuition fees, endowment and investment income (including investment strategy).    

Information/Document title:

Annual budget.
Financial Regulations

Treasury Management Policy


	From the Finance Department, tel:    020 8488 4803.


	

	2.2
	Budgetary and account information
	This class includes annual statements of accounts and other information to allow the public to see where money is being spent, where it is or has been planned to spend it and the difference between one and another. It also includes revenue budgets and budgets for capital expenditure.    
Information/Document title:

Annual accounts 

Annual budget 

Capital budget

	From the Finance Department, see 2.1 above.

Ditto.

Ditto.


	

	2.3
	Financial audit reports
	Information/Document title:

Annual report of the audit committee

Other audit reports.
	From the Clerk to the Corporation, tel:  020 8488 4823
	


	
	Class
	Description
	Manner
	Fee

	2.4
	Capital programme
	This class includes information on major plans for capital expenditure including any public private partnership contracts. 
Information/Document title:

Annual capital budget

	From the Finance Department, see 2.1 above.


	

	2.5
	Financial regulations and procedures 

	Information/Document title:

Financial Regulations and Procedures.


	From the Finance Department, see 2.1 above.


	

	2.6
	Staff pay and grading structures
	Information/Document title:

Staff pay and grading structures.


	From the Human Resources Department, tel: 020 8355 1078.
	

	2.7
	Register of suppliers
	Information/Document title:

Register of suppliers


	From the Finance Department, see 2.1 above.


	

	2.8
	Procurement and tender procedures
	Information/Document title:

Financial Regulations and Procedures.


	From the Finance Department, see 2.1 above.


	

	2.9
	Contracts
	Information/Document title:

List of tendered contracts.
	From the Clerk to the Corporation, tel:  020 8488 4823

	


3.
What our priorities are and how we are doing
Introduction

This section covers information on the College’s strategies and plans, performance indicators, audits, inspections and reviews.
	
	Class
	Description
	Manner
	Fee

	3.1
	Annual reports 
	Information/Document title:

Annual report of members of the Corporation is included in the annual accounts.
	From the Finance Department, see 2.1 above.
	

	3.2
	Corporate and business plans
	Information/Document title:

College Development plans – Four year development plan 2008-2012 `Embracing our future’
	From the Head of Marketing, tel:    020 8488 4812.
	

	3.3
	Teaching and learning strategy
	Information/Document title:

College Quality Strategy


	From Director of Quality and Standards, tel: 020 8488 4883.
	

	3.4
	Academic quality and standards 

	This class includes information on the College’s internal procedures for assuring academic quality and standards and qualitative data on the quality and standards of learning and teaching.  
Information/Document title:

College Quality Strategy


	From Director of Quality and Standards, tel: 020 8488 4883
	

	3.5
	External review information 

	This class includes information such as the annual monitoring and review process together with a statement of the roles, responsibilities and authority of different bodies within the institution involved in programme approval and review. 

Information/Document title:

Ofsted/Ali inspection report 2006 and annual assessment reports

College Quality Strategy 


	http://www.ofsted.gov.uk/oxedu_providers/full/(urn)/130405
From Director of Quality and Standards, see 3.3 above.
	

	3.6
	Corporate relations
	This class includes Information relating to the college’s links with employers and the development of learning programmes.   

Information/Document title:

The employer section of the College website has information about major employer initiatives.
	www.gcc.ac.uk/employers
	


	3.7
	Government and regulatory reports 

	This class includes accreditation and monitoring reports by professional, statutory or regulatory bodies and information that the College is legally obliged to make available to its funding and/or monitoring bodies.   
Information/Document title:
Ofsted/Ali inspection report 2006 and annual assessment reports

	http://www.ofsted.gov.uk/oxedu_providers/full/(urn)/130405
	


4.
How we make decisions 

Introduction

This section includes information on the College’s decision making processes and on records of decisions.  In some instances information from Corporation and committee minutes will be exempt from disclosure, for example, where it contains personal information, information that may damage the commercial interests of the institution or that may threaten the health and safety of individuals.
	
	Class
	Description
	Manner
	Fee

	4.1
	Minutes of Corporation and committees
	Information/Document title:
Corporation minutes and committee minutes since 1 January 2008 can be found on the College website.  Minutes before this date are available from the Clerk to the Corporation.  The College does not have an academic board.

	www.gcc.ac.uk/about-gcc/corporation-governance/
www.gcc.ac.uk/about-gcc/corporation-governance/committee-news/


	

	4.2
	Teaching and learning committee minutes
	Information/Document title:
Minutes of the Corporation’s Standards Committee can be found on the College website.  


	www.gcc.ac.uk/about-gcc/corporation-governance/committee-news/


	

	4.3
	Minutes of staff / student consultation meetings
	Information/Document title:
Minutes of the Joint Trade Union Consultative Committee 
Minutes of the Student Council are available from the Student Liaison Officer.

	From the Human Resources Department, tel:   020 8355 1078.

From Student Liaison Officer, tel: 020 488 4872.
	

	4.4
	Appointment committees and procedures
	Information/Document title:
Code of Practice on the recruitment and selection of employees


	From the Human Resources Department, tel:   020 8355 1078.

	


5.
Our policies and procedures 

Introduction

This section includes information on current written protocols, policies and procedures for delivering our services and responsibilities.   

	
	Class
	Description
	Manner
	Fee

	5.1
	Policies and procedures for conducting college  business 
	This class includes Codes of practice, memoranda of understanding, procedural rules and standing orders. 
Information/Document title:

Corporation standing orders are available from the Clerk to the Corporation.  
Members Code of Conduct is available from the Clerk to the Corporation.  
	From the Clerk to the Corporation, tel:  020 8488 4823.

Ditto.

	

	5.2
	Procedures and policies relating to academic services 

	This class includes policies already be covered in class 3 above, viz., ‘What our priorities are and how we are doing’ in the context of external review and academic quality and standards. Additional policies under this heading may include such matters as policies and procedures relating to changing course, regulations and policy on student assessment, appeal procedures and policy on breach of assessment regulations.   

Information/Document title:

Annual report of members of the Corporation is included in the annual accounts.
College Development plans – Four year development plan 2008-2012 `Embracing our future’
College Quality Strategy

	See 2.1 above.

See 3.2 above.
See 3.3 above.
	

	5.3
	Procedures and policies relating to student services 

	This class includes relevant policies and procedures as they apply to student admission and registration, accommodation, management of the student records system, the assessment of external qualifications, internal student complaints and appeals, and code of student discipline.

Information/Document title:

Admissions and enrolment policies and procedures documents

Accommodation

Greenwich Community College does not have its own student accommodation or Halls of Residence.  The College can arrange accommodation for students through Britannia Travel services with whom the College has a detailed and signed agreement.     The agreement is available for inspection in the International Office and application forms can also be obtained from there.

Management of student record systems
The College’s confidentiality and disclosure policy and procedures are available from the Director of Information and Administration Services.
The assessment of external qualifications
The assessment of external qualifications is administered in accordance with the General Regulations issued by the Joint council for Qualifications (the Council represents the AQA, Edexcel, City & Guilds, OCR and the Welsh Examining Board etc)

Student disciplinary procedure

Appeals procedure

Student complaints

Procedure available in the Student Handbook which can be accessed on the College website.


	www.gcc.ac.uk/about-gcc/how-to-apply-enrol/
Contact  International Office, tel: 020 8355 1066

From Director of Information and Administration Services, tel: 020 8355 1050.

www.jcq.org.uk

www.gcc.ac.uk
about the college/information/College procedures
Ditto

www.gcc.ac.uk
	

	5.4
	Procedures and policies relating to human resources 

	This class includes the full range of human resources policies and procedures including generic terms and conditions of employment, collective bargaining and consultation with trade unions, grievance, disciplinary, harassment and bullying, public interest disclosure, staff development (such as induction, probation, appraisal, promotions). 

Information/Document title:

Terms and conditions of employment 

Salary grades

Trade union recognition agreements

Collective agreements

Disciplinary procedures

Grievance procedures

Alcohol Policy

Public Interest Disclosure Procedure

Staff Development Policy
	From the Human Resources Department, tel:   020 8355 1078.

Ditto
Ditto
Ditto

Ditto

Ditto

Ditto

Ditto

Ditto


	

	5.5
	Procedures and policies relating to recruitment 

	Information/Document title:

Code of Practice on the recruitment and selection of employees

Current job vacancies are available at the website shown opposite.
	See 4.4. above.

http://greenwich.fejobs.com/Jobs.aspx

	

	5.6
	Code of conduct for members of governing bodies 

	Information/Document title:

Members Code of Conduct.

	See 5.1 above.
	

	5.7
	Equality and diversity 

	This class include policies, statements, procedures and guidelines relating to equal opportunities.   
Information/Document title:

Race Equality Scheme 
Disability Equality Scheme 

Gender Equality Scheme 


	From the Human Resources Department, tel:   020 8355 1078.

Ditto
Ditto
	

	5.8
	Health and safety 

	Information/Document title:

Health and Safety Policy
	From the Safety Officer, tel:  020 8488 4837.
	

	5.9
	Estate management 

	Information/Document title:
Property Strategy

The College is currently revising its property strategy and details of how this can be accessed will be made available in due course.

	
	

	5.10
	Complaints policies and
	Information/Document title:
Staff complaints
Student complaints

Procedure available in the Student Handbook which can be accessed on the College website.
Complaints about access to information.


	See 5.4 above.
www.gcc.ac.uk
See paragraphs 5-7 of Part I of this Scheme.


	

	5.11
	Records management and personal data policies 

	This class includes information on security policies, records retention and archive policies, and data protection (including data sharing) policies.  
Information/Document title:
Data Protection Policy is available from the Director of Information and Administration Services.
	From Director of Information and Administration Services, tel: 020 8355 1050.

	

	5.12
	Charging regimes and policies 

	This class details charges made for information routinely published and clearly states what costs are to be recovered together with the basis on which they are made and how they are calculated.

Information/Document title:
Publication Scheme   


	See paragraph 5.2 of Part I of this Scheme.


	


6.
Lists and registers 

Introduction

This section contains contained only in currently maintained lists and registers.  
	
	Class
	Description
	Manner
	Fee

	6.1
	Asset registers
	This class contains details from all asset registers and some information from capital asset registers.
Information/Document title:

Asset register 

	From the Finance Department, tel:    020 8488 4803.


	


7.
The services we offer 

Introduction

This section contains information about the services the College offers, including leaflets, guidance and newsletters.  Generally this is an extension of part of the first class of information, see section 1 above. While the first class provides information on the roles and responsibilities of the College, this class includes details of the services which are provided by the College as a result of them. It will also relate to information covered in other classes.  
	
	Class
	Description
	Manner
	Fee

	7.1
	Prospectus and course content 

	Information/Document title:

College prospectus

	www.gcc.ac.uk/request-a-prospectus/
or from College Reception 020 8488 4800.


	Free

	7.2
	Health advice
	Information/Document title:

Student Handbook 
Information for students about counselling and mental health service available via website.
	www.gcc.ac.uk
www.gcc.ac.uk/student-services/students-with-disabilities
	

	7.3
	Careers advice
	Information/Document title:

Careers guidance
Careers guidance is provided by two full-time information officers. Information and advice is also provided through Connexions who provide an on-campus service one day per week.


	
	

	7.4
	Chaplaincy services
	Information/Document title:

Chaplaincy services
The College offers prayer/quiet reflection rooms at lunchtimes and evenings and times are advertised on College noticeboard.

	
	

	7.5
	Services for which the College is entitled to recover a fee together with those fees
	Information/Document title:

College prospectus

	See 7.1 above.
	

	7.6
	Sports and recreational facilities 

	Information/Document title:

Sports, physical activities and recreational activities information accessed via the Students Union. 

	www.gcc.ac.uk/student-services/enrichment-progreammes/

	

	7.7
	Museums, libraries, special collections and archives 

	Information/Document title:

No special collections are held by the College.
	
	

	7.8
	Advice and guidance 

	Information/Document title:

Advice and guidance services 


	www.gcc.ac.uk/student-services/advice-guidance/
Email info@gcc.ac.uk or call 02084884892


	

	7.9
	Media releases 

	Information/Document title:

News and events can be accessed on the College website.
	www.gcc.ac.uk/news-events/
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