[image: image1.jpg]Lake District

National Park






Information and Records Management Policy

The Lake District National Park Authority (“the Authority”) is committed to conducting its affairs openly.  Information held by the Authority will normally be available for public inspection except when it is necessary to respect the rights of other persons, or to protect the Authority’s legitimate interests.  Open and transparent access to information held by the Authority will enhance the Authority’s reputation for accountability, efficiency and effectiveness.  
In adhering to this approach, the Authority will also uphold high standards for protecting personal information
In establishing the policies listed in this section, including the publication scheme, the Authority aims to comply with the following legislation and regulations :

· The Freedom of Information Act 2000
· The Environmental Information Regulations 2004

· The Data Protection Act 1998
· The Environment Act 1995
· The Local Government Act 1972.
1 Statement
The Authority maintains a Publication Scheme (as required by the Freedom of Information Act 2000) that lists the types of information available and where the information can be accessed.  Where possible, information will be published online and free of charge.   The Authority in particular recognises its obligations under the Environmental Information Regulations 2004 to put as much information as possible into the public domain.  It will, however, continue to protect personal information, in accordance with the Data Protection Act 1998. 

Although not mandatory, a request form is available on the Authority’s website.  Requests will fall into two categories, either personal information requests that relate to the requestor only, or requests for general information that are of public interest. 

The time taken to meet a request will vary depending on whether the request is for personal information under the Data Protection Act 1998, or whether the request is for general information under the Freedom of Information Act 2000 or the Environmental Information Regulations 2004.  For non-personal information, the Authority has a statutory requirement to respond within 20 working days, and for personal information requests made as part of the Data Protection Act 1998, the statutory maximum response time is within 40 calendar days.  In certain circumstances an extension to these targets may be agreed.
Many requests for information may be handled for free, or subject to a small  charge to cover the cost of photocopying and postage.  Where requests for information involve a substantial amount of work on behalf of the Authority, for example, where there are a number of sources or archives that need to be brought together, then the Authority may decide (in the case of requests under the Freedom of Information Act 2000) to withhold the information, pending receipt of payment of the relevant charges. 
2 Accountability

All members of staff of the Authority that collect, create, use, manage or dispose of information and records have a duty to protect them and to ensure that any information that they add to the record is accurate, complete and necessary. All staff involved in managing information and records will receive the necessary training.

The Chief Executive has a duty to ensure that the Authority complies with the requirements of legislation affecting the management of information and records, and with supporting regulations and codes.

The Head of Legal Services has responsibility for ensuring that there is consistency in the management of information and records and that advice and guidance on dealing with requests for information and good information and records management practice is provided.  The Head of Legal Services will work closely with the Authority’s Executive Board and the Heads of Service to promote good practice. 
Heads of Service are responsible for ensuring that records and information systems in their areas conform to this policy and to the requirements of legislation and will appoint one member of their staff to liaise with Legal Services staff in relation to this policy and the handling of requests for information received .

All members of staff are responsible for responding to requests for information in accordance with guidance published by the Head of Legal Services in accordance with good information and records management practice.
All staff will make sure that they understand this policy and how it relates to their day-to-day work.   

Staff dealing with requests for information will identify them promptly, record them appropriately and deal with them within the timescales indicated above in accordance with procedure guidance issued by the Head of Legal Services from time to time.  Where requests for information received cross departmental boundaries, staff will make the Head of Legal Services aware of this, and a decision may be made to co-ordinate this centrally. 

Staff dealing with requests for information will consult with their manager, any partners and contractors, to ensure appropriate disclosure or non-disclosure.   

3 Publication Scheme

The Authority has adopted the Model Publication Scheme issued by the Information Commissioner’s Office in April 2008.  The publication scheme describes the categories of documents that are available for public inspection.  The Authority is committed to making as many of the documents as practicable available from the Authority’s web site, however it is recognised that not everyone has easy access to the internet, and hard-copies of information may be requested from the Contact on Centre at Murley Moss.  
4 Charging

In line with the spirit of the Freedom of Information Act 2000 and the Environmental Information Regulations 2004, the Authority will publish as much information as possible on its website, and will provide physical copies of sections of its website to customers who cannot access the website, with no additional charge.
Large-print, Braille and audio tape versions of information can be made available by arrangement and will incur no additional charges.

Whilst there will be no charge for information downloaded from the website, the Authority may find it necessary to re-coup part or all the cost of some printed publications as well as photocopying and postage costs, on a discretionary basis. 
In such cases, photocopying charges are 10p per sheet, and postage costs will be based on 2nd class post.   
It is the policy of the Authority to waive these charges for an individual or group up to a limit of £10.  Once this limit has been exceeded, then the Authority may choose to levy these charges and would require payment in advance of providing the material. 

In those cases where a Freedom of Information Request would require over 18 hours of staff time in collating the information requested, the Authority may choose to discuss with the  person who has made the request, whether the scope can be amended to achieve the desired objective. 
5 Compliance

The Authority will follow this policy within all relevant procedures and guidance used for operational activities. Interpretation of the policy will be monitored and reviewed so as to :
· identify areas of good practice which can be used throughout  the Authority

· highlight where non-conformance to the procedures is occurring

· if appropriate, recommend a tightening of controls and make recommendations as to how compliance can be improved.
6 Exemptions, Exceptions and Appeals

In certain circumstances the Authority may withhold information, relying on exemptions and exceptions provided for by the relevant legislation. 
If a request for information is refused, the requestor may request a review of the decision by writing to :

Head of Legal Services 

Lake District National Park Authority
Murley Moss 

Oxenholme Road
Kendal
Cumbria
LA9 7RL

Requests for review will be assessed by the Head of Legal Services in accordance with the relevant legislation.

If the requestor is not content with the results of the review there is a right of appeal to :
The Information Commissioner 

Wycliffe House 

Water Lane 

Wilmslow 

CHESHIRE 

SK9 5AF
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