NORTHUMBERLAND COLLEGE

Schedule of information available under the freedom of Information Act
For further information contact the PA to the Principal on 10670 841200, fax 01670 841217, e-mail FOI@northland.ac.uk
Electronic copies of materials listed are available at no cost. All paper documents (other than those annotated as (F) are charged at £5 per copy plus postage and packing.

	
	class
	description of information available
	method of access



	1
	Governance
	
	

	1.1
	Legal framework
	Instrument and Articles of Government
	Paper; electronic

	1.2
	How institution organised
	Organisational structure; description of the role of each work unit*; 
	Paper; electronic

	1.3
	Information on the institutional context


	Mission statement; strategic and operational plans; policy statements on quality assurance, communications, equal opportunities, fee remission, health and safety, sustainable development; quality standards for accommodation, examinations, finance, governance, learning resource centre, management information, marketing, personnel, student services, teaching and learning.
	All paper; electronic

	1.4
	Management structure


	Governing Body – membership, terms of reference, register of interests, standing orders, committees plus membership and terms of reference, agenda and minutes.

Academic Board – membership, terms of reference, committees plus membership, agenda and minutes

Senior Management Team – membership, terms of reference, agenda and minutes

College Management Group – membership, agenda and minutes
	All paper; electronic

	2
	Financial Resources
	
	

	2.1
	Finance
	Annual report and accounts

Three year financial forecasts
	Paper; electronic

Paper; electronic

	2.2
	Resource planning
	Three year financial forecasts
	Paper; electronic

	3
	Human resources
	
	


Public interest disclosure (for compliance with the Public Interest Disclosure Act) 

	Job vacancies, including job description and application form

Paid Leave of Absence Agreement
Absence Reporting Procedure


	Paper

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic



	3.2
	Equal opportunities / diversity
	Equal Opportunities Policy Statement

Equal Opportunities Code of Practice


	Paper / Electronic

Paper / Electronic



	3.4
	Staff development
	Induction Policy and supporting documentation

Policies and procedures pertaining to appraisal

Staff Development Handbook and supporting documentation

Regrading Procedure


	Paper / Electronic

Paper / Electronic

Paper / Electronic

Paper / Electronic

	4
	Physical resources
	
	

	4.1
	Estates
	Site plans

Location maps(F)
	Paper

Paper; electronic

	5
	Student administration and support
	
	

	5.1
	Student admission, progression and completion
	
	

	5.2
	Student accommodation
	General information 

Student information leaflet (F)
Application form for accommodation 

Tenancy agreement, application for bursary 
	Website

Paper

Paper

paper

	5.3
	Student administration
	CIS Procedure – CIS Class Register Processing (CIS-REG-PR-005)

CIS Procedure – Registers Administration (CIS-REG-PR-002)

CIS Procedure – Registers Reconciliation Reports (CIS-REG-001)

Data Protection Policy & Data Retention Schedule (Currently in draft format)

Data Protection Guidelines – attached (currently in draft format)

Access to Personal Data Request Form  (currently in draft format)

	Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy



	5.4
	Student admission and enrolment
	Admissions and enrolment policies and procedures documents available on the intranet, under Staff Directory/Policies:

Disability Statement; Careers Education And Guidance; Community Outreach Policy; Equal Opportunities Policy; Fee Remission Policy;  Higher Education Policy; Marketing Policy.  

Information, Advice and Guidance Quality Standards and Procedures 

IAG General; Quality Standards; Statement of Service; Staff Induction; Enquiries; Information Policy; Referral Policy; Pre-course Counselling; Admissions; Leaflets; Student Reports; Overseas Applications; Halls of Residence; UCAS forms; Questionnaires; College Tours; CRB Disclosure.

Intranet: Student Induction CD material under College Induction

IAG Admissions procedure 

CIS Procedure – Enrolment Processing 

CIS Procedure – Student Data Amendment (CIS-SREC-PR-003)

CIS Procedure – Enrolment Form/Course Voucher Completion (CIS-SREC-PR-008)
	Electronic and paper

Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

	5.5
	Student discipline
	Student handbook 

College procedure booklet with forms 

Complaints and appeals procedures 
	Hard copy

Hard copy

Hard copy

	5.6
	Student learning support services
	General information 

Additional support 

Tutorial support for part-time students 

Connexions Service leaflets
	Electronic 

Hard copy in student handbook and on enrolment forms /course vouchers

Hard copy

Hard copy

	5.7 
	student liaison
	Student Services Committee constitution

Minutes of Student services Committee


	Hard copy

Electronic;paper

	5.8
	Student policies
	Assessment and Verification

Basic Skills Bullying

Careers Education and Guidance

Disability Statement 

Dishonesty and Plagiarism

Drugs

Equality and Diversity

Fee Remission

Higher Education

Information Learning technology

Key Skills

Protection of Children and Vulnerable Adults

Smoking

Work Placement
	All:

Hard copies and electronic

	5.9
	Student welfare
	Financial support 

Childcare

Counselling 
	Hard copy

Hard copy

Hard copy

	5.10
	Student associations and activities
	Student Association is inactive. No documentation available
	

	6
	Information services
	
	

	6.1
	Available and conditions of use of facilities
	Contact High Gain Business consultancy on 01670 841200
	

	6.2
	Mission statements and related documents


	Mission statement
	Paper; electronic

	6.3
	Policies with regard to data and information
	Data Protection Policy & Data Retention Schedule (Currently in draft format)

Data Protection Guidelines – attached (currently in draft format)

Access to Personal Data Request Form  (currently in draft format)

	Electronic & Hard-copy

Electronic & Hard-copy

Electronic & Hard-copy

	6.4
	Procurement and disposal policies
	Financial regulations
	Paper; electronic

	6.5
	Scope of collections held
	Details available separately from the librarian
	

	7
	Teaching and learning
	
	

	7.1 
	Academic year dates


	Calendar for the current year and next year
	Paper; electronic

	7.2
	Further course information
	Course leaflets (includes information such as structure, content, qualification, progression, cost guide, length)

Full Time Prospectus


	Available now in hard and electronic copy, however are currently being updated (Feb 04 is estimated date of completion); also paper

Available electronically  on 1/12/03. Will be placed on Intranet and Internet; also paper

	7.3
	Information on internal procedures for assuring academic qualify and standards
	a) Information on programme approval, monitoring and review:

Brief Guide to Quality (in Inspection/Ofsted/InspIssues/BriefGuidesTC

Brief Guide to Retention and Achievement Strategies (in Inspection/Ofsted/InspIssues/BriefGuidesTC

Brief Guide to Franchising (in Inspection/Ofsted/InspIssues/BriefGuidesTC

A Guide to Self-assessment at the College (Aguide.doc in Self-assessment folder)

Internal Validation at Northumberland College (IVBriefPres04-06-03ppt) in Internal Validation folder

b) Information on assessment procedures and outcomes:

Intranet Materials available in Staff Directory/Internal Verification:

Internal Verification General Guidelines and Materials for Internal Moderating BTEC NQF Qualifications; AVCE/GNVQ Qualifications; Legacy BTEC and all other programmes; Materials and handbook for Internally Verifying NVQs; Materials for Internally Moderating Key Skills; IV/IM Summative Report on Assessment; Learner Appeals; NVQ Assessment Toolkit; powerpoint presentations: assessing NVQ's - Key issues; assessment methods - a blueprint for success; developing the assessment team; internal verication - sampling part 1; internal verification sampling part 2.  NVQ assessment toolkit. 

c) Information on student satisfaction with their college experience, covering the views of students:

Course Team Handbook: Student Surveys

Outcomes of surveys to be posted on intranet – under development

 d) Information and evidence available to teams undertaking internal reviews of quality and standards:o

Internal validation reports in Staff Directory/Quality Issues


	All paper and electronic

All paper and electronic

paper

Paper and electronic

	7.4
	Staffing structure of schools/departments


	Academic and management structure; job titles and brief job role* description; contact list for each department
	Paper; electronic

	7.5
	Student assessment strategy
	Assignments – Entitlement; Key Skills Entitlement

Policy statements

Assessment and Verification; Dishonesty and Plagiarism Policy; Key Skills Policy; Quality Policy. 
Student Appeals Procedure in the Course Team Handbook


	Paper;electronic

Paper; electronic

Paper

	7.6 
	Tuition fees
	Schedule of fees per course
	Paper; electronic

	8
	External relations
	
	

	8.1
	Community liaison


	Community Outreach Policy 
	Paper; electronic

	8.3
	Government and regulator relations


	Reports on College performance from inspectorate

QAA subject reports


	Electronic; also available from www.ofsted.gov.uk


	8.4
	Marketing and recruitment
	Full Time Prospectus (F)
2003/4 Prospectus (F)
Higher Education Prospectus (F)
Advice& Information Events leaflet (F)
Enrolment Supplement 2003 (F)
Advertisements

Internal Newsletter

Press Releases

Course Leaflets (containing entry requirements) (F)

	Internet/intranet 1/12/03 or hard copy mid December

Hard copy

Hard copy

Hard copy

Hard copy

Hard copy and electronic

Electronic;paper

electronic

Electronically and hard copy (currently being updated)

	8.5 
	Public relations
	Press Releases

Annual Review

Other publicity leaflets/posters (F)
Student enrolment pack

Event Publicity (flyers, adverts, promotional displays etc) (F)
Full Time Prospectus (F)
2003/4 Prospectus (F)
Higher Education Prospectus (F)
Advice& Information Events leaflet (F)
Enrolment Supplement 2003 (F)
College Mission Statement
	Intranet/Internet

Hard copy

Hard copy

Electronically (with KD)

Hard or electronic

Internet/intranet 1/12/03 or hard copy mid December

Hard copy

Hard copy

Hard copy

Hard copy


