SOUTH WOOTTON PARISH COUNCIL

Information available under the Freedom of Information model publication scheme.

	Information to be published
	How the information can be obtained
	Cost

	Class 1 – Who we are and what we do

South Wootton Parish Council

Parish Office

24 Church Lane 

South Wootton

Kings Lynn. PE30 3JL

Tel: 01553 671692

Clerk: Mrs Tracey Cornwell

Assistant Clerk: Mrs Moira Kirby
15 Parish Councillors

4 Committees: Assets, Planning, Policy & Finance
	All information can be obtained in hard copy form from the Parish Office, Opening Times:

Mon, Tues, Thurs, Fri

9am – 11am

Parish Council Noticeboards

Church Lane

St Augustines

Sandy Lane

Website:southwootton.norfolkparishes.gov.uk
	£1 per 
Sheet

	Who’s who on the Council and its Committees
	Information available in the Parish Office and on the Parish Council Noticeboards:
Parish Office

St Augustines Way

Sandy Lane

Website: As listed above
	£1 per 
sheet

	Contact details for Parish Clerk/Assistant and Council members
	Contact details of all Council Employees and Councillors can be obtained from the Parish Office or the Parish Noticeboard, also available on the website.
	£1 per sheet

	Location of main Council Office and accessibility
	24 Church Lane, SW

Disabled access and facilities provided.
	

	Staffing Structures
Parish Clerk
Assistant Clerk

Litter Picker

Village Hall Caretaker

Deputy Village Hall Caretaker
	Details available in the Parish Office
	

	
	
	

	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 available.
	Available from the Parish Office on request
	£1 per sheet

	Annual return form and report by auditor
	Available from the Parish Office on request
	£1 per sheet

	Finalised budget
	        “                  “
	£1

	Precept
	        “                  “
	£1

	Financial Regulations & Standing Orders
	Available from Parish Office or on the website
	

	Grants given and Received
	Parish Office
	

	List of current contracts awarded and value of contract
	N/A
	

	Members expenses
	N/A
	

	
	
	

	Class 3 – What priorities are and how we are doing 

(Strategies and plans, performance indicators, audits, inspections and reviews).
	
	

	Neighbourhood Plan
	Available in the Parish Office and on Website
	

	Parish Plan
	Parish Office
	

	Annual Report to Parish or Community Meeting
	Available in the Parish Office and on website
	

	
	
	

	
	
	

	
	
	

	Class 4 – How we make decisions

(Decision making processes and records of decisions).
	
	

	Current and previous years minutes of Full Parish Council and Committees
	Available on request in the Parish Office. (Minutes Register) and on the Website
	

	Timetable of meetings (Council, any committee/sub-committee meetings and parish meetings).
	Parish Council Noticeboards, Parish Office and website.
	

	Agendas of meetings
	Parish Office. (Minutes Register) PC Website
	

	Minutes of Meetings: excluding confidential matters which have been properly regarded as private to the meeting.
	Parish Office. (Minutes Register) and on the Website
	

	Reports presented to Council Meetings
	Parish Office. (Minutes Register)
	

	Responses to consultation papers
	Parish Office 
	

	Responses to Planning Applications
	Parish Office and Borough Council Website
	

	Bye-Laws
	Parish Office
	

	Class 5 – Our Policies and procedures
(Protocols, Policies and procedures
	
	

	Procedural standing orders
	Available in the Parish Office and on the Website
	£1 per sht

	Committee and sub Committee terms of reference
	Parish Council Standing Orders
	£1 per sht

	Delegated authority in respect of officers
	All procedures and financial records shall be maintained by the RFO as per the Financial Regulations
	

	Code of Conduct
	Available in the Parish Office and on the Website
	£1 per sht

	Policy Statements
	N/A
	

	Policies and procedures for the provision of services and about the employment of staff
	Parish Office

i.e Litter collection, grass cutting etc
	

	Internal Policies relating to the delivery of services
	Parish Office
	

	Equality Policy
	Parish Office and Website
	

	Health & Safety Policy
	Parish Office and Website
	

	Recruitment policies (including current vacancies)
	Parish Councillors – SO and Equality Policy
	

	Policies and procedures for handling requests for information
	Freedom of Information Policy available in the Parish Office and on the Website
	

	Complaints procedure
	Comps and Complaints form available in Parish Office
	

	Information security policy
	Available in the Parish Office and on Website
	

	Records Management Policy (records retention, destruction and archive)
	As per NALC guidance
	

	Data Protection Policies
	Parish Office
	

	Schedule of charges (for the publication of information)
	As indicated
	

	Class 6 – Lists and Registers
	
	

	Any publicly available register or list
	Assets Register

Members Interests

Councillor List

Cash Book
	

	Assets Register
	Available to view in the PO and on the Website
	£1 per sht

	Register of members interests
	Available to view in the PO or on the Borough Council website
	£1 per sht

	Class 7 – The Services we offer
	
	

	Allotments
	Map available in PO
	£1 per sht

	Cemetery and Closed Churchyard
	          “
	£1 per sht

	Village Hall
	 Diary dates, Licensing, Insurance Policy available in the PO and in the Village Hall 
	£1 per sht

	Village Green and Wootton Park
	Map, By-Laws, Wttn Park Lease & Constitution all available in the PO    
	£1 per sht

	Litter Bins , Dog Bins, Lighting & Memorial
	Locations available in PO
	

	Bus Shelters
	Nursery Lane/Oak Avenue/St Augustines Way, Grimston Road x 2
	

	Agency Agreements
	N/A
	

	Newsletters
	Copies available in the Parish Office, Village Hall, St Mary’s Church, Swan Pub, SW Post Office, Asda Supermarket, Doctors Surgery and on the Website
	Free of charge

	Summary of services for which the Council is entitled to recover a fee (e.g Burial fees)
	Burial Fees & Allotments
	


SCHEDULE OF CHARGES

	Type of charge
	Description
	Basis of Charge

	Disbursement cost
	Photocopying @ £1 per sheet (Black & White)
	Actual cost

	
	Photocopying @ £1.25
Per sheet (colour)
	

	
	Postage
	Actual cost of Royal Mail First and second class stamp

	Statutory Fee
	
	In accordance with the relevant legislation.

	Other
	
	


Reviewed: November 2017

Date of next review: November 2018
Signed……………………………………………
