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1. INTRODUCTION 
Within Dumfries and Galloway there are presently four Divisional Licensing Boards equating with the former District Council boundaries: these are Annandale and Eskdale Divisional Licensing Board, Nithsdale Divisional Licensing Board, Stewartry Divisional Licensing Board and Wigtown Divisional Licensing Board.  
Dumfries and Galloway Divisional Licensing Boards administer all licensed premises within the Dumfries and Galloway area. They deal with applications for personal licences and premises licences as well as ancillary application for minor and major variations, transfers, occasional licenses, extended hours etc under the Licensing (Scotland) Act 2005. Dumfries and Galloway Divisional Licensing Boards also deal with applications for premises licences and permissions under the Gambling Act 2005.
In terms of the legislation the Boards comprise Members of Dumfries and Galloway Council elected at the first council meeting after each ordinary council election.  However, Dumfries and Galloway Licensing Boards are a separate statutory body from Dumfries and Galloway Council. The Boards are supported by a Clerk who gives administrative support and professional advice. The Clerk to the Boards is Dumfries and Galloway Council’s Director of Chief Executive Service. 

The Freedom of Information (Scotland) Act 2002 (FOISA) provides individuals with a right of access to all recorded information held by Scotland’s public authorities. Anyone can use this right, and information can only be withheld where FOISA expressly permits it. 

Section 23 of FOISA also requires that all Scottish public authorities maintain a publication scheme.  A publication scheme sets out the types of information that a public authority routinely makes available.   

Dumfries and Galloway Licensing Boards have adopted the Scottish Information Commissioner’s Model Publication Scheme 2013 which is approved until 31 May 2017.  The scheme can be viewed on our website at http://www.dumgal.gov.uk/index.aspx?articleid=1751 or by contacting us at the address below.

The purpose of this Guide to Information is to:-

· Allow the public to see what information is available (and what is not) in relation to each class

· State what charges may be applied

· Explain how to find the information easily

· Provide contact details for enquiries and to get help with accessing the information

· Explain how to request information we hold that has not been published

2. AVAILABILITY AND FORMATS
The information we publish through the model scheme is, wherever possible, available on our website.  We offer alternative arrangements for people who do not want to, or cannot, access the information online or by inspection at any of our offices.  For example, where possible, was can arrange to send information to you in paper copy although there may be a charge for this.

3. EXEMPT INFORMATION
The Boards are committed to being as open as possible.  However, some classes of information which are included in our Publication Scheme may contain material which we cannot disclose.   We may withhold information in any of the classes listed in the Scheme where we consider that disclosure may seriously prejudice law enforcement, legal proceedings or our regulatory or quasi-judicial functions or where disclosure is otherwise prohibited by law.  We may also withhold information which may breach the law of confidentiality or seriously prejudices the commercial interests of any person or organisation.  Where we believe that a class may contain information which may be subject to an exemption under the Freedom of Information (Scotland) Act 2002, this is stated in the class description, with an explanation of the reason.  

If we withhold information which you have requested from our Publication Scheme, we will explain why.  If you wish to complain that we have withheld information from you, please contact us at the address below.

4. COPYRIGHT
Dumfries and Galloway Licensing Board holds the copyright for the vast majority of information in this publication scheme.  All of this information can be copied or reproduced without our formal permission, provided it is copied or reproduced accurately, is not used in a misleading context, and provided that the source of the material is identified.

The publication scheme may, however, contain information where the copyright holder is not Dumfries and Galloway Licensing Board.  In most cases the copyright holder will be obvious from the documents.  In cases where the copyright is unclear, however, it is the responsibility of the person accessing the information to locate and seek the permission of the copyright holder before reproducing the material or in any other way breaching the rights of the copyright holder.  Wherever possible, the scheme will indicate where we do not own the copyright.
Information about Crown copyright material is available on the website of the Queens Printer for Scotland at www.oqps.gov.uk.  We can provide you with a copy of this information if you do not have internet access.
5. CHARGES
All information contained within our scheme is available from us free of charge where it can be downloaded from our website or where it can be sent to you electronically by email.

We reserve the right to impose charges for providing information in paper copy or on computer disc.  Charges will reflect the actual costs of reproduction and postage to the authority, as set out below.

In the event that a charge is to be levied, you will be advised of the charge and how it has been calculated.  Information will not be provided to you until payment has been received.

Our photocopying charge per side of paper is shown in the tables below

Black and White photocopying 

	A4
	10p

	A3
	60p


Colour photocopying 

	A4
	30p

	A3
	90p


Information provided on CD-Rom will be charged at 50p per computer disc

Postage costs will be charged at the rate we paid to send the information to you by Royal Mail First Class post. 

When providing copies of pre-printed publications, we will charge no more than the cost per copy, pro rata, of the total print run.

We do not pass on any other costs to you in relation to our published information.  

6. COMPLAINTS 

Our aim is to make our publication scheme and guide to information as user-friendly as possible, and we hope that you can access all the information we publish with ease.   If you do wish to complain about any aspect of the publication scheme or guide to information, however, then please contact us, and we will try and resolve your complaint as quickly as possible.  You can contact:

Licensing Section 

Dumfries and Galloway Council

Municipal Chambers

Buccleuch Street

Dumfries

DG1 2AD 

Tel: 01387 245951
Fax: 01387 252978
Email: sharon.hines@dumgal.gov.uk
Any complaint will be acknowledged within two working days of receipt and we will respond in full within twenty working days.  

You have legal rights to access information under the scheme and a right of appeal to the Scottish Information Commissioner if you are dissatisfied with our response.  These rights apply only to information requests made in writing or another recordable format.  If you are unhappy with our responses to your request you can ask us to review it and if you are still unhappy, you can make an appeal to the Scottish Information Commissioner.

The Commissioner’s website has a guide to this three step process, and he operates an enquiry service on Monday to Friday from 9:00am to 5:00pm.  His office can be contacted as follows:

Scottish Information Commissioner

Kinburn Castle

Doubledykes Road

St Andrews

Fife

KY16 9DS

Tel: 

01334 464610

Email:

enquiries@itspublicknowledge.info

Website:
www.itspublicknowledge.info

7. CONTACTS

	Alex Haswell

Clerk to the Licensing Boards

Dumfries and Galloway Council

Council Offices

English Street

Dumfries

DG1 2DD

Telephone: 030 33 33 3000

E-mail: alex.haswell@dumgal.gov.uk

	Sharon Hines

Licensing Manager

Dumfries and Galloway Licensing Boards

Municipal Chambers

Buccleuch Street

Dumfries

DG1 2AD

Telephone: 01387 245951

E-mail: sharon.hines@dumgal.gov.uk 

	Alex Little
Freedom of Information Officer
Dumfries and Galloway Council

Council Offices

English Street

Dumfries

DG1 2DD

Telephone: 030 33 33 3000

E-mail: foi@dumgal.gov.uk 


	Data Protection Officer

Dumfries and Galloway Council

Council Offices

English Street

Dumfries

DG1 2DD

Telephone: 030 33 33 3000

E-mail: dataprotection@dumgal.gov.uk

	Scottish Information Commissioner

Scottish Information Commissioner

Kinburn Castle

Doubledykes Road

St Andrews

Fife

KY16 9DS

Telephone

01334 464 610

E-mail
 enquiries@itspublicknowledge.info
Website www.itspublicknowledge.info
	UK Information Commissioner

Information Commissioner’s Office

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Telephone 01625 545 700

E-mail
 mail@ico.gsi.gov.uk 



Website www.informationcommissioner.gov.uk



8. ACCESSING INFORMATION UNDER THE SCHEME

Information available under our publication scheme will normally be available through the routes described below.  The Classes of information we publish provides more details on the information available under the scheme, along with additional guidance on how the information falling within each “class” may be accessed.

Online:  

Some information listed in our publication scheme is available to download from our website.  In some cases a link within 12. The Classes of information we publish will direct you to the relevant page or document.  Where no such link is present, you can use our website’s “Search” facility at http://www.dumgal.gov.uk
If you are still having trouble finding any document listed under our scheme, then please call the Board’s Licensing Section.  Details are contained above in Contacts 
By email:

If the information you seek is listed in our publication scheme but is not published on our website, we can send it to you by email, wherever possible.  When requesting information from us, please provide a telephone number so that we can telephone you to clarify details, if necessary.  The contact email address is sharon.hines@dumgal.gov.uk 

By phone:  

Information can also be requested from us over the telephone.  Please call the Licensing Section on 01387 245951 to request information available under the scheme.

By post:

All information under the scheme will normally be available in paper copy form.  Please address your request to:
Licensing Section

Dumfries and Galloway Council

Municipal Chambers

Buccleuch Street

Dumfries

DG1 2AD
When writing to us to request information, please include your name and address, full details of the information or documents you would like to receive, and any fee applicable (see Charges).  Please also include a telephone number so we can telephone you to clarify any details, if necessary.

Advice and assistance:
If you have any difficulty identifying the information you want to access, then please contact the Licensing Section using the contact details listed above who will be happy to help.

Other languages or formats:
We aim to meet your requests for translated information or alternative formats wherever practicable.
9. INFORMATION THAT WE MAY WITHHOLD

All information covered by our publication scheme can either be accessed through our website, or will be provided promptly following our receipt of your request.

Our aim in maintaining this publication scheme is to be as open as possible.  You should note, however, that there may be limited circumstances where information will be withheld from one of the classes of information listed in Section 12. Classes of information we publish.  Information will only be withheld, however, where FOISA expressly permits it.

Information may be withheld, for example, where its disclosure would breach the law of confidentiality, harm an organisation’s commercial interests, or endanger the protection of the environment.  Information may also be withheld if it is another person’s personal information, and its release would breach the data protection legislation.   

Whenever information is withheld we will inform you of this, and will set out why that information cannot be released. Even where information is withheld it may, in many cases, be possible to provide copies with the withheld information edited out.

If you wish to complain about any information which has been withheld from you, please refer to Section 6. Complaints.

10. OUR RECORDS MANAGEMENT AND DISPOSAL POLICY

The Publication Scheme describes classes of information which the Boards currently hold.  However, we do not retain all information and records indefinitely.  We dispose of material which is no longer required to meet statutory or regulatory requirements and has no further operational value.  Records which have historical value are transferred to the Council’s Libraries, Information and Archives service through which they are available for consultation, subject to closure periods.  Other material is destroyed.

11. HOW TO ACCESS INFORMATION WHICH IS NOT AVAILABLE UNDER THE SCHEME
If the information you are seeking is not available under this publication scheme, then you may wish to request it from us.  The Freedom of Information (Scotland) Act 2002 (FOISA) provides you with a right of access to the information we hold, subject to certain exemptions.  

Should you wish to request a copy of any information that we hold that is not available under the scheme, please write to:

Licensing Section 

Dumfries and Galloway Council

Municipal Chambers

Buccleuch Street

Dumfries

DG1 2AD 

Email: sharon.hines@dumgal.gov.uk
Charges for information which is not available under the scheme:
The charges for information which is available under the scheme are set out under Section 6. Charges.  If you submit a request to us for information which is not available under the scheme the charges will be based on the following calculations:

Requests for your own personal data:
The Data Protection Act 1998 gives you the right to be told what personal information the Boards holds about you.  You can request this information by making a ‘subject access request’ and you are entitled to a reply within 40 days of our receiving your request, provided that you state clearly what information you require and enclose the statutory fee of £10.  For more information on requesting personal information about yourself, and for a Subject Access Request form, contact the Council’s Data Protection Officer.

For more information about your rights under the Data Protection Act 1998, please contact the office of the UK Information Commissioner (see Section 7. Contacts)

12. CLASSES OF INFORMATION WE PUBLISH 
	Class 1 : About the authority

	Class description:

Information about the authority, who we are, where to find us, how to contact us, how we are managed and our external relations 

	The information we publish under this class
	How to access it

	Information about the Boards
	http://www.dumgal.gov.uk/index.aspx?articleid=1751

	Board’s current membership
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=2770&p=0

	Contact details for Dumfries and Galloway Licensing Boards
	http://www.dumgal.gov.uk/index.aspx?articleid=1751 



	Dumfries and Galloway Council’s Single Outcome Agreement
	http://www.dumgal.gov.uk/index.aspx?articleid=1250 



	Dumfries and Galloway Council’s

Strategic Management Framework
	Available on request


	Class 2 : How we deliver our functions and services

	Class description:

Information about our work, our strategy and policies for delivering functions and services and information for our service users. 

	The information we publish under this class
	How to access it

	Summary outlining the role of the Board and its statutory responsibilities
	http://www.dumgal.gov.uk/index.aspx?articleid=1751

	Information about the licensing process for liquor licences and gambling licences and permits, including information on types of applications and fees 
	http://www.dumgal.gov.uk/index.aspx?articleid=1751 



	The Licensing Board’s Licensing Policy Statement
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=331&p=0


	The Licensing Board’s Gambling Statement of Principles
	http://www.dumgal.gov.uk/index.aspx?articleid=1751

	Dumfries and Galloway Council’s Strategic Plan
	Available to view on request


	Class 3 : How the authority takes decisions and what it has decided

	Class description:

Information about the decisions we take, how we make decisions and how we involve others 

	The information we publish under this class
	How to access it

	Agendas and Minutes of Licensing Board Meetings
	Available to view on request (except for Reports which are exempt under the provisions of the Local Government (Scotland) Act 1973)

	Consultations in relation to Policy Statements
	Available to view on request – please contact the Licensing Board

	Current applications awaiting a decision
	Available to view on request at the appropriate Licensing Board Office – please contact the Licensing Board

Certain types of application require to be advertised on the Licensing Board’s website.  They can be viewed at http://www.dumgal.gov.uk/index.aspx?articleid=1751

	Public registers for licensed premises and gambling premises
	Available on request at a cost of £20 – can be provided in paper or electronic format – please contact the Licensing Board

	Members’ Code of Conduct
	http://www.scotland.gov.uk/Publications/2010/12/10145144/0

	Members’ Register of Interests
	http://www.dumgal.gov.uk/index.aspx?articleid=1348


	Class 4 : What the authority spends and how it spends it

	Class description:

Information about our strategy for, and management of, financial resources (in sufficient detail to explain how we plan to spend public money and what has actually been spent)

	The information we publish under this class
	How to access it

	Dumfries and Galloway Council’s Annual Accounts 
	http://www.dumgal.gov.uk/index.aspx?articleid=4679

	Application Fees
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=328&p=0 


	Class 5 : How the authority manages its human, physical and information resources

	Class description:

Information about how we manage the human, physical and information resources of the authority

	The information we publish under this class
	How to access it

	Our publication scheme 
	http://www.dumgal.gov.uk/index.aspx?articleid=1751

	Gender Equality Scheme
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=8635&p=0

	Statement of Equality Outcomes
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=12334&p=0


	Code of Conduct for Local Government Employees in Dumfries and Galloway
	http://www.dumgal.gov.uk/CHttpHandler.ashx?id=1450&p=0



	Class 6 : How the authority procures goods and services from external providers

	Class description:

Information about how we procure goods and services, and our contracts with external providers

	The information we publish under this class
	How to access it

	Dumfries and Galloway Council’s Procurement Policy
	http://www.dumgal.gov.uk/index.aspx?articleid=1295

	Current contract opportunities with Dumfries and Galloway Council
	http://www.dumgal.gov.uk/index.aspx?articleid=1293

	Mandatory contracts 
	http://www.dumgal.gov.uk/index.aspx?articleid=1294 


	Class 7 : How our authority is performing 

	Class description:

Information about how the authority performs as an organisation, and how well it delivers its functions and services

	The information we publish under this class
	How to access it

	Annual Statutory Performance Indicator reports
	http://www.dumgal.gov.uk/index.aspx?articleid=1248

	Monthly reports on Service Performance Indicators
	Available to view on request – please contact the Licensing Board


	Class 8 : Our commercial publications 

	Class description:

Information packaged and made available for sale on a commercial basis and sold at market value through a retail outlet e.g. bookshop, museum or research journal.

	The information we publish under this class
	How to access it

	We do not hold or publish information under this class
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