NHS

Prescription Pricing Authority

FREEDOM OF INFORMATION ACT
PUBLICATION SCHEME FOR THE PRESCRIPTION PRICING AUTHORITY

The Publication Scheme is in three parts, as follows:
PART ONE: Introduction
PART TWO: The Classes of Information that we hold

PART THREE: Index to the Publication Scheme, and useful Resources

PART ONE: INTRODUCTION

What a Publication Scheme is

This Publication Scheme is a complete guide to the information routinely published
by the Prescription Pricing Authority (PPA). It describes the information about the
PPA and our activities that we make publicly available. We shall review the Scheme
at regular intervals and monitor how it is operating.

It is important to us that this Scheme meets your needs and we have designed it to
identify clearly everything we publish so that you can find information about the PPA
easily. Under Section 19 of the Freedom of Information Act 2000, (there is a link to
the Act in Part Three below), the PPA has a legal duty to adopt and maintain a
Publication Scheme for the publication of our information. The purpose of the Act is
to promote greater openness by public authorities (of which the PPA is one).

The Publication Scheme will help you to find all the information that we publish. The
Freedom of Information Act does not change the right of patients to protection of their
patient confidentiality in accordance with Article 8 of the Human Rights Convention,
the Data Protection Act and at common law. Maintaining the legal right to patient
confidentiality continues to be an important commitment on our part.

The Caldicott Guardian for the Authority is the Director of Information Technology,
whose address is:

Prescription Pricing Authority,
152, Pilgrim Street,
Newcastle upon Tyne,

NE1 6SN

Version 1.0 1 31 October 2003



Information Management

Information falling into the Classes will be retained in line with our retention and
disposal schedules, which comply with circular HSC1999/53 and Public Record
Office Guidance.

Information not required for the business purposes of the PPA is stored at the PPA
for the purpose of holding public records.

Feedback

Any questions, comments or complaints about this Scheme should be sent in writing
to:

Information Security & Data Protection Manager
Information Technology

Prescription Pricing Authority

Bridge House

152 Pilgrim Street

Newcastle upon Tyne

NE1 6SN

Telephone: (0191) 203 5484
Fax: (0191) 281 9922
E-mail: foi.request@ppa.nhs.uk

If you have a complaint about the operation of the Publication Scheme, or how the
PPA has dealt with your request for information from the Scheme, please write to:

Information Security & Data Protection Manager at the address shown above or send
an e-mail to foi.request@ppa.nhs.uk

If you are still not satisfied with our response to your concern, you may wish to
contact the Director of IT on (0191) 203 5270 or in writing at the address shown
above.

Rights of Access to Information

¢ In addition to accessing the information identified in this Publication Scheme,
you are entitled to request information about the PPA under the NHS
Openness Code 1995. A link to this is available in Part 3 of the Scheme and
hard copies are available free of charge from the Department of Health.

Tel: 0207 210 4850 (line open from 9.00am to 5.00pm Monday to Friday)
Minicom: 0207 210 5025
Email: dhmail@doh.gsi.gov.uk

The Department of Health

Richmond House
79 Whitehall
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London
SW1A 2NL

Sometimes, some or all of the information cannot be provided and we will
explain the reasons why not when this happens.

e The Freedom of Information Act recognises that as a member of the public,
you have the right to know how public services such as the NHS are organised
and run, how much they cost and how you can make complaints if you need
to. You have the right to know which services are being provided, the targets
that are being set, the standards of services that are expected and the results
achieved.

e From 1 January 2005, it will also oblige the PPA to respond to requests about
the information we hold and record in any form and the Freedom of
Information Act will create a right of access to that information. The rights to
request and access this information are subject to some exemptions that the
PPA has to take into consideration before deciding what information can be
released.

e Under the Data Protection Act 1998, you are also entitled to access any
personal information held about you and you can contact:

Information Security & Data Protection Manager
Information Technology

Prescription Pricing Authority

Bridge House

152 Pilgrim Street

Newcastle upon Tyne

NE1 6SN

Telephone: (0191) 203 5484
Fax: (0191) 281 9922
E-mail: data.protection@ppa.nhs.uk

e New Environmental Information Regulations may be introduced as early as
2003. These will enable similar access to environmental information, as under
the Freedom of Information Act 2000.
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PART TWO - THE CLASSES OF INFORMATION

The information is grouped into broad categories as follows:
1. The NHS and how we fit

2. Organisational Overview

3. Corporate Information

4. Financial and Funding Information

5. Services Provided

6. Consultation with Stakeholders and Public

7. Performance Management

8. Regular Publications and Information for the Public
9. Policies and Procedures

10. Enquiries and Complaints Procedures

11. Human Resources

12. Press Releases and Communications with the Media
13. Environmental Information

14. This Publication Scheme

We will state how you can obtain the information outlined within each Class. This will
be either via the website or as hard copies or other media as stated within each
Class. The publications are all free unless otherwise indicated within each Class
[with £].Where information is provided at a cost the charges will be as set out in
Class 14.

The PPA’'s commitment to publish information excludes any information, which can
legitimately be withheld under the exemptions set out in the NHS Openness Code or
the Freedom of Information Act. Where individual classes are subject to exemptions,
the main reasons are e.g. the protection of commercial interests, personal
information under the Data Protection Act 1998, or information which could prove
detrimental to the security, integrity or operation of the PPA. This applies to all
Classes within the Publication Scheme.

The Publication Scheme will be available in both hard copy and on our web site.
1. The NHS and how we fit

Planning documents outlining how we fit into the NHS structure.
Included are the following:
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e Links to NHS Plan and key national documents: Priorities and Planning
Guidance, National Service Frameworks etc

e Full list of Special Health Authorities can be found on www.doh.gov.uk

e The Prescription Pricing Authority depending upon the service, covers
England, Scotland, Wales, Isle of Man, Northern Ireland and the islands of
Jersey and Guernsey. A full list of our services will appear below in Class 5 of
the Publication Scheme.

2. Organisational Overview

Details of the Prescription Pricing Authority organisational structure and key
personnel will appear here. This will include the Authority and its subcommittees,
Management Board, senior managers and personnel who are contacts for aspects of
the Publication Scheme. Corporate Governance material will be listed here, including
the Register of Interests, Constitution Order, Directions, Regulations, Standing
Orders, Standing Financial Instructions, Scheme of Delegation, Codes of Conduct for
Chairman and Authority Members/Chief Executive and other Senior Officers. Some
information will be withheld, including personal, confidential information about
individuals that is protected by the Data protection Act.

3. Corporate Information

Reports, policies, minutes of meetings and business plans:

e Corporate information will be set out here, including:
o Strategic Plan, published annually
0 Business Plans, published annually
o Operation Strategies (i.e. HR Strategy, Communications Strategy, etc.) ,
published annually
Annual Report, published annually
Agenda of Authority, published with minutes after agreed by Authority
Minutes of Authority, published after agreed by Authority
Service level Agreements, published annually
Codes of Conduct, published annually

OO0 O0OO0Oo

4. Financial and Funding Information

Funding details, charging policies and financial accounts.

e How the PPA obtains all its funding, how much funding is obtained and a set
of current accounts, published annually

Our Procurement Policy, published annually

Standard terms and conditions, published annually

OJEC advertisements, as issued

Information relating to the tenders sought and awarded by the PPA after
contracts placed
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5. Services Provided

The range of services that we provide for the NHS, NHS bodies the public and how
we deliver them

e This class will be populated with a list of the services provided by the PPA,
updated six monthly

e A list defining all those bodies for whom we provide shared services, updated
six monthly

e Alist of those bodies whom we support in their activities, updated six monthly

6. Consultation with Stakeholders and Public

Identify mechanisms in place for consulting with stakeholders to develop the services
we provide within our sphere of influence.

e List of stakeholders we consult with and the frequency, updated six monthly.

e List of Policy/ strategic framework documents which impact on the
development of our systems and services, updated annually

e Relevant Service Level Agreements or extracts from Service Level
Agreements refer to Class 3

e Mechanism for public input

7. Performance Management

This Class sets out the ways the PPA performance is measured both externally and
internally:

e How others measure our performance:
o Cross reference to Business plan in Class 3
o Audit
o Corporate governance

e How we measure ourselves:
o Directorate Business Plans
o Quality Management Systems

8. Regular Publications and Information for the Public

This class will list the leaflets and guidance which we make available to the public for
the following services:

Low Income Scheme

Access to pre-paid certificates

Tax Credits

Maternity and Medical Exemption Certificates
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9. Policies and procedures

General policies and procedures in use within the PPA. These include but are not
restricted to human resources, health and safety.

This Class sets out our principal policies and decisions, e.g. Data Protection,
Equality, Discrimination, Communications, Race Relations, Information Security,
Privacy and Communications, Risk

Cross reference to Procurement Policy in Financial Information (Class 4)
Cross reference to policies in Human Resources (Class 11)

We will not publish such information which by the release of information could prove
detrimental to the security, integrity or operation of the PPA.

10. Enquiries and Complaint Procedures

Policies, procedures and contacts for complaints

¢ Internal polices, procedures and contacts for complaints

e External policies, procedures and contacts for complaints

e This class may include an audit of anonymised complaints received and
how they have been dealt with

e Disclosure log of previous FOI requests. To be populated from 1/1/2005
onwards

11. Human Resources

Employment policies and procedures.

Here we will publish information relating to policies about training, Recruitment and
Retention, Work Life Balance, Flexible Working, Health and Safety, Diversity, Policy
documents on disciplinary procedures, grievances, sickness absence management,
equal opportunities, harassment, bullying and discrimination, pay and pensions,
inductions.

Our staff

Numbers, grades, salary bands

Continuing Professional Development within the PPA
Current Vacancies

12. Press Releases and Communications with the Media

Our releases to the Press and the Media

e Regular communications with the media

13. Environmental Information

(See also Introduction to Publication Scheme).
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In this class we will publish details of our estate and land holdings, and the

uses they currently enjoy.

This class will also include any information required to be placed in the public
domain as a result of the Environmental Information Regulations, any
Environmental Enforcement action and associated information.

14. This Publication Scheme

In this class we will publish any changes we make to this Publication Scheme, the
criteria on which our information management policies are made and a referral point
for all enquires regarding information management generally in the PPA. We will
also publish any proposed changes or additions to publications already available.

Any changes here, such as adding a Class

Information about our information management policies

Contact point for enquiries regarding information management in the PPA

This Class also includes a statement on costs of information

Cost of Information

For the most part, we will charge you only for multiple hard copies or copying
onto media (e.g. CD ROM). Some information is available free, but for others
there may be a charge. The charges will vary according to how information is
made available. Charges are as follows:

a) Via the PPA’'s web site — Free of charge, although any charges for Internet
Service provider and personal printing costs would have to be met by the

individual

For those without Internet access, a single printout as on the website would be

available by post from:

Information Security & Data Protection Manager
Information Technology

Prescription Pricing Authority

Bridge House

152 Pilgrim Street

Newcastle upon Tyne

NE1 6SN

Telephone: (0191) 203 5484

Fax: (0191) 281 9922
E-mail: foi.request@ppa.nhs.uk

or by personal application at the above address.
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However, requests for multiple printouts, or for archived copies of documents
that are no longer accessible or available on the web, may attract a charge for
the retrieval, photocopy, postage etc. We will let you know the cost and
charges that will have to be paid in advance. We will not provide printouts of
other organisation’s websites.

b) Leaflets and brochures - free of charge for leaflets or booklets on, for example,
services we offer to the public (see class 8 above.

c) “Glossy” or other bound paper copies, or in some cases a CD Rom, video or
other media, may attract a charge. We will let you know the cost and charges
that will have to be paid in advance

d) e-mail - will be free of charge unless it says otherwise
The charges will be reviewed regularly.
Copyright

The material available through this Publication Scheme is subject to the PPA’s
copyright unless otherwise indicated. Unless expressly indicated on the material to
the contrary, you may reproduce it free of charge in any format or medium, provided
you reproduce it accurately and not in a misleading manner. Where you seek to re-
publish or copy any of the copyright items in this Scheme, you must identify the
source of the material and acknowledge the copyright status. Permission to
reproduce material does not extend to any material accessed through the Publication
Scheme that is the copyright of third parties. You must obtain authorisation to
reproduce such material from the copyright holders concerned. For HMSO Guidance
Notes on a range of copyright issues, see the HMSO web site:

www.hmso.gov.uk/quides.htm

Or contact:

HMSO Licensing Division,
St Clements House,

2-16 Colegate,

Norwich,

NR31BQ,

Tel: 01603 621000,

Fax: 01603 723000,
Email: HMSO Licensing

PART THREE

BODIES WHO MONITOR THE ACTIVITIES OF THE PPA

)] Department of Health (www.doh.gov.uk)

i) Audit Commission (www.audit-commission.gov.uk)
iii) Health and Safety Executive (www.hse.gov.uk)

iv) Environmental Health Offices
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V) The National Audit Office (www.nao.gov.uk)

Index to the Publication Scheme
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Information Commissioner - 10
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Useful Resources
Web-sites & Postal Addresses
Information Commissioner

www.informationcommissioner.gov.uk

Information Commissioner
Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF

Lord Chancellor’'s Department

www.lcd.gov.uk

Selborne House

54-60 Victoria Street

London SW1E 6QW, United Kingdom
Telephone: +44-(0)20-7210 8500

NHS Freedom of Information

www.foi.nhs.uk

Scottish Executive Health Department

www.show.scot.nhs.uk

St Andrew’s House
Regent Road
Edinburgh

EH1 3DG

National Assembly for Wales

www.wales.gov.uk

Cardiff Bay
Cardiff
CF99 1NA

NHS Information Authority

www.nhsia.nhs.uk

Aqueous Il
Aston Cross
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Rocky Lane
Birmingham
West Midlands
B6 5RQ

Publications

e NHS Openness Code- www.doh.gov.uk/nhsexec/codemain.htm

e FOI Act 2000 — www.legislation.hmso.gov.uk/acts2000/2000036.htm

e FOI Act 2000 Explanatory Notes
www.legislation.hmso.gov.uk.acts/en/2000en36.htm

e Code of Practice under Section 45 FOI Act 2000 - www.lcd.gov.uk

e Code of Practice under Section 46 FOI Act 2000 — www.lcd.gov.uk
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