
1

Publication Scheme – Guide to Information 
April 2011

Introduction 

The Freedom of Information Act 2000 requires every public authority to 
adopt and maintain a publication scheme which has been approved by the 
Information Commissioner’s office (ICO), and to publish information in 
accordance with the scheme. There is now one approved model scheme to 
be adopted by all authorities. The scheme lists information under seven 
broad classes. As a public authority the Charity Commission for Northern 
Ireland (CCNI) needs to prepare a guide to information for the public, 
which gives details of what the authority will provide under the publication 
scheme.

The ICO guidance gives examples of the kinds of information that it 
expects Northern Ireland non-departmental public bodies (NDPBs) to 
provide in order to meet their commitments under the model publication 
scheme. This document outlines CCNI’s interpretation of that guidance. It 
details the process of deciding what information CCNI will proactively 
make available in line with ICO guidance. The retention of information 
covered by this publication scheme will be managed in line with CCNI’s 
Records Management Policy.

Class 1) Who we are and what we do

This covers organisational information, structures, locations and contacts.
In line with ICO expectations information in this class will be current 
information only.

 Roles and responsibilities
Information about CCNI’s roles and responsibilities and those working 
at senior level including Commissioners and Management Team is
provided in the About us section of CCNI’s website, and is set out in the 
corporate plan and annual report (available on the website). CCNI’s 
website is updated monthly and has inbuilt accessibility features which 
aim to ensure it is accessible to everyone.
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 Organisational structure
An explanation of CCNI’s internal structures referring to its functions is 
provided in the About us section of the website. This includes
information on the roles and responsibilities of all senior management
and an organisational structure.

 Information relating to the legislation relevant to the authority’s 
functions
A high level explanation of the legislative basis of CCNI’s activities is 
provided in the About us section of CCNI’s website. CCNI will develop a 
dedicated web page providing a user friendly explanation of the 
legislation and what parts are in force. Links are provided to the Office 
of Public Sector Information www.opsi.gov.uk/legislation and 
www.niassembly.gov.uk.

 Lists of and information relating to organisations with which the NDPB 
works in partnership
Brief information about CCNI’s work with other regulators and 
organisations is provided in the About us section of CCNI’s website with 
links to various websites. Over time, as CCNI develops memoranda of 
understanding covering various functions, information will be provided
on the About Us>Governance web pages. 

 Senior staff and management board members
See the 1st bullet point under this class of information. 

 The locations and contact details for the authority
Information about the current location and how to contact CCNI for the 
conduct of business is provided in the About us section of the website.

Class 2) What we spend and how we spend it

This covers financial information relating to projected and actual income 
and expenditure, procurement, contracts and financial audit. CCNI 
became operational in June 2009 and over time, it will meet ICO 
expectations that financial information for the current and previous two 
financial years should be available.

 Financial statements, budgets and variance reports
Financial information relating to projected and actual income and 
expenditure, procurement, contracts and financial audit for each 
financial year is available in CCNI’s annual report. Updates on 
expenditure are provided on a quarterly basis to the board but are not 
finalised until year end, when information is provided in the annual 
report (available on the website).

www.opsi.gov.uk/legislation
www.niassembly.gov.uk
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 Capital programme
The functions of CCNI do not include undertaking capital building 
programmes. Information about capital expenditure is available in the 
accounts section of CCNI annual reports, which are on the website. 

 Spending reviews
CCNI is funded by the Department of Social Development through
grant-in-aid, with statutory provision for income from fines and taxes, 
sale of goods, interest earned, and gifts and bequests. Annual 
expenditure is monitored by the Department of Finance & Personnel 
with information available in the accounts section of CCNI annual 
reports, which are on the website. 

 Financial audit reports
CCNI’s annual accounts are inspected by the Northern Ireland Audit 
Office and a summary of audit findings is detailed in CCNI annual 
reports, which are available on the website. 

 Staff and board members’ allowances and expenses
Information on Commissioner and Staff travel and subsistence costs
are published in the annual accounts section of CCNI annual reports.
Information about allowances and expenses that can be incurred by 
Commissioners and staff is set out in the approved policy, which is 
listed in CCNI’s Corporate Policy Directory which is available on the
website.

 Pay and grading structures
An explanation of CCNI’s internal structures, including information on 
the grading of the Senior Management Team is provided in the About 
us section of the website A link is provided to the NICS website which 
gives broad information on grade equivalents. 

 Procurement and tendering procedures
Expenditure limits used for the acquisition of goods and services are 
detailed in the Management Statement (MSFM) which is available in the 
About us>Governance section of CCNI’s website. Information about 
procurement and tendering procedures is contained in the approved 
Financial Procedures Manual which is published on the website. 
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 Lists of contracts awarded and their value
CCNI will publish summary information of contracts that have gone 
through a formal tendering process in Board minutes, which are 
available on the web site. If CCNI uses DFP Central Procurement 
Directorate (CPD) for contracts which require Departmental approval,
information on CPD activities on behalf of CCNI will be available from 
www.cpdni.gov.uk . 

 Financial statements for projects and events
Information about CCNI projects and activities, and associated 
projected and actual expenditure, will be detailed in performance 
information reports to the Board. Minutes of Board meetings are 
available in the About us>Governance section of CCNI’s website. Ad 
hoc reports on major events and consultations, including financial 
information will also be produced from time to time and published on 
our website.  

 Internal financial regulations
See the 5th – 7th bullet points under this class of information. 

Class 3) What are our priorities and how are we doing

This covers information about CCNI priorities and how it is performing. 
CCNI became operational in June 2009and, over time it will meet ICO 
expectations that information in this class will be available at least for the 
current and previous three years.

 Strategic plans, Annual business plan, Annual report
CCNI publishes its corporate plans, business plans and annual reports 
via the About us section of its website. The first year of the corporate 
plan is enlarged to form the annual business plan. 

 Internal and external performance reviews
Performance against key targets are reported in CCNI’s annual report 
and accounts which are published via the About us section of the 
website. CCNI’s performance in helping to deliver its sponsor 
Department’s policies, including the achievement of key objectives, is 
reported to the Board on a quarterly basis and details are available in 
minutes available on the website. Summary information about 
additional performance review reports considered by the Audit & Risk 
committee will be included in minutes available in the About 
us>Governance web site pages.

www.cpdni.gov.uk
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 Reports to Parliament
CCNI provides responses to Parliamentary and Assembly Questions 
which are available as appropriate via the Northern Ireland Assembly 
or House of Commons. CCNI is obliged to provide the Northern Ireland 
Assembly with various information related to carrying out a range of 
statutory powers, e.g. power to alter application of charitable property 
(S32.(1),(2) & (3)), the Application of Charities Act in relation to 
designated religious charities (S165 (3)). CCNI will develop a 
dedicated web page collating and providing a user friendly explanation 
of these obligations as they come into force. Information will be 
provided on the website’s What’s New section as it is provided.

 Inspection reports where the NDPB is subject to formal inspection
Value-For-Money examinations into the way CCNI has used its 
resources in discharging its functions may be carried out by the 
Comptroller and Auditor General for Northern Ireland.  CCNI will 
publish a summary of any VFM reports considered by the Audit & Risk 
committee via its website.

 Service standards
CCNI is responsible for establishing and enforcing various standards 
concerning compliance with charity law in Northern Ireland, and also 
has a role in endorsing, but not enforcing, fundraising and governance 
codes. As enforcement work gets underway, and policies and 
procedures are approved, CCNI will publish on the website expected 
standards of service as a public body. Information about service 
standards and performance will also be available as part of the annual 
report (available on the web site). 

 Statistics produced in accordance with the NDPB’s requirements
Information is provided in CCNI’s annual report which is available on 
the website. 

 Public service agreements
CCNI’s Corporate plan demonstrates how CCNI contributes to the 
achievement of its sponsor Department’s strategic aims and Public 
Service Agreement (PSA) objectives and targets.  PSA information 
relevant to CCNI is available from the Department of Social 
Development and Cabinet Office websites. 

Class 4) How we make decisions

This covers information about CCNI decision making processes and 
records of decisions. CCNI became operational in June 2009 and, over 
time, it will meet ICO expectations that information in this class will be 
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available at least for the current and previous three years. As statutory 
powers are commenced over time information in this class will be 
available as policies are developed and implemented.

 Major policy proposals and decisions
Information about CCNI policy on its public confidence, public benefit, 
compliance, charitable resources and accountability objectives will be 
provided in the Our Regulatory Activity section of the website in due 
course. Major policy decisions are made by the Board and Senior 
Management Team. Information about these will be included in 
relevant minutes which will be available two weeks after approval on 
CCNI’s website. Information will be published unless it is properly 
considered to be private.

 Background information relating to major policy proposals and 
decisions
Information and analyses of facts relevant and important to the 
framing of major policy proposals and decisions by the Board and 
Senior Management team, including equality and/or other regulatory 
assessments, will be made available in the About Us> Governance
section of CCNI’s website.

 Public consultations
Details of consultation exercises, access to consultation papers, other 
sources of relevant information, and consultation outcomes will be 
provided on CCNI’s website.

 Minutes of senior level meetings
See the 2nd bullet point under this class of information. 

 Reports and papers provided for consideration at senior level meetings 
See the 2nd bullet point under this class of information.

 Internal communications guidance and criteria used for decision 
making i.e. process systems and key personnel 
As enforcement and other regulatory work gets underway, information 
about briefings on decision making criteria and guidance that would 
assist the public and charity organisations understand the way CCNI 
takes decisions, along with staff contacts, will be available as briefings, 
frequently asked questions and latest guidance on the website. CCNI’s 
approved stakeholder strategy and communications guidance will be 
available on the website.
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Class 5) Policies and procedures

This covers information about current CCNI written protocols, policies and 
procedures for delivering services and responsibilities. CCNI became 
operational in June 2009 and it will, over time, meet ICO expectations 
that information in this class will be available as statutory powers are 
commenced over time and policies are developed and implemented. 

 Policies and procedures for the conduct of departmental business
As a Non Departmental Public Body, CCNI does not conduct 
departmental business. Under the Charities Act (NI) 2008 there are a 
number of obligations on the Department for Social Development to 
make regulations and orders related to CCNI’s statutory powers e.g. 
Duties of trustees in connection with registration (S17(b)), Power of 
Commission to require a charity's name to be changed (S S20(c)).
CCNI will develop a dedicated web page collating and providing a user 
friendly explanation of these regulations and orders as they are made 
and come into force, with links to the department’s web site.

 Policies and procedures for the provision of services
See the 5th bullet point under the 3rd class of information.

 Policies and procedures for the recruitment and employment of staff
Information about current vacancies is provided in the About Us section 
of CCNI’s website. CCNI will develop and publish a Corporate Policy 
Directory including its Staff Handbook covering Equal Opportunities, 
Health & Safety etc.

 Customer service
See the 5th bullet point under the 3rd class of information.

 Records management and personal data policies
CCNI will publish, via the website, policies on access to information 
requests, data protection (including sharing), information security and 
records management, with information listed in the CCNI Corporate 
Policy Directory. 

 Charging regimes and policies
CCNI has no statutory charging regime in relation to its functions, 
duties or powers. There is no charge for information routinely 
published. Costs that may be recovered for other information provision, 
together with the basis on which they are made and how they are 
calculated, will be set out in CCNI’s approved FOI policy which will be 
available on the web site.



8

Class 6) Lists and registers

This covers information contained in currently maintained lists and 
registers.

 Public registers and registers held as public records.
CCNI is required to maintain a register of charities (ref Charities Act 
(Northern Ireland) 2008 PART 4 Section 16). When the process of 
registration comes into effect the register of charities, including 
cancelled entries, will be open to public inspection at all reasonable 
times and available online via CCNI’s website.  Any personal 
information in the charity register will be managed according to the 
data protection principles.

 Asset registers and Information Asset Register
CCNI publishes information from the capital asset registers in the 
annual report which is available in the About Us section of the website.

 Disclosure logs
CCNI does not hold a disclosure log.

 Register of gifts and hospitality provided to Board members and senior 
personnel
CCNI’s approved Gifts & Hospitality policy will be available on the 
website. CCNI annually collates brief information about any gifts and 
hospitality offered to Board and Senior Management Team members, 
whether accepted or declined. Information is reported to the Audit &
Risk Committee and the minutes are published on the website. 

 Any register of interests kept in the department
A Register of Interests is provided in the About Us – Governance 
section of CCNI’s website. 

 Other lists required by law
Under the Charities Act (Northern Ireland) 2008 there are a number of 
obligations on CCNI to publicise information related to its statutory 
powers e.g. application cy-pr�s of gifts of donors unknown or 
disclaiming (S27. (8)), orders relating to trustees or other individuals 
(S40). CCNI will develop a dedicated web page collating and providing 
a user friendly explanation of these powers as they are made and come 
into force. Information related to each of these powers where publicity 
is relevant, will be collated in lists and made available on the website.
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Class 7) The services we offer

This covers current information about the services CCNI provides including 
leaflets, guidance and newsletters produced.

 Regulatory responsibilities
As per Class 1, information regarding CCNI regulatory 
responsibilities is set out in corporate plans and annual reports, and 
in the About us section of the website 

 Services for public authorities
CCNI does not regulate or provide services to other public 
authorities. Information about CCNI’s work with other regulators is 
provided in the About us section of the website, along with a link to 
the various websites. 

 Services for industry
CCNI does not regulate or provide services to industry.

 Services for other organisations
CCNI regulates Northern Ireland charity organisations and a range 
of charity-related advice and guidance information is provided in
various sections of CCNI’s website . 

 Services for members of the public
CCNI regulates Northern Ireland charity organisations and 
determines if institutions are or are not charities, based on a public 
benefit test. CCNI provides information about complaints handling,
determining better administration of charities and inputting to 
proposals.

 Services for which the NDPB is entitled to recover a fee together 
with those fees
Under the Charities Act (Northern Ireland) 2008, there are a number 
of provisions for CCNI to recover and pay fees related to its 
statutory powers e.g. Annual audit or examination of charity 
accounts (S 65(8)), Public inspection of annual reports, etc. (S69. 
(1), (2) & (3)). CCNI will develop a dedicated web page collating 
and providing a user friendly explanation of these provisions as they 
come into force. Information related to each of these powers, where 
publicity is relevant, will be collated in lists and made available on 
the website. Summary information about fee recovery will be 
collated in annual reports which will be published on the website. 
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 Leaflets, booklets and newsletters
Information regarding the services CCNI offers is published in hard 
copy and will be provided in an A-Z of publications section of the 
CCNI website.

 Advice and guidance
Advice and Guidance information is provided on CCNI website. 

 Media releases
Media information is provided in the News section of the CCNI 
website. 

Accountability and Governance

Effective accountability and governance arrangements are essential to 
ensure the proper management and control of information. CCNI’s 
Publication Scheme will be managed in line with the various oversight 
roles and responsibilities that CCNI currently operates and has in place 
to deliver an effective governance regime in relation to information 
security and provision. Details are set out in the approved Information 
Security Policy.

Provision for Revision of the Approved Policy

The Senior Information Risk Officer (Head of Corporate Services & 
Compliance) will, as part of the annual corporate business planning 
process, consider the appropriateness of the approved Publication 
Scheme. On a two- yearly basis, or if there are any changes in CCNI’s 
functions, duties and powers, the approved Publication Scheme will be 
reviewed and revised as necessary.


