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criminal injuries
compensation authority

a government funded scheme - putting victims first




FREEDOM OF INFORMATION PUBLICATION SCHEME

Established in accordance with Section 19 of the Act

This is the Criminal Injuries Compensation Authority’s publication scheme, as required by Section 19 of the Freedom of Information Act 2000. Under the Act, anyone can ask for information from us. Our publication scheme shows what sort of information we hold and where you can get it. The purpose of the scheme is to make information available before you need to ask for it. If you do not see what you are looking for in the scheme you can ask for further information (the scheme tells you how). You must make your request in a permanent, recordable form, for example, a letter or an email.

Please note that there are links in this document to the government website, Office of Public Sector Information, which refers to legislation in its original format.  No revisions or amendments have been made to the legislation in this site.
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INTRODUCTION

Under Section 19 of the Freedom of Information Act 2000, the Criminal Injuries

Compensation Authority (CICA) has adopted and maintains a scheme to publish information about CICA. By publication we mean making information publicly available. 

Aims and objectives of the Criminal Injuries Compensation Authority

The Criminal Injuries Compensation Authority is a Non-Departmental Public Body sponsored by the Ministry of Justice.  The publication scheme has been designed to help you find out how we fulfil the aims and objectives of the Authority.

Our aim is to provide an efficient and fair service to innocent victims of violent crime. In order to achieve this we will:

· Process applications as quickly as possible whilst investigating claims fairly.

· Treat applicants with sensitivity and courtesy at all times.

· Help people understand the service we provide and keep applicants informed,

· Support our staff to perform to their full potential and

· Be accountable for the service we provide and the public funds we spend.

Contact us

Contact details are:

Criminal Injuries Compensation Authority

Tay House





300 Bath Street




Glasgow 





G2 4LN






tel: 0800 358 3601 

e-mail: enquiries@cica.gsi.gov.uk
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Finance Director

Head of Risk and Quality Assurance -
Maintains risk register; coordinates
risk and control framework;
facilitates staff risk and risk.
committee meetings; conducts quality
‘assurance planning; partners Ministry.
of Justice audit; maintains audit point
monitor; and maintains fraud policy
and register.

Head of Business Planning and
Secretariat - Services governance
meetings; business planning; and
liaison with sponsor department in
relation to answers to Parliamentary
Questions; replies to Ministerial
correspondence; and other requests
for briefing.

Head of Finance - Produces annual,
monthly and any other financial
returns; supervises daily financial
returns; conducts budgeting and
forecasting; and manages retained
‘awards and procurement.

Head of IT - Supports operating
system, finance system; and desktop
and IT infrastructure; provides
management information, website
technical support and technical
support for hardware including
telecoms; and operates helpdesk
disaster recovery.

Director of Operations

Head of Casework Operations -
Manages casework sections; manages
the application process from receipt
of file in applicant support to
‘completion of appeals cases; oversees
first decision, review decisions,
‘appeal presentations, evidence
gathering process and third party.
liaison.

Head of Specialist Areas - Manages
specialist casework team; manages
major incident casework team;
manages internal special exercises;
and oversees evidence gathering.
process and third party liaison.

Head of Applicant Support -
Management of applicant support
teams including telephone answering
service for calls to central CICA
number and the completion of
‘application forms; maximising initial
eligibiity decisions; oversees
registration of claims on the Tariff
system, raising of new files,
requesting initial police reports and
performing convictions checks.

Director of Legal Services
and Policy

Advocate Joint Head of Pre-tariff
Casework (X3) - Provides legal advice
and services on all aspects of the
CICA' operations; list and present
tariff and pre-tariff cases; provide.
advice and make decisions on high-
value review cases; work with the
Learning and Development team to
deliver professional training as
required and appropriate; and collate
and store legal advice.

Head of Policy - Provides policy
advice and services on all aspects of
the CICA operations; oversees
scheme policy and scheme policy
‘uidance; deputises for the Director
of Legal Services and Policy as
required; ; works with the Learning
and Development team to deliver
professional training as required and
‘appropriate; and collates and stores
policy advice.

Director of Corporate
Services, Communications
and Customer Liaison

Head of Human Resources - Manages
HR and Learning and Development.
teams; leads the development and
delivery of HR and Learning and
Development strategles, including
Investors in People, workforce
planning and review of resourcing
procedures; ensures effective
communication of HR matters across
organisation and effective use of staff
feedback regarding improvements;
and builds and maintains effective.
relationships with the SG/MoJ Trade
Unions and HR functions.

Head of Communications and
Customer Liaison - Manages
communications and customers liaison
teams; oversees internal and extemal
‘communications strategy; respansible
for freedom of information and data
protection measures; builds and
maintains relationships with external
stakeholder organisations; operates
media handling procedure; and
ensures customer and staf feedback
informs developments across the.
cicA.

Office Services Manager -
Maintenance of relationships with
tandlord and contractors to ensure
smooth running of CICA headguarters;
contract management; management
of mail services, administration
functions and the facilities of CICA.






Purpose and structure of the publication scheme

The publication scheme is designed to help you quickly and easily find information we hold. We have included relevant contact points throughout the scheme. 

The scheme sets out:

· the classes of information we publish or intend to publish;

· how we will publish (or intend to publish) information; and

· whether the material is (or is intended) to be made available free of charge or whether we would expect payment.

The Criminal Injuries Compensation Authority has always sought to be as open as possible, in accordance with the Freedom of Information Act 2000, copies of which are available to download free of charge or can be purchased from The Stationery Office.  

Sometimes, we may decide not to release information. If this is the case, we will tell you why.  We may edit documents where we think that particular information should not be disclosed because of confidentiality, unwarranted invasion of privacy, commercial sensitivity or other reasons including the public interest. The purpose of this publication scheme is to make information available before you need to ask for it.

Responsibility for the CICA publication scheme

The Chief Executive, based at Tay House, 300 Bath Street, Glasgow G2 4LN, has overall responsibility for the CICA publication scheme.

The person responsible for maintaining the publication scheme is: 

The Information Officer

Criminal Injuries Compensation Authority

Communication and Customer Liaison Section

Tay House

300 Bath Street

Glasgow

G2 4LN


e-mail: enquiries@cica.gsi.gov.uk
Freedom of Information Act 2000

The Freedom of Information Act (FOI Act) received Royal Assent on 30 November 2000. It creates a general right of access to all types of recorded information held by public authorities, sets out exemptions from that right and places a number of obligations on public authorities. The Criminal Injuries Compensation Authority is a public authority under the Act and is therefore bound by its provisions.

The Ministry of Justice  leads on policy related to the Act and provides guidance for public authorities on compliance and records management. The Information Commissioner has a duty to promote best practice under the Act and to ensure compliance. The Commissioner's address is:

The Information Commissioner's Office

Wycliffe House

Water Lane

Wilmslow

Cheshire SK9 5AF

e-mail: mail@ico.gsi.gov.uk.

Apart from some certain conditions and exemptions set out in Sections 21 to 44 in Part II of the FOI Act), the public has a statutory right:

· to be told whether the Criminal Injuries Compensation Authority holds information of the description specified in the request; and if so,

· to have that information disclosed.

The CICA is committed to the principles of openness embodied in the Act and will release information to the greatest extent possible, consistent with the public interest. The CICA will also comply with the guidance and best practice issued by the Ministry of Justice under Sections 45 and 46 of the Act.

Copyright

Material available through this publication scheme may be subject to Crown copyright unless otherwise indicated. The copyright in some of the material has been waived, meaning you can reproduce this material freely. Categories of material where copyright has been waived include:

· government press notices, 

· legislation and explanatory notes, 

· ministerial speeches, 

· consultation document,

· documents featured on our website (except where indicated otherwise and headline statistics)

You do not have an automatic right to re-use other types of material in a way that would infringe copyright.  For example, by making multiple copies, publishing and issuing copies to the public, however, brief extracts of any of the material included in this Publication Scheme may be reproduced under the fair dealing provisions of the Copyright, Designs and Patents Act 1988 sections 29 and 30) for the purposes of research for non-commercial purposes, private study, criticism, review and news reporting.

Details of the arrangements for reusing Crown copyright material can be found on the Office of Public Sector Information website or by contacting Her Majesty’s Stationery Office at:

Office of Public Sector Information

Information Policy Team
Kew
Richmond
Surrey
TW9 4DU

e-mail: licensing@opsi.gov.uk
Authorisation to re-use copyright material not owned by the Crown should be sought from the copy right holders concerned.  If in doubt, users should contact her Majesty’s Stationery Office in the first instance.

For material not available on the CICA website or where there is a restriction on use, an application for a licence to reproduce the material concerned should be made to:

Office of Public Sector Information

Information Policy Team
Kew
Richmond
Surrey
TW9 4DU

e-mail: licensing@opsi.gov.uk
Getting documents and information under the publication scheme

The CICA routinely places information on its website. It is freely available for downloading, if you have internet access. Otherwise, you can ask us to send you hard copies. We can also send you other information that we publish under this scheme, but which is not available electronically.

You can ask us for published information by e-mailing us at: enquiries@cica.gsi.gov.uk or by telephoning 0800 358 3601, or you can write to: 

Criminal Injuries Compensation Authority

Applicant Support Section

Tay House

300 Bath Street

Glasgow  

G2 4LN

How we will provide other information

Access to information about CICA that is not made available under this publication scheme or is not otherwise readily accessible, will be administered in accordance with the Freedom of Information Act.

Requests for information under the Environmental Information Regulations

If you wish to make a request for information under the Environmental Information Regulations (EIR) please write to:

The Information Officer 

Criminal Injuries Compensation Authority

Communication and Customer Liaison Section

Tay House

300 Bath Street

Glasgow

G2 4LN

e-mail: enquiries@cica.gsi.gov.uk
Charges

We indicate in the individual publication scheme information classes where we may charge for giving out information.  

The following could apply to information you intend to use for the purposes of research for non-commercial purposes, private study, criticism, review and news reporting.

Information we that will be provide free of charge;

· Information from our website.  However, you will have to meet any costs charged by your internet service provider, as well as any personal printing costs.

· Leaflets or booklets on advice or information to the public.

· Requests for information under the Freedom of Information Act 2000 are mainly free. However if the costs of retrieving information are likely to be more than £450 then we may not be able to provide the information.  We will provide advice and assistance as to how you might narrow or refine your request.

Information that will incur a charge;

· Documents which have been professionally bound and printed for sale or for a particular purpose. We will let you know how much we will charge when you make your request and will ask for payment in advance.

· We will charge £10 for all requests made under the Data Protection Act 1998.

Complaints

If you have a complaint about this publication scheme or how we have dealt with an information request, please write to:

Customer Liaison Section

Criminal Injuries Compensation Authority

Tay House

300 Bath Street

Glasgow

G2 4LN

e-mail: customer.feedback@cica.gsi.gov.uk
Review of the publication scheme

We will review our publication scheme each year and routinely monitor its operation. 

Tell us what you think

This publication scheme is intended to help you find information about CICA easily and quickly and to improve the flow of information into the public domain. We want to improve our service to you and we welcome any comments or suggestions about how we could improve the scheme. We are committed to reviewing the scheme and your feedback will help. Please write to:

The Information Officer

Criminal Injuries Compensation Authority

Communication and Customer Liaison Section

Tay House

300 Bath Street

Glasgow

G2 4LN

e-mail: enquiries@cica.gsi.gov.uk
INFORMATION CLASSES

This publication scheme aims to make as much CICA information as possible readily accessible to the public, on a continuous basis. We are committed to releasing more material over time. 

The CICA will make available information within the classes described below. Information falling into these classes will be retained in line with the CICA’s retention and disposal schedules, which comply with Public Record Office guidance.

The classes are grouped into broad categories as follows:

· Who we are and what we do

· What we spend and how we spend it

· What are our priorities and how are we doing

· How we make decisions

· Policies and procedures

· Lists and registers

· The services we offer

Who we are and what we do

The Criminal Injuries Compensation Act 1995

Description:
The Act providing compensation to the innocent victims of violent crime within Great Britain. 

Format available:
Download from the Office of Public Sector Information
Chargeable information:
-

Organisation of the CICA 

Description:
Organisational structure
Format available:

Print off from our website at www.cica.gov.uk
You can also ask for a hard copy by phoning us on 0800 358 3601 or by writing to 

CICA

Applicant Support Section

Tay House

300 Bath Street

Glasgow

G2 4LN

Chargeable information:
-

What we spend and how we spend it

CICA Annual Reports and Accounts

Description:
Annual Reports to Parliament in pursuance of sections 6 of the Criminal Injuries Compensation Act 1995. The annual report includes:

· the account of income and expenditure;

· a statement of total recognised gains and losses;

· balance sheet up to end of the financial year;

· cash flow statement;

· information relating to staff costs;

· and other operating charges. 

There is an overview of the CICA’s performance, and information about the CICA’s targets set for standards of service and financial performance, together with results achieved and comparative information. 

Format available: 
Annual Reports from the year ending 31 March 2003 are available free of charge from our website.


Chargeable information:
Annual Reports can be obtained in hard copy from The Stationery Office. A fee will be charged.

What are our priorities and how are we doing

Information is currently being developed
How we make decisions

Information is currently being developed
Policies and procedures

Complaints procedures 

Description:
The procedures for making and handling complaints relating to the CICA.

Format available:
Contained in the CICA website under "How do I make a complaint?".

Chargeable information:
During the complaint process you may wish to see information we hold about you.  A charge of £10 is required for all requests made under the Data Protection Act 1998.

Recruitment and employment of staff

Description:
Recruitment opportunities in the CICA.

Format available:
CICA Website www.cica.gov.uk/recruitment
Chargeable information:
-

Notes: The CICA is not an employer. All staff are on long-term loan from the Ministry of Justice or the Scottish Government. Staffing costs are included in the annual report.

Lists and registers

Information is currently being developed
The services we offer

Compensation, the Scheme, application forms & guidance notes

Description:
The Scheme provides compensation to the victims of violent crime. Details of how to apply for compensation in respect of personal injury or fatal cases are contained in the appropriate guidance notes written in Plain English. The Scheme is approved by Parliament and is written in more technical terms.  

Format available:
Print off from our website at www.cica.gov.uk
You can also ask for a hard copy by phoning us on 0800 358 3601 or by writing to 

CICA

Applicant Support Section

Tay House

300 Bath Street

Glasgow

G2 4LN

Chargeable information:
-

Other guidance available to the victims of crime

Description:
Various guidance documents to help victims of crime are also available from:

· the Home Office;

· the Scottish Executive;

· Victim Support Service and

· Citizens Advice Bureau.

Format available:
websites at:

www.homeoffice.gov.uk 

www.scotland.gov.uk 

www.victimsupport.org.uk 

www.nacab.org.uk
www.adviceguide.org.uk
How we are organised
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