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a) Model Publication Scheme 

Introduction 

As an educational provider, our school has an obligation to publish a freedom of information 
statement, outlining how we will meet our duties under the Freedom of Information Act 2000 
and associated regulations. The development and effective implementation of this policy fulfils 
that requirement. 

More specifically, this policy outlines: 

 How the school will respond to requests from individuals for access to information held 
about them.  

 Our school’s policy and procedures for the release and publication of private data and 
public records. 

 Our school’s policy and procedures for providing applicants with advice and assistance 
throughout the duration of their requests. 

It also clarifies our position regarding the appropriate limit to the costs incurred by the school 
in obtaining any requested information, and on charging fees for its provision. 

   

 

 

 

 

 

 



 

 1.

 2.

 3.

Legal fr

 This1.1.

 T
 T
 T

F

 This1.2.
follo





 This1.3.



 

Accepti

 The 2.1.
follo

 

 

 

 A re2.2.
requ

 

 

 

 The 2.3.
info

 

 

 

 
General

ramework 

s policy has 

The General 
The Freedom
The Freedo
Fees) Regula

s policy also
owing: 

 ICO ‘Mo

 ICO ‘Du

s policy will b

 GDPR D

ing requests

 school will
owing criter

It is in writ
It states th
It describes

equest will 
uirements: 

It is transm
It is receive
It is capable

 school will 
rmation on t

A contact a
A telephone
A named ind

l right of ac

due regard t

Data Protec
m of Inform
m of Infor

ations 2004

o has due r

odel publicat

uty to provid

be viewed in

ata Protect

s for inform

 only accep
ia: 

ing 
he name of t
s the inform

be treated

mitted by ele
ed in legible
e of being u

publish det
the website

address and 
e number 
dividual to a

ccess to inf

to the follow

ction Regula
mation Act 20
rmation and

regard to gu

tion scheme

de advice and

n conjunctio

ion Policy 

mation 

pt a request

the applicant
mation reque

d as made i

ectronic mea
e form 
used for sub

tails of its 
e, which inclu

email addre

assist applica

formation h

wing legislat

ation 2018 
000 

d Data Prot

uidance, inc

’ 2016 

d assistance

n with the f

t for inform

t and an add
ested 

n writing if

ans 

sequent ref

procedures
udes: 

ess 

ants with th

held by the 

tion: 

tection (App

luding, but 

e (section 16

ollowing oth

mation whic

dress for co

f it meets a

erence 

 for dealing

heir requests

school 

propriate L

not limited

6)’ 2016 

her school po

ch meets al

orrespondenc

all of the f

g with requ

s 

imit and 

d to, the 

olicies: 

l of the 

ce  

following 

ests for 



 

 4.

 Prov3.1.
no la
to: 

 

 

 The 3.2.

 

 

 

 

 

 

 

 Whe3.3.
work

 

 

 The 3.4.
requ

 Whe3.5.
scho
be p

 The 3.6.
anot
any 

 If, u3.7.
oblig

The app

vided that t
ater than 20

Confirm or 
school, whe
request. 
Provide th
requested i

 school will 

The school 
information
not subsequ
The inform
have been 
reasons. 
A request 
Information
The cost of
The request
The reques
consecutive
A fee notic

ere informa
king days, gi

States the 
Specifies th

 information
uested, wher

ere it is not
ool will assis
provided. 

 informatio
ther languag
information

under releva
ged to provi

propriate lim

the request 
0 working d

deny to a
ether it ho

e document
nformation.

not comply w

reasonably 
n request, ha
uently suppli
ation is no l
placed in a

for informa
n Act 2000.
f providing t
t is vexatiou
st is a repe
e working day
e was not ho

ation is, or 
ive notice to

fact. 
he exemptio

n provided t
re possible.

t possible to
st the applic

n provided 
ge that is le
n, it will do s

ant disabilit
de the infor

mit 

complies wi
days from re

any person m
lds informa

tation, if 
 

with section

requires fu
as informed
ied with tha
longer read
archive stor

ation is exe
 

the informat
us.  
eated reques
ays of the in
onoured. 

is thought 
o the applica

on in questio

to the appli

o provide the
cant by disc

will also b
egally requir
so. 

ty and discr
rmation in o

th section 2
eceipt of th

making a re
ation of the

the school 

n 3.1 of this 

urther infor
the applica

at further in
ily available
rage or is d

empt under 

tion exceeds

st from the
itial one. 

to be, exem
ant which: 

on. 

icant will be

e informatio
cussing alte

e in the la
red. If the 

rimination re
ther forms 

2 of this po
e request, c

equest for 
e descriptio

confirms 

policy where

rmation to 
nt of this re

nformation.  
as it is con

difficult to 

section 2 

s the approp

e same pers

mpt, the sc

e in the for

on in the req
rnative form

nguage in w
school is re

egulations, t
and formats

olicy, the sch
comply with 

information
on specified

that it ho

e: 

meet a fre
equirement,

ntained in f
 access for

of the Fre

priate limit. 

son made w

chool will, w

rmat that th

quested for
mats in whic

which it is 
equired to t

the school i
s, it will do s

hool will, 
its duty 

n to the 
d in the 

olds the 

edom of 
, but was 

iles that 
r similar 

edom of 

within 60 

within 20 

hey have 

mat, the 
ch it can 

held, or 
translate 

is legally 
so. 



 

 5.

 The 4.1.
the 

 Whe4.2.
requ
cost

 

 

 

 

 

 Whe4.3.
cons
pers
any 
com

Chargin

 The 5.1.
info
for 

 Char5.2.

 

 

 

 Fees5.3.

 

 

 Whe5.4.
polic
with

 The 5.5.
spen
abov

 school will 
statutorily 

en determin
uest is with
ts we reason

Determining
Locating th
Retrieving t
Extracting 
Costs relat
activities ou
be estimate

ere multiple
secutive wor
sons who app
of the req

plying with a

ng fees 

 school may
rmation fro
the school’s

rges may be

Photocopyin
Postage and
Costs direc

 
s charged w

Informing t
Communicat

ere a fee is
cy unless th
h the day on 

 school will 
nt by perso
ve. 

not comply w
imposed app

ning whether
in the appro

nably expect

g whether it
e informatio
the informat
the informa
ted to the 
utlined in se
ed at a rate 

e requests 
rking days of
pear to be a
quests is to
all of them.

y, within 20
m the schoo

s compliance

e made for d

ng 
d packaging
tly incurred

ill not excee

the person m
ting the info

s to be char
e requested
which the f

not take int
ons underta

with any fre
propriate lim

r the cost o
opriate limit
t to incur in 

t holds the i
on, or a docu
tion, or a do
ation from a 

time spent
ection 4.2 of
of £25 per 

for inform
f each othe

acting in con
o be taken 

0 working d
ol, a written

e. 

disbursemen

d as a result 

ed the total

making the r
ormation to t

rged, the sc
d fee is paid
fees notice 

to account an
aking any of

eedom of inf
mit of £450

of complying
t, the schoo
relation to:

information.
ument which
ocument whi

document c
t by any p
f this policy
person per 

mation are m
r, either by

ncert, the es
to be the 

days, give an
n notice stat

ts, such as t

of viewing i

 cost to the

equest whet
the person m

hool will not
 within a pe
is given to t

ny costs whi
f the activ

formation re
. 

with a free
ol will take 

 
h may contai
ch may cont

containing it
erson under
on behalf o
hour. 

made to th
a single per

stimated cos
total costs

n applicant 
ting that a f

the following

nformation 

e school of: 

ther we hold
making the r

t comply wit
riod of thre
he applicant

ich are attr
ities mentio

equest that 

edom of info
account onl

n the inform
tain the info
t. 
rtaking any
of the schoo

he school w
rson or by d
st of comply
s to the s

who has re
fee is to be 

g: 

d the inform
request.  

th section 3
ee months, b
t.  

ibutable to 
oned in sec

exceeds 

ormation 
y of the 

mation. 
ormation. 

y of the 
ol, are to 

ithin 60 
different 
ying with 
chool of 

equested 
charged 

mation. 

3 of this 
beginning 

the time 
ction 5.3 



 

 6.

 7.

 Whe5.6.
info
give
be d

Means b

 Whe6.1.
pref
as f

 T
o

 T
c

 T
p

Providin

 The 7.1.
reas
info

 The 7.2.

 

 

 

 The 7.3.
exam

 

 

en calculatin
rmation req

en to the ap
disregarded.

by which co

ere, on ma
ference for 
ar as is prac

The provisio
or in another

The provisio
containing th

The provisio
permanent fo

ng advice an

 school will
sonable, to 
rmation to t

 school may 

If an individ
and the for
regulations 

If a reques
request due
locate the i

If a reques
necessary f
request. 

 school will 
mples of how

Informing a
Act 2000 

Assisting an
types of inf

ng the 20th

quest, the p
plicant and 
. 

ommunicatio

aking a req
communicat

cticable, giv

n to the app
r form accep

n to the app
he informati

n to the app
orm or in an

nd assistanc

l meet its 
any person

the school.

offer advic

dual request
rmat in whic
and chargin

st has been 
e to insuffic
nformation.

st has bee
for the sch

provide as
w the schoo

an applicant

n individual 
formation av

h working d
period begin
ending with

on is to be m

quest for 
tion by any o
ve effect to 

plicant of a 
ptable to th

plicant of a 
ion. 

plicant of a
nother form 

ce 

duty to pro
n who propo

ce and assist

ts to know w
ch it is ava

ng procedure

made, but t
cient informa

n refused, 
hool to assi

sistance fo
l will provide

t of their r

in the focu
vailable with

day in which
nning the d

h the day on

made 

information
one of the f
that prefer

copy of the 
he applicant.

reasonable 

a digest, or 
acceptable 

ovide advice
oses to mak

tance in the 

what types o
ailable, as w
es. 

the school i
ation, leadin

e.g. due to
ist the indi

r each indiv
e assistance

rights under

us of their r
hin the reque

h to respon
ay on which
 which the 

n, the appl
following me
rence: 

information

opportunity 

summary of
to the appli

e and assist
ke, or has m

following ci

of informat
well as infor

s unable to 
ng to an inab

o an excess
vidual who 

vidual on a 
e include the

r the Freed

request, e.g
ested catego

nd to a fre
h the fee n
fee is recei

licant expr
eans, the sc

n in permane

y to inspect 

f the inform
icant.  

tance, as f
made, reque

ircumstance

ion the scho
rmation on t

regard it a
bility to iden

sive cost, a
has submit

case-by-cas
e following: 

dom of Info

g. by advisin
ory 

edom of 
notice is 
ived, will 

resses a 
hool will, 

ent form 

a record 

mation, in 

far as is 
ests for 

es: 

ool holds 
the fees 

as a valid 
ntify and 

and it is 
tted the 

se basis; 

ormation 

g of the 



 

 

 

 In o7.4.
follo

 

 

 

 

 

 The 7.5.
requ

 In c7.6.
the 

 

 

 Whe7.7.
acce
or r
assis

 The 7.8.
if it

Advising an 
this informa

Keeping an a

order to pro
owing good p

Make early 
of their req

Accurately 
clarification

Give consid
applicant, ta

Discuss wit
information
provide the

Remain prep
to an exemp

 school wil
uired for an 

circumstance
school will: 

Make a note
the applican
would begin

Direct the 
framing the

NB. This lis
assistance m

ere an applic
essible by ot
research, th
stance. 

 school will 
t is accessib

applicant if
ation 

applicant inf

ovide assist
practice pro

contact wit
quest. 

record a
n and handli

deration to
aking into ac

th the app
n in an alter
e information

pared to ass
ption. 

l give part
applicant w

es where an

e of the app
nt to confir

n here.  

individual t
eir request.

st is not ex
measures th

cant’s reque
ther means,
he school, a

advise the 
le by other 

f informatio

formed on t

tance as out
cedures: 

th an individ

and docume
ng of any re

o the most
ccount their

plicant whet
rnative form
n requested

sist an appli

ticular cons
ho has diffi

n applicant h

plication ove
rm and retu

o a differe

haustive and
hat are appr

est has been
, or the info
as a matter 

applicant ho
means. 

on is availab

he progress

tlined above

ual and keep

ent all cor
equest. 

t appropria
r individual c

ther they 
mat, in case
 in the mann

cant who ha

ideration to
iculty submit

has difficult

er the telep
urn – the st

nt agency t

d the schoo
opriate to t

n refused eit
ormation is 

of good pr

ow and wher

le elsewhere

 of their re

e, the schoo

p them infor

rrespondenc

ate means 
circumstance

would pref
es where it
ner originally

as had their 

o what leve
tting a writt

y submitting

hone and th
tatutory tim

hat may be 

l may decid
he case. 

ther becaus
intended fo
ractice, will 

re informati

e and how t

equest 

ol will engag

rmed of the

ce concern

of contact
es. 

fer to rece
t is not pos
y specified. 

r request de

el of assis
ten request

g a written 

hen send the
me limit for

e able to ass

de to take ad

se the inform
or future pu

provide ad

ion can be o

o access 

ge in the 

e process 

ning the 

ting the 

eive the 
ssible to 

enied due 

tance is 
. 

request, 

e note to 
r a reply 

sist with 

dditional 

mation is 
blication 
vice and 

obtained, 



 

 8.

 9.

 Whe7.9.
will 

 If t7.10.
in o
furt

 If t7.11.
follo
rem

 If a7.12.
scho

 If a7.13.
to p
agai

 If t7.14.
and 

 The 7.15.
vexa
Info

 The 7.16.
com
Info
info
fee.

 A re7.17.
and 

Publicat

 The 8.1.
spec
the 

 The 8.2.
annu

Monitor

 This9.1.
rele

ere there is
advise the a

the request 
order to id
ther advice a

the school is
owing usual 
ainder of th

any addition
ool will ensur

an applicant 
provide clarif
n. 

the school is
assistance, 

 school is n
atious or r
ormation Ac

 school is 
plying with
ormation Ac
rmation can
 

ecord will be
assistance p

tion scheme

 school will 
cifies the in
information

 publication
ual basis. 

ring and rev

s policy will
evant legislat

s an intentio
applicant of 

is not clear,
dentify and 
and assistan

s able to clea
procedure

he request.

nal clarifica
re there is n

decides not
fication, the

s under any
the school w

ot required 
repeated, a
t 2000. 

also not r
h a request
ct 2000. In
n be provide

e kept by th
provided. 

e 

meet its du
formation w

n will be avai

n scheme wi

view 

 be receive
tion, by the 

on to publish
when this p

, the school 
locate the

nce. 

arly identify
es and will 

ation is need
no delay in a

t to follow t
e school is u

y doubt that
will re-issue

 to provide 
as defined 

required to 
t exceeds 
n such case
ed free of c

he Head Tea

uty to adop
which it will 
ilable free o

ill be review

ed on an an
Head Teach

h the inform
publication is

will ask for
e relevant 

y the eleme
provide ad

ded for the
asking for fu

the school’s 
under no obl

t the applic
e it. 

assistance 
under sec

provide in
the limit 

es, the sch
charge if th

acher   in the

t and maint
publish on t

of charge or

wed and, wh

nnual basis, 
her . 

mation in the
s expected. 

 more detai
information

nts of a req
dvice and a

e remainder
urther infor

advice and 
igation to co

cant did not

where an ap
ction 14 of

formation w
outlined in

hool will con
he applicant 

e school off

tain a public
he school we
on payment

here necess

or in light 

e future, th

il from the a
n, before p

quest, it will 
assistance 

r of a requ
rmation. 

assistance a
ontact the a

t receive th

pplicant’s re
f the Free

where the 
n the Free
nsider whet
refuses to

fice of all th

cation schem
ebsite, and 
t. 

sary, update

of any cha

he school 

applicant 
providing 

respond 
for the 

uest, the 

and fails 
applicant 

e advice 

equest is 
edom of 

cost of 
edom of 
ther any 

pay the 

he advice 

me which 
whether 

ed on an 

anges to 



 

 The 9.2.  next sccheduled rreview date for tthis policyy is Apriil 2019 



 

 

Model Publication Scheme 

 

This scheme follows the model approved by the ICO and sets out the classes of information 
which we publish or intend to publish; the format in which the information will be made available 
and whether the information is available free of charge or on payment. 

1. Classes of information 

Information that is available under this scheme includes: 

 Who we are and what we do 
 What we spend and how we spend it 
 What are our priorities are and how we are doing? 
 How we make decisions 
 Our policies and procedures 
 Lists and registers 
 The services we offer 

Information which will not be made available under this scheme includes: 

 Information the disclosure of which is prevented by law, or exempt under the Freedom 
of Information Act, or is otherwise properly considered to be protected from 
disclosure.  

 Information in draft form, or notes, documents in older versions, emails or other 
correspondence.  

 Information that is no longer readily available as it is contained in files that have been 
placed in archive storage or is difficult to access for similar reasons. 
 

2. How to request information 

Requested documents under this scheme will be delivered electronically where possible, but 
paper copies can be provided by contacting the school using the below contact details. 

To enable us to process your request quickly, please mark all correspondence: 

“FREEDOM OF INFORMATION REQUEST”  

Documents can be translated under disability legislation into accessible formats where possible.    

3. Charges 

Documents contained in this scheme are free to view on the school website. 

Single paper copies are also available free of charge to parents/carers and prospective 
parents/carers of the school. 

4. Feedback 



 

 

We welcome any comments or suggestions you may have regarding this scheme. Please contact 
the governing body via the school office.  


