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Stotement of intent

As on educotionol provider, our Trust ond the schools within it hos on obligotion to
publish o freedom of informotion stotement, outlining how we will meet our duties under

the Freedom of lnformotion Act 2000 ond ossocioted regulotions. The development ond

effective implementotion of this policg f ulfils thot requirement.

More specificollg, this polica outlines our Trust's policA ond procedures for:

The releose ond publicotion of privote doto ond public records.
¡ Providing oppliconts with odvice ond ossistonce throughout the durotion of

their requests.

It olso clorifies our position regording the oppropriote limit to the costs incurred bg the

Trust in obtoining onU requested informotion, ond on chorging fees for its provision.

1. Legolfromework

1.1. This policg has due regord to the following legislotion:

oThe United Kingdom Generol Doto Protection Regulotion (UK GDPR)
oThe Doto Protection Act 2018
oThe Freedom of lnformotion Act 2000
rThe Freedom of lnformotion ond Doto Protection (Appropriote Limit ond Fees)

Regulotion s 2OO4

'1.2 This policg olso hos due regord to guidonce including, but not limited to, the following:

. Cobinet Office (2018) 'Freedom of lnformotion Code of Proctice'

.lCO (2015)'Definition document for the governing bodies of mointoined ond other
stote-funded schools in Englcnd'

. lCO (2015)'Model publicotion scheme'
r ICO (2016)'Dutg to provide odvice ond ossistonce (section 1ó)'
.lCO (2015).'Time limits for complionce under the Freedom of lnformotion Act (section

l0)'

1.3 This policg will be viewed in conjunction with the following other Trust policies:

o Doto Protection PolicA

2. Accepting requests for informotion

2.1 The Trust will onlg occept o request for informotion which meets oll of the following

criterio:
o lt is in writing (this includes requests sent to the Trust's officiol sociol medio occounts)
o lt stotes the nome of the opplicont (not o pseudongm) ond on oddress for

correspondence

It odequotelg describes the informotion requested
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2.2 Arequest will be treoted os mode in writing if it meets oll of the following

requirements:
¡ lt is tronsmitted bg electronic meons
r lt is received in legible form
o lt is copoble of being used for subsequent reference

2,5 Where o request is submitted in o foreign longuoge, the Trust is not expected to obtoin

o tronslotion of the request, For the request to be processed, the Trust will osk the

opplicont to provide their request in English.

2.4The Trust will publish detoils of its procedures for deoling with requests for informotion
on the website, which includes the following:

o A contoct oddress ond emoil oddress
o A telephone number
o A nomed individuol to ossist oppliconts with their requests

3. Generol rights of occess to informotion held bU the Trust

5.1 Provided thot the request meets the requirements set out in section 2 of this policA,

the Trust will complg with its dutg to:

o Confirm or deng to ong person moking o request for informotion to the Trust, whether
it holds informotion of the description specified in the request.

o Provide the documentotion, if the Trust confirms thot it holds the requested
informotion,

3,2 The duties outlined in 3.'1 will be completed no loter thon 20 school dogs, or 60 working
dogs if this is shorter, from receipt of the request.

5.5 Where o fee is chorged, the timefrome within which the Trust hos to respond to the
request begins from the dog the fee is received.

5.4 The Trust will not complg with section 5.1 of this policA where:

¡The Trust reosonoblg requires further informotion to meet o freedom of informotion
request, hos informed the opplicont of this requirement, but wos not subsequentlg
supplied with thot further informotion,

¡ The informotion is no longer reodilg ovoilable os it is contoined in files thot hove been
ploced in orchive storoge or is difficult to occess for similor reosons,

¡A request for informotion is exempt under section 2 of the Freedom of lnformotion Act
(2000).

o The cost of providing the informotion exceeds the oppropriote limit.
¡ The request is vexotious.
o The request is o repeoted request from the some person mode within 60 consecutive

working dogs of the initiol one.
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. A fee notice wos not honoured.
o The requested informotion is not held bg the Trust for the purposes of the Trust's

business.

3.5 Where informotion is, or is thought to be, exempt, the Trust will, within 20 school dogs, give
notice to the opplicont which:

o Stotes thot foct.
. Specif ies the exemption in question

3,6 lf informotion folls within scope of o quolified exemption ond the Trust needs

odditionol time to consider the public interest test, the Trust mog extend the deodline. ln

most coses, the extension will exceed no more thon o further 20 school dous; however,

the octuol length of the extension will be decided on o cose-bg-cose bosis.

3.7 Where o public interest test extension is required, the Trust will write to the opplicont
to inform them of this, stoting the following informotion:

o Which exemption(s) the extension relies on ond whg
o A revised deodline for when the opplicont will receive their response

3,8 Where o deodline hos to be f urther extended, the Trust will write to the opplicont ogoin,
stoting the informotion outlined in 3.7,

3.9 Requests for informotion thot is not recorded bg the Trust (e.9. requests for
explonotions, clorificotion of policg ond comments on the Trust's business) will not be
considered volid requests, ln these coses, the opplicont will be provided with on
explonotion of whg their request will not be treoted under the Freedom of lnformotion
Act 2000 ond the Trust will respond to the opplicont through other chonnels os

oppropriote.

3.10 The informotion provided to the opplicont will be in the formot thot theg hove
requested, where possible.

5.11 Where it is not possible to provide the informotion in the requested formot, the Trust
will ossist the opplicont bg discussing olternotive formots in which it con be provided.

3.12fhe informotion provided will olso be in the longuoge in which it is held, or onother
longuoge thot is legollg required.

3,13|f , under relevont disobilitg ond discriminotion regulotions, the Trust is legollg obliged
to provide the informotion in other forms ond formots, it will do so.

3,14 ln some coses, o request mog be deolt with under more thon one occess regime, e.g.

if the request involves both informotion obout the Trust ond personol informotion, it will
be deolt with under the Freedom of lnformotion Act 2000 ond the Doto Protection Act
2018.
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5.15 Stoff ore mode owore thot it is o criminol offence to olter, defoce, block, erose,

destrog or conceol ong informotion held bg the Trust with the intention of preventing

disclosure following o request.

4. The oppropriote limit

4.i The Trust will not complg with ong freedom of informotion request thot exceeds the
stotutorilg imposed oppropriote limit of Ê450.

4.2 When determining whether the cost of complging with o freedom of informotion
request is within the oppropriote limit, the Trust will toke occount onlg of the costs we

reosonoblg expect to incur in relation to:

r Determining whether it holds the informotion,
¡ Locoting the informotion, or o document which mog contoin the informotion.
r Retrieving the informotion, or o document which moU contoin the informotion.
o Extrocting the informotion from o document contoining it.
o Costs reloted to the time spent bg ong person undertoking onU of the octivities outlined

in section 4.2 of this policg on beholf of the Trust, ore to be estimoted ot o rote of Ê25
per person per hour,

4.5 The Trust is not required to seorch for informotion in scope of o request until it is within

the cost limit.

4.4 lf responding to one port of o request would exceed the cost limit, the Trust does not
hove to respond to ong other ports of the request.

4.5 Where multiple requests for informotion ore mode to the Trust within ó0 consecutive
working dogs of eoch other, either bg o single person or bg different persons who oppeor
to be octing in concert, the estimoted cost of complging with ong of the requests is to be

token to be the totol costs to the Trust of complging with oll of them.

5. Chorging fees

5.1 The Trust mog, within 20 school dogs, give on opplicont who hcs requested informotion
from the Trust, o written notice stoting thot o fee is to be chorged for the Trust's

complionce.

5.2 Chorges moU be mode for disbursements, such os the following:

o Production expenses, e.g. printing ond photocopging
oTronsmission costs, e.g. postoge
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. ComplUing with the opplicont's preferences obout the formot in which theg would like

to receive the informotion, e.g, sconning to o CD

5.3 Fees chorged will not exceed the totol cost to the Trust of:

o lnforming the person moking the request whether we hold the informotion
o Communicoting the informotion to the person moking the request

5.4 Where o fee is to be chorged, the Trust will not complg with section 3 of this polica

unless the requested fee is poid within o period of three months, beginning with the dog

on which the fees notice is given to the opplicont.

5.5 Where o fee is poid bg cheque, the Trust hos the right to woit until the cheque is cleored

before commencing work.

5.6 Once o fee is received, the Trust will inform the opplicont of the revised response

deodline, i.e. on odditionol 20 school dogs (or 60 working doUs).

5.7 Where the Trust hos underestimoted the cost to be chorged to on opplicont, o second

fees notice will not be issued, insteod, the Trust will beor the odditionol costs,

5.8 The Trust will not toke into occount ong costs which ore ottributoble to the time spent
bg persons undertoking onU of the octivities mentioned in section 5.3 obove.

5.9 When colculoting the 20th school dog in which to respond to o freedom of informotion
request, the period beginning the dog on which the fee notice is given to the opplicont
ond ending with the dog on which the fee is received will be disregorded.

6. Meons of communicotion

6.1 Where, on moking o request for informotion, the opplicont expresses o preference for
communicotion bg onU one of the following meons, the Trust will, os for os is procticoble,
give effect to thot preference:

. The provision to the opplicont of o copg of the informotion in permonent form or in
onother form occeptoble to the opplicont.

. The provision to the opplicont of o reosonoble opportunitg to inspect o record
contoining the informotion.

. The provision to the opplicont of o digest, or summorg of the informotion, in permonent
form or in onother form occeptoble to the opplicont.

6.2 Where o preference is not stoted bg the opplicont, the Trust will communicote bg ong

meons which ore reosonoble under the circumstonces. For exomple, where on opplicont
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uses Twitter to moke o request, the Trust mou respond vio on olternotive medium os

Twitter restricts the length of o response,

7. Providing odvice ond ossistonce

7.1 The Trust will meet its dutg to provide odvice ond ossistonce, os for os is reosonoble,

to ong person who proposes to moke, or hos mode, requests for informotion to the Trust,

7.2The Trust mog offer odvice ond ossistonce in the following circumstonces:

o lf on individuol requests to know whot tgpes of informotion the Trust holds ond the
formot in which it is ovoiloble, os well os informotion on the fees regulotions ond
chorging procedures.

.lf o request hos been mode, but the Trust is unoble to regord it os o volid request due
to insufficient informotion, leoding to on inobilitg to identifg ond locote the informotion

o lf o request hos been refused, e.g. due to on excessive cost, ond it is necessorg for the
Trust to ossist the individuol who hos submitted the request.

7.3 The Trust will provide ossistonce for eoch individuol on o cose-bg-cose bosis; exomples

of how the Trust will provide ossistonce include the following:

o lnforming on opplicont of their rights under the Freedom of lnformotion Act 2000
o Assisting on individuol in the focus of their request, e.g. bU odvising of the tgpes of

informotion ovoiloble within the requested cotegorg
o Advising on opplicont if informotion is ovoiloble elsewhere ond how to occess this

informotion
o Keeping on opplicont informed on the progress of their request

7.4\Nhere the Trust wishes to osk o different public outhoritg to deol with o request bg

tronsferring it to them, this will onlg be done with the ogreement of the opplicont.

7.5 ln order to provide ossistonce os outlined obove, the Trust will engoge in the following
good proctice procedures:

. Moke eorlg contoct with on individuol ond keep them informed of the process of their
request.

¡Accurotelg record ond document oll correspondence concerning the clorificotion ond
hondling of ong request.

o Give considerotion to the most oppropriote meons of contocting the opplicont, toking
into occount their individuol circumstonces,

o Discuss with the opplicont whether theg would prefer to receive the informotion in on
olternotive formot, in coses where it is not possible to provide the informotion
requested in the monner originollg specified.

¡ Remoin prepored to ossist on opplicont who hos hod their request denied due to on
exemption.
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7,6The Trust will give porticulor considerotion to whot level of ossistonce is required for
on opplicont who hos difficultg submitting o written request,

7.7 ln circumstonces where on opplicont hos difficultg submitting o written request, the

Trust will:

. Moke o note of the opplicotion over the telephone ond then send the note to the
opplicont to confirm ond return - the stotutorg time limit for o replg would begin here.

o Direct the individuol to o different ogencu thot mog be oble to ossist with

froming their request.

NB. This list is not exhoustive, ond the Trust mog decide to toke odditionol ossistonce meosures

thot ore oppropriote to the cose.

7.8 Where on opplicont's request hos been refused either becouse the informotion is

occessible bg other meons, or the informotion is intended for future publicotion or
reseorch, the Trust, os o motter of good proctice, will provide odvice ond ossistonce.

7.9 The Trust will odvise the opplicont how ond where informotion con be obtoined, if it is
occessible bg other meons.

7.10 Where there is on intention to publish the informotion in the future, the Trust will

odvise the opplicont of when this publicotion is expected.

7.'11 lf the request is not cleor, the Trust will osk for more detoil from the opplicont in order
to identifg ond locote the relevont informotion, before providing further odvice ond
ossistonce.

7 .12|f the Trust believes the opplicont hos not provided their reo I nome, the Trust will inf orm
the opplicont thot the request will not be responded to until further informotion is received
from the opplicont.

7.13|f the Trust is oble to cleorlg identif g the elements of o request, it will respond following
usuol procedures ond will provide odvice ond ossistonce for the remoinder of the request.

7.14|f ong odditionol clorificotion is needed for the remoinder of o request, the Trust will

ensure there is no delog in osking for further informotion.

7.15 Appliconts ore given two months to provide onu requested clorificotion. lf on

opplicont decides not to follow the Trust's odvice ond ossistonce ond foils to provide

clorificotion, the Trust is under no obligotion to contoct the opplicont ogoin.

7.16 lf the Trust is under ong doubt thot the opplicont did not receive the odvice ond
ossistonce, the Trust will re-issue it.

7.17 The Trust is not required to provide ossistonce where cn opplicont's request is

vexotious or repeoted, os defined under section 14 of the Freedom of lnformotion Act
2000.
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7.18 Where the Trust hos olreodg sent o refusol request in relotion to o previous vexotious

request, the Trust is not obliged to send onother notice for future vexotious requests.

7.19 An ongoing evidence log is kept, recording relevont correspondence or behoviour

thot hos been token into occount when o request hos been clossed os vexotious.

7.2Ofhe Trust is not required to provide informotion where the cost of complging with o

request exceeds the limit outlined in the Freedom of Informotion Act 2000. ln such coses,

the Trust will firstlg provide the opplicont with odvice ond ossistonce to help them refrome

or refocus their request with o view of brining it within the cost limit. Then the Trust will

consider whether ong informotion con be provided free of chorge if the opplicont refuses

to pog the fee,

7.211f o request is refined, it will be treoted os o new request.

7.22 A record will be kept bU the Trust of oll the odvice ond ossistonce provided.

8. Consultotion with third porties

8.1 The Trust mog need to consult third porties obout informotion held in scope of o
request to consider whether it would be suitoble to disclose the informotion. Situotions

where third porties moU need to be consulted include the following:

.When requests relote to persons or bodies who ore not the opplicont and/or the Trust

.When the disclosure of informotion is likelg to offect the interests of persons or bodies
who ore not the opplicont or the Trust

9.2 The Trust will consider if o third portg needs to be directlg consulted obout o request,

porticulorlg, if there ore controctuol obligotions thot require consultotion before

informotion is disclosed,

8.3 Third porties will olso be consulted where the Trust is proposing to disclose informotion

reloting to them or informotion thot is likelg to offect their business or privote interests.

8.4 The views of third porties will be given oppropriote weighting when deciding how to
respond to o request. For exomple, if the third portg creoted or provided the informotion,

theg mog hove o better understonding of its sensitivitg.

8.5 lt is ultimotelg the Trust's decision os to whether informotion in scope of o request will

be releosed following ong relevont consultotion.

8.6 Where the Trust decides to releose informotion following consultotion with o third

portg, the third portu will be informed in odvonce thot the informotion is going to be

disclosed.

8.7 Where the Trust intends to releose informotion thot relotes to o lorge number of third

porties, the Trust will consider whether it would be more oppropriote to contoct o
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representotive orgonisotion who con express views on beholf of the third porties, rother

thon contocting eoch portg individuollg. lf no representotive orgonisotion exists, the Trust

mog olso consider onlg notif ging or consulting o somple of the third porties reloting to the

disclosure.

B.B Decisions mode in line with 8,7 will be mode on o cose-bg-cose bosis.

9. lnternol reviews

9.1 When responding to requests for informotion, the detoils of the Trust's internol review

process will be set out, including informotion obout how oppliconts con request on internol

review. Appliconts will olso be informed of their right to comploin to the ICO if theg ore

still dissotisfied following the outcome of the Trust's internol review.

9.2 Requests for on internol review should be mode in writing to the Trust.

9.3 For o request for on internol review to be occepted, it must be mode within 40 school

dogs from the dote the Trust issued on initiol response to the request.

9.4 Upon receipt of on opplicotion, the Trust will ocknowledge on opplicotion ond inform
the opplicont of the intended response dote. Responses will usuollg be delivered within 20

school dogs of receipt of the opplicotion.

9.5 lf on internol review is complex, requires consultotion with third porties or the relevont

informotion is of high volume, the Trust mog need to extend the usuol response timefrome.
ln these coses, the Trust will inform the opplicont ond provide on olternotive response

dote, ln most coses, the extension will exceed no more thon o further 20 school dous;

however, the octuol length of the extension will be decided on o cose-bg-cose bosis.

9.6 Where clorificotion is needed from on opplicont regording the review, the normol

response period will not begin until clorificotion is received.

9.7 Wherever possible, the review will be undertoken bg o different member of stoff thon

the person who took the originol decision.

9,8 During o review, the Trust will evoluote the hondling of the request; porticulor ottention
will be poid to concerns roised bg the opplicont.

9.9 The opplicont will be informed of the outcome of the review ond o record will be kept

of such reviews ond the finol decision thot is mode.

9.10 lf the outcome of the review is to disclose informotion thot wos previouslg withheld,

the informotion will be provided to the opplicont ot the some time theg ore informed of the

response to the review, where possible. lf this is not possible, the opplicont will be informed
of when the informotion will be provided.
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9.11 Within the response to o review, the opplicont will be informed ogoin of their right to

comploin to the lCO.

1O. Publicotion scheme

10.1 The Trust will meet its dutg to odopt ond mointoin o publicotion scheme which specifies

the informotion which it will publish on the Trust's website, ond whether the informotion

will be ovoiloble free of chorge or on pogment.

'10.2 The publicotion scheme will be reviewed ond, where necessorU, updoted on everU

two Ueors,

Controcts ond outsourced services

10.5 The Trust will moke cleor whot informotion is held bg third portg controctors on beholf

of the Trust.

10.4 Where o controctor holds informotion reloting to o controct held with the Trust on

beholf of the Trust, this informotion is considered in the some woU os informotion held bg

o public outhoritg ond so is subject to the Freedom of lnformotion Act 2000.

10.5 When entering into o controct, the Trust ond controctor will ogree whot informotion
the Trust will consider to be held bg the controctor on beholf of the Trust, this will be

indicoted in the controct.

10.6 Appropriote orrongements will be put in ploce for the Trust to goin occess to
informotion held bg the controctor on the Trust's beholf, in the event thot o freedom of
informotion request is mode. These orrongements will be set out in o controct, ond will

cover oreos including the following:

¡ How ond when the controctor should be opprooched for informotion ond who the
points of contoct ore

r How quicklg informotion should be provided to the Trust
o How ong disogreement obout disclosure between the Trust ond controctor will be

oddressed
r How requests for internol reviews ond oppeols to the ICO will be monoged
o The controctor's responsibilitg for mointoining record keeping sgstems in relotion to the

informotion theu hold on beholf of the Trust
o The circumstonces under which the Trust must consult with the controctor obout

disclosure ond the process for doing so
o The tupes of informotion which should not be disclosed ond the reosons for this

confidentiolitg, where oppropriote

10.7 ln some situotions, the Trust mog offer or occept confidentiolitg orrongements thot
ore not set out within o controct with o third portg. The Trust ond the third portg will both

be owore of the legol limits ploced on the enforceobilitg of expectotions of confidentiolitg
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ond the public interesl in tronsporencu.

10,8 Such expectotions outlined in 11.5 will onlg be creoted where it is oppropriote to do

so.

10.9 Controctors must complg with requests f rom the Trust for occess to informotion theg

hold on beholf of the Trust.

10,10 Requests for informotion held bg o controctor on beholf of the Trust will be responded to
bg the Trust, lf o controctor receives o request, this will be possed onto the Trust for
considerotion,

Monitoring ond Review
10,11 This policA will be reviewed everu two geors, or in light of ong chonges to relevont
legislotion, bg the Trust.
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Appendix 1

Model Publicotion Scheme

This scheme follows the model opproved bg the ICO ond sets out the closses of
informotion thot we publish or intend to publish, the formot in which the informotion will

be mode ovoiloble ond whether the informotion is ovoiloble free of chorge or upon

pogment,

Where informotion is held, olong with oll ossocioted chorges, con be found in our'Guide
to informotion'

1. Closses of informotion

lnformotion thot is ovoiloble under this scheme includes:

Who we ore ond whot we do: Orgonisotionol informotion, locotions ond
contocts, informotion on constitutionol ond legol governonce.

Whqt we spend ond how we spend it: Finonciol informotion reloting to
projected ond octuol income ond expenditure, tendering, procurement ond
controcts.
Whot our priorities ore ond how we ore doing: Strotegg ond
performonce informotion, plons, ossessments, inspections ond reviews,
How we moke decisions: Polica proposols ond decisions, decision-
moking processes, internol criterio ond procedures, consultotions.
Our policies ond procedures: Current written protocols for delivering our
functions ond responsibilities.

Lists ond registers: lnformotion held in registers required bg low ond other
lists ond registers reloting to the functions of the Trust.
The services we offer: Advice ond guidonce, booklets ond leoflets,
tronsoctions ond medio releoses.

lnformotion which will not be mode ovoiloble under this scheme includes:

¡ Informotion the disclosure of which is prevented bg low, or exempt under the
Freedom of lnformotion Act 2000, or is otherwise properlg considered to be
protected from disclosure.

. lnformotion in droft form or notes, documents in older versions, emoils or other
correspondence.

. lnformotion thot is no longer reodilg ovoiloble os it is contoined in files thot hove
been ploced in orchive storoge or is difficult to occess for similor reosons.

2. How informotion published under this scheme will be mode ovoiloble

lnformotion covered bg this scheme will, os for os possible, be published on the Trust
ond its School Websites. Where this is improcticoble, or gou do not wish to occess the

a
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informotion vio the websites, informotion covered bg this scheme con olso be obtoined

bg contocting our DPO ot: office@thesucomoretrust.co,uk

Requested informotion under this scheme will be delivered electronicollg, but poper

copies con olso be provided.

lnformotion will be provided in the longuoge in which it is held or in such other
longuoge(s) thot is legollg required. Where we ore legollg required to tronslote onU

informotion, we will do so. lnformotion con be tronsloted into occessible formots where

possible.

To enoble us to process Uour request quicklg, pleose mork correspondence:

*PUBLtCAT|ON SCHEME INFORMATION REQUEST"

3. Freedom of informotion requests

lnformotion thot is not covered bg this scheme con be requested in writing, where its
provision will be considered under the Freedom of lnformotion Act 2000,

To enoble us to process freedom of informotion requests within stotutorg timefromes,
pleose mork oll correspondence:

'FREEDOM OF TNFORMATTON RE9UEST"

4. Chorges

lnformotion contoined in this scheme is free to view on the Trust or school websites

Where poper copies of the informotion covered bg this scheme ore requested, o smoll
chorge mog be mode to cover disbursements incurred such os:

¡ Photocopging.
. Postoge ond pockoging.
. The costs directlg incurred os o result of viewing informotion

Where o chorge is to be mode, confirmotion of the pogment due will be given before
the informotion is provided. Pogment mog be requested prior to provision of the

informotion.

Some informotion/poper copies ore also ovoiloble free of chorge to porents ond
prospective porents of the Trust.

5. Feedbock

We welcome onU comments or suggestions gou mog hove regording this scheme.

Pleose contoct the trust ot office@thesucomoretrust.co.uk.

Ê
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Appendix 2

Hard copy orwebsite €Our organisational information, structures, locations and
contacts

Schoolwebsites FreeWho's who in the School

Trust/School websites FreeWho's who on the governing board, and the basis of their
appointment

Trust/School websites FreeArticles of Association

Schoolwebsites FreeContact details for the headteacher

Trust/School websites FreeContact details for the governing board

Schoolwebsites FreeThe school prospectus

Trust website FreeThe school's annual report

Schoolwebsites FreeThe school's staffing structure

Schoolwebsites FreeSchool session times and term dates

Schoolwebsites FreeThe school's address

Schoolwebsites FreeThe school's contact details

FreeSchoolwebsitesThe school's email address

Schoolwebsites FreeThe schoolwebsite

Schoolwebsites FreeThe names of key personnel

Hard copy orwebsite Ê
Our financial information concerning the school's projected and

actual income and expenditure, procurement, contracts and
financial audit - including the current and previous financial year

Trust website FreeAnnual budget plan and financial statements

ïrust website FreeCapitalfunding

FreeTrust websiteFinancial audit reports

Copy/postageHard copy
Details of expenditure items over €5000 including costs, supplier
and transaction information. [Published at least annually but
ideally quarterly or six-monthly where practical.l

Copy/postageHard copy

Procurement and contracts the school has entered into, or
information relating to information held by an organisation which
has entered into procurement or contracts on the school's behalf,
for example, the LA

FreeTrust websiteThe pay policy

Copy/postage

Hard copy
Staff allowances and expenses that can be incurred or claimed,
with totals paid to individual senior staff members by reference to
categories

Copy/postageHard copyThe staffing, pay and grading structure

Copy/postageHard copyGovernors' allowances that can be incurred or claimed, and a
record of total payments made to individual governors

lnformation to be published How the information
can be obtained

Class 1: Who we are and what we do

Cost

Class 2: What we spend and how we spend it



Our and plans, performance indicators, audits,
inspections and reviews

Hard copy or website €

The school profile Schoolweþsites Free

Performance data supplied to the government Schoolwebsites
Free

The latest Ofsted summary Schoolwebsites Free

The latest Ofsted full report Schoolwebsites Free

The latest post-inspection action plan Hard copy Copy/postage

The performance management policy and procedures Trust website Free

The latest performance data Website Free

The school's future plans Hard copy Copy/postage

The safeguarding and child protection policies and procedures

Our decision-making processes and records of the decision we
have made - including the current year and the previous three

years

Trust/school websites

Hard copy orwebsite

Free

Ê

Admissions policy Schoolwebsites Free

lnformation pertaining to admissions decisions [Not individual
admission decisions.l Schoolwebsites Free

The governing board and its committees' agendas and meeting
minutes flhis excludes information that is regarded as
private to the meetings.l

Our current written protocols, policies and procedures for
delivering our services and responsibilities

Hard copy

Hard copy or website

Copy/postage

Ê

Charging and remissions policy Schoolwebsites Free

Behaviour policy Schoolwebsites Free

Sex education policy Schoolwebsites Free

Special educational needs (SEN) - SEN information report Schoolwebsites Free

Data protection policy Schoolwebsites Free

Health and safety policy Trust/school websites Free

Adm issions arrangements Schoolwebsites Free

Accessibility plan Schoolwebsites Free

Complaints procedure statement ïrust/school website Free

Freedom of information procedures Trustischool website Free

Trustee and committee meeting minutes, and papers considered
at meetings (excluding information private to the meeting)

Hard copy Copy/postage



Premises management documents Viewing only Free

Equality information and objectives statement for publication Schoolwebsites Free

Staff discipline, conduct and grievance (procedures for
addressing)

Hard copy Copy/postage

Child protection policy and procedures Trust/school websites Free

Early years foundation stage (EYFS) policy and procedures Schoolwebsites Free

Statement of procedures for dealing with allegations of aþuse
against staff

Schoolwebsites Free

Supporting pupils with medical conditions policy Schoolwebsites Free

Any records management and personal data policies and
procedures held in addition to the data protection policy and FOI
procedures, including:

. lnformation security policies
o Records retention, destruction and archive policies
o lnformation sharing policies

Trust/school websites Free

Charging regimes and policies

Our currently maintained lists and registers - this does not
include our attendance registers

Schoolwebsites

Hard copy or website
(Some information may

only be available by
inspection)

Free

Ê

Curriculum circulars and statutory instruments Schoolwebsites Free

Disclosure logs Viewing only Free

Asset register Viewing only Free

Any information the school is currently legally required to hold in
publicly available registers

lnformation about the services we offer including, leaflets,
guidance and newsletters produced for the public and businesses

- current information only

School websites/hard
copy

Hard copy or website
(Some information may

only be available by
inspection)

Free

Ê

Extra-cu rricu la r activities Website/Hard Copy Free

Out of school clubs Website/Hard Copy Free

Services for which the school is entitled to recover a fee (and
details of the fees) Schoolwebsites Free

School publications, leaflets, books and newsletters Website/Hard Copy Free



Appendix 3
Schedule of charges

This schedule of charges provides a breakdown of how we have determined our charges.

The actual cost incurred by the
school/Trust

Photocopying/printing charged at 5p per
sheet (black and white)

The actual cost incurred by the
school/Trust

Photocopying/printing charged at 8p per
sheet (colour)Disbursement cost

Postage (current postage rate)
Actual costs of Royal Mail
standard 2nd class

Statutory fee Current fee
ln accordance with the relevant
legislation

Other

Type of charge Description Basis of charge


