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Freedom of Information Act Policy

September 2024
1.       Introduction

1.1 The Freedom of Information Act 2000 (FOIA) was introduced to promote greater openness and accountability across the public sector and requires all maintained schools to be clear and proactive about the information they will make public.

1.2 As a result Sir Alexander Fleming Primary School has produced a publication scheme, setting out:
The classes of information which we publish or intend to publish;

The manner in which the information will be published; and

Whether the information is available free of charge or on payment.

1.3 The scheme covers information already published and information which is to be published in the future.  All information in our publication scheme is available in paper form, and most is available on our website for you to download and print.  Some information which we hold may not be made public, for example personal information.

1.4 This publication scheme conforms to the model scheme for schools approved by         the Information Commissioner.  

2.  The Aim of the Policy

The school aims to:

Be a place where everyone is treated with dignity, with respect and is of equal worth.

Realise a vision to develop a highly effective learning community.

Develop our key purpose in the construction, delivery and constant improvement of quality learning experiences appropriate to the needs of all our pupils. 
3. Procedure
3.1 The publication scheme states the information which we currently publish (or               have recently published) or which we will publish in the future.  This is split into categories of information known as ‘classes’. These are contained in section 6 of this scheme.  The classes of information that we undertake to make available are organised into four broad topic areas:
3.2 Organisational information
3.3 Governors’ Documents – information published in the minutes of Governors meetings and in other governing body documents.
3.4 Students & Curriculum – information about policies that relate to students and the school curriculum.
3.5 School Policies and other information related to the school – information about policies that relate to the school in general.
4. How to request information

4.1 If you require a paper version of any of the documents within the scheme, the request must be made in writing or by email, fax or letter giving clear details of the information requested.   Contact details are set out below or you can visit our website at 
https://alexanderflemingprimary.taw.org.uk
Email:  office@alexanderfleming.org.uk
Tel:      01952 327820
Contact Address:  
Sir Alexander Fleming Primary School
109 Southgate, 
Sutton Hill,

Telford, 
Shropshire, 
TF7 4HG
4.2 To help us process your request quickly, please clearly mark any correspondence “PUBLICATION SCHEME REQUEST” 

4.3 If the information you’re looking for isn’t available via the scheme and isn’t on our website, you can still contact the school to ask if we have it.
4.4 Once an FOI request is received it will be logged and passed to the relevant person for a response.  All replies will be made within 20 working days.

4.5 Appeals will be dealt with the Governing Body’s Appeals Committee.
5.   Paying for information

5.1 Information published on our website is free, although you may incur costs from       your Internet service provider.  If you don’t have Internet access, you can access our website using a local library or an Internet café.
5.2 Single copies of information covered by the publication are provided free.  If your request means that we have to do a lot of photocopying or printing, or pay a large postage charge, or is for a priced item such as some printed publications or videos, we will let you know the cost before fulfilling your request. 
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6. Classes of Information currently published
School website – this section sets out information published on the school website.
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Description

School
‘website

The contents of the school website are as follows, (other items may be included):

the name, address and telephone number of the school, and the type of school
the names of the head teacher and chair of govemors
information on the school policy on admissions
a statement of the school's ethos and values
details of any affiliations with a particular religion o religious denomination,
the religious education provided, parents' right to withdraw their child from religious
education and collective worship and the altemative provision for those pupils
+  information about the school's policy on providing for pupils with special
educational needs
« number of pupils on roll and rates of pupils’ authorised and unauthorised
absences
+  National Curriculum assessment results for appropriate Key Stages, with
national summary figures
«  the amrangements for visits to the school by prospective parents





Pupils & Curriculum Policies - This section gives access to information about policies that relate to pupils and the school curriculum.
[image: image3.png]Class

Description

Home — school

Statement of the school’s aims and values, the school’s responsibilities, the

agreement parental responsibilities and the school's expectations of ts pupils for
example homework arrangements

Curriculum Statement on following the policy for the secular curriculum subjects and

Policy religious education and schemes of work and syllabuses currently used by
the school

Relationship | Statement of policy with regard to sex and relationship education

Education

Policy

Special Tnformation about the school's policy on providing for pupils with special

Education educational needs

Needs Policy

Accessibilty | Plan for increasing participation of disabled pupils in the school's

Plans curriculum, improving the accessibility of the physical environment and
improving delivery of information to disabled pupils.

Race Equality | Statement of policy for promoting race equality

Policy

Collective Statement of arrangements for the required daily act of collective worship

Worship

Child Statement of policy for safeguarding and promoting welfare of pupils at the

Protection school.

Policy

Pupil Discipline | Statement of general principles on behaviour and discipline and of

measures taken by the head teacher to prevent bullying.





School Policies and other information related to the school - This section gives access to information about policies that relate to the school in general.
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Description

Published Published report of the last inspection of the school and the summary of
reports of the report and where appropriate inspection reports of religious education
Ofsted referring | in those schools designated as having a religious character

expressly to the

school

Post-Ofsted | A plan setting out the actions required following the last Ofsted inspection
inspection and where appropriate an action plan following inspection of religious
action plan education where the school is designated as having a religious character
Charging and | A statement of the school's policy with respect to charges and remi
Remissions | for any optional extra or board and lodging for which charges are

Policies permitted, for example school publications, music tuition, trips

School session | Details of school session and dates of school terms and holidays

times and term
dates

Health and Statement of general policy with respect to health and safety at work of

Safety Policy | employees (and others) and the organisation and arrangements for

and risk carrying out the policy

‘assessment

Complaints | Statement of procedures for dealing with complaints

procedure

Appraisal of | Statement of procedures adopted by the governing body relating to the,

Staff performance management of staff and the annual report of the head
teacher on the effectiveness of appraisal procedures

Staff Conduct, | Statement of procedure for regulating conduct and discipline of school

Discipline and | staff and procedures by which staff may seek redress for grievance

Grievance

Curriculum ‘Any statutory instruments, departmental circulars and administrative

circulars and | memoranda sent by the Department of Education and Skills to the head

statutory teacher or governing body relating to the curriculum

instruments.

Pay Policy Statement of the school's pay policy regarding teachers’ pay including
procedures for determining teachers’ grievances in relation to their pay

Staffing The school's plan for the implementation of any changes to its staffing

structure structure following statutory review

Implantation

Plan

Admissions | Statement of the School's policy on admissions

Policy

Annex A - Annex A provides a list of other documents that are held by the school

Other and are available on request

documents





7. Feedback and Complaints

7.1 We welcome any comments or suggestions you may have about the scheme. 

7.2 If you are not satisfied with the assistance that you get or if we have not been able to resolve your complaint and you feel that a formal complaint need to be made then this should be addressed to the Information Commissioner’s Office. This is the organisation that ensures compliance with the Freedom of Information Act 2000 and that deals with formal complaints. 

They can be contacted at:

The Case Reception Unit, Customer Service Team, Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF.

or

Enquiry/Information Line:  01625 545 700

E Mail:  publications@ic-foi.demon.co.uk
Website: www.informationcommissioner.gov.uk
References 

Freedom of Information Act 2000

HCC Guidance – SC004273 dated 5.1.2009

                            DfE website
8. Appeals 

We will aim to determine all appeals within 20 days of receipt. The school will maintain records of all appeals and their outcome. 
If on investigation the school’s original decision is upheld, then the school has a duty to inform the complainant of their right to appeal to the Information Commissioner’s office. 
Appeals should be made in writing to the Information Commissioner’s office. They can be contacted at: 
FOI/EIR Complaints Resolution Information Commissioner’s Office 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK95AF
Freedom of Information Publication Scheme Annex A – Further documents held by the school
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How

information
can be
obtained

« Class 1-Who we are and what we do © website Free

+_(Organisational information, structures, locations and

contacts

+ This wil be current information only

+ Who's who in the school © Website Free

« Who's who on the goveming body / board of |« Website Free

‘governors and the basis of their appointment

+ Instrument of Government / Aricles of Association |+ Hard copy, [+ Based on volume
Headteacher

+ Contact details for the Head teacher and for the |+ Website Free

‘governing body, via the school (named contacts where

possible).

« Staffing structure © Website Free

+ School session times and term dates. © Website Free

+ Address of school and contact details, including email |+ Website: Free

address.

+ Class 2- What we spond and how wo spond it |« Hard copy. Based on volume.

+(Finandial information relating 1o projected and actual

income and_expenditure, procuremen, contracts and

financial audt)

+ Current and previous financial year as a minimum

« Annual budget plan and financial statements « Hard copy, | Basedon volume
H

« Capital funding « Hard copy, |« Basedon volume
Headteacher

« Financial audit reports + Hard copy, |« Based on volume
H

+ Details of expenditure tems over £10,000 — published |+ Hard copy, [+ Based on volume

at least annually but at a more frequent quartery or six- | Headieacher

monthly interval where practical

+ Procurement and conlracts the school has entered |+ Hard copy, |+ Based on volume





[image: image6.png]into, or information relating to / a link to information held
by an organisation which has done so on ifs behalf (for
‘example, a local authority or diocese).

Headteacher

+_Pay policy

« Website

Free

« Staff allowances and expenses that can be incurred
or claimed, with totals paid to indvidual senior staff
members (Senior Leadership Team of equivalent, whose
basic aclual salary s at least £60,000 per annum) by
reference to categories.

« Hard copy,
teadteacher

Based on volume.

«Staffing, pay and grading structure. As a minimum the
pay information should include salaries for senior staff
earning over £100,000 (Senior_Leadership Team or
‘equivalent as above) in bands of £10,000; for more junior
posts, by salary range.

 Website,

Free

« Govemors' allowances that can be incurred or
dlaimed, and a record of total payments made to
individual governors.

« Hard copy,
teadteacher

Based on volume.

« Class 3 - What our priorities are and how we are
doing

« (Strategies and plans, performance indicators, audis,
inspecions and reviews)

« Currentinformation as a minimum

= School profie
And n allcases:
Performance data supplied 1o the English or
Welsh Government or to the Norther Ireland
Executive, or a directnk to the data

+  Postinspection action plan

«  The latest Ofsted / Estyn / Education and
Training Inspectorate report
~Summary
- Fullreport

« Website
. Website
. Website
. Website
. Website

« Hard copy,
teadteacher

Free
Free
Free
Free
Free

Based on volume.

« Performance management policy and procedures
‘adopted by the governing body.

 Website

Free

« Performance data or a direct link to it

« Website

Free

« The school's future plans; for example, proposals for
‘and any consultation on the future of the school, such as
‘achange in status

« Hard copy,

Based on volume.

« Safeguarding and chid protection

 Website

Free

« Class 4 How we make docisions

« (Decision making processes and records of
decisions)

Based on volume.
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= Admissions policy/decisions (not individual admission
decisions) - where applicable

Free

« Agendas and minutes of meetings of the govering
body and is committees. (NB this wil exclude information
thatis properly regarded as private to the meelings).

Based on volume.

« Class 5 Our policies and procedures

= (Current writen protocols, policies and procedures for
delivering our services and responsibiltes)

« Currentinformation only.

« Records management and personal datapolicies,
including:

« Information security policies

+ Records retention, destruction and archive
policies

+ Data_protection (including. information sharing
policies)

Website:

Free

« Charging regimes and policies.

This should include details of any statutory charging
regimes. Charging policies should include charges made
for information routinely published. They shouid clearly
state what costs are to be recovered, the basis on which
they are made and how they are calculated.

« I the school charges a fee for re-licensing the use of
datasets, it should state n its guide how this s calculated
(please see “How to complete the Guide 1o informatior’).

Website:

Free

« Class 6 - Lists and Rogistors

« Currently maintained lists and registers only (this
does ot include the attendance register).

« Curriculum circulars and statutory instruments

Hard_copy,

Based on volume.

« Disdlosure logs

Hard_copy,
teadteacher

Based on volume.

o Assetregister

Hard_copy,

Based on volume.

« Any information_the school is currently legally
required to hold in pubicly avallable registers

Hard_copy,
teadteacher

Based on volume.

« Class 7 The services we offer

«_(Information_about the services we_offer, including





[image: image8.png]leaflets, guidance and newsletters produced for the public:
‘and businesses)

« Currentinformation only.

« Extra-curicular activities

Based on volume.

« Outof school clubs.

Based on volume.

« Services for which the school i entitied to recover a
fee, logether with those fees

Based on volume.

« School publications, leaflets, books and newsletters.

Based on volume.

« Additional Information

« This will provide schools with the opportunity to
publish information that is not temised in the lists above





