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1. ICO Model Publication Scheme
Freedom of Information Act

This publication scheme commits an authority to make information available to the public as part of
its normal business activities. The information covered is included in the classes of information
mentioned below, where this information is held by the authority. Additional assistance is provided
to the definition of these classes in sector specific guidance manuals issued by the Information
Commissioner.

The scheme commits an authority:

e To proactively publish or otherwise make available as a matter of routine, information,
including environmental information, which is held by the authority and falls within the
classifications below.

o To specify the information which is held by the authority and falls within the classifications
below.

e To proactively publish or otherwise make available as a matter of routine, information in line
with the statements contained within this scheme.

e To produce and publish the methods by which the specific information is made routinely
available so that it can be easily identified and accessed by members of the public.

e To review and update on a regular basis the information the authority makes available
under this scheme.

e To produce a schedule of any fees charged for access to information which is made
proactively available.

e To make this publication scheme available to the public.

e To publish any dataset held by the authority that has been requested, and any updated
versions it holds, unless the authority is satisfied that it is not appropriate to do so; to
publish the dataset, where reasonably practicable, in an electronic form that is capable of
re-use; and, if any information in the dataset is a relevant copyright work and the public
authority is the only owner, to make the information available for re-use under the terms of
the Re-use of Public Sector Information Regulations 2015, if they apply, and otherwise
under the terms of the Freedom of Information Act section 19. The term ‘dataset’ is defined
in section 11(5) of the Freedom of Information Act. The term ‘relevant copyright work’ is
defined in section 19(8) of that Act.

Classes of information

Who we are and what we do.

Organisational information, locations and contacts, constitutional and legal governance.

What we spend and how we spend it.

Financial information relating to projected and actual income and expenditure, tendering,
procurement and contracts.

What our priorities are and how we are doing.

Strategy and performance information, plans, assessments, inspections and reviews.

How we make decisions.

Policy proposals and decisions. Decision making processes, internal criteria and procedures,
consultations.

Our policies and procedures.

Current written protocols for delivering our functions and responsibilities.

Lists and registers.

Information held in registers required by law and other lists and registers relating to the functions of
the authority.

The services we offer.

Advice and guidance, booklets and leaflets, transactions and media releases. A description of the
services offered.



The classes of information will not generally include:

¢ 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.

¢ 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.

The method by which information published under this scheme will be made available

The authority will indicate clearly to the public what information is covered by this scheme and how
it can be obtained.

Where it is within the capability of a public authority, information will be provided on a website.
Where it is impracticable to make information available on a website or when an individual does
not wish to access the information by the website, a public authority will indicate how information
can be obtained by other means and provide it by those means.

In exceptional circumstances some information may be available only by viewing in person. Where
this manner is specified, contact details will be provided. An appointment to view the information
will be arranged within a reasonable timescale.

Information will be provided in the language in which it is held or in such other language that is
legally required. Where an authority is legally required to translate any information, it will do so.

Obligations under disability and discrimination legislation and any other legislation to provide
information in other forms and formats will be adhered to when providing information in accordance
with this scheme.

Charges which may be made for information published under this scheme

The purpose of this scheme is to make the maximum amount of information readily available at
minimum inconvenience and cost to the public. Charges made by the authority for routinely
published material will be justified and transparent and kept to a minimum.

Material which is published and accessed on a website will be provided free of charge.
Charges may be made for information subject to a charging regime specified by Parliament.

Charges may be made for actual disbursements incurred such as:
e photocopying
e postage and packaging
o the costs directly incurred as a result of viewing information

Charges may also be made for information provided under this scheme where they are legally
authorised, they are in all the circumstances, including the general principles of the right of access
to information held by public authorities, justified and are in accordance with a published schedule
or schedules of fees which is readily available to the public.

Charges may also be made for making datasets (or parts of datasets) that are relevant copyright
works available for re-use. These charges will be in accordance with the terms of the Re-use of
Public Sector Information Regulations 2015, where they apply, or with regulations made under
section 11B of the Freedom of Information Act, or with other statutory powers of the public
authority.



If a charge is to be made, confirmation of the payment due will be given before the information is
provided. Payment may be requested prior to provision of the information.

Written requests

Information held by a public authority that is not published under this scheme can be requested in
writing, when its provision will be considered in accordance with the provisions of the Freedom of
Information Act.



2. Freedom of Information request process

Clarification: The Freedom of Information Act 2000 (FOIA) is different legislation from the General
Data Protection Regulation (GDPR). FOIA practice has not changed as a result of the introduction
of GDPR on 25" May 2018. Please see the Trust’s Data Protection Policy for further guidance.

The FOIA provides public access to information held by public authorities such as schools. The
schools within The Brickfields Multi Academy Trust are committed to meeting the two main
obligations within this act of;

e Proactively publishing information about the activities undertaken by the organisation
¢ Responding to requests for information from members of the public

Copies of reference documents, such as policy statements and procedural guidance will be provided
free of charge or as published in our Publications Scheme, which is listed below.

Where possible we aim to publish information to our school websites however there may be
information held that it not practicable to publish online, including;

¢ Information held only in hard copy
o Very large files
e Large or fragile documents that would be difficult to copy

A valid request must:
e Bein writing (e.g. in a letter, an email or on a social networking site)
e Include the requester's real name or the name of the person or organisation they're acting
on behalf of
e Include an address for correspondence (e.g. a residential or work postal or email address)
o Describe the information requested, even if this description is broad or unclear

Where the request is not valid, advice and guidance will be given, this will:
o Confirm the request has been received
e Provide an opportunity to:
o Clarify the request (if needed)
o Advise if we are using different legislation (if applicable, see below)
o Charge a fee (see the section ‘Charging’ below)
The request will be dealt with when the clarification is received.

In exceptional circumstances, we may have grounds to require verification of identity where:
e It's clear the requester is using a pseudonym; or
e There are legitimate grounds for refusing the request and we suspect the requester is trying
to avoid this happening

An entire request for information made under the FOIA could be refused in the following
circumstances;

¢ It would cost too much or take staff too much time to deal with the request
e The request is vexatious
o The request repeats a previous request from the same person

We may be unable to provide the information you request for any of the following reasons:
e We do not hold the information
o We are applying an exemption to the disclosure (see below)
e It would cost the School more than £450.00 to confirm we hold the information or to provide
the information (this figure is set by Government and is based on the work exceeding 18.5
man hours to gather the information).



In some circumstances we may withhold the information you have requested under one of the
exemptions applicable under the legislation. A number of exemptions to the FOIA exist.

If the exemption is qualified, we will carry out a 'public interest test', which is to determine whether
the public interest in applying the exemption outweighs the public interest in disclosure.

Absolute exemptions include requests for information:
o That is already reasonably accessible
e In court records
e That includes personal data of living third parties where there's no lawful basis identifiable
to share it
e Given by someone else where disclosure could lead to a breach of confidence

Qualified exemptions include requests for information:

Intended for future publication

Related to criminal investigations

That could prejudice law enforcement activities

That could endanger anyone's physical or mental health or safety
Covered by legal professional privilege

That could prejudice commercial interests

If we are unable to provide the information, we will do all we can to advise you as to how you might
obtain the information elsewhere or in a different way to keep the cost down.

The FOIA does not give people access to their personal data. If a member of the public wishes to
view information that a public authority holds about him/her, he/she should make a Subject Access
Request under the GDPR. Parents may also be able to make a Subject Access Request on behalf
of their children.

If you do not accept our reasons for declining to disclose the information requested you should
write to the Data Protection Officer in the first instance. If you are not happy with their response,
you may wish to contact the Information Commissioner at:

The Information Commissioners Office

Telephone 01625 545700 — Helpline is open from 9am to 5pm, Monday to Friday
Fax 01625 524510

Email mail@ico.gsi.gov.uk

Whilst we will aim to provide most information free of charge, we may charge a fee for
photocopying/printing/faxing/postage of longer documents where the required information is not
listed in our Publications Scheme as being available either free of charge or at a stated charge. If
you ask for information in an expensive alternative format, we may charge for this, subject to
legislation, such as the Disabilities Discrimination Act. (See ‘Charges’ below).

If we intend to charge for the provision of information, we will tell you in advance what the charge
will be and will provide the information when we receive payment. The time allowed for us to provide
the information (20 school days, or 60 working days if sooner) does not include the time taken to
clarify the request or period between issuing of the fees notice and the receipt of the payment.

If fees are not received within 3 months of issuing the notice, we are no longer obligated to comply
with the request.


https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/choosing-your-lawful-basis/
mailto:mail@ico.gsi.gov.uk

Charges

The general charge for photocopying, printing and faxing or emailing information as an attachment
is 15p per sheet for black and white copies and 25p per sheet for colour copies. Postage charges
will be at the appropriate rate. For more substantial items, the fee charged depends on whether we
estimate that it would cost more or less than £450.00 to provide the information.

In the vast majority of cases the cost will be under £450.00 and we will then charge only for
photocopying, printing, faxing and postage. We may also charge for any work required to put the
information into the required format, which could involve, for example:

e summarising the information;

e putting the information onto CD, video or audio cassette;

We will not normally charge for providing information in an alternative format where this is requested
on grounds of disability.



Information to be published
Model: EPHA FOI Act schools model publication scheme
ICO model publication scheme, Classes of Information, version 1.2

How the information can
be obtained

Cost

Class 1 - Who we are and what we do
Organisational information, structures, locations and contacts
(this will be current information only)

Hard Copy & Website

Who’s who in the school

Hard Copy & Website

Disbursement

Who'’s who on the board of trustees and the basis of their appointment

Hard Copy

Disbursement

Articles of Association and Scheme of Delegation

Hard Copy & Website

Disbursement

Contact details for the Head teacher and for the board of trustees (named contacts where Hard Copy & Website Free
possible with telephone number and email address (if used))

School prospectus Hard Copy & Website Free
Staffing structure Hard Copy Free
School session times and term dates Hard Copy & Website Free
Address of school and contact details, including email address Website Free

Class 2 — What we spend and how we spend it

Financial information relating to projected and actual income and expenditure, procurement,
contracts and financial audit

(Current and previous financial year)

(hard copy and/or website)

Annual budget plan and financial statements Hard Copy Disbursement
Capital funding Hard Copy Disbursement
Financial audit reports Hard Copy Disbursement
Procurement and projects Hard Copy Disbursement

Pay policy

Hard Copy and website

Disbursement

Staffing, pay and grading structure

Hard Copy

Disbursement

Trustee allowances and a record of total payments made to individual trustees

Hard Copy

Disbursement




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

(Strategies and plans, performance indicators, audits, inspections and reviews)
(Current information)

(hard copy or website)

School profile
¢ Government supplied performance data
o The latest Ofsted report

Hard copy & website

Disbursement

Schools future plans; for example, proposals relating to the future of the school, such as a Hard copy Disbursement
change in status

Class 4 — How we make decisions Hard copy

Decision making processes and records of decisions

(Current and previous three years)

Admissions policy (not individual admission decisions) Website Free
Agendas and Minutes of meetings of meetings of the board of trustees and its sub- Hard copy Disbursement

committees NB this will exclude information that is properly regarded as private to the
meetings.

Class 5 — Our policies and procedures

Current written protocols, policies and procedures for delivering our services and
responsibilities (Current information only)

(hard copy or website)

Statutory policies, procedures and documents that they school is required to have by statute
or by its funding agreement or equivalent.

Hard copy
Some available on Website

Disbursement

Records management and personal data policies, including: Hard Copy Disbursement
e Records retention destruction and archive policies
e Data protection (including information sharing policies)

Charging regimes and policies. Hard Copy Free

Details of any statutory charging regimes including charges made for information routinely
published.

Class 6 — Lists and Registers
DOES NOT INCLUDE THE ATTENDANCE REGISTER

(hard copy or website; some information may only be

available by inspection)
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Curriculum circulars and statutory instruments

Hard Copy & Website

Disbursement

Asset register

Hard copy

Disbursement

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

Hard copy

Disbursement

Class 7 — The services we offer

Information about the services we offer, including leaflets, guidance and newsletters produced
for the public and businesses (Current information only)

(hard copy or website; some
information may only be
available by inspection)

Extra-curricular activities Website & Hard copy Free
Out of school clubs Website & Hard copy Free
School publications Website & Hard copy Free
Services for which the school is entitled to recover a fee, together with those fees Hard copy Free
Leaflets books and newsletters Hard copy Variable

SCHEDULE OF CHARGES

This describes how the charges have been arrived at and should be published as part of the guide.

TYPE OF CHARGE | DESCRIPTION

BASIS OF CHARGE

Disbursement cost | Photocopying/printing @15p per sheet (black & white) | Actual cost *

Photocopying/printing @ 25p per sheet (colour) Actual cost

Postage

Actual cost of Royal Mail standard 2™ class

Statutory Fee

In accordance with the relevant legislation (quote the actual statute)

Other

*the actual cost incurred by the school
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