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Freedom of Information Policy Toynbee SChOOI

a specialist humanities school
Name of School The Toynbee School
Date of Policy Issue/Review June 2018 / Summer 2020

Name of Responsible

Manager/Headteacher Mr M Longden

Governors’ Sub-Committee Welfare & Guidance

This is the Toynbee School’s Publication Scheme on information available under the Freedom of
Information Act 2000.

The Head Teacher is responsible for maintenance of this scheme.

1. Policy Statement:

One of the aims of the Freedom of Information Act 2000 is that all schools should be clear and proactive
about the information they will make public.

This policy sets out:
e The classes of information which we publish or intend to publish.
¢ The manner in which the information will be published.
¢ Whether the information is available free of charge or on payment.

This covers information already published and information which is to be published in the near future. All
information in our publication scheme is either available for you on our website to download and print off or
available in paper form on request. Some information which we hold will not be made public, for example,
personal information. The publication scheme conforms to the model scheme for schools approved by the
Information Commissioner.

2. Cateqories of information Published:

The classes of information that we undertake to make available are organised into four broad topic areas:

e School Website
o From September 2012, there is a statutory requirement for specific information to be available
on the school website — see section 4.
o From September 2012 a School Prospectus is not a statutory requirement.
Governors’ Documents — information published in open minutes;
Pupils and Curriculum — information about policies that relate to pupils and the school curriculum;
An individual pupil school record.
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3. Practice
3.1 How to request information

Parents who wish to request a paper version of any of the documents within the scheme, should contact
the school by telephone, email, fax or letter. Contact details are set out below:

Email: admin@toynbee.hants.sch.uk
Tel: 02380 269026
Fax: 02380 251086

Contact address: Bodycoats Road, Chandlers Ford, Eastleigh, Hampshire SO53 2PL

To help us process your request quickly, please clearly mark any correspondence “PUBLICATION
SCHEME REQUEST?” (in CAPITALS please). 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. The request will be
passed to the Headteacher.

A Freedom of Information request should:
e Be in writing, including email or fax;
e State the enquirer's name and correspondence address (email address allowed);
e Describe the information requested.

3.2 Paying for information

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.

Single copies of information covered by this publication are provided free unless stated otherwise in section
6. 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 items such as some printed publications, we will let you know the cost before
fulfilling your request.

4. Classes of Information Published

4.1 School Website
The statutory information that is required to be available on the school website is as follows:

¢ Admission arrangements;

¢ Recent Ofsted report;

e The most recent results as appropriate for the KS of the school (details of and links to performance
data);

¢ Information about the curriculum in relation to each academic year including curriculum content for
each subject and details as to how additional information relating to the curriculum may be
obtained;

e List of courses provided to GCSE qualification and a list of other courses offered (with the
qualification that may be acquired) at KS4;

e Schools pupil premium allocation in relation to current academic year and how it intends allocating
it;

e Policies relating to behaviour, SEN and disability and charging;

e New SEN code of practice response.
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4.2 Governors

4.2.1 Instrument of Government
* The name of the school.
» The category of the school.
* The name of the governing body.
* The manner in which the governing body is constituted.
* The team of office of each category of governor if less than 4 years.
* The name of anybody entitled to appoint any category of governor.
+ The date the instrument takes effect.

4.2.2 Minutes of meetings of the governing body and its committees
Agreed open minutes of meetings of the governing body and its committees.

4.3 School Policies
The statutory policies are as follows:
* Accessibility Plan
* Admissions
*  Behaviour
* Charging & Remissions
* Child Protection & Safeguarding Policy
* Complaints Procedure
+ Confidentiality
» Data Protection/Freedom Of Information
* Governors’ Allowances
* Health & Safety (also Child Protection Policy and First Aid Policy)
+ Performance Management
* Public Sector Equality Duty — Single Equality Statement
+ Sex and Relationships
* Special Education Needs (SEN)
* Teachers’ Pay
*  Whistle Blowing

5. Monitoring This Policy

5.1 Feedback and Complaints

We welcome any comments or suggestions you may have about the scheme. If you want to make any
comments about this publication scheme or if you require further assistance or wish to make a complaints
then initially this should be addressed to The Headteacher, The Toynbee School, Bodycoats Road,
Chandlers Ford, Eastleigh, Hampshire SO53 2PL.

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

They can be contacted at:

Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. OR
Enquiry/Information Line: 01625 545745

Email: casework@ico.org.uk

Website: www.ico.org.uk
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Conclusion:
Properly operated, this policy should help to ensure a healthily open climate at the school with regard to
stored information.
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FREEDOM OF INFORMATION POLICY — APPENDIX

Rationale:

The Freedom of Information Act (FOI) 2000 was introduced to promote greater openness and
accountability across the public sector. It establishes a general right of access to information held by all
public authorities, including maintained schools and is intended to promote a culture of openness and
accountability amongst public sector bodies, and therefore facilitate better public understanding of how
public authorities carry out their duties.

“The act recognizes the need to protect sensitive information in certain circumstances and provides for
exemptions.”

Aims:
1. To comply with the 2000 Act (implemented fully 1st January 2005).
2. To try to ensure that the spirit of the Act is reflected in the school’s practice.

Guidelines:

1. Any person can submit a written request for information held by the school.

2. There is a time limit of 20 working days (excluding school holidays) to respond to requests from the

date of the request.

3. There is aright of appeal if an enquirer is unhappy with the way the request has been handled,

initially through the School’s Complaints Procedure and then to the Information Commissioner.

4. The school will charge at the current rate for photocopying, with an additional administration charge

for requests requiring extensive staff time and costs.

5. The school will operate by the safeguard in the Act whereby any ‘manifestly unreasonable’ request
or one where the information is already in the public domain or the cost in time or labour is
excessive need not to be complied with.

Requests for information can be received by any member of staff.

Decisions relating to items 4 and 5 above will be taken by the Headteacher.

Where requests for information relate to professional activity (eg academic research) the school will

attempt to be supportive; where a request seems to stem from dissatisfaction with the work of the

school the attempt will be made to conduct a constructive discussion with the person(s) concerned

(see Complaints Policy).

9. Staff will be reminded that the 2000 Act makes it important that documentation is carried out
appropriately.

© N
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