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1.
Introduction: what a publication scheme is and why it has been developed

One of the aims of the Freedom of Information Act 2000 (which is referred to as FOIA in the rest of this document) is that public authorities, including all maintained schools, should be clear and proactive about the information they will make public.
To do this we must produce 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.

The scheme covers information already published and information which is to be published in the future.  
Some information which we hold may not be made public, for example personal information.

This publication scheme conforms to the model scheme for schools approved by the Information Commissioner.
This is available here: https://ico.org.uk/media/for-organisations/documents/1153/model-publication-scheme.pdf
2.
Aims and Objectives

The school aims to:

· enable every child to fulfil their learning potential, with education that meets the needs of each child,

· help every child develop the skills, knowledge and personal qualities needed for life and work,

and this publication scheme is a means of showing how we are pursuing these aims.
3.
 Categories of information published

The publication scheme guides you to 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.  

4.
How to request information 
If you require a paper version of any of the documents within the scheme, please contact the school by telephone, email or letter. Contact details are set out below or you can visit our website at www.russell-lower.co.uk
Email: office@russell-lower.co.uk 
Tel: 01525 755664
Contact Address:   RUSSELL LOWER SCHOOL, 
          QUEENS ROAD,

          AMPTHILL, 
          BEDS 
          MK45 2TD

To help us process your request quickly, please clearly mark any correspondence “FOIA PUBLICATION SCHEME REQUEST” (in CAPITALS please)

If the information you’re looking for isn’t available via the scheme you can still contact the school to ask if we have it. 

5.
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 in school.

Charges may be made for actual disbursements incurred such as: 
Photocopying; 
postage and packaging;

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.
	Schedule of charges – how charges have been arrived at and what they are

	Type of charge
	Description
	Basis of charge

	Disbursement Cost
	Printing/photocopying @2p a sheet (black and white)

Printing/photocopying @10p a sheet (colour)

Postage
	4p per sheet

12p per sheet

Actual cost of Royal Mail standard 2nd class

	Statutory Fee
	We will comply in accordance with the FOIA, in particular section 12*
	In accordance with the relevant legislation (quote the actual statute)*

	*The actual cost incurred by the local authority


6. 
Classes of Information currently published 

· 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 appendix of this policy shows what information school publishes in these 6 classes and how it can be obtained.

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.
7. 
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 complaint then initially this should be addressed to the Headteacher: Nicki Walker, Russell Lower School, Queens Rd, Ampthill, Beds, MK45 2TD 
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 needs 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:

Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

Or Tel: 0303 123 1113 (local rate) or 01625 545 745 if you prefer to use a national rate number
Web site : www.ico.org.uk

Appendix 1
Guide to information available from Russell Lower School under the model publication scheme

	Class 1 – Who we are and what we do

	Information published
	How it can be obtained

	Who’s who in school
	Hard copy – contact the school office
Website

https://www.russell-lower.co.uk/website/whos_who/158 

	Who’s who on the governing board
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/members_of_the_governing_body/171598 

	Instrument of Government
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/instrument_of_governance/616104 

	Contact details for the school and governing body
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/contact_governors/400927 

	School prospectus
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/prospectus_/517387 

	School session times and term dates
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/school_hours/179
https://www.russell-lower.co.uk/website/term_dates/180 

	Address of the school and contact details, including email address 
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/contact/150 

	Class 2 – What we spend and how we spend it

	Information published
	How it can be obtained

	Annual budget plan and financial statements
	Hard copy – contact the school office



	Capital funding
	Hard copy – contact the school office



	Financial audit reports
	Hard copy – contact the school office



	Details of expenditure on items over £2000
	Hard copy – contact the school office



	Procurement and contracts for the school
	Hard copy – contact the school office



	Pay Policy – including staffing pay and grading structures
	Hard copy – contact the school office



	Staff allowances and expenses that can be incurred or claimed
	Hard copy – contact the school office



	Employees earning over £100 000
	Hard copy – contact the school office

Website
https://www.russell-lower.co.uk/website/financial_information/503578 

	Governors’ allowances
	Hard copy – contact the school office



	Governors’ report to parents
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/governors_report_to_parents_/228802 

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

	Information published
	How it can be obtained

	Performance data supplied by the government
	Website
https://www.russell-lower.co.uk/website/other_statutory_information/543724 

	The latest Ofsted report
	Website
https://www.russell-lower.co.uk/website/ofsted_1/521620 

	Post inspection action plan/School Development Plan
	Hard copy – contact the school

	Performance Management Policy (Appraisal Policy) and procedures adopted by the governing body
	Hard copy – contact the school

	The school’s future plans; for example, proposals for and any consultation on the future of the school, such as a change in status
	Hard copy – contact the school

	Safeguarding and child protection
	Website
https://www.russell-lower.co.uk/website/safeguarding_and_child_protection/385256 

	Class 4 - How we make decisions

	Information published
	How it can be obtained

	Admissions Policy/decisions
	Website

https://www.russell-lower.co.uk/website/admissions_1/521577 

	Agendas and minutes of the meetings that the governing body and its committees (This will exclude information that is properly regarded as private to the meetings)
	Hard copy – contact the school

	Class 5 - Our policies and procedures

	Information published
	How it can be obtained

	School Policies, including:
SEND

Behaviour

Child Protection

Complaints

Relationship and Sex Education

Attendance
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/school_policies/250 

	Records management and personal data policies, including:
Information security policies

Data protection

Record retention
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/data_protection_and_gdpr/350328


	Charging and remissions policies
	Hard copy – contact the school office

Website

https://www.russell-lower.co.uk/website/school_policies/250

	Class 6 – Lists and Registers (this does not include the attendance register)

	Information published
	How it can be obtained

	Curriculum Information
	Website

https://www.russell-lower.co.uk/website/curriculum/437827 

	Statutory Instrument
	Website

https://www.russell-lower.co.uk/website/instrument_of_governance/616104 

	Disclosure logs
	Hard copy – contact the school

	Asset register
	Hard copy – contact the school

	Any information the school is currently legally required to hold in publicly available registers (not including the attendance register)
	Hard copy – contact the school

	Class 7 - The services we offer

	Extra-Curricular activities
	Website

https://www.russell-lower.co.uk/website/russell_clubs/426 

	Services for which the school is entitled to recover a fee, together with those fees i.e. school meals
	Website

https://www.russell-lower.co.uk/website/school_dinner_and_packed_lunch_provision/6903 

	School publications, newsletters etc.
	Website

https://www.russell-lower.co.uk/website/news/148 
https://www.russell-lower.co.uk/website/home/147 
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