Freedom of Information – Publication Scheme April 2011


Greig City Academy 
Freedom of Information Act

Publication Scheme

1.
Introduction
1.1
This publication scheme covers the Academy’s commitment to:

i. proactively publish or otherwise make available as a matter of routine, information, including environmental information, which is held by the Academy and falls within the classifications listed in Section 2 below;
ii. specify the information that is held by the Academy and falls within the classifications listed; 

iii. 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; 

iv. review and update on a regular basis the information the Academy makes available under this scheme; 

v. produce a schedule of any fees charged for access to information which is made available; 

vi. make this publication scheme available to the public. 

2.
Classes of information 
2.1
The following classes of information are available:

i. Who we are and what we do - organisational information, structures, locations and contacts;
ii. What we spend and how we spend it - financial information about actual income and expenditure, financial audit, tendering, procurement and contracts; 

iii. What our priorities are and how we are doing - strategies and plans, audits, inspections and reviews; 
iv. How we make decisions - decision making processes and records of decisions; 

v. Our policies and procedures - current written protocols, policies and procedures for delivering our services and responsibilities;
vi. Lists and registers - information in currently maintained lists and registers only;
vii. The services we offer - advice and guidance, booklets and leaflets, transactions and media releases. A description of the services offered. 

2.2
The classes of information will not generally include information: 

i. 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.  This includes information protected by the Data Protection Act;
ii. in draft form;
iii. 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.

3.
Requests for information

3.1
Information that is not published under the scheme can be requested in writing from the Freedom of Information Officer Ms V. Oxley, on 020 8609 0175, at Greig City Academy, High Street, Hornsey, N8 7NU or at voxley@greigcityacademy.co.uk. All requests will be considered in accordance with the provisions of the Freedom of Information Act.
3.2 The Academy will respond to any request for relevant information within the legally prescribed limit of 20 working days, excluding non-school days. 
3.3 If the Academy has asked the enquirer for more information to enable a response, the 20 days start time begins when this further information has been received. 
3.4 If a qualified exemption applies and the Academy needs more time to consider the public interest test, a reply will be sent within the 20 days stating that an exemption applies and including an estimate of the date by which a decision on the public interest test will be made. This would normally be within 10 working days. 
3.5 Where the Academy has notified the enquirer that a charge is to be made, the time period stops until payment is received and then continues again once payment has been received. 

4.
Academy website

4.1
The Academy website is www.greigcityacademy.co.uk and much of the information listed in Section 2 can be found on the site.
5.
Charges

5.1 Information, in most cases, can be downloaded from the website free of charge. A charge may be made for services to cover administrative costs such as collating information, photocopying and postage.  If a fee is to be charged, whether this is for documents made available under the publication scheme or under the terms of the Freedom of Information Act, enquirers will be issued with a fees notice which explains the fee and the information will then be provided once the fee has been paid.  

5.2
Postage fees will be in line with Royal Mail charges.
5.3
Administrative costs will be based on the staff time taken for material to be collated.  

6.
Dealing with complaints 

6.1 Any written (including email) expression of dissatisfaction - even if it does not specifically seek a review – will be handled through the Academy’s existing complaints procedure. 
6.2 The review will be handled by someone not involved in the original decision. 
6.3 When the original request has been reviewed and the outcome is that the information should be disclosed this will be done as soon as practicable. When the outcome is that procedures within the Academy have not been properly followed, the Academy will review procedures to prevent any recurrence.  When the outcome upholds the Academy’s original decision or action, the applicant will be informed of his/her right to appeal to the Information Commissioner. The appeal should be made in writing to: 

The Information Commissioner                                                                    Information Commissioner's Office
Wycliffe House
Water Lane 
Wilmslow
Cheshire                                                                                                           SK9 5AF
Greig City Academy - Freedom of Information Act
Guide to information available under the publication scheme

	Information published – who we are and what we do
	How the information can be obtained
	Charge 

	Academy Funding Agreement 
	Via link to Department for Education website from GCA website page – Information.
	N/A 


	School staff – names of personnel and job titles 
	GCA parents’ information booklet – downloadable from website or hard copy.
	

	Governing body – names and contact details of the governors and the basis of their appointment 
	GCA parents’ information booklet – downloadable from website or hard copy.

Website page – Governing Body.
	

	Calendar - school session times, term dates and holidays 
	GCA parents’ information booklet – downloadable from website or hard copy.

Website pages – Dates/Times.
	

	Location and contact information – address, telephone number and website
	Prospectus, parents’ information booklet, Academy website; Haringey Council website, Haringey Council secondary transfer booklet.
	

	Contact details for the Principal and the Governing Body
	GCA parents’ information booklet – downloadable from website or hard copy.

Website pages.
	

	School Prospectus
	Hard copy from Reception and downloadable from website.
	


	Information published – what we spend and how we spend it
(Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit)


	How the information can be obtained
	Charge

	Finance Policy
	On request


	A fees notice will be issued if administrative and postage costs are to be charged.  

	Annual Report and Financial Statements
	On request

	

	Capital funding – details of capital funding allocated to the school 
	On request

	

	Additional funding – Income generation schemes and other sources of funding.
	On request

	

	Procurement and contracts – details of procedures used for the acquisition of goods and services. Details of contracts that have gone through a formal tendering process.
	On request

	

	Staffing and grading structure
	On request

	

	Pay Policy 
	On request

	

	Governors’ allowances – Details of allowances and expenses that can be claimed or incurred. 
	On request

	


	Information published – priorities and how we are doing 

	How the information can be obtained
	Charge

	Government supplied performance data
	Website – Examination Results page – click on link to the Department for Education’s performance tables.  Or go directly to the DfE tables via this link:

http://www.education.gov.uk/performancetables/
and follow instructions to access results.
	N/A

	OFSTED reports

	Downloadable from Academy website or from Ofsted site www.ofsted.gov.uk.
	N/A

	Performance management information 
	On request
	A fees notice will be issued if administrative and postage costs are to be charged.  

	School improvement plan 
	On request
	

	Child protection – policies and procedures on safeguarding and promoting the welfare of children.
	Downloadable from Academy website.
	N/A


	Information to be published – how we make decisions
	How the information can be obtained
	Charge

	Governing Body agendas, papers and minutes.  Information that is properly considered to be private will be excluded.

	On request  

	A fees notice will be issued if administrative and postage costs are to be charged.  

	Admissions policy - arrangements and procedures and right of appeal.
	Downloadable from Academy website page – Admissions and from Haringey Council website. Hard copy available from Academy Reception.
	N/A


	Information to be published – policies, procedures
	How the information can be obtained
	Charge

	Child protection policy 

School Equality Scheme

Accessibility Plan

Behaviour, anti-bullying and exclusions policy 

Collective worship policy

Sex and relationships education policy 

Charging and remissions policy

Complaints procedure

Freedom of information publication scheme
Healthy Living Policy

Special educational needs policy – under review pending legislative changes 
Curriculum Policy 


	Downloadable from Academy website.
	N/A

	Health and safety policy 
Staff recruitment policy 

Discipline procedures

Grievance procedures

Capability procedures

Continuing professional development policy 
Performance management policy 
Asset register

Whistle blowing policy 

Maternity and Paternity Policy 


	On request
	A fees notice will be issued if administrative and postage costs are to be charged.  


	Information to be published – the services we offer
	How the information can be obtained
	Charge

	Extra-curricular activities 
	Website page – Extra Curricular.
	N/A

	School publications
	Prospectus and annual magazine available from Academy Reception and downloadable from website. 
	

	Lettings information and fees
	Website page – Community. 
	

	Parents’ newsletters and activities of the parent-school association
	Downloadable from website.
	

	Adult Education – delivered by Haringey Adult Learning Services and the Academy
	Website page – Adult Education. Haringey brochure available at the Academy  Reception and in public libraries.
	


� Where information is noted as being available ‘on request’, the request should be made to Ms V. Oxley, Greig City Academy, High Street, Hornsey, N8 7NU
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