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Statement of intent:

SWHWPWSMWMW@W@W#WW ouﬂmmg/how
w&demzeLounduhwund&nfheFreedomo{lIn}ommoﬁomActzooo and;assoaai‘@dmegulab@n& The

More specifically, this policy outlines:

o How the School will respond to- requests fromv individuals Jor access to- information held: about
thermu

e  Our School's policy ands procedures Jor the release and publications of private datas and, public
reconrds:

o OwSM&MMWWWWMWMW

. Legal framemorks

[l Thwpdwho&duehegandfoth@}ouowmg[@gmlahm
° Th@Gener\oLDoiameﬁchmRenguﬁom
o The Fheedomoflln}omwhm Act, 2000
o The Fr\eﬁdomo{lln}omwﬁmwwmdf[)at@ Protection (Appropnuie Limib and Fees)

RWZOOA

e ICO Modd;pubhmhmschm@ 2016
e ICO Duha;topxwdaa&»mand:as&stanw(seohm%) 2016

[.3. TMMW@MW@WWW%WMOWO%@SMW

e Stow Heath Primary School GDPR Data Protection Poliudz
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2. Accepling requests for information

2.l Tmsmmwm@mp@ww&mmm&oﬁﬂw@w
criteriar
o Itisin witing.
. Itstatmﬂw@nameojlﬂﬁeapphmnband;maddres&!@onww‘eﬁpondmw
. Itdescr\ibw’d\&m!lmmohomw@st@d

2.2. A request will, be treated, as' made inv wiiting i b meets alls of the: following, requirementst
o It is transmitted by electronic means.
o It s received inv legible form.
. Itwwpcbloo}b&ngusedz}ohsubewthhgflaﬂ\w

e A contact address and emails address.

° A’tdf,phmwnumb@r\.
° Anamed;mdu@abtoos&stapphmnt&w«ﬂvﬂmw&st&

3. General right of access to information held, by the School,
3.1, Prowvided that the request, complies with section 2 of this policy, the School will, no- later
. Cmﬁmmwwwmm&m@@w%t}onm}mmhmtof}wsmm

. PWWM,@%SMWM&WWW

nformat

3.2. Th@Sdf\ooLManotoomplg,Mﬂmsed‘im?)J ojlﬂfu&pohog/whm
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. Th@SothmmnoblgneqpmM@m}mmahmbm@eﬁ@}medmmo{lm}omﬁm

. Tmmwmbﬁg@m&ymwwwm@dw}d@&mmm

o A request for information is exempt under section 2 of the Freedom of Information Act
2000.

o The request is vexatious.

o The request is a repeated request fromv the same persony made withiny 60 consecutive

. A}%noﬁwwa&nobhonoured;

3.3. Where information is; or is thoughty to- be, exempt, the, School will, withiny 20 working
o States the Jack
. Spw}twﬂwwnpﬁmwmm
3.4. The information provided to- the applicant will be iy the Jormat that they, hare requested,
3.5. mewmmwmmmwwwwwsm
3.6. Them}mwnuhompxw«dtdwdbolsob@wﬂwlangwg@wwhdvtbwhdda or another

language that s legally required. I}WSM@W@WWWM

3.7. I}, under relevant disability and, discrimination regulations, the School s legally, obliged,

k.  The appropriate limib

4.l TMSMMLWMWW%WWWO}WWWMW%
statutorily imposed: appropriate limit of £4-50.
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4.2, WMWMWW#WW@W%WW
ejxpeci,tomwnw@aﬁmto:

o Determining whether it holds the information.

o Locating the information, or a document which may contairy the information.

o Retriening the information, or a document; which may, contairy the: information.

o Extracting the information from o document containing, it.

o Costs related to the time spent by any person undertaking any of the activities outlined,
irv section 4.2 of this policy on behall of the: School, are to- be estimated, abr o rate of
£25 per persorv per hour

4.3. WMW&M@WMW@WW%WSMW&WéO@W
working days of eachs other, either by o single: person or by, different; persons who- appear

5. Charging [ees

S TMSMWMNZOWQWWMWMWWW%M
WM%SM@MWWM@}%@%%WM%
Sd‘moolfs/wnplianw.

5.2. Chwgwnwbemade}or\dwbursenmb& wdwa&ﬂwo}ollowmg/

. Photooopging;.
* Postage and packaging,
. Cosf&dmecﬂgmwned;a&wmﬂbq’lvwngm}mmoﬁm

5.3. Fees charged will nob exceed the total cost to- the: School, of:

. IW%WW@WWMWWWW

S.4. Where o Jee is to be charged, the School will not comply, withy sections 3 of this policy
m@&%w&&d}e&ww@mﬁmwm#mmwm%@@
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5.5. TMSMWWW&MWW%@MWW@@WWW
WWWWWWO%WWMMWWMSBW

5.6. WMWWZO“WWWM%W@@W#W
request; the perlod, beginning the day onv whichs the Jee notice s gimen to the applicant

6. Means by which, communication is to be made

6.l. Where, mmhngwwmb}o&m}omhomﬂ\eopplmnbwm@pm{lamwﬁm\
communication by aniy one of the following means, the: School will, as far as s practicable,

o The promision to the applicant of a copy of the information v permanent form or iy
another form acceptable to- the applicant.

o The provision to the applicant of a reasonable opportunity, to inspect as record, containing
the information.

e The prowvision to the applicant of a digest, or summary of the information, irv permanent
formy or inv another formy acceptable to the applicant.

/. Prowmiding adwmice and assistance
7.0 Tmsmmmmwwmmmm a&}ana&l&r\easonabl@,
7.2. Tms&w&woﬁ@mmmwﬁw}ouowm@mm:

. Iﬁmmmwwmmwp%o}mhmmmmsmmmm

. I}@WWWW,MWSM@WM@W&G&@WW
m}?,onmab'.om

. I}@WWWW@@.M@MW%@M&@WMW

7.3 TMSMWMWMMWMM@WWWW& @xample&

Page | 6



Informing ar applicant; o their rights under the, Freedom, of Tnformation Act 2000.
Assisting an individual, try the focus of their request; eigs by adwising o the types: of
Adwising an applicant, § information is anailables elsewhere, and howe to- access this
information,

Keeping ar applicant informed, ony the progress ofs their nequest

7.4 ImeMWwWW,WSMMWWWW

request.
handling of any requests
exemplion.

7.5. TMSMW%QMWMM%WMM#W@WM

7.6.IWWMMWWWW@@MW,W

School wills

Make@no%o}ﬂwapphmhomowthﬁfdep}mw@ﬂwmw@ﬁwmwﬂwappm
tocon}imwand/r\emm— th@stamwmhmm}wwmplymdd@mhm
DMWW%@WWMWMQH@MWWMW

NB. TMM@WWMWSMWWMWWW
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1.7.

1.8.

7.9.

7.10.

711

7.12.

7.13.

714

7.15.

717.

The School, wills admise the applicant; hows and, where information carv be obtained; i t s
WWM@MW%WWWWWWWSMWW
I}WW@WM,WSMM@WWWMWWMWM
assistance.

I} the School is able to- clearly identifiy the elements of o request, i will respond, following
I} any additional clanification is' needed; for the remainder of o request, the Schools will
I}mapphmbdmdwnotb}oﬂw%Scthsadmmmdas&sfmnwmd}}ad&to
I} the School s under any doubt that: the: applicant did not receive the admice and,
assistance, the School will re~issue it
Tmsmwn&wmwwd@mmwwhmmapplmﬂ&wwm
or repeated, a&d@fﬁnedunder\seci‘imm ojlﬂf\eFr\ee,domqflIn!lOfmohmAthOOO.

TMSM@MWW%WWMW%M#WWM
@WWWWWW%FWO}IWA&ZOOO. In such

A record, will be kept by the Headteacher in the school office ol all the admice and,

8. Publicatiorny scheme
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8.1. Th@Sothdemﬁetd&du@badoptmdmmtmmwpublmhmsohm@whmhspwﬁw
8.2. Th@pu&mhomsd\mﬁw&bemmedm Whmn@o@ssax\g/updofﬁdomamannuab
basis.
9. Monitoring and reamieme
q.l. Thwpohu;w&ll;benewued;ommannu@ba&& o&whg}\to}an%/dﬁangmfor\dwanb
L@gxdahombgfh@Headi‘mch&w

q.2. Tmmmwmhm@wwsmmlq
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Model Publicatiorny Scheme

This scheme follows the model, approved, by the TCO and, sets out the classes of
information which, we publishy or intend, to publish; the format in which the
information will, be made available and, whethen the information is anailable frees of
charge or on payment,

l. Classes of information

Inﬁowmahomﬂwbt&wmlableundenﬂm&schmemdudw

Who we are and what we do-

What we spend, and, how we spend; it

What our prionities are: and, how- we ares doing?
How we make decisions

Our policies and, procedures
Lists and, registers

The services we offer

In}ormhmwwhohwdbnotb&mademxlabl&wmdﬂnﬂ%&sd\em@mdudw

Information the disclosure of whichs is preented, by laws, or exempt under
the, Freedom of Informations Act, or is otherwise properly considered to
be protected, from disclosures

Information inv draft formy or notes, documents inv older versions, emails
or other correspondence.

Information that is no- longer readily arailable as i ts contained, i files
that: have been placed, i archive storage or s difficult to access for
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Iq&ywnahonfh>be,pubhshﬁdL Homwthein}omnahon; Cost
This includes datasets where applicable, | 22 B 0b¥ined

- please sees “Howe to- complete the Guide

to—In}ornuﬂxonf.

Class | - Who we are and what we do- (hard, copy and/or website)

and contacts)

Who's who- inv the school Website
Imsi‘xummbo!lGovemmmb Hard, copy
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Contact details Jor the: Headteacher and, for the

Website

School prospectus (if any)

Website

Annual Reports (i any)

Website

Stagllng,shud‘um Website / Hard, copy,
School session times and, termv dates Website

emails addresses.

Clo.s&Z—Whabwespend/and;howwe (Wwwmd/wweb&f@)

spend, ib

(Financial m}omqab.on/ relati ng to ppqecif,d and,
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Hard, copy

Details of expenditure items over £2000 -
pubhsh@dableqstonnuoﬂgbubab@mmﬁe%mt

Hard, copy

Procurement; ands contracts the, school has entered,
info; or information relating to / a link to
information held, by an organisations which has
done so- on it behalf (Jor example, o local,
authonity or diocese).

Hard, copy

Pay policy

Email

Staf allowances and expenses that can be
ncurred, o claimed; with totals paid, to indinidual
senion stafll members (Senior Leadership Team or
equinalent, whose basic actual, salary ts ab least
£60,000 per annum) by reference to- categories.

Staffings pasy and grading structure. As o
salanies Jor senior stafly (Senior Leadership Team
or equiralent; as above) i bands of £10,000; for
more junior posts, by salary range.

Hard, copy

Page | 13




Governors allowances that can be incurred or
doﬂnﬁdand;@record:qfltotabpo%mmt&mad@’w

Hard, copy

Class 3 - Whaby our priorities are and,

Cum\enbm}mwnaﬁmwa&@mumnum

School profile (§ any)

And v all cases:

° Pex%mvmwmdafa;wpphﬁdtothal':nglish
Government or a direct link to the datas

° Th@lute/stot!@stad/Esbéx\//Edumhmand,
Tmining/lnspeptorctereport
—Summung/

—Fuﬂ/r\eport

. Post—wspechomadumplm

Wehsite

Website

Email

Email
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Performance data, or o direct link to- it

Website

school, suchs as o change i status

Website

Webhsite

Class 4 - How we make decisions

decisions)

wamband;pr\e\»wu&ﬂ'mgean&a&@munwm

Admissions policy/decisions (not indimidual

Website

WWM%WM(NBMW

Class 5 - Our policies and, procedures
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Current; information only,

As o minimurm these must include policies
procedures and, documents that the, school, is
veqpined to- have, by shaute or by s funding
agreement; or equialents or by the English
government. These will include, policies and,
procedures for handling information requests:

Website

A s
. Ir\}owmhomswu\hész)huw
e Records retention, destructiony and, archine
L
sharing policies)

Webhsite

This should include details of anwy, statutony
charging regimes. Charging policies should, include
They should, clearly state what: costs are to be
recovered, the basis onv which they are made and,
how- they are: calculated.

I}ﬂws&mbd\w\gw@}ee(ﬁohhe—hw\&ng/ﬂweuw
of datasets, it should state inv its guide how this is

Wehsite
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calculated, (pleo;se sees “How to complfi'@’d'w Guide
to information”).

Class 6 - Lists and Registers

(hard, copy, or website; some

wawhumumxlan&and,stomtorymwwi& Hard, copy
Dbsdosum[og/& Hard, copy
Asset, register Hard, copy
Any information the school te currently legally, Hard, copy

Class 7 - The services we offer

Cumbm}omwhomon@

(hwdcopg/ovwebfsit@;som&
arvailable by inspection)

Extra- curnicular actinities

Website

Page | 17




Out, of school, clubs

Website

Smhm%mwmwm
@ﬁwtogfihﬂxmﬂvﬂwse}ee&

Website

Hard, copy

Additional Information

pubhshm!lmwwhmﬂwabt&notttemmedwﬂwehﬁi'&
above

2. How’(oreqpf/sbm}mmahm
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contact details.

Emailz DPO@Mmﬂ\mnwWo&wuk
Tel: 01902 558820

Contact Address: Stow Heath Pr\lmw\g/ School, HW Road, Portobello, Willernhall,
WVI3 3TT

“FREEDOM OF INFORMATION REQUEST”

Charges

DWWWWWWWWWMWWW&&&&

Type o} charge Description Basis of charge
Dishursement cost Photocopying / printing per Achual, cost *
sheet (black & white) A% / A3
Photocopying / printing per Actual cost *
sheet (colour) AL / A3
Postage (standard/large Letter) Actual cost of Royal Mail,
standard 24, class *
Actual cost of special, /
requested, / required; *

* The actual cost incurved, biy the, public authority.
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Feedback

We welcome any comments or suggestions youw may have regarding this scheme.
DPO@stowheathpxmwyscho&o&uk;
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