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St Berteline’s C of E (Aided) Primary School
Freedom of Information Act 2000

Introduction
St Berteline’s School is committed to openness and transparency in the provision of
information to all persons or organisations who request it.
We will provide information promptly, subject to the conditions based on our duties under
the Freedom of Information Act 2000. This policy outlines our response to the Act and
provides a framework for managing requests.

Scope
This policy applies to all information held by school regardless of how it was created or
received. It applies irrespective of the media on which the information is stored and whether
the information is recorded on paper or held electronically. The Act’s powers are fully
retrospective and thus information is accessible under the Act. It should be noted that access
to personal information (that is information from which a living individual can be identified)
is still governed under the Data Protection Act 1998. Requests for access to such information
will be governed in line with the requirements of this legislation.

Dealing with Requests
St Berteline’s School will offer advice and assistance to anybody wishing to make a request
for information. We are committed to dealing with requests within statutory guidelines,
which means that a response will be made no more than 20 working days from the date of
request and more speedily if possible. Any request in writing will be considered a Freedom
of Information request including those received by email or fax. If you require a paper
version of any of the documents within the scheme, please contact the school:
St Berteline’s C of E (Aided) Primary School
Norton Lane
Norton
Runcorn
Cheshire
WA7 6QN
Tel: 01928 719847
www.stbertelines.org.uk

We may be unable to provide the information you request for the following reasons:

.

We do not hold the information;

.

We are applying an exemption to the disclosure; and

.

The cost of locating, retrieving and editing (where necessary) the information would
exceed the statutory maximum amount (currently £450). This figure is set by Government
and is based on the work exceeding 18.5 man hours to gather the information. 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 school will seek advice from the Local Authority’s Information Governance Manager as
necessary to clarify any points or to help resolve any disputes over information requests.

Adopting and Maintaining Publication Schemes
St Berteline’s School has adopted a Publication Scheme (see below) in accordance with
Section 19 of the Freedom of Information Act and is committed to updating and maintaining
it to keep it current and relevant. The Publication Scheme contains many of the documents,
policies, plans and guidance which are regularly asked for. Material contained within the
publication scheme, and a copy of the scheme itself, will be readily available. The scheme
can be assessed in school on request. School staff will give advice and assistance on how to
use the scheme as appropriate.

Relationship with the Data Protection Act 1998
St Berteline’s School is under a legal duty to protect personal data under the Data Protection
Act 1998. We will carefully consider our responsibilities under this Act before releasing
personal information about living individuals, including current and former employees and
pupils.

Responsibilities
St Berteline’s School has a responsibility to make information available in accordance with
the Freedom of Information Act. Responsibility for compliance with this and related policies
will rest with the Governing Body and the Head Teacher. Complaints regarding the use of
this policy should be directed to the Governing Body. All school staff has a responsibility to
ensure that any request for information they receive is dealt with under the Act and in
compliance with this policy. They are also responsible for good information handling
practice and for implementing records management policies and procedures as appropriate to
their post.

Contact Details
If you do not accept our reasons for declining to disclose the information requested you
should write to the Chair of Governors at the school in the first instance. If you are not happy
with their response, you may wish to contact the Information Commissioner at:

The Information Commission Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Telephone: (01625) 545700 – Helpline is open from 9am to 5pm, Monday to Friday
Fax: (01625) 524510
Email: mail@ico.gsi.gov.uk

St Berteline’s C of E (Aided) Primary School
Publication Scheme
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. All information in our publication scheme is either available for you on our
website to download and print off or available in paper form. 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.
Categories of Information Published
The published 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”. The classes of information that we undertake to make
available are organised into four broad topic areas:
School/Website – Our website contains all the information currently required by the D of E
Statutory Guidelines as well as further information about our school.
Governors’ Documents - Information published in the governing body documents.
Pupils & Curriculum – information about policies that relate to pupils and the school
curriculum.
School Policies and other information related to the school – information about policies that
relate to the school in general.
Charges
The general charge for photocopying, printing and faxing or emailing information as an
attachment is 10p per sheet. Postage charges will be at the appropriate rate. For more
substantial items, the fee charged depends on whether we estimate that is 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:




Summarising the information;
Putting the information onto CD, video or audio cassette;
Translating the information into a different language.

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

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 Chair of Governors at St
Bertelines’ C of E Primary School.

