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Tuesday, 04 November 2003

Freedom of Information Act 2000 – Publication Schemes for schools
The Information Commissioner sent you a letter, at the end of September, explaining the need for schools to adopt a ‘publication scheme’ by 29th February 2004.  Maintained Nursery Schools do not need to adopt a publication scheme until 30th June 2004.

The Information Commissioner has helpfully prepared two ‘model’ schemes that you may choose to adopt, one is designed specifically for schools with students of Secondary age.  The ‘model’ schemes and explanatory notes have been made available for download on the HertsGrid web site under the Admin tab, Data protection button (www.thegrid.org.uk/info/dataprotection/).  A model scheme for Nursery Schools is being developed and we will inform you when this is published.

The Governing Body is responsible for the maintenance of this scheme and you should seek adoption of the scheme by your Governing Body.  Please refer to the flowchart overleaf to see what actions you need to take.

I suggest you read the model scheme carefully to check that it correctly lists all the publications produced by your school and that it does NOT include any publications that your school does not produce.

If the model scheme accurately reflects the publications produced by your school you can simply personalise the scheme to include your school name, etc. and seek your Governing Body’s approval.   Remember you must show where a charge will be made for the supply of any publications and where the publication is available on your school web site.  (Where information is available on a website the Information Commissioner will still expect hard copies to be made available on request as not everyone has access to the Internet.)

When you have adopted the Publication Scheme you should make the scheme ‘available and publish information in accordance with that scheme’.  It is suggested that you ‘should raise awareness of the existence and contents of the scheme among the general public and parents in particular. You could do this through the Governors’ Annual Report, through a paragraph in your newsletter and on your website if you have one. You may find the following paragraph helpful in meeting the requirements of the FOIA.

The Freedom of Information Act requires publicly funded bodies, including schools, to be clear about the information they publish.  We have produced a publication scheme setting out all the information we publish on a regular basis and where to find it. Ask the school office to let you see the scheme or provide you with a copy free of charge.’

If the model scheme does not match your school’s publication list then you will need to submit a ‘bespoke’ scheme for approval by the Commissioner.  Please note that any bespoke scheme must be submitted to the Commissioner by 31st December 2003.

Yours sincerely

Janine Bryant

Business Manager – School IT Systems Support
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