Freedom of Information – Publication Scheme 

                Flowchart – Steps required to adopt model

Available from Website: www.informationcommissioner.gov.uk




Governing Body agree to adopt the approved model





Yes





Design and produce bespoke scheme and submit together with a completed approval questionnaire to Commissioner by 31 December 2003 for approval.





Contact the office of the Information Commissioner and follow the procedure detailed in the Commissioner’s booklet; Publication Schemes – Approval Documentation and Guidance & Methodology.





Respond to requests received for documents listed in the scheme.





Publish the scheme in paper form [and on your website] by 29 February 2004.








Raise awareness of the scheme’s existence. Consider a reference in the Governors’ Annual Report, school newsletter and on your website if you have one.





Consider reviewing your record management system by undertaking an audit to help you respond to any request.








Enter


contact and school details


details of website address, where appropriate


a £ sign in the description box, where a charge may be incurred for an item


replacement aims and objective with the schools own version (optional)


any additional documents in annex A








No





Record the decision in the governing body minutes.





Consider if there will be a charge for any documents.











