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FREEDOM OF INFORMATION: PUBLICATION SCHEME
Introduction
The Isle of Sheppey Academy is committed to making as much information as possible about its activities and business generally available to the public, either through published documents (including those published on the Academy website), or on request.
Freedom of Information Act 2000: Publication Scheme 

Adopting a publication scheme is a requirement of Section 19 of the Freedom of Information Act 2000. The purpose of the Act is to promote greater openness by public authorities.

The Isle of Sheppey Academy has adopted the Model Publication Scheme produced by the Information Commissioner’s Office.  The Scheme provides a description of the ‘classes’ or types of information that the Information Commissioner expects academies to make available.

In addition to the Model Scheme, organisations are obliged to produce a guide to the specific information held under each of the classes of information identified in the Scheme.  The following pages should be treated as this guide.
How to Access Information
The Isle of Sheppey Academy will make available information it holds whether or not listed in the Guide to the Publication Scheme unless identified as not available under one of the exemptions provided for by the legislation. Any documents routinely available to the public are noted in the Guide in the descriptions of the different classes of information.

Main Classes of Information

1. Who we are and what we do 

2. What we spend and how we spend it 

3. What our priorities are and how are we doing 

4. How we make decisions 

5. Our policies and procedures 

6. Lists and registers 

7. The services we offer 

8. Additional Information
Some information covered by the scheme is published in electronic format via the Academy’s website. Other documents are only available in hard copy and will be provided on written request.  Please complete an Information Request Form

Further Information

More information about the Freedom of Information Act is available on the Information Commissioner's website at: www.ico.gov.uk. 
Contact and Complaints

It is our intention to maximise the availability of documents electronically on this website. In the meantime if you wish to request information under the Freedom of Information Act or if you have any questions, comments or complaints about this scheme please put your query in writing to:
The Isle of Sheppey Academy

Minster Road

Minster-on-Sea

Kent

ME12 3JQ

Complaints outside the Academy

If we are unable to resolve your objection(s), you can put your complaint in writing to the Information Commissioner - the independent body that oversees the Freedom of Information Act - at:

Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
Tel: 0303 123 1113
Helpline: 9am to 5pm, Monday to Friday
In addition to carrying out a review and update of all our processes regularly, please note that we will review this Publication Scheme in its entirety every three years  to ensure that we are providing the most up to date information in line with legislation.

Class 1: Who we are and what we do
Current information on the Academy, its structure, locations and contact details
	Sub Classes
	Sources of Information (web pages and documents)

	Who’s in the school
	About us 

Available on request

	Who’s who on the governing body and the basis of their appointment
	List of governors


	Instrument of Government
	

	Contact details for the Executive Headteachers and the Governing Body 


	Alan Klee – Executive Headteacher, West Site
Contact: Karen Grant, PA 01795 889 061

David Rahman – Executive Headteacher, East Site

Contact: Sarah Lewis, PA 01795 873 591

The Governing Body

Contact: Kealy Davidson, Clerk to the Governors 01795 873 591

	Prospectus
	http://www.theisleofsheppeyacademy.org.uk/docs/Prospectus_2010.pdf

	Annual Report
	Available on request

	Session times and term dates
	http://www.theisleofsheppeyacademy.org.uk/Term-Dates/


Class 2: What we spend and how we spend it

Current and previous years’ financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit
	Sub Classes
	Sources of Information (web pages and documents)

	Tendering procedures
	Available on request

	Travel and subsistence rates
	Available on request

	Annual budget plan and financial statements
	Available on request

	Capital funding
	Available on request

	Additional funding
	Available on request

	Procurement and contracts
	Available on request

	Pay policy
	Available on request

	Staffing and grading structure
	Available on request

	Governors’ allowances
	Available on request


Class 3: What our priorities are and how we are doing

Current and previous years’ information on our strategies and plans, performance indicators, audits, inspections and reviews
	Sub Classes
	Sources of Information (web pages and documents)

	School profile

· Government supplied performance data

· Successes during the year, areas of improvement, efforts to meet the individual needs of every child, pupils’ health safety and support.
	Ofsted reports – summary & full - Available on request
Post-Ofsted action plan - Available on request
Parent Council
Community Links

	Performance management policy and procedures adopted by the governing body
	Policies – Available on request

	School’s future plans
	Available on request

	Every Child Matters – policies and procedures
	Available on request

	Lesson observation procedure/feedback
	Available on request

	Student perception survey
	Available on request

	Marketing strategy
	Available on request


Class 4: How we make decisions

Current and previous years’ decision making processes and records of decisions
	Sub Classes
	Sources of Information (web pages and documents)

	Admissions policy/decisions (not individual admission decisions)
	Available on request

	Agendas of meetings of the governing body and its committees
	Available on request

	Minutes of meetings
	Available on request 
This will exclude information that is properly regarded as private to the meetings.  A small number of minutes are confidential due to Data Protection and commercial sensitivity issues.  Very occasionally, papers presented to, or minutes of other meetings, will be identified as confidential but the reasons for this will be given.



Class 5: Our policies and procedures

Current written protocols, policies and procedures for delivering our services and responsibilities
	Sub Classes
	Sources of Information (web pages and documents)

	School policies including:

· Charging and remissions policy

· Health and Safety/Risk Assessment

· Complaints procedure

· Staff conduct policy

· Discipline and grievance policies

· Pay policy

· Staffing structure implementation plan

· Information request handing policy

· Equality and diversity (including equal opportunities) policies

· Staff recruitment policies


	Available on request

	Pupil and curriculum policies, including:

· Home-school agreement

· Curriculum

· Sex education

· Special Educational Needs

· Accessibility

· Race Equality

· Collective Worship

· Careers Education

· Pupil discipline


	Available on request

	Records management and personal data policies, including:

· Information security policies

· Records retention destruction and archive policies

· Data protection (including information sharing policies)
	Available on request

	Charging regimes and policies:
includes details of any statutory charging regimes.  Charging policy includes charges made for information routinely published.  They should clearly state what costs are to be recovered, the basis on which they are made and how they are calculated. 


	Available on request


Class 6: Lists and registers

Information in currently maintained lists and registers only
	Sub Classes
	Sources of Information (web pages and documents)

	Freedom of information/Data Protection Requests log
	Available on request from the main office

	Curriculum circulars and statutory instruments
	Available on request

	Disclosure logs
	Available on request from the main office

	Asset register
	Available on request from the Estates Manager via the main office

	Any information the school is currently legally required to hold in publicly available registers (this does not include the attendance register)
	Available on request

	Register of interests of governors


	Available for inspection during working hours from the Clerk to the Governors

	Register of Company Directors
	Available for inspection during working hours from the Clerk to the Governors


Class 7: The services we offer

Current information about the services we offer, including leaflets, guidance and newsletters produced for the public and businesses
	Sub Classes
	Sources of Information (web pages and documents)

	Extra-curricular activities
	http://www.theisleofsheppeyacademy.org.uk/ExtraCurricular-Activities/

	Out of school clubs
	http://www.theisleofsheppeyacademy.org.uk/ExtraCurricular-Activities/

	Services for which the school is entitled to recover a fee, together with those fees
	Available on request

	Leaflets, books and newsletters
	Prospectus
Student handbook
Termly newsletters


Class 8: Additional information

Information that is not itemised in the lists above
	Sub Classes
	Sources of Information (web pages and documents)

	Academy calendar
	2010/11 Calendar

	Organisations we work in partnership with
	Ofsted - http://www.ofsted.gov.uk/
Examining Boards

Schools

Employers

KCC - http://www.kent.gov.uk/
Dulwich College - http://www.dulwich.org.uk/

	Student activities (info relating to the operation and activities of the student union and other clubs, associations  and non-academic activities that are organised for or by the students)
	http://www.theisleofsheppeyacademy.org.uk/Student-Leadership/


Schedule of Charges
The purpose of this scheme is to make the maximum amount of information readily available at minimum inconvenience and cost to the public.  Charges made by the Academy for routinely published material will be justified and transparent and kept to a minimum.  Material which is published and accessed on the Academy’s website will be provided free of charge.  
Charges may be made for information subject to a charging regime specified by Parliament.  
Charges may be made for actual disbursements incurred such as photocopying, postage and packaging, and the costs the Academy directly incurs as a result of reviewing and preparing information.  
Charges may also be made for information provided under this scheme where they are legally authorised, they are in all the circumstances, including the general principles of the right of access to information held by the Academy, justified and are in accordance with a published schedule or schedules of fees which is readily available to the public.  
If a charge is to be made, confirmation of the payment due will be given before the information is provided.  Payment may be requested prior to provision of the information.
Information held by the Academy that is not published under this scheme can be requested in writing, when its provision will be considered in accordance with the provisions of the Freedom of Information Act.
	Type of Charge
	Description
	Basis of Charge

	Disbursement cost
	Photocopying/printing @ 10p per sheet (black & white)
	Actual cost incurred by the Academy

	
	Photocopying/printing @ 12p per sheet (colour)
	Actual cost incurred by the Academy

	
	Postage
	Actual cost of Royal Mail standard 2nd class

	
	Packaging
	Actual cost incurred by the Academy

	Statutory Fee
	
	In accordance with the relevant legislation (quote the actual statute)

	Other
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