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	September 2027
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	1.0

	Policy status
	Statutory publication scheme under section 19 of the Freedom of Information Act 2000


This scheme applies to: information held by Manuden Primary School and its Governing Body that falls within the scope of the Freedom of Information Act 2000 and Environmental Information Regulations 2004.
Related documents: Data Protection Policy; Privacy Notices; Records Management / Retention Schedule; Complaints Policy; Governor information; Charging and Remissions Policy; school website statutory information.

1. Purpose and Status
Manuden Primary School is a public authority for the purposes of the Freedom of Information Act 2000 (FOIA). The school and Governing Body are committed to openness and transparency and will make information routinely available wherever it is appropriate and lawful to do so.
The school adopts the Information Commissioner’s Office (ICO) Model Publication Scheme without modification. This document is Manuden Primary School’s school-specific guide to information and explains what information is routinely available, how it can be obtained and what, if anything, may be charged.
The publication scheme does not replace the right to make a Freedom of Information request for other recorded information held by the school.
2. Legal Framework
Freedom of Information Act 2000, including section 19 publication-scheme duties;
Environmental Information Regulations 2004 (EIR), where environmental information is requested;
Data Protection Act 2018 and UK GDPR, as amended, where information contains personal data;
Data (Use and Access) Act 2025, where relevant;
ICO Model Publication Scheme and current schools definition / template guidance.
Where information is exempt from disclosure, prohibited from release by another law, no longer held, or already readily available from another public source, the school will apply the relevant legal provisions and explain this where appropriate.
3. Responsibilities
Governing Body
The Governing Body adopts and maintains the publication scheme and provides strategic oversight of compliance with FOIA and related access-to-information duties.
Headteacher – Phil Molyneux
The Headteacher ensures that effective arrangements are in place for identifying, publishing and maintaining information and for responding to information requests.
Operational lead – Lizzie Grant
Lizzie Grant, School Business Manager and Data Protection Officer, coordinates publication-scheme information, Freedom of Information requests and related information-access queries. She will seek specialist advice where a request raises complex legal, data-protection or exemption issues.
4. How to Access Information
Most routinely published information is available through the school website at www.manudenprimary.co.uk. Where information is not published online, requests may be made to:
School Office
Manuden Primary School
The Street
Manuden
Bishop’s Stortford
CM23 1DE
Email: office@manuden.essex.sch.uk
Telephone: 01279 813370
The school will provide reasonable assistance to people who have difficulty accessing information online. Where practical, information can be provided in an alternative format or as a paper copy.
5. Guide to Information
Manuden follows the seven classes of information in the ICO Model Publication Scheme. The table below describes the main information that the school routinely makes available. The list is indicative rather than exhaustive and only applies where the information is held and disclosure is lawful.
	Information class
	Manuden publication / access arrangement

	Who we are and what we do
	School contact details; leadership and staffing information; governing-body details; school structure; admissions information; SEND contacts; opening hours; vacancies; key statutory contacts. Primarily available on the school website.

	What we spend and how we spend it
	Published financial information required for maintained schools; financial benchmarking link; charging and remissions policy; relevant funding statements such as pupil premium and PE/sport premium. Other financial information may be available on request, subject to exemptions and commercial confidentiality.

	What our priorities are and how we are doing
	School ethos and values; Ofsted information; statutory assessment/performance information where publishable; pupil premium and PE/sport premium impact information; equality objectives; relevant improvement priorities or summaries where suitable for publication.

	How we make decisions
	Governing-body structure and committee information; approved non-confidential governing-body minutes and agendas where available; consultation information; policies explaining decision-making processes. Confidential or personal material will be withheld where legally appropriate.

	Our policies and procedures
	Current school policies and statutory documents, including safeguarding, behaviour, attendance, SEND, equality, health and safety, complaints, charging and remissions, data protection, online safety and other policies routinely published or available on request.

	Lists and registers
	Information which the school is legally required to maintain and make public, including published governor interests and other public registers where applicable. Personal, security-sensitive or otherwise exempt information will not be routinely published.

	The services we offer
	Curriculum information; SEND provision; wraparound care information; school meals; clubs and enrichment; educational visits information; admissions; facilities/services available to pupils, families or the wider community where applicable.


6. Governing Body Information and Minutes
The school will publish the governance information required by law and Department for Education guidance. Approved minutes of Governing Body meetings that are not confidential may be made available on request. Information relating to named pupils, individual staff matters, confidential legal or commercial matters, safeguarding, or other exempt information will be redacted or withheld where required.
7. Information That Will Not Normally Be Proactively Published
personal data about pupils, parents, staff, governors or other individuals where disclosure would be unlawful;
safeguarding or child-protection records;
drafts, working notes and routine correspondence unless there is a specific reason or legal requirement to disclose them;
information that is exempt under FOIA or excepted under EIR;
information whose disclosure would prejudice security, commercial interests, legal privilege or other protected interests where the relevant exemption applies;
superseded or obsolete material where a current version is available, unless there is a legal reason to retain or disclose the older version.
The fact that information is not included in this publication scheme does not mean it cannot be requested under FOIA or EIR.
8. Freedom of Information Requests
A person may request recorded information held by the school whether or not it appears in this publication scheme. Requests should normally be made in writing and include the requester’s name, a contact address or email address and a clear description of the information sought.
Requests may be sent to office@manuden.essex.sch.uk. The school will respond within the statutory timescale, subject to any lawful extension, exemption or exception. If clarification is required, the school may contact the requester before progressing the request.
Requests for a person’s own personal data are handled as data-protection rights requests rather than under FOIA. Requests for environmental information may be handled under the Environmental Information Regulations 2004.
9. Fees and Charges
Manuden aims to provide publication-scheme information free of charge wherever reasonably practicable.
	Method / material
	Charge

	Information viewed on the school website
	No charge.

	Information supplied electronically by email
	No charge in normal circumstances.

	Standard paper copy requested from the school office
	Normally no charge.

	Postage or unusually large-volume copying
	The school may recover actual reasonable costs where permitted by law and ICO guidance. Any charge will be confirmed with the requester before the information is supplied.

	Information for which a statutory charge applies
	The relevant statutory fee or charge will apply.


No charge will be made merely for locating information covered by the publication scheme. Any fee will be transparent, reasonable and lawful.
10. Copyright and Re-use
Information supplied under the publication scheme remains subject to copyright and other intellectual-property rights. Provision of information does not automatically grant permission to reproduce it in a way that infringes copyright or other rights. Requests for re-use will be considered under the applicable legal framework.
11. Complaints and Review
If a person is dissatisfied with the school’s handling of a Freedom of Information request, they may ask the school to review its response. Requests for an internal review should be sent to the school office and will be considered by an appropriate person who was not responsible for the original decision wherever practicable.
If the matter remains unresolved, the requester may complain to the Information Commissioner’s Office. Current contact and complaint information is available from the ICO website.
12. Maintenance of the Scheme
The school will review this publication scheme and guide to information at least annually. Website content and links will be updated during the year when information changes. The school will also review whether frequently requested information should be published proactively to improve transparency and reduce unnecessary requests.
Appendix 1 – Publication Scheme Review Checklist
	Check
	Annual assurance question

	Website information
	Are key statutory and routinely requested documents current, accessible and easy to locate?

	Governance
	Are governor details, interests and non-confidential governance information current?

	Policies
	Are current versions published and superseded versions removed from prominent public pages?

	Financial information
	Are required benchmarking, funding and financial disclosures current?

	Performance / priorities
	Are required performance, Ofsted, equality and funding-impact statements current?

	FOI requests
	Are recurring requests identifying information that should be proactively published?

	Fees
	Is the published fee schedule still appropriate and consistent with current ICO guidance?

	Contact route
	Is office@manuden.essex.sch.uk still the correct route and are responsibilities clear?
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