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Introduction 
 
The Freedom of Information Act was introduced to promote greater accountability across the 
public sector, and is overseen by the Information Commissioner.  
 
Detailed guidance on Freedom of Information legislation can be found on the ICO website. 
 
The legislation requires schools to have: 
 

 A Freedom of Information Policy. 
 An approved ‘Publication Scheme’ that sets out what information they hold and where 

and how this can be accessed.  
 Awareness of their statutory responsibility to respond to requests for information held 

by the school.  
 
Requests for personal information by either the subject of that information or a third party are 
exempt under the FOI Act as such information is covered by the Data Protection Act. 
 
Aims 
 
Severn Bridges Multi-Academy Trust is committed to transparency in its dealings with the public 
and fully embraces the aims of the Freedom of Information Act 2000 and the access provisions of 
the Data Protection Act 1998.   
 
We will make every effort to meet our obligations under the respective legislation and will regularly 
review procedures to ensure that we are doing so. 
 
The underlying principle of this policy is that the public have a right to access to recorded 
information held by the trust and our schools and that we should seek to promote an open regime 
regarding access to information, subject to the exemptions contained within the relevant 
legislation.  This policy does not cover personal written communications (such as personal e-mails 
sent by staff).   The School’s Data Protection Policy establishes the standards regarding the use of 
“personal data” (as defined in the DPA). 
 
This policy outlines:   
 

 How we will respond to requests from individuals for access to information held about 
them.   

 The trust’s policy and procedures for the release and publication of private details and 
public records.   

 Our policy and procedures for providing applicants with advice and assistance 
throughout the duration of their requests  

 
It also clarifies our position regarding the appropriate limit to the costs incurred by the school in 
obtaining any requested information and on charging fees for its provision. 
 

https://wwc.barnet.gov.uk/node/1417
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Requests for Information 
 

The trust will only accept a request for information, which meets all of the following: 
 

 It is in writing (e.g. in a letter, an email or on a social networking site) 
 It includes the requester's real name or the name of the person or organisation they're 

acting on behalf of, along with an address for correspondence (e.g. a residential or work 
postal or email address) 

 It describes the information requested. 
 
A request will be treated as made in writing if it meets all the following requirements:  
 

 it is transmitted by electronic means,  
 it is received in legible form,  
 it is capable of being used for subsequent reference. 

 
It is likely that most written requests for information will meet these criteria. Even if a request isn't 
valid, we must provide advice and assistance to the requester, such as by telling them what they 
need to do to make a valid request. 
 
A request for information that is phrased as a question is still valid. If we have information in our 
records that answers the question, we should provide it in response to the request under the FOIA. 
 
Verifying the Requester's Identity 
 
We should not normally seek to verify an identity. However, we may have grounds to do so if: 
 

 It's clear the requester is using a pseudonym; or 
 There are legitimate grounds for refusing their request and we suspect they're trying to 

avoid this happening (see below for more information on refusing requests)  
 

Steps To Take Before Responding 
 

This will: 
 Help to let the requester know we've received the request 
 Give us an opportunity to clarify their request (if needed, see below) 
 Tell them if we're using different legislation (if applicable, see below) 
 Charge them a fee (see the section ‘Charging for information’, below) 

 
Clarify if unsure what the request is for 
 

Contact the requester as soon as possible for clarification. We do not have to deal with the request 
until we have received the clarification we reasonably need. 
Consider whether we can help the requester to rephrase their request (e.g. 'Did we want X or Y?'). 
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Ensure We’re Using the Right Legislation 
 

 If the person is asking for their own personal data, or if they're a parent wanting to see 
their child's personal data, this should be dealt with as a subject access request 

 If the person is a parent asking to see their child's educational, we will treat it as 
a parental access request 

 If the person is asking for 'environmental information', see this ICO guidance 
 

Any other non-routine request for information should be dealt with under the FOIA.  
 
Providing a Response 
 
Make sure we have the Information 
 

The FOIA only covers recorded information we hold. We don't have to make up an answer or find 
out information elsewhere if we don't already have the relevant information in recorded form. 
If we don't think we have the requested information, we should carry out thorough searches and 
make sure we have convincing reasons for concluding that we don’t have the information. 
If we're certain we don't have the information, we should let the requester know in writing.  
Or, if we know that another public authority holds the information instead, we can transfer the 
request to them, or advise the requester to redirect their request.  
 
Pick the Right Communication Method 
 

Requesters have a right to specify their preferred means of communication in their initial request. 
As far as 'reasonably practicable', we must comply with this preference. 
This can include one or more of the following: 
 

 A copy of the information (e.g. as a hard copy or electronic document) 
 An opportunity to come in and inspect the information 

 
If they didn't specify a method, we can choose the most reasonable one. For example, if the request 
is made via email and the information is held in an electronic format, we will reply by email and 
attach the information. 
 
Don't make any Non-Routine Changes to the Requested Information 
 

We should disclose the information we have at the time of the request with no changes, even if it's 
out-of-date, incomplete or inaccurate.  
We can explain these issues when we provide the information to the requester. 
We're allowed to make routine changes to the information while we're dealing with the request, so 
long as these would have been made regardless (e.g. we carry out a routine monthly update). 
Similarly, we must not delete any information as a result of a request. If the information was 
scheduled to be deleted, it's good practice not to go ahead with that deletion, so we can satisfy 
the request. 

https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/subject-access-requests-guidance-and-template-form/
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/pupil-records-requests-from-parents/
https://ico.org.uk/for-organisations/guide-to-the-environmental-information-regulations/receiving-a-request/
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Deadlines for Responding 
 

The standard time limit is 20 school days, or 60 working days if that's sooner.  
 
The time starts: 

 
 From the first working day after the school receives the request; or 
 When we have received the clarification we need to answer the request 

 
If we are charging a fee, the time limit is 'paused' until we receive the payment (see the section 
below for more information on Charging Fees). 
 
We cannot extend the deadline, unless we need extra time to consider the 'public interest test' (see 
the section 'Refusing a Request' for more details). 
 
The Appropriate Limit  
 

The School/Trust will not comply with any freedom of information request that exceeds the 
statutorily imposed appropriate limit to the cost of £450.  
 

When determining whether the cost of complying with a freedom of information request is within 
the appropriate limit, we will take account only of the costs reasonably expected to be incurred in 
relation to:  
 

 Determining whether we hold the information.  
 Locating the information, or a document, which may contain the information.  
 Retrieving the information, or a document that may contain the information.  
 Extracting the information from a document containing it.  

 
Costs related to the time spent by any person undertaking any of the activities outlined in in this 
policy on behalf of the school/trust, are to be estimated at a rate of £25 per person per hour.  
Where multiple requests for information are made to the trust within 60 consecutive working days 
of each other, either by a single person or by different persons who appear to be acting in concert, 
the estimated cost of complying with any of the requests is to be taken to be the total costs to the 
school/trust of complying with all of them. 
 

Charging for Information 
 

We cannot charge a flat fee, but we can charge based on how much it costs to comply with the 
request. 
 
To calculate the 'cost of compliance', we can only take into account the cost when: 
 

 Determining whether we hold the information 
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 Finding the requested information, or records containing the information 
 Retrieving the information or records 
 Extracting the requested information from records 
 

When estimating the cost of staff time for this, we should rate staff time at £25 per person per hour 
regardless of who does the work. 
 
Which Costs We Can Recover 
 

If the 'cost of compliance' is: 
 

 Under the £450 limit, we can only recover our communication costs from the 
requester, such as the money spent on photocopying, printing or postage. We can't 
normally charge for any other costs, such as staff time spent searching for information 

 Over the £450 limit, we can recover our full costs, including the cost of compliance, 
communication and staff time. However, we should get written agreement from the 
requester that they will pay the extra costs. We should also give the requester the option 
of refining their request rather than paying extra 

 
Send Out a Fee Notice 
 
If we want to charge, we should send a fee notice to the requester as soon as possible after we 
have received the request.  
The time limit to respond is effectively 'paused' until we have received the fee, but once we have 
been paid, we should send out the information within the time remaining. 
If we do not receive payment within 3 months of issuing the notice, we are no longer obligated to 
respond to the request. 
 
Refusing a Request 
 

Requests Exceeding Cost Limit 
 

We can refuse a request if:  
 

 We estimate the cost of complying with the request will exceed the £450 limit  
 The cost of finding out whether we hold the information would exceed the £450 limit 

(e.g. if we would have to do an extensive search in a number of locations)  
 

However, we should still say whether we hold the information, even if we cannot provide the 
information itself. As mentioned above, we should also give the requester the option of refining 
their request rather than paying extra. 
 
Vexatious Requests 
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We can refuse to comply with any part of a vexatious request, including confirming or denying 
whether we hold the information. 
When deciding whether a request is vexatious, we should ask: is the request likely to cause a 
disproportionate or unjustifiable amount of distress,  disruption or irritation? 
We can take into account the context and history of a request, including the identity of the 
requester and our previous contact with them. However, it is the request that is vexatious and not 
the requester. If we receive a legitimate request from the same person later, we should answer it. 
If we do refuse for this reason, we need to notify the requester of our decision and keep a record of 
the reasons for our decision so that we can justify it later should a complaint be made to the ICO. 
 
Repeated Requests 
 

We can refuse repeated requests, whether or not they are also vexatious, if there is a complete or 
substantial overlap between information sets requested by the same person.  
We cannot refuse a request just because it is for information on a related topic.  
We also cannot use this justification once a 'reasonable period' has passed, although how long this 
period is depends on the circumstances, such as how often the information we hold changes. 
As above, if we refuse for this reason, send a notification of our decision and keep a record of the 
reasons for our decision.  
 
Exemptions 
 

The FOIA defines a range of exemptions we can use to refuse part or all of a request, including 
confirming whether or not we hold the information. 
There are two types of exemption: 

 
 Absolute 
 Qualified 

 
If the exemption is qualified, we will have to carry out a 'public interest test', which is to determine 
whether the public interest in applying the exemption outweighs the public interest in disclosure. 
 
Absolute exemptions include requests for information: 
 

 That is already reasonably accessible 
 In court records 
 That includes personal data of living third parties where there's no lawful 

basis identifiable for we to share it 
 Given to us by someone else where disclosure could lead to a breach of confidence 
 

Qualified exemptions include requests for information: 
 

 Intended for future publication 
 Related to criminal investigations 
 That could prejudice law enforcement activities 

https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/choosing-your-lawful-basis/
https://schoolleaders.thekeysupport.com/administration-and-management/record-keeping/data-protection/choosing-your-lawful-basis/
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 That could endanger anyone's physical or mental health or safety 
 Covered by legal professional privilege 
 That could prejudice commercial interests 

 
ICO guidance is available for further guidance in deciding whether any of these exemptions apply. 
 
Dealing with Complaints 
 

Any complaints or expressions of dissatisfaction will be dealt with through the trust’s existing 
complaints procedure. A requester can make a complaint to the ICO. 
 
It is good practice to have an internal review if a requester is unhappy, and should be triggered 
whenever a requester expresses dissatisfaction with the outcome of their request. When carrying 
out a review we should ensure: 
 

 It's a straightforward, single-stage process 
 A fresh decision is made based on all the evidence that's relevant and available, rather 

than just reviewing the first decision 
 The review is done by someone who didn't deal with the request, where possible, and 

preferably by a more senior member of staff 
 The review takes no longer than 20 working days, or 40 in exceptional circumstances 

 
Publication Scheme 
 
The Freedom of Information Act requires us to make information proactively available in the form 
of a “publication scheme”, which lists categories, or “classes” of information that will routinely be 
made available without the need for a specific information request.   
 
We have adopted the Information Commissioner’s model publication scheme, which commits us 
to make information available to the public as part of our normal business activities.  
 
Classes of Information  
 

 Who we are and what we do: Organisational information: locations and contacts, 
constitutional and legal governance.  

 What we spend and how we spend it: Financial information relating to projected and 
actual income and expenditure, tendering, procurement and contracts.  

 What our priorities are and how we are doing: Strategy and performance information, 
plans, assessments, inspections and reviews. How we make decisions.  

 Policy proposals and decisions: Decision making processes, internal criteria and 
procedures, consultations.  

 Our policies and procedures: Current written protocols for delivering our functions and 
responsibilities.  

 Lists and registers: Information held in registers required by law and other lists and 
registers relating to the functions of the authority. T  

https://ico.org.uk/for-organisations/guide-to-freedom-of-information/refusing-a-request/#10
https://ico.org.uk/make-a-complaint/


9 
 

 The services we offer: Advice and guidance, booklets and leaflets, transactions and 
media releases. A description of the services offered.  

 
The classes of information will not generally include:  
 

 Information the disclosure of which is prevented by law, or exempt under the Freedom 
of Information Act, or is otherwise properly considered to be protected from disclosure.  

 Information in draft form.  
 Information that is no longer readily available as it is contained in files that have been 

placed in archive storage, or is difficult to access for similar reasons.  
 

The method by which information published under this scheme can be found in Appendix 5 and 
indicates what information is covered by this scheme and how it can be obtained.  
 
Where appropriate, information will be provided on a website. Where it is impracticable to make 
information available on a website or when an individual does not wish to access the information 
by the website, it indicates how information can be obtained by other means and we will provide 
it by those means.  
 
In exceptional circumstances some information may be available only by viewing in person. Where 
this manner is specified, contact details will be provided. An appointment to view the information 
will be arranged within a reasonable timescale.  
 
Information will be provided in the language in which it is held or in such other language that is 
legally required. Where an authority is legally required to translate any information, it will do so.  
 
Obligations under disability and discrimination legislation and any other legislation to provide 
information in other forms and formats will be adhered to when providing information in 
accordance with this scheme.  
 
Charges which may be made for Information Published under this Scheme  
 
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 for routinely published material 
will be justified and transparent and kept to a minimum.  Material which is published and accessed 
on a 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 directly incurred as a result of viewing 
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 public authorities, justified and are in 
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accordance with a published schedule or schedules of fees which is readily available to 
the public.  

 Charges may also be made for making datasets (or parts of datasets) that are relevant 
copyright works available for re-use.  

 These charges will be in accordance with the terms of the Re-use of Public Sector 
Information Regulations 2015, where they apply, or with regulations made under section 
11B of the Freedom of Information Act, or with other statutory powers of the public 
authority.  

 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.  

 
Written requests Information held by a public authority 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. 
 
Monitoring and Review  
 
This policy is reviewed at least annually and will be updated as needed to ensure it is up-to-date 
with such issues as they emerge and evolve, including any lessons learnt.  
 
Any changes made to this policy will be communicated to all members of staff.  Al l members of 
staff are required to familiarise themselves with all processes and procedures outlined in this policy 
as part of their induction programme. 
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Appendix 1 - Freedom of Information Request Template 
 
Please fill in the form below to make our request. Feel free to delete the parts highlighted in 
yellow, which provide more instructions to help you. 
 
Send the completed form to [SCHOOL TO INSERT CONTACT DETAILS HERE]. 
 

Name Of 
Requester 

Please specify your real name or the name of the person or 
organisation you’re requesting the information on behalf of. 
 
 

Contact Details This can be any postal or email address you can receive 
correspondence to, including personal and work addresses. 
 
 

Information 
You Want To 
Access 

Please be as specific as possible. We may return to you for further 
clarification if we’re not clear what you’re looking for.  
 
 

How You Want 
To Receive The 
Information 

The means of communication here can be 1 or more of the following: 
 A copy of the information (e.g. hard copy, electronic document) 
 An opportunity to come in and inspect the information 
 A digest or summary of the information 
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Appendix 2 - Freedom of Information Initial Response Letter 
 
Dear [Requester’s Name], 
 
Thank you for the request you made on [Date of Request], seeking the following information under the 
Freedom of Information Act (FOIA) 2000: 
 
[Copy and paste the information requested in the initial request.] 
 
If you don’t need to clarify anything with the requester, deal with the request under different legislation or 
charge them a fee, insert this: 
This is to confirm that we have received your request. You should receive a response from us by [Insert 
date that’s 20 school days away from when they submitted the request, or 60 working days if that’s sooner]. 
 
If you need to clarify anything with the requester, insert this: 
We would like to clarify the following point(s) to make sure we give you the information you are looking for: 
[Insert clarification questions here]. 
 
Once we are clear on what information you are requesting, you should receive a response from us within 
20 school days, or 60 working days if that is shorter. 
 
If you need to deal with the request under different legislation, insert this: 
The information you have requested does not fall under the terms of the Act. Instead, we will treat your 
request under [Insert relevant legislation, e.g. the UK GDPR]. 
 
This means you should receive a response from us by [Insert deadline as set out in relevant legislation]. 
 
If you need to charge a fee for responding to the request, insert this: 
In order for us to fulfil this request, you will need to pay us [insert amount] within 3 months of the date this 
notice was issued. [If you want, add details about what costs this payment would cover]. 
 
If you are not willing or able to pay this fee, please do get in touch and we can discuss ways of refining your 
request that could bring this cost down. 
 
If you do pay the fee, you should receive a response from us within [Insert amount of compliance time left 
since receiving the request] once we have received the payment. 
 
[Insert details of how this fee should be paid, such as bank account details.] 
 
Kind regards, 
[Your name] 
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Appendix 3 - Freedom of Information Request Response Letter 
 
Dear [Requester’s Name], 
 
Thank you for the request you made on [Date of Request], seeking the following information under the 
Freedom of Information Act 2000: 
 
[Copy and paste the information requested in the initial request and any follow-up clarifications.] 
 
If you don’t have the information requested, insert this: We can confirm that this information is not held by 
us. 
 
[If you’re aware of another public authority that may hold the information instead, tell them to re-apply to 
this authority and supply them with the relevant contact details.] 
 
If you have the information requested, insert this: We can confirm we hold the information you have 
requested. 
 
If the information is already published as part of your publication scheme, insert this: This information is 
already available for you to access, as set out in our publication scheme which can be found here: [insert 
link to your publication scheme here, and your accompanying guide to information if you have one]. 
 
If you’re supplying a copy of the information and/or a summary or digest of it, insert this:  Please find 
attached a [copy/summary] of the information requested. [If you want to add in any explanation or 
background context for the information, do so here.] 
 
If you’re providing an opportunity to allow the requester to come into school to see the information, insert 
this: We can now show the information to you if you come into the school. Please let us know when would 
be a suitable time for you to come in by [insert details for how to arrange a time – e.g. phone/email].  
 
If you have an internal appeals process in place, insert this: If you are not satisfied that we have complied 
with the Act in responding to your request, you can request an internal review. Please get in touch by 
[phone/email – or other], explaining what you would like us to review. 
 
If you’re not satisfied with the outcomes of the internal review, you can appeal to the Information 
Commissioner: 

 Report a concern online at https://ico.org.uk/make-a-complaint/ 
 Call 0303 123 1113 
 Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

 
If you don’t have an internal appeals process in place, insert this: 
If you are not satisfied that we have complied with the Act in responding to your request, you can appeal 
to the Information Commissioner: 

 Report a concern online at https://ico.org.uk/make-a-complaint/ 
 Call 0303 123 1113 
 Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

 
Kind regards, 
[Your name] 
 
  

https://ico.org.uk/make-a-complaint/
https://ico.org.uk/make-a-complaint/
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Appendix 4 - Freedom of Information Refusal Letter 
 
Dear [Requester’s Name], 
 
Thank you for the request you made on [Date of Request], seeking the following information under the 
Freedom of Information Act 2000: 
 
[Copy and paste the information requested in the initial request.] 
 
If you’re refusing on the grounds of a vexatious or repeated request, insert this: 
We will not be supplying the information as we believe your request to be [vexatious/repeated]. This is 
allowable under section 14 of the Act. 
 
We will not send a written refusal in response to any further [vexatious/repeated] requests. 
 
If you’re refusing on the grounds that it exceeds your cost limit, insert this: 
We will not be supplying the information as the ‘cost of compliance’ for completing this request on our end 
would exceed £450, the appropriate cost limit set in legislation. This is allowable under section 12 of the Act. 
 
[Add details about how you calculated this cost and which parts of the request took the cost over the line 
– for example because it would require an extensive search in a number of locations.] 
 
Please do get in touch and we can discuss ways of refining your request that could bring this cost down. 
 
If you’re refusing on the grounds of exemptions set out in the Act, insert this: 
We will not be supplying the information under the exemption set out in [insert section] of the Act, which 
applies to information concerning [insert details]. 
 
If you’re refusing to confirm or deny whether you have the information for whatever reason, add this below 
whichever of the above sections used: 
Due to this exemption, we’re also not able to confirm or deny that we hold this information. 
 
If you have an internal appeals process in place, insert this: 
If you are not satisfied that we have complied with the Act in responding to your request, you can request 
an internal review. Please get in touch, explaining what you would like us to review. 
 
If you are not satisfied with the outcomes of the internal review, you can appeal to the Information 
Commissioner: 

 Report a concern online at https://ico.org.uk/make-a-complaint/ 
 Call 0303 123 1113 
 Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

If you don’t have an internal appeals process in place, insert this: 
If you are not satisfied that we have complied with the Act in responding to your request, you can appeal 
to the Information Commissioner: 

 Report a concern online at https://ico.org.uk/make-a-complaint/ 
 Call 0303 123 1113 
 Or write to: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

 
Kind regards, 
[Your name] 

https://ico.org.uk/make-a-complaint/
https://ico.org.uk/make-a-complaint/
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Appendix 5 – Publication Scheme 
 
Guide to information available from Severn Bridges Multi Academy Trust/Our Academies 
  

 Information to be published How the information can be obtained Cost 

Class 1 - Who We Are And What We Do  
Organisational information, structures, locations and contacts  

 
Website/School Prospectus 

 

Who’s Who in the School  
 

Website 
 

Who’s Who on the Governing Body/Trust Board and the basis of their Appointment  
 

Website 
 

Instrument of Government  Hard Copy 1p per copy + 85p 
postage 

Contact Details for the Headteacher and for the Governing Body via the School Office  Website 
 

School Prospectus  
 

Hard Copy/Website 
 

Staffing Structure  Hard Copy 1p per copy + 85p 
postage 

School Session Times and Term Dates  
 

Website   

Class 2 – What We Spend And How We Spend It  
(Financial information relating to projected and actual income and expenditure, 
procurement, contracts and financial audit)  
  
Current and Previous Financial Year as a Minimum  

    



2 
 

 
 
Guide to information available from Severn Bridges Multi Academy Trust/Our Academies 
  
Annual Budget Plan and Financial Statements  Hard Copy 1p per copy + 85p 

postage 

Capitalised Funding  Hard Copy 1p per copy + 85p 
postage 

Additional Funding  Hard Copy/Website 1p per copy + 85p 
postage 

Procurement and Projects  Hard Copy 1p per copy + 85p 
postage 

Pay policy  Hard Copy 1p per copy + 85p 
postage 

Staffing and Grading Structure  Hard Copy 1p per copy +85p 
postage 

Governors’ allowances  Hard Copy 1p per copy + 85p 
postage 

Finance Policy  Hard Copy 1p per copy + 85p 
postage 

Class 3 – What Our Priorities Are And How We Are Doing  
(Strategies and plans, performance indicators, audits, inspections and reviews)  
 Current information as a minimum:  
 

  

Government Supplied Performance Data  Hard Copy 1p per copy + 
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Guide to information available from Severn Bridges Multi Academy Trust/Our Academies 
   
The latest Ofsted report  

 Summary  
 Full report  

Website 85p postage 

Appraisal Policy and Procedures Adopted by the Governing Body.  Hard Copy 1p per copy + 85p 
postage 

School Development Plan  Hard Copy/Website 1p per copy + 85p 
postage 

SEF (Schools Evaluation Form)   
Hard Copy 

 
1p per copy + 85p 

postage 

Class 4 – How We Make Decisions  
(Decision making processes and records of decisions)  
  
Current and previous three years as a minimum  

  

Admissions Policy/Decisions (not individual admission decisions)  Hard Copy 1p per page + 85p 
postage 

Agendas of Meetings of the Governing Body and (if held) its Sub-Committees  Hard Copy 1p per page + 85p 
postage 

Minutes of Meetings (as above) – NB: this will exclude information that is properly regarded as private to the meetings.  Hard Copy 1p per page + 85p 
postage 
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Guide to information available from Severn Bridges Multi Academy Trust/Our Academies 
  
Class 5 – Our Policies And Procedures  
(Current written protocols, policies and procedures for delivering our services and responsibilities)  
  
Current information only  

    

School Policies Including:  
 

 Charging and remissions policy  
 Health and Safety  
 Complaints procedure  
 Code of conduct policy  
 Discipline and grievance policy  
 Equality plan  

Website 
Hard Copy 

 

1p per page + 85p 
postage 

Pupil and Curriculum Policies, including:  
 

 Home-school agreement  
 Curriculum subjects  
 Relationships and sex education  
 Special educational needs  
 Equality Plan  
 Collective worship  
 Behaviour  
 Child protection  

Website 
Hard Copy 

 

1p per page + 85p 
postage 

 
Records management and personal data policies, including:  
 

 Information and ICT policies  
 Records retention destruction and archive policies  
 Data protection (including information sharing policies)  

Website 
Hard Copy 

1p per page + 85p 
postage 
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 Charging and remissions policy  
This includes details of any statutory charging regimes.  

Website 
Hard Copy 

1p per copy + 85p 
postage 

Class 6 – Lists and Registers  
  
Currently Maintained Lists and Registers Only  

(Hard Copy or Website; 
some information may 

only be available by 
inspection) 

 

Curriculum Circulars and Statutory Instruments  
 

Hard Copy 
 

Disclosure Logs  Hard Copy 1p per copy + 85p 
postage 

Asset Management Plan  Hard Copy 1p per copy+ 
85p postage 

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

Hard Copy 1p per copy + 85p 
postage 
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Class 7 – The services we offer  
 
(Information about the services we offer, including leaflets, guidance and newsletters produced 
for the public and businesses)  
  
Current information only  

 

(Hard Copy or Website; 
some information may only 
be available by inspection) 

 

Extra-Curricular Activities  Hard Copy 1p per copy + 85p 
postage 

School Publications  Hard Copy 1p per copy + 
85p postage 

Services for which the school is entitled to recover a fee, together with those fees - Lettings  Hard Copy 1p per copy + 85p 
postage 

Leaflets Books and Newsletters  Hard Copy 1p per copy + 85p 
postage 



1 
 

  
Additional Information 
 
Contact Details:  
Severn Bridges Multi-Academy Trust  
Shrewsbury Flaxmill  
Spring Gardens  
Shrewsbury SY1 2SZ 
 
05603 876716 
 
www.severnbridgesmat.com  
 
Guide to information available from Severn Bridges Multi Academy Trust/Our Academies 

  
Schedule of Charges  

 
This describes how the charges have been arrived at: 
 

  

 * The actual cost incurred by the School 

Type Of Charge Description Basis Of Charge 
 

Disbursement Cost 
 

Photocopying/Printing @ .1p per sheet (Black & 
White) 

Actual Cost * 

 
Photocopying/Printing @ .5p per sheet (Colour) Actual Cost 

 
Postage @ 85p Actual Cost of Royal Mail large 2nd class 85p 

 
Statutory Fee 

 

 
In accordance with the relevant 

Legislation 
 


