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1. Purpose and status
Green Lane Community Special School is a public authority for the purposes of the Freedom of Information Act 2000 (FOIA). The school adopts the Information Commissioner's Office (ICO) Model Publication Scheme in full and will make information available proactively through this scheme and the accompanying Guide to Information below.
The scheme does not replace the right to make a request for recorded information. It describes the information the school routinely publishes and how it can be obtained.
2. Our commitments
Publish, or otherwise make available, information falling within the seven classes of information in the ICO Model Publication Scheme.
Provide information in the form requested where reasonably practicable, including reasonable adjustments and accessible formats.
Keep the information and this Guide to Information accurate and up to date.
Explain clearly where information is withheld, is not held, is exempt, is archived or is available only on request.
Make information available free of charge wherever possible and publish any applicable charges in advance.
3. The seven classes of information
	ICO information class
	What this covers at Green Lane

	Who we are and what we do
	Organisational information, school contacts, governance, staffing structures and the school's legal status.

	What we spend and how we spend it
	Financial information about projected and actual income, expenditure, procurement, contracts and audit, subject to lawful exemptions and applicable publication thresholds.

	What our priorities are and how we are doing
	Strategies, plans, performance information, inspection outcomes and reports.

	How we make decisions
	Decision-making processes, governing body information, consultation and records of decisions, with confidential and personal information removed where required.

	Our policies and procedures
	Current written protocols, policies and procedures for delivering school services and carrying out statutory responsibilities.

	Lists and registers
	Registers and lists the school is legally required or routinely expected to maintain and make public, subject to exemptions.

	The services we offer
	Information about education, curriculum, pupil support, admissions arrangements, facilities, activities and services available to the school community.


4. Guide to Information
The following guide identifies the main information routinely available. The school website and school office should be used together: information that is not online may be requested from the school office. Some records are retained only for defined periods and older information may not be available.
	Class
	Examples of information
	Usually available from

	Who we are and what we do
	School contact details; statutory website information; staffing and leadership information; governing body membership, roles, relevant business interests, attendance and committee information; school prospectus or equivalent information.
	School website; school office

	What we spend and how we spend it
	Annual financial information required for publication; financial benchmarking links; pupil premium and PE and sport premium information where applicable; procurement and contract information that is suitable for publication; governors' allowances scheme.
	School website; school office; relevant government financial benchmarking service

	What our priorities are and how we are doing
	School priorities and development planning information appropriate for publication; Ofsted report; performance information; pupil premium strategy; equality objectives; accessibility planning.
	School website; Ofsted website; school office

	How we make decisions
	Governing body structure and remit; approved minutes, agendas and papers where available, excluding confidential material; consultation documents and outcomes where applicable.
	School website; clerk to the governing body / school office

	Our policies and procedures
	Statutory and key operational policies, including safeguarding, complaints, behaviour, charging and remissions, data protection/privacy information, equality and SEND information. Internal operational documents may be available on request where lawful.
	School website; school office

	Lists and registers
	Curriculum information; asset or disclosure information where routinely publishable; register of governors' interests; any public register held by the school. Personal data and information protected by an exemption will not be disclosed.
	School website; school office

	The services we offer
	Curriculum and pathway information; SEND information report; pastoral and family support; school day and term dates; trips, clubs and enrichment; school meals; accessibility and facilities; complaints and contact arrangements.
	School website; school office


5. Making information available
Most routinely published information is available through the school website. Where information is not online, requests may be made verbally or in writing to the school office. A formal FOI request must include the requester's real name, an address for correspondence and a clear description of the recorded information required. Requests may be emailed to the school's published general contact address or sent to:
Headteacher
Green Lane Community Special School
Woolston Learning Village
Warrington
WA1 4QX
The school will normally respond to a valid FOI request within 20 school days, or 60 working days if sooner, in accordance with the legislation. The school may ask for clarification where it cannot identify the information requested.
6. Charges
Information available electronically through the website will be free. The school may charge the actual cost of photocopying, printing, postage or producing information in another medium. Any charge will be reasonable, transparent and communicated before work begins. Charges required or permitted by other legislation may also apply. The school will not charge merely for locating information unless FOIA permits refusal on cost grounds.
7. Information that may not be disclosed
The school will apply FOIA exemptions and other legal restrictions where appropriate. This may include personal data, safeguarding information, information whose disclosure would prejudice health and safety, confidential information, commercially sensitive information or legally privileged material. Where possible, the school will provide the non-exempt part of a record and explain the basis for withholding the remainder.
The school will not publish personal information about pupils, families, staff or governors unless there is a lawful basis and publication is appropriate. Requests for a person's own personal data will be handled as subject access requests under data protection law, not FOIA.
8. Complaints and internal review
A requester who is dissatisfied should first ask the school for an internal review, normally within 40 working days of the response. The review will, wherever practicable, be undertaken by someone who was not responsible for the original decision and who has appropriate authority. If the requester remains dissatisfied after the school's review, they may complain to the Information Commissioner's Office at ico.org.uk.
9. Responsibilities, monitoring and review
The Governing Body is accountable for ensuring that the school meets its duties. The Headteacher is responsible for implementation and may delegate day-to-day coordination to an appropriate member of staff. The website and Guide to Information will be checked at least annually and whenever significant legal, organisational or service changes occur.
Legal and guidance framework
Freedom of Information Act 2000, particularly section 19 (publication schemes).
ICO Model Publication Scheme and Definition Document for the Governing Bodies of Maintained and Other State-Funded Schools in England.
Environmental Information Regulations 2004 and UK data protection legislation, where applicable.
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