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Thc Manor School

Publication Scheme for information available under the

Freedom of ]rncormation Act 2000

|ntroduction
The Freedom of |nformation Act 2000 (which is referred to as FO]A in the rest of this
document) that Public authorities, iﬂcluding schools, are clear and Proactive about the

information tl'lcg make Public.

T he scheme covers information a!reaclg Pub!ished and information which is to be Pub]ishecl in
the future. A” information in our Publication scheme is either available Forgou on our website
to download and Print off or available in PaPerxcorm. Some information which we hold may
not be made Pubiic, for examp]e Persona] information. (This Pub]ication scheme conforms to

the model scheme for schools aPProvcd bg the ]mcormation (ommissioner.)

Alims and Ol:jcctivcs

[~ ffective communication is central to achieving our aims for The Manor School, and

ensuring that all our children are ‘Lcaming to | ove Leaming’.

We strive to include and engage all pupils and to prepare them for full participation in a diverse
society. We aim to support the needs of all PuPils and their families, taking account of gender,
ethnicity, culture, religion, language, disability, ability, age and social circumstances through effective
communication and by working in partnership for the well-being of every child. As a Christian
school we believe that every child should feel that theg are wonclerpul, amazing, ]oved, valued
and unique, because GOd made them that way.

T his Publication Scl')cme has three main strands:
o T he classes of information which we Publish orintend to Publish;

o T he manner in which the information will be Publishcd; and

o Whether the information is available free of chargc or on payment.
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Catcgorics of information Publishcd

The Publication scheme details the information currentiy Pub]ishec{ (recentlg Pub]ished) or
which will be Pub]ished in the future. T his is divided into categories of information known as

‘classes’.

Tlﬂe classes of information that we undertake to make available are organised into four broad
areas
School [ rospectus — information Ioub/lisﬁcc/ in the school prospectus.
(Crovernors’ [Documents — information Pub/lisﬁcc/ in governing body documents.
F u/m/s & (urriculum — information about Po/fc:bs that relate to Pu/o/fs and the
school curriculum.
School Folicies and other information related to the school - information about

Ioo/icics that relate to the school in gcncra[

How to request information:
]F you requirc a paper version of any of the documents within the sclﬂeme, Plcase contact the

school bg te]ephone, email, fax or letter. Contact details are set out below

E_mail: admin@themanor.wilts.sch.uk

Tel (01225) 700150

Fax: (01225)7918%6

Contact Address: Thc Manor School
Kuskin Avenue
Melksham

SNi12 7NG

TO 1‘]6]!3 us PTOCCSS 3OUF FCqUCSt quicl(lg, PlCaSC c]carlg mark aﬂﬂ COFFCSPOI’XCICHCC

FUBLICATION SCHEME REQUEST

If the information you're lookiﬂg forisn’t available via the scheme and isn’t on our website, you

can still contact the school to ask if we have it.
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Faging forinformation

]mcormation Pub]ishcd on our website is free, althouglﬂ you may incur costs from your lnternet

service Provider. ]F you don’t have lntcrnct access, you can access our website using alocal

iibrarg oran ]nternet cafe.

Single coPics of information covered bg this Pub]ication are Provided free unless stated

otherwise. [f your request means that we have to do a lot of P!’]otocopging or Printing, or pay

a Iarge postage cl'large, orisfora Priccd item such as some Printed Publications orvideos we

will let you know the cost before Fuhci”ing your request. Wl’mere there is a cl’varge this will be

indicated }39 a £sign in the description box.

Classcs of |nformation Currcntly Fublishcd :

Scl'uool FrosPcctus ~ this section sets out information Published in the school prospectus.

(Class

Descri Ption

School

FrosPcctus

Tlﬂe statutorg contents of the school Prospectus are as follows:

the name, address and telephone number of the schooL and the tgpe of school

the names of the head teacher and chair of governors

information on the school Po]icg on admissions

a statement of the school's ethos and values

details of any affiliations with a Particular religion or religious denomination, the re]igious
education Provicled, Parents’ right to withdraw their child from religious education and
collective worship and the alternative Provision forthose PuPiIs

information about the school's Policy on Providing for PuPi|s with SEN

number of PuPi|s on roll and rates of PuPils’ authorised and unauthorised absences
National Curriculum assessment results for aPProPriate Keg Stages, with national
summary gigurcs

the arrangements for visits to the school 133 Prospective Parents




The Manor School — Freedom of Information Policy — October 2011

KePor'ts and other information rc|ating to the governing body~ this section sets

out information Publishec‘ }33 the GOverniﬂg Body and in other (Governance related

documents.

(Class

Dcscription

School
Fro{:ilc

The school ProFi]e is Pub!ished on the internet and replaces the (Governors
rePort to Parents

]nstrumcnt of

Govcrnmcnt

(] The name of the school

(] The categorg of the school

° The name of the governing bodﬂ

. The manner in which the governing boc[3 is constituted

o The term of office of cach catcgory of governor it Iess than 4 years
° The name of any boc]g entitled to aPPoint any category o{:govcmor
o Details of any trust

o |fthe school has a religious character, a dcscriPtion of the ethos

L The date the instrument takes effect

Minutes

Agreed minutes of meetings of the governing bodg and its committees

(£ if more than one set of minutes are requirec{)

FuPils & Curriculum Folicics - T his section gives access to information about Policies

that relate to Pupils and the school curriculum.

(Class

Descri Ption

Homc e SCI‘IOOI

agrccmcnt

Statement of the school’s aims and values, the school’s resPonsibilities, the
Parental rcsponsibilitics and the school’s cxpcctations of its Pupi]s for cxample

homework arrangements

Curriculum

Folicics

Statemen’c on Fo”owing the Po]icg for the secular curriculum subjects and
religious education and schemes of work and sgnabuses currcntlg used by the

SChOOl

Sex [ ducation
Folicg

Statement of Po]icg with regard to sex and re]ationsiﬂip education

Spccial
E_clucation
Needs Folicy

|nformation about the school's Po]icg on Provic‘ing for PuPils with sPecia!

educational needs
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Acccssibility
Plans

Flan for increasing Participation of disabled Pupils in the school’s (:urriculumJ
imProving the acccssibi]itg of the Phgsical environment and imProving dcliverﬂ of
information to disabled PuPi]s.

Singlc Equalitg
Folicy

Statement of Po]icg for Promoting Cqualitg

Co"cctivc
Worship

Statement of arrangements forthe required dai]g act of collective worsl'n'P

Child

Statement of Policy for saFeguarding and Promoting welfare of PuPils at the

Frotcction school.

Folicy

Behaviour & Statement omcgenerai Principles on behaviour and discipline and of measures
DisciPIinc taken !33 the head teacher to prevent bu”ging.

Schoo] Policies and other information related to the school - This section gives

access to information about Po]icics that relate to the school in genera].

(Class

Dcscription

Published reports
of OFstccl
/SIAS rcfcrring
cxPrcsslg to the

SCl‘IOOl

FPublished report of the last iﬂsPec’cion of the school and the summary of the
report and where appropriate inspcction reports of rcligious education in

those schools designated as having a re]igious character

Fo st—-OFstccl

insPcction action

Plan

A Pian setting out the actions requirecl go“owing the last Ofsted insPection
and where aPProPriate an action P]an po“owing inspection of religious

education where the school is designated as having a religious character

Cl'uarging and
Remissions

Policies

A statement of the school’s Po]icy with respect to charges and remissions
for any oPtional extra or board and lodging, for which cl’marges are Permit’ced,

for exampie school Pub!ications, music tuition, triPs.

5cl100| session
times and term

dates

Dctails of school session and dates of school terms and holidags
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Hcalth and Statement of general POIicﬁ with respect to health and saFetg at work of
Sa{:ctg Folicg emplogees (and otl‘xers) and the organisation and arrangements for carrying
and risk out the Po]icg

assessment

ComPIaints Statement of Procedures for clealing with complaints

Proccclurc

Fchormancc Statement of Procedures adopted }33 the governing bodg relating to the

Managcmcnt of Per‘Formance management of staff and the annual rePort of the head teacher
Stag: on the effectiveness of aPPraisal Procedurcs

Staﬂ: Concluct, Statement of Procedure for regu]ating conduct and discipline of school
Disciplinc and staff and Procedures 53 which staff may seck redress Forgrievance

(irievance

Curriculum Any statutory instruments, clepar‘tmerxta] circulars and administrative
circulars and memoranda sent 133 the Department of [~ ducation and 51(1”5 to the head
statutory teacher or governing bodg re]atiﬂg to the curriculum

instruments

Annex A - Otl'lcr Arnnex A Provides alist of other documents that are held 133 the school and
documents are available on request within the bounds of the FOJA.

Feedback and ComPlaints

We welcome any comments or suggestiorxs you may have about the scheme. ]Fuou want to
make any comments about this Publication scheme orif you require further assistance or wish

to make a complaint then initia“g this should be addressed to:

Chair of Governors, /o T he Manor School, Ruskin Avenue, Melksham, SN 12 NG

[f you are not satisfied with the assistance that you get or i we have not been able to resolve
your comPlaint and you feel that a formal comp!ain’c needs to be made then this should be
addressed to the |nformation (Commissioners Office. | his is the organisation that ensures
compliance with the Freedom of ]mcormation Act 2000 and that deals with formal comP]aints.
Tlﬂeg can be contacted at:

/nfonnation Comml:ssfoncr; [/l{yc// e Housc, Water [ ane, l/l/i/ms/ow, C/7¢s/7irc, 5K 95AF
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Enquirg/ln{zormation Line: (01625) 545 700
. Mail: Publications@ic—Foi.clcmon.co.ul<.

Website : www.ico.gov.uk

Signed on behalf of the Goveming Bodg
i Zth Octobcr 2011

Keview date: October 2012
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The Manor School

Freedom of |nformation Fublication Sclﬁcmc

Anncx A - Furthcr documents held bg the school

Name of Document Dcscription
]ndividual SE_N Fi]e Fersonal file aPPertaining to a child (£)
School report Additional coPies for absent parents with Parenta] resPonsibi!itg

]ndividual Fupil File Fersonal file aPPertaining to a child (£)

Home/School contact A corresPonclence cliary between the school and the Parents of a
book child with S Nora disabilitg (£)




