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MAYHILL JUNIOR SCHOOL  

FREEDOM OF 
INFORMATION POLICY 

 
 

Legal Obligation 

The main principle behind freedom of information legislation is that people have 
a right to know about the activities of public authorities, unless there is a good 
reason for them not to.  Public authorities include the governing bodies of 
maintained schools. 

The Freedom of Information Act 2000 provides public access to recorded 
information held by public authorities.  It does this in two ways: 

• by requiring public authorities to publish certain information about their 
activities; and 

• by giving members of the public the right to request information from 
public authorities. 

The Act covers all recorded information held by a public authority.  It is not 
limited to official documents and it covers, for example, drafts, emails, and notes, 
recordings of telephone conversations and CCTV recordings. 

Model Publication Scheme 

Each authority must adopt the model publication scheme prepared and 
approved by the Information Commissioner.  The Governing Body of Mayhill 
Junior School has adopted the latest version of this model publication scheme 
(version 1.2 dated 23 October 2015) and a copy can be found on the school 
website. 

Guide To Published Information 

Each authority must prepare a guide to published information for the public, 
giving details of what the authority will publish, how the information can be 
obtained and (where applicable) the cost.  The Information Commissioner has 
provided a template which may be used by state primary and nursery schools. 
This template has been completed for Mayhill Junior School and is appended to 
this policy, and can be found on the school website with a reference copy also 
held in the school office. 

Charging For Information 

Any document listed in the guide to published information can be examined free 
of charge at the School Office.  Where a copy is required a charge may be made 
for photocopying and postage (where appropriate) in accordance with the 
charges listed at the end of the guide. 

Actions Required By School Staff 
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➢ All information will be considered for publication once it has been created, 
according to the guide to published information. 

➢ Wherever possible, information included in the guide will be made 
available on the school website. 

➢ Contact details for the school will be made available on the school 
website. 

➢ School Office staff will be made aware of this policy and where they can 
locate the information listed in the guide to published information.  When 
in doubt they will consult the Head Teacher or his deputy. 

Requests for Information Not Included In the Guide to Published Information 

Members of the public are entitled to make written requests for information not 
included in the guide, however certain information is exempt and the authority 
can refuse to supply it.  A request can also be refused where the cost of 
complying would exceed £450. 

An authority must respond as soon as possible and at the latest within 20 
working days, except in circumstances where the information requested is 
particularly complex and voluminous. In such cases the time limit can be 
extended by a further 20 working days. If the time limit is extended, the authority 
must notify the applicant of this delay within 20 working days of the initial 
request, and state when they believe they will be able to respond in full. 

Mayhill Junior School School will make every reasonable effort to respond to 
requests for information immediately in the case of personal applications to the 
School Office or within 2 working days in the case of written or email requests. 

Addresses for Information 

The school website address is: http://www.mayhill.hants.sch.uk 

The school office address is: 

Mayhill Junior School 
The Bury 
Odiham 
Hants 
RG29 1NB 
 
The school telephone number is: 01256 702973 

The school email address is: adminoffice@mayhill.hants.sch.uk 

 


