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Publication Scheme on information available under the Freedom of 
Information Act 2000 

1. Introduction: what is a publication scheme and why it has been 
developed? 

One of the aims of the Freedom of Information Act 2000 (which is referred to 
as FOIA on the rest of this page) is that public authorities, including all 
schools, should be clear and proactive about the information they make 
public. 

Our publication scheme sets out: 

• The classes of information which we publish 
• The manner in which the information will be published and whether the 

information is available free of charge or on payment 
• Some information that we hold may not be made public, for example 

personal information 
• This publication scheme conforms to the model scheme for schools 

approved by the Information Commissioner 
 

2. Categories of information published 

The publication scheme guides you to information which we currently publish 
(or have recently published) or which we will publish in the future. This is split 
into categories of information: 

1. Who we are and what we do 
2. What we spend and how we spend it 
3. What our priorities are and how we are doing 
4. How we make decisions 
5. Our policies and procedures  
6. Lists and registers 
7. The services we offer 
 

3. How to request information 

If you require a paper version of any of the documents within the scheme, 
please contact the school by telephone, email or letter. Contact details are set 
out below:  

Email: enquiries@newhorizonslc.org.uk 

Tel: 01454 865340 

Contact Address: New Horizons Learning Centre, Mulberry Drive, Kingswood, 
South Gloucestershire, BS15 4EA 



 

 

 

To help us process your request quickly, please clearly mark any 
correspondence “PUBLICATION SCHEME REQUEST” (In CAPITALS 
please). 

If the information you’re looking for isn’t available via the scheme, you can still 
contact the school to ask if we have it.  

4. Paying for information 

Information published on our website is free to view. If you don’t have Internet 
access, you can access our website using a local library or an Internet café. 

Single paper copies of information covered by this publication are provided 
free to parents or prospective parents unless stated otherwise.  

If your request means that we have to do a lot of photocopying or printing, or 
pay a large postage charge, or is for a priced item such as some printed 
publications or videos we will let you know the cost before fulfilling your 
request. Requests from other agencies will incur a charge currently of 20 
pence per one-sided black and white sheet plus postage.  

Where there is a charge this will be indicated by a £ sign in the description 
box. 

5.  Feedback and Complaints  

We welcome any comments or suggestions you may have about the scheme. 
If you want to make any comments about this publication scheme or if you 
require further assistance or wish to make a complaint then initially this should 
be addressed to Mrs Tania Craig, Head Teacher. 

If you are not satisfied with the assistance that you get or if we have not been 
able to resolve your complaint and you feel that a formal complaint needs to 
be made then this should be addressed to the Information Commissioner’s 
Office. This is the organisation that ensures compliance with the Freedom of 
Information Act 2000 and that deals with formal complaints. They can be 
contacted at: 

Information Commissioner, Wycliffe House, Water Lane, Wilmslow, 
Cheshire, SK9 5AF  

or 

Enquiry/Information Line: 0303 123 1113  
E Mail: casework@ico.org.uk  
Website: https://ico.org.uk  
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