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Guide to Information  
Compliant with the ICO Model Publication Scheme  

About this Guide to Information  

This guide explains what information the Trust publishes, where it can be found, and whether there is any 

cost to access it. It forms part of our obligations under the Freedom of Information Act 2000. 

The Trust has adopted the model publication scheme of the Information Commissioner’s Office. 

Advice and assistance 
If you are considering making a request for information including if you are requesting information that we 

do not publish on our websites, and have any questions please contact the Trust’s Governance Professional  

in the first instance:  

Email: DataRequests@habstrustsouth.org.uk 

Phone: 020 7652 9516 

Most information is available free of charge via our website. Where a fee may apply (e.g. printed copies), 

this will be in line with FOI fee regulations. Information is published either on the Trust website or on 

individual school websites, depending on where responsibility sits. 

Where information is listed as “available to inspect”, please contact us using the details above to arrange 

access. 

CLASS 1: WHO WE ARE AND WHAT WE DO  
INFORMATION FORMAT AND CHARGE   
Who’s Who in the School, including contact details for 
the Principals  

Online on each school website (free):  

Borough Academy 

Crayford Academy 

Crayford Primary 

Hatcham College 

Hatcham Primary 

Hatcham Primary Free School  

Knights Academy 

Knights Primary 

Slade Green Primary 

Who’s who on the governing body / board of 
governors and the basis of their appointment. This 
includes who’s who of Trustee Committees. 

Online on the Trust website (free)  

Instrument of Government / Articles of Association  Online on the Trust website (free) 

Contact details for the Trustees and Local Governing 
Bodies  

Online via the Trust website (free)  

School prospectus  Online on each school website under the 
Admissions tab (free)  

Annual Report  Online on the Trust website (free)  

Staffing Structure  Online on each school website under the ‘About 
us’ tab for secondary schools and under the 
‘Welcome’ tab for primary schools (free)  

https://ico.org.uk/for-organisations/foi/publication-schemes-a-guide/#2
mailto:DataRequests@habstrustsouth.org.uk
https://www.habsborough.org.uk/Our-Staff/
https://www.habscrayford.org.uk/Governance/
https://www.habscrayfordtg.org.uk/Meet-Our-Staff/
https://www.habshatcham.org.uk/Key-Information/
https://www.habshatchamtg.org.uk/Meet-the-Team/
https://www.habshatchamtgfree.org.uk/Meet-the-Team/
https://www.habsknights.org.uk/Key-Information/
https://www.habsknightstg.org.uk/Meet-the-Team/
https://www.habssladegreenprimary.org.uk/Key-Information/
https://www.habsfed.org.uk/Committees-of-the-Board/
https://www.habsfed.org.uk/Articles-and-Funding/
https://www.habsfed.org.uk/Committees-of-the-Board/
https://www.habsfed.org.uk/Annual-Reports-and-Accounts/
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School session times and term dates  Online on each school website under the Parents 
tab (free) as ‘School Day’ for secondary schools 
and ‘Our Day’ for primary schools or ‘Term Dates’ 
on all sites  

Address of school and contact details, including email 
address  

Online on each school website under ‘Contact 
Us’ tab (free)  

 
CLASS 2: WHAT WE SPEND AND HOW WE SPEND IT  
INFORMATION FORMAT AND CHARGE   
Annual budget plan and financial statements (annual 
accounts)  

Online on the Trust website (free)  

Capital funding   Available to inspect (free) 

Financial audit reports   Available to inspect (free) 

Details of expenditure items over £2000 – published 
at least annually but at a more frequent quarterly or 
six-month interval where practical 

Online on the Trust website (free) 

Pay Policy   Online on the Trust website (free) 

Staff allowances and expenses that can be incurred or 
claimed, with totals paid to individual senior staff 
members (Senior Leadership Team or equivalent, 
whose basic actual salary is at least £60,000 per 
annum) by reference to categories. 
 

Available to inspect (free) 

Staffing, pay and grading structure. As a minimum the 
pay information should include salaries for senior staff 
(Senior Leadership Team or equivalent as above) in 
bands of £10,000; for more junior posts, by salary 
range. 

Online on the Trust website within Funding 
reports (free)  

Governors’ and Trustees’ allowances that can be 
incurred or claimed, and a record of total payments 
made to individual governors. 

Available to inspect (free) 

Details of Pupil Premium, Sports Premium, Covid 
Catch Up Funding and Year 7 Catch Up Funding and 
Impact  

Online on each school website (free)  

Procurement and contracts we have entered into Online on the Trust website and by request (free) 

 
CLASS 3: WHAT OUR PRIORITIES ARE AND HOW WE ARE DOING   
INFORMATION FORMAT AND CHARGE   
School’s performance data Online on each school website (free)  

The School’s latest Ofsted inspection report  Online on each school website (free)  

Performance management policy and procedures 
adopted by the governing body  

Online on each school website (free) 

Our future plans, for example, proposals for and any 
consultation on the future of the school such as a 
change in status  

Online on each school website or the Trust 
website as they occur (free)  

Safeguarding and child protection  
 

Policy available on Trust and all school websites 
(free)  

Data Protection Impact Assessments  Available to inspect (free) 

Careers Programme Information Online on each school website (free) 

 

https://www.habsfed.org.uk/Annual-Reports-and-Accounts/
https://www.habsfed.org.uk/Annual-Reports-and-Accounts/
https://www.habsfed.org.uk/Policies/Federation/
https://www.habstrustsouth.org.uk/Info-for-Suppliers/
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CLASS 4: HOW WE MAKE DECISIONS   
INFORMATION FORMAT AND CHARGE   
Admissions policy/decisions (not individual admission 
decisions) – where applicable 
 

Online on each school website (free)  

Agendas and minutes of meetings of the Trust Board 
and its  committees. (NB this will exclude information 
that is properly regarded as private to the meetings). 

Available to inspect (free) 

 
CLASS 5: OUR POLICIES AND PROCEDURES  
INFORMATION FORMAT AND CHARGE   
Behaviour Policy, Anti-Bullying Policy and other key 
policies and principle documents 

Online on each school website (free)  

Safeguarding and child protection, including 
protecting children’s personal data 

Online on Trust website (free) and on school 
websites (free) 

Data Protection Policies including retention guidelines 
and CCTV, Privacy  Notices, and Acceptable Use 
Policies  

Online on Trust website (free)  

The Trust values and ethos Online on Trust website (free) 

Charging Policy  Online on Trust website (free)  

Complaints Procedure  Online on Trust website (free)  

SEND information Report Online on each school website (free)  

Accessibility Plan  Online on each school website (free)  

Equality Objectives Online on Trust website (free)  

Details of how we comply with the public sector 
equality duty 

Online on Trust website (free)  

 
CLASS 6: LISTS AND REGISTERS   
INFORMATION FORMAT AND CHARGE   
Curriculum curriculars and information  
 

Curriculum approach and subject details 
available on each school website (free)  

CCTV information including details of the locations of 
overt CCTV surveillance cameras operated by the 
Trust 

Available at request from the schools (free) 

Disclosure logs  
 

Available to inspect (free) 

Asset register 
 

Available to inspect (free) 

Any information the school is currently legally 
required to hold in publicly available registers  
 

Summary information available online on the 
Trust website (free) and other registers available 
to inspect (free)  

 
CLASS 7: THE SERVICES WE OFFER  
INFORMATION FORMAT AND CHARGE   
Extra-curricular activities 
 

Online on each school website (free)  

Out of school clubs 
 

Online on each school website (free)  

https://www.habstrustsouth.org.uk/Policies/Federation/
https://www.habsfed.org.uk/Policies/Federation/
https://www.habstrustsouth.org.uk/Our-Values-and-Ethos/
https://www.habsfed.org.uk/Policies/Federation/
https://www.habsfed.org.uk/Policies/Federation/
https://www.habsfed.org.uk/Policies/Federation/
https://www.habsfed.org.uk/Policies/Federation/
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Services for which the school is entitled to recover a 
fee, together with those fees 
 

Online on each school website (free), e.g. 
catering charges and information 

School publications, leaflets, books and newsletters 
 

Prospectuses and newsletters available online on 
each school website (free)  

 


