
 
 
 

Access to Information Policy   
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Introduction  
 
The school aims to provide high quality information for students, parents and the community.  This 
is achieved through the school website, letters to parents, booklets to support Transition from one 
Key Stage to the next, and regular reports to parents and carers.  School policies are summarised 
in the Prospectus on the website. The school has a website: www.theurswickschool.co.uk  
 
The school fully complies with the Freedom of Information Act, Data Protection Act and 
Children’s Act. 
 
Student Information  
 
An active partnership with Parents/Carers is at the centre of our Ethos.  Most queries from 
parents/carers can be resolved through meetings with relevant staff and at Parents Consultation 
Evenings and Review Days.  The Headteacher has an ‘open door’ surgery every Monday 
between 3pm and 4.30pm. 
 
A parent/carer has a right of access to information about their child but not about other 
children.  Requests should be made in writing to the Headteacher who will respond within 10 
working days.  If the request is to view their child’s file, the student’s file will be read in advance 
by a senior member of staff who will delete any references by name to any other students.  
Information relating to Child Protection will be withheld in accordance with The Children’s Act.  
The parent/carer will then be invited to view the file, with the senior member of staff present who 
may be able to respond to any queries. 
 
Where a parent has made an application to another school or educational institution, 
examination results, predicted grades, school reports and attendance records are shared.  If a 
student has been Permanently Excluded this information will be disclosed.  When a child transfers 
to another secondary school the file is sent to that school.  
 
Student details are made available on request to the Learning Trust, Hackney Council, Social 
Services and the Police.  Outside of these organisations the Data Protection Act ensures the 
confidentiality of staff and student records.  
 
School Policies and other Information  
 
Folders of School Policies are available in school.  Policies are summarised in the Prospectus.  The 
following policies will be supplied free of charge on request: Admissions, School Uniform, 
Homework, Sex and Relationships Education, Additional Learning Needs, Drugs and Substance 
Misuse, Concerns and Complaints Procedure. 
 
In total the School has over 30 Policies.  The cost of supplying these would divert resources from 
students.  In addition to the policies stated earlier, the school will supply free of charge a 
maximum of 10 A4 sheets.  A charge of 10p per A4 sheet will be made for any subsequent 
requests.  
 
The same charge will apply to other documentation, including Minutes of Governing Body 
meetings.  
 
If a request is made for information which will take considerable staff time to locate the 
Headteacher may, within his response to the request, levy a charge to reflect the cost involved.  
This would usually be at the rate of £30 per hour. 
 


