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Publication Scheme of information available under the Freedom of Information Act 2000
Equalities Statement: 
The ethos of the Centre supports the development of self-respect and self esteem in all children, staff and the community it serves.  We place a high value on diversity and treat every member of the Centre as an individual.  In this respect, we aim to meet the needs of all, taking account of age, disability, gender, gender reassignment, marriage, civil partnership, pregnancy, maternity, race, religion, belief and sexual orientation.  In addition to this we also aim to take into account social circumstances.
Aims and Principles:

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

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

To do this we must produce a publication scheme, setting out:

•
The classes of information which we publish or intend to publish;

•
The manner in which the information will be published; and 

•
Whether the information is available free of charge or on payment.

The scheme covers information already published and information which is to be published in the future.  All information in our publication scheme is available in paper form.

Some information which we hold may not be made public, for example personal information.

This publication scheme conforms to the model scheme for Centres approved by the Information Commissioner.
2.
Who we are and what we do
Our vision for the community

Our vision is to be an open and welcoming Centre at the heart of the community where a range of quality services and learning opportunities are accessible, affordable and enjoyable for young children and those who care for them.

Our aim is to be a fully integrated Centre where we:
-
Welcome children and their families and promote their health and physical, emotional and intellectual
 well-being.

-
Promote equality for all regardless of gender, ethnicity, culture, religion, language, sexual orientation, age, ability, disability and social circumstances. 

-
Promote a partnership with parents and with others to support children’s progress and emotional strength.

-
Offer extended services and develop parent’s involvement in activities responsive to their identified needs.

-
Provide outreach and home visiting support for families.
-
Seek ongoing evaluation from parents to support continuing development.

-    Provide an integrated education and childcare base in an environment where children can flourish and be valued, where they can develop their creativity and make full use of the outside learning environment
This publication scheme is a means of showing how we are pursuing these aims.

Protocol: 

3.
What we spend and how we spend it
The information about how we spend our money is contained in three different budgets: 

1.
Education Budget – 01

2.
Childrens Centre – 22
3.
Daycare parental contribution – 08

Information about how we spend:

-
Information about how we spend our money is reported each year to the full Governing Body. 
4.
Our priorities and how we are doing 

The information about our priorities can be found in the following documents:
	Document name
	Document contains
	Link

	Published reports of Ofsted referring
 expressly to the Centre
	Published reports of the last inspection of the Centre and the summary of the report. 
	Ofsted: 
http://reports.ofsted.gov.uk/ 

	Post-Ofsted inspection action plan
	A plan setting out the actions required following the last Ofsted inspection.
	

	Centre Improvement Plan
	An annual and three yearly plan are in place for the Centre as a whole, ensuring we meet our core offer of every child matters.
	Centre Website: www.thefields.cambs.sch.uk 

	Curriculum Plan
	An annual plan describing how our curriculum priorities are met.
	See the Learning and Teaching (Curriculum) Policy on our website (www.thefields.cambs.sch.uk )under ‘Policies’

	SEF (Self Evaluation Form)
	This is completed every 6 months to demonstrate our strengths and where we need to improve.
	

	Health and Safety Policy and risk assessment
	Statement of general policy with respect to health and safety at work of employees (and others) and the organisation and arrangements for carrying out the policy.
	See the Health and Safety Policy on our website (www.thefields.cambs.sch.uk ) under ‘Policies’

	Complaints procedure
	Statement of procedures for dealing with complaints.
	See the Complaints Procedure on our website (www.thefields.cambs.sch.uk  ) under ‘Policies’ 

	Employment Policy 
	Statement of our procedures for employing staff within the Centre.
	Please ask at reception for a copy of this policy

	Performance Management of Staff
	Statement of procedures adopted by the Governing Body relating to the performance management of staff and the annual report of the Head of Centre on the effectiveness of performance management.
	Please ask at reception for a copy of this policy

	Staff structure implementation plan
	A staff structure flow chart to show where each member of staff comes and who their line manager is.
	Please ask at reception to view the Staff Structure

	Staff Conduct, Discipline and Grievance Policy 
	Statement of procedure for regulating conduct and discipline of Centre staff and procedures by which staff may seek redress for grievance.
	Please ask at reception for a copy of this policy

	Curriculum circulars and statutory instruments
	Any statutory instruments, departmental circulars and administrative memoranda sent by the Department of Education and Skills to the Head of Centre or Governing Body relating to the curriculum.
	

	Special Education Needs Policy
	Information about the Centre's policy on providing for pupils with special educational needs
	See the Special Educational Needs Policy on our website (www.thefields.cambs.sch.uk ) under ‘Information regarding SEND’

	Accessibility Plans
	Plan for increasing participation of disabled pupils in the Centre’s curriculum, improving the accessibility of the physical environment and improving delivery of information to disabled pupils.
	See the Accessibility and Equality Plan on our website (www.thefields.cambs.sch.uk) under ‘Information regarding Equality’

	Equality Statement
	Statement of policy for promoting race equality. Our equalities policy also covers accessibility within the Centre.
	See the Single Equality Statement and Equality Policy (including Race Equality)  on our website  (www.thefields.cambs.sch.uk ) under ‘Information regarding Equality’

	Safeguarding Children Policy
	Statement of policy for safeguarding and promoting welfare of pupils at the Centre.
	See the Safeguarding Children Policy on our website (www.thefields.cambs.sch.uk) under ‘Policies’

	Positive Behaviour including Bullying
	Statement of general principles on behaviour and discipline and of measures taken by the head to prevent bullying.
	See the Positive Behaviour Policy on our website (www.thefields.cambs.sch.uk ) under ‘Policies’

	Customer Feedback Results (Questionnaires)
	Parental questionnaires are sent out annually to all users of the Centre. 
	Results can be obtained from the Centre office. 


5.
How we make decisions

Information about how we make decisions can be found in the following documents:

	Document name
	Document contains

	Instrument of Governance


	· The name of the Centre

· The category 

· The name of the Governing Body

· The manner in which the Governing Body is constituted

· The term of office of each category of Governor if less than 4 years

· The name of any body entitled to appoint any category of Governor

· Details of any trust

· If the school has a religious character, a description of the ethos

· The date the instrument takes effect

	Minutes
 of meetings of the Governing Body and its Committees

 Some information might be confidential or otherwise exempt from the publication by law – we cannot therefore publish this

	Approved minutes of meetings of the Governing Body and its Committees [current and last full academic Centre year]


6.  The services we offer

	Document name
	Document contains

	Centre Prospectus (Welcome Pack)
	The contents of the Centre Welcome Pack include the following (other items may be included at the Centre’s discretion):

· ‘All about me’ booklet

· ‘Count me in’ form
· Children’s Centre Registration form
· Data Collection sheet
· Equality and Diversity leaflet
· ‘Learning English as an additional language’ leaflet

· ‘Mud Play’ leaflet

· Parents guide to the Early Years Foundation Stage framework
· Special Educational Needs and Disability Information Report

· Staff details
· Welcome letter

	‘What’s on leaflet
	Information about Centre activities.

	Leaflets 
	Individual public leaflets about individual activities.


7. The method by which information published under this scheme will be made available  

Written Requests 

This 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 known as ‘classes’. These are contained in section 6 of this scheme.  

Copies of all documents above can be requested by contacting the office.

8.
Charges which may be made for information published under this scheme

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. 
9. Written Requests  

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:

The Fields Children’s Centre, Galfrid Road, Cambridge, CB5 8ND.

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:
01625 545 700
E mail: publications@ic-foi.demon.co.uk 
Website: www.informationcommissioner.gov.uk 
If you require a paper version of any of the documents within the scheme, please contact the Centre by telephone, email, fax or letter. Contact details are set out below
Email:  office@thefields.cambs.sch.uk 
Tel:  01223 518333

Fax:  01223 471648
Contact Address: The Fields Children’s Centre, Galfrid Road, Cambridge, CB5 8ND.
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 Centre to ask if we have it. 
For further information on Freedom of Information, please visit https://www.cambridgeshire.gov.uk/info/20044/accessing_information 

Links to other Policies:
- Data Protection Policy

- Freedom of Information Policy
- Personal Information Policy 
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