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1 .  In t r od u c t ion  
Re a c h  Sou th  Aca d e m y  Tru s t a n d  its  sch o ols  a r e  com m itte d  to  th e  Fre e d o m  of In form a tio n  Ac t 
2000 a n d  to  th e  p r in c ip le s  o f a ccou n ta b ility  a n d  th e  g e n e ra l r ig h t o f a cce ss  to  in form a tion , 
su b je c t to  le g a l e xe m p tion s .  Th is  p o licy  o u tlin e s  ou r  r e sp on se  to  th e  Ac t a n d  a  fr a m e w ork  fo r  
m a n a g in g  r e q u e s ts . Th e  Tru s t a n d  its  sch ools  w ill m a ke  e v e ry  e ffo r t to  m e e t its  ob lig a tio n s  
u n d e r  th e  r e sp e c tiv e  le g is la tio n  a n d  w ill r e g u la r ly  r e v ie w  p roce d u re s  to  e n su re  th a t it is  d o in g  
so . 

Th e  u n d e r ly in g  p r in c ip le  o f th is  p o licy  is  th a t th e  p u b lic  h a v e  a  r ig h t to  a cce ss  to  r e cord e d  
in form a tio n  h e ld  b y  th e  Tru s t a n d  its  sch o ols  a n d  th a t th e  Tru s t a n d  its  sch ools  sh ou ld  se e k  to  
p rom ote  a n  op e n  r e g im e  r e g a r d in g  a cc e ss  to  in form a tio n , su b je c t to  th e  e xe m p tion s  co n ta in e d  
w ith in  th e  r e le v a n t le g is la tio n . 

2 .  Ba c k g r ou n d  
Th e  Fre e d o m  of In form a tio n  Ac t 2000 (FO I) ca m e  fu lly  in to  fo r c e  on  th e  1st Ja n u a ry  2005.  Un d e r  
th e  Ac t, a n y  p e r so n  h a s  a  le g a l r ig h t to  a sk  fo r  a cce ss  to  in form a tio n  h e ld  b y  th e  Tru s t a n d  its  
sch ools .  Th e y  a r e  e n title d  to  b e  to ld  w h e th e r  th e  Tru s t a n d  its  sch ools  h o ld s  th e  in for m a tio n , 
a n d  to  r e ce iv e  a  cop y , s u b je c t to  ce r ta in  e xe m p tion s .    

Th e  in for m a tio n  w h ic h  th e  Tru s t a n d  its  sch ools  r ou tin e ly  m a ke s  a v a ila b le  to  th e  p u b lic  is  
in c lu d e d  in  th e  Pu b lica tion  Sch e m e . Re q u e s ts  fo r  o th e r  in form a tion  sh ou ld  b e  d e a lt w ith  in  
a ccord a n c e  w ith  th e  s ta tu to ry  g u id a n ce .  W h ile  th e  Ac t a s su m e s  op e n n e ss , it r e cog n is e s  th a t 
ce r ta in  in for m a tio n  is  se n s itiv e .  Th e re  a r e  e xe m p tio n s  to  p ro te c t th is  in form a tio n .   

Th e  Ac t is  fu lly  r e trosp e c tiv e , so  th a t a n y  p a s t r e cord s  w h ic h  th e  Tru s t a n d  its  sch ools  h o ld  a r e  
cov e re d  b y  th e  Ac t.  Th e  DfE h a s  is su e d  a  Re te n tio n  Sch e d u le  p rod u ce d  b y  th e  Re cor d s  
Ma n a g e m e n t Soc ie ty  o f G re a t Br ita in , to  g u id e  Tru s ts  on  h ow  lon g  th e y  s h ou ld  k e e p  sch o ol 
r e cord s .  It is  a n  o ffe n ce  to  w ilfu lly  con c e a l, d a m a g e  or  d e s troy  in form a tion  in  o rd e r  to  a v o id  
r e sp on d in g  to  a n  e n q u ir y , so  it is  im p or ta n t th a t n o  r e cord s  th a t a r e  th e  su b je c t o f a n  e n q u iry  a r e  
a m e n d e d  or  d e s troy e d . 

Re q u e s ts  u n d e r  FO I ca n  b e  a d d r e sse d  to  a n y o n e  in  th e  Tru s t a n d  its  sch o ols ; so  a ll s ta ff n e e d  to  
b e  a w a re  o f th e  p roc e ss  fo r  d e a lin g  w ith  r e q u e s ts  – se e  p o in t 10.  Re q u e s ts  m u s t b e  m a d e  in  
w r itin g , (in c lu d in g  e m a il), a n d  sh ou ld  in c lu d e  th e  e n q u ir e r s  n a m e  a n d  c or r e sp on d e n c e  
a d d r e ss , a n d  s ta te  w h a t in form a tio n  th e y  r e q u ir e .  Th e y  d o  n o t h a v e  to  m e n tio n  th e  Ac t, n or  d o  
th e y  h a v e  to  sa y  w h y  th e y  w a n t th e  in form a tio n .  Th e re  is  a  d u ty  to  r e sp on d  to  a ll r e q u e s ts , 
te llin g  th e  e n q u ir e r  w h e th e r  o r  n o t th e  in form a tion  is  h e ld , a n d  su p p ly in g  a n y  in for m a tio n  th a t is  
h e ld , e xc e p t w h e re  e xe m p tion s  a p p ly .  Th e re  is  n o  n e e d  to  co lle c t d a ta  in  sp e c ific  r e sp on s e  to  
a n  FO I e n q u iry .  Th e re  is  a  tim e  lim it o f 20 d a y s  e xc lu d in g  sch o ol h o lid a y s  fo r  r e sp on d in g  to  th e  
r e q u e s t. 

3 .  Sc op e  
Th e  FO I Ac t jo in s  th e  Da ta  Pro te c tio n  Ac t (2018) a n d  th e  En v iro n m e n ta l In for m a tion  Re g u la tion s  
(2004) a s  le g is la tion  u n d e r  w h ic h  a n y o n e  is  e n title d  to  r e q u e s t in form a tio n  from  th e  Tru s t a n d  its  
sch ools . 

Th is  p o licy  a p p lie s  to  a ll r e cord e d  in form a tio n  h e ld  b y  th e  Tru s t a n d  its  sch ools  th a t r e la te s  to  
th e  b u s in e ss  o f th e  Tru s t a n d  its  sch o ols .  Th is  in c lu d e s : 

• In for m a tion  c r e a te d  a n d  h e ld  b y  th e  Tru s t a n d  its  sch ools  

• In for m a tion  c r e a te d  b y  th e  Tru s t a n d  its  sch ools  a n d  h e ld  b y  a n o th e r  o rg a n isa tion  o n  ou r  
b e h a lf 

• In for m a tion  h e ld  b y  th e  Tru s t a n d  its  sch o ols  p rov id e d  b y  th ird  p a r tie s , w h e r e  th is  r e la te s  
to  a  fu n c tio n  o r  b u s in e ss  o f th e  Tru s t a n d  its  sch o ols  (su ch  a s  con tr a c tu a l in for m a tion ) a n d  
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• In for m a tion  h e ld  b y  th e  Tru s t a n d  its  sch o ols  r e la tin g  to  G ov e r n or s  w h e re  th e  in for m a tio n  
r e la te s  to  th e  fu n c tio n s  o r  b u s in e ss  o f th e  Tru s t a n d  its  sch o ols  

Re q u e s ts  fo r  p e r son a l d a ta  a r e  s till cov e re d  b y  th e  Da ta  Pro te c tio n  Ac t (DPA).  In d iv id u a ls  ca n  
r e q u e s t to  se e  w h a t in fo rm a tion  th e  Tru s t a n d  its  sch ools  h o ld s  a b ou t th e m .  Th is  is  kn ow n  a s  a  
Su b je c t Acce ss  Re q u e s t a n d  m u s t b e  d e a lt w ith  a ccord in g ly . 

Re q u e s ts  fo r  in form a tio n  a b ou t a n y th in g  r e la tin g  to  th e  e n v iro n m e n t – su ch  a s  a ir , w a te r , la n d , 
th e  n a tu r a l w or ld  o r  th e  b u ilt e n v iron m e n t a n d  a n y  fa c to r  o r  m e a su re  a ffe c tin g  th e se  – a r e  
cov e re d  b y  th e  En v iron m e n ta l In form a tio n  Re g u la tio n s  (EIR).  Th e y  a ls o  cov e r  is su e s  r e la tin g  to  
He a lth  a n d  Sa fe ty .  For  e xa m p le , q u e r ie s  a b ou t c h e m ica ls  u se d  in  th e  Tru s t a n d  its  sch o ols  o r  on  
sch ool la n d , p h o n e  m a s ts , c a r  p a rks  e tc ., w o u ld  a ll b e  cov e re d  b y  th e  EIR.  Re q u e s ts  u n d e r  EIR 
a r e  d e a lt w ith  in  th e  sa m e  w a y  a s  th ose  u n d e r  FO I, b u t u n like  FO I r e q u e s ts , th e y  d o  n o t n e e d  to  
b e  w r itte n  a n d  ca n  b e  v e rb a l. 

If a n y  e le m e n t o f a  r e q u e s t to  th e  Tru s t a n d  its  sc h ools  in c lu d e s  p e r so n a l o r  e n v iro n m e n ta l 
in form a tio n , th e se  e le m e n ts  m u s t b e  d e a lt w ith  u n d e r  DPA or  EIR.  An y  o th e r  in for m a tio n  is  a  
r e q u e s t u n d e r  FO I, a n d  m u s t b e  d e a lt w ith  a ccor d in g ly  

4 .  O b lig a t ion s  a n d  D u t ie s    
Th e  Tru s t a n d  its  sch ools  r e cog n ise  th e ir  d u ty  to : 

• p rov id e  a d v ice  a n d  a ss is ta n c e  to  a n y on e  r e q u e s tin g  in form a tion .  W e  w ill r e sp on d  to  
s tr a ig h tfo rw a rd  v e rb a l r e q u e s ts  fo r  in form a tion  a n d  w ill h e lp  e n q u ir e r s  to  p u t m ore  
com p le x v e rb a l r e q u e s ts  in to  w r itin g  so  th a t th e y  ca n  b e  h a n d le d  u n d e r  th e  Ac t. 

• te ll e n q u ir e r s  w h e th e r  o r  n o t w e  h o ld  th e  in for m a tio n  th e y  a r e  r e q u e s tin g  (th e  d u ty  to  
con firm  or  d e n y ) a n d  p r ov id e  a cce ss  to  th e  in for m a tion  w e  h o ld  in  a cc ord a n ce  w ith  th e  
p roce d u re s  la id  d ow n  in  Ap p e n d ix 1.  

5 .  P u b lic a t ion  Sc h e m e  
Re a c h  Sou th  Aca d e m y  Tru s t a n d  its  sch o ols  fo llow  th e  Mod e l Pu b lica tio n  Sch e m e  for  sch ools , 
a p p rov e d  b y  th e  In form a tio n  C om m iss io n e r .   

Th e  Pu b lic a tion  Sch e m e  a n d  th e  m a te r ia ls  it cov e r s  w ill b e  r e a d ily  a v a ila b le  fr om  th e  IC O  
w e b s ite . It is  a lso  p u b lis h e d  o n  ou r  Tru s t w e b s ite  a t w w w .re a ch sou th .o r g    

6 .  D e a lin g  W ith  Re q u e s t s  
W e  w ill r e sp on d  to  a ll r e q u e s ts  in  a ccord a n c e  w ith  th e  p roc e d u r e s  la id  d ow n  in  Ap p e n d ix 1.  

W e  w ill e n su re  th a t a ll s ta ff a r e  a w a re  o f th e  p roc e d u re s .   

7 .  Exe m p t ion s  
C e r ta in  in form a tion  is  su b je c t to  e ith e r  a b so lu te  o r  q u a lifie d  e xe m p tion s .  Th e  e xe m p tio n s  a r e  
lis te d  in  Ap p e n d ix 2.    

W h e n  w e  w is h  to  a p p ly  a  q u a lifie d  e xe m p tio n  to  a  r e q u e s t, w e  w ill in v o k e  th e  p u b lic  in te r e s t 
te s t p roce d u re s  to  d e te r m in e  if p u b lic  in te r e s t in  a p p ly in g  th e  e xe m p tio n  ou tw e ig h s  th e  p u b lic  
in te r e s t in  d isc los in g  th e  in for m a tio n . 

W e  w ill m a in ta in  a  r e g is te r  o f r e q u e s ts  w h e re  w e  h a v e  r e fu se d  to  su p p ly  in for m a tio n , a n d  th e  
r e a son s  fo r  th e  r e fu sa l.  Th e  r e g is te r  w ill b e  r e ta in e d  fo r  5 y e a r s . 

https://ico.org.uk/for-organisations/guide-to-freedom-of-information/publication-scheme/#1
https://ico.org.uk/for-organisations/guide-to-freedom-of-information/publication-scheme/#1
https://ico.org.uk/for-organisations/guide-to-freedom-of-information/publication-scheme/#1
http://www.reachsouth.org/
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8 .  P u b lic  In te r e s t  T e s t  
Un le ss  it is  in  th e  p u b lic  in te r e s t to  w ith h o ld  in for m a tion , it h a s  to  b e  r e le a se d .  W e  w ill a p p ly  th e  
Pu b lic  In te r e s t Te s t b e fo r e  a n y  q u a lifie d  e xe m p tion s  a r e  a p p lie d .   

For  in for m a tio n  on  a p p ly in g  th e  Pu b lic  In te r e s t Te s t se e  Ap p e n d ix 3. 

9 .  C h a r g in g  
Th e  th r e e  in form a tion  r e g im e s  con ta in  d iffe r e n t p rov is io n s  th a t p e rm it ch a rg e s  to  b e  m a d e  fo r  
r e sp on d in g  to  in form a tion  r e q u e s ts .  Th e  G ov e r n in g  Bod y  m a y  ch a rg e  a  fe e  fo r  com p ly in g  w ith  
r e q u e s ts , a s  ca lcu la te d  in  a ccord a n c e  w ith  FO I r e g u la tio n s .  If a  ch a r g e  is  to  b e  m a d e , th e  Tru s t 
a n d  its  sch ools  w ill g iv e  w r itte n  n o tice  to  th e  a p p lica n t b e for e  su p p ly in g  th e  in form a tion  
r e q u e s te d . 

Th e  Tru s t a n d  its  sch ools  w ill on ly  ch a rg e  fo r  th e  cos t o f cop y in g  a n d  tr a n sm ittin g  in form a tio n , 
n o t fo r  tim e  ta ke n  in  r e a ch in g  d e c is io n s  r e g a rd in g  w h e th e r  in form a tion  is  cov e re d  b y  a n  
e xe m p tio n .   

W h e re  th e  Tru s t a n d  its  sch ools  e s tim a te  th a t th e  cos t o f loca tin g  th e  in for m a tion  w ill e xc e e d  th e  
s ta tu to ry  th r e sh o ld  o f £450, it w ill con s id e r  w h e th e r  o r  n o t to  com p ly  w ith  th e  r e q u e s t.  Th e  Tru s t 
a n d  its  sch ools  a r e  n o t o b lig e d  to  com p ly  w ith  s u ch  a  r e q u e s t b u t m a y  c h oose  to  d o  so .  

Fu r th e r  in form a tion  w ith  r e g a rd s  to  ch a r g in g  ca n  b e  fou n d  in  Ap p e n d ix 4. 

1 0 .  Re s p on s ib i li t ie s  
In  ou r  sch ools  th e  G ov e r n in g  b o d y  h a s  d e le g a te d  th e  d a y -to -d a y  r e sp o n s ib ility  fo r  co m p lia n c e  
w ith  th e  FO I to  th e  He a d  Te a ch e r  o f o th e r  p e r so n  a p p oin te d  b y  th e  He a d  Te a ch e r . For  Tru s t 
in form a tio n  th is  is  th e  Dir e c to r  o f O p e ra tio n s .  

Fr e e d om  of In form a tion  e n q u ir ie s  sh o u ld  b e  se n t in  w r itin g  to  th e  sch ool/ co lle g e  He a d  Te a c h e r , 
o r  o th e r  p e r so n  a p p o in te d  b y  th e  He a d  Te a c h e r , o r  Tru s t Dir e c to r  o f O p e ra tion s .  

All FO I r e q u e s ts  w h ich  c om e  in to  th e  Tru s t a n d  its  sch ools / co lle g e s  m u s t b e  r e p or te d  to , th e  
C EO ’s  o ffic e , w h o , a lo n g  w ith  th e  p e r so n s  w ith  d a y -to -d a y  r e sp o n s ib ility  id e n tifie d  a b ov e , w ill 
b e  r e sp on s ib le  fo r  e v a lu a tin g  a n d  co -ord in a tin g  th e  r e sp o n se .  

1 1 .  C om p la in t s  
An y  com m e n ts  o r  com p la in ts  w ill b e  d e a lt w ith  th rou g h  th e  Tru s t a n d  its  sch ools ’/ co lle g e s ’ 
n orm a l com p la in ts  p roc e d u re .   

W e  w ill a im  to  d e te rm in e  a ll com p la in ts  w ith in  10 d a y s  o f r e ce ip t.   W e  w ill p u b lish  in form a tion  
on  ou r  su cce ss  r a te  in  m e e tin g  th is  ta rg e t.  Th e  Tru s t a n d  its  sch o ols / co lle g e s  w ill m a in ta in  
r e cord s  o f a ll com p la in ts  a n d  th e ir  ou tco m e .   

If on  in v e s tig a tio n  th e  Tru s t a n d  its  sch ools ’/ co lle g e s ’ o r ig in a l d e c is io n  is  u p h e ld , th e n  th e  Tru s t 
a n d  its  sch ools / c o lle g e s  h a v e  a  d u ty  to  in for m  th e  com p la in a n t o f th e ir  r ig h t to  a p p e a l to  th e  
In for m a tion  C o m m iss io n e r ’s  o ffice . 

Ap p e a ls  sh ou ld  b e  to  th e  In for m a tio n  C o m m iss ion e r ’s  o ffice .  Th e y  ca n  b e  con ta c te d  a t: 
h ttp s :/ / ico .o rg .u k / m a ke -a -com p la in t/ o ffic ia l-in form a tio n -co n ce r n s -r e p o r t/ o ffic ia l-in for m a tio n -
con c e rn /   

https://ico.org.uk/make-a-complaint/official-information-concerns-report/official-information-concern/
https://ico.org.uk/make-a-complaint/official-information-concerns-report/official-information-concern/
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Ap p e n d ix 1 :  P r oc e d u r e  fo r  D e a lin g  w ith  Re q u e s t s  
Note :  Th is  Ap p e n d ix is  a d a p te d  from  th e  DfES G u id e  fo r  Ma in ta in e d  Sc h ools  on  Fu ll 
Im p le m e n ta tio n  from  Ja n u a ry  2005, w ith  th e  e xc e p tion  o f p a r a s  17 – 21 w h ich  h a v e  b e e n  
ch a n g e d  to  r e fle c t a m e n d e d  g u id a n ce . 

1. To h a n d le  a  r e q u e s t fo r  in for m a tion  th e  g ov e rn in g  b od y  or  d e le g a te d  p e r son  w ill n e e d  to  
a sk  th e m se lv e s  a  se r ie s  o f q u e s tion s . Th e se  a r e  se t ou t b e low  a n d  sh o w n  a t th e  e n d  of 
th is  Ap p e n d ix 1 a s  p roce ss  m a p s . 

I s  i t  a  F O I r e q u e s t  for  in fo r m a t ion ?  

2. A re q u e s t fo r  in form a tio n  m a y  b e  cov e r e d  b y  on e , o r  a ll, o f th r e e  in form a tio n  r ig h ts : 

a . Da ta  Pro te c tion  e n q u ir ie s  (o r  su b je c t a cce ss  r e q u e s ts ) a r e  on e s  w h e r e  th e  
e n q u ir e r  a sks  to  se e  w h a t p e r son a l in form a tio n  th e  Tru s t a n d  its  sch ools  h o ld s  
a b ou t th e  e n q u ir e r . If th e  e n q u iry  is  a  Da ta  Pro te c tio n  r e q u e s t, w e  w ill fo llow  ou r  
e xis tin g  Tru s t DPA g u id a n c e . 

b . En v iro n m e n ta l In form a tion  Re g u la tio n s  e n q u ir ie s  a r e  on e s  w h ich  r e la te  to  a ir , 
w a te r , la n d , n a tu r a l s ite s , b u ilt e n v iron m e n t, flo r a  a n d  fa u n a , a n d  h e a lth , a n d  a n y  
d e c is io n s  a n d  a c tiv itie s  a ffe c tin g  a n y  of th e se . Th e se  cou ld  th e r e for e  in c lu d e  
e n q u ir ie s  a b o u t r e cy c lin g , p h o n e  m a s ts , s ch ool p la y in g  fie ld s , c a r  p a r k in g  e tc . If 
th e  e n q u iry  is  a b ou t e n v iron m e n ta l in form a tio n , w e  w ill fo llow  th e  g u id a n ce  o n  
th e  IC ’s  w e b s ite  o r  th e  DEFRA w e b s ite .  

c . FO I e n q u ir ie s  a r e  con c e rn e d  w ith  a ll o th e r  in for m a tion  a n d  th e  r e a s on in g  b e h in d  
d e c is io n s  a n d  p o lic ie s . Th e  r e q u e s t d oe s  n o t h a v e  to  m e n tion  th e  FO I Ac t. All 
r e q u e s ts  fo r  in form a tion  th a t a r e  n o t d a ta  p ro te c tion  o r  e n v iron m e n ta l in form a tio n  
r e q u e s ts  a r e  cov e r e d  b y  th e  FO I Ac t. 

I s  th is  a  v a lid  F O I  r e q u e s t  fo r  in fo r m a t ion ?  

3. An  FO I r e q u e s t sh o u ld : 

a . b e  in  w r i t in g , in c lu d in g  e m a il o r  FAX;  

b . s ta te  th e  e n q u ir e r ’s  n a m e  a n d  c or r e s p on d e n c e  a d d r e s s  (e m a il a d d re s se s  a r e  
a llow e d ); 

c . d e s c r ib e  th e  in for m a t ion  r e q u e s te d  – th e r e  m u s t b e  e n ou g h  in form a tion  to  b e  
a b le  to  id e n tify  a n d  loca te  th e  in form a tio n 1; a n d  

d . n ot b e  cov e r e d  b y  on e  o f th e  o th e r  p ie ce s  o f le g is la tio n .  

4. Ve rb a l e n q u ir ie s  a r e  n o t cov e re d  b y  th e  FO I Ac t. Su ch  e n q u ir ie s  ca n  b e  d e a lt w ith  w h e re  
th e  e n q u iry  is  r e la tiv e ly  s tr a ig h tfo rw a rd  a n d  ca n  b e  d e a lt w ith  sa tis fa c to r ily . How e v e r , 
fo r  m ore  com p le x e n q u ir ie s , a n d  to  a v o id  d isp u te s  ov e r  w h a t w a s  a ske d  fo r , w e  w ill a sk  
th e  e n q u ir e r  to  p u t th e  r e q u e s t in  w r itin g  o r  e m a il, w h e n  th e  r e q u e s t w ill b e com e  su b je c t 
to  FO I. 

D oe s  th e  T r u s t  a n d  i ts  s c h oo ls  h o ld  th e  in fo r m a t ion ?  

5. “Hold in g ” in form a tio n  m e a n s  in form a tio n  r e la tin g  to  th e  b u s in e ss  o f th e  Tru s t a n d  its  
sch ools :  

a . th e  Tru s t a n d  its  sch ools / co lle g e s  h a s  c r e a te d , o r   

 
1 In  ca se s  w h e re  th e  e n q u ir y  is  a m b ig u ou s , w e  w ill a s s is t th e  e n q u ir e r  to  d e sc r ib e  m ore  c le a r ly  th e  
in form a tion  r e q u e s te d . W h e re  p oss ib le , w e  w ill e s ta b lish  d ir e c t con ta c t. Th e  a im  is  to  c la r ify  th e  n a tu re  o f 
th e  in form a tion  r e q u e s te d  a n d  n o t to  d e te rm in e  th e  a im s  or  m otiv a tion  of th e  e n q u ir e r . If w e  n o tify  th e  
e n q u ir e r  th a t w e  n e e d  fu r th e r  in form a tion  to  e n a b le  u s  to  a n sw e r , w e  d o  n o t h a v e  to  d e a l w ith  th e  r e q u e s t 
u n til th e  fu r th e r  in form a tion  is  r e c e iv e d . Th e  r e sp on s e  tim e  lim it s ta r ts  from  th e  d a te  th is  is  r e ce iv e d . 
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b . th e  Tru s t a n d  its  sch ools / co lle g e s  h a s  r e ce iv e d  from  a n o th e r  b od y  or  p e r son , o r   

c . h e ld  b y  a n o th e r  b od y  o n  th e  Tru s t a n d  its  sch o o ls ’/ co lle g e s ’ b e h a lf.  

6. In for m a tion  m e a n s  b o th  h a rd  cop y  a n d  d ig ita l in form a tio n , in c lu d in g  e m a il.    

7. If th e  Tru s t a n d  its  sch oo ls / co lle g e s  d o  n o t h o ld  th e  in form a tion , w e  d o  n o t h a v e  to  c r e a te  
o r  a cq u ir e  it ju s t to  a n sw e r  th e  e n q u iry , a lth ou g h  a  r e a son a b le  se a r ch  sh ou ld  b e  m a d e  
b e for e  d e n y in g  th a t w e  h a v e  g o t in form a tion  th e  Tru s t a n d  its  sch ools / c o lle g e s  m ig h t b e  
e xp e c te d  to  h o ld . 

Ha s  th e  in fo r m a t ion  r e q u e s te d  a lr e a d y  b e e n  m a d e  p u b lic ?  

8. If th e  in for m a tio n  r e q u e s te d  is  a lr e a d y  in  th e  p u b lic  d om a in , fo r  in s ta n ce  th rou g h  ou r  
Pu b lica tio n  Sch e m e  or  o n  ou r  w e b s ite , w e  w ill d ir e c t th e  e n q u ir e r  to  th e  in for m a tion  a n d  
e xp la in  h ow  to  a cc e ss  it.  

I s  th e  r e q u e s t  v e xa t iou s  o r  m a n ife s t ly  u n r e a s on a b le  o r  r e p e a te d ?  

9. Th e  Ac t s ta te s  th a t th e r e  is  n o  ob lig a tio n  to  com p ly  w ith  v e xa tiou s  r e q u e s ts . Th is  is  ta k e n  
to  m e a n  a  r e q u e s t w h ic h  is  d e s ig n e d  to  ca u s e  in c on v e n ie n ce , h a r a ssm e n t o r  e xp e n se  
r a th e r  th a n  to  ob ta in  in fo rm a tion , a n d  w ou ld  r e q u ir e  a  su b s ta n tia l d iv e r s ion  o f r e sou rc e s  
o r  w ou ld  o th e rw is e  u n d e rm in e  th e  w or k  o f th e  Tru s t a n d  its  sch o ols / co lle g e s  2. Th is , 
h ow e v e r , d o e s  n o t p rov id e  a n  e xcu s e  fo r  b a d  r e cord s  m a n a g e m e n t. 

C a n  th e  T r u s t  a n d  i t s  s c h oo ls  t r a n s fe r  a  r e q u e s t  to  a n oth e r  b od y ?  

10. If th e  in for m a tio n  is  h e ld  b y  a n o th e r  p u b lic  a u th o r ity , su ch  a s  ou r  loca l a u th or ity , w e  w ill 
fir s t ch e c k  w ith  th e m  th a t th e y  h o ld  it, th e n  tr a n s fe r  th e  r e q u e s t to  th e m . W e  m u s t n o tify  
th e  e n q u ir e r  th a t w e  d o  n o t h o ld  th e  in form a tio n  a n d  to  w h o m  w e  h a v e  tr a n s fe r r e d  th e  
r e q u e s t.  W e  w ill a n s w e r  a n y  p a r ts  o f th e  e n q u ir y  in  r e sp e c t o f in form a tion  ou r  Tru s t a n d  
its  sch ools  d oe s  h o ld .  

C ou ld  a  th i r d  p a r ty ’s  in te r e s t s  b e  a ffe c te d  b y  d isc los u r e ?  

11. C o n su lta tio n  o f th ir d  p a r tie s  m a y  b e  r e q u ir e d  if th e ir  in te r e s ts  cou ld  b e  a ffe c te d  b y  
r e le a se  o f th e  in for m a tio n  r e q u e s te d , a n d  a n y  su ch  con su lta tio n  m a y  in flu e n c e  th e  
d e c is io n .  W e  d o  n o t n e e d  to  co n su lt w h e r e  w e  a r e  n o t g o in g  to  d isc lose  th e  in form a tion  
b e ca u se  w e  w ill b e  a p p ly in g  a n  e xe m p tio n .  

12. C o n su lta tio n  w ill b e  n e c e ssa ry  w h e re :  

a . d isc losu re  o f in form a tio n  m a y  a ffe c t th e  le g a l r ig h ts  o f a  th ird  p a r ty , su c h  a s  th e  
r ig h t to  h a v e  ce r ta in  in fo rm a tion  tr e a te d  in  con fid e n ce  o r  r ig h ts  u n d e r  Ar tic le  8 o f 
th e  Eu rop e a n  C o n v e n tio n  on  Hu m a n  Rig h ts ;  

b . th e  v ie w s  of th e  th ir d  p a r ty  m a y  a ss is t u s  to  d e te rm in e  if in form a tio n  is  e xe m p t 
from  d isc losu r e , o r   

c . th e  v ie w s  of th e  th ir d  p a r ty  m a y  a ss is t u s  to  d e te rm in e  th e  p u b lic  in te r e s t. 

D oe s  a n  e xe m p t ion  a p p ly ?  

13. Th e  p r e su m p tion  o f th e  le g is la tio n  is  th a t w e  w ill d isc lose  in form a tio n  u n le ss  th e  Ac t 
p rov id e s  a  sp e c ific  r e a s on  to  w ith h o ld  it. Th e re  a r e  m ore  th a n  20 e xe m p tio n s .  Th e y  a r e  
se t ou t in  Ap p e n d ix 2 a n d  a r e  m a in ly  in te n d e d  to  p ro te c t se n s itiv e  o r  con fid e n tia l 
in form a tio n . 

 
2 It is  n o t in te n d e d  to  in c lu d e  o th e rw ise  v a lid  r e q u e s ts  in  w h ich  th e  a p p lica n t m a y  m a ke  com p la in ts  o r  v e n t 
fru s tra tion s . In  a d d ition , w e  d o  n o t h a v e  to  com p ly  w ith  r e p e a te d  id e n tica l o r  su b s ta n tia lly  s im ila r  r e q u e s ts  
from  th e  sa m e  a p p lica n t u n le ss  a  “r e a son a b le ” in te rv a l h a s  e la p se d  b e tw e e n  r e q u e s ts . 
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14. O n ly  w h e re  w e  h a v e  r e a l con ce r n s  a b ou t d isc los in g  th e  in form a tio n  w ill w e  look  to  se e  
w h e th e r  a n  e xe m p tio n  m ig h t a p p ly . Ev e n  th e n , w h e r e  th e  p o te n tia l e xe m p tion  is  a  
q u a lifie d  e xe m p tio n , w e  n e e d  to  con s id e r  th e  p u b lic  in te r e s t te s t to  id e n tify  if th e  p u b lic  
in te r e s t in  a p p ly in g  th e  e xe m p tio n  ou tw e ig h s  th e  p u b lic  in te r e s t in  d isc los in g  it.  
Th e re for e , u n le ss  it is  in  th e  p u b lic  in te r e s t to  w ith h o ld  th e  in form a tion , it h a s  to  b e  
r e le a se d . Ap p e n d ix 3 con ta in s  g u id a n ce  o n  con d u c tin g  a  p u b lic  in te r e s t te s t.  

W h a t  i f th e  r e q u e s t  i s  fo r  p e r s on a l in fo r m a t ion ?  

15. Pe r so n a l in form a tion  r e q u e s te d  b y  th e  su b je c t o f th a t in for m a tio n  is  e xe m p t u n d e r  th e  
FO I Ac t a s  su ch  in form a tion  is  cov e re d  b y  th e  Da ta  Pro te c tio n  Ac t. In d iv id u a ls  m u s t, 
th e r e for e , con tin u e  to  m a ke  a  ‘su b je c t a cc e ss  r e q u e s t’ u n d e r  th e  Da ta  Pr o te c tio n  Ac t if 
th e y  w ish  to  a cce ss  su ch  in for m a tio n . 

W h a t  i f th e  d e ta i ls  c on ta in  p e r son a l in fo r m a t ion ?  

16. Pe r so n a l in form a tion  r e q u e s te d  b y  th ird  p a r tie s  is  a lso  e xe m p t u n d e r  th e  FO I Ac t w h e re  
r e le a se  o f th a t in for m a tion  w ou ld  b r e a ch  th e  Da ta  Pro te c tio n  Ac t.  If a  r e q u e s t is  m a d e  fo r  
a  d ocu m e n t (e .g . G ov e r n in g  Bod y  m in u te s ) w h ich  con ta in s  p e r son a l in form a tio n  w h ose  
r e le a se  to  a  th ird  p a r ty  w ou ld  b r e a c h  th e  Da ta  Pro te c tion  Ac t, th e  d ocu m e n t m a y  b e  
is su e d  b y  b la n k in g  ou t th e  r e le v a n t p e r so n a l in form a tio n  a s  se t ou t in  th e  r e d a c tio n  
p roce d u re . Th e  p r oce d u re  fo r  r e d a c tio n  is  h e r e 3. 

How  m u c h  c a n  w e  c h a r g e ?  

17. Th e  Ac t a llow s  g ov e rn in g  b od ie s  to  ch a rg e  fo r  p rov id in g  in form a tion .   For  fu r th e r  
in form a tio n , se e  Ap p e n d ix 4. 

18. Th e  fir s t s te p  is  to  d e te r m in e  if th e  th r e sh o ld  (cu r r e n tly  £450) w ou ld  b e  e xc e e d e d . Sta ff 
cos ts  sh ou ld  b e  ca lcu la te d  a t £25 p e r  h ou r . W e  ca n  ta ke  a cc ou n t o f th e  c os ts  o f 
d e te rm in in g  if th e  in for m a tion  is  h e ld , loca tin g  a n d  r e tr ie v in g  th e  in for m a tion , a n d  
e xtr a c tin g  th e  in form a tion  from  o th e r  d oc u m e n ts . W e  ca n n ot ta ke  in to  a ccou n t th e  cos ts  
in v o lv e d  in  d e te rm in in g  w h e th e r  in form a tion  is  e xe m p t. 

19. If a  r e q u e s t w ou ld  cos t le s s  th a n  th e  a p p ro p r ia te  lim it, (cu r r e n tly  £450) w e  ca n  o n ly  
ch a rg e  fo r  th e  cos t o f in form in g  th e  a p p lica n t w h e th e r  th e  in for m a tio n  is  h e ld  a n d  
com m u n ica tin g  th e  in for m a tion  to  th e  a p p lica n t (e .g . p h o tocop y in g , p r in tin g  a n d  p os ta g e  
cos ts ).   

20. If a  r e q u e s t w ou ld  cos t m ore  th a n  th e  a p p rop r ia te  lim it, (£450) w e  ca n  tu rn  th e  r e q u e s t 
d ow n , a n sw e r  a n d  ch a r g e  a  fe e , o r  a n s w e r  a n d  w a iv e  th e  fe e . If w e  d e c id e  to  ch a r g e  a  
fe e , a n d  d o  n o t h a v e  o th e r  p ow e r s  to  d o  so , w e  c a n  ch a r g e  o n  th e  b a s is  o f th e  cos ts  
ou tlin e d  in  Ap p e n d ix 4.  

21. W e  m a y  w is h  to  con s id e r  w h e th e r  ca lcu la tin g  th e  cos t o f th e  fe e  ou tw e ig h s  th e  cos t o f 
p rov id in g  th e  in form a tio n . In  p r a c tic e , w e  w ill a im  to  r e sp on d  to  s tr a ig h tfo rw a rd  
e n q u ir ie s  fr e e  o f ch a rg e  a n d  ch a rg e  w h e re  th e  c os ts  a r e  s ig n ifica n t. 

 
3 Th e  p roce d u re  fo r  r e d a c tion  is : 

i) m a sk  th e  p a ssa g e s  w h ich  a re  n o t to  b e  d isc lose d  a n d  p h otocop y ; (ii) a n n ota te  in  th e  m a rg in  a g a in s t e a ch  
b la n k  p a ssa g e , th e  e xe m p tion  a n d  se c tion  of th e  Ac t u n d e r  w h ich  th is  p a ssa g e  is  e xe m p t; (iii) e xp la in  in  th e  
cov e r in g  le tte r  th a t th e  r e le v a n t e xe m p tion s  a re  m a rke d  in  th e  a tta ch m e n ts  a n d  in  th e  ca se  o f n o n -a b so lu te  
e xe m p tion s , h ow  th e  p u b lic  in te re s t te s t h a s  b e e n  con s id e re d . 

O n  n o  a cc ou n t m u s t w e  u se  a  com p u te r  to  r e w r ite  th e  d ocu m e n t o r  e m a il a n d  s im p ly  d e le te  th e  e xe m p te d  
p a ssa g e s  so  tha t th e  r e su ltin g  d ocu m e n t a p p e a r s  a s  thou g h  th e y  d id  n o t e xis t. The  on e  c ir cu m s ta n ce  w h e re  
th is  w ou ld  b e  p e rm iss ib le  w ou ld  b e  w h e re  th e  o n ly  r e d a c te d  p a r ts  a r e  p e r son a l in form a tion  su ch  a s  
p e op le ’s  n a m e s  a n d  th e  co v e r in g  le tte r  e xp la in s  th is . 
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22. If w e  a r e  g o in g  to  ch a rg e , w e  m u s t se n d  th e  e n q u ir e r  a  fe e s  n o tice  a n d  d o  n o t h a v e  to  
com p ly  w ith  th e  r e q u e s t u n til th e  fe e  h a s  b e e n  p a id . Ap p e n d ix 4 g iv e s  m ore  in form a tio n  
on  ch a r g in g . 

I s  th e r e  a  t im e  lim it  fo r  r e p ly in g  to  th e  e n q u ir e r ?  

23. C om p lia n c e  w ith  a  r e q u e s t m u s t b e  p rom p t a n d  ce r ta in ly  w ith in  th e  le g a lly  p r e sc r ib e d  
lim it o f 20 w ork in g  d a y s , e xc lu d in g  sch ool h o lid a y s 4.  Fa ilu r e  to  com p ly  co u ld  r e su lt in  a  
com p la in t to  th e  In form a tio n  C o m m iss io n e r . Th e  r e sp on s e  tim e  s ta r ts  fr o m  th e  tim e  th e  
r e q u e s t is  r e ce iv e d . W h e re  w e  h a v e  a sk e d  th e  e n q u ir e r  fo r  m ore  in form a tio n  to  e n a b le  
u s  to  a n sw e r , th e  20 d a y s  s ta r t tim e  b e g in s  w h e n  th is  fu r th e r  in for m a tio n  h a s  b e e n  
r e ce iv e d . 

24. If a  q u a lifie d  e xe m p tio n  a p p lie s  a n d  w e  n e e d  m o re  tim e  to  con s id e r  th e  p u b lic  in te r e s t 
te s t, w e  sh ou ld  r e p ly  w ith in  th e  20 d a y s  s ta tin g  th a t a n  e xe m p tio n  a p p lie s  b u t in c lu d e  a n  
e s tim a te  o f th e  d a te  b y  w h ic h  a  d e c is io n  o n  th e  p u b lic  in te r e s t te s t w ill b e  m a d e . Th is  
sh ou ld  b e  w ith in  a  “r e a s on a b le ” tim e  – in  p r a c tic e , it is  r e co m m e n d e d  b y  th e  De p a r tm e n t 
th a t n orm a lly  th is  sh ou ld  b e  w ith in  10 w ork in g  d a y s . 

25. W h e re  w e  h a v e  n o tifie d  th e  e n q u ir e r  th a t a  ch a r g e  is  to  b e  m a d e , th e  tim e  p e r io d  s top s  
u n til p a y m e n t is  r e c e iv e d  a n d  th e n  co n tin u e s  a g a in  on c e  p a y m e n t h a s  b e e n  r e ce iv e d . 

W h a t  a c t ion  is  r e q u ir e d  to  r e fu se  a  r e q u e s t?  

26. If th e  in for m a tio n  is  n o t to  b e  p rov id e d , th e  p e r s on  d e a lin g  w ith  th e  r e q u e s t m u s t 
im m e d ia te ly  con ta c t th e  p e r son  in  th e  Tru s t w ith  d e le g a te d  r e sp on s ib ility  fo r  FO I to  
e n su re  th a t th e  ca se  h a s  b e e n  p rop e r ly  con s id e r e d  a n d  th e  r e a so n s  fo r  r e fu sa l a r e  sou n d . 
If it is  d e c id e d  to  r e fu se  a  r e q u e s t, w e  n e e d  to  se n d  a  r e fu s a ls  n o tice , w h ich  m u s t con ta in  

a . th e  fa c t th a t th e  r e sp o n s ib le  p e r son  ca n n ot p rov id e  th e  in form a tion  a sk e d  fo r ; 

b . w h ic h  e xe m p tio n (s ) w e  a r e  c la im in g  a p p ly ; 

c . w h y  th e  e xe m p tio n (s ) a p p ly  to  th is  e n q u iry  (if it is  n o t se lf-e v id e n t);  

d . r e a son s  fo r  r e fu sa l if b a se d  o n  cos t o f com p lia n c e  (se e  Ap p e n d ix 4) 

e . in  th e  ca se  o f n o n -a b so lu te  e xe m p tion s , h ow  w e  h a v e  a p p lie d  th e  p u b lic  in te r e s t 
te s t, sp e c ify in g  th e  p u b lic  in te r e s t fa c to r s  ta k e n  in to  a cco u n t b e for e  r e a c h in g  th e  
d e c is io n  (se e  Ap p e n d ix 3)  

f. r e a son s  fo r  r e fu sa l on  v e xa tiou s  o r  r e p e a te d  g ro u n d s  

g . th e  in te r n a l com p la in ts  p roce d u re .   

27. For  m on ito r in g  p u rp ose s  a n d  in  ca se  o f a n  a p p e a l a g a in s t a  d e c is ion  n o t to  r e le a se  th e  
in form a tio n  o r  a n  in v e s tig a tion  b y  th e  In for m a tio n  C o m m iss io n e r , th e  r e s p on s ib le  p e r son  
m u s t ke e p  a  r e cord  o f a ll e n q u ir ie s  w h e re  a ll o r  p a r t o f th e  r e q u e s te d  in form a tio n  is  
w ith h e ld  a n d  e xe m p tio n s  a r e  c la im e d . Th e  r e cor d  m u s t in c lu d e  th e  r e a s o n s  fo r  th e  
d e c is io n  to  w ith h o ld  th e  in form a tio n . Re cord s  sh ou ld  b e  r e ta in e d  fo r  5 y e a r s . Th e r e  a r e  
n o  r e q u ir e m e n ts  to  k e e p  r e cord s  w h e r e  w e  h a v e  su p p lie d  th e  in form a tion  r e q u e s te d . 

W h a t  d o  w e  d o  i f som e on e  c om p la in s ?  

28. An y  w r itte n  (in c lu d in g  e m a il) e xp re ss io n  o f d is s a tis fa c tion  - e v e n  if it d o e s  n o t 
sp e c ifica lly  se e k  a  r e v ie w  – sh ou ld  b e  h a n d le d  th rou g h  th e  Tru s t a n d  its  sch ools ’ e xis tin g  
com p la in ts  p roce d u re  w h ich  sh ou ld  b e  fa ir  a n d  im p a r tia l. Th e  p roc e d u re  sh ou ld  b e  c le a r  
a n d  n o n -b u re a u c ra tic .  W h e re v e r  p r a c tica b le , th e  r e v ie w  sh ou ld  b e  h a n d le d  b y  
som e o n e  n o t in v o lv e d  in  th e  o r ig in a l d e c is io n . Th e  G ov e r n in g  Bo d y  sh ou ld  se t a n d  
p u b lish  a  ta rg e t tim e  fo r  d e te rm in in g  com p la in ts  a n d  in form a tio n  o n  th e  s u cce ss  r a te  in  

 
4 An  ord e r  to  th is  e ffe c t is  to  b e  m a d e  u n d e r  se c tion  10(4) o f th e  Ac t a n d  took  e ffe c t from  1 Ja n u a ry  2005. 
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m e e tin g  th e  ta rg e t.  Th e  Tru s t a n d  its  sch o ols  sh ou ld  m a in ta in  r e cord s  o f a ll com p la in ts  
a n d  th e ir  ou tcom e .   

29. W h e n  th e  o r ig in a l r e q u e s t h a s  b e e n  r e v ie w e d  a n d  th e  ou tc om e  is  th a t th e  in for m a tio n  
sh ou ld  b e  d isc los e d , th is  sh ou ld  b e  d on e  a s  soo n  a s  p r a c tic a b le .  W h e n  th e  ou tc om e  is  
th a t p roc e d u re s  w ith in  th e  Tru s t a n d  its  sch ools  h a v e  n o t b e e n  p rop e r ly  fo llow e d , th e  
Tru s t a n d  its  sch o ols  sh ou ld  r e v ie w  p roce d u re s  to  p r e v e n t a n y  r e cu r r e n c e . W h e n  th e  
ou tcom e  u p h old s  th e  Tr u s t a n d  its  Tru s t a n d  its  s ch ools ’ o r ig in a l d e c is io n  o r  a c tion , th e  
a p p lica n t sh o u ld  b e  in fo rm e d  of th e ir  r ig h t to  a p p e a l to  th e  In for m a tio n  C om m iss io n e r .  
Th e  a p p e a l sh ou ld  b e  m a d e  in  w r itin g  to : 
 
FO I C o m p lia n c e  Te a m  (C om p la in ts ) 
W y c liffe  Hou s e , W a te r  La n e , W ilm s low , C h e sh ir e . SK9 5AF 
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P r oc e s s  M a p  1  fo r  D e a lin g  w ith  Re q u e s t s  
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P r oc e s s  M a p  2  fo r  D e a lin g  w ith  Re q u e s t s  
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Ap p e n d ix 2  

Exe m p t ion s  

Note :  Th is  Ap p e n d ix is  ta ke n  from  th e  DfES G u id e  fo r  Ma in ta in e d  Sch o ols  on  Fu ll 
Im p le m e n ta tio n  from  Ja n u a ry  2005. 

1. Alth ou g h  d e c is ion s  o n  d isc losu re  sh ou ld  b e  m a d e  on  a  p r e su m p tion  o f op e n n e ss , th e  FO I 
Ac t r e cog n is e s  th e  n e e d  to  p r e se rv e  con fid e n tia lity  a n d  p ro te c t se n s itiv e  m a te r ia l in  
som e  c ir cu m s ta n ce s . 

2. W e  ca n n ot w ith h o ld  in fo rm a tion  in  r e sp o n se  to  a  v a lid  r e q u e s t UNLESS o n e  o f th e  
fo llow in g  a p p lie s :- 

a . a n  e xe m p tion  to  d isc los u re , o r  

b . th e  in for m a tio n  sou g h t is  n o t h e ld , o r  

c . th e  r e q u e s t is  con s id e r e d  v e xa tiou s  o r  r e p e a te d  o r  

d . th e  cos t o f co m p lia n c e  e xce e d s  th e  th r e sh o ld  (se e  Ap p e n d ix 4) 

T h e  d u ty  to  c on fi r m  o r  d e n y    

3. A p e r son  a p p ly in g  fo r  in form a tio n  h a s  th e  r ig h t to  b e  to ld  if th e  in form a tion  r e q u e s te d  is  
h e ld  b y  th e  Tru s t a n d  its  sch ools , a n d  if th a t is  th e  ca se  to  h a v e  th e  in form a tion  se n t 
(su b je c t to  a n y  of th e  e xe m p tio n s ). Th is  ob lig a tion  is  k n ow n  a s  th e  Tru s t a n d  its  sch ools ’ 
“d u ty  to  co n fir m  or  d e n y ” th a t it h o ld s  th e  in for m a tio n . How e v e r , th e  Tru s t a n d  its  sch ools  
d oe s  n o t h a v e  to  con fir m  or  d e n y  if:- 

a . th e  e xe m p tion  is  a n  a b s o lu te  e xe m p tion  (se e  p a r a g ra p h  6), o r  

b . in  th e  ca se  o f q u a lifie d  e xe m p tion s  (se e  p a r a g ra p h  8), con firm in g  or  d e n y in g  
w ou ld  its e lf d isc los e  e xe m p te d  in for m a tio n  

Exe m p t ion s  

4. A se r ie s  o f e xe m p tion s  a r e  se t ou t in  th e  Ac t w h ich  a llow  th e  w ith h o ld in g  o f in form a tio n  
in  r e la tio n  to  a n  e n q u iry . Som e  a r e  v e ry  sp e c ia lis e d  in  th e ir  a p p lic a tion  (s u ch  a s  n a tio n a l 
se cu r ity ) a n d  w ou ld  n o t u su a lly  b e  r e le v a n t to  sc h ools . Th e r e  a r e  m ore  th a n  20 
e xe m p tio n s  b u t sch ools  a r e  like ly  to  u se  o n ly  a  fe w  of th e m . 

5. Th e re  a r e  tw o  g e n e ra l ca te g or ie s  o f e xe m p tio n s :- 

Ab s o lu te :  w h e re  th e r e  is  n o  r e q u ir e m e n t to  co n firm  or  d e n y  th a t th e  in fo rm a tion  is  h e ld , 
d isc lose  th e  in for m a tio n  o r  con s id e r  th e  p u b lic  in te r e s t; a n d   

Q u a lifie d :  w h e re , e v e n  if a n  e xe m p tio n  a p p lie s , th e r e  is  a  d u ty  to  con s id e r  th e  p u b lic  
in te r e s t in  d isc los in g  in form a tio n . 

W h a t  a r e  th e  Ab so lu te  Exe m p t ion s ?  

Th e re  a r e  8 a b so lu te  e xe m p tio n s  lis te d  in  th e  Ac t. Ev e n  w h e r e  a n  a b so lu te  e xe m p tion  a p p lie s :- 

• it d o e s  n o t m e a n  th a t w e  ca n ’t d isc lose  in  a ll c a se s ; it m e a n s  th a t d isc losu r e  is  n o t 
r e q u ir e d  b y  th e  Ac t. A d e c is ion  co u ld  b e  ta k e n  to  ig n ore  th e  e xe m p tio n  a n d  r e le a se  th e  
in form a tio n  ta k in g  in to  a ccou n t a ll th e  fa c ts  o f th e  ca se  

• th e r e  is  s till a  le g a l ob lig a tion  to  p rov id e  r e a so n a b le  a d v ic e  a n d  a ss is ta n ce  to  th e  
e n q u ir e r  

7. Th e  a b so lu te  e xe m p tio n s  in  th e  Ac t a r e  se t ou t b e low . T h os e  w h ic h  m ig h t  b e  r e le v a n t  
to  th e  T r u s t  a n d  i t s  s c h ools  a r e  m a r k e d  w ith  a n  * :  

7.1  In for m a t ion  a c c e s s ib le  to  th e  e n q u ir e r  b y  o th e r  m e a n s *  (Se c tio n  21) 
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If in form a tio n  is  r e a so n a b ly  a cce ss ib le  to  th e  a p p lica n t b y  a n o th e r  r ou te  th a n  th e  
Ac t, it is  e xe m p t in for m a tio n . Th is  is  th e  ca se  e v e n  if th e  e n q u ir e r  w ou ld  h a v e  to  
p a y  fo r  th e  in form a tio n  u n d e r  th a t a lte r n a tiv e  rou te . Th is  e xe m p tio n  in c lu d e s  
ca se s  w h e r e  w e  a r e  r e q u ir e d  to  g iv e  in form a tio n  u n d e r  o th e r  le g is la tio n , o r  
w h e r e  th e  in form a tio n  is  a v a ila b le  v ia  th e  Pu b lic a tio n  Sch e m e . 

7.2  In for m a t ion  d e a lin g  w i th  s e c u r i ty  m a t te r s  (Se c tio n  23) (se e  a lso  q u a lifie d  
e xe m p tio n  u n d e r  Se c tio n  24 on  n a tio n a l se cu r ity ) 

Th is  a p p lie s  to  in form a tion  d ir e c tly  o r  in d ir e c tly  su p p lie d  b y , o r  r e la tin g  to , 
b od ie s  d e a lin g  w ith  se c u r ity  m a tte r s  su ch  a s  G C HQ , MI5, MI6, Sp e c ia l Force s  a n d  
th e  Na tio n a l C r im in a l In te llig e n c e  Se rv ic e . 

7.3  C ou r t  r e c or d s  (Se c tion  32) – (se e  a lso  th e  q u a lifie d  e xe m p tio n  u n d e r  Se c tio n  30 
con c e rn in g  in v e s tig a tio n s  a n d  p roce e d in g s  con d u c te d  b y  p u b lic  a u th or itie s ) 

Th is  a p p lie s  to  in form a tion  r e la te d  to  p roc e e d in g s  in  a  cou r t o r  tr ib u n a l o r  se rv e d  
on  a  p u b lic  a u th or ity  fo r  th e  p u rp os e s  o f p roce e d in g s . 

7.4  P a r lia m e n ta r y  P r iv i le g e  (Se c tion  34)  

Th is  e xe m p ts  in form a tio n  if it is  r e q u ir e d  fo r  th e  p u rp ose  o f a v o id in g  a n  
in fr in g e m e n t o f th e  Pa r lia m e n ta ry  p r iv ile g e . Pa r lia m e n ta ry  p r iv ile g e  is  a n  
im m u n ity  w h e re b y  MPs  ca n n ot b e  p rose c u te d  fo r  se d ition  o r  su e d  fo r  lib e l o r  
s la n d e r  ov e r  a n y th in g  s a id  d u r in g  p roc e e d in g s  in  th e  Hou se . 

7.5  P r e ju d ic e  to  th e  e ffe c t iv e  c on d u c t  o f p u b lic  a ffa ir s  (Se c tio n  36) - se e  a lso  th e  
q u a lifie d  e xe m p tio n  p a r t o f Se c tion  36 

Th is  r e la te s  to  th e  m a in te n a n c e  o f th e  co lle c tiv e  r e sp on s ib ility  o f Min is te r s . 

7.6  P e r s on a l in for m a t ion *  (Se c tio n  40) - se e  a lso  th e  q u a lifie d  e xe m p tio n  p a r t o f 
Se c tion  40.  

W h e re  e n q u ir e r s  a sk  to  se e  in form a tion  a b ou t th e m se lv e s , th is  is  e xe m p t u n d e r  
th e  Ac t b e ca u se  it is  cov e re d  b y  th e  Da ta  Pro te c tion  Ac t. C o n su lt ou r  e xis tin g  
Tru s t Da ta  Pro te c tio n  g u id a n c e .  

7.7  In for m a t ion  p r ov id e d  in  c on fid e n c e *  (Se c tio n  41)  

Th is  r e la te s  to  in form a tion  ob ta in e d  fro m  a  p e r s on  if its  d isc losu re  w ou ld  
con s titu te  a  b r e a ch  o f co n fid e n c e  a c tion a b le  b y  th a t, o r  a n o th e r , p e r so n . 

7.8  P r oh ib it ion s  on  d is c los u r e *  (Se c tion  44) 

In for m a tion  is  e xe m p t w h e re  its  d isc losu re  is  p ro h ib ite d  u n d e r  a n y  o th e r  
le g is la tio n  b y  o rd e r  o f a  cou r t o r  w h e re  it w ou ld  con s titu te  a  con te m p t o f cou r t o r  
w h e r e  it is  in com p a tib le  w ith  a n y  EC  ob lig a tio n .  

W h a t  a r e  th e  Q u a li fie d  Exe m p tion s ?  

8. W ith  q u a lifie d  e xe m p tio n s , e v e n  if it is  d e c id e d  th a t a n  e xe m p tio n  a p p lie s , th e r e  is  a  d u ty  
to  con s id e r  th e  p u b lic  in te r e s t in  con firm in g  or  d e n y in g  th a t th e  in for m a tion  e xis ts  a n d  in  
d isc los in g  in form a tio n . G u id a n c e  on  ca r ry in g  o u t th e  p u b lic  in te r e s t te s t is  a t Ap p e n d ix 3. 
Th e  q u a lifie d  e xe m p tion s  in  th e  Ac t a r e  se t ou t b e low . T h os e  w h ic h  m ig h t  b e  r e le v a n t  
to  th e  T r u s t  a n d  i t s  s c h ools  a r e  m a r k e d  w ith  a n  * :  

8.1  In for m a t ion  in te n d e d  fo r  fu tu r e  p u b lic a t ion *  (Se c tion  22) 

If a t th e  tim e  th e  r e q u e s t w a s  m a d e , in for m a tio n  is  h e ld  w ith  a  v ie w  to  p u b lica tio n , 
th e n  it is  e xe m p t from  d isc losu re  if it is  r e a so n a b le  th a t it sh ou ld  n o t b e  d isc lose d  
u n til th e  in te n d e d  d a te  o f p u b lica tion . Th is  cou ld  a p p ly  fo r  in s ta n c e  to  s ta tis tic s  
p u b lish e d  a t se t in te rv a ls , fo r  e xa m p le  a n n u a lly  o r  w h e re  in form a tio n  is  
in c om p le te  a n d  it w ou ld  b e  in a p p rop r ia te  to  p u b lish  p r e m a tu re ly . Re m e m b e r , w e  
s till h a v e  a  le g a l d u ty  to  p rov id e  r e a so n a b le  a d v ice  a n d  a ss is ta n c e . 
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8.2  N a t ion a l s e c u r i ty  (Se c tion  24) (se e  a lso  a b so lu te  e xe m p tio n  23) 

In for m a tion  is  e xe m p t fo r  th e  p u rp ose s  o f sa fe g u a rd in g  n a tio n a l se cu r ity . 

8.3  D e fe n c e  (Se c tion  26) 

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld  p r e ju d ic e  th e  d e fe n ce  o f th e  UK. 

8.4  In te r n a t ion a l r e la t ion s  (Se c tio n  27) 

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld  o r  w ou ld  b e  lik e ly  to , p r e ju d ic e  
r e la tio n s  b e tw e e n  th e  UK a n d  a n y  o th e r  s ta te , in te rn a tio n a l o rg a n isa tio n . 

8.5  R e la t ion s  w ith in  UK  (Se c tion  28) 

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld  o r  w ou ld  b e  lik e ly  to , p r e ju d ic e  
r e la tio n s  b e tw e e n  a n y  a d m in is tr a tion  in  th e  UK i.e . th e  G ov e rn m e n t, Sco ttish  
Ad m in is tr a tio n , Nor th e rn  Ir e la n d  Asse m b ly , o r  Na tio n a l Asse m b ly  o f W a le s . 

8.6  Th e  e c on om y  (Se c tio n  29) 

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld , o r  w ou ld  b e  lik e ly  to , p r e ju d ic e  th e  
e co n om ic  o r  fin a n c ia l in te r e s ts  o f th e  UK 

8.7  In v e s t ig a t ion s  a n d  p r o c e e d in g s  c on d u c te d  b y  p u b lic  a u th or i t ie s *  (Se c tio n  30) 

In for m a tion  is  e xe m p t if it h a s  a t a n y  tim e  b e e n  h e ld  b y  th e  Tru s t a n d  its  sch ools  
fo r  th e  p u rp os e s  o f c r im in a l in v e s tig a tio n s  o r  p roce e d in g s , su ch  a s  d e te rm in in g  
w h e th e r  a  p e r so n  sh ou ld  b e  ch a rg e d  w ith  a n  o ffe n c e  o r  w h e th e r  a  ch a r g e d  
p e r son  is  g u ilty , o r  in v e s tig a tio n s  w h ich  m a y  le a d  to  a  d e c is io n  to  in s titu te  
c r im in a l p roc e e d in g s . Th e  d u ty  to  co n firm  or  d e n y  d o e s  n o t a p p ly  to  su c h  
in form a tio n . 

8.8  La w  e n for c e m e n t*  (Se c tio n  31)  

In for m a tion  w h ic h  is  n o t e xe m p t u n d e r  Se c tion  30 In v e s tig a tio n s  a n d  Pro ce e d in g s , 
m a y  b e  e xe m p t u n d e r  th is  e xe m p tio n  in  th e  e v e n t th a t d isc losu r e  w ou ld , o r  w ou ld  
b e  like ly  to , p r e ju d ice  th e  fo llow in g  a m o n g  o th e r s :- 

• th e  p r e v e n tio n  o r  d e te c tion  o f c r im e  

• th e  a p p r e h e n s io n  o r  p rose cu tion  o f o ffe n d e r s  

• th e  a d m in is tr a tion  o f ju s tice  

• th e  e xe r c is e  o f fu n c tion s  su ch  a s  a sce r ta in in g  if a  p e r son  h a s  b roke n  th e  la w , 
is  r e sp on s ib le  fo r  im p ro p e r  con d u c t, w h e th e r  c ir cu m s ta n ce s  ju s tify  r e g u la to ry  
a c tio n , a sc e r ta in in g  a  p e r son ’s  fitn e ss  o r  com p e te n c e  in  r e la tio n  to  th e ir  
p rofe ss ion , a sce r ta in in g  th e  ca u s e  o f a n  a cc id e n t o r  p ro te c tin g  o r  r e cov e r in g  
ch a r itie s  o r  its  p rop e r tie s  

• a n y  c iv il p roce e d in g s  b rou g h t b y  o r  on  b e h a lf o f th e  Tru s t a n d  its  sch ools  
w h ic h  a r ise  ou t o f a n  in v e s tig a tio n  ca r r ie d  ou t fo r  a n y  o f th e  p u rp os e s  
m e n tion e d  a b ov e . 

Th e  d u ty  to  co n firm  or  d e n y  d oe s  n o t a r ise  w h e r e  p r e ju d ice  w ou ld  r e su lt to  a n y  o f 
th e se  m a tte r s .  

8.9  Au d it  F u n c t ion s  (Se c tio n  33) 

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld , o r  w ou ld  b e  lik e ly  to , p r e ju d ic e  th e  
e xe rc ise  o f a n  a u th or ity ’s  fu n c tion s  in  r e la tion  to  th e  a u d it o f th e  a cc ou n ts  o f o th e r  
p u b lic  a u th or itie s .  It d o e s  n o t a p p ly  to  in te rn a l a u d it r e p or ts . 

8.10  F or m u la t ion  o f g ov e r n m e n t  p o lic y  (Se c tio n  35) 
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In for m a tion  h e ld  is  e xe m p t in for m a tio n  if it r e la te s  to  th e  fo r m u la tio n  o r  
d e v e lo p m e n t o f g ov e rn m e n t p o licy , m in is te r ia l com m u n ica tio n s , a d v ice  b y  La w  
O ffic e r s  (e g  Atto rn e y  G e n e ra l) a n d  th e  op e ra tio n  o f a n y  Min is te r ia l p r iv a te  o ffic e  

8.11  P r e ju d ic e  to  th e  c on d u c t  o f p u b lic  a ffa ir s  (Se c tio n  36) (e xc lu d in g  m a tte r s  
cov e re d  b y  th e  a b so lu te  e xe m p tion  p a r t o f Se c tion  36) 

In for m a tion  like ly  to  p r e ju d ic e  th e  m a in te n a n c e  o f th e  co n v e n tio n  o f th e  co lle c tiv e  
r e sp on s ib ility  o f Min is te r s  o r  like ly  to  in h ib it th e  fr e e  a n d  fr a n k  p rov is io n  o f 
a d v ic e  o r  e xch a n g e  o f v ie w s  

8.12  C o m m u n ic a t ion s  w i th  th e  Q u e e n *  (Se c tio n  37) 

In for m a tion  is  e xe m p t if it r e la te s  to  co m m u n ica tion s  w ith  th e  Q u e e n , th e  Roy a l 
Fa m ily  o r  Roy a l Hou se h old  o r  if it r e la te s  to  th e  a w a rd  o f h on ou r s . Th e  d u ty  to  
con firm  or  d e n y  d o e s  n o t a r ise  w h e re  th is  e xe m p tio n  a p p lie s .  

8.13  He a lth  a n d  Sa fe ty *  (Se c tio n  38)  

In for m a tion  is  e xe m p t if its  d isc losu re  w ou ld  o r  w ou ld  b e  lik e ly  to  e n d a n g e r  th e  
sa fe ty  o r  p h y s ic a l o r  m e n ta l h e a lth  o f a n y  in d iv id u a l. Th e  d u ty  to  co n firm  or  d e n y  
d oe s  n o t a r ise  w h e r e  p r e ju d ice  w ou ld  r e su lt.  

8.14  En v ir on m e n ta l in for m a t ion *  (Se c tio n  39) 

In for m a tion  is  e xe m p t u n d e r  FO I w h e re  it is  cov e re d  b y  th e  En v iro n m e n ta l 
In for m a tion  Re g u la tion s . En v iro n m e n ta l in form a tion  ca n  cov e r  in form a tio n  
r e la tin g  to : a ir , w a te r , la n d , n a tu r a l s ite s , b u ilt e n v iro n m e n t, flo r a  a n d  fa u n a , a n d  
h e a lth . It a lso  cov e r s  a ll in form a tio n  r e la tin g  to  d e c is ion s  o r  a c tiv itie s  a ffe c tin g  a n y  
of th e s e .  

8.15  P e r s on a l in for m a t ion *  (Se c tio n  40) – se e  a lso  th e  a b so lu te  e xe m p tion  p a r t o f 
Se c tion  40    

W h e re  a n  in d iv id u a l se e ks  in form a tio n  a b ou t th e m se lv e s  Da ta  Pro te c tio n  Ac t 
p ow e r s  a p p ly .   

W h e re  th e  in form a tion  c on c e rn s  a  th ir d  p a r ty , it is  e xe m p t if its  d isc losu r e  w ou ld  
con tr a v e n e  th e  Da ta  Pro te c tion  Ac t, o r  th e  d a ta  p ro te c tion  p r in c ip le s ; o r  if th e  
p e r son  to  w h om  th e  in fo rm a tion  r e la te s  w ou ld  n o t h a v e  a  r ig h t o f a cc e ss  to  it 
b e ca u se  it fa lls  u n d e r  on e  o f th e  e xe m p tio n s  to  th e  Da ta  Pro te c tion  Ac t. Th e  d u ty  
to  con firm  or  d e n y  d o e s  n o t a r is e  in  r e la tio n  to  th is  in form a tio n  if d o in g  so  w ou ld  
b e  in co m p a tib le  w ith  a n y  of th e  a b ov e .  

8.16  Le g a l p r ofe s s ion a l p r iv i le g e *  (Se c tio n  42) 

Le g a l p rofe ss io n a l p r iv ile g e  cov e r s  a n y  a d v ic e  g iv e n  b y  le g a l a d v is e r s , so lic ito r s  
a n d  b a r r is te r s . G e n e ra lly , su ch  in form a tio n  w ill b e  p r iv ile g e d .  A Tru s t a n d  its  
sch ools  w ish in g  to  d isc lose  th e  in form a tio n  w ill n e e d  to  se e k  co n se n t fr o m  th e  
p rov id e r  o f th e  a d v ic e . Th is  e xe m p tion  cov e r s  a ll su c h  in form a tio n  w h e r e  a  c la im  
to  le g a l p rofe ss io n a l p r iv ile g e  ca n  b e  m a in ta in e d  in  le g a l p roce e d in g s . Th e  d u ty  
to  con firm  or  d e n y  d o e s  n o t a r is e  w h e re  to  d o  so  w ou ld  in v o lv e  th e  d isc losu re  o f 
su ch  in form a tio n .  

8.17  C o m m e r c ia l in te r e s ts *  (Se c tio n  43) 

In for m a tion  is  e xe m p t if it con s titu te s  a  tr a d e  se c r e t o r  w ou ld  b e  lik e ly  to  
p r e ju d ice  th e  com m e rc ia l in te r e s ts  o f a n y  p e r so n  or  b od y  (in c lu d in g  th e  Tru s t a n d  
its  sch ools ). Th e  d u ty  to  con firm  or  d e n y  d o e s  n o t a r ise  w h e re  p r e ju d ic e  w ou ld  
r e su lt to  com m e rc ia l in te r e s ts  b u t n o t w h e re  th e  in for m a tio n  con s titu te s  a  tr a d e  
se c r e t. 
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P r o te c t iv e  M a r k in g s  a n d  Ap p ly in g  Exe m p t ion s  

9. W h e n  co n s id e r in g  if a n  e xe m p tio n  to  d isc losu r e  sh ou ld  a p p ly , w e  w ill b e a r  in  m in d  th a t 
th e  p r e se n c e  o f a  p ro te c tiv e  m a rk in g  (Re s tr ic te d , C o n fid e n tia l o r  Se c r e t, w ith  o r  w ith o u t 
d e sc r ip to r s  su ch  a s  Sta ff, Ma n a g e m e n t, C om m e r c ia l e tc ) d o e s  n o t co n s titu te  a n  
e xe m p tio n  a n d  is  n o t in  itse lf su ffic ie n t g ro u n d s  on  w h ich  to  p r e v e n t d isc losu re . Ea c h  
ca se  m u s t b e  co n s id e r e d  on  its  m e r its . 

T im in g  

10. W h e re  in for m a tio n  h a s  p r e v iou s ly  b e e n  w ith h e ld , it m u s t n o t b e  a s su m e d  th a t a n y  
su b se q u e n t r e q u e s ts  fo r  th e  sa m e  in form a tio n  w ill a lso  b e  r e fu se d . Se n s itiv ity  o f 
in form a tio n  d e c r e a s e s  w ith  a g e  a n d  th e  im p a c t o f a n y  d isc losu re  w ill b e  d iffe r e n t 
d e p e n d in g  on  w h e n  th e  r e q u e s t is  r e ce iv e d . Th e re for e , fo r  e a ch  r e q u e s t, it w ill b e  
n e c e ssa ry  to  con s id e r  th e  h a rm  th a t cou ld  r e su lt a t th e  tim e  o f th e  r e q u e s t a n d , w h ile  
ta k in g  in to  a ccou n t a n y  p r e v iou s  e xe m p tio n  a p p lica tion s , e a ch  ca s e  sh o u ld  b e  
con s id e r e d  se p a ra te ly . 

N e xt  s te p s  

11. In  a ll c a se s , b e for e  w r itin g  to  th e  e n q u ir e r , th e  p e r son  g iv e n  r e sp o n s ib ility  fo r  FO I b y  th e  
Tru s t’s  g ov e rn in g  b od y  w ill n e e d  to  e n su re  th a t th e  ca se  h a s  b e e n  p rop e r ly  con s id e r e d , 
a n d  th a t th e  r e a so n s  fo r  r e fu sa l, o r  p u b lic  in te r e s t te s t r e fu sa l, a r e  sou n d .  
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Ap p e n d ix 3  

Ap p ly in g  th e  P u b lic  In te r e s t  T e s t  

Note :  Th is  Ap p e n d ix is  ta ke n  from  th e  DfES G u id e  fo r  Ma in ta in e d  Sch o ols  on  Fu ll 
Im p le m e n ta tio n  from  Ja n u a ry  2005. 

Ba c k g r ou n d  

1. Ha v in g  e s ta b lish e d  th a t a  q u a lifie d  e xe m p tio n (s ) d e fin ite ly  a p p lie s  to  a  p a r ticu la r  ca se , 
w e  m u s t th e n  c a r ry  ou t a  p u b lic  in te r e s t te s t to  id e n tify  if th e  p u b lic  in te r e s t in  a p p ly in g  
th e  e xe m p tion  ou tw e ig h s  th e  p u b lic  in te r e s t in  d isc los in g  it. Th e re for e , u n le ss  it is  in  th e  
p u b lic  in te r e s t to  w ith h o ld  th e  in form a tion , it h a s  to  b e  r e le a se d . Alth ou g h  p r e ce d e n t a n d  
a  d e v e lo p e d  ca se  la w  w ill p la y  a  p a r t, in d iv id u a l c ir cu m s ta n ce s  w ill v a ry  a n d  e a ch  ca se  
w ill n e e d  to  b e  co n s id e r e d  o n  its  ow n  m e r its .   

C a r r y in g  ou t  th e  t e s t  

2. It is  w or th  n o tin g  th a t w h a t is  in  th e  p u b lic  in te r e s t is  n o t n e ce ssa r ily  th e  sa m e  a s  th a t 
w h ic h  m a y  b e  o f in te r e s t to  th e  p u b lic . It m a y  b e  ir r e le v a n t th a t a  m a tte r  m a y  b e  th e  
su b je c t o f p u b lic  cu r ios ity . In  m os t ca se s  it w ill b e  r e la tiv e ly  s tr a ig h tfo rw a rd  to  d e c id e  
w h e r e  th e  b a la n ce  o f th e  p u b lic  in te r e s t in  d isc losu re  lie s . How e v e r , th e r e  w ill in e v ita b ly  
b e  ca se s  w h e r e  th e  d e c is ion  is  a  d ifficu lt o n e . Ap p ly in g  su ch  a  te s t d e p e n d s  to  a  h ig h  
d e g re e  o n  ob je c tiv e  ju d g e m e n t a n d  a  b a s ic  k n o w le d g e  o f th e  su b je c t m a tte r  a n d  its  
w id e r  im p a c t in  th e  Tru s t a n d  its  sch ools  a n d  p oss ib ly  w id e r . Fa c to r s  th a t m ig h t b e  ta ke n  
in to  a ccou n t w h e n  w e ig h in g  th e  p u b lic  in te r e s t in c lu d e :- 

 
F or  D is c los u r e  Ag a in s t  D is c lo s u r e  
Is  d isc losu re  like ly  to  in c r e a se  a cc e ss  to  
in form a tio n  h e ld  b y  th e  Tru s t a n d  its  sch o ols? 

Is  d isc losu re  like ly  to  d is to r t p u b lic  r e p or tin g  
o r  b e  m is le a d in g  b e c a u se  it is  in c om p le te ? 

Is  d isc losu re  like ly  to  g iv e  th e  r e a so n s  fo r  a  
d e c is io n  o r  a llow  in d iv id u a ls  to  u n d e r s ta n d  
d e c is io n s  a ffe c tin g  th e ir  liv e s  o r  a s s is t th e m  in  
ch a lle n g in g  th ose  d e c is ion s? 

Is  p r e m a tu re  d isc losu re  like ly  to  p r e ju d ic e  fa ir  
sc ru tin y , o r  r e le a se  se n s itiv e  is su e s  s till on  th e  
in te rn a l a g e n d a  o r  e v o lv in g ? 

Is  d isc losu re  like ly  to  im p rov e  th e  
a ccou n ta b ility  a n d  tr a n sp a re n cy  of th e  Tru s t 
a n d  its  sch ools  in  th e  u s e  o f p u b lic  fu n d s  a n d  
h e lp  to  sh ow  th a t it ob ta in s  v a lu e  fo r  m o n e y ? 

Is  d isc losu re  like ly  to  ca u se  u n n e c e ssa ry  
p u b lic  a la rm  or  con fu s io n ? 

Is  d isc losu re  like ly  to  co n tr ib u te  to  p u b lic  
d e b a te  a n d  a ss is t th e  u n d e r s ta n d in g  o f e xis tin g  
o r  p rop ose d  p o licy ? 

Is  d isc losu re  like ly  to  se r iou s ly  je op a r d ise  th e  
Tru s t a n d  its  sch o ols ’ le g a l o r  con tr a c tu a l 
p os ition ? 

Is  d isc losu re  like ly  to  in c r e a se  p u b lic  
p a r tic ip a tio n  in  d e c is io n -m a k in g ? 

Is  d isc losu re  like ly  to  in fr in g e  o th e r  le g is la tio n  
e .g . Da ta  Pro te c tio n  Ac t? 

Is  d isc losu re  like ly  to  in c r e a se  p u b lic  
p a r tic ip a tio n  in  p o litic a l p roce sse s  in  g e n e r a l? 

Is  d isc losu re  like ly  to  c r e a te  a  con trov e r s ia l 
p r e ce d e n t o n  th e  r e le a se  o f in form a tion  o r  
im p a ir  ou r  a b ility  to  ob ta in  in form a tio n  in  th e  
fu tu r e ? 

Is  d isc losu re  like ly  to  b r in g  to  lig h t in form a tion  
a ffe c tin g  p u b lic  sa fe ty ? 

Is  d isc losu re  like ly  to  a d v e r se ly  a ffe c t th e  
Tru s t a n d  its  sch o ols ’ p rop e r  fu n c tion in g  a n d  
d iscou r a g e  op e n n e ss  in  e xp re ss in g  op in io n s? 

Is  d isc losu re  like ly  to  r e d u ce  fu r th e r  e n q u ir ie s  
on  th e  top ic ? 

If a  la rg e  a m o u n t o f in for m a tion  o n  th e  top ic  
h a s  a lr e a d y  b e e n  m a d e  a v a ila b le , w ou ld  
fu r th e r  d isc losu re  sh e d  a n y  m or e  lig h t o r  
se rv e  a n y  u se fu l p u rp os e ? 
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3. Note  a lso  th a t: 

• p ote n tia l o r  a c tu a l e m b a r r a ssm e n t to , o r  loss  o f con fid e n ce  in , th e  Tru s t a n d  its  
sch ools , s ta ff o r  g ov e rn o r s  is  NO T a  v a lid  fa c to r  

• th e  fa c t th a t th e  in form a tion  is  te ch n ic a l, com p le x to  u n d e r s ta n d  a n d  m a y  b e  
m isu n d e r s too d  m a y  n o t o f itse lf b e  a  r e a so n  to  w ith h o ld  in for m a tion  

• th e  p o te n tia l h a rm  of r e le a s in g  in form a tio n  w ill r e d u c e  ov e r  tim e  a n d  sh ou ld  b e  
con s id e r e d  a t th e  tim e  th e  r e q u e s t is  m a d e  r a th e r  th a n  b y  r e fe r e n ce  to  w h e n  th e  
r e le v a n t d e c is io n  w a s  o r ig in a lly  ta ke n  

• th e  b a la n ce  o f th e  p u b lic  in te r e s t in  d isc losu re  c a n n ot a lw a y s  b e  d e c id e d  on  th e  
b a s is  o f w h e th e r  th e  d is c losu re  o f p a r ticu la r  in fo rm a tion  w ou ld  ca u se  h a rm , b u t on  
ce r ta in  h ig h e r  o rd e r  co n s id e r a tio n s  su ch  a s  th e  n e e d  to  p r e se rv e  co n fid e n tia lity  o f 
in te rn a l d iscu ss ion s  

• a  d e c is io n  n o t to  r e le a se  in for m a tio n  m a y  b e  p e r v e r se  i.e . w ou ld  a  d e c is ion  to  
w ith h o ld  in form a tio n  b e ca u se  it is  n o t in  th e  p u b lic  in te r e s t to  r e le a se  it, its e lf r e su lt 
in  h a r m  to  p u b lic  sa fe ty , th e  e n v iro n m e n t o r  a  th ird  p a r ty ? 

4. W e  w ill r e cord  th e  a n sw e r s  to  th e se  q u e s tio n s  a n d  th e  r e a so n s  fo r  th ose  a n sw e r s . 
De c id in g  o n  th e  p u b lic  in te r e s t is  n o t s im p ly  a  m a tte r  o f a d d in g  u p  th e  n u m b e r  o f 
r e le v a n t fa c to r s  o n  e a ch  s id e . W e  n e e d  to  d e c id e  h ow  im p or ta n t e a c h  fa c to r  is  in  th e  
c ir cu m s ta n c e s  a n d  g o  o n  to  m a ke  a n  ov e ra ll a s se ssm e n t.  

F o r  D isc losu r e   

5. W h e re  th e  b a la n c e  o f th e  p u b lic  in te r e s t lie s  in  d isc losu re , th e  e n q u iry  sh ou ld  b e  d e a lt 
w ith  a n d  th e  in form a tio n  r e q u ir e d  sh ou ld  b e  m a d e  a v a ila b le . W h e re  th e  fa c to r s  a r e  
e q u a lly -b a la n c e d , th e  d e c is ion  sh o u ld  u su a lly  fa v ou r  d isc losu re  (b u t s e e  3rd  b u lle t p o in t 
a b ov e ). 

Ag a in s t  D isc los u r e   

6. Afte r  ca r ry in g  ou t th e  p u b lic  in te r e s t te s t if it is  d e c id e d  th a t th e  e xe m p tion  sh o u ld  s till 
a p p ly , w e  w ill p roce e d  to  r e p ly  to  th e  r e q u e s t. 

Th e re  w ill b e  occa s io n s  w h e n  it h a s  b e e n  d e c id e d  th a t a  q u a lifie d  e xe m p tio n  a p p lie s  b u t 
con s id e r a tio n  o f th e  p u b lic  in te r e s t te s t m a y  ta k e  lon g e r . In  su ch  a  ca se , w e  m u s t co n ta c t 
th e  e n q u ir e r  w ith in  20 w ork in g  d a y s  s ta tin g  th a t a  p a r ticu la r  e xe m p tion  a p p lie s , b u t 
in c lu d in g  a n  e s tim a te  o f th e  d a te  b y  w h ich  a  d e c is ion  o n  th e  p u b lic  in te r e s t te s t w ill b e  
m a d e . Th is  sh ou ld  b e  w ith in  a  “r e a so n a b le ” tim e  – in  p r a c tic e , it is  r e com m e n d e d  th is  
d e c is io n  is  m a d e  a n d  co m m u n ic a te d  w ith in  th e  20 d a y s  b u t w h e re  n o t p o ss ib le  it is  
su g g e s te d  th a t n o  m ore  th a n  10 w ork in g  d a y s  b e y on d  th e  20 d a y s  sh ou ld  b e  a llow e d . 
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Ap p e n d ix 4  

C h a r g in g  

Note :  Th is  Ap p e n d ix is  b a se d  o n  th e  g u id a n ce  from  th e  DfES a n d  th e  De p a r tm e n t fo r  
C o n s titu tio n a l Affa ir s .  A su m m a ry  of th e  DC A g u id a n c e  ca n  b e  fo u n d  a t: 
w w w .d c a .g ov .u k / fo i/ fe e g u id e su m .h tm     

Im p or ta n t: Diffe r e n t ch a rg e s  a p p ly  fo r  r e q u e s ts  u n d e r  th e  Da ta  Pro te c tio n  Ac t. 

M a y  I  c h a r g e  a  fe e ?  

FO I d o e s  n o t r e q u ir e  ch a rg e s  to  b e  m a d e  b u t th e  Tru s t a n d  its  sch ools  h a v e  d isc r e tion  to  ch a rg e  
a p p lica n ts  a  fe e  in  a ccor d a n ce  w ith  th e  Fe e s  Re g u la tio n s  (fe e s  Re g u la tio n s  on  th e  DC A w e b s ite  
w w w .d c a .g ov .u k / fo i/ se c le g .h tm )    

W h a t  s te p s  s h ou ld  w e  ta k e  in  c on s id e r in g  w h e th e r  to  c h a r g e ?   

Ste p  1. Is  th e  in form a tio n  e xe m p t fo r  th e  p u rp os e s  o f th e  FO I Ac t? 

If in form a tio n  is  e xe m p t, th e n  fe e s  d o  n o t a p p ly . W e  m a y  n o t kn ow  if in fo rm a tion  is  
e xe m p t u n til it h a s  b e e n  loca te d  a n d  ch e c ke d . How e v e r , th e r e  a r e  m a n y  in s ta n c e s , fo r  
e xa m p le  in form a tio n  in  ou r  p u b lica tion  sch e m e , w h e n  it is  a u to m a tica lly  e xe m p t. If w e  
w ish  to  ch a r g e  fo r  in form a tion  in  ou r  p u b lic a tio n  sch e m e , th is  sh ou ld  b e  m a d e  c le a r  in  
th e  sch e m e  itse lf. Th e  Tru s t a n d  its  sch ools  w ou ld  n e e d  to  co n ta c t th e  e n q u ir e r  to  in form  
th e m  th a t th e  in form a tio n  is  e xe m p t, a n d  h o w  to  ob ta in  it. 

Ste p  2. Do  w e  w ish  to  ca lcu la te  w h e th e r  th e  cos t o f th e  r e q u e s t w o u ld  e xc e e d  th e  a p p rop r ia te  
lim it (cu r r e n tly  £450)? 

In  m a n y  ca se s , it w ill b e  ob v iou s  th a t th e  r e q u e s t w ou ld  cos t le s s  th a n  th e  a p p rop r ia te  
lim it, so  th e r e  w ou ld  b e  little  p o in t in  m a kin g  th e  ca lcu la tio n . 

Ste p  3. C a lcu la te  th e  a p p rop r ia te  lim it 

Sta ff cos ts  a r e  ca lcu la te d  a t £25 p e r  h ou r . W h e n  c a lcu la tin g  w h e th e r  th e  lim it is  
e xc e e d e d , w e  ca n  ta ke  a ccou n t o f th e  cos ts  o f d e te rm in in g  w h e th e r  th e  in form a tio n  is  
h e ld , loca tin g  a n d  r e tr ie v in g  th e  in form a tio n , a n d  e xtr a c tin g  th e  in for m a tio n  from  o th e r  
d ocu m e n ts . W e  ca n n ot ta ke  a cc ou n t o f th e  cos ts  in v o lv e d  w ith  co n s id e r in g  w h e th e r  
in form a tio n  is  e xe m p t u n d e r  th e  Ac t. 

Ste p  4. Re q u e s ts  cos tin g  le s s  th a n  th e  lim it 

If a  r e q u e s t w ou ld  cos t le s s  th a n  th e  lim it, w e  ca n  on ly  ch a r g e  fo r  th e  co s t o f in form in g  
th e  a p p lica n t w h e th e r  th e  in form a tio n  is  h e ld , a n d  com m u n ica tin g  th e  in form a tio n  to  th e  
a p p lica n t (e .g . p h o toc op y in g , p r in tin g  a n d  p os ta g e  cos ts ) 

Ste p  5. Re q u e s ts  e xce e d in g  th e  lim it 

If a  r e q u e s t w ou ld  cos t m ore  th a n  th e  lim it, w e  ca n  tu rn  th e  r e q u e s t d o w n , a n sw e r  a n d  
ch a rg e  a  fe e , o r  a n sw e r  a n d  w a iv e  th e  fe e .   

If w e  ch oos e  to  com p ly  w ith  a  r e q u e s t w h e re  th e  e s tim a te d  cos t e xce e d s  th e  th r e sh o ld , 
w e  sh ou ld  ca lcu la te  th e  ch a rg e  a s  ou tlin e d  in  Ste p  3, p lu s  th e  cos ts  o f in fo rm in g  th e  
a p p lica n t w h e th e r  th e  in form a tio n  is  h e ld , a n d  c om m u n ica tin g  th e  in for m a tion  to  th e m  
(i.e . p r in tin g  a n d  p os ta g e  cos ts ) 

Ste p  6. For  a ll r e q u e s ts , Tru s t an d  its  sch o ols  sh ou ld  h a v e  r e g a rd  to  th e  fo llow in g  tw o  p o in ts : 

• Th e  d u ty  to  p rov id e  a d v ice  a n d  a ss is ta n c e  to  a p p lica n ts .  If p la n n in g  to  tu rn  d ow n  a  
r e q u e s t fo r  cos t r e a so n s , o r  ch a rg e  a  h ig h  fe e , w e  sh ou ld  co n ta c t th e  a p p lica n t in  
a d v a n ce  to  d iscu ss  w h e th e r  th e y  w ou ld  p r e fe r  th e  scop e  o f th e  r e q u e s t to  b e  
m od ifie d  so  th a t, fo r  e xa m p le , it w ou ld  cos t le s s  th a n  th e  a p p ro p r ia te  lim it. 

http://www.dca.gov.uk/foi/feeguidesum.htm
http://www.dca.gov.uk/foi/secleg.htm
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• Ma xim u m  a m ou n t th a t ca n  b e  ch a r g e d .  Th e  Re g u la tio n s  se t ou t th e  m a xim u m  
a m ou n t th a t ca n  b e  ch a rg e d .  How e v e r , th e r e  is  n o th in g  to  s top  Tru s t a n d  its  sch ools  
ch a rg in g  a  le s se r  o r  n o  fe e .  G ov e r n in g  b od ie s  sh ou ld  d e v e lop  a  co n s is te n t p o licy  on  
ch a rg in g . 

M a y  w e  a g g r e g a te  th e  c os t s  w h e r e  th e r e  a r e  m u lt ip le  r e q u e s t s?  

W h e re  tw o  or  m ore  r e q u e s ts  a r e  m a d e  to  th e  Tru s t a n d  its  sch ools  b y  d iffe r e n t p e op le  w h o  
a p p e a r  to  b e  a c tin g  to g e th e r  o r  a s  p a r t o f a  ca m p a ig n , th e  e s tim a te d  cos t o f com p ly in g  w ith  a n y  
of th e  r e q u e s ts  is  to  b e  ta ke n  to  b e  th e  e s tim a te d  to ta l cos t o f com p ly in g  w ith  th e m  a ll, p rov id e d  
th a t: 

a ) th e  tw o  or  m ore  r e q u e s ts  r e fe r r e d  to  in  th a t se c tion  a r e  fo r  in for m a tio n  w h ich  is  o n  th e  
sa m e  su b je c t m a tte r  o r  is  o th e rw is e  r e la te d ; 

b ) th e  la s t o f th e  r e q u e s ts  is  r e ce iv e d  b y  th e  Tru s t a n d  its  sch ools  b e for e  th e  tw e n tie th  
w ork in g  d a y  fo llow in g  th e  d a te  o f r e c e ip t o f th e  fir s t o f th e  r e q u e s ts ; a n d  

c ) it a p p e a r s  to  th e  Tru s t a n d  its  sch o ols  th a t th e  r e q u e s ts  h a v e  b e e n  m a d e  in  a n  a tte m p t to  
e n su re  th a t th e  p r e sc r ib e d  cos ts  o f com p ly in g  s e p a ra te ly  w ith  e a c h  r e q u e s t w ou ld  n o t 
e xc e e d  th e  a p p rop r ia te  lim it. 

If w e  g e t m u ltip le  r e q u e s ts  fo r  th e  sa m e  in form a tion , it is  g o od  p r a c tice  to  in c lu d e  th e  
in form a tio n  in  ou r  p u b lica tio n  sch e m e . 

1. W h e re  w e  in te n d  to  ch a rg e  a  fe e  fo r  com p ly in g  w ith  a  r e q u e s t fo r  in form a tio n  th e n  th e  
Tru s t a n d  its  sch o ols  m u s t g iv e  th e  p e r so n  r e q u e s tin g  th e  in form a tio n  n o tice  in  w r itin g  
(th e  “fe e s  n o tic e ”) s ta tin g  th a t a  fe e  o f th e  a m ou n t sp e c ifie d  in  th e  n o tice  is  to  b e  ch a rg e d  
fo r  com p ly in g . 

2. W h e re  a  fe e s  n o tic e  h a s  b e e n  g iv e n  to  th e  p e r so n  m a kin g  th e  r e q u e s t, w e  d o  n o t n e e d  to  
com p ly  w ith  th e  r e q u e s t u n le ss  th e  fe e  is  p a id  w ith in  th r e e  m o n th s  o f th e  n o tice  b e in g  
r e ce iv e d . 

 

 

All r e sp on se s  fo r  Fr e e d om  of In form a tio n  r e q u e s ts  m u s t b e  v ia  ou r  Da ta  Pro te c tio n  O ffice r  
(DPO ), p le a s e  con ta c t G DPR@Sch oolPro .u k   
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