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Policy Statement 

We are committed to the Freedom of Information Act 2000 which included Academies by the 

Academies Act 2010, with effect from 1 January 2011. We are committed to the principles of 

accountability and the general right of access to information, subject to legal exemptions. This policy 

outlines our framework for managing requests and it applies to all employees.  This policy includes 

reference to the expectations of the ICO, Information Commissioner’s Office, for further information 

please visit: https://ico.org.uk/ 

Definitions 

 FoIA Freedom of Information Act 2000 

 EIR Environmental Information Regulations 

 Essential elements of the FoIA 

 Reference to SAR regulations (Subject Access Requests) 

Under the Freedom of Information Act 2000, any person has a legal right to ask for access to 

information held by Academies. They are entitled to be told whether we hold the information, and 

to receive a copy, subject to certain exemptions. 

Information which we routinely make available to the public is included in the Publication Scheme. 

Requests for other information are dealt with in accordance with statutory guidance. While the Act 

assumes openness, it recognises that certain information is sensitive and there are exemptions to 

protect this information. 

The Act is fully retrospective, so that any past records which the Academies hold are covered by the 

Act. The Academies have a Retention Schedule based on the schedule recommended by the Records 

Management Society of Great Britain, which guides the Academies as to how long they should keep 

records. It is an offence wilfully to conceal, damage or destroy information in order to avoid 

responding to an enquiry, so it is important that no records that are the subject of an enquiry are 

amended or destroyed. 

Requests under the Act can be addressed to anyone employed by the respective Academy to 

which the request applies. All staff must be aware of the process for dealing with such requests. 

Requests must be made in writing, (which can include email), and should include the enquirer’s 

name and correspondence address, and state what information they require. They do not have to 

mention the Act, nor do they have to say why they want the information. There is a duty to respond 

to all requests, telling the enquirer whether or not the information is held, and supplying any 

information that is held, except where exemptions apply. There is no need to collect new data in 
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specific response to an enquiry. There is a time limit of 20 days excluding school holidays for 

responding to a request. 

Other relevant Acts 

Requests for personal data are covered by the Data Protection Act. Individuals can request to see 

what information the academy holds about them. This is known as a SAR, Subject Access Request, 

and must be dealt with accordingly. 

Requests for information about anything relating to the environment – such as air, water, land, the 

natural world or the built environment and any factor or measure affecting these – are covered by 

the Environmental Information Regulations. Requests under EIR are dealt with in the same way as 

those under FoIA, but they do not need to be written and can be verbal. 

Requests for Information 

We recognise the duty to provide prompt advice and assistance to anyone requesting information. 

We will respond accordingly to straightforward verbal requests for information. Where necessary we 

will help enquirers to put more complex verbal requests into writing so that they can be handled 

under the Act. 

All requests for information under the FoIA (and any other information requests that cause concern) 

should immediately be notified to the Business Manager and or Clerk to the Governors, who will be 

responsible for 

• supporting and advising the Department that has received the request as appropriate. 

• ensuring that responses are dealt with in line with procedure and timescale and that 

relevant records are kept. 

• refusing to supply information where the cost of doing so exceeds the statutory maximum 

(currently £450). 

• charging any fee for complying with requests for information under FoIA. Fees are calculated 

according to FoIA regulations, limited to the costs of photocopying, postage etc, and the 

person is notified of the charge before the information is supplied. Fees must be paid before 

the information is released. 

• ensuring any comments or complaints are dealt with through the normal complaints 

procedure. 

• informing the complainant of their right to appeal to the Information Commissioner’s Office. 

Revision 

We will review this policy and procedure biennially or as necessary to comply with best practice, 

legislation and/or ACAS codes of practice. Minor amendments will be marked with a black vertical 

line in the margin. If the amendments are substantial, the policy and procedure will be revised in its 

entirety and reissued. 
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Distribution 

The Business Manager will retain a hard copy of this policy and procedure and will distribute 

controlled copies as required. Electronic copies of this policy and procedure will be accessible via the 

computer network. 

Implementation 

The requirements of this policy and procedure are mandatory and apply to all employees from the 

date of publication of this document. You will be informed via Staff Noticeboard when the policy and 

procedure have been reviewed. 

This policy and procedure does not form part of your contract of employment and may be reviewed 

and changed from time-to-time at our discretion. 

Linked Policies:  

Data Protection Policy 

Working at Home Guidance 

Complaints Policy & Procedure 

Vexatious Complaints 


