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Statement of intent
Elm Tree Community Primary School is committed to meeting its duties under the Freedom of Information Act 2000 and associated regulations. This policy outlines the school's procedures for releasing and publishing private data and public records and providing advice and assistance to applicants throughout their requests. It clarifies the school's position on cost limits and fees related to information provision.

1. Legal framework
This policy complies with:
· UK General Data Protection Regulation (UK GDPR)
· Data Protection Act 2018
· Freedom of Information Act 2000
· Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004
It also follows guidance from:
· Cabinet Office (2018) 'Freedom of Information Code of Practice'
· ICO (2021) 'Definition document for governing bodies of maintained and other state-funded schools in England'
· ICO (2015) 'Model publication scheme'
· ICO (2016) 'Duty to provide advice and assistance (section 16)'
· ICO (2015) 'Time limits for compliance under the Freedom of Information Act (section 10)'
This policy should be read alongside the school's Data Protection Policy, Freedom of Information Publication Scheme, and Records Management Policy.

2. Accepting requests for information
Requests must:
· Be in writing (including via official school social media accounts)
· Include the applicant's name and contact address
· Clearly describe the information requested
Requests are considered written if:
· Transmitted electronically
· Legible and usable for reference
Requests in foreign languages will require an English translation from the applicant.
The school publishes contact details and a named individual to assist with FOI requests on its website.

3. General rights of access to information held by the school
The school will:
· Confirm or deny holding the information requested
· Provide the information within 20 school days or 60 working days (whichever is shorter), starting from receipt or fee payment
Exemptions apply if:
· Further information is needed but not provided
· Information is archived or inaccessible
· Requests are vexatious, repeated within 60 working days, exceed cost limits, or the information is not held for school business purposes
If information is exempt, the school will notify the applicant within 20 school days, stating the exemption and, if applicable, extending the deadline by up to 20 additional school days for public interest consideration.
Requests for explanations, policy clarifications, or opinions are not valid FOI requests but will be handled through other channels.

4. The appropriate limit
The cost limit is £450. Costs considered include:
· Determining if information is held
· Locating, retrieving, and extracting information
Staff time is estimated at £25 per hour.
If one part of a request exceeds the cost limit, the school is not obliged to respond to other parts. Multiple related requests within 60 working days are aggregated for cost calculation.

5. Charging fees
Fees may be charged for:
· Production (printing, photocopying)
· Transmission (postage)
· Preferred formats (e.g., scanning to CD)
Fees will not exceed the cost of informing the applicant if information is held and communicating it.
The school will not respond unless fees are paid within three months. Fee payment by cheque is subject to clearance before work begins.
If fees are underestimated, the school will absorb additional costs.

6. Means of communication
The school will, where practicable, comply with applicants' communication preferences:
· Providing copies in permanent or acceptable alternative forms
· Allowing inspection of records
· Providing digests or summaries
If no preference is stated, communication will be reasonable under circumstances.

7. Providing advice and assistance
The school will assist applicants by:
· Explaining what information is available and formats
· Advising on fees and procedures
· Helping refine unclear or excessive requests
· Keeping applicants informed
Special consideration is given to applicants with difficulty submitting written requests, including telephone note-taking and referrals to other agencies.

8. Consultation with third parties
The school may consult third parties when requests involve information affecting their interests. Third parties' views will be considered, but the school has the final decision on disclosure.
Where appropriate, representative organisations may be contacted instead of all third parties.

9. Internal reviews
Applicants dissatisfied with responses may request an internal review in writing within 40 school days.
Reviews will be acknowledged, and responses provided within 20 school days, extendable by up to 20 school days if complex.
Reviews are conducted by different staff where possible, with outcomes recorded and communicated, including rights to complain to the ICO.

10. Publication scheme
The school maintains a publication scheme specifying information available on the website, free or paid, reviewed annually.

11. Contracts and outsourced services
The school clarifies what information contractors hold on its behalf. Contracts specify access arrangements for FOI requests, including points of contact and dispute resolution.
Contractors must comply with school requests for information.

12. Monitoring and review
This policy will be reviewed annually or as legislation changes by the headteacher.
Next scheduled review: September 2026

Appendix A: FOI Request Evidence Log
	Name of requester
	Please specify your real name or the name of the person or organisation you’re requesting the information on behalf of.

	Contact details
	This can be any postal or email address you can receive correspondence to, including personal and work addresses.

	Information you want to access
	Please be as specific as possible. We may return to you for further clarification if we’re not clear what you’re looking for.

	How you want to receive the information
	The means of communication here can be 1 or more of the following:
A copy of the information (e.g. hard copy, electronic document)
An opportunity to come in and inspect the information
A digest or summary of the information
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