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Freedom of Information Policy

Introduction

Graveney Trust is subject to the Freedom of Information Act 2000 (‘FOIA) as a public authority, and as such, must
comply with any request for information in accordance with the principles laid out in the Act.

This policy, and its associated Codes of Practice, sets out how Graveney School will meet its obligations under the Act.
Policy Statement

In accordance with the provisions of the Act we are committed to being open and honest in the conduct of our
operations and to complying fully with the Freedom of Information Act. To this end the schooll:
e Agrees to place in public domain as much information as is practical and, subject to the exemptions permitted
by the Act, to make all other information available on request.
e Will establish records management systems and procedures which meet the requirements of the Lord
Chancellor’s Code of Practice on the Management of Records
o Will deal with all requests for information in accordance with the Lord Chancellor’s Code of Practice on the
Discharge of Public Authorities’ Functions
e There will be occasions when we cannot supply all the information requested. Information will only be withheld
in accordance with the exemptions laid down in the Act e.g. confidential information about individual members
of staff and students/pupils. On such occasions the school will always state the reasons why the information has
been withheld.

Relationship with existing policies
This Policy has been formulated within the context of the following documents:

The Trust’s GDPR/Data protection Policy
The Trust Information Systems Security Policy

Publication Scheme

Our Publication Scheme conforms to a model approved by the Office of the Information Commissioner and is available
on the Each Trust School’s website under policies\FOI Publication Scheme or in printed form by application to the
school.

Implementation of the Policy

The procedures for implementation of this Policy are contained in two School Codes of Practice:

Management of records

The Lord Chancellor’s Code of Practice on the Management of Records makes it clear that public bodies should adopt
co-ordinated records management structures, procedures and systems that cover the Freedom of Information, Data
protection and Records Management. The Trust has followed this guidance in the development of its Code of practice
for the Management of Records found in the GDPR/Data Protection Policy.

Requests for Information

The Lord Chancellor’s Code of Practice on the Discharge of Public Authories’ Functions requires institutions to have in
place a system for management requests for information.



In all cases of a request, Trust staff should refer to the Trust’s Data Protection Manager, who will co-ordinate the
response depending on the nature of the request. This must be don promptly, and within 3 working days of receiving
the request.

Data Protection Officer
Ms Griffiths
igriffiths@graveney.wandsworth.sch.uk

Time limit for compliance

The Trust must respond as soon as possible, and within 20 schools days of the date of receipt of the request or within
60 working days of the date of receipt of the request, whichever occurs first.

Withheld information

When responding to a request where the Trust has withheld some or all of the information, the Trust must explain
why the information has been withheld, quoting the appropriate section number and explaining the information
request fits with the exemption. If the public interest test has been applied, this will also be explained.

Complaints

The response to the request will contain the information on how they should complain if they are not happy with the
response by reference to the Trust’s complaint policy, or to the ICO details below;

Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF
Review

The operation of the Policy and its associated Codes of Practice will be reviewed every three years by the Board of
Directors.
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