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1. Introduction

This policy covers requests for information under the Freedom of Information Act 2000
(“FOIA”). It also covers enquiries relating to matters under the Environmental Information
Regulations 2004 (“EIR”), namely enquiries about air, water, land, natural sites, built
environment, flora and fauna, and health, and any decisions and activities affecting any of
these.

This policy does not cover enquiries or subject access requests under the Data Protection
Act 2018 or the UK General Data Protection Regulation, i.e. where the enquirer asks to see
what personal information [insert name of Academy Trust] (the “Trust”) holds about them.
These enquiries will be dealt with under the data protection policy which can be found on the
Solent Academy Trust website. (Solent Academies Trust - Home)

The Trust/understands its responsibilities in relation to FOIA and is committed to applying
them. This policy is designed to set out the ways that persons can access their rights to
information.

2. Definitions
For the purposes of this policy, the following terms have the following meanings:

° ICO means the Information Commissioner’s Office.

° Information is defined in the FOIA as “any item of recorded material held by or on
behalf of a public authority in paper or electronic form”.

o FOIA means the Freedom of Information Act 2000.

° School day means any day on which there is a session and pupils are in
attendance. School holidays and inset or training days are excluded from the
definition of ‘school days’.

° Workforce means any individual employed by Solent Academies such as staff
and those who volunteer in any capacity including Governors and/or Trustees /
Members/ parent helpers.

3. Publication Scheme

Solent Academies Trust has adopted the ICO model publication scheme. Further details on
what the Trust provides access to can be found at Appendix One in this document.

4. Recognising a FOI

Under the FOIA, individuals have the right to access recorded information held by the Trust.
If any member of our workforce receives a request for information, they should inform the Data
Protection Officer at the earliest inconvenience.

The Trust will only accept a request for information which meets all of the following criteria:

° it is made in writing;
it states the name of the requester and provides an address/email address for
correspondence; and

° it describes the information requested.
A request may be made in writing (for example by email or letter) to any member
of staff. A request may also be made online via our website or social media
accounts.
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We will publish details of our procedure for dealing with FOIA requests on our website,
including the contact details of the Data Protection Officer.

5. Clarifying Requests

If we are unsure about what information has been requested, we may ask the requester to
clarify their request. If we need to request clarification before dealing with the request, we will
contact the requester as soon as possible to seek clarification.

The time period for responding to the request will not begin until we have received the
necessary clarification from the requester to allow us to answer the request.

6. Time period for responding to requests

The Trust must respond to FOIA requests within 20 school days (or 60 working days if this is
shorter).

When calculating the response date, the time period will begin on the first working day after
the request is received.

In certain circumstances, the time period for responding to the request can be extended for a
‘reasonable’ time. These cases are where:

° you need more time to determine whether or not the balance of the public interest
lies in maintaining an exemption; or

o you need more time to consider whether it would be in the public interest to confirm
or deny whether you hold the information.

The ability to extend the time period for responding to a request will only be applicable where
you consider that a qualified exemption applies (see section 30 below).

The FOIA does not define what a ‘reasonable’ extension of time might be. However, the 1CO
guidance confirms you should normally take no more than an additional 20 working days (or
school days in the case of schools) to consider the public interest test. This means the total
time spent dealing with the request should not exceed 40 working days (or 40 school days).

Where you extend the time period for responding to a request, you should still issue a refusal
notice explaining which exemption applies and why within 20 school days. This notice must
explain that you need more time to consider the public interest test and give an estimate of
the date on which you are likely to make a final decision.

7. Conducting searches for information

In many circumstances, it will be clear from the request where the information is located.

Where it is not obvious where the information will be located, we will need to consider where
the information is most likely to be held and identify relevant members of staff likely to hold
the information and request that they conduct a search for the information. Where information
is requested from members of staff, a clear timeframe must be provided for them to provide
the information by.
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A checklist for conducting searches for information is available on the ICO’s website via -
Conducting searches for information checklist | ICO.

8. Reviewing requested information

Once all the information has been collated from our searches, we must review that information
to determine whether or not it can be provided to the requester or whether there are
circumstances in which we can withhold or redact information.

When determining whether the information needs to be withheld or redacted before it is
provided to the requester, we will consider the exemptions set out below.

9. Exemptions

Before disclosing any requested information, we will need to consider whether the information
can be released or whether the disclosure is exempt under the FOIA.

Common exemptions that may be applicable to the Trust include:
o Section 21 — the information requested is already publicly available.

° Section 22 — the information requested is information which the Trust intends to
publish at a later date.

° Section 31 — the information requested could prejudice the effective detection and
prevention of crime.

o Section 36 — the information requested is information which, in the opinion of the
Chair of Trustees of the Trust, would prejudice the effective conduct of the Trust.

o Section 38 — the information that could prejudice the physical health, mental
health or safety of an individual.

° Section 40(1) — the request is for the requester’s personal data. This request
should be dealt with as a ‘subject access request’ in accordance with the Trust
Data Protection Policy.

° Section 40(2) — the information requested contains personal data of a third party
and the disclosure would breach one of the data protection principles.

° Section 41 — the information requested is information which has been provided to
the Trust in confidence.

o Section 42 — the information requested is subject to legal professional privilege.

o Section 43 - the disclosure of requested information is likely to prejudice the
Trust’'s commercial interests.

° Some of the above exemptions are ‘qualified exemptions’. This means that the

Trust must consider whether there is an overarching public interest in disclosing
the information, even if an exemption applies.
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10. Qualified exemptions

Some of the exemptions listed above are ‘qualified exemptions’. This means that the Trust
must consider whether there is an overarching public interest in disclosing the information,
even if an exemption applies.

These qualified exemptions include:
o Section 22 — the information requested is intended for future publication.

° Section 36 — the disclosure of the information requested would prejudice the
effective conduct of public affairs.

o Section 38 — the information could prejudice the physical health, mental health or
safety of an individual.

° Section 42 — the information requested is subject to legal professional privilege.

o Section 43 - the disclosure of requested information is likely to prejudice the
Trust’'s commercial interests.

Where a qualified exemption applies to the requested information, we must weigh the public
interest in maintaining the exemption against the public interest in disclosure. This is referred
to as the public interest test. The exemption will only apply where the public interest in
maintaining the exemption outweighs the public interest in disclosure.

The public interest can cover a range of principles and values relating to the public good or
what is in the best interests of society. This includes:

transparency and accountability in order to promote public understanding and to
safeguard democratic processes;

° good decision making by pubic authorities;

° ensuring justice and fair treatment for all;

° ensuring the best use of public resources; and
° ensuring fair commercial competition.

The arguments in favour of applying an exemption will depend on the particular exemption we
are looking to apply. However, we will give consideration to the following circumstances:

° the likelihood of prejudice occurring;

° the severity of the prejudice that may occur;

° age of the information; and

° the specific information requested and the public interest in disclosure; and

° whether any similar information is already in the public domain.
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Where we consider the public interest test, this will be confirmed within the FOI response
letter.

11. The appropriate limit

We are not obliged to provide information where complying with the FOIA request exceeds
the cost limit set out by Regulation 4 of the Freedom of Information and Data Protection
(Appropriate Limit and Fees) Regulations 2004. The cost limit is currently set at £450, which
is equivalent to 18 staff hours.

When estimating how long it will take to comply with a FOIA request, we can only take into
account the following activities:

° determining whether or not we hold the information;

° finding the requested information, or records containing the information;

° retrieving the information or records; and

° extracting the requested information from records.
When estimating the amount of time it will take to comply with a FOIA request, we cannot take
into account the time needed to decide whether exemptions apply, to redact exempt
information, or to carry out the public interest test.
Where the costs and resources of removing or redacting exempt information are likely to place

a disproportionate burden on staff, we may consider whether the request is vexatious (see
below).

12. Charging fees

In certain circumstances, we are permitted to charge a fee for certain costs in complying with
a request. This includes charging for communication costs such as photocopying, printing
and postage. We are unable to charge fees for other costs such as staff time.

Where we wish to charge a fee, we must send a fees notice to the requester within 20 school
days (or 60 working days if this is shorter) giving the requester notice that a fee is to be charged
for our compliance with the request.

Where a fee is to be charged, we do not need to comply with the request until the fee is paid.

13. Responding to a FOIA request

We will respond to a FOIA request within 20 school days (or 60 working days if this is shorter)
by:

° confirming or denying whether we hold the information requested;
° providing a copy of the information held (unless an exemption applies);

o explaining why any information has been withheld or redacted, quoting the
appropriate section number in the FOIA and explaining how the information
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requested falls within that exemption. If the public interest test has been applied,
this should also be explained;

° providing details of the right to an internal review (see below); and
° providing details of the right to make a complaint to the ICO.

If the requester asks for information to be provided in a specified format, we will provide a
response in that format where it is reasonable to do so.

14. Providing advice and assistance

The FOIA places obligations on the Trust to provide advice and assistance to individuals who
make or are thinking of making a FOIA request.

We may offer advice and assistance in the following circumstances:

° where we have reason to believe the requester has not provided their real name,
we will request it.

° where the request is ambiguous, we will seek clarification on the request by asking
for further information to help identify and locate the information requested.

° where the request would exceed the appropriate limit, we will provide the requester
with advice and assistance to help them reframe the request in a way in which
would bring it within the appropriate limit.

° where the information requested is available elsewhere, we will direct the
requester of where to access the information.

We are not obliged to provide advice and assistance where the request is vexatious or
repeated.

15. Vexatious requests

We do not have to comply with a request for information if the request is vexatious.

Requests will be considered on a case-by-case basis to determine whether they are vexatious.
Considerations will include:

° the burden on the Trust;

° the motive of the requester;

° the value or serious purpose of the request; and

° any harassment or distress (of and to staff).
Where a request is considered to be vexatious, the requester should be notified that the
request is being refused and inform the requester of their right to request an internal review
and make a complaint to the ICO. There may be certain circumstances where it would not be
appropriate to provide a full explanation of the reasons why the request is being refused, if the

response would only encourage follow-up requests or correspondence.
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16. Internal review procedure

If a requester is unhappy about the way in which we have handled their request, they are able
to request an internal review. All responses to FOIA request should provide the requester
with details of how to request an internal review.

Requests for an internal review should be submitted within 20 school days of receipt of the
our response to the FOI request.

The Data Protection Officer will usually conduct the internal review unless they are
unavailable. If the Data Protection Officer is unavailable, another member of staff will be
appointed to conduct the internal review.

The internal review process will review the way in which the request was dealt with and will
either uphold or overturn the original decision. The requester should be notified of the
outcome within 20 school days of receipt of the request for an internal review. If it becomes
clear at any stage of the internal review process that we will be unable to provide a response
within this time period, we will notify the requester of the delay.
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Appendix 1 Freedom of Information Publication Scheme

1. Introduction

This publication scheme follows a model approved by the Information Commissioners Office.

This scheme is not a list of individual publications but rather a description of the classes of types of information. This list is not an exhaustive list of all the types of
information that we hold. We try to proactively publish as much information as we can where the information would have a wider public interest.

This scheme does not include information that we consider to be sensitive, such as personal information, information prevented from disclosure by law or
information about security matters.

2. Classes of Information

Classes of information that we hold:-

o Who we are and what we do

What we spend and how we spend it

What our priorities are and how we are doing
How we make decisions

Our policies and procedures

Lists and registers

The service we offer

3. Making Information Available

Information will generally be made available on the Trust or school’s website. Where it is not possible to include this information on the websites, or when an
individual does not wish to access the information by the websites, the Trust will indicate how information can be obtained by other means and provide it by those
means. This may be detailed in response to a request or within the scheme itself. This will usually be by way of a paper copy.

In some exceptional circumstances, some information may be available only by viewing in person. Where this manner is specified, contact details will be
provided. An appointment to view the information will be arranged within a reasonable timescale.
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Information will be provided in the language in which it is held or in such other language that is legally required. Where we are legally required to translate any
information, we shall do so.

4. Charges for Information Published Under This Scheme

Solent Academies Trust may charge individuals for information published under this scheme. The purpose of this scheme is to make the maximum amount of
information readily available at the minimum inconvenience and cost to the public. Charges made by the Trust for routinely published material will be justified and
transparent and kept to a minimum.

Material which is published and accessed on the website will be provided free of charge.
Charges may be made for information subject to a charging regime specified by law.

o Charges will be made to cover:
o Photocopying;
o Postage and Packaging;

The costs directly incurred as a result of viewing information.

Single copies of information requested which are covered by the publication scheme will be provided free unless otherwise stated within the scheme. If the
request involved a large amount of photocopying, printing or postage, then this may be at a cost. If this is the case we will let you know as well as let you know
the cost before fulfilling your request.

5. How to Request Information

If you require a paper version of any of the documents within the scheme, please contact the Trust on admin@solentacadmiestrust.info
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Guide to information available from Solent Academies Trust under the ICO model publication scheme

Class 1 - Who we are and what we do

(Organisational information, structures, locations and contacts) This will be current information only

Information to be published.

How the information can be obtained (hard copy and/or website)

Who'’s who in the Trust and schools.

Via www.solentacademiestrust.info and then each school is linked

Who’s who on the Trust Board and Local Advisory Board and the basis
of their appointment.

Via www.solentacademiestrust.info and then each school is linked

Governance documentation

Solent Academies Trust - Statutory Information

Contact details for the Trust Board, CEO, Headteachers, the Local
Advisory Board, via the school (hamed contacts where possible).

Via Solent Academies Trust - Contact Us

School prospectus

Via www.solentacademiestrust.info and then each school is linked

Class 1 - Who we are and what we do

(Organisational information, structures, locations and contacts) This will be current information only

Information to be published.

How the information can be obtained (hard copy and/or website)

Annual Report

The Trustees annual report is available on the Trust website
Solent Academies Trust - Statutory Information

Staffing structure

Via www.solentacademiestrust.info and then each school is linked

School session times and term dates

Via www.solentacademiestrust.info and then each school is linked

Address of school and contact details, including email address.

Via www.solentacademiestrust.info and then each school is linked
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Class 2 — What we spend and how we spend it

financial year as a minimum

Information to be published.

(Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit) Current and previous

How the information can be obtained (hard copy and/or website)

Annual budget plan and financial statements

Via Solent Academies Trust - Contact Us

Capital funding

Via Solent Academies Trust - Contact Us

Financial audit reports

Via Solent Academies Trust - Contact Us

Details of expenditure items over £2000

Via Solent Academies Trust - Contact Us

Procurement and contracts the school

Via Solent Academies Trust - Contact Us

Pay policy

Via Solent Academies Trust - Contact Us

Staff allowances and expenses that can be incurred or claimed, with
totals paid to individual senior staff members, (whose basic actual salary
is at least £60,000 per annum) by reference to categories.

Via Solent Academies Trust - Contact Us

Staffing, pay and grading structure. As a minimum the pay information
should include salaries for senior staff in bands of £10,000 and for junior
posts, by salary range.

Via Solent Academies Trust - Contact Us

Trustee and Local Advisory Board allowances

Via Solent Academies Trust - Contact Us
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Class 3 — What our priorities are and how we are doing

(Strategies and plans, performance indicators, audits, inspections and reviews) Current information as a minimum

Information to be published.

How the information can be obtained (hard copy and/or website)

Performance data supplied to the Government.

Via www.solentacademiestrust.info and then each school is linked

The latest Ofsted report — Summary and full report

Via www.solentacademiestrust.info and then each school is linked

Post-inspection action plan

Via Solent Academies Trust - Contact Us

Performance management policy (Appraisal policy) and procedures
adopted by the Trust Board / Local Advisory Board.

Via Solent Academies Trust - Contact Us

The school’s future plans; for example, proposals for and any
consultation on the future of the school, such as a change in status

Via Solent Academies Trust - Contact Us

Class 4 — How we make decisions

(Decision making processes and records of decisions) Current and previous three years as a minimum

Information to be published.

How the information can be obtained (hard copy or website)

Admissions policy/decisions (not individual admission decisions)

Via www.solentacademiestrust.info and then each school is linked

Agendas and minutes of meetings of the Trust Board and its committees.
(NB this will exclude information that is properly regarded as private to
the meetings).

Via Solent Academies Trust - Contact Us
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Class 5 — Our policies and procedures

(Current written protocols, policies and procedures for delivering our services and responsibilities) Current information only.

Information to be published.

How the information can be obtained (hard copy or website)

Policies e.g.
* Special Educational Needs and Disability
* Behaviour
* Anti-bullying
*  Child Protection

Via www.solentacademiestrust.info and then each school is linked

For other policies not listed on the school or Trust website, via
Solent Academies Trust - Contact Us

* Health and Safety
e Complaints
* Attendance

Records management and personal data policies, including:
* Records retention, destruction and archive policies
* Data protection (including information sharing policies)

Via www.sandmat.uk and then each school is linked or via
Solent Academies Trust - Contact Us

Class 6 — Lists and Registers

Currently maintained lists and registers only (this does not include the attendance register).

Information to be published.

How the information can be obtained (hard copy or website; some
information may only be available by inspection)

Curriculum circulars and statutory instruments

Via Solent Academies Trust - Contact Us

Any information the school is currently legally required to hold in publicly
available registers (This does not include the Attendance register)

Via Solent Academies Trust - Contact Us
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Class 7 — The services we offer
(Information about the services we offer, including leaflets, guidance and newsletters produced for the public and businesses) Current
information only

How the information can be obtained (hard copy or website; some

Information to be published. information may only be available by inspection)
Extra-curricular activities Via www.solentacademiestrust.info and then each school is linked
Out of school clubs Via www.solentacademiestrust.info and then each school is linked

Services for which the school is entitled to recover a fee, together with
those fees.

Via www.solentacademiestrust.info and then each school is linked

Trust and school publications, leaflets, books and newsletters Via www.solentacademiestrust.info and then each school is linked

SCHEDULE OF CHARGES

This describes how the charges have been arrived at and should be published as part of the guide.

TYPE OF CHARGE DESCRIPTION BASIS OF CHARGE
Disbursement cost Photocopying/printing @ 4p per sheet (black & white) 6p per sheet
Photocopying/printing @ 10p per sheet (colour) 15p per sheet
Postage Actual cost of Royal Mail standard 2™ class
Statutory Fee We will comply in accordance with the Freedom of In accordance with the relevant legislation
Information Act in particular section 12.
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