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Lower Darwen Primary School




1. Introduction

1.1 Purpose
This policy sets out how Lower Darwen Primary School will respond to requests for information under the Freedom of Information Act 2000 (FOIA). It ensures that we comply with our legal obligations whilst protecting sensitive information where appropriate.

1.2 Scope
This policy applies to all requests for information made to the school under the FOIA, excluding:
· Requests for personal data (dealt with as subject access requests under UK GDPR)
· Requests for educational records by parents (dealt with under parental access rights)
· Requests for environmental information (dealt with under Environmental Information Regulations)

1.3 Our Commitment
Lower Darwen Primary School is committed to:
· Being open and transparent about how we operate
· Responding to requests for information promptly and professionally
· Complying with the Freedom of Information Act 2000
· Protecting personal and sensitive information appropriately

2. What is the Freedom of Information Act?

The Freedom of Information Act 2000 (FOIA) is different legislation from the UK General Data Protection Regulation (UK GDPR).  The FOIA gives anyone the right to request recorded information held by public authorities, including schools.

2.1 Key Principles
· Anyone can make a request for information
· Requests must be in writing
· We must respond within 20 school days (or 60 working days if sooner)
· We can only charge in specific circumstances
· Some information is exempt from disclosure



3. Roles and Responsibilities

3.1 Governing Body
The governing body is responsible for:
· Approving this policy
· Ensuring the school complies with the FOIA
· Reviewing the policy annually

3.2 Headteacher
The Headteacher is responsible for:
· Overall implementation of this policy
· Ensuring staff understand their responsibilities
· Making final decisions on complex or contentious requests
· Maintaining oversight of all FOI requests

3.3 School Business Manager
The School Business Manager is the designated FOI coordinator and is responsible for:
· Receiving and logging all FOI requests
· Coordinating responses to requests
· Maintaining records of all requests and responses
· Liaising with staff to locate requested information
· Ensuring deadlines are met

Contact details:
· Email: office@lowerdarwen.blackburn.sch.uk 
· Telephone: 01254 55639

3.4 All Staff
All staff must:
· Direct any FOI requests they receive to the FOI coordinator
· Cooperate with searches for information
· Respond promptly to internal requests for information
· Maintain good record-keeping practices

3.5 Data Protection Officer
Our DPO, Lee Gardiner at Blackburn with Darwen Council, will be consulted where:
· A request may involve personal data
· There is uncertainty about whether information can be disclosed
· Data protection exemptions may apply

4. What is a Valid Request?

The request must:
· Be in writing (e.g. in a letter, an email or on a social networking site)
· Include the requester's real name or the name of the person or organisation they're acting on behalf of
· Include an address for correspondence (e.g. a residential or work postal or email address)
· Describe the information requested, even if this description is broad or unclear  

4.1 How to Make a Request
Requests can be made:
· By email to: office@lowerdarwen.blackburn.sch.uk 
· By letter to: Lower Darwen Primary School, Milking Lane, Darwen, BB3 0RB
Note: A request for information that's phrased as a question is still valid. If we have information in our records that answers the question, we will provide it.

4.2 Request Form
To help requesters, we provide a template form on our website. However, requesters are not required to use this form.

5. How We Handle Requests

5.1 Receipt and Acknowledgement
When we receive a request, we will:

Step 1: Log the request
· Record the date received
· Assign a reference number
· Log details in our FOI register

Step 2: Acknowledge receipt Within 3 working days, we will send an acknowledgement letter/email that:
· Confirms we have received the request
· Provides our reference number
· Explains the timescale for response
· Asks for clarification if needed
· Informs the requester if we need to charge a fee
If we're not sure what the request is for, we will contact the requester as soon as possible for clarification. We don't have to deal with the request until we've received the clarification 

Step 3: Check the request type We will make sure we're using the right legislation:
· If the person is asking for their own personal data, or if they're a parent/carer wanting to see their child's personal data, we'll deal with it as a subject access request
· If the person is a parent/carer asking to see their child's educational record and we're a maintained school, we'll treat it as a parental access request  

5.2 Searching for Information
The FOIA only covers recorded information we hold. This means we don't have to make up an answer or find out information elsewhere if we don't already have the relevant information in recorded form.  
We will:
· Conduct thorough searches of relevant filing systems (paper and electronic)
· Contact relevant staff members who may hold the information
· Check archived records if appropriate
· Document our search process

If we don't hold the information:
· We will inform the requester in writing
· If we know another public authority holds the information, we may transfer the request or advise the requester to redirect it

5.3 Providing the Response
The standard time limit is 20 school days, or 60 working days if that's sooner. The time starts:
· From the first working day after our school receives the request; or
· When we have received the clarification we need to answer the request 
 
Format of response: Requesters have a right to specify their preferred means of communication in their initial request. As far as 'reasonably practicable', we must comply with this preference. 

Information provided: We will disclose the information we have at the time of the request with no changes, even if it's out-of-date, incomplete or inaccurate. We can explain these issues when we provide the information to the requester.  

6. Charging for Information

We can't charge a flat fee, but we can charge based on how much it costs us to comply with the request. To calculate the 'cost of compliance', we can only take into account the cost of:
· Determining whether we hold the information
· Finding the requested information, or records The Key Leaders

6.1 Cost Limit
The cost limit for schools is £450.
If the 'cost of compliance' is:
· Under the £450 limit, we can only recover our communication costs from the requester, such as the money spent on photocopying, printing or postage. We can't normally charge for any other costs, such as staff time spent searching for information
· Over the £450 limit, we can recover our full costs, including the cost of compliance, communication and staff time
 
6.2 Fee Notices
If we want to charge, we will send a fee notice to the requester as soon as possible after we've received the request. The time limit to respond is effectively 'paused' until we've received the fee, but once we've been paid, we will send out the information  

7. Refusing a Request

There are several circumstances in which we may refuse all or part of a request.



7.1 Requests Exceeding the Cost Limit
We can refuse a request if:
· We estimate the cost of complying with the request will exceed the £450 limit
· The cost of finding out whether we hold the information would exceed the £450 limit (e.g. if we would have to do an extensive search in a number of locations)

7.2 Vexatious Requests
We can refuse to comply with any part of a vexatious request, including confirming or denying whether we hold the information. When deciding whether a request is vexatious, we ask ourselves: is the request likely to cause a disproportionate or unjustifiable amount of distress, disruption or irritation?

We can take into account the context and history of a request, including the identity of the requester and our previous contact with them. However, it's the request that is vexatious and not the requester. 

7.3 Repeated Requests
We can refuse repeated requests, whether or not they're also vexatious, if there's a complete or substantial overlap between information sets requested by the same person. We can't refuse a request just because it's for information on a related topic. 

7.4 Exemptions
The FOIA defines a range of exemptions we can use to refuse part or all of a request, including confirming whether or not we hold the information. There are 2 types of exemption:
Absolute exemptions include requests for information:
· That is already reasonably accessible
· In court records
· That includes personal data of living third parties where there's no lawful basis identifiable for us to share The Key Leaders

7.5 Notifying Refusals
If we refuse a request for any reason, we will:
· Notify the requester in writing
· Explain the reason for refusal
· Cite the relevant section of the FOIA
· Inform them of their right to complain
· Keep a record of our decision and reasoning

8. Complaints Procedure
We don't need to have an internal review if a requester is unhappy, but it's good practice. If we do have a review process, we make sure:
· It's triggered whenever a requester expresses dissatisfaction with the outcome of their request
· It's a straightforward, single-stage process
· A fresh decision is made based on all the evidence that's relevant and available, rather than just reviewing the first decision
· The review is done by someone who didn't deal with the request, where possible 

8.1 Internal Review Process

Step 1: Request for review If a requester is dissatisfied with our response, they should contact us in writing explaining:
· What they are unhappy about
· What outcome they are seeking
Step 2: Acknowledgement We will acknowledge the complaint within 3 working days.
Step 3: Review
· A senior member of staff (not involved in the original decision) will review the case
· They will consider all relevant evidence
· They will make a fresh decision
Step 4: Response We will respond within 20 working days (or 40 in exceptional circumstances) with:
· The outcome of the review
· Reasons for the decision
· Information about the right to complain to the ICO

8.2 Complaint to the Information Commissioner's Office
A requester can make a complaint to the ICO, regardless of whether we have an internal review process. The Key Leaders
ICO Contact Details:
· Website: www.ico.org.uk
· Telephone: 0303 123 1113
· Address: Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF

9. Publication Scheme
We maintain a publication scheme that sets out:
· Classes of information we publish
· How the information can be obtained
· Whether there is a charge for the information
Our publication scheme is available on our website
The publication scheme includes information such as:
· School policies
· Governing body information
· Financial information
· Ofsted reports
· School prospectus
· Curriculum information
· Pupil premium information

10. Record Keeping

We will maintain records of:
· All FOI requests received
· Responses provided
· Any fees charged
· Refusals and reasons
· Complaints and their outcomes
· Time taken to respond
This information will be reviewed annually to:
· Identify trends
· Improve our processes
· Ensure compliance
· Inform policy reviews

11. Training and Awareness

All staff will receive training on:
· What the Freedom of Information Act is
· How to recognise an FOI request
· What to do if they receive a request
· The importance of good record-keeping
The FOI coordinator will receive more detailed training on:
· Processing requests
· Applying exemptions
· Calculating costs
· Handling complaints

12. Links to Other Policies

This policy should be read alongside:
· Data Protection Policy
· Records Management and Retention Policy
· Complaints Policy
· Publication Scheme

13. Monitoring and Review

This policy will be reviewed annually by the governing body, or sooner if:
· There are changes to legislation
· The ICO issues new guidance
· We identify issues through our monitoring
· There is a significant complaint
Next review date: January 2027



14. Contact Information

For Freedom of Information requests:
· FOI Coordinator: Sharon O’Brien
· Email: office@lowerdarwen.blackburn.sch.uk 
· Telephone: 01254 55639 
· Address: Lower Darwen Primary School, Milking Lane, Darwen, BB3 0RB 

For advice on data protection aspects:

Lee Gardiner
Senior Information Governance Officer (Schools DPO) 
Legal and Governance
Blackburn with Darwen Borough Council
Tel: 01254 585344
 
Post: Blackburn with Darwen Borough Council, 4th Floor Town Hall, King William Street, Blackburn BB1 7DY.
Website: www.blackburn.gov.uk
Email: Lee.Gardiner@blackburn.gov.uk
Schools IG: Schools.IG@blackburn.gov.uk
 


APPENDIX A: Freedom of Information Request Form

This form is provided to help you make a request for information under the Freedom of Information Act 2000. You are not required to use this form, but it may help ensure your request contains all the necessary information.

Section 1: Your Details

	Field
	Please complete

	Your full name:
	

	Organisation (if applicable):
	

	Postal address:
	

	Email address:
	

	Telephone number:
	

	Preferred method of contact:
	☐ Email ☐ Post ☐ Telephone



Section 2: Information Requested

Please describe the information you are requesting. Be as specific as possible to help us locate the information quickly. If you are unsure exactly what information we hold, please contact us and we will try to help you refine your request.
	Please describe the information you require:

	

	

	

	

	



Date range (if applicable):

From: _________________ To: _________________

Section 3: Format of Information

How would you like to receive the information?
☐ Electronic copy (by email)
☐ Paper copy (by post)
☐ Inspection of documents at the school (by appointment)
☐ No preference
Please note: We will provide information in your preferred format where reasonably practicable. If this is not possible, we will contact you to discuss alternatives.

Section 4: Fees

The school may charge for providing information in certain circumstances. If we estimate that the cost of complying with your request will exceed £450, we will contact you to discuss options, which may include:
· Refining your request to reduce the cost
· Paying a fee to cover the full cost of compliance
For requests under £450, we may charge for communication costs such as photocopying, printing or postage.

Do you agree to pay reasonable fees if applicable?
☐ Yes ☐ No

Section 5: Declaration

I confirm that:
· The information provided above is accurate
· I am making this request under the Freedom of Information Act 2000
· I understand that the school will respond within 20 school days (or 60 working days if sooner)
· I understand that some information may be exempt from disclosure

Signature: _________________________

Date: _________________________



Section 6: For Office Use Only

	Field
	Details

	Date received:
	

	Reference number:
	

	Acknowledged by:
	

	Date acknowledged:
	

	Deadline for response:
	

	Assigned to:
	

	Fee required:
	☐ Yes ☐ No

	Amount:
	£



How to Submit This Form

By email: office@lowerdarwen.blackburn.sch.uk 

By post:
Lower Darwen Primary School
Milking Lane 
Darwen
BB3 0RB

In person:
Please hand to the school office during school hours (8:30am - 4:00pm, Monday to Friday during term time)




What Happens Next?

1. We will acknowledge receipt of your request within 3 working days
2. We will provide you with a reference number
3. We will respond to your request within 20 school days (or 60 working days if sooner)
4. If we need clarification, we will contact you
5. If a fee is required, we will notify you and the deadline will be paused until payment is received

Need Help?
If you need help completing this form or have questions about making a Freedom of Information request, please contact:

FOI Coordinator: Sharon O’Brien 
Email: office@lowerdarwen.blackburn.sch.uk 
Telephone: 01254 55639 

Further Information
For more information about the Freedom of Information Act and your rights, please visit:
 
· Information Commissioner's Office: www.ico.org.uk
· UK Government guidance: www.gov.uk/make-a-freedom-of-information-request

Privacy Notice

The personal information you provide on this form will be used solely for the purpose of processing your Freedom of Information request. We will handle your personal data in accordance with the UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018. For more information about how we process personal data, please see our Privacy Notice on our website or request a copy from the school office.
[bookmark: _GoBack]
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