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Aquinas College, through its policies and day to day work is committed to promoting equality and fairness.  This 
applies to everyone, regardless of gender, racial or ethnic background, disability, religion, sexual orientation or age 
and embraces the College’s legal responsibility. 
The persons/group responsible for this document reserve the right to amend this document at any time should the 
need arise.  All appropriate staff will be informed should this occur.  

 



Policy on Freedom of Information 

Introduction 

  

The Freedom of Information Act 2000 (FOIA) promotes greater openness and accountability across the 
public sector by giving the public a right of access to all recorded information held by colleges & other 
public authorities. Aquinas College is committed to making as much information as possible about 
College activities generally available to the public either through published documents (including 
those published on the College website), or on request. This Freedom of Information Policy sets out 
the College’s arrangements for ensuring it meets legislative responsibilities under (FOIA). 

The Model Publication Scheme and definition document provided by the Information Commissioner's 
Office (ICO) for Colleges of Further Education has been adopted by Aquinas College. 

  

Key Principles 

  

1. Routinely published information held by Aquinas College is made available to the public either 
through the publication scheme or by request. 

  

2. Information not held in the publication scheme is available on request and these requests are 
responded to in a timely manner. 

  

3. Where information may be exempt, or other legislation (such as data protection laws) is 
triggered, consideration will be given to assess if it is appropriate to release the information. 

  

Requests for information under the Freedom of Information Act by third parties 

From 1 January 2005, in addition to accessing standard information via publication schemes, requests can 
be made for specific information the College retains. These requests must be fair and reasonable under 
the terms of the FOI Act. 

There are 23 exemptions allowed under Freedom of Information Act (not all are relevant to the college) – 
some are absolute and some where the public interest test applies. 

 
 
 



A.    Absolute Exemptions 
  
If this applies there is no requirement to consider the public interest test. 
- Information which is accessible by other means (e.g. via the publication scheme, or openly 
- available elsewhere). 
- Information relevant to dealing with security matters. 
- Court records 
- Information that falls under Parliamentary privilege 
- Information which would prejudice the effective conduct of public affairs (central government only) 
- Personal information 
- Information provided in confidence, the disclosure of which would be an actionable breach 
- of confidence 
- Information which has prohibitions on disclosure (e.g. by enactment, or would be punishable as 
- a contempt of court). 
  

B.      Public Interest test 
  

Consider – does the public interest in maintaining the exemption outweigh the public interest in disclosing 
the information? 
- Information intended for future publication 
- Information prejudicial to national security 
- Information prejudicial to international relations and national interests 
- Information prejudicial to the economic interests of the UK or any part of it 
- Information prejudicial to legal and criminal proceedings 
- Information prejudicial to the prevention & detection of crime 
- Information prejudicial to the conduct of public affairs (authorised by the Qualified Person) 
- Information prejudicial to internal relations within the UK 
- Formulation of Government policy 
- Communications within the Royal Family & information relating to Honours 
- Legal professional privilege 
- Information which may damage the commercial interest of any party including the college 

Charges 
 

The College will endeavour to provide hard copy information within 20 working days although further 
reasonable details can be requested in order to identify and locate the information. If a fee is required, the 
period of 20 working days is extended by up to 3 months until the fee is paid. The College reserves the 
right to charge an appropriate fee for dealing with a specific request for information not listed in the 
publication scheme in accordance with the Act. 

Handling requests for information 

The College has a standard Information Request Form.  This form covers both Data Protection requests 
and Freedom of Information requests.  However, enquirers do not have to use the form to make a 
Freedom of Information request:  so long as their enquiry is in writing, we will respond accordingly. 



If contacted directly by an individual requiring information – either face-to-face, or on the telephone – this 
request will not be valid unless repeated in writing and addressed to the Freedom of Information officer. 

Contact in writing by an individual requiring information, should be immediately treated as a Freedom of 
Information request and actions should be followed as set out below.  

Examples of requests which fall under FOI – This list is not exhaustive: 

- Minutes from a particular meeting. 
- Figures for pass rate in GCSE Maths for the past 2 years. 
- Number of staff employed in 1996/97, 2001/02 and 2005/06 and copies of the Statutory Accounts for these 

years. 
- Details about planning application sent (not available on the public access website) 

 Responding to requests for information 

Requests for information must be directed to the Freedom of Information Officer so that they can be 
logged, as per our requirements. Once logged, if the information is readily available in a department, a 
copy will be provided to the FOI officer so they can forward the information direct to the enquirer within 
twenty working days.   Alternatively, if the College already publishes the information requested, the FOI 
officer must provide the enquirer with instructions on how to find the information.  Usually, it should be 
enough to direct them to the College’s Publication Scheme. 

If you receive a request using a College Information Request Form, please forward this to the FOI officer 
immediately. 

Relationship with other College policies 

This policy has been drawn up within the context of College policies covering: 

• Data Protection policy. 
• Records management Procedures. 
• Email Management Procedure/Policy 
• Acceptable use of computer equipment. 
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