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Freedom of Information Policy

1. Executive Summary

This policy sets out your rights and our obligations under the Freedom of
Information Act (FOIA), the Environmental Information Regulations (EIR) and the
INSPIRE Regulations. SGS Academy Trust publishes certain information as a
matter of routine under its Model Publication Scheme. This policy also sets out
how a request, for information, should be made or what you can do if you are
seeking to request access to information not published under that scheme. This
policy also describes how we intend to deal with any such request.

2. Introduction

Under the Freedom of Information Act (FOIA) and the Environmental Information
Regulations (EIR) the public have a right to request information recorded and held
by SGS Academy Trust in its capacity as a public authority.

Throughout the remainder of the policy references to ‘SGS’ or “Trust’ should be
read as meaning SGS Academy Trust, including The Forest High School, SGS
Berkley Green UTC and SGS Pegasus).

You may ask us for any information that you think we may hold. However, the right
to access information only applies to recorded information which includes
information held electronically or in hardcopy as well as images, video and audio
recordings.

Should you wish to make a request:

¢ You should identify the information you want as clearly as possible; although
your request can be in the form of a question, rather than a request for
specific documents.

SGS does not have to answer your question if this would mean creating new
information or giving an opinion or judgment that is not already recorded.

Not all information held by SGS is accessible under the FOIA; and some
information may be exempt, for example because it would unfairly reveal personal
details about somebody else or if it is commercially sensitive, protected by
copyright or other intellectual property rights.

You don’t have to know whether the information you want is covered by the
Environmental Information Regulations or the Freedom of Information Act. When
you make a request, it is for SGS to decide which law we need to follow. We will
explain our decision making, in this respect, when we respond to any request we
receive.
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3. Freedom of Information Regulations Act 2000 (“FOIA”)
The FOIA provides public access to information held by public authorities.
It does this in two ways:

e Public authorities are obliged to publish certain information about their
activities; and

e Members of the public are entitled to request information from public
authorities.

The Act covers recorded information that is held by a public authority in England,
Wales and Northern Ireland.

The FOIA does not give people access to their own personal data (information
about themselves) such as their educational record. If you want to know what
information that SGS holds about you, you should refer to our Data Privacy and
Protection Policy.

Public authorities spend money collected from taxpayers and make decisions that
can significantly affect many peoples’ lives. Therefore, access to certain
information can help the public hold authorities accountable for their actions and
allows for public debate to be better informed and more productive.

Public authorities include government departments, local authorities, the NHS,
state schools and police forces. However, the Act does not necessarily cover every
organisation that receives public money. For example, it does not cover some
charities that receive grants and certain private sector organisations that perform
public functions.

4. Model Publication Scheme

Adopting a Model Publication Scheme is a requirement of the Freedom of
Information Act 2000 (FOIA), the purpose of which is to promote greater openness
and accountability across the public sector by requiring all “public authorities” to
make information available proactively. The Publication Scheme describes the
information that a public body publishes or intends to publish. It is not a list of the
actual publications as this will change as new material is published or existing
material revised. Rather it is the public authority’s commitment to make available
the information described.

The SGS Model Publication Scheme can be found in the attached annex A, it
contains a list of information we publish, which is predominantly available via our
website. Where it is impracticable to make information available on the website
or if you prefer not to access the information via the website, a written request
should be made as follows.

5. Requirements for making a FOIA request:

For a request to be dealt with according to the Freedom of Information Act,
requests must be:
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e Made directly to SGS in writing, for example in a letter or an email or verbal

or written requests for environmental information.

e The request must state your real name; and
e Provide an address to which we can reply. This can be a postal or email

address.

You do not have to:

e Mention the Freedom of Information Act or Environmental Information

Regulations; or

e Know whether the information is covered by the Freedom of Information Act

or the Environmental Information Regulations; or

e Say why you want the information but telling us why you want the

information or what you intend to do with the information could help us to
respond more accurately.

6. Getting the most out of a request

The more information given to us about your request, the more likely it is that we will
be able to deal with your request efficiently and to help you by providing guidance and
advice where necessary.

Requests for information should:

Describe the information required as clearly as possible.
Include a date on the request so that we can reply within the 20-day timescale.

Please:

Only ask for information that you think we may hold, identifying the information
you want as clearly as possible.

Be aware that the right to access information only covers recorded information;
and,

Access to information will not be provided to you as an individual but to the
public at large. Therefore, SGS may consider public interest arguments
before deciding whether to disclose information. We will not normally publish
information that is not in the public interest.

Be aware that if your request is in the form of a question, rather than a request
for specific documents, we do not have to answer your question if this would
mean creating new information or giving an opinion or judgment that is not
already recorded.

If you are planning on asking for a large volume of information, or make a very
general request, we may ask you to assist us by considering whether you can
narrow or refocus the scope of the request, to reduce any unnecessary burden
or costs on SGS resources.

The UK Information Commissionaire’s Office advises that the amount of time
and resources that we must expend in responding to a request should not be
out of all proportion to that request’s value and purpose. SGS will not respond
to requests where the cost of complying with the request exceeds the
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appropriate cost limit of £600. If we estimate that the appropriate cost limit
may be exceeded, we will refuse the request and explain why.

e Where you find it impossible or difficult to make a request in writing please do
let us know so that we can consider making a reasonable adjustment for you
under the Equality Act 2010; If you wish to receive information in a particular
format, due to a disability or because English is not your first language, please
make this clear when you make your request.

Before making a request, you may find it help to ask yourself:

e Is the information you are considering requesting suitable for general
publication? The aim of the Freedom of Information Act is to make information
available to the public. Only information that would be given to anybody who
asked for it or would be suitable for the public to see can be obtained. We
therefore may refuse your request based on certain exemptions available to us
under the FOIA.

e Does your request have a serious or clear purpose? If not, then the FOIA
and EIR are probably not an appropriate means through which to pursue your
request/concern. The ICO have published a list of dos and don’ts as a quick
reference tool to help users make effective freedom of information requests
here.

7. How we will handle your request:

Where the information requested is readily available, we aim to provide this within a
few days. Where it takes longer to gather the information we aim to supply the
information within 20 working days.

When responding to requests we will tell you whether we hold any information falling
within the scope of the request; and provide that information.

SGS does not charge a fee for responding to requests for information. However, under
Section 9 (et. Al.) of the Freedom of Information Act (FOIA) 2000 SGS does charge
reasonable fees for reproducing documents containing the information, and the
postage costs of transmitting the information, as follows:

e photocopying at15p per sheet; and,
e postage at the Post Office’s published rates (depending upon weight) for first
class recorded delivery.

If we decide to charge a fee, we will provide you with the details of this fee in a fee
notice. Note: SGS will not send information until we have received the fee; and the
time limit for complying with the request excludes the time spent waiting for the fee to
be paid. If we do not receive payment within three months of issuing a fee notice, we
will not respond to your request; but we will tell you about the deadlines in our fees
notice.

If you request information which is available from another source that is not a public
authority, we may also add VAT to our fee.
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8. Making a request for information under the Freedom of Information Act:

Write for the attention of the Executive Office (Data Privacy): SGS College, Stroud
Campus, Stroud, Stratford Road, Gloucestershire, GL5 4AH.

9. Refusing Requests

SGS is committed to being open and transparent, however, the FOIA recognises that
there will be valid reasons why some kinds of information may be withheld, such as if
its release would damage commercial interests. For some exemptions we must
consider whether the public interest in withholding the information outweighs the public
interest in releasing it. If we decide that the information cannot be released, we will
explain why. However, we will not deal with vexatious or repeated requests or in some
cases if the cost exceeds an appropriate limit.

If we refuse your request, we will tell you why.
10. Complaints or concerns

If you are not satisfied with our response to a FOIA or EIR information request,
complaints or concerns should be made in writing with a request for an internal review
and sent to:

The Data Protection Officer, SGS College, Filton Campus, Filton Avenue,
Bristol, BS34 7AT.

We will aim to carry out the internal review as soon as possible or within 20 working
days for FOIA reviews and 40 working days for EIR reviews. We will not make a
charge for conducting an internal review.

If you remain dissatisfied with our response or if we fail to review your case, you have
the right to apply directly to the Information Commissioner for a decision. The
Information Commissioner provides an online facility for reporting complaints which
you will find at https://ico.org.uk/make-a-complaint/

11.Sensitive Information

Where SGS reasonably considers that particularly sensitive information is being
sought, the Data Protection Officer will inform the appropriate governing body (via that
body’s Clerk) prior to release of the information.

12.DfE and ESFA Conditions of Funding Agreement

The DfE and ESFA Conditions of Funding Agreement (GFE & Specialist Colleges)
sets out specific clauses in relation to Freedom of Information and Confidentiality.

13.Related Policies:
e Data Privacy and Protection Policy

e Complaints Policy and Procedure
e SGS Academy Trust Model Publication Scheme (Annex A below)

Page 6 of 11


https://ico.org.uk/make-a-complaint/
https://academytrust.sgscol.ac.uk/media/SGSAT-Data-Privacy-and-Protection-Policy.pdf
https://academytrust.sgscol.ac.uk/media/Complaints-Policy.pdf

Annex A: Model Publication Scheme SGS Academy Trust

Who we are and what we do
Organisational information, structures, locations and contacts.
= Articles of Association
» School prospectus and curriculum
» Board of Trustees/ Local School Boards
= School session times and term dates
» Location and contact information of each school
What we spend and how we spend it
Financial information about projected and actual income and expenditure,
procurement, contracts and financial audit.
* Annual budget plan and financial statements for the Trust
and individual schools
Capital funding
Financial audit reports
Procurement and contracts
Pay policy
Staff allowances and expenses
Staff pay and grading structures
= Trustees/Local School Board members’ allowances
What our priorities are and how we are doing
Strategies and plans, performance indicators, audits, inspections and reviews.
» Performance data supplied to the government
= Latest Ofsted report
» Performance management information
= The school’s future plans
» Safeguarding and child protection
How we make decisions
Decision-making processes and records of decisions
= Admissions policy / decisions
» Minutes of meetings of the governing body and its
committees
Our policies and procedures
Current written protocols, policies and procedures for delivering our services and
responsibilities.
= School policies and other documents
» Records management and personal data policies
» Equality and diversity
= Policies and procedures for the recruitment of staff
» Charging regimes and policies
Lists and registers (Trust and Schools)
= Curriculum circulars and statutory instruments
» Disclosure logs
= Asset register
*= Any information the school is currently legally required to
hold in publicly available registers
The services we offer
Information about the services the school provides including leaflets, guidance and
newsletters.
= Extra-curricular activities \
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Out of school clubs

School publications

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

Leaflets, booklets and newsletters
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Equality Impact Assessment 2024-25

POLICY NAME

Freedom of Information

POLICY PURPOSE

This policy also sets out how a request, for information, should be made or what you can do if you are
seeking to request access to information not published under that scheme. This policy also describes how
we intend to deal with any such request.

LAST REVIEW

09/06/205 Ben Winter

POLICY STATUS

Please state if this is a new or existing policy: Existing policy
Please state it this is statutory policy: Statutory policy

THIS POLICY WILL AFFECT

Add/delete groups:
e Pupils
o Staff
e Governors/trustees
¢ Volunteers
e Visitors
e Parents/carers

Completion details/ EIA owners

EIA completed by: Emma Nice — Operations Coordinator
Contributors to EIA: Ben Winter
Date completed: 17/06/2025

Impact analysis

¢ Indicate what type of impact this policy will have for each group, and explain why, providing
evidence, for example consultations or pupil data etc

e If a policy doesn’t impact a group, tick the ‘neutral impact’ column and record this.

e Remember that a policy may impact a group in multiple ways. For example, your curriculum policy
may positively impact BAME pupils by promoting British values of mutual respect and tolerance,
but negatively impact BAME pupils by failing to promote material that highlights a variety of
cultures and ethnicities.
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You could also add non-protected
characteristics that have a
specific impact in your school,
e.g.:
¢ English as an additional
language
e Families with separated
parents
¢ Looked-after children
o Refugees and asylum seekers
¢ Young carers

GROUP POSITIVE | NEUTRAL | NEGATIVE WHY WILL THE
IMPACT IMPACT IMPACT POLICY HAVE THIS
EFFECT?
Age X We commit to making
reasonable adjustments
Disability X to promote equity of
access and opportunity
Gender reassignment X for anyone who uses
this policy.
Marriage or civil partnership X
We will use available
Pregnancy or maternity X resources to make the
information contained in
Race X this document
accessible for all.
Religion or belief X
Sex X
Sexual orientation X

Outcomes

CONSULTATION AND STAKEHOLDER ENGAGEMENT

Include details of any internal or external consultation done, and its outcomes
e Comparison with SGS College policy and Impact Screening tool to understand best practice.

FINAL DECISION ON POLICY

Record your decision on what you will do with the policy/process after the results of the EIA. Either:
¢ Keep the policy without change

Include details about the evidence used to come to this decision, and why you're doing it.
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Monitoring arrangements

MONITORING ARRANGEMENTS

o We will monitor the policy in line with the policy schedule and any legislative changes that may
be brought in.

DATE OF NEXT POLICY REVIEW

01/06/2026
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