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Key Purpose and Objectives 

  
To fulfil the college’s obligations under the Environmental Information Act and Freedom of Information 
Act 2000 
 
 

Key Responsibilities 

The key responsibilities are for: 

 Governors 

 Vice Principal Curriculum 

 Vice Principal Learner Services 

 All Managers 

 All Staff 

 Any 3
rd

 party under contract and or self-employed / volunteers 
 
 

Policy and Legislative Connections 

College policies and guidelines which should be reviewed in conjunction with this Policy include: 
 

 Social Media Policy  

 Data Protection Policy 

 Information Security Policy 

 Archiving Policy 

 Privacy Impact Assessment Guidance 

 Disciplinary Policy 

 Data Protection Act 1998 

 
 

Review cycle Every 2 years 

New review June 2017 

Next review by Data Protection Officer 

Distribution All Staff 

Approving body Business Success 

Equality Analysis complete  June 2015 
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What is The Freedom of information Act 2000  

In brief the Freedom of Information Act 2000 provides public access to information held by public 

authorities. It does this in two ways: 

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

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

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

Northern Ireland, and by UK-wide public authorities based in Scotland. Information held by Scottish 

public authorities is covered by Scotland’s own Freedom of Information (Scotland) Act 2002. 

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. 

 

Recorded information includes printed documents, computer files, letters, emails, photographs, and 

sound or video recordings. The Act does not give people access to their own personal data 

(information about themselves) such as their health records or credit reference file. If a member of the 

public wants to see information that a public authority holds about them, they should make a subject 

access request under the Data Protection Act 1998. 

 
 

1. Central College’s Responsibility 

Central College Nottingham is committed to transparency in its dealings with the public and fully 

embraces the aims of the Freedom of Information Act 2000 (FOI) and the Environmental Information 

Regulations 2004 and related legislation.  The College will make every effort to meet its obligations 

under the respective legislation and will regularly review procedures to ensure that it is doing so.  The 

underlying principle of this policy is that the public have a right to access to recorded information held 

by the College and that the College should seek to promote an open regime regarding access to 

information, subject to the exemptions contained within the relevant legislation.  

 

Full training on how to handle information requests received under the FOI regime is available to all 

staff and Separate guidance, in the form of operating procedures can also be obtained via our Data 

Protection Officer. 
 
2. Requests for Information 
 

Under the FOI Act, any person (the enquirer or subject) has a statutory right of access to recorded 

information held by the College.  They are entitled to be told whether the College holds the 

information, and to receive a copy, subject to certain exemptions. 

 

Requests under FOI can be made to anyone in the College. As such all staff will be made aware of 

the process for dealing with requests, which is to refer requests immediately to the College’s DPO. 

The College will respond to all requests, informing the enquirer whether or not the information is held, 

and supplying any information that is held, except where exemptions apply.   
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The College will respond to each request within 20 working days from the first working day it is 

received, excluding any UK public or bank holidays. “Working day” means any day other than a 

Saturday, a Sunday, Christmas Day, Good Friday or a day which is a bank holiday under the Banking 

and Financial Dealings Act 1971 in any part of the United Kingdom.  
 
3. Scope 
 

If any element of a request to the College includes personal information the request will be dealt with 

the (DPA). If a request for information is received regarding environmental information, these will be 

dealt in line with the (EIR).  Any other information is a request under FOI, and must be dealt with 

accordingly. 
 

4.  Information covered by this policy 

 

This policy applies to all recorded information held by the College that relates to the business of the 

College.  This includes: 

 Information created and held by the College 

 Information created by the College and held by another organisation on our behalf 

 Information held by the College provided by third parties, where this relates to a function                                                             

or business of the College (such as contractual information) and 

 Information held by the College relating to Governors where the information relates to the   

functions or business of the College 

 
5. Obligations and Duties 
 

The College recognises its duty to provide advice and assistance to anyone requesting information.  

The College will respond to straightforward verbal requests for information, and will help enquirers to 

put more complex verbal requests into writing so that they can be handled under the Act. 

 

The College will Inform enquirers whether or not it holds the information being requested (the duty to 

confirm or deny), and provide access to the information which the College holds in accordance with 

the procedures laid down in the ICO Website: https://ico.org.uk/for...to-freedom-of-

information/receiving-a-request 
 
 
6. Exemptions 
 
The College will consider if information requested is subject to exemption: 
Exemptions provide discretionary exceptions to the public’s right of access to information held by the 
College under the terms of the Freedom of Information Act 2000. 
There are 23 exemptions provided under the Act that are either absolute or conditional in their effect, 
which are as follows:  
 
Absolute Exemptions  
Exemptions that are wholly exempt in their application include:  
 
• Information accessible to the applicant by other means (s21) 
• Information supplied by, or relating to, bodies dealing with security matters (s23)  
• Information relating to Court records (s32)  
• Parliamentary privilege (s34)  

https://slp.somerset.gov.uk/cypd/elim/somersetict/Data%20Protection/FoI/FoI%20Public%20Interest%20Test.docx
https://ico.org.uk/for...to-freedom-of-information/receiving-a-request
https://ico.org.uk/for...to-freedom-of-information/receiving-a-request
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• Information provided in confidence (s41) and  
• Information prohibited from disclosure by any other piece of legislation or enactment (s44) 
 
 Exemptions that are absolute only in part include:  
• Information that would prejudice the effective conduct of public affairs (s36), and  
• Personal information (s40)  
 
Conditional Exemptions 
 Exemptions requiring the application of a public interest test include: 
• Information intended for future publication (s22)  
• National Security (s24)  
• Investigations and proceedings conducted by public authorities (s30)  
• Formulation of Government Policy (s35)  
• Communications with Her Majesty and honours (s37)  
• Health and Safety (s38)  
• Environmental information (s39)  
• Legal professional privilege (s42) 
 
 Exemptions requiring the application of a public interest test and/or a prejudice test include:  
• Defence (s26)  
• International relations (s27)  
• Relations within the United Kingdom (s28)  
• The economy (s29)  
• Law enforcement (s31)  
• Audit Functions (s33)  
• Commercial Interests (s43) 
 

Where an absolute exemption applies, the College can automatically withhold the information.  When 

the College wishes to apply a qualified exemption to a request, it will invoke the public interest test 

procedures to determine if public interest in applying the exemption outweighs the public interest in 

disclosing the information. 

 

The College will maintain a register of requests where we have refused to supply information, and the 

reasons for the refusal.  The register will be retained for 5 years.  
 
7. Public Interest Test & Prejudice Test 
 

The College will apply the Public Interest Test before any qualified exemptions are applied.  Unless it 

is in the public interest to withhold information, it will be released. For information on applying the  

Public Interest Test, see ICO Website:   

https://ico.org.uk/media/for- organisations/.../the_public_interest_test  The College will further apply 

the Prejudice test to decide whether disclosure of information would lead to prejudice or harm in 

releasing the information - see ICO Website: 

https://ico.org.uk/media/for-organisations/documents/1214/the_prejudice_test 
 
8. Publication Scheme 

 

Section 19 of the Act also obliges the College to make information pro-actively available in the form of 

an approved “publication scheme”. This provides details of all associated business, planned business, 

outcomes, statistical details, financial details, staffing, minutes of chief executive meetings and is 

maintained by the marketing and Information Technology teams. The College is currently working 

towards the completion of this by September 2015. 

https://slp.somerset.gov.uk/cypd/elim/somersetict/Data%20Protection/FoI/FoI%20Public%20Interest%20Test.docx
https://ico.org.uk/media/for-%20organisations/.../the_public_interest_test
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9.   Environmental Information Requests (EIR) 

Environmental information covers information on the state of the environment, such as: 

 Air, water, soil, land, flora and fauna, landscape and natural sites, genetically modified 

organisms and biological diversity 

 Information on energy, noise, radiation, waste, emissions, discharges and other releases into 

the environment 

 Policies, legislation, plans, and agreements 

 The state of human health and safety, the food chain, cultural sites and built structures in as 

much as they are or may be affected by environmental factors 

 Cost benefit and other economic analysis 

You can submit a request under the Environmental Information Regulations in the same way you 

would for a Freedom of Information request (see above). However, you can also make verbal 

requests under EIR. Once you have submitted a request, we must respond as soon as possible. We 

have 20 working days to complete your request although we can extend this to 40 working days for 

complex cases. Requests for information about anything relating to the environment – such as air, 

water, land, the natural world or the built environment and any factor or measure affecting these – are 

covered by the EIR.  They also cover issues relating to Health and Safety.   Requests under EIR are 

dealt with in the same way as those under FOI, but unlike FOI requests, they do not need to be 

written and can be verbal. 

 

 
10. Charging 
 

The College will respond to most requests free of charge, where information is readily available. The 

College will require payment where significant costs are incurred.  The College may choose to charge 

a fee for complying with requests where time and resources are impacted in order to collate the 

information under FOIA.  The fees will be calculated according to FOI regulations, of up to £25ph. see 

ICO Website https://ico.org.uk/media/for-organisations/documents/1635/fees and the person notified 

of the charge before the information is supplied.  

 

The College reserve the right to refuse to supply information where the cost of doing so exceeds the 

statutory maximum of £450 or in excess of 18hrs labour at £25ph. 
 
11. Responsibilities 
 

The Governing body has delegated the day-to-day responsibility for compliance with the FOIA to the 

Principal and Chief Executive of the College, whom has employed a Data Protection Officer as the 

delegated person to deal with all FOI requests. 
 
12. Criminal Actions 
 

It is a criminal offence under the Freedom of Information Act (FOIA) and the Environmental Information 

Regulation (EIR) for members of staff to alter, deface or remove any record (including e-mails) following 

receipt of an information request.  Both the FOIA and EIR contain specific provisions to make such 

https://slp.somerset.gov.uk/cypd/elim/somersetict/Data%20Protection/FoI/FoI%20Public%20Interest%20Test.docx
https://ico.org.uk/media/for-organisations/documents/1635/fees
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action a criminal offence. The College will take necessary action against any individual who is found to 

have carried out this act, which may include Disciplinary or legal action. 
 

13. Complaints 
 

Any complaints will be dealt with through the College’s complaints procedure this can be accessed via 

http://staff.centralnottingham.ac.uk/contact .  The College will maintain records of all complaints and 

their outcome in line with its data retention policy.  If applicants are dissatisfied with the outcome of 

the Complaints Procedure they may seek an independent review from the Information Commissioner. 

Requests for review by the Information Commissioner should be made in writing to:  

 

The Information Commissioner  

Wycliffe House  

Water Lane  

Wilmslow  

Cheshire  

SK9 5AF  

 

Tel  01625-545-700  

Fax 01625-545-510 
 
 
 
 
 
 
 

http://staff.centralnottingham.ac.uk/contact

