Villa Real School

fayafhcr we achieuve

Freedom of Information and
Subject Access Request Policy
2025

Responsibility: A.Moore Date: October 2025
Signed & Adopted by the Governing Body:
Chair of Governors
Date: 17.11.2025

Date to be reviewed: October 2026



Freedom of Information Policy
Villa Real School will comply with:

The terms of the Freedom of Information Act 2000, and any subsequent relevant
legislation, to ensure all information held by the school is treated in a manner that
is fair and lawful.

This policy should be used in conjunction with Villa Real's Acceptable Use Policy,
Privacy Policy, CCTV and Data Protection Policy.

Data Gathering and Storage
Information will only be gathered and stored for specified purposes.

In order to be able to respond to requests for information Villa Real willimplement
effective records management policies to enable staff to identify whether data is
held and, if it is, locate it quickly and easily.

Information held by Villa Real will be regularly reviewed with a view to archiving or
appropriate destruction, where appropriate.

Dealing with Requests for Information

Any request for information is a request under the Freedom of Information Act.
Only those requests which are considered to be outside the normal remit of the
service provided will be recorded as Freedom of Information requests. Villa Real
will assist applicants in making their request to have access to information held by
the school.

Assistance will be given to applicants whose requests need to be transferred to
another public authority (e.g. school, LA, hospital). Villa Real will also exercise its
duty to confirm or deny the existence of requested dataq, subject to any
exemptions that may apply.

The school will supply data requested within 15 calendar days including school
holidays. If aresponse will take longer than ten working days to respond an
acknowledgement should be sent to the person making the request, informing
them when the information will be supplied. This acknowledgement does to allow
the school to exceed the overall 15 -day deadline. If a parent makes a request for
a copy of the record, this must also be provided within 15 school days. The
organisation can charge a fee for the copy, however, the fee must not exceed
the cost of supply.

The Headteacher will be responsible for ensuring requests are fulfilled within the
stipulated deadline and recording details of the request recorded.

Copies of data supplied should be retained for two years from the date it was put
into the public domain.



Requests for information about children

Even if a child is under 12, or unable to understand the implications of subject
access rights, it is still the right of the child rather than of anyone else such as a
parent or guardian. So it is the child who has a right of access to the information
held about them, even though in the case of young children these rights are likely
to be exercised by those with parental responsibility for them.

For further information on situations where the request has been made by a child,
see guidance on children and the GDPR.
(https://ico.org.uk/for-organisations/gquide-to-the-general-data-protection-
regulation-gdpr/individual-rights/right-of-access/)

Applying Exemptions

A full list of exemptions can be found at the Information Commissioner’s website.
There are two types of exemption — absolute and qualified. In practice there are
very few which are likely to be applied by the education sector.

The decision to apply absolute exemptions should not be taken by individual
members of staff but should be made by a constituted group of at least three of
the following: Chair of Governors, other Governors, Head teacher.

Even if the group decides information should not be disclosed, a public interest
test should be carried out when applying qualified exemptions, to decide whether
the public interest in disclosure outweighs the objection to disclosure. If it does the
information must be disclosed.

Advice should be sought from Durham County Council Legal Department;
Durham County Council

County Hall

Durham

County Durham

United Kingdom

DH1 5UL

Exemptions
The right to be provided with information requested may be limited by the

application of an exemption. Some exemptions are absolute and others are
qualified. Where an exemption applies to information requested, the school may
also be exempt from having to confirm or deny that the information exists as well
as from disclosing the requested information.

Where a qualified exemption applies to information requested from the school,
the school will consider whether the public interest in maintaining the exemption
outweighs the pubilic interest in disclosing the information.

The absolute exemptions most relevant to the School are those that relate to:
(a)Information accessible by other means

b)Personal Information

c)Confidential Information

d)Prohibitions on Disclosure

e)Safeguarding Policy
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https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Ffor-organisations%2Fguide-to-the-general-data-protection-regulation-gdpr%2Fapplications%2Fchildren%2F&data=02%7C01%7Cl.burns300%40durhamlearning.net%7C36420a876e7f47a246a208d6381fa419%7C45dfff5283644d73bf3a8f98bdf10d87%7C0%7C0%7C636758106919674183&sdata=n799vV%2Bw%2BzLPtYu%2BZdzjcj10owovexBdcct77FwwFSw%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Ffor-organisations%2Fguide-to-the-general-data-protection-regulation-gdpr%2Findividual-rights%2Fright-of-access%2F&data=02%7C01%7Cl.burns300%40durhamlearning.net%7C36420a876e7f47a246a208d6381fa419%7C45dfff5283644d73bf3a8f98bdf10d87%7C0%7C0%7C636758106919684187&sdata=JAJBoAPVul9z5DnWM%2BylNGC2HDV1hGRfRTWBKVzRNyE%3D&reserved=0
https://emea01.safelinks.protection.outlook.com/?url=https%3A%2F%2Fico.org.uk%2Ffor-organisations%2Fguide-to-the-general-data-protection-regulation-gdpr%2Findividual-rights%2Fright-of-access%2F&data=02%7C01%7Cl.burns300%40durhamlearning.net%7C36420a876e7f47a246a208d6381fa419%7C45dfff5283644d73bf3a8f98bdf10d87%7C0%7C0%7C636758106919684187&sdata=JAJBoAPVul9z5DnWM%2BylNGC2HDV1hGRfRTWBKVzRNyE%3D&reserved=0

The qualified exemptions most relevant to the School are those that relate to:
)Information intended for future publication

)Prejudice to the Effective Conduct of Public Affairs

JHealth and Safety

JLegal Professional

e)Commercial Interests

(a
(b
(c
(d
(

Where the School relies on an exemption in not complying with a request for
information, the School will write to the Requester setting out the exemption relied
on explaining the reason(s) the School considers that the exemption applies to the
information requested and, where appropriate, why it has decided that the public
interest in withholding the information outweighs the public interest in disclosing it.

Requests for Personal Data

A request by an individual for their own personal data made subject to the
provisions of FOIA will be treated as a subject access request. A request for the
personal data of a third party will be refused where the provision of that
information will contravene any of the principles of the GDPR, pursuant to Section
40(2) of FOIA.

Repeat Requests
The School will not comply with a request for information which is identical or

substantially similar to a previous request made by the Requester unless a
reasonable time has elapsed between the current request and the previous
request. In considering whether a reasonable time has elapsed the School will
take into account the time that has passed between the current request and the
previous request and likelihood that the information requested will differ
significantly from the information provided in the response to the previous request.

Complaints
Appeals against any decision not to supply information which the School considers

exempt should be made to Durham County Council, who will review the original
decision. A complaint about the School’s Freedom of Information processes,
procedures or how a request for information has been dealt with should also be
made to Durham County Council. If a requester is unhappy with the outcome of
their complaint or the way a request for information has been handled can
complain to the Information Commissioner at:

Information Commissioner’s Office Wycliffe House Water Lane Wilmslow Cheshire
SK? 5AF Tel: 01625 545 700.



Logging Requests Received
Villa Real will keep a record (See Appendix 1) of all requests received for
monitoring purposes, noting:

a) the date the request was received,

b) name and contact details of the person or organisation making the request,
c) the date the request was fulfilled or refused,

d) the reason for any exemption being applied,

e) the reason for any failure to meet the 30 -day deadline.



APPENDIX 1 - LOG OF REQUESTS RECEIVED

Date the request
was received

Date

Name of staff
recording
request

Name &
contact details
of the person
or organisation
making the
request

Date the
request was
fulfiled or
refused

Reason for any
exemption being
applied

Reason for any
failure to meet
the 30 day
deadline




