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Freedom of Information Policy and Procedures
Alverthorpe St Paul’s CE (VA) School 3-11yrs is committed to openness and
transparency in the provision of information to all persons or organisations who
request it.
We will provide information promptly, subject to the following conditions, which are
based on our duties under the Freedom of Information Act 2000:
Copies of reference documents, such as policy statements and procedural guidance
will be provided free of charge or as published on our school website at
https://alverthorpe.eschools.co.uk.
Publication Scheme
Alverthorpe St Paul’s is required to publish information held by setting up and
maintaining a Publication Scheme. The Publication Scheme sets out categories of
information that we undertake to publish. The scheme is based on the ICO’s NHS
Model Publication Scheme. The documents available through the Scheme are final,
approved versions only. It is the schools policy not to include draft documents in this
Scheme although these may be releasable under FOI or EIR. The Scheme as a
whole will be reviewed annually. The Publication Scheme is an evolving web page
and, as a result, staff are encouraged to recommend information for inclusion.
General Rights of Access
A request for access under FOI must be made in writing, giving the name of the
applicant, an address for correspondence and a description of the information
requested. E-mail is an acceptable form of correspondence.
We will normally confirm within 5 working* days whether or not we hold the
information you request and, if we do, we will provide it within 20 working* days.
*Please note: Working days refers to term time only as contained in Statutory
Instrument 3364.
A request for information may be refused if:
 the information is exempt under the FOI Act or EIR
 the cost of compliance exceeds the appropriate limit.
 the request can be demonstrated to be vexatious or repeated
If you do not accept our reasons for declining to disclose the information requested
you should write to the Chair of Governors at the school in the first instance. If you
are not happy with their response you may wish to contact the Information
Commissioner at:


The Information Commissioners Office
Wycliffe House
Water Lane
Wilmslow
Cheshire
SK9 5AF
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Telephone 01625 545700 – Helpline is open from 9.00am to 5.00pm, Monday
to Friday



Email mail@ico.gsi.gov.uk

Summary of the FOI Fee Regulations 2004
The following summary is in line with Statutory Instrument 2004 No. 3244:
The Freedom of Information and Data Protection (Appropriate Limit and Fees)
Regulations 2004 http://www.legislation.hmso.gov.uk/si/si2004/20043244.htm
Introduction
Under the FOIA, the Regulations governing the appropriate limit, and the fees that
can be charged for requests for information, came into force, along with the Act's
new rights of access to information, on 1 January 2005.
The appropriate limit
The ‘appropriate limit’, for the purposes of Section 12 of the Freedom of Information
Act 2000 and Section 9A of the Data Protection Act 1998, has been set at:



£600 for central government and Parliament; and
£450 for other public authorities, including local authorities, police, the health
service and education.

The appropriate limit has to be applied, separately, to the duty under Section 1(1) (a)
of the FOIA to confirm or deny whether the information is held. It is only if it would
cost more than the appropriate limit to confirm or deny, by itself, that the obligation to
do so is removed. It will often be immediately obvious that the cost will not exceed
the appropriate limit. But if a request is more complicated and likely to take longer to
answer, the public authority will have to consider on a case by case basis if it wishes
to estimate whether the appropriate limit would be exceeded in advance.
The Regulations set out what may be taken into account when public authorities are
estimating whether the appropriate limit has been exceeded. The costs are limited to
those that an authority reasonably expects to incur in:





determining whether it holds the information requested,
locating the information or documents containing the information,
retrieving such information or documents, and
extracting the information from the document containing it (including editing
or redacting information).

The authority may take into account the costs attributable to the time that persons
are expected to spend on these activities. In order to achieve consistency, all public
authorities should use the same hourly rate when estimating stafftime costs,
regardless of the actual costs. The hourly rate is set at £25 per person per hour. If
the costs attributable to the time spent on these activities, at £25 per person per
hour, would cost more than the appropriate limit of £450 to answer, the public
authority is not obliged to answer it. But, if a request would cost less than the
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appropriate limit to answer, it cannot charge for the areas listed above under what
may be taken into account in relation to the request.
An authority may not take into account any costs other than those set out in the
Regulations. In particular it may not take account of the expected costs of:






the time taken to check that a request for information meets the
requirements of the FOIA;
considering whether the information requested should be withheld in reliance
on an exemption (this includes any costs incurred through seeking legal
advice about whether exemptions apply);
considering whether a request is vexatious or a repeated request;
obtaining authorisation to send out the information;
the time taken to calculate any fee to be charged; or advice and assistance
provided under Section 16 of the FOIA.

Requests costing less than the appropriate limit
If a request would cost less than the appropriate limit to answer, and there is no
other basis on which it may be refused or otherwise dealt with, the public authority
must comply with the request. It cannot charge for the areas listed above under
what may be taken into account in relation to the request. The fees that can be
charged are much more restricted than when the appropriate limit is exceeded, with
the public authority bearing the majority of the costs of the request.
Authorities can develop their own policies on charging fees below the maximum,
with the discretion to charge a lower fee or waive fees altogether.
In cases where the appropriate limit has not been exceeded, the maximum fee that
could be charged is based on an authority's estimate of the costs that it reasonably
expects to incur in:



informing the person making the request whether it holds the information;
and communicating the information to the person making the request.

This includes the costs of:
 putting the information in the applicant's preferred format, so far as this is
reasonably practicable, as set out in Section 11(1) of the Act;
 reproducing any document containing the information, e.g. photocopying or
printing; and
 postage and other forms of communicating the information.
When the appropriate limit has not been met, it is only these costs which may be
taken into account for the purposes of calculating the maximum fee. In addition, no
account can be taken of staff time in undertaking these activities, nor of the costs
involved with calculating whether the appropriate limit would be exceeded. For
example, if the appropriate limit was not exceeded and you were providing
information to an applicant:


you could not charge for the time taken to locate, retrieve or extract the
information or to write a covering letter to the applicant explaining that the
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information is being provided, you could charge for the cost of paper when
photocopying or printing the information and printing the covering letter, as
well as the cost of postage.
Public authorities have a duty to give effect to an applicant's preferred format for
receiving information, so far as this is reasonably practicable. This may include:






summarising the information;
providing the applicant with a copy (for example by photocopying or printing);
allowing the applicant reasonable opportunity to inspect a record containing
the information;
producing material in an applicant's preferred format (for example by putting it
onto CD‐ROM); or
translating information into a different language at the request of the applicant.
If a public authority regularly works in the language requested and has an in‐
house translation service, it should consider waiving any translation costs.
However, public authorities are not obliged under the Act to translate
documents if this would not be ‘reasonably practicable’.

Authorities can charge for the actual costs incurred, but charges are expected to be
reasonable. For example, in most cases, photocopying and printing would be
expected to cost no more than 10 pence per sheet of paper. In some cases,
authorities may be required by other legislation to produce information in a
particular format or a different language at no additional cost (and should not
therefore charge for it as part of complying with the FOIA). For example, the
requirement to make reasonable adjustments for disabled people under the Disability
Discrimination Act 1995 could require an authority to produce material in a format
such as Braille or on audio tape.
Where the maximum fee would be very low ‐ say less than £5 or £10 ‐ public
authorities are encouraged to consider waiving the fee altogether.
If a public authority proposes to charge a fee for answering a request, it must issue
a fees notice to the applicant, stating the fee. The fees notice should usually be
issued before any costs are incurred in preparing to communicate the answer to the
request. When an authority issues a fees notice, the applicant has three months to
pay. If payment is not forthcoming, the authority does not have to answer the request
(Section 9(2)of the Act).
Requests for information have to be answered promptly, and in any event not later
than the twentieth working day following date of receipt. However, where the
authority has given a fees notice to the applicant,the working days in the period
beginning with the day on which the fees notice is given to the applicant and ending
with the day on which the fee is received by the authority are to be disregarded in
calculating the twentieth working day following the date of receipt.
If the actual cost of answering the request turns out to be greater than the estimated
cost charged by way of a maximum fee, the authority must bear the additional
cost. The FOIA does not allow for authorities to issue another fees notice to cover
the additional cost. But if the actual cost of answering the request proves to be less
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than the fee charged, the public authority should consider refunding the excess
money to the applicant.
Requests costing more than the appropriate limit
If requests would cost more than the appropriate limit to answer, the public authority
is not obliged under Section 1 of the FOIA to answer it. However, Section 16(1)
requires the authority to ‘provide advice and assistance, and see if the question
could be refined to a more manageable level, or resubmitted in part, to bring it below
the appropriate limit’.
Fees and information that is exempt under the FOIA
Information that is exempt through one of the exemptions listed in Part II of the Act is
not affected by the FOI fees regime.
Information is (absolutely) exempt if it is ‘reasonably accessible’ to the applicant.
Information will always be considered reasonably accessible if:



the authority is obliged to communicate it to the applicant under some other
Act, or
the information is made available in accordance with the authority's
Publication Scheme.

Authorities can charge fees outside the terms of the Regulations for providing
information through the Publication Scheme, provided that this is made clear as
part of the scheme. For example, this could include set fees for specific pieces of
information, or information about how any fees would be charged (such as a set rate
per hour of work, a scale of charges, or the market rates for the work).
VAT
The rules apply equally to requests that are above or below the appropriate limit. The
key determining factor as to whether VAT is charged is whether the information is
available from another source that is not a public authority.




If an authority was asked for information, and the information was only
available from that authority or another public authority, any fees charged
would not attract VAT.
If an authority was asked for information that was available from another
source that is not a public authority, any fees would attract VAT.
Fees charged for information that is provided in accordance with a public
authority’s Publication Scheme will attract VAT.
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