University
of Worcester

@

FREEDOM OF INFORMATION ACT POLICY



Contents

j R [ oY i o o [ ¥ ot f (o TP
P AT oo T o 1T PP SR PO UPTPPPPPTTIN
T U oo 1 T T T T T TP P PP U TP
4. ReSPONSIDIIILIES. .. ... e e e et e e e e r e e e e ataeas
LT o1 o -1 ¢ - L LR
ST o3 (=T 1 410 4o 4 PRSPPI
2 T ) [Tl 1 = =T o =T T
8. Appeals and COMPIAINTS..........cciiiiiiiiiii e e e sree e s e e e e s sbee e s e sbee e e e sareeas
9. PUDBLICAtION SCREMIE ...
10. INFOrMation COMMISSIONET ............coooouivieiiieeceeceeeeee e e ee e e e e e e e esaaaaeeeeeeeseesnranes
11. REIGLEA POLICIES .....eeeeeeeiieeeeeeee et e e et e e e e e e e bbb e e e e e e e essasbaaeeeeesesesssranes
12. FUrther iNfOrMation ...........uuuiiiiiiiii bbb bbb b e bbb s s abasasasasasssasssssssnsssssnnes

Version number Version 1.1 (previous version 20" February 2013)

Author/originator of revisions Information Governance Officer

Review Date November 2023

Ratified/authorised by UEB

Issue date January 2022

Person responsible for the document| University Secretary

Accessibility checked January 2022




11

1.2

Introduction

The Freedom of Information Act (“the Act”) established a general right for members of the
public to access information held by public authorities including universities. Any individual
or organisation has the right:

To access information in the University’s Publication Scheme, which details all information
that the University routinely makes available to the public.

To request any information held by the University; regardless of when it was created, by
whom, or the form in which it is now held.

The Act places a number of obligations on the University, subject to any exemptions, as
follows:

Any person who makes a request must be informed whether the University holds the
information they have requested and whether there will be any cost involved (see para 5).
The information must be supplied within 20 working days

Applicants are not required to indicate that their request is a Freedom of Information
request for information, and it is therefore sensible to treat all non-routine requests for
information, except those relating to person specific information as Freedom of Information
requests. (Requests for information relating to an individual should be dealt with under the
Data Protection Act).

The information must be supplied in a format accessible to the applicant, as far as is
reasonably practicable

There is a duty to provide advice and assistance to anyone seeking information.

Scope

The scope of this policy applies to all recorded information held by the University. That is, all
information created, received and maintained by University staff in the course of their work.

Information can be held in a variety of media including paper, electronic, emails, databases, etc.

3.

3.1

Purpose

The purpose of this policy is to provide a framework for ensuring that the provisions of the
Freedom of Information Act 2000 are adhered to. In particular that:

A significant proportion of information about the University and its activities is made
available to the public as a matter of course through the Publication Scheme;

Other information not included in the Publication Scheme is readily available on request;

All requests for information are dealt with in an efficient and timely manner, and

In all cases where information maybe covered by an exemption, due consideration is given
as to whether or not the information should be disclosed, with appropriate regard to the
public interest, the rights of data subjects, legal obligations and issues of information access
and security.
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6.1

6.2

Responsibilities

The University supports public access to information and recognises its statutory duty under
the Act to provide a general right of access to information held.

Overall responsibility for this policy and ensuring that the University complies with the Act
lies with the University Secretary.

Day to day responsibility for: responding to requests; providing advice; maintaining the
Publication Scheme; developing guidance material and promoting compliance with the Act
and this policy lies with the Information Governance Officer.

All staff who receive written requests for information, including via email, should:

Not refuse requests for information
Forward the request for information to foirequests@worc.ac.uk

Charges

Unless otherwise specified information made available through the University’s Publication
Scheme will be provided free of charge.

The University does, however, reserve 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. The appropriate limit is specified as £450 in the Act. This represents the
estimated costs of one person spending 18 hours in determining whether the University
holds the information, locating, retrieving, and extracting the information. The University is
required by law to calculate the time spent responding to requests at no more than £25 per
person per hour, regardless of their pay grade.

If the University reasonably believes that the cost of providing the information will exceed
£450 or it will take more than two to two and half days to respond to the request, the
University is entitled either to refuse the request altogether or to charge for all the time
taken to respond. All decisions on such matters are at the discretion of the University
Secretary.

Exemptions

There are 23 exemptions provided under the Act, some where the public interest test
applies, and others which are absolute exemptions.

The University may decide that some information it holds could be regarded as exempt
information under the Act. Where a request is made for information which includes that
covered by a qualified exemption, the University will consider the public interest test (para
7) and may in some circumstances withhold the requested information.
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In instances where an exemption is claimed, the University will issue a refusal notice clearly
stating the exemption applied and supply details of its appeals procedure.

Public Interest Test

Section 2 of the Act sets out the circumstances under which a public authority may refuse an
FOI request. In those cases where a qualified exemption might apply the University is
obliged to consider whether there is a greater public interest in providing the information to
the applicant or in maintaining that exemption. Each FOI request where this test needs to
be applied will be approved by the University Secretary.

Appeals and Complaints

Where a request for information under the general right of access is denied or the requestor
is unhappy or has a complaint or comment about the way in which their request for
information was handled they should contact the University Secretary. Information detailing
the procedure for complaints shall be provided with each FOI response.

If the requestor’s concerns cannot be resolved informally then they have the right to request
an internal review to the University Secretary in the first instance.

If the requestor is not content with the outcome of their complaint, they can apply, under
Section 50 of the Act, to the Information Commissioner ( https://ico.org.uk/ ) for a decision
on whether their request for information to the University has been dealt with in
accordance with the requirements of the Act. The Information Commissioner will then issue
a ‘decision notice’ to the applicant and the University.

Publication Scheme

Section 19 of the Act places a duty on every public authority to:

Adopt and maintain a scheme which relates to the publication of information by the
authority and is approved by the Information Commissioner

To publish information in accordance with its publication scheme

To review its publication scheme from time to time.

The University’s Publication Scheme is available here

Information Commissioner

The Information Commissioner, who is an independent public official responsible directly to
Parliament, has responsibility for overseeing and enforcing both the FOI Act and Data
Protection Act 2018 and the UK GDPR. In addition to the above the Commissioner has
responsibility for upholding information rights of individuals and providing advice and
support to organisations.


https://www2.worc.ac.uk/informationassurance/publication-scheme.html

11. Related Policies

This policy has been formulated within the context of the following university documents:

e Data Protection Policy
e Special Category and Criminal Convictions Policy
e Personal Data Breach Notification Procedure

12. Further information

Any queries relating to Freedom of Information should be referred in the first instance to
the Information Governance Officer



https://www2.worc.ac.uk/informationassurance/documents/Data%20Protection%20Policy%20MASTER.pdf
https://www2.worc.ac.uk/informationassurance/documents/Special%20category%20data%20policy.pdf
https://www2.worc.ac.uk/informationassurance/content_images/Data_Breach_Incident_Management_Procedure_v1.0_May2018(2).pdf
mailto:gemma.harris@worc.ac.uk

