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1. Policy Statement.  

1.1 The Freedom of Information Act (FOIA) 2000 provides public access to recorded 
information held by public authorities, including Academies and Multi Academy Trusts 
(MAT), subject to certain exemptions. 

1.2 The right to information only covers recorded information which includes information 
held on computers, in emails and in printed or handwritten documents as well as 
images, video and audio recordings. 

1.3 EAST is committed to complying with the FOIA. 

 

2. Procedure for Making a Request for Information. 

2.1 EAST requires requests for information to be made in writing, and in accordance with 
the FOIA. EAST will accept requests via post, and email. 

2.2 If the applicant finds it impossible or unreasonably difficult to make a request in 
writing, EAST will consider treating a verbal request for information as if it was a valid 
freedom of information request. 

2.3 Requests for information held by the Trust should be sent to the following  

 via post to:  The Director of Finance and Operations, East Anglian Schools’                        
                             Trust, Farlingaye High School, Ransom Road, Woodbridge,     
                             Suffolk IP12 4JX. 

 via email to:   mail@eastanglianschoolstrust.co.uk 

2.4 Requests for information made to EAST should provide the real name of the 
applicant, an address for correspondence, and should clearly state the information 
that is being requested.  
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3. Duty to Assist.  

3.1 There may be circumstances where it is not clear what information is being 
requested, or where the information requested will cause the appropriate time limit for 
responses to be exceeded.  

3.2 In these circumstances, EAST will seek to provide assistance and advice to the 
applicant to enable EAST to provide the information required, or inform the applicant 
why it is not possible to do so.  

 

4. Time Limit for Responding to Requests for Information.  

4.1 EAST will seek to respond to a request for information promptly. Responses will 
usually be given within 20 school days.  

4.2 Where requests are received within 20 school days of a school holiday, or during a 
school holiday, responses will be given within 60 working days. 

4.3 Where a fee is payable to process the information request, any day between a fee 
notice being sent, and the correct fee being received, will be disregarded when the 
time limit for responses for information to be given is calculated.  

4.4 In the event that EAST is unable to respond to requests in the time scales set out 
above, EAST will respond to the applicant to advise them of this, and provide a new 
time scale.  

4.5 EAST is not obliged to comply with a request for information, if the cumulative time 
spent on locating, retrieving or extracting the requested information is estimated to 
exceed the appropriate time limit set out by the Freedom of Information Act 2000. In 
these circumstances EAST may decide to provide the information requested, if it 
considers it reasonable, and within the public interest to do so.  

 

5. Fees.  

5.1 EAST will not charge for information requested subject to the provisions for FOIA.  

5.2 EAST may charge for requests where costs are incurred through photocopying, 
printing, reproducing information or whereby EAST will incur a significant fee for 
providing the information requested in a specific format. The standard fee for 
photocopying and/or printing will be 5p per sheet. Other costs such as postage may 
be charged. 

5.3 When it is estimated that the time to provide the requested information will exceed the 
appropriate time limit, a fee may be payable. In these circumstances EAST will 
provide the applicant with a fee notice, and details of how the time required has been 
estimated. EAST will give the applicant the opportunity to narrow their request to 
remain within the appropriate time limit.   

5.4 When the applicant indicates that they are not prepared to pay an issued fee notice, 
or they do not make payment within 3 months of the date of issue, EAST is not 
obliged to comply with the original request. EAST will however consider a narrowed 
or amended request. 
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6. Exemptions.  

6.1 The right to be provided with information may be limited by the application of an 
exemption. Some exemptions are absolute, and others are qualified. Where an 
exemption applies, EAST may also be exempt from having to confirm or deny that the 
information exists, as well as from disclosing the information requested.  

6.2 Where a qualified exemption applies, EAST will consider if the public interest in 
maintaining the exemption outweighs the public interest in disclosing the information.  

6.3 Where an exemption applies, EAST will inform the applicant. It will be explained 
which exemption EAST considered the request to fall into, and where appropriate, 
why it has been decided that the public interest in withholding the information 
outweighs the public interest in disclosing it. 

6.4 If all or part of a request is being refused, EAST will send the applicant a written 
refusal notice. This will be required if EAST is refusing to say whether the information 
is held or confirming that the information is held but refusing to release it. 

  

7. Requests for Personal Data. 

7.1 Requests by an individual for their own information subject to the provisions of the 
FOIA will be treated as a subject access request.  

7.2 Requests for the personal information of a third party will be refused where the 
information will breach any of the principles of the General Data Protection 
Regulation (GDPR) or the Data Protection Act 2018. 

 

8. Repeat and Vexatious Requests.  

8.1 EAST will not comply with a request for information which is considered to be 
vexatious.  

8.2 When decisions of whether a request is deemed vexatious it will be considered if the 
request is likely to cause a disproportionate or unjustified level of disruption, irritation 
or distress to EAST, including staff, trustees, members, governors, and any other 
associates. The motive and seriousness of the request will also be considered. 

8.3 A repeat request, or a request deemed to be substantially similar to a previous 
request, will not be fulfilled unless it is deemed that a reasonable length of time has 
passed between the current and previous request.   

8.4 When considering if the length of time passed is reasonable, EAST will consider the 
time that has passed, and the likelihood that the information requested will differ 
significantly to the information provided previously. 

 

9. Complaints.  

9.1 Appeals against any decision not to supply information which EAST considers 
exempt should be made to the Chief Executive Officer (CEO) who will review the 
original decision. Appeals should be sent to the following: The Chief Executive 
Officer, East Anglian Schools’ Trust, Farlingaye High School, Ransom Road, 
Woodbridge, Suffolk IP12 4JX. 

9.2 Complaints about the Freedom of Information processes, procedures, or how a 
request has been dealt with, should be made to the CEO. Complaints should be sent 
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to the following: The Chief Executive Officer, East Anglian Schools’ Trust, Farlingaye 
High School, Ransom Road, Woodbridge, Suffolk IP12 4JX. 

9.3 If an applicant is unhappy with the outcome of their complaint or the way a request for 
information has been dealt with, complaints can be made to the Information 
Commissioner at http://ico.org.uk/make-a-complaint/  

 

 

 

 

 

 

 

 

 

 

 

 


