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1. Introduction 

Larkholme Primary School is committed to maintaining a transparent and 
accountable environment in accordance with the Freedom of Information Act 2000 
(FOIA) and subsequent regulations. This policy outlines how the school manages 
requests for information and ensures compliance with legal obligations. 

2. Purpose 

The purpose of this policy is to: 

• Provide a clear framework for handling Freedom of Information (FOI) 
requests. 

• Ensure compliance with the FOIA 2000 and any subsequent amendments. 
• Promote transparency and accountability within the school community. 
• Inform staff, students, parents, and the public about their rights regarding 

information access. 

3. Scope 

This policy applies to all information held by Larkholme Primary School, in any 
format, whether physical or electronic, that is not exempt under the FOIA 2000. It 
covers: 

• Administrative records 
• Educational materials 
• Financial documents 
• Personnel information (excluding personal data as per GDPR) 
• Meeting minutes and reports 

4. Definitions 

• Freedom of Information (FOI) Request: A request made by an individual for 
access to information held by the school. 

• Public Authority: In this context, Larkholme Primary School as a state-
funded primary school. 

• Exempt Information: Information that is protected from disclosure under 
specific sections of the FOIA 2000. 

5. Legal Framework 

Larkholme Primary School operates under the FOIA 2000, which grants individuals 
the right to access recorded information held by public authorities. The Act promotes 
openness and transparency in the public sector, ensuring that information is 
accessible unless specific exemptions apply. 

6. Making an FOI Request 

6.1 How to Make a Request 

Requests for information should be: 

• Written: Email, letter, or via the school’s template request form (Appendix 1). 
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• Clear and Specific: Clearly describe the information sought to facilitate an 
efficient response. 

6.2 Contact Details 

FOI requests should be directed to: 

Miss Karen Moore (FOI Officer) 
Larkholme Primary School  
Windermere Avenue 
Fleetwood 
FY7 8QB 
Email: sbm@larkholme.lancs.sch.uk 
Phone: 01253 874024 

7. Handling Requests 

7.1 Acknowledgment 

Upon receiving an FOI request, the FOI Officer will acknowledge receipt within five 
working days and provide an estimated timeline for a response. 

7.2 Processing the Request 

The FOI Officer will: 

• Assess whether the information requested is held by the school. 
• Determine if any exemptions apply. 
• Locate and review the relevant information. 
• Compile and redact information as necessary. 

7.3 Response Time 

The school aims to respond to all FOI requests within 20 working days. If additional 
time is required, the requester will be informed promptly with an explanation. 

8. Exemptions and Restrictions 

Under the FOIA 2000, certain information may be exempt from disclosure, including 
but not limited to: 

• Personal data of staff, students, and parents (protected under GDPR). 
• Information that could compromise security or safety. 
• Confidential information relating to third parties. 
• Internal communications and deliberations. 

If an exemption applies, the FOI Officer will inform the requester of the refusal and 
provide reasons based on the relevant exemption clauses. 

9. Appeals and Complaints 

If a requester is dissatisfied with the response: 
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9.1 Internal Review 

They may request an internal review by contacting the FOI Officer within 40 working 
days of the original decision. 

9.2 Information Commissioner’s Office (ICO) 

If still dissatisfied after the internal review, the requester can escalate the matter to 
the ICO for an independent review. 

10. Data Protection 

While handling FOI requests, [School Name] ensures compliance with the Data 
Protection Act 2018 and GDPR. Personal data is protected and only disclosed when 
legally permissible under FOI exemptions. 

11. Staff Responsibilities 

All staff members are responsible for: 

• Understanding and adhering to this FOI policy. 
• Assisting the FOI Officer in processing requests. 
• Ensuring that information disclosed complies with legal and policy 

requirements. 

12. Training and Awareness 

Regular training will be provided to staff to ensure understanding of FOI obligations 
and procedures. Awareness campaigns will be conducted to inform the school 
community about their rights and responsibilities under this policy. 

13. Policy Review 

This policy will be reviewed annually or as required to ensure ongoing compliance 
with legislation and best practices. Feedback from staff, students, and the 
community will be considered in the review process. 

14. Contact Information 

For further information or clarification regarding this policy, please contact: 

Miss Karen Moore (FOI Officer) 
Email: sbm@larkholme.lancs.sch.uk 
Phone: 01253 874024 
 
Approved by: 
Ms Claire Gilmour 
Headteacher, Larkholme Primary School 
 
Date: 2nd October 2025 
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Appendix 1: Sample FOI Request Form 

To facilitate the FOI request process, Larkholme Primary School provides the 
following sample form which requesters may use: 

Freedom of Information Request Form 

1. Your Details 

• Name: 
• Address: 
• Email: 
• Phone Number: 

2. Details of the Information Requested 

• Description of Information: 

(Please be as specific as possible to help us locate the information.) 

 

 

 

 

 

3. Additional Information 

• Format Preferred: 
o Electronic copy 
o Hard copy 
o Other: 

4. Declaration 

I confirm that I am making this request under the Freedom of Information Act 2000. 

Signature: 
Date: 

 

Notes: 

• While this policy provides a comprehensive framework, schools should tailor it 
to their specific needs and circumstances. 

• Ensure all contact details and designated officers are accurately reflected. 
• Regularly consult the latest guidelines from the Information Commissioner’s 

Office (ICO) to stay updated with any changes in legislation or best practices. 


