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1. Background and Context 

1.1. Background 

The Freedom of Information Act (FOI) was passed in 2000; the act gives the public a general right of 

access to almost all types of recorded information held by public authorities. The Act came into full effect 

on 1 January 2005. 

Southport Education Group (the ‘College’) as a public authority as defined by the Act, recognises its 

responsibility and is committed to promoting a culture of openness and transparency with all the 

information it holds to meet the requirements of the FOI. 

The Act places a statutory obligation on all public bodies to publish details of all recorded information 

that they hold and to allow the general public to have access to this information on request, except where 

an exemption applies e.g., data protection, personal health and safety or to protect its commercial 

interests. 

1.2. Definitions 

In the context of FOI, ‘information’ is defined as each item of material held by the College in paper or 

electronic form. This includes but is not limited to, all draft documents, agendas, minutes, emails, diaries, 

handwritten notes and all other recorded information. 

2. Authority and Scope of the Guidelines 

The College’s Freedom of Information Policy has been produced to ensure compliance with the 

provisions of the FOI. The policy incorporates guidance from the Information Commissioner’s Office 

(ICO). The Information Commissioner has the ability to monitor organisational compliance, issue 

undertakings, serve information and enforcement notices and, if needed, initiate court proceedings to 

ensure compliance. 

The policy applies to all members of staff including any staff working for, or on behalf of, the College, 

such as contractors, temporary, casual or agency staff. It is a condition that employees abide by any 

policies, procedures, codes of practice and values issued by the College. 

The Freedom of Information Act covers any recorded information, including, but not limited to, printed 

documents, computer files, letters, emails, photographs and sound or video recordings that are held. 

 

3. Responsibilities 

The College has a responsibility to ensure the implementation of the provisions of the Act. 

All staff are responsible for ensuring that the records they manage are accurate and complete and that 

all requests are handled efficiently and promptly in accordance with the FOI guidelines. 

Every member of staff must recognise that all recorded information may be provided to the public and 

in every case, the law requires there to be unconditional disclosure unless one of the statutory 

exemptions/exceptions applies. 

All College staff should be aware that any breach of the FOI Act may result in disciplinary action. 

 

 

 



 
4. The FOI Act 

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

 a) adopt and maintain a scheme which relates to the publication of information by the authority and is 

approved by the ICO; 

 b) publish information in accordance with its publication scheme; 

 c) review its publication scheme from time to time. 

 The College has adopted the model publication scheme approved by the ICO. 

 The Scheme sets out the types of information the College publishes in accordance with the guidelines 

set out by the ICO, and these are: 

 a) who we are and what we do 

 b) what we spend and how we spend it; 

 c) what are our priorities and how we are doing; 

 d) how we make decisions; 

 e) our policies and procedures; 

 f) lists and registers; 

 g) the services we offer. 

Our Publication scheme can be found in Annex A. 

 

5. Request for Information 

5.1. Managing requests for information 

The College has existing processes for providing information to members of the public and other persons 

which are not superseded by this policy. Requests for information generated as part of existing processes 

may be answered as ‘business as usual’ if it is deemed reasonable to do so. Requests for information not 

included in the Publication Scheme can be actioned on receipt of a specific written request. Requests do 

not need to mention FOI but must: 

 • Be in writing (which includes email, letter) 

 • Give the applicant’s name and return address, and 

 • Details the information requested. 

Requests should be addressed via email to dataprotection@southport.ac.uk.  There is no legal 

requirement for the applicant to provide reasons for why they require the information and how the 

information will be used. The applicant does not need to demonstrate that they have a good reason or 

a legitimate interest for seeking the information.  

5.2. Responding to a Request 

The college will acknowledge a request when it is received. The College will respond to a request 

promptly and by the twentieth working day following receipt of the request. The 20-working day period 

starts on the working day after the day on which Colleges receive the request (for example, if Colleges 

receive a request on a Friday, time starts running on the following Monday).  

mailto:dataprotection@southport.ac.uk


 
Working days exclude weekends and bank holidays but include days when Colleges are closed but which 

are neither weekends nor bank holidays. If the College is unable to respond to the request within 20 

working days, the requestor will be contacted with an explanation and request an extension of time. The 

response will confirm whether or not the College holds the information; if it does hold the information, 

the College will release it. However, some information may be exempt from disclosure under one of the 

exemptions in the Act. 

The College has the right to charge applicants for supplying the requested information but is under no 

obligation to provide information if the cost of doing so would be in excess of an ‘appropriate limit’ 

(£450). 

5.3. Request for further information 

Where it is reasonable to do so, the applicant may also be asked for further details of the request to 

enable them to identify and locate the information requested, e.g., 

• Where the request is not in English, 

• Where the request is not sufficiently precise for us to be clear about what information is sought, 

or 

• Where a more focused request would assist us in reducing the cost of compliance below the 

appropriate limit. 

If the College reasonably asks for further details to allow compliance with the request, the 20-working 

day period does not start running until further details have been received. 

5.4. Time limit for compliance 

The College must comply with a request promptly, and in any event, will have 20 working days to 

respond. If we require an applicant to pay a fee, the 20-working day period stops on the working day 

before the day on which we send a fee notice to the applicant and re-starts the working day after we 

receive the fee. If one of the qualified exemptions applies to the information requested and we have to 

apply the public interest test, we may extend the 20-working day period for a reasonable time to consider 

the public interest test. We must notify the applicant of the estimated date for response. 

5.5. Requirement to advise and assist 

We are aware that under the FOI there is a duty to advise and assist those making a request. This means 

that we will try and be as helpful as possible when responding to a request We will, amongst other things: 

• Publish procedures for dealing with Freedom of Information requests, including an email address 

for information and assistance; 

• Assist the applicant to enable them to describe more clearly the information requested; 

• Consider whether any suitable information is available free of charge if the applicant is not 

prepared to pay the requested fee; and 

• Where the cost of complying with the request would exceed the appropriate limit, consider what, 

if any, information could be provided within the cost ceiling. 

 



 
6. Exemptions 

There are several exemptions under the FOI where the College is not required to provide the information 

requested. The Act also limits the circumstances in which information can be withheld. In cases where 

the College considers a request to be subject to an exemption, consideration will be given as to whether 

or not the information can be disclosed. This would take into account the public interest, the rights of 

data subjects, legal and contractual obligations and issues of information access and security. 

Information will only be withheld in accordance with the exemptions specified by legislation, and the 

reasons for applying the exemption will be provided to the requester. A full list of the exemptions can be 

found on the ICO’s website. 
 

7. Fees and Charges 

Unless otherwise specified, information will be made available through the College’s website and if 

possible, information will be free of charge. The college does, however, reserve the right to charge an 

appropriate fee for processing a specific request, this is in accordance with the Act and applicants will be 

advised of any such charges upon request. 

Charges may be made for actual disbursements incurred such as:  

- photocopying charged at a cost of 10p per A4 greyscale print. 

- postage and packaging charged at cost rate depending on size and location 

Charges may also be made for information provided under this scheme where they are legally 

authorised, they are in all the circumstances, including the general principles of the right of access to 

information held by public authorities, justified and are in accordance with a published schedule of  the 

above fees. Charges may also be made for making datasets (or parts of datasets) that are relevant 

copyright works available for re-use. These charges will be in accordance with the terms of the Re-use of 

Public Sector Information Regulations 2015, where they apply, or with regulations made under section 

11B of the Freedom of Information Act, or with other statutory powers of the public authority.    If a 

charge is to be made, confirmation of the payment due will be given before the information is provided. 

Payment may be requested prior to provision of the information.   
 

8. Review Procedure 

If the requester is unhappy with the way in which their request has been handled, they can request a 

review by contacting learnervoice@southport.ac.uk. A request for an internal review should be 

submitted within 40 days of receipt of the response to the request. The requestor should specify why 

they do not agree with the initial response and what factors they would like to be taken into account as 

part of the review. 

This should include any public interest arguments for disclosure. The request for review will be dealt with 

within 20 working days of receipt. If the review will take longer to conduct, the requestor will be informed 

of why and when to expect a response. If the requestor remains dissatisfied with the handling of their 

request or complaint, they have a right to appeal to the ICO at: 

The Information Commissioner’s Office, 

Wycliffe House, Water Lane, Wilmslow, 

Cheshire, SK9 5AF. 

Telephone: 0303 123 1113 

Website: www.ico.org.uk 

 

mailto:learnervoice@southport.ac.uk
http://www.ico.org.uk/


 
Annex A 

A publication scheme is a document listing the information that Southport Education Group publishes and 
makes available to the public, as a requirement under the Freedom of Information Act 2000. Section 19 of 
the FOIA requires Public Authorities (i.e. Government and other public sector bodies, including Universities 
and Further Education Colleges) to produce “Publication Schemes”, which are schedules of information to 
be routinely published by the Public Authorities. 

To request information available through our publication scheme, please contact us at: 

Publications Scheme Enquiry c/o Data Protection Officer 
Southport Education Group 
Mornington Road, 
Southport, 
Merseyside, 
PR9 0TT 

Information can be requested electronically, or at a cost of 10p per A4 greyscale print. 

CLASS 1 – WHO WE ARE AND WHAT WE DO 

 

Legal framework, Instrument of Government or 

Articles of Association  

Policies & Statements  

Organisational Structure  –Governance 

–Our Senior Leadership Team 

Gender Pay Gap Reporting  Policies & Statements  

Lists of and information relating to organisations 

you work in partnership with and any companies 

you wholly or partially own  

Our key partners include the Department of education 

(DfE), Education and Skills Funding Agency (ESFA), and 

the Liverpool  Combined Authority (LCR).   

Location and contact details  Southport College, 
Mornington Road, 
Southport, 
Merseyside, 
PR9 0TT 
01704 500606 
 
KGV College, 
Scarisbrick New Road, 
Southport, 
Merseyside, 
PR8 6LR 
01704 530601  

file:///C:/Users/bonwickp/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RMFNEAM6/Policies%20&%20Statements
https://www.southport.ac.uk/about/governors
https://www.southport.ac.uk/about/senior-leadership-team
file:///C:/Users/bonwickp/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RMFNEAM6/Policies%20&%20Statements
https://www.gov.uk/government/organisations/department-for-education
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.liverpoolcityregion-ca.gov.uk/
tel:01704530601


 

Student Activities   Student Life Southport College 
 Student Life KGV College  

 

CLASS 2 – WHAT WE SPEND AND HOW WE SPEND IT 

 

Funding or income  ESFA 

LCR 

SLC 

Budgetary and account information  Policies & Statements  

Expenditure  Expenditure List – contracts over £15,000 are 

available on request. 

Financial audit reports   Available upon request 

Capital programme  Estates Strategy – available on request 

Financial regulations and procedures   Available upon request 

Staff pay and grading structures  Available upon request 

Staff allowances and expenses  Available upon request 

Governors’ allowances  Available upon request 

Register of suppliers   Available upon request 

Procurement and tender procedures and reports, 

and contracts  

Available upon request 

TU facility time reporting  Reported in annual statements 

 

https://www.southport.ac.uk/student-life
https://kgv.ac.uk/student-life
https://www.gov.uk/government/organisations/education-and-skills-funding-agency
https://www.liverpoolcityregion-ca.gov.uk/
https://www.gov.uk/government/organisations/student-loans-company
file:///C:/Users/bonwickp/AppData/Local/Microsoft/Windows/INetCache/Content.Outlook/RMFNEAM6/Policies%20&%20Statements
https://www.southport.ac.uk/about/policies-and-statements#college-published-info


 
CLASS 3 – WHAT OUR PRIORITIES ARE AND HOW WE ARE DOING 

Annual report   Financial Report and Statements  

Self-assessment report Available upon request 

Corporate and business plans   Strategic Plan  

Teaching and learning strategy   Available upon request 

Academic quality and standards   Available upon request 

Most recent Ofsted, Estyn or Education and Training Inspectorate 

inspection report   

Ofsted Reports  

Exam and assessment results   Available upon request 

Performance tables   Available upon request 

Quality assurance procedures  Available upon request 

External review information  Available upon request 

Corporate relations  Employers and Stakeholders  

Government and regulatory reports  Our Policies, Reports and 

Documents  

 

CLASS 4 – HOW WE MAKE DECISIONS 

Minutes, agendas and papers from the governing body, council, academic boards, 

steering groups and committees 

– Corporation Board 

– Audit Committee 

– Resources 

Committee 

– Standards 

Committee 

– Governance 

Committee 

 

https://www.southport.ac.uk/about/policies-and-statements#college-published-info
https://www.southport.ac.uk/about/policies-and-statements#college-published-info
https://reports.ofsted.gov.uk/provider/31/130491
https://www.southport.ac.uk/employers
https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes
https://www.southport.ac.uk/about/governors/governors-minutes


 
CLASS 5 – OUR POLICIES AND PROCEDURES 

Current written protocols, policies and 

procedures for delivering our services 

and responsibilities 

– Our Policies, Reports and Documents  

Complaints policies and procedures  – Complaints, Comments and Suggestions 

Records management, personal data 

and access to information policies  

– Freedom of Information, Data Protection Policy 

Charging regimes and policies  Southport Education Group may charge a fee when providing a 

response to an FOI request.  More information can be found in 

our Freedom of Information, Data Protection Policy 

 

CLASS 6 – LISTS AND REGISTERS 

Any information you are currently legally required to hold in publicly available registers, 
asset registers, provided hospitality, etc.   

Available upon 
request 

 

CLASS 7 – THE SERVICES WE OFFER 

Prospectus and course content    Courses at Southport College 
 Course at KGV College  

Services for outside bodies  – Hire our Facilities 

– Employers and Stakeholders 

– Clouds Restaurant 

– Concept Salons 

Welfare and counselling services   – Student Services 

Funding, such as grants and bursaries, available to students from the 

college   

– Fees and Financial Help 

Services for which you are entitled to recover a fee together with those 

fees 

– Fees and Refunds Policy 

https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/about/policies-and-statements
https://www.southport.ac.uk/subjects-and-courses
https://kgv.ac.uk/
https://www.southport.ac.uk/student-life/facilities
https://www.southport.ac.uk/employers
https://www.southport.ac.uk/student-life/facilities/clouds-restaurant
https://www.southport.ac.uk/student-life/facilities/concept-salons
https://www.southport.ac.uk/student-support
https://www.southport.ac.uk/student-portal/college-bursary-fund
https://www.wlc.ac.uk/about-us/our-policies-reports-and-documents/


 

Conference facilities   – Hire our Facilities 

Advice and guidance   – Information, Advice and 

Guidance 

Media releases – College News 

 

 

https://www.southport.ac.uk/student-life/facilities
https://www.southport.ac.uk/student-support/careers-advice
https://www.southport.ac.uk/student-support/careers-advice
https://www.southport.ac.uk/news
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