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GREENHEAD COLLEGE  
FREEDOM OF INFORMATION POLICY 

 
 

Introduction 
 

At Greenhead College, we are committed to openness, transparency, and accountability.  In 
accordance with the Freedom of Information Act 2000, we adopt the Information Commissioner’s 
Office (ICO) Model Publication Scheme.  This publication scheme commits the College to make 
information available to the public as part of its normal business activities.  The information 
covered is included in the classes of information mentioned below, where this information is held 
by the College.   
 
This policy applies to all recorded information held by the College, including governance, policies, 
financial matters and academic provisions.  Information classed as personal or exempt under 
relevant legislation is not covered by this scheme. 
 
This policy outlines how information is published, how requests can be made, and the procedures 
for responding to FOI requests. 

 
Classes of Information 
 

We proactively publish information under the following categories, as prescribed by the ICO 
Model Publication Scheme: 
 
Who we are and what do: Legal framework, Instrument and Articles of Government, College 
structure, location and contact details, strategic plans. 
 
What we spend and how we spend it: Financial information relating to projected and actual 
income and expenditure, tendering, procurement and contracts. 
 
What are our priorities and how we are doing: Performance indicators, inspection reports and 
strategic objectives. 
 
How we make decisions: Minutes of governing body meetings, consultation processes and 
decision-making frameworks. 
 
Our policies and procedures: Current written protocols for delivering our function and 
responsibilities. 
 
Lists and registers: Information held in registers required by law and other lists and registers 
relating to the functions of the College. 
 
The services we offer: Educational programs, student support services, extracurricular activities 
and community engagement initiatives. 
 
The classes of information will not generally include: 
 

• The disclosure of information of which is prevented by law, or exempt under the Freedom 
of Information Act, or is otherwise properly considered to be protected from disclosure. 

• Information in draft form. 
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The method by which information published under this scheme will be made available 
 
 Where it is in the capability of the College, information will be provided on our website.  Where it 

is impracticable to make information available on a website, we will indicate how information can 
be obtained by other means and provide it by those means. 

 
 Information will be provided in the language in which it is held or such other language that is 

legally required.  Where the College is legally required to translate any information it will do so. 
 

Obligations under disability and discrimination legislation and any other legislation to provide 
information in other forms and formats will be adhered to when providing information in 
accordance with this scheme. 
 

Exemptions and Charges 
 

The Corporation has agreed that confidentiality must be observed in accordance with the Data 
Protection Act 2014 and the exemptions in the Freedom of Information Act, which allows for 
information to be withheld or qualified. This includes personal information deemed sensitive 
under the Data Protection Act 2014 and information where a public interest test applies.  The 
categories for determining confidentiality are: 

 

a.  personal information relating to an individual; 
 

b.  information provided in confidence by a third party who has not authorised its disclosure; 
 

c.  financial or other information relating to procurement decisions, including information relating 
to the College negotiating position, during the course of those negotiations; 

 

d.  information relating to the negotiating position of the College in employment relations matters, 
during the course of those negotiations; 

 

e.  information relating to the financial position of the College where the Corporation is satisfied 
in good faith that disclosure might harm the College or its competitive position; 

 

f.  legal advice received from or instructions given to the College by legal advisors; 

 

g.  information planned for publication in advance of that publication, and/or 
 

h.  information not otherwise covered above but considered to be commercially sensitive by the 
Principal. 

 
The purpose of the scheme is to make the maximum amount of information readily available at 
minimum inconvenience and cost to the public.  Charges made by the College for routinely 
published material will be justified and transparent and kept to a minimum. 
 
Material which is published and accessed on a website will be provided free of charge. 
 
Charges may be made for information subject to a charging regime specified by Parliament.  
Charges may be made for actual disbursements incurred such as: 

• photocopying 

• postage and packaging 

• the costs directly incurred as a result of viewing information. 
 

Charges may also be made for information provided under this scheme where the College is 
legally authorised to do so, 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 or schedules of fees which is readily available to the public. 
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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. 

 
How to request information 
 

 Information held by a public authority that is not published under this scheme can be requested 
in writing, when its provision will be considered in accordance with the provisions of the Freedom 
of Information Act (2000). 
 
All written requests will be responded to within the legal timeframe wet out within the legislation.  
The College has a set guidance for handling all FOI requests which is: 
 

Validate: The DPO will ensure that the FOI is a legitimate submission 

Process: The DPO will work with the relevant departments to gather the information 

Submit: The DPO will submit the information to the requesting party 

Log: The DPO will log the FOI on the College FOI request log 

Manage: The DPO will handle any complaints and issues regarding FOIs 

 
 
Members of the public can request specific information not included in the publication scheme by 
contacting the College Data Protection Officer (DPO): 
 
Sarah Walters: dpo@greenhead.ac.uk 

 
Complaints 

  
 If a requester is dissatisfied with a response, they may seek a review by contacting the DPO.  
Further appeals can be made to the Information Commissioner’s Office (ICO), Wycliffe House, 
Water Lane, Wilmslow, Cheshire, SK9 5AF – www.ico.org.uk 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

mailto:dpo@greenhead.ac.uk
http://www.ico.org.uk/
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Appendix A: Class of information detail 

 
The columns used are shown below: 
 

Class 
 
Examples of the type 
of information that fit 
in this class.  

Description 
 
A brief description to 
aid the public in 
understanding what 
the type of 
information is. 

Format 
 
The media in which the 
information is to be 
provided, i.e. paper or 
electronically (via the 
Internet or email). 
 

Fee 
 
Whether there is a 
charge for any of the 
information within 
each class. 

  
 1. Who we are and what we do 
 
Organisation information, locations and contacts, constitutional and governance 
 

 Class Description Format Fee 

1.1  
 
 
 
 
 
Legal framework 

 
This class contains information relating to how the 
institution was established and its standing from the 
point of view of the law. Ultimately the corporate status 
of Greenhead College’s corporations is conferred by the 
relevant statutes, in particular the Education Reform Act 
of 1988 and the Further and Higher Education Act 1992. 
The actual legislation is already publicly available, for 
example on the HMSO web site 
(www.legislation.hmso.gov.uk/ acts.htm). 
 
Further information includes the Instrument and Articles 
of Government for the College.  

 
Website 
 
 
 
 
 
 
 
 
 
Paper 

 

1.2  
 
 
 
How the institution 
is organised 

 
This class contains information relating to how the 
individual units of the institution are organised and where 
each unit fits in the overall structure of the institution. 
Examples of the type of information in this class include: 
 

• Organisational structure chart; 

• Description of work/responsibilities of departments; 

• Prospectus. 
 

 
 
 
 
Website
& paper 

 

1.3  
 
 
 
Information on the 
institutional context 

 

• The College Mission Statement is in the prospectus 
and appears on the College website; 

• Relevant sections of the Corporation’s Strategic Plan 
and the College Self-assessment Report; 

• The College’s quality assurance procedures; 

• The College prospectus. 
 

 
 
 
Paper 
(and 
website 
as noted) 

 

1.4  
 
 
 
 
 
 

 
This class contains information relating to how the 
institution’s management structure is organised and the 
function and purpose of each part of the management 
structure.  
 

• The composition, roles and responsibilities of the 
Corporation, including the names of members; 

 
 
 
 
 
 
e-
records 
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Management 
structure 

• Codes of Conduct for members of the Governors; 

• Description of the sub-structures and Committees 
supporting them; 

• Terms of reference, membership and mode of 
operation of all Committees in the formal structure; 

• Code of practice for College elections (e.g. Student 
Council) and Committee procedures; 

• Minutes and papers of Governing Body, Corporation 
meetings, Sub-Committees etc. 

• Search Committee and procedures. 

 
Website 
 
Paper 
 
 

1.5 Gender Pay Gap 
Reporting 

This class contains information on gender pay gap 
reporting in line with current Government guidance 

Website  

1.6 Location and 
Contact Details 

This class contains key contacts including relevant 
phone numbers and email addresses as well as the 
location of the College 

Website  

 
2. What we spend and how we spend it  

Financial information relating to projected and actual income and expenditure, procurement, 
contracts and financial audit. 

 
 

 Class Description Format Fee 

2.1 

 
 
 
Finance 
(for the current and 
previous two 
financial years) 
 

 

• Budgets and Accounts: periodic reports to 
Corporation; 

• Goods and services: see Financial Procedures 
Handbook; 

• Remuneration of senior staff (published in annual 
accounts); 

• Travel and subsistence: published on expenses and 
CPD forms. 

 

 
 
 
 
Paper 

 

2.2 

 
 
 
Resource planning 

 

• Financial regulations; 

• Annual accounts;  

• Annual budget (as it appears in the final accounts); 

• Planning and budgeting procedures; 

• Strategic Plan/Mission statement; 

• Annual report. 
 

 
 
 
Website 
Paper 

 

2.3 
Procurement • Procurement Policy 

• Procurement opportunities 

Website 
Paper 

 

 
3. What are our priorities and how we are doing  

Strategies and plans, performance indicators, audits, inspections and reviews 

 

 Class Description Format Fee 

3.1 
Reports and 
Recorded 
Information 

• Annual Report 

• Most Recent Ofsted 

• Exam and assessment results 

• Strategic Plan 

• Accountability Statement 

Website 
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4. How we make decisions  

Decision making processes and records of decisions 

 

 Class Description Format Fee 

4.1 Governance 
• Admissions Policy 

• Minutes of meetings of the governing body 
Website 

 

 
 
5. Our Policies and Procedures  

Current written protocols, policies and procedures for delivering our services and 
responsibilities. 

 

 Class Description Format Fee 

5.1 College Business 

• Code of Practice 

• Conflicts of Interest Policy 

• Complaints Policy 

• Procurement Policy 

• Reserves Policy 

• Standing Orders 

Website 

 

5.2 Academic Services 

• Plagiarism Policy 

• Student Re-engagement Policy and Procedure 

• Support to Study Policy 

• Predicted Grades Policy 

• Safeguarding Policy 

• SEND Policy 

Website 

 

5.3 Student Services 

• Bursary Policy 

• Careers Education Information Advice and Guidance 
Policy 

• Out of College Trips, Visits, Enrichment and 
Activities Policy 

• Online Safety Policy 

Website 

 

5.4 HR 

• Bullying and Harassment Policy 

• Diversity and Inclusion Policy 

• LGPS Employer Discretions Policy 

• Mental Health and Well-being Policy 

• Recruitment and Selection Policy 

• Prevention of Sexual Harassment Policy 

• Code of Conduct for Governors Policy 

Website 

 

5.5 
Estates and Health 
& Safety 

• Disaster Management and Business Continuity 
Policy 

• External Contractors Safeguarding Policy 

• Health and Safety Policy 

• Lettings Policy 

Website 

 

5.6 
Records 
Management 

• Data Protection Policy 

• Freedom of Information Policy 

• CCTV Policy 

• Privacy Notices 

Website 
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6. Lists and Registers  

Information held in registers required by law and other lists and registers relating to the 
functions of the College 

 

 Class Description Format Fee 

6.1 Assets • Asset Register Paper  

6.2 Disclosure Logs • FOIA and EIR requests Paper  

6.3 Governance 
• Register of Interests 

• Gifts and Hospitality Register 
Paper 

 

 
7. The services we offer  

Information about the services the College provides, including leaflets, guidance and 
newsletters 

 

 Class Description Format Fee 

7.1 Services 

• Prospectus and Course information 

• Extracurricular 

• Counselling 

• Lettings 

• Careers advice 

• Bursary Support 

Website 
Moodle 
Website 
Website 
Website 
Website 
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Policy title: Freedom of Information Policy 

Policy owner: Sarah Walters, Director of Estates & Operations 

 

EIA Date: 24.06.2021  

Main aims and purpose of the policy:  

The purpose of the Freedom of Information policy is to outline how the College manages in relation to 
public access to information is to demonstrate that it is open and accountable in the conduct of business 
and decision-making. The College has produced a Publication Scheme to meet the requirements of the 
Freedom of Information Act 2000 (FOIA). Details are available on the College website or by contacting 
the College or Clerk to the Corporation. The College also complies with the Data Protection Act 1998 and 
ensures that personal data is dealt with appropriately. 
Type of policy connect to EIA:    

• Proposed new policy   

• Undertaking a review of an existing policy   

• Other (please state):   

 

Please identify any potential impacts that the policy or development of this policy could have, on 
any of the equality grounds identified below. 

 
Equality Ground 

 
Identified Impact 

Age 
 
 

The policy is consistent in its approach to the freedom of 
information policy regardless of age. 

Disability 
 
 

The policy is consistent in its approach to the freedom of 
information policy regardless of disability. 

Gender (including gender identity)  
 
 

The policy is consistent in its approach to matters relating to 
the freedom of information regardless of gender. 

Marriage and civil partnership 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless marital or civil 
partnership status 
 

Pregnancy and maternity 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of pregnancy 
or maternity. 

Race 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of race. 

Religion or belief 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of religion or 
belief.  

Sex 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of sex. 

Sexual Orientation 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of sexual 
orientation. 

Social / Health Inequalities 
 
 

The policy is consistent in its approach to the management 
of the freedom of information policy regardless of social 
status/health inequalities. 

Select one of the four outcomes below to indicate how the development/implementation of the 
policy will be progressed and state the rationale for the decision.   

Outcome 1:   No change required – the assessment is that the policy is/will be robust 
and/or  

  

 promotes Diversity and Inclusion.   

Outcome 2:   Adjust the policy – this involves taking steps to address any adverse 
impacts 
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 before the policy has been developed.   

 
Outline these steps: 
 

Outcome 3:   Continue the policy while mitigating against any potential adverse impacts.   

Outline how these adverse impacts can be mitigated against: 
 
Outcome 4:   Immediate referral to SLT/Governors, as there are adverse effects which 

cannot be 
  

 prevented or mitigated against.   

 

Details of further steps (if required) 
 
 
 
 
 
 
 
 
 
 

 

 


