





1. POLICY STATEMENT
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Managers

f Will ensure that requests for information are passed promptly to the Governance
Officer.

f Will ensure that their team members are aware of the requirements of this policy.

All Staff
I Will pass any requests for information to their line manager promptly.
f  Will ensure that records relating to the work of the college are kept up to date,

accessible and stored in line with the Information Security Framework and Retention
Schedule.

. Will comply with the requirements of this policy.

4.  Publication Scheme
Coleg Gwent has in place a Publication Scheme based on the model Publication Scheme for
Further Education Colleges approved by the Information Commissioner’s Office (ICO). The
Publication Scheme is available on the College website and includes details of the type of
information held by the College and the format(s) this information is available in, including
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7. The Right of Access and Duty to Confirm or Deny
Both the FOIA and EIR give the public a general right of access to information recorded and
held by the College. This right of access does not include the right to view original
documents, although where appropriate, requestors may be offered the opportunity to
view originals.

The College also has a duty to confirm or deny whether information is held. The
Governance Officer will provide this confirmation when responding to a request. This duty
also applies to circumstances where a request is being refused, unless the exemption
applied specifically removes the duty to confirm or deny.

8.  Third party information
The general right of access applies to all information held by Coleg Gwent (subject to
exemptions set out in the legislation). Any information belonging to another organisation,
but which is held by the College also falls within this duty.

Some exemptions cover third party information, but it is not automatically exempt from
release; the onus is on the College to establish why third party information should not be
released. In considering requests for information provided by the third party, the College
will consult with the originator of the information before reaching a decision on whether or
not to release it.

9. Re-use of information and copyright
When responding to a request, release of information should be regarded as release to the
world at large. Coleg Gwent however retains the Copyright on any information provided
(other than third party information). Requestors may use the information for their own
purposes, including news reporting, but will be informed that it must not be published or
copied in full to other persons without the consent of the College.

All requests for information will be treated at face value. The FOIA states that requestors
may not be questioned about their motives or the intended use of the information
requested. Even where it is suspected that a requestor has used a false identity, the
College must respond.

10.
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12. Charging of fees for information
The College will not charge for the majority of information requested. The FOIA does
however allow us to charge a fee for providing information that will require significant time
and resources to locate, retrieve and prepare. The Information Commissioner’s Office has
released guidance on fees that may be charged.

An estimation of the cost of providing information may include ‘communication costs’ i.e.:
f the cost of photocopying or printing and/or postage;
I the cost of physically removing exempt information (i.e. black tape or specialist
software, but not the staff hours required to carry out the work); or
f the cost of providing the information in a specific format (a fee will not however be
charged where an alternative format is required in compliance with other legislation
such as the Equalities Act 2010 or the Welsh Language Standards).

The cost of staff time required to locate, retrieve and extract the information for release
may be included in the estimation of cost. This will be based on the rate of £25 per person,
per hour.

Where it is estimated that the cost of providing a response will exceed the “‘appropriate
limit’ of £450, the College may refuse the request. The decision to refuse a request on the
grounds of cost will be taken by the Principal or Vice Principals in consultation with the
Governance Officer.

If the estimate of cost is less than £450, then the college may request a fee. The fee to be
paid will however exclude the staff costs. The Governance Officer will issue a Fee Request
and/or offer advice on amending the scope of the request to reduce the cost. The 20-
working day ‘clock’ will be paused until receipt of payment, or an amended request. If
there is no response to the Fee Request within 3 months, then the college will take no
further action and close the request.

13. Format of information

Wherever possible, Coleg Gwent will provide information in the format requested. The FOIA
states that information should be provided in a ‘useable’ format. The College will provide
information as either:

A copy in a permanent form

A summary of the information

f An invitation to inspect the information in person (this may be the case if providing

copies will result in a charge being made or a refusal on the grounds of the cost
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request for information, the College will take into account whether the exemption that
applies is Absolute

7
This copy may be out of date if printed


mailto:DPO@coleggwent.ac.uk




16. Environmental Information Regulations
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18. Complaints

Informal complaint
Coleg Gwent aims to handle all requests for information in line with this policy and will
seek to resolve complaints on an informal basis wherever possible.

If a requestor is unhappy with the response they receive, they should contact the
Governance Officer in the first instance. The Governance Officer will respond to complaints
as soon as possible, and within 20 working days.

Formal complaint

If a requestor remains unhappy after making an informal complaint, they can make a
formal written complaint addressed to: the Data Protection Officer, Coleg Gwent, The
Rhadyr, Usk NP15 1XJ. Email: DPO@coleggwent.ac.uk

A complaint may be passed to a more senior member of staff, and if appropriate, the
Principal will arrange an independent investigat
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