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Our Mission  
  

The school communities of The Bishop Wheeler Catholic Academy 

Trust will work together in truth and love to provide the best possible 

opportunities for all our young people and their families.  

Our mission is the provision, development and future safeguarding         

of a World Class Catholic Education where  

every child, member of staff and family matters  

The schools, their governors and the trust directors will work together, 

based on the principle of subsidiarity, in faithfulness and humility, to  

provide an education where Christ and His values of respect, service, 

tolerance, dignity and forgiveness are at the heart of everything we do.  

  

This policy was adopted by the Trust Board  

                                Signature:           ____________  

                  Mrs C Hyde  
Chair of Trust Board   



 

  

Date:                     10 July 2018  
The Freedom of Information Act 2000 (FOI) gives the public the right of access to all recorded 

information held by all public authorities, including schools.    

The Freedom of Information Act complements the following Acts:  

� Data Protection Act 2018 and General Data Protection Regulations (EU) 2016/679 giving 

individuals access to personal information held about them by The Bishop Wheeler Catholic 

Academy Trust.   

  

� Environmental Information Regulations 1992 (as amended 1998) giving access to 

information about the environment held by the Government and public authorities.  

  

� Local Government (Access to Information) Act 1985 setting down the main access to 

information rules in relation to all meetings of the school and the formally established 

committees and sub-committees of the school.  

The Bishop Wheeler Catholic Academy Trust (BWCAT), and all its schools within the multi 

academy trust, is committed to the principles set out in the Freedom of Information Act and takes 

its responsibilities very seriously.   

For the purpose of this policy, ‘Trust’, ‘we’ and ‘our’ covers all of the schools within BWCAT and the 

BWCAT Trust office.  

This policy sets out the responsibilities of the BWCAT for Freedom of Information requests and 

applicable procedures and information.  

  

Purpose  

The purpose of this policy is to ensure that the provisions of the Freedom of Information Act 2000 

are adhered to and in particular that:   

� A significant amount of routinely published information held by our schools is made available 

to the public   

� Other information is available on request (subject to confidentiality and exemptions) and 

such requests are dealt with in accordance to statutory guidelines;  

� In cases where information is covered by an exemption or other legislation, consideration is 

given as to whether or not the information should be released.  

  



 

Scope  

This policy applies to recorded information held across BWCAT, by all staff and all departments 

regardless of the location, format and method of storage. It also applies to information held by 

third parties on BWCAT’s behalf.   

All BWCAT staff have a responsibility to read, understand and adhere to this policy.  
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Overview  

Details of the information that BWCAT routinely publishes are set out in our Publication Scheme.  

Much of our information is published through the BWCAT website or individual school websites. 

Our Publication Scheme provides details of the applicable websites for access to the 

corresponding information.  

  

Making a Request  

  

Information that is not found through our websites can be requested direct from each school or 

BWCAT.  

  

Requests, where possible, should be made in writing to the Headteacher of the specific school or 

to the Company Secretary for BWCAT requests. Requests should be as specific as possible in 

description to assist us in our search for information.  

  

If you wish to view the information only, please contact the Company Secretary. BWCAT contact 

details:  Bradford Road  

Menston  

Ilkley  

 LS29 8AE    Telephone 01943 883000  

  

Time scale  

  

BWCAT will adhere to statutory guidelines and respond to requests within 20 working days.  

  

Exemption  

The FOI Act contains 23 exemptions whereby information can be withheld. There are two 

categories: absolute and non-absolute. Non-Absolute Exemptions require a Public Interest Test. 

This is where we must decide whether it is in the public interest to disclose the sensitive 

information or to withhold it.  

  

We will only withhold information if it falls within the scope of one or more of these exemptions. 

Further information can be found here: https://www.legislation.gov.uk/ukpga/2000/36/contents 

Guidance from the Information Commissioner regarding exemptions is available here: 

https://ico.org.uk/for-organisations/guide-to-freedom-of-information/refusing-a-request/  

The decision to apply any exemptions should not be taken by individual members of staff but 

should be made by a constituted group of at least two of the following: Chair of Governors, other 
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Governors, Headteacher, Deputy Headteacher, Head of School, Chief Operating Officer or Data 

Protection Officer.  

A public interest test should be carried out when applying qualified exemptions, to decide 

whether the public interest in disclosure outweighs the objection to disclosure.  Only in cases 

where it is considered to be in the public interest to withhold the information will we refuse to 

disclose. Where this is the case, we will try to explain clearly which exemption we have applied 

and why, unless this in itself would release the sensitive information.  

Fees   

  

Upon receipt of the request, BWCAT will assess the complexity of the request by considering the 

length of time it takes to:  

  

� Determine whether the information requested is held;  

� Locate the information or the documents containing the information;  

� Retrieve the information or the documents containing the information;  

� Extract the relevant information from the document(s) or record(s) containing it (including 

copying).  

  

Much of the information in the scheme can be downloaded free of charge from the BWCAT 

website or the individual school websites.  

  

BWCAT reserves the right to make a charge for printed copies of documents requested to cover 

administrative costs as below:  

  

4 photocopy (black and white)  per sheet  10p 

A4 photocopy (colour)    per sheet  30p 

A3 photocopy (black and white)  per sheet  20p 

A3 photocopy (colour)    per sheet  60p 

Postage  Individual quote to be obtained. Calculated on cost basis with 

reference to national postage rates.  

  

Other costs involved are calculated by the hour at a rate of £25 per hour. These apply to the time 

required to search for, extract and format the information.  

  

Where total charges for the request are equal to or exceed £450, BWCAT is not obliged to fulfil 

the request. In such situations, the requestor will be notified and within the statutory time scale. 

Requestors are entitled to modify their request if preferred, to reduce the cost below the limit.  
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If in exceptional circumstances where BWCAT does decide to comply with a request exceeding 

the £450 threshold, charges for both fees and expenses will be charged to the requestor. 

Requestors will be provided with full details of the fees levied within the initial response letter 

within the 20 day time scale. BWCAT is not obliged to respond to a request unless the fee is paid. 

The statutory 20 day time scale for responding to requests, will only begin once cleared payment 

has been received in full.  

  

BWCAT reserves the right to refuse requests that are vexatious in nature. Further information can 

be found here: https://ico.org.uk/media/for-organisations/documents/1198/dealing-

withvexatious-requests.pdf  

  

The decision to refuse requests on the grounds of a vexatious nature should not be taken by 

individual members of staff but should be made by a constituted group of at least two of the 

following: Chair of Governors, other Governors, Headteacher, Deputy Headteacher, Head of 

School, Chief Operating Officer or Data Protection Officer.  

  

Responsibilities  

  

All staff are responsible for ensuring that requests for information (which any member of staff 

may receive) are handled in accordance with this policy and staff guidance. Staff who do not 

adhere to these may be subject to disciplinary procedures.  

  

All schools and the BWCAT are required to keep a log of FOI requests as detailed in the ‘Record 

Keeping’ section of this policy.  

  

All BWCAT schools and the trust are required to make available the statutory information on their 

websites. Details can be found here: https://www.gov.uk/guidance/what-maintained-

schoolsmust-publish-online  

  

Complaints  

  

If, for any reason, you are dissatisfied with the way in which your request for information has 

been handled, please get in touch with us.  

  

You can contact the Headteacher of the school with regards to specific requests or complaints 

relating to their school.  For requests and complaints relating to the Trust please contact the 

Company Secretary or The Accounting Officer.. Contact details can be found on each of our 

school and the BWCAT websites.  
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Formal Complaints Procedure  

  

If you are dissatisfied with the outcome of a complaint to us, you can make a formal to the 

Information Commissioner in writing to:  

  

Information Commissioner's Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

Additional contact details can be found here: https://ico.org.uk/make-a-complaint/  

  

Record Keeping  

  

BWCAT will keep a record of all FOI requests received for monitoring purposes, noting:  

  

a) The date the request was received;  

b) Name and contact details of the person or organisation making the request;  

c) The date the request was fulfilled or refused;  

d) The reason for any exemption being applied and  

e) The reason for any failure to meet the 20 day deadline.  



 

The 10 schools in our Trust: 

St. Mary’s Menston, a Catholic Voluntary Academy 

St. Joseph’s Catholic Primary School Otley, a Voluntary Academy 

Ss Peter and Paul Catholic Primary School, a Voluntary Academy 

Sacred Heart Catholic Primary School Ilkley, a Voluntary Academy 

St Mary’s Horsforth Catholic Voluntary Academy 

St. Joseph’s Catholic Primary School Pudsey, a Voluntary Academy 

St Joseph’s Catholic Primary School Harrogate, a Voluntary Academy 

St Mary’s Catholic Primary School Knaresborough, a Voluntary Academy 

St. Stephen’s Catholic Primary School and Nursery, a Voluntary Academy 

Holy Name Catholic Voluntary Academy 

 

The Bishop Wheeler Catholic Academy Trust 

The Bishop Wheeler Catholic Academy Trust is a charity and a company limited 

by guarantee, registered in England and Wales  

Company Number: 8399801 

Registered Office: 
St. Mary’s Menston,  
A Catholic Voluntary Academy 
Bradford Road 
Menston LS29 

6AE 

Website:      bishopwheelercatholicacademytrust.org 
Tel:    01943 883000 Email:    a.tindall@stmarysmenston.org 

Chair of the Trust board:      Mrs 

C Hyde 



 

Vice Chair of the 
Trust Board:      Mrs D Gaskin 


