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AIMING HIGHER

Supporting taralbes with dabled children

‘appropriate limit'". The fee of £10 for handling a request is calculated in accordance with the
" provisions of the Fees Regulations.

Responsibilities

Aiming Higher has a responsibility to ensure the implementation of the provisions of the Act and has
designated the Chair of Trustees as the officer with overatl responsibility for this poticy and to
provide the Board of Trustees with guidance and advice on Freedom of Information issues.

All non-reoutine requests for information received will be processed and responded to.

All staff are responsible for ensuring the records they manage are accurate and complete, and that
all requests are handled efficiently and promptly in accordance with the Freedom of Information
guidelines.

Every member of staff must recognise that all recorded information may be provided to the public
and that in every case, the law requires there to be full and unconditional disclosure unless one of
the statutory exemptions/exceptions applies.

All staff should be aware that any breach of the FOIA may result in the Aiming Higher disciplinary
procedures being instigated. .

Aiming Higher will respond to a request within 20 working days and will treat these requests in line
with the guidance provided by the [nformation Commissioner’s Office.

Exemptions

There are a number of exemptions under the FOIA where Aiming Higher is not required to provide
the information requested. The Act also limits the circumstances in which information can be
withheld.

In cases where Aiming Higher considers a request is subject to an exemption, consideration wili be
given as to whether or not the infermation can be disclosad. 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 [egislation, and the
reasons for applying the exemption will be provided to the requester.

A full list of the exemptions can be found on the {CO’s website.
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