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NB – In the absence of the Head Teacher the designated Deputy Head Teacher will assume their responsibilities as described in this policy 
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Dover Grammar School for Girls 

Freedom of Information Policy 
 

1. Background 
 

Dover Grammar School for Girls (DGGS) is committed to complying with and implementing the 

provisions of the Freedom of Information Act 2000 (FoIA) and related data protection legislation.  

 

The FoIA provides a general entitlement for any person to be able to access information held by 

DGGS, subject to exemptions and conditions laid down by law. 

 

2. Aims, Objectives & Scope  
 

DGGS aims to: 

• Enable every child to fulfil their learning potential, with education that meets the needs of 

each child 

• Help every child develop the skills, knowledge and personal qualities needed for life and 

work 

 

The Freedom of Information Policy applies to all information held by DGGS, irrespective of how 

it is created, obtained or processed. It applies regardless of the media on which the information 

is stored or whether the information is recorded on paper or held electronically.  

 

The powers granted under the FoIA are fully retrospective and therefore all information is 

accessible in accordance with defined legal time limits. Similarly, information in draft form is also 

accessible under the Act. 

 

It should be noted that access to personal information, which is information from which a living 

individual can be identified is still governed under UK Data Protection Act 2018 (DPA) and UK-

GDPR Regulations.  These have been updated following the United Kingdom’s exit from the 

European Union on 1st January 2021.  Accordingly, the EU-GDPR requirements have been 

incorporated by amendment of the DPA into the Data Protection, Privacy and Electronic 

Communications (Amendments etc) (EU Exit) Regulations 2020 (UK-GDPR).  Requests for 

access to this category of information will be managed in accordance with the requirements of 

this legislation. 

 

3. Categories of information published 

 

The information that DGGS publishes, has recently published or is likely to publish in the future 

is spilt into categories of information known as classes.  These are referred to as the publication 

scheme, which is defined in section 19 of the FoIA. 

 

The classes of information that we undertake to make available are defined in four broad topic 

areas, being: 

• School Prospectus – information published in the school prospectus. 

• Governing Body Documents – information published in the School Profile and in other 

governing body documents. 
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• Students & Curriculum – information about policies that relate to students and the school 

curriculum. 

• School Policies and other information related to the school – information about 

policies that relate to the school in general. 

 

4. How to request information 

 

DGGS will offer reasonable advice and assistance to anybody wishing to make a request for 

information. We are committed to dealing with requests within statutory guidelines, which means 

that a response will be made no more than 20-working days from the date of request.  

 

This may be extended in specific circumstances or on legal advice in relation to the public interest 

test.  However, DGGS is committed to providing a prompt service and every effort will be made 

to provide the information within the 20-working day period.  Repeated or vexatious requests for 

information will be refused.  

 

DGGS will claim exemptions, where appropriate whilst maintaining a commitment to openness, 

related scrutiny and public interest.  DGGS will use an appropriate procedure for measuring public 

interest when considering a qualified or non-absolute exemption, which requires the public 

interest test to be completed. 

 

Any formal written request will be considered as a Freedom of Information request, including 

those received by signed letter or email. There is no requirement for requests to indicate that they 

are made under the FoIA and all formal requests will be managed using this policy.  

 

DGGS reserves the right to refuse requests where the cost of locating, retrieving and editing the 

required information would exceed the statutory maximum, which is currently set at £450.  

 

DGGS’ contact details are set out below.  

• Email - enquiries@dggs.kent.sch.uk  

• Address - Dover Grammar School for Girls, Frith Road, Dover, CT16 2PZ 

• Tel – 01304 206625 

  

If the required information isn’t included as part of the publication scheme or isn’t available on 

the DGGS website, you can still contact us to ask if we have it. 

 

5. Paying for information 

 

Information covered by the DGGS Freedom of Information Policy is generally provided free of 

charge. If your information request requires significant resources, including photocopying or 

printing, or substantial postage costs, DGGS will advise this before fulfilling your request. 

 

6. Relationship with the UK Data Protection Act 2018 and UK-GDPR obligations 

 

DGGS has a legal obligation to protect personal information under the UK Data Protection Act 

2018 (DPA) and related UK-GDPR obligations. This means that there will be little change to the 

defined the core data protection principles, rights and obligations found in the DPA and UK-

GDPR, following the United Kingdom’s exit from the European Union.  

 

mailto:enquiries@dggs.kent.sch.uk
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DGGS will carefully consider its obligations under this legislation before releasing personal 

information relating to living individuals, including current and former employees, students and 

parents / carers. 

 

7. Responsibilities 

 

DGGS has a responsibility to make information available in accordance with the FoIA. The 

Governing Body is responsible for compliance with this and related policies and have delegated 

these responsibilities to the Head Teacher. Any complaints regarding the use of the Freedom of 

Information Policy should be directed to the Governing Body. 

 

All DGGS staff have a responsibility to ensure that any formal requests for information are 

managed in compliance with this policy and in relation to the requirements of the FoIA. DGGS 

staff are also responsible for utilising good information handling practices and for implementing 

appropriate records management policies and procedures.  

 

8. Feedback and Complaints 
 

DGGS welcomes comments and suggestions in relation to the FoIA and the Freedom of 

Information Policy.  If you have any comments about this policy, or require further assistance or 

wish to make a complaint then this should be addressed to The Headteacher or The Chair of 

Governors at the DGGS’s address in the first instance. 

 

If you are dissatisfied with DGGS’s response or your complaint has not been resolved, you can 

raise your issue with the UK Information Commissioner’s Office (ICO). The ICO can be contacted 

at: 

• The Information Commissioner, Wycliffe House, Water Lane, Wilmslow, SK9 5AF 

• Tel: 0303 123 1113 – Enquiry & Information Line 

• Fax: 01625 524510 

• E-mail: casework@ico.org.uk  

• Website: www.ico.org.uk  

 

Next Review: January 2025 
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