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 Is it a FOI request for information?
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 Is this a valid FOI request for information?
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 Does the Trust hold the information?

a. 
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c. 

 Has the information requested already been made public?

 Is the request vexatious or manifestly unreasonable or repeated?

 Can the Trust transfer a request to another body?

 Could a third party’s interests be affected by disclosure?
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 Does an exemption apply?

 What if the request is for personal information?

 What if the details contain personal information?



 
   

 What is the cost of providing information?
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 What action is required to refuse a request?
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The duty to confirm or deny
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Exemptions

What are the Absolute Exemptions?
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What are the Qualified Exemptions?
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Protective Markings and Applying Exemptions
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Insert details of the information you want that 
will help us to locate the specific information. 
Please be as precise as possible, for example: 

• Your personnel file 
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• Your child’s medical records  

• Your child’s behavior record, held by 
[insert class teacher] 

• Emails between ‘A’ and ‘B’ between 
[date] 

 

Your Name
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