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Freedom of Information (FOI) Form

Truro and Penwith College recognise the public’s right of access to recorded information held by the College under the Freedom of Information Act 2000. We aim to make information available proactively and to respond to individual FOI requests in a clear and transparent manner.

We will respond to FOI requests within 20 working days of receipt. Where a request is complex or requires consideration of exemptions, we may extend the timescale by a further reasonable period, and we will inform you of the delay and the expected response date.

To help us process your request efficiently, please provide as much detail as possible about the information you are seeking.

In handling FOI requests, the College may need to redact or withhold information where an exemption applies, including where disclosure would breach the rights and privacy of third parties. Any redactions or exemptions will be explained in our response

	Details of the person requesting information 

Title:
First Name:
Last Name:
Organisation:
Address:
Contact Number:
Email Address:


	Information you require (please include as much detail as possible)













	The way you would like the information supplied
By email:
Post: 

	Declaration 

I                                          confirm that the information given on this Freedom of Information Form is true. 

I understand that it may be necessary to obtain more detailed information in order to locate the correct information. 

Signed: 
Date:




	OFFICE USE ONLY
	
Date request received:                                                  Date completed: 

Notes:




	OFFICE USE ONLY



When completed, please return, marked for the attention of the Data Protection Officer, to 

Truro College 		College Road, Truro, Cornwall, TR1 3XX
Penwith College		St Clare Street, Penzance, Cornwall, TR18 2SA   

Personnel Office, Truro and Penwith College, College Road, Truro, Cornwall, TR1 3XX
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