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POLICY DOCUMENT 

Freedom of Information Policy 

 

 
 
 

1. Introduction 

  
1.1 What is the Freedom of Information Act 2000 (FOIA)? 

 
The FOIA 2000 came into force on 1 January 2005. The legislation deals with 

the public access to information. The Act is retrospective and applies to all 
information, not just information since the Act came into force. 
The Freedom of Information Act 2000 allows anyone, anywhere in the world, 

to request any recorded information held by, or on behalf of St. Leger Homes 
of Doncaster (SLHD). All requests are ‘applicant blind’ in that there is no need 

for the applicant to explain: 

 the reason for their request. Or; 

 that it is a request under the FOIA 

This should lead to a better understanding about: 

 how SLHD carry out their duties 

 why we make the decisions we do 

 how we spend public money  

  
1.2 The FOIA means we are open in our dealings with the public. The right of the 

public to access information means that if we receive a request we must do 
the following: 

 state whether or not we hold the information requested  

 release the information (if held) 

 refuse the information, where there is an exemption, it exceeds the 

maximum cost, is vexatious, is repetitive or we cannot confirm or 
deny we hold the information 

We are not always obliged to provide the information and there are certain 
exemptions or reasons to refuse the request. Applicants have a right to any 
information that is not covered by one or more of the exemptions listed in the 

legislation, even if that information was held before the act became law. 

SLHD is required to comply with FOIA, if: 

 the information is held by SLHD 

 it does not fall within the exemptions of the Act 
  

  



Page Version Date Author 

Page 3 of 6 3.0 September 2020 Customer Relations Manager 

 

2. Information Commissioner 
  

2.1 The FOIA is regulated by the Information Commissioner and supports the 
following legislation: 

 Data Protection Act 2018, that gives individuals access to personal 

information held about them 

 Environmental Information Regulations 2004 that gives access to 

information about the environment and public bodies 

 Protection of Freedoms Act 2012 requires public bodies to provide 

information and if available datasets in a re-useable format so far as 
reasonably practical 

In complying with our duty as a public body we must take account of the Code 

of Practice in relation to Freedom of Information issued by the Department for 
Constitutional Affairs under Section 45 of the FOIA. SLHD will abide by the 

terms of the code of practice whenever is possible or appropriate. 
  
3. Purpose 

  

3.1 The purpose of this policy is to promote responsibility and compliance across 

SLHD within FOIA legislation: 

 Ensuring that all staff are aware of the principles of FOIA 2000 

 Their responsibilities for ensuring that FOIA requests are dealt with in 

accordance with legislation 

 How this may influence operations of the Company regarding 

provision of information to members of the public. 

 Ensure there is consistency within SLHD, with Doncaster Council and 

partners processing information on our behalf in responding to 
requests 

  
4. Scope 

  

4.1 This policy applies to all services provided by SLHD and any member of staff 
receiving a request for information under the FOIA 2000. 

  
5. Responsibilities 
  

5.1 It is the responsibility of ALL SLHD staff to adhere to this policy. 

  
5.2 The Customer Relations Manager has responsibility for the co-ordination and 

provision (unless exempt) of all requests. 
  

6. The Publication Scheme 
  
6.1 The FOIA 2000 requires all public companies to have a Publication Scheme, 

which is a commitment to publish certain information and a guide for the 
public on how to find the information that is already in the public domain.  

  
6.2 All of the Information referred to in the publication scheme is readily available 

to the public, both via the SLHD website and via hyperlinks or can be 
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requested in hard copy or physical access to view. 
  

6.3 All information held on the Publication Scheme is the responsibility of the 
Information Asset Owner, who is the relevant Head of Service, and shall 
ensure that all information is kept up to date and recorded on the Information 

Asset Register and the Publication Scheme. 
  
7. Policy Principles 
  

7.1 The FOIA provides individuals with the right to request information in 

writing, which can be in either format of letter, email or any social media 
platform.  

  
7.2 Any requests that fall under the Environmental Information Regulations 

2004 (EIR) can be made verbally. 

  
7.3 Access to information can only and will only be denied if there is an 

‘absolute exemption' to not disclose the information. However, if the 
request is identified as falling into a ‘qualified exemption’, the ‘Public 
Interest Test’ has to be done in all cases. The Public Interest test would 

identify which way the balance falls as to disclose or not disclose the 
requested information. 

  
7.4 There are 23 exemptions in FOIA 2000, some of these are “absolute” and 

some are “qualified” as well as “class based”. 

“Absolute” exemptions cover potential disclosure of information 

where harm to the public interest may result e.g. disclosure of personal 

information which may result in a breach of confidence resulting in 
legal action, or court records. 

“Qualified” exemptions cover the release of information where 

releasing the information may damage the public interest more than 
withholding it e.g. Health and Safety issues, Research or Law 

Enforcement. 
  
7.5 SLHD will make all appropriate information available apart from those items 

that fall within the guidance as being exempt. 
  

8. Dealing with requests 

  

8.1 FOIA gives a right of access to information, and any person who makes a 

valid request for information is entitled: 

 To be informed in writing whether we hold the information meeting the 

description set out in the request 

 To have information requested communicated to them in their 
requested format 

 To be fully informed of the reason and exception why it is refused 
  

8.2 A request for recorded information will be treated under FOIA unless; 
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 The information is already given out as part of routine business 

 Is environmental information 

 Is requester’s own or 3rd party personal data 
  

8.3 The type of information which may be requested can be paper or electronic 
and the criteria for information held at the time of the request by SLHD for the 
purposes of FOIA includes information: 

 held at the time of the request 

 stored in off-site servers or cloud storage 

 held by other organisations and authorities on behalf of SLHD 
  

8.4 Under section 77 of FOIA it is a criminal offence to alter, deface, block, erase, 
destroy or conceal any information held by SLHD with the intention of 
preventing disclosure following a request under FOIA 

  
8.5 We do not need to comply with a request if the cost would exceed the 

Appropriate Limit and Fees Regulations 2004 which is set at £450 for SLHD 
based on £25 per hour or 18 hours of officer’s time. 
 

The calculation of costs can only include: 

 Determining whether the information is held 

 Locating the information or document(s) which may contain the 
information 

 Retrieving the information or document(s) which may contain the 
information 

 Extracting the information from a document 

  
8.6 There is a statutory timescale for dealing with a request which is 20 working 

days following the date of receipt of the request. 
 
In some circumstances we may exceed the 20 working day deadline if 

information falls within the scope of a qualified exemption and additional time 
is required to consider the Public Interest Test.  

 
An extension is permitted ‘until such time as is reasonable in the 
circumstances’, taking into account if the information is: 

 Complex and voluminous 

 Whether we need to contact third parties e.g. contractors 

  
9. Refusing requests 

  
9.1 Refusing all or any part of a request, a written refusal notice must be sent. 

This will have to state if you are either; refusing to say whether or not the 

information is held at all or confirm that it is held but refusing to release it. 
 

Refusal of requests must be done in writing and promptly or within 20 
working days (or the standard time for compliance) of receiving it. 
 

The refusal notice should include: 
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 Explain what provision of the Act is being relied on to refuse the 

request and why 

 Give details of internal review (complaints) procedure  

 Explain their right to complain to the Information Commissioner’s 
Office (ICO), including contact details for this 

  
10. Complaints and Review 

  

10.1 If a customer is not happy with their response, they have a right to request a 
review of the information that has been provided. 

  

10.2 All review requests shall be dealt with by the Customer Relations Team and 
shall be processed through the complaints procedure. 

  
10.3 The customer will have a maximum of 40 working days from receipt of the 

response to lodge an appeal/complaint in relation to the outcome of their 

request. SLHD have 20 working days to respond to a review/complaint. 
  
11. Performance Standards & Reporting 

  
11.1 All SLHD Freedom of Information FOIA requests will be monitored on an 

ongoing basis to ensure that they we comply with the legislation.  
  

11.2 A disclosure log of requests and subsequent actions is kept by the Customer 
Relations Team and reported on a monthly, quarterly and annual basis to EMT 
and Board. 

  
12. Request for other information 

  

12.1 Requests for personal information will be dealt with under the Data 
Protection Act 2018. Please see separate Data Protection policy and 

procedure. 
  

12.2 Requests for environmental information are dealt with similar to FOIA 
requests but will also be dealt with separately. 

  

13. Further Guidance 

  

13.1 Further guidance can be obtained from the Customer Relations Team on 
01302 862726 or on the Information Commissioners website at 
www.ico.gov.uk 


