Burton Joyce Parish Council                 

    FREEDOM OF INFORMATION 
    POLICY & PROCEDURE
Introduction
The Freedom of Information Act is a law passed by the Government which gives people the right to request information from public services, such as Local Councils. The aim of the Act is to promote trust and confidence in public services by providing clear information and being open about what we do. In general all information, which does not relate to an individual, is covered by the Act.
Although you can request any information, there will be occasions when we will not be able to provide the information you need, because of what are known as exemptions. Exemptions are not included in the Act as an excuse to withhold information but are there to protect information that should not be released. Exemptions mainly apply where releasing the information would not be in the public interest. For example, we may be unable to provide certain types of information because it would affect law enforcement or because it would break confidentiality.
Any decision to withhold information will be linked to a specific exemption and all reasons behind the decision will be clearly documented and made available to the member of the public making the request. 
How do I request information?

All requests must be in writing and addressed to: 
Burton Joyce Parish Council
Library Building

Meadow Lane

Burton Joyce

Nottingham

NG14 5EX     

admin@burtonjoyceparishcouncil.org.uk
When making a request for information please include the following details:
· Your name and address 

· The information or documents you would like to receive 

· The format you would prefer – e.g. printed or via e-mail
Code of Practice

The following information describes the Parish Council’s procedure for ensuring compliance with the Freedom of Information Act.
1. Once we receive your request we will make every effort to provide you with the information as soon as possible and in any event within 20 working days. 
2. We may contact you to clarify your request and to offer advice and assistance.
3. The request will be logged in the Parish Council’s FOI recording system.
4. If the request is easily satisfied and of limited volume it will be released as soon as practicable but within the 20 working days.

5. The request is considered to be more complex if it requires:

a. Further dialogue to clarify/agree request

b. Time to collate information and agree fees to be charged

c. Internal/external consultation

d. Information to be collated from multiple sources

e. Planning to co-ordinate response

f. Consideration of possible exemptions

g. Application of public interest test where necessary
Complex requests will be considered and decided in confidence by the Finance & General Purposes Committee and decisions reported to Full Council at the next available meeting.
Should it become necessary, the Parish Council will contact you to advise you that the original 20 working days ‘rule’ is not likely to be sufficient time to provide you with the information or to give you a decision as to whether the information can be released or not. If this is the case, then we will notify you of a reasonable period of extension. 
6. Once a decision to release the information has been reached, we will apply any charges, send you the information you have requested and consider including the information within our Publication Scheme
7. If we are unable to provide the information you have requested then we will write to you with the reasons for the refusal.
8. If you are not satisfied with the response given you will be referred to the Parish Council’s complaints policy and procedure.
9. Once the internal complaints procedure has been exhausted, there are further rights of appeal to the Information Commissioner and the Information Tribunal, which are both independent of the Council.
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF Tele: 0303 123 1113 or 01625 545745

Cost of request
For most simple requests there will be no charge other than the costs of photocopying and postage. Other more involved requests will attract a charge in addition to the costs of photocopying and postage. If a charge is payable then a fee notice will be sent to you before any further work is undertaken. 
The Parish Council is entitled to refuse to answer a request if the cost of complying would exceed the ‘appropriate limit’. The limit has been set nationally for local authorities at £450. FOI imposes two duties on the Parish Council:

(i) To confirm or deny whether the it holds the information requested;

(ii) To communicate the information if it has it.

If, in unusual and extreme cases, it would cost more than £450 to confirm by itself whether the Parish Council holds the information then the Council is entitled to and will not comply with this duty. In many cases, it will be immediately obvious that dealing with the request will not exceed the £450 limit and will be dealt with without any need for reference to charging.

If a request is more complicated and likely to take longer to answer, the Parish Council will estimate whether the limit will be exceeded. It will do this by estimating how many hours it will take to do those things that it is permitted to charge for and multiply this by the hourly charge of £30 per hour. If the cost of complying with the request is more than £450 the Parish Council will decline to comply with it in most cases. The Parish Council will however discuss with the applicant the possibility of refining the request and resubmitting it in part to bring it below the limit.

If the Parish Council receives two or more requests:

· From the same person, or from different people, who appeared to be acting together or pursuing a campaign;

· The requests relate to the same or similar information;

· The requests are received within a space of 60 consecutive working days;

Then the Parish Council will add the time involved in answering all those requests together to decide whether the £450 limit is exceeded.
The Parish Council will only do this where it has strong grounds for believing that requests have been framed separately in order to avoid the limit. In deciding whether to aggregate the requests the Chairman or Vice-Chairman of the Finance & General Purposes Committee, together with the Parish Clerk will take an overall view of the resources which would have to be committed to answering all the requests and consider refraining from aggregating if, for example, the limit was exceeded by only a very small amount.

Where a cost would cost less than the £450 limit then the costs will be those actually incurred by the Parish Council – e.g putting the information in the format requested so far as is reasonably practicable, reproducing any document containing the information e.g photocopy or printing and postage and other forms of communicating the information.
Where the allowed cost of providing the information would be less than £10, the Parish Council will waive any fee payable.
Where the Parish Council proposes to charge a fee for answering a request, it will issue a fee notice to the applicant stating the fee. The request will not be dealt with until the fee has been paid. If payment is received by cheque the day on which the cheque clears will be treated as the day on which the fees are paid.

If the actual cost of answering a request proves to be less than the fee charged the Parish Council will refund the excess to the applicant where this is greater than £10.

Contact Details
If you require any further information about making requests for information to the Parish Council you should contact:

Jackie Dawn, Parish Clerk, Burton Joyce Parish Council, Library Building, Meadow Lane, Burton Joyce, Nottingham, NG14 5EX
01159 314084   or admin@burtonjoyceparishcouncil.org.uk [image: image1][image: image2]
