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1.    Introduction 
 
1.1 The Freedom of Information Act 2000, together with the Environmental 

Information Regulations 2004, is part of the Government’s commitment to 
greater openness in the public sector, a commitment supported by NHS 
Knowsley Clinical Commissioning Group (CCG).  The Freedom of Information 
Act 2000, referred to hereafter as the Act, furthers this aim by helping to 
transform the culture of the public sector to one of greater openness and 
transparency.   

 
1.2 The Act came into effect on 1st January 2005 and gives a general right of 

access (subject to certain exemptions) to all types of recorded information 
held by public authorities.  It enables members of the public to question the 
decisions of public authorities more closely whilst ensuring that the services 
provided are delivered effectively.  The Act replaced the non-statutory ‘Code 
of Practice on Openness in the NHS’. Any person who makes a request to a 
public authority for information is entitled: 

 
a) To be informed in writing by the pubic authority whether it holds the 

information meeting the description set out in the request; and 
b) To have information the pubic authority holds relating to the request 

communicated to them. 
 
1.3 Disclosing existing documents will often be the most straightforward way of 

providing information. However, in other cases it may be appropriate to extract 
the relevant information for disclosure and put it in a single document rather 
than redact the existing document that contains it. 

 
1.4 Section 84 of the Act defines the ‘information’ a public authority can be asked 

to provide under the Act. It makes clear that it means recorded information 
held in any form, electronic or paper. Public authorities are not required to 
create new information in order to comply with a request for information under 
the Act. They only need to consider information already in existence at the 
time a request is received. 

 
1.5  Section 16 of the Act sets out a duty for public authorities to provide 

reasonable advice and assistance to applicants requesting information.  
 
1.6 This policy sets out how the CCG will meet the requirements of the Act. It 

should be read in conjunction with the Freedom of Information procedures 
which act as a guide to staff on how information requests will be handled. 

 
2.  Aims 
 
2.1  The aims of this document are to: 
 

a) Provide a framework within which the CCG will ensure compliance with 
the requirements of the Act; 

b) Facilitate the disclosure of information under the Act by setting out the 
CCG’s policy for handling requests for information; 
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c) Give clear guidance to CCG employees on their responsibilities in the 
request handling process; 

d) Set standards for the provision of advice and provide information on the 
complaints and decision making procedures to the public; 

e) Ensure that the interests of third parties who may be affected by any 
decision to disclose information are considered by the CCG. 

 
3.      Responsibilities 
  
3.1  The Clinical Membership Group has delegated responsibility for approving 

arrangements for handling Freedom of Information (FOI) requests to the CCG 
Governing Body and for determining such arrangements to the Chief 
Executive.  

 
3.2  These responsibilities will be discharged through this policy, together with 

associated procedures.  
 
3.3  The Head of Governance will ensure that the policy and procedures are kept 

under review; are communicated to staff and the public; the CCG’s 
requirements from its Commissioning Support provider are clearly specified, 
communicated and agreed; and that information is provided on their 
implementation and effectiveness to the Audit Committee. 

 
3.4  Responsibility for monitoring the implementation of this policy and associated 

procedures lies with the Audit Committee. 
  
3.5  The CCG’s Governance function will provide or secure appropriate technical 

advice on the application of the Freedom of Information Act, policy and 
procedures. Executive Services will receive requests, monitor and follow up 
progress of responses, issue approved responses, and provide statistics and 
reports on performance, while the Communications Team will establish and 
maintain the CCG publication scheme.,. 

 
3.6  The Information Governance Management Group (IGMG), coordinated and 

supported by the Governance function, will provide assurance to the Audit 
Committee concerning the application of the principles in this policy and will 
report on compliance and activity.  A report on performance against statutory 
FOI timescales will be made on a regular basis to the IGMG, as well as to the 
Audit Committee. 

 
3.7  All Managers in the CCG and its Commissioning Support providers have a 

responsibility to ensure that this policy and any updates or changes are 
reported to their staff. 

 
3.8  All employees of the CCG, and the CCG’s Commissioning Support providers 

while engaged in supporting Knowsley CCG, will be governed by the 
principles in this policy. 
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4.      Principles 
 
4.1  This policy supports the principle that openness should be part of the culture 

in public life. 
 
4.2  This policy does not overturn the common law duties of confidentiality or 

statutory provisions that prevent the disclosure of personal identifiable 
information.  The release of such information is subject to the access 
provisions of the Data Protection Act 2018 and other relevant legislation and is 
dealt with in other policies. 

 
4.3  Whilst creating a climate of openness the CCG will use the exemptions in the 

Act and consider the public interest where appropriate or necessary to 
discharge their function as a public authority. 

4.4  A record of all Freedom of Information requests and associated processes will 
be kept in accordance with the applicable record retention periods.  This is 3 
years after closure of the requestor 6 years where there has been a 
subsequent appeal. Where redactions have been made it is important to keep 
a copy of the redacted disclosed documents or, if not practical, to keep a 
summary of the redactions. 

 

4.5   The CCG will ensure that all members of staff have access, through its 
Governance function, to expert knowledge to assist and support them in 
understanding the implications of the Act and that they are appropriately 
trained in information handling procedures. 

 
4.6  The CCG will use all appropriate and necessary means to ensure that it 

 complies with the Freedom of Information Act 2000 and the associated Codes 
of Practice 45(5) and 46(6) as issued by the Department of Constitutional 
Affairs, while also referring to the Cabinet Office Code of Practice guidance 
July 2018 as issued under section 45 of the act.  

 
5. Publication Scheme 
 
5.1  The CCG publication scheme is a guide to the information routinely published 

by the CCG in accordance with Cabinet Office Freedom of Information Code 
of Practice and the timescales for publication of particular types of information 
as set out by the Information Commissioner’s Office. The scheme describes 
the types of information the CCG makes available to the public and provides a 
website link and / or contact details for obtaining information. 

 
5.2  The publication scheme is available in electronic format on the CCG website, 

www.knowsleyccg.nhs.uk and will be available in hard copy on application by 
post to the CCG Headquarters, at Nutgrove Villa, Westmorland Road, Huyton 
L36 6GA, or by email to Knowsley.CCGCommunications@knowsley.nhs.uk 

   
5.3  The publication scheme includes copies of previously answered FOI requests  

and will be subject to regular content review by the CCG.  
 

http://www.knowsleyccg.nhs.uk/
mailto:Knowsley.CCGCommunications@knowsley.nhs.uk
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6.      Requests for Access to Information 
 
6.1  The CCG will give a general right of access to recorded information held by 

the organisation, subject to the exemptions detailed within the Act.  
 

Section 8 of the Act sets out the criteria for what constitutes a valid request 
under the Act: 
Section 8(1) a requires that a request for information must be made in writing. 
This can either be in hard copy or electronically; 
Section 8(a) b requires that a request for information must state the name of 
the applicant and an address for correspondence. Applicants must provide 
their real name and not a pseudonym. Both email and postal addresses are 
acceptable; 
Section 8(a) c requires that a request for information must also adequately 
describe the information sought. 
 
Public authorities do not have to comply with requests that do not meet the 
requirements set out in Section 8. The CCG will write to the applicant and 
explain if this is the case. 
 
It should be noted that the Act does not require the creation of datasets for 
publication, nor does it require datasets to be updated if they would not 
otherwise have been updated as part of the CCG’s function. In deciding 
whether to release a dataset, the CCG will consider any exemptions which 
may apply and, in particular, the exemption in Section 40 of the Act relating to 
personal data and the Information Commissioner’s Code of Practice on 
Anonymisation. These considerations will also be taken into account when 
considering the release of an incomplete or draft dataset, for which an 
explanation will be provided if it is not complete and the likely implications of 
this. 
 
There is no requirement for a request for recorded information specifically to 
mention the Act in order to be a valid FOI request. Where a person seeks to 
make a request orally they should be advised to put their application in writing 
in accordance with Section 8(1)a of the Act. See Section 7 for Environmental 
Information Regulation requests 
 
Requests should be made via email to 
knowsley.ccgcommunications@knowsley.nhs.uk, or in writing to: 
 
NHS Knowsley Clinical Commissioning Group 
Nutgrove Villa, 
Westmorland Road 
Huyton 
L36 6GA 
 
If a request does not adequately describe the information sought by the 
applicant in such a way that the public authority can conduct a search for it 
further information or clarification will be sought. The 20 working day response 
period will not start until a satisfactory reply constituting a valid request is 
received. Letters will make it clear that if no response is received the request 

mailto:knowsley.ccgcommunications@knowsley.nhs.uk


9 
 

will be considered closed by the CCG if the clarification is not received within 2 
months. 
 
If the CCG does not hold the information requested, but thinks that another 
pubic authority does, the applicant will be informed and, where it can, provide 
the contact details for the public authority it believes holds the requested 
information. 
 

6.2  The statutory deadline for responding to FOI requests is within 20 working 
days of receipt. However, this may be exceeded if information falls within the 
scope of a qualified exemption (see Section 10) or is an Environmental 
Information Regulation request (see Section 7).  

 
6.3  The response must be approved in accordance with the CCG’s Operational 

Scheme of Delegation. 
 
6.4 Under Section 14(1) of the Act the CCG will not comply with a request for 

information if the request is considered vexatious as defined in the Act (also 
see section 11.9). 

 
6.5  Where the CCG receives a ‘round-robin’ request (same one sent to numerous 

organisations), the IG Lead will inform the IG Lead at NHS Digital, or 
equivalent, at the earliest opportunity. Aside from informing NHS Digital of the 
request, the CCG will respond to ‘round robin’ requests in the same manner 
as all other requests made under FOIA. 

 
6.6  A copy of this policy will be made available on the CCG’s website at 

www.knowsleyccg.nhs.uk. A paper copy will be provided on request to those 
people who are unable to access a copy via the website. 

 
7. Communicating with a requestor 
 
7.1 Any initial response to a request for information under the Act will contain: 
 

a) A statement that the request has been dealt with under the Act; 
b) Confirmation that the requested information is held or not held by the 

CCG, or a statement neither confirming or denying whether the 
information is held; 

c) The process, contact details and timescales for the CCG’s internal 
review appeals process; 

d) Information about the applicant’s further right of appeal to the Information 
Commissioner and contact details for the Information Commissioner’s 
Office; 

e) If some of all of the information cannot be disclosed, details setting out 
why this is the case, including the sections (with subsections) the CCG is 
relying on if relevant. When explaining the application of named 
exemptions, however, the CCG is not expected under the Act to provide 
any information which is itself exempt. 

 
 
 

http://www.knowsleyccg.nhs.uk/
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8.  Environmental Information Regulation requests 
 
8.1  Requests for environmental information or FOI requests that require some 

environmental information in the response will be processed under the 
Environmental Information Regulations (EIR) 2004. These requests can be 
made verbally or in writing. Where made verbally, staff receiving the request 
must record the name of the applicant, the date, the information required, and 
an address for correspondence and contact details. The request will be logged 
as an EIR and processed under the EIR 2004. Environmental information can 
be considered for release if the CCG is in possession of the information 
regardless of whether it is held on behalf of someone else. EIR response 
times can only be extended up to 40 days where the request is complex or 
voluminous. All exemptions will need to be subject to a public interest test. 

  

9.      Third Party Information 
 
9.1  The CCG recognises that in some cases the disclosure of requested 

information may affect a third party (persons or bodies who are not the 
applicant and/or the CCG) and will ensure that procedures reflect this.  It will 
ensure that protocols and procedures are in place to deal with disclosure of 
information relating to members of its staff. 
 

9.2  The CCG will not agree to hold information received from third parties "in 
confidence" which is not confidential in nature within the provisions of the FOI 
or Data Protection Act. The CCG will only accept information from third parties 
in confidence if it is necessary to obtain that information in connection with the 
exercise of any of its functions. The acceptance of any confidentiality 
provisions may have to be justified to the Information Commissioner in the 
case of a complaint. 

 
9.3  Consultation may be required with third parties, for example, if there are 

contractual obligations which require consultation, or the CCG proposes to 
disclose information which is likely to affect the third parties business or 
private interests.  It will also often be necessary because third parties who 
have created or provided the information may have a better understanding of 
its sensitivity than the CCG. Where a disclosure cannot be made without the 
consent of a third party the organisation will consult that third party with a view 
to seeking their consent to the disclosure, unless such a consultation is not 
practicable. However, the CCG is not required to accept views provided to it 
from third parties about whether or not the information should be released as it 
is ultimately for the CCG to take the final decision on release following any 
consultation it undertakes. 

 
9.4  Where the interests of a number of third parties may be affected by a 

disclosure, and those parties have a representative organisation which can 
express views on their behalf, the CCG will consider that it would be sufficient 
to consult that representative organisation.  If there is no representative 
organisation, the CCG will consider if it would be sufficient to consult a 
representative sample of the third parties, but these will be case by case 
judgements for the CCG.  It is recognised that a refusal to consent to 
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disclosure by a third party does not automatically mean information should be 
withheld. 

 
9.5    If a decision is made to release information following consultation with a third 

party the CCG will give the third party advance notice or draw it to their 
attention as soon as possible. 

 
9.6  Where a third party has not responded to a request for consultation the CCG 

still has a duty to disclose information under the Act and to reply within the 
specified time. 

 
10.      Public Sector Contracts 
 
10.1  When entering into new contracts the CCG will review any contractual terms 

which restrict the disclosure of information relating to the contract within the 
terms of the Act, being mindful of any transparency obligations to publish 
regular details of spending, tenders and contracts on external suppliers. 

 
10.2  The CCG will consider confidentiality clauses with reference to the official 

guidance from the Department for Constitutional Affairs, the Information 
Commissioner and the Cabinet Office Freedom of Information Code of 
Practice.  Unless an exemption to disclosure within the Act is applicable to any 
part of a contract, the organisation will be obliged to provide information in 
response to a request, regardless of the terms of that contract. Appropriate 
arrangements for the CCG to gain access to information held by a contractor 
on behalf of the CCG will, therefore, need be made when entering into a 
contract to gain access to the information if a request is made under the Act. 
Details of how non-compliance with these obligations will be dealt with will 
also need to be specified. 

 
10.3  Where it is considered necessary to include non-disclosure provisions in a 

contract relating to all or part of the information, the CCG will take steps to 
agree with the contractor a schedule of the contract which clearly identifies 
information which should not be disclosed and the reason for this 
confidentiality.  

 
10.4  The CCG retains the right to make appropriate contractual terms with a third 

party organisation to restrict the disclosure of organisational information by a 
third party or contractor where it is the responsibility of the CCG to disclose 
such information.  

 

11.    Conditions and Exemptions 
 
11.1  The CCG will conform to the duty to confirm or deny whether information is 

held subject to certain conditions and exemptions in the Act.  The Governance 
function will make reasonable efforts to contact the applicant for additional 
information if the request is unclear. 

 
11.2  The CCG may not have to disclose information if it is subject to Part II of the 

FOI Act, Sections 21-44.  Reasons to refuse to disclose information under the 
Act may be absolute or qualified.  Absolute exemptions are those to which the 



12 
 

public interest test does not apply.  Qualified exemptions are those to which 
the public interest test applies.  Proposals to make exemptions under Section 
36 of the Act must be referred to the Chief Executive or designated deputy for 
a decision. The CCG will apply the public interest test to any relevant 
exemptions.  A list of exemptions is at Appendix 1 to this policy. The CCG 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.  

 
11.3  The CCG will work with applicants to keep compliance costs to a minimum but 

reserves the right to either refuse or charge for the communication of 
information that exceeds the appropriate limit detailed in the FOI Fee 
Regulations, which is currently £450 (18 hours) for NHS organisations. Costs 
are calculated on the amount of time staff would take in: 

 
a) Establishing whether information is held; 
b) Locating  and retrieving information;  
c) Extracting relevant information from the document(s) containing it. 

 
11.4 The rate for staff time is calculated at £25 per hour. 

 
11.5 The cost limit will be applied on the basis of a reasonable estimate at the time 

the request is received. 
 

11.6 The CCG will consider what advice and assistance can be provided to help the 
applicant reframe or refocus their request with a view to bringing it within the 
cost limit. This may include suggesting that the subject or timespan of the 
request is narrowed. Any refined request will be treated as a new request for 
the purposes of the Act.  
 

11.7 The cost limit will be applied before any exemption in Part II of the Act. 
 

11.8 When calculating the cost limit the CCG will aggregate requests which ask for 
the same or similar information if received within a 60 working day period. 
These requests can either be from the same person or a group of people 
acting together. 
 

11.9  The CCG will not comply with a request for information if the request is 
considered vexatious as defined in the Act. Where the CCG receives a 
number of related requests that are proven to be part of an organised 
campaign they may be considered vexatious. 

 
12.    Re-use Regulations and Copyright 
 
12.1  If there are concerns about information reaching a wider audience, without 

sufficient briefing relating to the circumstances surrounding the production of 
the data/document, or its context, then the CCG may indicate that the 
information is being supplied only for the use of the initial enquirer, and cannot 
be re-used or reproduced in any format, or relayed on to other people, without 
the consent of the CCG.  
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12.2  CCG information supplied under the FOIA continues to be protected by the 
Copyright, Designs and Patents Act (CDPA) 1988. 

12.3  For other forms of re-use, for example publishing the information, you would 
need the permission of the organisation or person who owns the copyright.  In 
the case of information produced by government departments and agencies, 
you can re-use the information under the Open Government Licence.  For 
information about this, please see: 
http://www.nationalarchives.gov.uk/doc/open-government-licence/open-
government-licence.htm 

12.4  If, however, the copyright is identified as belonging to somebody else, you will 
need to apply for permission.  

12.5  For information about how to obtain permission from a third party, please go to 
Intellectual Property Office’s website at: http://www.ipo.gov.uk/ 

12.6  Publishing the information or issuing copies may be subject to the provisions 
of the Re-use of Public Sector Information Regulations 2005 and will require 
permission of the CCG and may require a fee.  

 
12.7  Where datasets have been requested under the FOIA the CCG, acting in 

accordance with Section 102 of the Protection of Freedoms Act 2012 and its 
impact on Sections 11 and 19 of the FOIA, will release the information in a re-
usable form (wherever practicable) and with an accompanying Open 
Government Licence. This will allow the requester to: 
 
a) Copy, publish, distribute and transmit the information: 
b) Adapt the information; 
c) Exploit the information commercially and non-commercially for example, 

by combining it with other information, or by including it in their own 
product or application. 

 
12.8 For further information about the release of datasets in response to FOI 

requests, please see: 
 

The Information Commissioner’s Office guidance, available from the ICO 
website: 
http://ico.org.uk/for_organisations/guidance_index/~/media/documents/library/
Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf 
 
The Cabinet Office Freedom of Information Code of Practice July 2018: 
 
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/a
ttachment_data/file/744071/CoP_FOI_Code_of_Practice_-
_Minor_Amendments_20180926_.pdf 
 

13.  Fees and Charges  
 
13.1  The CCG will generally not charge for information within its Publication 

Scheme unless it is subject to the EU Directive for ‘Re-Use of Public Sector 
Information’.  

 

http://www.nationalarchives.gov.uk/doc/open-government-licence/open-government-licence.htm
http://www.nationalarchives.gov.uk/doc/open-government-licence/open-government-licence.htm
http://www.ipo.gov.uk/
http://ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf
http://ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/744071/CoP_FOI_Code_of_Practice_-_Minor_Amendments_20180926_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/744071/CoP_FOI_Code_of_Practice_-_Minor_Amendments_20180926_.pdf
https://assets.publishing.service.gov.uk/government/uploads/system/uploads/attachment_data/file/744071/CoP_FOI_Code_of_Practice_-_Minor_Amendments_20180926_.pdf
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13.2  Information that is available from the organisation’s website will generally be 
available free of charge and the applicant will be free to use it for their own 
purposes, including any non-commercial research and for the purposes of 
news reporting. 

 
13.3 Any other reuse, for example commercial publication, would require the 

permission of the copyright holder. Applicants must ensure that they gain the 
permission of the CCG before reproducing any third party information. 

 
13.4  The CCG will provide documented estimates where the cost of compliance 

with the request would exceed the appropriate limit defined as £450 for the 
NHS in determining whether the CCG holds the information, and locating, 
retrieving and extracting the information.  These charges will be kept under 
review and will be changed in line with relevant guidance and legislation. Also 
see Section 10.3. 

 
14. Internal Reviews 
 
14.1 Where the applicant wishes to ask for an ‘Internal Review’ of the original 

decision, the request should be made in writing to the Chief Executive. This 
differs to a general complaint, for which the CCG has a Complaints and 
Concerns Policy and process (see Section 13 below). 
 

14.2 Internal reviews should be completed within 20 working days from the time the 
request for the review is received, In exceptional circumstances, where the 
review is deemed complex, requires consultation with third parties or the 
relevant information is of high volume, the CCG may need longer than the 20 
working days to consider the issues and respond. In these instances, the 
applicant will be informed and be provided with a reasonable target response 
date which will be within an additional 20 working days unless a longer 
extension is needed and a legitimate reason will be provided if that’s the case. 
 

14.3 In the event that a clarification of an internal review request is required from 
the applicant, the normal 20 working day time period will not begin until it is 
received. 
 

14.4 Where the review overturns an original decision to withhold the information 
this will be confirmed in the response letter. The information should be 
disclosed to the applicant as soon as possible after the completion of the 
review and normally be provided at the same time as the applicant is informed 
of the outcome of the review. If this is not possible, the applicant should be 
informed or how soon the information will be provided.  
 

14.5  Where the original decision is upheld, the CCG is not obliged to undertake 
any further review.  
 

14.6 If new exemptions are applicable, details of these and why they are engaged 
will be supplied to the extent they can without providing exempt information.  
 

14.7 In responding to a request for an internal review, the applicant will again be 
informed of their right to apply to the Information Commissioner for a review of 
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whether the CCG has met the requirements of the FOI Act and their contact 
details will be provided,  

 
15.    Complaints 
 
15.1  It is important to distinguish between a request for an internal review (as at 

Section 12 above), which seeks to challenge either the outcome or the 
process of the handling of the initial response, and a general complaint. All 
complaints will be dealt with in accordance with the local resolution stage of 
Knowsley CCG’s Complaints and Concerns Policy. This is available on the 
CCG’s website at www.knowsleyccg.nhs.uk, or on application by post to the 
CCG Headquarters, at Nutgrove Villa, Westmorland Road, Huyton L36 6GA, 
or by email to Knowsley.CCGCommunications@knowsley.nhs.uk 

  
15.2  Complainants who remain dissatisfied with the conduct of the organisation 

following a failed attempt to provide a local resolution of their complaint will be 
advised of their rights under Section 50 of the Act to apply to the Information 
Commissioner. 

 
16.    Records Management  
 
16.1  The CCG has a separate policy with supporting systems and procedures that 

will ensure compliance with the Lord Chancellor’s Code of Practice on the 
Management of Records under Section 46 of the FOI Act 2000 and the  
Information Governance Alliance ‘Records Management Code of Practice for 
Health and Social Care 2016’.  

 
16.2  These address the issues of active records management i.e., the creation, 

holding, maintenance and disposal according to the requirements that the Act 
and the Law placed upon the organisation. 

 
17.    Monitoring and Review  
             
17.1   This policy is intended to be non-discriminatory and promote fairness and 

equity in the treatment of individuals.  
 
17.2    The CCG will have responsibility to monitor the effectiveness of this policy and 

review it every 3 years. Where a review is necessary due to legislative 
change, this will happen immediately. Minor changes may be approved by the 
Chief Executive. 

http://www.knowsleyccg.nhs.uk/
mailto:Knowsley.CCGCommunications@knowsley.nhs.uk
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             Appendix 1    

 
EXEMPT INFORMATION UNDER PART II OF THE FREEDOM OF 
INFORMATION ACT 2000 
 
1. There are two classes of exemption; 

 
a) absolute, which do not require a test of prejudice or the balance of public 

interest to be in favour of non-disclosure 
 

b) qualified by the public interest test, which requires the public body to decide 
whether it is in the balance of public interest to not disclose information 

 
2. The absolute exemptions under the Act are: 
 

a) Information accessible to applicant by other means (Section 21) 
b) Information supplied by, or relating to, bodies dealing with security matters 

(Section 24) 
c) Court Records (Section 32) 
d) Parliamentary Privilege (Section 34) 
e) Prejudice to effective conduct of public affairs (so far as relating to information 

held by the House of Commons or the House of Lords)  
f) Personal Information (where disclosure may contravene the Data Protection 

Act 1998) (Section 40(2)) 
g) Information provided in confidence (Section 41) 
h) Prohibitions on disclosure Section 43) 

 
3. The exemptions that are qualified by the public interest test are: 
 

a) Information intended for future publication (Section 22) 
b) National Security (Section 23) 
c) Defence (Section 26) 
d) International Relations (Section 27) 
e) Relations within the United Kingdom (Section 28) 
f) The Economy (Section 29) 
g) Investigations and proceedings conducted by public authorities (Section 30) 
h) Law Enforcement (Section 31) 
i) Audit Functions (Section 33) 
j) Formulation of Government Policy (Section 35) 
k) Prejudice to effective conduct of public affairs (for all public authorities except 

the House of Commons and the House of Lords) (Section 36) 
l) Communications with Her Majesty, etc. and honours (Section 37) 
m) Health and Safety (Section 38) 
n) Environmental Information (Section 39) 
o) Legal Professional Privilege (Section 42) 
p) Commercial Interests (Section 43) 
q) Research Information (Section 22A) 
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4.  Environmental Information Regulations Exceptions 
 
4.1 Regulation12 sets out exceptions that allow public authorities to refuse to 

disclose environmental information. All exceptions are subject to the public 
interest test. 

 
4.2 The exceptions are: 

a) personal information 
b) exceptions based on the type of information 

i. information not held 
ii. the request is manifestly unreasonable 
iii. the request is too general 
iv. the request relates to information which is unfinished or in the course of 

being completed 
v. the request involves the disclosure of internal communications 

c) exceptions based on the content of the information requested 
i. International relations, defence, national security and public safety 
ii. the course of justice, the ability of a person to obtain a fair trial or the 

ability of a public authority to conduct an inquiry of criminal or 
disciplinary nature 

iii. intellectual property rights 
iv. the confidentiality of the proceedings of a public authority where such 

confidentiality is provided by law to protect a legitimate economic 
interest 

v. the interests of the supplier of the information 
vi. protection of the environment 

d) emissions 
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Appendix 2 

 
GLOSSARY OF TERMS 
 
1. Absolute exemption - Applied to information that does not have to be released 

to the applicant either through a Publication Scheme or through the general right 
of access under the Act. Information to which an absolute exemption applies 
does not require a public authority to take a test of prejudice or the balance of 
public interest to be in favour of non-disclosure. 
 

2. Applicant - The individual(s), group or organisation requesting access to 
information under the Act. 
 

3. Dataset  -  Is a collection of factual information in electronic form to do with the 
services and functions of the organisation that is neither the product of analysis 
or interpretation, nor an official statistic and has not been materially altered. 
 

4. Duty to confirm or deny - Any person making a request for information to a 
public authority is entitled to be informed in writing by that authority whether the 
public authority holds the information specified in the request or not. 
 

5. Fees Notice - A written notification issued to an applicant stating that a fee is 
payable and exempts public authorities from being obliged to disclose 
information until the fee has been paid. The applicant will have three months 
from the date of notification to pay the fee before their request lapses. 
 

6. Fees Regulations - National regulations that will prohibit a fee with regard to 
certain types of request, set an upper limit on amounts that may be charged and 
prescribe the manner in which any fees are to be calculated. 
 

7. General right of access - An applicant has a right to be told whether the 
information requested is held by that authority and, if it is held, to have it 
communicated to them. 
 

8. Information Commissioner - The Information Commissioner enforces and 
oversees the Data Protection Act 2018 and the Freedom of Information Act 2000. 
The Commissioner is a United Kingdom (UK) independent supervisory authority 
reporting directly to the UK Parliament and has an international role as well as a 
national one. 
 

9. Department for Constitutional Affairs - The Department of Constitutional 
Affairs is responsible for the efficient administration of justice in England and 
Wales. 
 

10. Public authority - The Act is intended to have wide application across the public 
sector at national, regional, and local level. In view of the large number of bodies 
and offices intended to fall within the scope of the Act it is not feasible to list each 
body individually. 
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11. Publication Scheme - A scheme specifying the classes of information which the 
CCG publishes or intends to publish and whether the information is available to 
the public free of charge or if it incurs a fee. 
 

12. Qualified exemption - Information to which a qualified exemption applies 
requires a public authority to take a test of prejudice or to demonstrate that the 
balance of public interest is in favour of non-disclosure. 
 

13. Re-usable Form - Means that a dataset is released which is machine readable 
and based on open standards. 
 

14. Round robin requests  -  A ‘round robin’ or circular Freedom of Information 
request is one that has been sent to multiple authorities in the same sector, 
usually (but not limited to) in the form of a questionnaire. 

 

15. Vexatious requests – The Freedom of Information Act (FOIA) does not define 
what makes a vexatious request but guidance is available from the Information 
Commissioner’s Office. Each case should be considered on its own facts, taking 
into consideration best practice. Section 14(1) of the FOIA may be used in a 
number of circumstances where a request, or the impact of a request, is not 
justifiable or reasonable. 
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Appendix 3 
 
EQUALITY IMPACT ASSESSMENT  

  Yes/No Comments 

1. Does the policy/strategy/guidance affect one group less 
or more favourably than another on the basis of: 

  

  Race No  

  Ethnic origins (including gypsies and travellers) No  

  Nationality No  

  Gender No  

  Culture No  

  Religion or belief No  

  Sexual orientation including lesbian, gay and bisexual 
people 

No  

  Age No  

  Disability - learning disabilities, physical disability,   
sensory impairment and mental health problems 

No  

2. Is there any evidence that some groups are affected 
differently? 

No  

3. If you have identified potential discrimination, are there 
any exceptions valid, legal and/or justifiable? 

N/A  

4. Is the impact of the strategy/guidance likely to be 
negative? 

No  

5. If so can the impact be avoided? N/A  

6. What alternatives are there to achieving the 
policy/guidance without the impact? 

N/A  

7. Can we reduce the impact by taking different action? N/A  

 
HUMAN RIGHTS IMPACT ASSESSMENT   
 
No aspect of this policy/strategy breaches a person’s Human Rights 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

END OF DOCUMENT 
 


