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Act (FOI) 2000. 
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1.0  Introduction 
 
1.1 The Freedom of Information Act 2000 (FOIA or the Act) was passed in 

November 2000 and came into force on 1st January 2005.  The Act 
sets out the basic rights of an individual or organisation to request and 
receive information held by a public body.  Transparency and 
accountability are fundamental principles for public bodies to adhere to. 
It is important that members of the public, journalists and Members of 
Parliament have the ability to question how public bodies operate. 

 
1.2 The Act sets out the way requests should be handled, outlines the 

exemptions to providing requested information and highlights the 
obligations of public authorities.  The Act is enforced by the Information 
Commissioner’s Office (ICO), who also enforces Data Protection 
legislation.  This policy sets out the duties of the NHS East and North 
Hertfordshire Clinical Commissioning Group (CCG) under the Freedom 
of Information Act 2000 and how those duties will be met.  This policy 
provides a framework within which the CCG will work to ensure 
compliance with the Act. 

 
1.3 The CCG is committed to being an organisation within which diversity, 

equality and human rights are valued.  The CCG will not discriminate 
either directly or indirectly and will not tolerate harassment or 
victimisation in relation to gender, marital status (including civil 
partnership), gender reassignment, disability, race, age, sexual 
orientation, religion or belief, trade union membership, status as a fixed 
term or part-time worker, socio - economic status and pregnancy or 
maternity. 

 
1.4 The CCG works within a framework for handling personal information 

in a confidential and secure manner to meet ethical and quality 
standards.  This enables National Health Service organisations in 
England and individuals working within them to ensure personal 
information is dealt with legally, securely, effectively and efficiently to 
deliver the best possible care to patients and clients. 

 
1.5 The CCG, via the Data Security and Protection (DSP) Toolkit, provides 

the means by which NHS England can assess compliance with current 
legislation, Government and National guidance. 

 
1.6 Information Governance covers: Data Protection & ICT Security 

(including smart cards), Human Rights Act, Caldicott Principles, 
Common Law Duty of Confidentiality, Freedom of Information 
Regulations and Information Quality Assurance 
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2.0  Scope  
 
2.1  This policy applies to all CCG staff members, including Governing 

Body Members and Practice Representatives whether permanent, 
temporary or contracted-in (either as an individual or through a third 
party supplier). 

 
2.2  This policy applies to all information held by the CCG. 
 
3.0 Purpose  
 
3.1.  The purpose of this policy is to:  
 

 Ensure all Freedom of Information requests are dealt with 
consistently and that legislative timescales are met. 

 
 Provide high quality responses however and whenever requests 

are made. 

 Provide clear routes for members of the public to make contact 
with the CCG so that they can appropriately request information. 

 Ensure that the CCG complies with all relevant codes of 
practice, regulations and good practice guidance.  

 Ensure that the CCG’s Publication Scheme is up-to-date and 
inclusive in order to provide access to information. 

 Ensure that the necessary administrative infrastructure is in 
place thereby ascertaining compliance with the Act 

 Ensure staff at all levels are aware of their responsibilities with 
regards to the Act, be it in directing any Freedom of Information 
queries to the FOI Lead who is the Company Secretary, or in 
ensuring they provide any information requested in a timely 
fashion.  

 Ensure staff members have access to advice to support their 
understanding of the FOIA. 

 Ensure the Governing Body, Information Governance Forum 
and the Governance and Audit Committee are fully informed of 
the operation of the Act and any implications to the service. 
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4.0 Definitions 
 
4.1 Acronyms  
 
CD Rom Compact Disk – Read only memory 

DPA  

GDPR 

Data Protection Act 2018 

General Data Protection Regulation 

EIR  Environmental Information Regulations 2004 

CCG NHS East and North Hertfordshire Clinical Commissioning 
Group 

FOIA/FOI Freedom of Information Act 2000 

ICO Information Commissioner’s Office 

MP Member of Parliament 

PALS Patient Advice and Liaison Service 

4.2 Definition of terms 
 
4.3 Applicant: Refers to whoever has requested the information.  This 

may be a single individual, a group of people or an organisation. 
 

4.4 Dataset: A dataset is a collection of factual information in electronic 
form to do with the services and functions of the Authority that is 
neither the product of analysis or interpretation, nor an official statistic 
and has not been materially altered. 

 
4.5 Duty to confirm or deny: In some circumstances it may be 

inappropriate to confirm or deny whether information is held because 
this act alone would itself communicate sensitive and potentially 
damaging information, to the detriment of the public good. 

 
4.6 Exception: Provisions within the EIR that define particular types of 

information that public bodies are not obliged to disclose. 
 
4.7 Exemption: Provisions within the Act that define particular types of 

information that public bodies are not obliged to disclose.  Exemptions 
can be either Absolute or Qualified. 
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5.0  Roles and Responsibilities 
 
5.1 Chief Executive Officer 

The Chief Executive, as Accountable Officer, has ultimate 
responsibility for compliance with the Act. 
 

5.2 Executive Directors 
Executive Directors may be asked to make decisions on issues of 
particular complexity and review decisions following an appeal.  
Executive Directors must authorise draft FOI responses prior to being 
dispatched to the Applicant. This authorisation may also include input 
from the Communications Team where a media response has been 
sought.   All authorisations will be kept as part of the CCGs audit trail. 

 
5.3 Chief Finance Officer 

The Chief Finance Officer is the Senior Information Risk Owner 
(SIRO), Information Governance Lead to the Governing Body and 
responsible for the independent review of FOI appeals. 

 
5.4 Company Secretary 

The Company Secretary is the Freedom of Information Lead and has 
overall responsibility for implementation of this Policy within the CCG. 

 
5.5 Corporate Governance Manager 

To be the lead for all requests for information made under the Freedom 
of Information Act, responsible for ensuring that they are responded to 
within the timescales prescribed by the Act and in accordance with the 
CCG FOI procedure. 

 
5.6 Corporate Governance Officer 

The Corporate Governance Officer is responsible for the day to day 
handling and responses to all requests made to the CCG under the 
FOIA on behalf of the FOI Lead (See Appendix 1: Procedures 
Flowchart). 

 
5.7 Line Managers 

All Line Managers should comply with requests for information in a 
timely manner and manage their records in line with the CCG’s 
Records Management Policy.  

 
5.8 All Staff 

All staff are responsible for directing any FOI queries they receive to 
the FOI Mailbox enhertsccg.information@nhs.net and where a 
response is required, they provide information requested in a timely 
manner. 
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6.0 Processes 
 
6.1 Publication Scheme 

6.1.1 Under the Act all public bodies are obliged to have a Publication 
Scheme.  A Publication Scheme is a commitment from the organisation 
to routinely and proactively supply information to the public.  The CCG 
will maintain a Publication Scheme on its website as per the 
Information Commissioner’s Office Model Publication Scheme.   

6.1.2 The Publication Scheme will be reviewed annually or as and when 
organisational changes occur.  

6.1.3 The CCG will not generally charge for information published in the 
Publication Scheme. However, the CCG may charge for disbursements 
such as photocopying costs or information produced on other media 
such as CD Rom. 

6.2 Datasets 

6.2.1 The datasets amendments to the FOI Act came into force on 1 
September 2013. Section 102 of the Protection of Freedoms Act 2012 
adds new provisions to FOIA (in particular sections 11, 19 and 45) 
regarding datasets. There is no new duty to provide any information in 
response to a FOIA request that was preciously inaccessible and there 
are no new exemptions from that duty.    

 
The new provisions: 
 

 Are about how information is released, rather than what information 
is released. 

 Only relate to information that the public body (the CCG) holds as 
datasets. 

 Are about the re-use of those datasets that the CCG provides in 
response to a request or under the Publication Scheme. 

 
6.2.2 A reusable form means that the dataset is in a machine readable form 

and based on open standards. 
 
6.2.3 The data set amendment requires that: 
 

 When a public body (the CCG) is providing response to a request, if 
that information is a dataset, then the public body has to provide it 
in a re-usable form so far as reasonable practicable. 

 If the public body owns the copyright in the dataset and it’s not a 
Crown copyright work, then it also has to licence the dataset for re-
use. 

 It may charge a fee for licensing re-use of the dataset. 
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 The public body (the CCG) also has to make requested datasets 
available for re-use under its Publication Scheme, unless it is 
inappropriate to do so.  

 
6.2.4 When dealing with a request involving a dataset, the CCG will first 

consider whether the information is exempt from disclosure under any 
FOI exemption. In particular the CCG will consider whether any 
personal data may be disclosed. 

6.2.5 Dataset provisions do not apply to the Environmental Information 
Regulations but regulation 6 of the EIR in relation to form or format 
should be taken into account. 

 
6.3 Freedom of Information request requirements 

6.3.1 The Freedom of Information Act 2000 makes it a requirement that all 
requests for information must be made in writing (letter, fax, twitter or 
e-mail). Request for information under FOI must be submitted in the 
form of a letter, fax, twitter or e-mail.  For speed of response it is 
preferred that requests are made in English but where this is not 
possible translation and/or other support will be provided. 

6.3.2 Applicants must be advised to put in their request in writing to the 
contact details provided below. Where requests have been received by 
staff, they must be forwarded to: 

Freedom of Information Lead 
NHS East and North Hertfordshire CCG 
Charter House 
Parkway 
Welwyn Garden City 
Hertfordshire 
AL8 6JL  
Email: enhccg.information@nhs.net  

 
6.3.3 Written requests may come in from any source, for example, Chief 

Executive’s Office, Communications Department, PALS and be 
directed to any member of staff.  If the information is not classified as a 
complaint, solicitor’s letter or request for access to personal records, it 
should be considered as a possible FOI enquiry and be forwarded to 
the FOI Lead. 

 

  

mailto:enhccg.information@nhs.net
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6.4 Twitter FOI Requests 
 
6.4.1 The Information Commissioner has ruled that public sector 

organisations with Twitter accounts must accept Freedom of 
Information requests by Twitter. 

6.4.2 In order to facilitate this, guidance on how to submit Freedom of 
Information requests through Twitter will be included on the CCGs 
website.  

 
6.4.3 Monitoring requests 
 
The official Twitter account operated by the CCG  is @ENHertsCCG. 
 
This account will be checked daily, from Monday to Friday, with the exception 
of public holidays, for FOI requests.  The account will be checked by the 
Assistant Director Communications or the Communications Manager.  Any 
FOI requests received in this way will be captured as a screen shot and 
handed immediately to the Governance & Corporate Affairs Team to be 
processed in the usual way.   
 
6.4.4 Replying to Twitter requests 
 
A request will be considered as a valid FOI request when it is addressed 
directly to the CCG’s twitter account- @ENHertsCCG - and contains a request 
for information.  
 

 FOI requests received via Twitter will be acknowledged on the 
working day on which they are received through the 
@ENHertsCCG account and provided with a reference number 
supplied by Governance & Corporate Affairs Team. 

 Applicants will be directed to the CCG’s website for information 
about how their request will be handled, through a short web link.  

 Should clarification be required, a fee or further information, 
Applicants will be contacted via their Twitter account and asked to 
contact the Governance & Corporate Affairs Team.  The request will 
be put on hold from the day on which the contact is requested and 
will be taken off hold once the necessary information has been 
received. 

 Applicants will be asked to supply an email address for their 
response through a ‘direct message’ (private communication via 
Twitter between the Applicant and the @ENHertsCCG account).  
This email address will then be forwarded on to the Governance & 
Corporate Affairs Team for their use and records.  

 
6.4.5 If no alternative address/means of contact is provided, either through 

the initial tweet or a subsequent direct message, the requestor’s Twitter 
account will automatically become the default means of contact. 
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6.5 Timescales 

6.5.1 The FOIA requires that requests are responded to by the twentieth 
working day following date of receipt (Appendix 1: Procedures 
Flowchart). 

6.5.2 If the CCG applies a condition or exemption to withhold information, the 
Applicant must be informed within 20 working days.  (See Appendix 2: 
Exemptions) 

 
6.5.3 The 20 working days timescale may be extended only if the CCG: 
 

 Requests further clarification relating to the enquiry from the Applicant, 
in which case the 20 working days is suspended until a reply is 
received. 

 Advises the applicant it is unable to complete the enquiry within the 20 
working days and a revised timescale is agreed between the enquirer 
and the CCG. 

 A fees notice is issued, in which case the 20 working days is 
suspended until payment is received by the CCG. 

 
6.6 Duty to advise and assist applicants 

6.6.1 The CCG is obliged by the Act with a duty to provide advice and 
assistance to Applicants.  If the request is unclear, or will be too time 
consuming to meet, the FOI Lead will: 

 contact the Applicant to explain why the FOI cannot be met and ask 
the Applicant to clarify what information is needed and/or suggest 
suitable alternatives if appropriate or 

 ask the Applicant, if they would like an estimate of costs of 
retrieving information which would take more than 14 working hours 
to collate. 

6.7 Vexatious and repetitive requests 

6.7.1 Under Section 14 (1) of the Act, the CCG does not have to comply with 
vexatious requests. These are requests that may be so patently 
unreasonable or objectionable that it will obviously be vexatious. In 
cases where the issue is not clear-cut, the key question to ask is 
whether the request is likely to cause a disproportionate or 
unjustified level of disruption, irritation or distress.  

6.7.2 Under Section 14 (2) of the Act, the CCG does not have to comply with 
a request which is identical, or substantially similar to a previous 
request submitted by the same individual, unless a reasonable period 
has elapsed between those requests. The CCG may only apply 
Section 14 (2) where it has either: 
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 Previously provided the same requester with the information in 
response to an earlier FOIA request; or 

 Previously confirmed the information is not held in response to an 
earlier FOIA request from the same requester. 

6.7.3 The CCG maintains an FOI log and maintains a response audit trail 
which can be used as the evidence log. 

 
6.8 FOI Procedures 

6.8.1 The CCG adheres to the operational procedure set out below and is an 
integral part of the management of the FOI policy (Appendix 1: 
Procedures Flowchart). 

 
6.8.2 All FOI requests must be recorded on the FOI log and all 

communication with Applicants must be made by the FOI Lead or a 
nominated person in their absence. 

 
6.8.3 The FOI Lead will be responsible for updating all of the fields 

associated with the FOI log prior to acknowledging receipt of the 
request.  This must be completed within 2 working days of receiving the 
FOI request. 

 
6.8.4 The FOI Lead will be responsible for evaluating requests for 

information and disseminating these to the relevant Lead/Heads of 
Departments or Services within the CCG.  This also might include 
seeking advice from the Company Secretary or Chief Finance Officer. 

6.8.5 The FOI Lead will be responsible for ensuring that draft responses to 
FOI requests are dealt with within 10 working days wherever possible 
and that these draft responses are then authorised by the Executive 
Director before the response is dispatched to the Applicant.   

6.8.6 If however the draft reply is in response to an FOI request from national 
/ local media or an MP’s request, then a member of the 
Communications Team will be asked to review the draft reply as well.   

6.8.7 The FOI Lead will provide the information to the Applicant in their 
preferred format (so far as this is reasonably practical). The CCG will 
notify the Applicant of the reasons if it considers it is not practical to 
comply.   
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6.8.8 The FOI Lead will have timely meetings with the Company Secretary in 
reviewing and determining how FOIs should be handled and advise on 
any legal aspects. Attention must be given to FOIs where there is a 
possibility of non-compliance.  The timings of these meetings may vary 
between daily and weekly, depending on the amount or complexities of 
the FOI requests received (Appendix 1: Procedures Flowchart). 

6.9 Complaints  
 
6.9.1 The CCG will deal with complaints or requests for internal reviews to 

ensure that the requirements of the FOIA are met. 
 
6.9.2 Internal reviews will be undertaken in the first instance by the Chief 

Finance Officer.  If however the Chief Finance Officer has been closely 
involved in the handling of the original request, the review will be 
conducted by the Chief Executive or a Lay Member of the Governing 
Body. 

 
6.9.3 The Applicant will have the right to complain to the Information 

Commissioner, if they are not satisfied in the way the internal review 
was conducted. 

 
6.9.4 The CCG will inform the Applicant of these rights as part of the 

standard acknowledgement correspondence. 
 
6.9.5 The CCG will ensure that a record is kept of internal reviews, 

complaints and any subsequent outcomes. 
 
6.10 FOI appeals procedure 
 
6.10.1 Any written reply by the Applicant (including by electronic means) that      

indicates dissatisfaction with the CCG’s response to a valid request for 
information should be treated as a request for an internal review and 
passed immediately to the Company Secretary. 

 
6.10.2 In accordance with Section 17 (7) of the Freedom of Information Act, all 

responses to FOI requests made to the CCG include standard wording 
in relation to the Applicant’s right of appeal if they are dissatisfied with 
the response given for any reason, as follows: 

If you are dissatisfied with this response or wish to appeal, 
please write to: 

 

The Company Secretary 
NHS East and North Hertfordshire CCG 
Charter House 
Parkway 
Welwyn Garden City 
AL8 6JL  
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If you still remain dissatisfied with our response, you may appeal to the 
Information Commissioner whose contact details are available at 
https://ico.org.uk/ , together with further information about the Freedom of 
Information process. 

  
6.10.3 A consultation will take place with appropriate senior management and 

a range of decisions will be considered including:  

 release information that has previously been withheld; 

 uphold the CCG’s decision not to release information; 

 consider whether apologies for any failures in internal processes 
are necessary.  If so review these, proposing improvements if 
necessary to prevent recurrence, for implementation by the relevant 
area. 

 
6.10.4 A response will be prepared by the appropriate staff and signed off 

centrally prior to being sent to the Applicant, including detail of how to 
appeal to the Information Commissioner, as above, if dissatisfaction 
remains.  
 

6.10.5 A review of all Appeals received will be completed every 3 months to 
ensure all necessary actions appertaining to the appeal have been 
actioned and satisfactorily concluded. 

 
 
 
 

  

https://ico.org.uk/
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Appendix 1: Procedures 

Flowchart  
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When draft response is received a response will be prepared via an 
appropriate template:   
This response is emailed to relevant Director for approval 

Once Director approval has 
been received, the FOI Lead 
will send the information to 
the Applicant within 20 
working days and mark the 
request as closed 

Copies of all emails 
and attachments are 
saved to the network 
and deleted from the 
inbox / sent items 
folders. 

Request received by the CCG  from 
Applicant. 
All requests received outside the 
Governance & Corporate Affairs 
Team to be sent immediately to: 
enhertsccg.information@nhs.net   

 
 

FOI Lead logs FOI 
Request on Database 
and acknowledges 
receipt of request 
advising Applicant of 
response due date 
within 2 working days. 

 
 

FOI Lead will forward FOI 
Request to appropriate CCG 
Lead.  

If additional information or 
clarification is needed from 
the Applicant, the delegated 
person will contact the FOI 
Lead within 24 hours with a 
full explanation. 
 
 

The FOI Lead will send a 
Clarification request to 
Applicant – the CLOCK 
stops until the Applicant 
responds. (The FOI request 
is marked as closed if no 
response received within 20 
days) 
 

The delegated person has 10 
working days to locate and 
return the information requested 
to the FOI Lead as a draft 
response. (If appropriate the 
response may signpost the 
Applicant to the correct 
organisation or website). 
 

If the request is 
assessed as exceeding 
the appropriate cost limit 
(18h*£25 = £450) the 
FOI LEAD will issue a 
Fees Notice to 
Applicant.  – the CLOCK 
stops until the Applicant 
responds. 
 

If the Applicant pays the fee 
the FOI Request is dealt with 
as usual.  If the fee is not 
paid within 3 months the FOI 
Request is marked as closed. 
 

If the delegated person does 
not reply within 10 days, a 
reminder is sent 
 

If the request is in a 
language other than 
English the request will 
be translated into 
English in order to deal 
with the request. 
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Appendix 2:  Exemptions under part II of the FOIA 2000 

 
There are two types of class exemptions: 

 Absolute, which do not require a test of prejudice or the balance of 
public interest to be in favour of non-disclosure 

 Qualified by the public interest test, which require the public body to 
decide whether it is in the balance of public interest not to disclose 
information.   

 
With the exception of section 21 (information available by other means) 
absolute exemptions apply not only to the communication of the information 
but also to the duty to confirm or deny, if that itself would disclose information 
that it is reasonable to withhold.  
 
The absolute exemptions under the FOIA are: 
 
Section 21 Information accessible to applicant by other means – it may 

be reasonably accessible even if the applicant has to pay for it  
 
Section 23 Information supplied by, or relating to, bodies with security 

matters – this is aimed at the Security Services, Government 
Communications Headquarters and the National Criminal 
Intelligence Service 

 
Section 32 Court records- covers documents in the custody of a court, 

created by a court served on or by a public authority for court 
proceedings 

 
Section 34  Parliamentary privilege- to avoid infringing the privileges of 

either House of Parliament 
 
Section 40  Personal Information – where the applicant is the subject of 

the information the request must be dealt with in accordance 
with the Subject Access rights provided in the Data Protection 
Act 1998.  Where the applicant is not the subject of the 
information, then it is exempt if disclosure of it would breach the 
Data Protection Act  

 
Section 41 Information provided in confidence – if the disclosure of the 

information would constitute a breach of confidence that could 
lead to action against the CCG  

 
Section 44  Prohibitions on disclosure – information is exempt if its 

release is prohibited under any enactment; it is incompatible 
with Community obligations or would constitute contempt in 
court   
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Appendix 2 Cont’d 
 
The exemptions that are qualified by the public interest test are: 
 
Section 22 Information intended for future publication – covers 

information held with a view to publication by the public authority 
or another person at some future date 

 
Section 24  National security – information can be exempt if it is required to 

safeguard national security 
 
Section 26  Defence – information can be exempt if its release would affect 

the defence of the British Isle, any British colony or the capability 
and effectiveness of the armed forces 

 
Section 27 International relations – information is exempt if its release 

would prejudice relations with another state, international 
organisation, international court or the interests of the UK abroad 

 
Section 28 Relations within the UK – covers information that would 

prejudice the economic interests of the UK or of any 
administration in the UK 

 
Section 29 The economy – covers information that would prejudice the 

economic interest of the UK or of any administration in the UK 
 
Section 30 Investigations and proceedings conducted by public 

authorities – covers information held for an investigation that the 
authority has a duty to conduct to decide if a person should be 
charged with or found guilty of an offence, relates to criminal 
proceedings that the authority has power to conduct or relates to 
civil proceedings brought by or on behalf of the authority.   

 
Section 31 Law enforcement – information is exempt if its release would 

prejudice law enforcement.  This includes the prevention and 
detection of crime, apprehension and prosecution of offenders, 
administration of justice, the operation of immigration controls 
and the security prisons.   

 
Section 33 Audit functions – this applies to authorities that have functions 

in relation to the audit of other authorities’ accounts and the 
examination of efficiency and effectiveness of the use of their 
resources.  This does not cover internal auditing functions of 
authorities 

 
Section 36 Prejudice to effective conduct of public affairs – information is 

exempt if, in the opinion of a qualified person, it would be 
prejudice how the CCG conducts its public affairs.   
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Appendix 2 Cont’d  
 
Section 37  Communications with Her Majesty, with other members of the 

Royal Household and the conferring by the Crown of any honour 
or dignity.   

 
Section 38 Health and Safety – information is exempt if its disclosure would 

endanger the physical health, mental health or safety of any 
individual 

 
Section 39 Environmental information – covers information that can be 

assessed via the Environmental Information Regulations 
 
Section 42  Legal professional privilege - information in respect of which a 

claim to legal professional privilege or, in Scotland, to 
confidentiality of communications could be maintained in legal 
proceedings is exempt information  

 
Section 43 Commercial interests – information is exempt if it constitutes a 

trade secret or would prejudice or be likely to prejudice the 
commercial interests of any person or organisation.   

 
 
 
 
 
 



 

 
Freedom of Information Policy (v5.0 draft) 
NHS East and North Hertfordshire Clinical Commissioning Group 

 
Page 20 of 21 

 

Appendix 3 
Equality Impact Assessment Stage 1 Screening 

Equality Analysis - Equality Impact Assessment Screening Form 

Very occasionally it will be clear that some proposals will not impact on the protected equality groups 
and health inequalities groups. 
Where you can show that there is no impact, positive or negative, on any of the groups please 

complete this form and include it with any reports/papers used to make a decision on the proposal. 

Name of policy / 

service 

Freedom of Information Policy 

What is it that is 

being proposed? 

A review of the existing FOI policy has been carried out.  This relates to 

requests received for information from persons outside the organisation 

which we are required to respond to under the Freedom of Information Act 

2000. What are the 

intended 

outcome(s) of the 

proposal 

To ensure all requests are dealt with appropriately, in line with legislation 

and in a timely manner 

Explain why you 

think a full Equality 

Impact Assessment 

is not needed 

This has been a review of the policy. There has been clarification 
given on requests received in a language other than English. As a 
result of this clarification, all requests are dealt with based on the 
requirements of legislation regardless of their origin.  Any requests 
received in a different language to English will be dealt with 
appropriately (ie.the request will be translated).  Our Policy has been 
updated to state we will accept requests in languages other than 
English.  
This will be a positive impact for those protected equality groups 
where providing a request in English is either not reasonable or puts 
the requester at a disadvantage.  

On what 

evidence/informatio

n have you based 

your decision?  

To date all requests have been received in English. 

How will you 

monitor the impact 

of policy or 

service? 

We record all FOI requests and responses and will record details of any 

requests received in another language. 

How will you report 

your findings? 

We report on these quarterly at the Information Governance Forum and 

produce an annual report. 

Having considered the proposal and sufficient evidence to reach a reasonable decision on actual and/or 

likely current and/or future impact I have decided that a full Equality Impact Assessment is not required.  

Assessors Name and Job title 

Date 
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Appendix 4 
Data Protection Impact Assessment Stage 1 Screening 

 

1. Policy PIA Completion Details 

Title:  
 Proposed                  Existing 

 
Date of Completion: April 2017Review Date: April 
2019 

Names & Titles of staff involved in completing 
the PIA:  
 
Sarah Feal, Company Secretary 

2. Details of the Policy. Who is likely to be affected by this policy? 

 Staff  Patients  Public 

 Yes No Please explain your answers 

Technology     
Does the policy apply new or additional information 
technologies that have the potential for privacy 
intrusion?  
(Example: use of smartcards) 
 

  

 

Identity 
By adhering to the policy content does it involve the 
use or re-use of existing identifiers, intrusive 
identification or authentication? 
(Example: digital signatures, presentation of 
identity documents, biometrics etc.) 
 

  

 

By adhering to the policy content is there a risk of 
denying anonymity and de-identification or 
converting previously anonymous or de-identified 
data into identifiable formats? 
 

  

 

Multiple Organisations 
Does the policy affect multiple organisations? 
(Example: joint working initiatives with other 
government departments or private sector 
organisations)   
 

  

 

Data 
By adhering to the policy is there likelihood that the 
data handling processes are changed? 
(Example: this would include a more intensive 
processing  of data than that which was originally 
expected) 
 

  

 

If Yes to any of the above have the risks been 
assessed, can they be evidenced, has the policy 
content and its implications been understood and 
approved by the department?  

 

 


