
Where do I send FOI requests?
All requests must be sent to: 

Email: 
FOILEAD@enhertsccg.nhs.uk 

Post: 
Freedom of Information,
Governance and Corporate Affairs Team,
NHS East and North Hertfordshire Clinical Commissioning Group,
2nd Floor, Charter House,
Parkway,
Welwyn Garden City AL8 6JL 

Publication Scheme: 
Is found on the Internet here: 
http://www.enhertsccg.nhs.uk/publication-scheme-classes 

Useful contacts 

Jennie McCollin, FOI Lead 
Jennie.McCollin@enhertsccg.nhs.uk 

Sarah Feal, Company Secretary 
Sarah.Feal@enhertsccg.nhs.uk 

David Hodson, Information Governance Lead 
David.Hodson@enhertsccg.nhs.uk 

Want to know more about FOI / EIR / data protection? 
The Information Commissioners Office has produced a short training film called 
‘Tick Tock’, to help make public authorities aware of their responsibilities under 
the Freedom of Information Act, Environmental Information Regulations and 
Data Protection. 

It is informative and amusing and can be watched or downloaded from their 
website at the following address:  
 https://ico.org.uk/for-organisations/improve-your-practices/training-videos/  IG Matters 

Freedom of 
Information 

A Quick Reference Guide to
Freedom of Information Policy

within NHS East and North Hertfordshire CCG 

This guide should be read alongside the Freedom of Information Policy which is 
held under Resources on the Intranet. Both documents aim to help you know what 
information can be requested, how requests are received and what to do if you 

get one. 
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What is the Freedom of 
Information Act 2000? 
The Freedom of Information Act 2000 
deals with access to official information 
and applies to all public bodies. 

It has required a change in attitude by 
public bodies regarding sharing their 
information, from a need to know basis 
to a right to know basis; promoting 
transparency in areas such as how public 
funds are spent. 

Anyone has the right to request 
information held by our organisation. 

If we hold the information, we must 
supply it within 20 working days unless a 
valid exemption applies, such as the 
information already being freely available 
on the Internet. 

Failure to supply information could lead 
to sanctions being taken against NHS 
East and North Hertfordshire Clinical 
Commissioning Group. 

What constitutes a valid 
request? 
Freedom of Information (FOI) requests 
must be made in writing by letter, email 
or fax and cannot be made over the 
phone. However, there are two possible 
circumstances where a verbal request 
may be accepted: 

1. A verbal request may be accepted in
circumstances where the enquirer would 
have great difficulty in putting a request 
in writing, specifically due to disability. 

In this instance the request would have to 
be put into writing by a member of staff 
and then sent to the requester so that 
they can confirm that we have interpreted 
their request accurately. 

2. Requests for information about matters
accepted verbally as this is covered by 
different legislation, although it is 
recommended that enquirers are advised 
to put their request in writing to reduce 
any ambiguity regarding the information 
that they want. 

The enquirer must clearly identify what 
information and/or documents they are 
requesting and they must supply a 
return address for delivery.

What information might 
be requested? 
Typically requests relate to: 

staff expenses
financial information
procurement and tendering

mental health
individual funding request
organisational structure charts

policies and operating procedures
medicine management
care pathways.

FOI requests could also relate to any 
official document created by members of 
staff in the course of their duties, including 
emails. 

Any request for information must be 
treated as an FOI request even if this is 
not mentioned within the request. 

What do I do if I receive 
a request for 
information? 

If it’s over the telephone then advise the 
caller that they must put the request in 
writing and give them the relevant postal or 
email address [see back page]. 

You can also direct them to the Publication 
Scheme pages on our website as this 
contains a lot of commonly requested 
information which is available without 
having to submit a formal request. 

Yes or no? 
If a written request comes in that you think 
may be an FOI query (even if it doesn’t 
mention FOI) then please let the FOI team 
know as soon as possible via  
FOILEAD@enhertsccg.nhs.uk 

It is good practice to acknowledge requests 
within two working days of them being 
received. 

You’re not alone 
There are strict rules relating to 
answering FOIs and dedicated teams 
available to answer them so if you 
receive a request, don’t try to deal with it 
yourself and be sure to pass the request 
onto the FOI team. 

What do I do if I am 
asked for information to 
help answer an FOI 
request? 
Supply the information as soon as you can, 
including as much detail as possible. 
Requests can be for information from any 
department or multiple departments and we 
only have twenty working days to comply, 
including the time taken to decide if all of the 
information can be released and collating it 
for the requestor. 

If you think there is a valid reason for not 
supplying the information then bring this to 
the attention of the person handling the 
request and they will see if an exemption 
applies. 

How can I help? 
Make sure you have good records management in place, using the naming convention 
and version control. The easier it is to locate accurate and up-to-date records, the 
quicker it is to comply with requests. 

Putting small measures in place now, for example, ensuring that your records are stored 
within folders with sensible names, can make a huge difference to how long it takes to 
comply with a request. 

Some other policies you may find useful are the Records Management Policy and the 
Confidentiality Code of Conduct both of which can be found under Resources on the  
CCG's website: http://www.enhertsccg.nhs.uk/our-policies-and-procedures 
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