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1.0. SUMMARY 

 

The Freedom of Information Act 2000 demonstrates a commitment to greater openness and transparency in the public sector. 

It enables members of the public to find out more about the activities and decisions of public authorites and to ensure that 

services are delivered properly and efficiently. 

The legislative framework, under which environmental information is provided in the Environmental Information Regulations 

(EIR), has been written to be compatible with the Freedom of Information Act. 

The purpose of this policy is to provide guidance and support to all Trust staff that may receive Freedom of Information 

requests or be required to provide data in response to requests. 
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2.0 INTRODUCTION 
The Freedom of Information Act (hereby referred to as ‘the Act’) which replaced the non-statutory Code of Practice on 

Openness in the NHS, provides the public a general right of access to all types of recorded information held by public 

authorities, subject to certain conditions and exemptions. It is completely retrospective in nature and is part of the 

Governments’ commitment to ‘openness’ in the public sector. It enables the public to question performance and the decisions 

made by the Trust as a public authority ensuring the services we provide are appropriate, efficient and of the highest quality. 

The main features of the Act are: 

 

 A general right of access to all recorded information held by the Trust, or independent contractor, regardless of the 

age or format of the document.  

 In cases where information is exempted from disclosure, except where an absolute exemption applies, there is a 

duty on public authorities to; 

(a) Inform the applicant whether they hold the information requested; 

(b) Communicate the information to the applicant, unless the public interest in maintaining the exemption in 

question outweighs the public interest in disclosure. 

 A duty on every public authority to adopt and maintain a Publication Scheme 

 

Requests for environmental information are subject to the Environmental Information Regulations 2004 (hereby referred to as 

EIR Act). Environmental information includes information which directly or indirectly relate to or has effect on the air, 

atmosphere, water, soil, land, natural sites, flora, fauna, energy, noise, waste and emissions. The EIR provides comparable 

rights of access and exemption to the release of information about the environment as the Act. For this purpose, this policy 

shall consider the Act and the EIR to be one in the same under Freedom of Information (FOI) unless otherwise stated. 

 

This policy sets out how the Trust will balance its legal obligations to protect the privacy of confidential and sensitive 

information and obligations under the Act to provide Trust held information in support of openness whilst effectively 

maintaining its core duties to provide high quality health care. 

 

2.1 Scope 

This policy provides a framework for the Trust to ensure compliance with the Act, Re-use of Public Sector Information 

Regulations and Environmental Information Regulations 2004. 

This policy applies to all staff working directly or indirectly for or on behalf of the Trust (including temporary and fixed term) 

who must have a general awareness and understanding of FOI. 

 

2.2 General Right of Access 

Section 1 of the Act gives a general right of access to recorded information held by the Trust, subject to exemption. 

Any person making a request for information is entitled: 

 To be informed in writing whether the Trust holds the information requested (this is known as ‘duty to confirm or deny’) 

and, 

 To have that information communicated to them 

 

The Trust will ensure that systems and procedures are maintained to deal with all enquiries from the public requesting 

information. 

 

In accordance with section 8 of the Act, FOI requests must: 

 Be made in writing (letter or email)  

 Contain the name of the applicant 
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 Contain an address for correspondence 

 Provide an adequate description of the information requested 

 

An e-mail address has been set up specifically to receive FOI requests, FOIRequests@Aintree.nhs.uk, but requests 

may be sent to any viable email or physical address within the Trust and must be considered a request under the Act or EIR if 

it meets the criteria as stated in this section. 

 
2.3 Timescales 
When a viable request has been received and acknowledged, the Trust will then identify whether the requested information is 

held by the Trust, locate and extract it, then make it available to the requestor, subject to exemption (listed in Appendix 1). 

 

All FOI requests must be responded to within 20 (twenty) working days, with the first day considered to be the first working 

day after the request has been received. In the case of emails, if the email is received out of office hours, the first day will be 

the next working day after the email was received. 
 

However, during the process of handling a request, this time frame may be frozen to allow the Trust to collect a fee 

or gain clarification from the applicant as detailed in this policy. This is outlined in Section 10 of the Act. 

 
2.4 Publication Scheme 

Section 19 of the Act requires the Trust to maintain a ‘Publication Scheme’, this being a publicly accessible website that acts 

as both a guide to and a source of information routinely published by the Trust. The ‘Publication Scheme’ is available on the 

Trust’s website www.AintreeHospitals.nhs.uk and is supported with guidance under the “About Us” section.  

The ‘Publication Scheme’ is designed to make information of public interest available and assist the public in making an 

enquiry for information that may be held and which may be of public interest. 

 

To assist the public, the scheme breaks information down into 7 classes. These classes are: 

 

 Who we are and what we do 

 What we spend and how we spend it 

 What our priorities are and how we are doing 

 How we make decisions 

 Our policies and procedures 

 Lists and registers 

 The services we offer 
 

The Trust ‘Publication Scheme’ will be maintained and updated on an ongoing basis. 

 
2.5 Information Commissioners Office 

The Act is regulated by the Information Commissioner who combines this responsibility with regulating the Data Protection Act 

2018 and General Data Protection Regulations. 

The benchmark for good compliance set out by the Information Commissioner is 90%. 

 
2.6 Environmental Information Regulation (EIR) 

 

In response to the European Directive on freedom of access to information on the environment, there has been a legal 

requirement on public authorities to provide environmental information upon request since 1992. That is, information relating to 

the state of air, water, flora, fauna, health, soil or the state of any natural site or other land, or any activities which do (or may) 

adversely affect the environment. 

 

mailto:FOIRequests@Aintree.nhs.uk
http://www.aintreehospitals.nhs.uk/
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The Regulations provide general right of access to environmental information, subject to certain exemptions. Requests for 

environmental information will be processed by Trust in the same way as FOI requests.  

 

 
3.0. ROLES & RESPONSIBILITIES  

 

Chief Executive Officer 

The Chief Executive has overall responsibility for ensuring the Trust complies with the Act and the EIR. As the Trust’s 

accountable officer he/she is responsible for the management of the Trust and for ensuring appropriate mechanisms are in 

place to support service delivery and continuity. 

 

Information Governance, Data Quality & Cyber Security Group 

The Information Governance, Data Quality & Cyber Security Group (IGDQCS Group) is responsible for all policy, strategy, 

decision making and monitoring is carried out. 

 

Data Governance & Compliance Manager 

The Data Governance/Compliance Manager has responsibility for the overall development and maintenance of FOI 

practices throughout the Trust, in particular reviewing guidance for good practice and promoting compliance with this policy 

in such a way that all FOI requests are dealt with correctly.  

The Data Governance & Compliance Manager is responsible for: 

 Ensuring organisational compliance with the Act 

 Reviewing the public interest test in cases of qualified exemptions 

 Responding to queries and complaints over the Trust’s service in handling FOI requests 

 Carrying out internal reviews in liaison with the relevant Director 

 Ensuring processes are implemented to maintain currency of this policy and the issue of a current Trust 

Publication Scheme 

 Act as a Champion for FOI awareness throughout the organisation 

 Ensure that the general public and Trust staff have access to information about their rights under the Act 

 Ensure FOI applicants receive acknowledgment within 48 hours of submitting their request 

 Ensure that a process is in place to assist with investigations into complaints and appeals 

 Ensure all requests are validated, recorded and coordinated in accordance with current procedures which allow 

responses to be sent to the applicant within legal timescales 

 Perform a technical check of the manager’ responses for completeness prior to sending to the applicant 

 Advise and support staff responding to requests including the possible application of exemptions 

 Provide advice and assistance to staff and those who propose to make, or have made, requests for information 

under the Act 

 Devise and maintain standard documentation including response letters 

 Create and publish a disclosure log 

 Development and maintenance of the Trust Publication Scheme 

 Providing information on FOI performance and/or issues to the IGDQCS Group, as well as other committees as 

and when required. 

 

FOI & Governance Officer  

The FOI & Governance Officer will be involved with the operational requirements of FOI, including dealing with responses 

to any enquiries from the general public. The FOI & Governance Officer monitors FOI requests to ensure that the Trust is 

meeting the required timescales set out in the Act.  
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Directors 

All Directors are responsible for approving the release of draft FOI responses and updates to the Publication Scheme 

relating to information held by their Directorate. Directors are asked to sign off any FOI requests at least one working day 

before the FOI deadline. 

 

Directorate links 

The Directorate/Divisional Clinical Business Managers (CBM’s) are the point of contact within each Directorate for FOI. 

Their role is to: 

 Provide general information on the Act within their Directorate/Division; 

 Receive FOI request’s from the FOI & Governance Officer, source the information requested, and ensure that the 

response from their Directorate/Division is provided by the internal deadline set 

 Ensure the accuracy of their Directorate/Division’s information within the publication scheme 

 Act as a point of contact to the FOI & Governance Officer 

 

Communications Team 

The Communications Team will be made aware of information requests made by the media or any request that may have an 

adverse impact on the reputation of the Trust. 

 

All staff 

All employees of the Trust are obliged to adhere to this policy and must ensure they are aware of the implications. 

FOI requests received by staff must be forwarded to the FOI office immediately via FOIRequests@aintree.nhs.uk  

Where requests are received by hard copy letter, the date or receipt by the Trust should be clearly marked on the letter and 

then either scanned and sent to the email address above or sent in the internal post to the Corporate Governance Office, 

Executive Corridor, 2nd Floor Aintree Lodge and marked for the attention of FOI & Governance Officer. 

 

The Trust has only 20 working days to respond to a request for information. Where a staff member is unsure of whether a 

request for information would be classed as a FOI request they should contact the FOI & Governance Officer. 

 

Staff should be aware that the records they create and handle on a day to day basis may be made available for public 

scrutiny.  

 

It is important to ensure that all records are created and handled in a professional and legal manner.  

 

All staff should be aware that under section 77 of the Act it is a criminal offence to alter, deface, block, erase or conceal any 

record held by the Trust, with the intention of preventing the disclosure by that authority of all, or any part, of the information 

to the communication of which the applicant would have been entitled. To do so can result in a fine of up to £5000 and 

potentially up to two years in prison. 

 

 

4.0. CONTENT OF THE POLICY 

 

4.1 Identifying Freedom of Information Requests 

Although this policy has defined an FOI request, a distinction must be made between requests for information and routine 

correspondence e.g. providing information leaflets or other Trust approved communication materials including documents 

available under the ‘Publication Scheme’ should be treated as business as usual. 

 

mailto:FOIRequests@aintree.nhs.uk
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Staff are expected to recognise valid FOI requests which need to be handled under the Trusts formal FOI process.  

 

To be classed as a FOI request the request must: 

 Be made in writing (this includes email) 

 State the applicant’s name and include an address for correspondence (this can be an email address) 

 Describe the information being requested to enable the Trust to clearly identify the information required. Where this 

is not clear the Trust will seek clarification from the applicant. 

 

Valid requests do not need to mention the Act or contain a reason for requesting the information or be addressed to the 

FOI & Governance Officer. It is also important to note that the Act only covers requests for recorded information and does 

not cover instances where explanations, opinions, comment, interpretations or unrecorded discussions are requested. 

 

All valid FOI requests will be logged and an acknowledge receipt will be sent to the applicant before beginning the process 

of collating the information and formulating a response.  

 

4.1.2 Identifying Environmental Information Requests 

Procedures for dealing with EIRs will be the same as FOI except: 

 Requests can be made verbally or in writing 

 Where made verbally, staff receiving the request must record the following: 

 The name of the applicant 

 The date 

 The information required 

 An address for correspondence and contact details 

 

This must then be forwarded to the FOI & Governance Officer. The request will be logged as an EIR and processed under 

EIR Act. 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. 

 

4.1.3 Freedom of Information Exemptions 

The Trust has a duty to receive all requests in a positive manner with a view to disclosing the required information. However, 

the Act does contain a number of exemptions. The Trust can only withhold information if one or more exemption applies as 

outlined in Part 2 of the Act. 

Each exemption operates in a different way and, when applying individual exemptions, the following factors need to be 

considered: 

 The content of the information 

 The effect that disclosure would have (e.g. impact on our relations with third parties or ongoing investigations) 

 The source of the information 

 

There are two categories of exemptions; absolute and qualified. 

 Absolute – there is no duty to consider the public interest test: the information need not be disclosed and the 

Trust is not obliged to comply with the duty to confirm or deny whether it holds the requested information. 

 Qualified – the Act requires the Trust to consider first whether or not the exemption applies (taking into account 

the prejudice test where applicable) and secondly, if the exemption does apply the Trust must consider the public 

interest test. 

 

The FOI & Governance Officer will advise and confirm if and when an exemption may be applied.  
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In all cases, if a Divisional lead feels information is exempt from disclosure, a justified, clear explanation must be provided. 

A list of exemptions is available in Appendix 1 of this policy. 

 

4.1.4 Public Interest Test 

Where it is intended to apply a qualified exemption, the FOI & Governance Officer in consultation with the relevant divisional 

lead and/or director will undertake and document a ‘public interest test’. This means balancing the considerations of 

disclosure and non-disclosure of information. If the public interest in withholding the information outweighs the public interest 

in disclosing it, it should be withheld. When a decision is made to withhold information the reasoning as to why that decision 

was made must be recorded e.g. a demonstration of the potential impact in disclosing the information must be made. 

 

4.1.5 Appropriate limits 

A request should not breach the limits afforded to the Trust under Section 12 of the Act. This limit currently stands at £450, 

or 2½ working days for a single member of staff to complete from start to finish. 

 

In calculating the estimated effort required in responding to a request, the Trust may reasonably include effort in: 

 Determining whether the Trust holds the information, 

 Locating the information, or a document which may contain the information, 

 Retrieving the information, or a document which may contain the information, and 

 Extracting the information from a document containing it. 

 

4.1.6 Charges and fees 
Once it has been decided a request will exceed the appropriate limit of 18 hours, The “Freedom of Information and Data 

Protection (Appropriate Limit and Fees) Regulations 2004” allows the Trust to estimate costs per individual member of staff at 

£25 per hour. 

 

When the Trust identifies that a charge is applicable, a fee’s notice will be issued to the applicant before the work is 

conducted. When a fee’s notice is issued the time frame for responding to the request will be frozen until payment is 

received in full. If the requestor does not provide payment within 3 months, the Trust will consider the request to be closed. 

The Trust will offer advice and assistance to the applicant providing them with the opportunity to narrow the scope of their 

request and bring it within the appropriate limits. 

 

4.1.7 Transfer of enquiries 
If the Trust receives a request for information but does not hold such information, the Trust may transfer the request to 

another public authority, if it has established that they are the holders of the requested information. 

 

The Trust will contact the applicant explaining the circumstances and suggest that they re-apply for this information with 

the appropriate organisation. If the applicant is unsatisfied with this and wishes to pursue the original request, this may 

then be passed to the relevant organisation as soon as is practically possible. 

 

4.1.8 Amendments to FOI Act 

Changes were made to the Act in September 2013 regarding the release and publication of datasets held by public 

authorities that impacts how public authorities are required to respond to freedom of information requests for datasets. 

 

Public authorities are now required to publish datasets in their publication schemes. The requirement only applies to 

datasets that have been requested under the Act, although public authorities are encouraged to proactively consider 

datasets for publication are in a re-usable format. 
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The trust will be expected to: 

 Publish any dataset held by the authority that has been requested, and any updated versions it holds, unless the 

authority is satisfied that it is not appropriate to do so; 

 To publish the dataset, where reasonably practicable, in an electronic form that is capable of re-use; and, if any 

information in the dataset is a relevant copyright work with the public authority as the only owner, to make the 

information available for re-use under a specified licence.  

The terms ‘relevant copyright work’ and ‘specified licence’ are defined in section 19(8) of that Act. 

 
4.1.9 What is a dataset? 

 
The term ‘dataset’ is defined in section 11(5) of the Act.  

 

Under the Act, a dataset is a collection of information held in electronic form where all or most of the information within it 
meets all of the following criteria: 

 It has been obtained or recorded for the purpose of providing a public authority with information in connection with 
the provision of a service or the carrying out of any other function of the authority 

 It is factual information which is not the product of analysis or interpretation other than calculation and 
is not an ‘official statistic’ (within the meaning of the Statistics and Registration Service Act 2007) 

 It remains presented in a way that has not been organised, adapted or otherwise materially altered 
since it was obtained or recorded 
 

For further information on datasets please see the ICO website 
http://www.ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Infor
mation/Detailed_specialist_guides/datasets-foi-guidance.pdf 
 
4.2 Public Sector Contracts 

The Trust will bear in mind its obligations under the Act when preparing to enter into contracts. 

Contracts may therefore contain terms and conditions relating to the disclosure of information in regards to the contract and 

the contracted service or supply. 

Contractors need to be aware that any information provided to, or handled on behalf of the Trust may be considered for 

public release under the terms of the Act. 

 

The inclusion of confidentiality clauses in contracts is not advised. It is important that both the Trust and the contractor are 

aware of the limits placed by the Act on the enforceability of such confidentiality clauses. 

 

If the Trust is placed in a position to either breach the terms of a contract or breach the Law, the Trust will always abide by 

its legal obligations. 

 

4.3 Complaints and Reviews 

Should an applicant make a complaint about a response or request a review of any decision made by the Trust in relation 

to their request, the Trust will conduct a full review of the decision made providing the applicant with the outcome.  

 

Initial contact regarding a complaint may be made via: 
 

Data Governance & Compliance Manager, 

Aintree University Hospital NHS Foundation Trust  

Lower Lane, 

Liverpool  

L9 7AL 

http://www.ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf
http://www.ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf
http://www.ico.org.uk/for_organisations/guidance_index/~/media/documents/library/Freedom_of_Information/Detailed_specialist_guides/datasets-foi-guidance.pdf
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An applicant, who remains unsatisfied with the outcome of any complaint or review, may apply directly to the Information 

Commissioner’s Office (ICO) for a decision. Generally, the ICO cannot make a decision unless the complaints procedure 

provided by the Trust has been exhausted. The Information Commissioner can be contacted at: 

 

The Information Commissioner’s Office,  

Wycliffe House, 

Water Lane, Wilmslow, Cheshire  

SK9 5AF. 

 

The Trust will endeavor to comply with requests made by the ICO and any recommendations made to improve the 

provision of this service. 

  

4.4 Copyright and re-use  

Trust information is subject to copyright protection unless stated otherwise. If any person uses the Trust’s copyright 

material, the source of the material must be quoted and copyright status acknowledged. Unless expressly indicated on the 

material to the contrary, it may be reproduced free of charge for sole of use, including for non-commercial research 

purposes, news reporting, in any format or medium, provided it is reproduced accurately, it is not used in a misleading 

manner and is not used for commercial gain. 

 

For information where the copyright is owned by another person or organisation, applications must be made to the 

copyright owner to obtain their permission. 

 

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 Trust and may require a fee. 

  

4.5 Duty to provide advice and assistance 

Under section 16 of the Act the Trust has a duty to provide advice and assistance to any member of the public who wishes 

to or who has already requested information. 

The Trust will therefore ensure that procedures are in place to meet this duty as far as it would be reasonable to expect. 

The Trust commits to: 

 Provide reference to FOI and the ‘Publication Scheme’ on the public facing website where applicable 

 Assist applicants in making requests by advising what information is available and/or contacting applicants who have 

made broad requests in order to gain clarity. 

 Inform applicants if their request is not legible and requires clarification, is not relevant to the Trust or can in 

anyway be reasonably deemed as being excessive or vexatious 

 

5.0 MONITORING OF COMPLIANCE 

This policy will be monitored through quarterly reports to the Information Governance, Data Quality & Cyber Security Group 

which will include performance related details in meeting statutory deadlines and targets. 

 

The Data Security and Protection Toolkit will act as an annual assessment of the appropriate provision of resources and 

systems in place to implement the policy. This assessment includes revision of training and awareness materials, availability 

of a “Publication Scheme” and satisfaction surveys for public and staff. 

 

Complaints, requests for revision and instruction from the ICO will also be used as a measure of the effective implementation 
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of this policy. 

 

 
Minimum 

requirement 
to be 

monitored 

 
Process for 

monitoring e.g. 
audit/ review of 

incidents/ 
performance 
management 

 
Job title of 

individual(s) 
responsible for 
monitoring and 

developing action 
plan 

 

 
Minimum 
frequency 

of 
monitoring 

 
Name of 
group 

responsible 
for review of 
results and 
action plan 

Job title of 
individual/ 
committee 

responsible 
for 

monitoring 
implementatio

n of action 
plan 

20 day 
timescale 

 
Performance 
management 

Data Governance 
& Compliance 
Manager 

 
Quarterly 

Information 
Governance, 
Data Quality & 
Cyber Security 
Group 

Data Governance & 
Compliance Manager  
 
Information 
Governance, Data 
Quality &  
Cyber Security Group 

Feedback Review / Performance 
management 

 
Data Governance & 
Compliance Business 
Unit 

 
Quarterly 

Information 
Governance, 
Data Quality & 
Cyber 

Data Governance & 
Compliance 
Manager 
 
Information 
Governance, Data 
Quality & Cyber 
Security Group 

 
 
6.0 EQUALITY, DIVERSITY AND HUMAN RIGHT STATEMENT 

The Trust is committed to an environment that promotes equality and embraces diversity in its performance both as a service 

provider and employer. It will adhere to legal and performance requirements and will mainstream Equality, Diversity and 

Human Rights principles through its policies, procedures, service development and engagement processes. This policy 

should be implemented with due regard to this commitment. 

 

 

7. LEGAL REQUIREMENTS 

 

The process described in this document conforms to the requirements of the Data Protection Act (2018) and to the EU 

General Data Protection Regulation (EU 2016/679). It is consistent with the requirements of the NHS Executive set out in 

Information Security Management: NHS Code of Practice (2007) and builds upon the general requirements published by NHS 

Digital. 

 

8. REFERENCES 

 Information Governance Policy 

 Data Protection Policy 

 Information Security Policy 

 Non-Clinical Records Management Policy 

 

This list is not exhaustive. 
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Complementary legislation and relevant documents 

 

 Freedom of Information Act 2000 

– Secretary of State for Constitutional Affairs' Code of Practice on the discharge of public authorities' 

functions under Part I of the Freedom of Information Act 2000  - Issued under Section 45 of the Act 

– Lord Chancellor's Code of Practice on the Management of Records – Issued under Section 46 of the Act 

 Environmental Information Regulations 2004 

 Data Protection Act 2018 

 Human Rights Act 1998 

 Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004 

 Access to Health Records Act 1990 

 Access to Medical Reports Act 1988 

 Protection of Freedoms Act 2012 

 

This list is not exhaustive and further relevant legislation can be found in the “NHS Information Governance – Guidance on 

Legal and Professional Obligations (September 2007)” 

 

 

 
 
 
 
 
 
 
 
 

 
 
 
 
 



Freedom of Information Policy, 5th Edition – January 2019                                                                                                            Page 14 of 16  

 
Uncontrolled copy when printed - Current version held on intranet  

Appendices 

 

Appendix 1: Exemptions under the Freedom of Information Act 2000 

 
The Act defines exemptions which can be used to exempt certain information from disclosure to the public.  
These are split into two categories; qualified and exempt. 
 
Qualified Exemptions 
The first category is comprised of qualified exemptions.  
Where any of these exemptions apply consideration must be given to whether there is a greater public interest in withholding 
the information than in disclosing it. Each case must be judged individually on its own merits. 

 
Section 22 - Information intended for future publication 
Section 24 - National security 
Section 26 - Defence 
Section 27 - International relations 
Section 28 - Relations within the United Kingdom Section 
29 - The economy 
Section 30 - Investigations and proceedings conducted by public authorities  
Section 31 - Law enforcement 
Section 33 - Audit functions 
Section 35 - Formulation of government policy etc. 
Section 36 - Prejudice to effective conduct of public affairs  
Section 37 - Communications with Her Majesty, etc. and honors  
Section 38 - Health and safety 
Section 39 - Environmental information Section 
42 - Legal professional privilege Section 43 - 
Commercial interests 

 

Absolute Exemptions 
The second category is comprised of absolute exemptions.  
Where any of these exemptions apply, it is not necessary to go on to consider disclosure in the public interest. 

 
Section 21 - Information accessible to applicant by other means 
Section 23 - Information supplied by, or relating to, bodies dealing with security matters  
Section 32 - Court records, etc. 
Section 34 - Parliamentary privilege 
Section 36 - Prejudice to effective conduct of public affairs  
Section 40 - Personal information 
Section 41 - Information provided in confidence 
Section 44 - Prohibitions on disclosure where a disclosure is prohibited by an enactment or would constitute contempt of 
court.  Some interpretation may be required, on a case by case basis, to establish any legitimate exemption. 
 
Please Note 
Guidance and advice on exemptions must be sought from the FOI & Governance Officer either via 
FOIRequests@Aintree.nhs.uk or Ext: 6562. 

 

When considering applying s36, engagement of the ‘Qualified Person’ is required under the Act. 
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Appendix 2: Basic procedure for responding to requests under the Freedom of Information Act 
2000 or Environmental Information Regulations 2004 

 
All staff are required to respond to requests for information made by  the  FOI & Governance Officer within the internally set 
deadline. 
 
If staff have any concerns, questions or uncertainties about providing information to the public, they should contact the FOI 
& Governance Officer as soon as possible, via FOIRequests@aintree.nhs.uk, Ext: 6562, or by internal post to Aintree Lodge, 
Corporate Governance Team. 

 
The schematic below is provided as a guide to the process for responding to these queries. 

 
 

 
 

Obtain via the 
relevant FOI 

Contact 

 

 
Does an 

exemption to 
release apply? 

 

YES 
Respond 

informing the 
requestor. 

 

NO 

 

Will the request require more 
than the appropriate limits to 

Respond to? 

 

YES 
Respond 

informing the 
requestor. 

 

NO 

 

Does the 
request require 

clarification? 

 

YES 

 
Contact the requestor asking 

to clarify the reques.t 

Has satisfactory 
contact been made NO 
within3 months? 

 
Close the 
request. 

 

 
 

 
Close the 
request. 

 

 
Has satisfactory 

NO contact been made 
within 3 months? 

 
 

 
Contact the requestor asking 

for payment of the fee 

 
 
 
 

YES 

NO 

Does the 
request require 
payment of a 

fee? 

 
 
 
 

YES 

 

NO 
 

 

 
YES 

 
Respond and 

close the 
request 

Consider updating the Trust 
website 

(www.AintreeHospital.snhs.uk) 
or public information leaflets 

 
 
 

 

All requests received under Freedom of Information or the Environmental Information Regulations must be responded to within 20 
(twenty) working days. However, during the process of handling a request, this time frame may be frozen to allow the Trust to 
collect of a fee or request clarification from a requestor. 

 

Request for 
Information in 

writing 

Information available via Internet 
(www.AintreeHospital.snhs.uk) or NO 

in a Trust approved leaflet 

Corporate Governance Team 
FOIRequests@aintree.nhs.uk 

Ext: 8878 
Aintree Lodge . 

Log and 
Referenc
e 
request 

Contact 
Requestor to 
acknowledge 

receipt 

YES 
 

 
Respond providing the 

leaflet or directing the 
applicant to the relevant 

Web page. 

Does the Trust 
hold the 

information? 
NO 

Respond 
informing the 
information is 

not held. 

YES 
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