Calstock Parish Council

Tamar Valley Centre, Cemetery Road, Drakewalls, PL18 9FE
Clerk: Clare Bullimore, Tel: 01822 748847 email: clerk@ calstockparishcouncil.gov.uk

Freedom of Information Policy for Handling Requests for
Information

Calstock Parish Council — Statement of Intent
The Freedom of Information Act (FOIA) 2000 provides public access to information held by public
authorities.

This policy sets out how the public should request information and how Calstock Parish Council will
respond to requests. The Model Publication Scheme sets out the information that is publicly
available and in what format it can be accessed and if there is a fee and should be read in
conjunction with this policy.

Requestees are politely asked to check the Parish Council’s website before submitting a formal
request: www.calstockparishcouncil.gov.uk
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Freedom of Information Act 2000
The FOIA gives people the right to be told whether information is held and the rights to receive the
information (subject to exemptions for data protection or commercially confidential information).

The Act covers any recorded information held by a public authority in England, Wales and Northern
Ireland and by UK-wide public authorities based in Scotland. This includes printed documents,
computer files, letters, emails, photographs, hand written notes and sound or video recordings.

The Act does not give people access to their own personal data (information about themselves).
Individuals wishing to see information about themselves need to make a Subject Access Request
under the Data Protection Act (DPA) 2018.

The Parish Council holds a Model Publication Scheme which sets out the information that is publicly
accessible and how it can be obtained. The Scheme should be read in conjunction with this policy.

Making a request for information
Requests can be made by individuals or organisations. They should:
® be made in writing (letter or email)
® Dbe clear in the information being requested — it may take longer to process the request if it is
not comprehensible, understandable or is ambiguous
e include the name of the applicant and a return address (postal or email).

Requests do not have to:
® be written in a special form
e mention the FOIA or refer to the FOIA

To make a request you can either:
e email the Clerk at clerk@calstockparishcouncil.gov.uk

e or send a written request to: The Clerk, Calstock Parish Council, Tamar Valley Centre,
Cemetery Road, Drakewalls, PL18 9FE.

Responding to a request
The Parish Council will:
o keep the Publication Scheme up to date with the information that is readily available
e respond to requests within 20 working days from the day the request was received — any
reasons for being unable to provide the information within that timescale will be given
within the 20 working days
e protect personal data and only disclose such information in accordance with the DPA 2018,
seeking advice from our Data Protection Consultancy as required
e use its discretion to consult with third parties before disclosing information that could affect
their rights and interests, however the council will reserve the right to make the final
decision about what is shared
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® reserves the right to make a reasonable charge for information requests in line with the
FOIA Fees Regulations or other applicable regulations; including charging for requests made
under the DPA 2018 — all fees will be agreed before the request is processed

e explain any exemptions which prevent the Council from disclosing information.

The Parish Council website holds information about the council including the decisions that have
been made (these are recorded in the minutes for meetings held). It also publishes policies,
protocols and procedures (including financial regulations ) and the current and previous Annual
Governance Accountability Returns. The website should be checked by the applicant before
submitting a formal request.

Reasons for refusing to disclose information requested

The Council may choose not to disclose information if the request is deemed to be

1) A repeat request i.e. if the request is identical - or substantially similar - to a previous
request from the same person and is made within a short space of time from the previous
request(s). A ‘short’ period of time would usually be within 40 days.

2) Vexatious requests. A request may be considered vexatious depending on the context and
history of the requests submitted by an applicant. The request may be refused if it is likely to
cause unjustified distress, disruption, irritation or may be seen as obsessive. Consideration
will also be given as to whether the applicant is persistently submitting requests without
reasonable grounds or is intentionally causing harassment to staff and are diverting staffing
resources, resulting in the Council being unable to run efficiently.

Fees

It will be at the Clerk’s discretion as to whether a fee will be charged. The fees will be based on the
market value of printing costs; postage fees (if applicable) and an hourly salary scale. The fees will be
quoted prior to the request being processed.

It will be at the Clerk’s discretion as to whether an invoice is raised and payment received before the
request is processed.

Should the estimated cost to process the fee be £450 or over the Council may refuse to comply with
the request as it will not be deemed a viable use of public money.

Exemptions

Some information may not be provided by the Council, for example personal data about individuals
which is protected by the DPA 1998, or commercially confidential information. To find out more
about exemptions see: https://ico.org.uk/for-organisations/foi/freedom-of-information-and-

environmental-information-regulations/when-to-refuse-to-confirm-or-deny-holding-information/

Further Help
Your will find more detailed guidance on your rights to information on the website of the
Information Commissioner’s Office: https://ico.org.uk/for-the-public/
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Complaints

If you are dissatisfied with the response from the Council then you should put your complaint in
writing to the Clerk at the address above. If you are still dissatisfied, you may read guidance from
the Information Commissioner’s Office at https://ico.org.uk/make-a-complaint/foi-and-eir-

complaints/what-to-expect-from-the-ico-when-making-an-foi-or-eir-complaint/

Should you not have access to the internet please ask the Clerk for help in printing off any
information from the websites listed above (this may incur fees, as described previously).
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