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1 Introduction 
 

The Freedom of Information (FOI) Act 2000 (“the Act”) came into force in January 2005. The Act deals 
with access to official information and was primarily about a culture change from “need to know” to 
“right to know”. 

 
The Act applies to most public authorities, including East Northamptonshire Council. It also applies to 
companies which are wholly owned by public authorities. 

 
The Act gives the public a general right of access to information held by East Northamptonshire 
Council. The Act also requires the Council to have an approved publication scheme, which is a means 
of providing access to information which an authority proactively publishes. 

 
When responding to requests, there are procedural requirements set out in the Act which we must 
follow. There are also valid reasons for withholding information, which are known as exemptions from 
the right to know. 

 
The Act is fully retrospective and applies to all recorded information held by, or on behalf of, a public 
authority, not just information filed since the Act came into force.  

 
This policy sets out the main points of the Act and the Council’s responsibilities in relation to the Act. 

 

2 Scope 
 

This policy applies to all officers and elected councillors of East Northamptonshire Council. 
 

This policy covers written requests for information that state they are being made under the Freedom of 
Information Act and any written requests for information that the council doesn’t routinely publish. 
. 

3 Policy outcomes 
 

The outcomes to be delivered by this policy are: 
 

Policy outcomes Links to corporate outcomes (delete as 
appropriate) 

  
• The council meets its duties under the 

Freedom of Information Act 2000 
• Individuals are aware of their rights under 

the Freedom of Information Act 2000 
• The council’s processes are transparent 

 

• High quality service delivery 
• Effective management 
• Councillors and staff with the right 

knowledge, skills and behaviours 

4 Freedom of information Policy  
 

4.1 Proactive release of information 
 

The council has adopted a publication scheme (based on that approved by the Information 
Commissioner and supplemented by the requirements of the Local government transparency code 
2015. A publication scheme is a commitment to routinely and proactively provide information to the 
public. 
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Publication schemes facilitate the proactive release of information and play a crucial role in supporting 
and providing greater openness and transparency across the public sector. 

 
In operating the publication scheme we will provide a ‘guide to information’, giving details of: 

 
• the information we will routinely make available; 
• how the information can be accessed; and 
• whether or not a charge will be made for it. 

 
Information may be made available for download from the website, electronically, in hard copy, or by 
making it available for inspection. 

 
The council’s ‘guide to information’ and the publication scheme are available on the council’s website 
together with this policy and FOI guidance; see www.east-northamptonshire.gov.uk/foi. 

 

4.2 Handling requests for information 
. 
Under the Act an FOI request is a written request for information that states that it has been made 
under the Act or a written request for information that the Council holds but doesn’t routinely publish. 

 
An FOI request must: 

 
• be in writing (including electronic means, e.g. email or even social media); 
• state the name of the applicant; 
• state an address for correspondence (which can be an e-mail address); and 
• describe the information requested. 

 
Staff should follow the Freedom of Information guidance on the staff intranet, ENCHub.  Advice can 
also be obtained from the Corporate Support Team. 

 
Councillors must pass any FOI requests relating to East Northamptonshire Council to the Council’s 
Corporate Support Manager. 

 
Information may also be provided under the Environmental Information Regulations 2004. Information 
on the Environmental Information Regulations can also be found on the council’s website. 

4.2.1 Advice and assistance 
 

The Council will provide advice and assistance, so far as is reasonable, to anyone who has made, or 
proposes to make, a request for information. 

 

4.2.2 Fees 
 

If the information requested forms part of the Council’s guide to information, any appropriate fees will be 
shown in the guide, which is updated annually, in our Fees and Charges document on the council 
website. 

 
For information requested not included in the guide to information the Council may only charge 
‘disbursements’, (ie costs ‘directly and reasonably incurred’) in communicating the information to the 
applicant, eg printing, photocopying costs and postage. 

 
 
 

http://www.east-northamptonshire.gov.uk/foi
https://www.east-northamptonshire.gov.uk/site/scripts/home_info.php?homepageID=328
https://www.east-northamptonshire.gov.uk/feesandcharges
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4.2.3 Time for compliance 
 

The Council will comply with a request for information promptly and no later than twenty working days 
following the date of receipt of the request. This may be extended if a qualified exemption is being 
considered and it is necessary to assess the balance of public interest. 

 

4.2.4 Consultation with third parties 
 

The Council will consider if information received from third parties is relevant to a request for 
information. If the information is relevant, the Council will consult the third party about the prospect of 
disclosure. The Council will then decide whether to release the information or not. 

 

4.3 Responses to requests for information 
 

Depending on the request for information, the applicant will either be issued with a ‘Release of 
Information notice’ with the requested information, a ‘Transfer of Request notice’, an ‘Exemption notice’, 
or a ‘Refusal notice’. 

 

4.3.1 Release of information 
 

The Council will issue a ‘Release of Information notice’ with the requested information, in the format 
required, wherever possible. 

 

4.3.2 Transfer of requests 
 

If the Council considers that the information requested is held by another public authority, it will inform 
the requester and provide a contact point within the relevant authority, whenever possible. 

 

4.3.3 Exemptions 
 

Although the Act provides a right of access to information, it may not always be appropriate for all 
information to be made public. This is recognised by exemptions in the Act. 

 
A few of the FOI exemptions are “absolute”, meaning that the information can be withheld without 
considering any public interest in disclosure. 

 
The majority of the exemptions in the Act are “qualified”; here the main consideration is whether the 
public interest favours withholding or disclosing the information. 

 
FOI absolute exemptions 

 
s.21 Information reasonably accessible to the applicant by other means 
s.23 Information supplied by, or relating to, bodies dealing with security 

matters 
s.32 Court records 
s.34 Parliamentary privilege 
s.36 Prejudice to the effective conduct of public affairs (but only absolute in 

relation to information held by the House of Commons or the House of 
Lords) 
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s.40 Personal information 
s.41 Information provided in confidence (but only if this would constitute an 

actionable breach of confidence) 
s.44 Prohibitions on disclosure 

 
 
FOI qualified exemptions subject to the public interest test 

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

 
 

The public interest test favours disclosure where a qualified exemption or an exception applies. In 
such cases, the information may be withheld only if the Council considers that the public interest in 
withholding the information is greater than the public interest in disclosing it. 

 
If the Council considers that the information requested falls under one of the above exemptions, the 
applicant will be issued with an Exemptions notice explaining which exemption clause is appropriate 
and why. If the public interest test is to be applied the applicant will also be informed of an estimated 
date of response. 

 

4.3.4 Refusals 
 

The Council may refuse to comply with a request for information in the following circumstances: 
 

• where the Council does not hold the requested information; 
• where an exemption applies; 
• where the Council requires further information to identify and locate the information 

requested and has requested such information but the applicant has failed to supply it; 
• where the request is vexatious; 
• where the Council has previously complied with an identical or substantially similar request 

from the same applicant and a reasonable time has not elapsed between compliance and 
the previous request and the making of the current request; 

• where the Council estimates that the cost of complying with the request would exceed the 
‘appropriate limit’ (ie £450 or 18 hours work) 

 
In these circumstances, the Council will issue the applicant with a Refusal notice, setting out the 
reasons for the refusal. 

 
Details of how to complain to the Council about the handling of requests for information and how to 
apply to the Information Commissioner’s Office will be outlined on all Refusal notices. 
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4.4 The council’s contracts 
 

The Council will ensure that its procurement processes comply with the guidance laid out in the Lord 
Chancellor’s Code of Practice under section 45 of the Freedom of Information Act. 
 
The council will regularly publish updated information on its contracts as part of its Publication Scheme 
and as a requirement of the Local Government Transparency Code 2015. 

 
Unless an exemption provided for under the Act is applicable in relation to any particular information, 
the Council is obliged to disclose that information in response to a request, regardless of the terms of 
any contract. 

 

4.5 Training and guidance 
 

Training is provided to ensure all staff members are aware of the Act and understand both the Council’s 
obligations and the rights of individuals making requests under the Act. 

 
All staff are made aware of the publication scheme and the Council’s guide to information as part of that 
training and via the Council’s intranet (ENCHub). 

 
Training will be provided to ensure that staff realise the importance of good records management by 
making sure that information is easily retrieved and properly documented. 

 
Relevant advice from the Information Commissioner’s Office will be made easily accessible on the 
Council’s intranet (ENCHub). 

 
Advice and guidance will be made available to Town and Parish Council Clerks as Town Councils, 
Parish Councils and Parish Meetings are all subject to the Freedom of Information Act. 

 
 

4.6 Monitoring requests for information made under the Act 
 

The Council will monitor the requests for information it receives and the responses made to these 
requests. This will ensure that requests are being dealt with within the twenty working day limit and to 
ensure that there is consistency in its application of exemptions.  Statistics and performance figures on 
the council’s responses to Freedom of Information requests will be published as per the requirements of 
the Freedom of Information Code of Practice. 
 
 

4.7 Complaints procedure 
 

All complaints regarding the Council’s handling of requests for information should be 
 

• sent electronically to foi@east-northamptonshire.gov.uk, or 
• put in writing to the Corporate Support Manager, East Northamptonshire Council, Cedar Drive, 

Thrapston, Northamptonshire NN14 4LZ. 
 

Such complaints will be internally reviewed.  The process for dealing with an internal review is:  
 

• The original response to the FOI request will be examined by a senior officer who is independent of 
involvement with the original request.  

mailto:foi@east-northamptonshire.gov.uk
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• A review will  be carried out within 20 working days of receipt of such a complaint (unless 
extenuating circumstances apply)  

 
• If extenuating circumstances do apply the complainant will be informed of the reasons, within 20 

working days, and provided with an estimate of the actual response time 
 

• A written review response will be provided. 
 
If the complainant is still unhappy with the council’s response, a complaint may then be made to the 
Information Commissioner at: 

 
The Information Commissioner, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF 

 
 

4.8 Further information 
 

If you have any questions regarding the Council’s Freedom of Information Policy, information can be 
obtained  
 

• from the council’s Freedom of Information Webpages, 
 

• by emailing foi@east-northamptonshire.gov.uk or 
 

• by contacting the Corporate Support Manager, 
East Northamptonshire Council,  
Cedar Drive,  
Thrapston NN14 4LZ.  
Tel: 01832 742203.  
Email:   corpsupport@east-northamptonshire.gov.uk  

 
For further information regarding the Act please see the Freedom of Information guide on the 
Information Commissioner’s Office website, https://ico.org.uk/  
 
 

Glossary of terms  
 
 

Term Definition 
ENCHub The council’s intranet 
Exemptions Reasons under the Freedom of Information Act for withholding 

rather than releasing information 
Exemptions, Absolute Exemptions where the public interest need not be considered 
Exemptions, Qualified Exemptions which are subject to the public interest test 
FOI Freedom of Information  
FOIA The Freedom of Information Act 2000 
ICO The Information Commissioner’s Office. The ICO is the UK's 

independent body set up to uphold information rights. 
https://ico.org.uk  

Publication scheme That information which is proactively published and routinely 
updated 

Service Information Officers Officers, designated by their Head of Service, who are 
responsible for administering and responding to FOI requests 
on behalf of their service area. 

 
 

http://www.east-northamptonshire.gov.uk/foi.
mailto:foi@east-northamptonshire.gov.uk
mailto:corpsupport@east-northamptonshire.gov.uk
https://ico.org.uk/
https://ico.org.uk/
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