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PROCEDURE FOR DEALING WITH FREEDOM OF INFORMATION (FOI) 
REQUESTS WITHIN THE BUSINESS SERVICES ORGANISATION 
 
 
1.  Introduction 
 
1.1 The Freedom of Information Act deals with access to official information 

and gives individuals or organisations the right to request information from 
any public authority.  All public authorities including BSO have obligations 
under the Freedom of Information Act to have procedures in place that will 
allow them to respond to requests. 

 
This procedure is designed to set out the administrative procedures that 
BSO will follow in dealing with formal FoI requests. 

 
2.  Receipt of Request 
 
2.1 The BSO web site provides information on how FoI requests should be 

made. The request should be in writing and must describe the information 
that is sought. The Administrative Services Manager (ASM) is the 
designated contact point and is responsible to the Director of Human 
Resources and Corporate Services. Occasionally requests will be sent to 
Directorates or the Chief Executive’s Office; these should be forwarded 
immediately to the ASM. If the request is not specific about the information 
being sought the ASM should contact the sender for further clarification. 

 
2.2 The ASM will generate an appropriate reference number for the 

correspondence and ensure a hard copy file is maintained, using the BSO 
buff folder. The request should be acknowledged on the day of receipt. 
The file will contain al the information and correspondence relevant to the 
request. 

 
3. Processing the Request 
 
3.1 The ASM should forward the FoI request to the relevant Director within 24 

hours and copy to the Chief Executive’s Office. It is the responsibility of 
the relevant Director to ensure that the request is considerer promptly and 
that a draft response is forwarded to the ASM. The ASM will be 
responsible for ensuring that Chief Executive has a reply for signature 
within the designated timescales. There may be occasions where more 
that one Directorate is involved; in such cases the ASM should designate 
a lead Director who is responsible for co-ordinating a response.   
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The FOI Act provides that public authorities must comply with a request 
promptly and in any event not later than 20 days from the date of the 
receipt of the request. 

 
4. Issues to be considered in processing a Response 
 
4.1 The BSO must start from a position where it seeks to discharge its 

obligations in respect of the provision of information and act in the public 
interest. Most requests will be straightforward and can be responded to 
within the appropriate time scales. There may be occasions where the 
request has to be considered in light of other factors. These may include:-  

 
(i) Does the BSO have the information that has been requested? 
 
(ii) Would the cost of providing the information exceed the “appropriate limit” 

that is currently proscribed by regulation at £450? 
 
(iii) Are there grounds for refusal of the information as set out in section 2 of 

the Act, either an absolute exemption or a qualified exemption? 
 
(iv) Should other parties who are affected by the release of information be 

notified by BSO?  
 
4.2 Where point 3 is relevant to the request the lead Director should seek 

advice from the Legal Directorate. Where point 2 is under consideration 
the Director of Finance should be consulted regarding costing the request. 

 
5. Formal Response to the FoI Request 
 
5.1 The ASM will be responsible for ensuring that a draft reply is with the 

Chief Executive for signature within the designated timescales. In 
exceptional circumstances where the time limit cannot be met the ASM 
should seek the agreement of the correspondent that made the request to 
extend the timescale.  

 
6. Review 
 
6.1 Where the provision of information is refused, the BSO shall offer the 

correspondent the opportunity of having that decision reviewed. The 
review would be carried out by individuals who were not involved in 
making the original decision.  The review panel shall consist of at least 
one Non Executive Board member and one Director or senior manager 
from BSO staff. They should have access to all the materiel that was 
relevant to the original decision. The outcome of the review will be 
conveyed to the correspondent within 20 day.  


