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1 Introduction  

The Government is committed to greater openness in the public sector. The Freedom of 
Information Act 2000 (“Act”) furthers this aim by giving members of the public a general 
right of access to recorded information held by the Trust. It will enable them to question 
the decisions we make more closely and check that the services we provide are efficiently 
and properly delivered.  
 

2 Purpose   

The aim of this procedure is to: 

•  Ensure that staff are aware of what action to take on receiving a request for information 

under the Act; 

•  Facilitate the disclosure of information by setting out good administrative practices that 

the Trust will follow when handling requests for information; 

•  Describe the standards for the provision of information to applicants including advice 

available and complaints procedure. 

This procedure does not cover: 

•  Information made available by the Trust to its stakeholders on a daily basis. It would be 

impractical and unnecessary to record this activity for Freedom of Information 

purposes; 

•  The supply of information leaflets and other reference materials already approved for 

use by the Trust; 

•  The provision of information on the current care and treatment to a service user using 

established practices, for example sharing care plans with the service user as part of 

normal clinical interactions. 

The Trust Secretary will review these procedures at least every three years. 

3 Scope  

It is important that all individuals in the Trust appreciate the need for compliance with the 

Freedom of Information Act and have an awareness of the actions taken in providing such 

responses. 

This procedure supports and should be read in conjunction with the Freedom of 

Information Act Policy. 
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4 Duties 

All Trust Staff 

Responsible for: 

Ensuring this procedure and the related policy are understood and adhered to. 

Freedom of Information Officer 

Responsible for: 

Co-ordinating Freedom of Information request responses in adherence with the statutory 

timescale. 

5 Main Content of Policy   

Persons with a right to access information  

Any individual has a right to request access to information held by the Trust. This includes 

the general public, our own employees and residents both within and outside the United 

Kingdom. 

Procedure for the processing of requests for information under the Freedom of Information 

Act 

The Act requires requests for information to be in writing. This is potentially discriminatory, 

in that it places a statutory barrier in the way of those with certain disabilities or who do 

not communicate well in written English in accessing the service. 

The Trust is aware that this could have an adverse impact on groups who do not 

communicate well in written English and those with certain disabilities. Therefore, if a 

telephone call is received requesting information staff will offer to write the request down 

and send it to the applicant for signature. This approach enables us to mitigate the effect 

on the affected groups whilst remaining compliant with our duties under the Freedom of 

Information Act. 

The subject area covered by the document. 

The scope should include a statement on who the Procedural Document applies to, and 

who needs to read it. 

General right of access applications 

Applications for information under the general right of access apply to information not 

listed in the Publication Scheme. 

Requests for information must be received in writing (which includes electronic 

transmission i.e. fax or e mail). 
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However, where requests are received from applicants who by reason of disability or who 

are unable for whatever reason to communicate well in written English, Trust 

representatives will undertake to take a written note of the request for the applicant, obtain 

the applicant’s signature and proceed to process the request. 

The request should normally be directed to: 

The Freedom of Information Officer 

Darlington Memorial Hospital 

Hollyhurst Road 

Darlington 

Co Durham 

DL3 6HX 

 

Telephone: 01325 743700 

 

e mail: cdda-tr.IT-FOI@nhs.net 

 

Other staff working within the Trust may also receive a request for information. In such 

circumstances the member of staff must forward the request to the Freedom of 

Information (FOI) Officer by e mail within one working day. If the application is in the form 

of a letter the original letter must also be sent to the FOI Officer in addition to the e mail 

copy. 

The request may not specifically mention the Freedom of Information Act but after 1 

January 2005 any written request to the Trust for information must initially be considered 

as a request under the Freedom of Information Act. 

Procedure for the processing of requests for information under the Freedom of Information 

Act 

Ideally the request will include the name, address and telephone contact number of the 

applicant and a description of the information that is required. 

Upon receipt of a request 

Once the FOI Officer receives an applicant’s request for information the following 

information will be recorded: 

•  Request identifier 

•  Date received by the Trust 

•  Date received by the FOI Officer 

•  Name of applicant 

•  Contact details of applicant 

•  Information requested 

mailto:cdda-tr.IT-FOI@nhs.net
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The FOI Officer will write to the applicant (or e mail reply if the applicant has written by e 

mail) within two working days to acknowledge that their request has been received and is 

being processed. A file record will be kept of this contact. 

If the FOI Officer has sufficient information to respond to the request the letter of 

acknowledgement will inform the applicant that their request will be processed within a 

maximum of 20 working days. The letter will also include details of any fees, if known, that 

are payable and will state no information will be provided unless the fee is received within 

three months of the letter going out. 

If the FOI Officer estimates that the cost of compliance with the request exceeds the 

appropriate limit set by the Fees Regulations (currently £450), they will notify the applicant 

in writing of the estimated cost. 

Protocol for notifying of any round robin FOI requests received by the NHS England 

Trust 

In the event that the Trust receives a request which is known (or believed) to be a ‘round 

robin’ request; that is a request which has been sent to a wide number of public 

authorities or to a number of other NHS trusts at the same time seeking the same 

information, the following action will be taken: 

•  The FOI Officer will notify the FOI Lead at NHS England, (Christopher Whitehill: 

christopherwhitehill@nhs.net) via email of the request; and 

•  The Trust will respond to the request in line with standard FOI procedures for dealing 

with requests. 

Accessing the information 

The FOI Officer will identify who holds (or is the most appropriate for dealing with) the 

information requested in the application and will contact the person or persons within 2 

working days. A file record will be kept of this contact. 

Procedure for the processing of requests for information under the Freedom of Information 

Act 

Once this contact has been made the appropriate member of staff will have five working 

days to locate and provide the information to the FOI Officer. If for any reason it is not 

possible to meet this deadline the FOI Officer must be contacted. Up to five additional 

working days may be allowed to comply with the initial request. A record of these contacts 

will be kept. 

In the event the member of staff does not forward the information to the FOI Officer then 

the escalation procedure is triggered. This involves the FOI Officer informing the Trust 

Secretary of the situation both verbally and in writing. The Trust Secretary then raises the 

issue with the appropriate manager in order to ensure safe receipt of the information 

required. If the Trust Secretary is unable to secure the information required and, in the 

opinion of the Trust Secretary a breach of the Act is likely to occur unless urgent action is 
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taken, then the Trust Secretary will further escalate the matter to Executive Director level 

for resolution. 

The information requested by the applicant will then be forwarded to the FOI Officer who 

will review the information in respect of any exemptions and fees payable within two 

working days before providing the information to the applicant. 

Requests submitted by members of the media will first be discussed with the Trust’s Head 

of Communications prior to any information being provided. 

Providing the information 

If no fees are outstanding or no exemptions are applicable, the FOI Officer will provide the 

information to the applicant by one or more of the following means: 

(a)  A copy in permanent form or in another form acceptable to the applicant, 

(b)  The provision of a reasonable opportunity to inspect a record containing the 

information, 

(c) The provision of a digest or summary in permanent form or in another form 

acceptable to the applicant. 

The method of determining what is reasonably practical is outlined in section 12 of the 

Trust’s Freedom of Information Policy. 

The FOI Officer will record: 

•  The date when the information was provided to the applicant, 

•  The form in which the information was requested, 

•  The form in which the information was provided. 

Procedure for the processing of requests for information under the Freedom of Information 

Act 

Protection of Freedoms Act 2012 

Section 102 of the Protection of Freedoms Act 2012 has altered section 11 of FOIA 

(means by which communication is to be made). Where a request is made for information 

which is a ‘dataset’ or forms part of a dataset, and the applicant requests that information 

be communicated in an electronic form, then the Trust must, so far as is reasonably 

practicable, provide the information to the applicant in an electronic format that is capable 

of re-use. 

For the purpose of the Act, a “dataset” is defined as: a collection of related sets of 

information that is composed of separate elements but can be manipulated as a unit by a 

computer (Oxford University Press). 

PROCEDURE FOR REFUSAL OF REQUESTS  
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A refusal to provide part or all of the information requested may be for any of the following 

reasons:  

•  The information is exempt from disclosure  

•  A fees notice has been issued and the fee has not been paid within three months  

•  The estimated cost of compliance exceeds the appropriate limit  

•  It can be demonstrated that the request is vexatious or repeated.  

If any of the above applies the applicant will be informed of the reasons for this decision 

within twenty working days. The applicant will also be informed of the Trust’s complaints 

procedures and of their right to complain to the Information Commissioner.  

If the FOI Officer anticipates that it will take more than twenty working days to reach a 

decision as to whether any part of the information requested by the applicant is exempt, 

they will notify them and provide an estimate of the date when they expect a decision to 

be reached. If the FOI Officer finds, whilst considering the public interest, that the estimate 

is proving unrealistic, the applicant will be kept informed.  

In certain cases, when deciding whether the information requested is exempt under the 

Act or when applying the public interest test, the FOI Officer will seek advice from 

appropriate sources for example; the person/persons holding the information, the Trust’s 

solicitors, the Director of Finance, the Caldicott Guardian, Data Protection Officer or the 

Information Commissioner.  

PROVISION OF ADVICE AND ASSISTANCE TO APPLICANTS  

The FOI Officer will act as the key contact point for applicants for the Trust (contact details 

in paragraph 3.2). Procedure for the processing of requests for information under the 

Freedom of Information Act  

The FOI Officer will provide advice and assistance to potential and actual applicants. This 

advice and assistance will include:  

•  How to access information from the Trust under the general right of access and the 

Publication Scheme;  

•  Informing the applicant of the progress of their request;  

•  Explaining the basis of any charges levied or exemptions applied;  

•  Consulting with third parties as required;  

•  Directing the applicant to the complaints procedure and/or the Information 

Commissioner if they are dissatisfied with the response to their request;  

•  Where an applicant is unable to submit their request in writing offering reasonable 

assistance to enable the applicant to make the request, for example offering to take a 

written note and obtaining the applicant’s signature.  
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•  Where the applicant has provided insufficient information to fulfil their request, by 

contacting the applicant to establish more clearly the information requested.  

N.B. The twenty working day time limit is not activated until the applicant has provided 

sufficient information for the Trust to supply them with the information they require.  

PUBLICATION SCHEME  

The Publication Scheme  

The Trust acknowledges that it must have a publication scheme which sets out:  

•  The classes of information published, or intended to be published.  

•  The manner in which publication is, or is intended to be made.  

•  Whether the information is available free of charge or if payment is required.  

The Publication Scheme is available on the Trust’s intranet and on the Trust’s extranet 

website. It will be reviewed and updated every six months.  

Requests for a paper copy of any document on the Publication Scheme may be made to 

the Freedom of Information Officer. Procedure for the processing of requests for 

information under the Freedom of Information Act  

The FOI Officer will liaise with Care Group/Corporate personnel to ensure that information 

required to be published is uploaded onto the website on a regular and timely manner. It is 

however, the responsibility of the Care Groups/Corporate Directorates to identify 

information that should properly be published and ensure that publication occurs in a 

regular and timely manner.  

CHARGES AND FEES  

Publication Scheme charges  

Information that is available on the Trust’s website will be free of charge. For those without 

internet access, a single print-out of the information will be made available by post or 

personal application to the Freedom of Information Officer.  

Requests for multiple printouts or for documents not available on the web will attract a 

charge for the photocopy, printing and postage of the documents. The fees will be notified 

to the applicant in advance of the information being supplied.  

Leaflets and brochures produced by the Trust will be provided free of charge.  

Any information that can be transmitted by e-mail will be free of charge.  

General rights of access charges.  

The Trust will levy a fee for information sought under the general rights of access in 

accordance with the Fees Regulations made under the Act.  
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The issuing of Fees Notices as stipulated by the Act will be by means of charges outlined 

in the acknowledgement letter.  

Fees, charges and timescales  

If a Fees Notice has been issued to an applicant or they have been informed of a charge 

for information listed in the Publication Scheme the twenty working days time limit is 

suspended until such time as the fee has been paid.  

Applicants will have three months beginning with the day on which they were given the 

fees notice to pay the fee.  

COMPLAINTS  

All complaints will be dealt with in accordance with the Trust’s Freedom of Information 

Policy:  

Complaints, and appeals against any decision not to supply exempt information, are sent 

in writing to the Trust Secretary at:  

County Durham and Darlington NHS Foundation Trust Procedure for the processing of 

requests for information under the Freedom of Information Act  

Trust Headquarters  

Hollyhurst Road  

Darlington DL3 6HX  

 

By email to cdda-tr.ddftFOI@nhs.net  

 

If complainants are still not satisfied, they are advised that they can contact the 

Information Commissioner’s Office at the following address:  

Information Commissioner’s Office  

Wycliffe House  

Water Lane  

Wilmslow  

Cheshire 

SK9 5AF  

 

REVIEW  

This procedure will be reviewed at least every three years.  

DISSEMINATION ARRANGEMENTS  

Who needs to read and how it will be implemented. 
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6 Monitoring 

6.1 Compliance and Effectiveness Monitoring 

Compliance with this policy will be monitored as outlined in the table below.    

6.2 Compliance and Effectiveness Monitoring Table 

 

Monitoring Criterion Response 

Who will perform the 

monitoring? 

FOI Officer – Joanna Tyrrell 

What are you 
monitoring? 

The Procedure for the processing of requests for 

information under the Freedom of Information Act 

When will the monitoring 

be performed? 

Every three years unless there is a chance in 
regulation 

How are you going to 

monitor?  

Regular checks and annual reviews 

What will happen if any 

shortfalls are identified? 

Change systesm accordingly in an action plan 

Where will the results of 

the monitoring be 

reported? 

Any changes in the Procedure would be reflected in 

a review of the current procedure and variation to 

change would be submitted 

How will the resulting 

action plan be 

progressed and 

monitored? 

Amendments would be made according to action 

plan 

How will learning take 

place?  
Training would be provided to all necessary staff 

 
 
 
 
 
 

7 Glossary of Terms 

Explain any abbreviations  

8 Associated Documentation 

This procedure is referenced from the following CDDFT Trust policies and procedures:  
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 Freedom of Information Policy 

 

This Procedure refers to the following guidance, including natioanla and international 

standards: 

 The Freedom of Information Act 

9 Appendices 

Appendix 1: Freedom of Information Policy Process 

Appendix 2: Request Flowchart – Guidance for staff 

Appendix 3: Trust Freedom of Information leaflets 

Appendix 4: Equality impact Assessment form 
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9.1 Appendix 1: Freedom of Information Policy Process  
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9.2 Appendix 2: Request Flowchart – Guidance for staff 
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9.3  Appendix 3: Trust Freedom of Information Leaflets 

   
 

Freedom of Information 

If a member of the public approaches you requesting 
information under the Freedom of Information Act (2000) 
please ask them to put their request in writing to: 
 
Joanna Tyrrell 
Freedom of Information Officer 
Foundation Trust Office 

Darlington Memorial Hospital 
Hollyhurst Road 

Darlington 

County Durham 

DL3 6HX 
  
Or alternatively, email the request through to Joanna 
Tyrrell at: cdda-tr.cddftfoi@nhs.net 
 
The Trust will answer the request within 20 working days. 
If you are contacted by the Freedom of Information 
Officer to assist with a request, please ensure you respond 
appropriately and in a timely manner.   
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Freedom of Information 

The Freedom of Information Act (2000) enables members 
of the public to request information that is held by the 
Trust. We must then provide the information within 20 
working days, unless there is a valid reason not to provide 
the information.  
 
If we conclude that we cannot disclose the information 
due to an exemption of the Act, we will tell you why this is 
the case and what you can do if you are unhappy with our 
decision. We already publish a lot of information in our 
Annual Report and on our website (www.cddft.nhs.uk). 
You can access this by looking at our online Publication 
Scheme and Disclosure Log, which contains a guide to 
where information can be found.  
If this does not cover what you are looking for, you can 
put in a written request to: 
 
Joanna Tyrrell,  
Freedom of Information Officer, 
Corporate Records Office,  
Darlington Memorial Hospital, 
Hollyhurst Road,  
Darlington,  
County Durham, DL3 6HX  
 

Or alternatively, email the request:   
cdda-tr.cddftfoi@nhs.net  

 

http://www.cddft.nhs.uk/
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9.4  Appendix 4: Equality impact Assessment form 

 

Equality Analysis / Impact Assessment 
 
 

               

       Full Assessment Form          v2/2011 

 
 
 
 
 
 
 

Division/Department:  

 
Corporate Affairs (ARC) 

 
  

Title of policy, procedure, decision,  
project, function or service: 

 
Procedure for the processing of requests for 
information under the Freedom of 
Information Act 

   

Lead person responsible: 
 

 Trust Secretary Senior Associate Director 
Assurance & Compliance 

   

People involved with completing  
this: 
 

 Senior Associate Director of Assurance and 
Compliance & Freedom of Information 
Officer 
 

 
 
 
 
 

Type of policy, procedure, decision, project, function or service: 
 
  Existing     
 
  New/proposed   

 
  Changed    
 



Policy for the Development and Management of Procedural Governance Documents 

 

PROC/CA/0002   Versiion 5.0 Page 19 of 24 

 
 
 
 

 
 

       Step 1 – Scoping your analysis         

 
 
 

What is the aim of your policy, procedure, project, decision, function 
or service and how does it relate to equality? 
 

The purpose of the FOIA Procedure is to ensure that the Trust complies with the FOIA 
2000 and provides public information to individuals or bodies requesting information 
held by the Trust. 

 

Who is the policy, procedure, project, decision, function or service 
going to benefit and how? 
 

Service users, potentially any person or body corporate from any location nationality or 
internationally. 

 

What outcomes do you want to achieve? 
 

To achieve legal compliance and to promote the Trust’s own aim of being transparent 
and accountable. 

 

What barriers are there to achieving these outcomes? 
 

None identified. 

 

How will you put your policy, procedure, project, decision, function or 
service into practice? 
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Existing service. 

 
Does this policy link, align or conflict with any other policy, 
procedure, project, decision, function or service?  
 
The CDDFT Freedom of Information Policy. 

 
 
 

 

               

       Step 2 – Collecting your information    

 
 

 

What existing information / data do you have? 
 

None. 

 

Who have you consulted with? 
 

Not applicable. Given the statutory nature of the service any consultation would have to 
be on a national basis and is the responsibility of the legislator or the Information 
Commissioner. 

 

What are the gaps and how do you plan to collect what is missing?  
 

There are not any gaps. 

 
 
 

               

       Step 3 – What is the impact?    

 
 

 
Using the information from Step 2 explain if there is an impact or 
potential for impact on staff or people in the community with 
characteristics protected under the Equality Act 2010?  
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Ethnicity or Race 
 

Potential adverse impact on groups who do not communicate well in written English. 

 

Sex/Gender  
 

None identified. 

 

Age 
 

None identified. 

 

Disability 
 

Potential adverse impact on groups with certain disabilities affecting their ability to write 
or type. 

 

Religion or Belief 
 
None identified. 

 
Sexual Orientation 
 
None identified. 

 

Marriage and Civil Partnership 
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None identified. 

 
Pregnancy and Maternity 
 
None identified. 

 
 
Gender Reassignment 
 
None identified. 

 
Other socially excluded groups or communities e.g. rural community, 
socially excluded, carers, areas of deprivation, low literacy skills 
 
Potential adverse impact on groups with low literacy skills, as requests must legally be 
made in writing. 

 
 
 
 

               

       Step 4 – What are the differences?       

 

 
 
Are any groups affected in a different way to others as a result of the 
policy, procedure, project, decision, function or service? 
 
Potentially this may be the case – see above. 
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Does your policy, procedure, project, decision, function or service 
discriminate against anyone with characteristics protected under the 
Equality Act? 
 
 
Yes   No   
 
 
If yes, explain the justification for this.  If it cannot be justified, how 
are you going to change it to remove or mitigate the affect? 
 
The FOIA requires requests to be in writing. However, if a telephone call is received 
requesting information our staff will offer to write the request down and send it to the 
enquirer for signature. Within the existing legislation, this is the easiest “work around” 
available and is consistent with our duty to provide advice and assistance under the Act. 

 
 
 
 
 

               

       Step 5 – Make a decision based on steps 2 - 4  

 
 
 
 
 
 

If you are in a position to introduce the policy, procedure, project, 
decision, function or service? Clearly show how this has been 
decided. 
Yes, the existing service. The substance of Procedure is unchanged. Only minor 
updates. 

 

If you are in a position to introduce the policy, procedure, project, 
decision, function or service, but still have information to collect, 
changes to make or actions to complete to ensure all people affected 
have been covered please list: 
 
N/A. 
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How are you going to monitor this policy, procedure, project or 
service, how often and who will be responsible? 
 
Number of requests received; number of breaches of the statutory timescales; number 
of requests for internal review and/or complaints to the Information Commissioner. 

 
 
 

               

       Step 6 – Completion and central collation  

 
 

 
Once completed this Equality Analysis form must be forwarded to 
Jillian Wilkins, Equality and Diversity Lead. 
jillian.wilkins@cddft.nhs.uk and must be attached to any 
documentation to which it relates.  
 

 
 

 

mailto:jillian.wilkins@cddft.nhs.uk

