Procedures for dealing with a Freedom of Information request

The Freedom of Information Act was passed on 30th November 2000 giving 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 designed to promote openness.  

The PCTs have been required to comply with all requirements of the Act from January 2005. As part of our compliance with the Act, we have produced a Publication Scheme. The Publication Scheme is posted on the Liverpool PCT’s website, which act as both a guide to, and a source of, certain information about the PCTs. A hard copy of the Publication Scheme will be available upon request. Staff at all levels must be aware of and be able to carry out certain responsibilities to ensure compliance with the Act.  

The PCT has a designated team for dealing with Freedom of Information requests, this is the Information Governance team and the contact details are:

Tel. No.  300 8052

E-mail foi@liverpoolpct.nhs.uk
Responding to Requests for Information
The Liverpool PCT’s external website is a repository for the Freedom of Information Publication Scheme. The content of the Publication Scheme is designed so that most general enquiries can be dealt with by directing the applicant to it. However we must ensure that processes exist to adequately respond to any requests for information from the general public. Such requests should be dealt with considering the following points: -

· All unique requests must be in writing, this includes any e-mail facility. 

· Anyone making a non-specific verbal or written request for information about our Publication Scheme should be directed to the PCTs website, in the first instance. If the applicant does not have Internet access they must be given a hard copy of the Publication Scheme. Please direct them to the Information Governance team on the day of the request.

· If an applicant requires information that is not available on our Publication Scheme, then they should be advised that a written request with a description of what is required is needed. Applicants should be advised that written requests should be sent to the Information Governance team at Unit 4, Montrose Business Park, or e-mail foi@liverpoolpct.nhs.uk
·  You may offer a telephone applicant a copy of the FOI request form. Please contact the Information Governance team.

· Applicants are not required to provide a reason for their request

· Requests do not have to state that it is an application under the Freedom of Information Act.

· They may use any name they wish, but a valid return address must be given.

· All requests must be passed on to the team within 1 day of receipt, as we must provide an acknowledgement of the request within 2 days of the receipt of the request. Staff who receive the initial request for information by post, must mark the envelope ‘Freedom of Information request’ when forwarding to the Information Governance department.

· All requests are subjected to an overall 20 working day response time. This is calculated from the day the request is received. The staff member who receives a request for information from the Information Governance team should acknowledge receipt of the request within 1 day and respond to the request within 5 working days. If further time is needed, this must be communicated to the team who will keep the applicant informed of the process.

· The named operational lead or departmental manager is responsible for ensuring the accuracy of the information they have authorised before passing to the Information Governance team.

· The Information Governance team are responsible for the application of an exemption. In reaching the decision, they will liaise with the relevant department. The Information Governance team are responsible for making the decision regarding further legal or external advice.

· Requests for access to personal health records should be dealt with via the process of ‘Subject Access’ granted by the Data Protection Act 1998. Personal private details that identify an individual must not be given to a member of the public. All subject access requests should be forwarded to the Information Governance team.

· Staff should be advised in some circumstances, personal professional details could be released when responding to a request. In most instances staff member(s) will be informed if this occurs.

