Freedom of Information (FOI) - Frequently Asked Questions

1. Who can make a FOI request?
Anyone can make a freedom of information request. 
2. How do I make a FOI request?
The request doesn’t have to explicitly refer to the Freedom of Information Act 2000 and doesn’t have to be addressed to the FOI Lead. However to be a valid request, 

· it must be in writing 
· it must include your real name, 
· it must include a correspondence address (postal or email)

· it must detail the information being requested. 
The easiest way to send your request is by email. Please send to sheccg.foi@nhs.net. If you don’t have access to email you can also post your request to Freedom of Information Lead, NHS Sheffield Clinical Commissioning Group, 722 Prince of Wales Road, Darnall, Sheffield S9 4EU.

Further guidance on making a FOI request can be found on the Information Commissioner’s Office website: https://ico.org.uk/for-the-public/official-information 

The WhatDoTheyKnow website also provides guidance and support on making a FOI request. Please see: https://www.whatdotheyknow.com/
3. What information can I ask for?
Any information created by a public authority is covered under the act. 
The CCG has a publication scheme, this is basically a guide to the basic information which we as a public authority must make available. It sets out our commitment to proactively make available and publish information. There are seven classes of information we need to provide: 

1. Who we are and what we do

2. What we spend and how we spend it

3. Our priorities and how we are doing

4. How we make decisions

5. Our policies and procedures

6. Lists and registers

7. The services we offer

Our publication scheme can be accessed here: 

http://www.sheffieldccg.nhs.uk/about-us/publications-scheme.htm
Under the Freedom of Information Act, there are certain classes of information which are deemed exempt from exclusions. Further details can on the most common exemptions can be found here –(Freedom of Information and Environmental Information Regulations Policy– please see Appendix A from policy)
4. What if you don’t have the information I’ve requested?

The act covers the information we hold. We are not expected to create new information to meet a request. If we do not hold the information we will inform you in writing.
Also if it is not clear what information is being asked for, we have a duty to contact you as soon as possible and seek clarification.
5. When will I receive a response?
The CCG aims to respond to all requests within the legal deadline of 20 working days. We have a duty to confirm whether we hold the information and to provide information. Where we do not hold the information we will inform you in writing within 20 working days. 

6. Do you charge for information?
The CCG does not charge a ‘flat rate’ fee for information and in the majority of cases information will be provided to you free of charge. 
However there may be occasions when a request is refused because to respond would exceed the appropriate cost limit. Within the Act this is defined as 18 working hours or £450 per request. If your request does not exceed these limits the only charges which may be applied would be to cover the physical costs of the information, e.g. photocopying, postage, etc. If we decide to charge you we will issue you with a ‘fees notice’ within 20 working days of receipt of your request. If payment is not received within three months of the notice we are not obliged to comply with the request.
Further information can be found on our Schedule of Fees 

7. Can you refuse a request?
Yes. However in refusing a request we need to be certain of the reasons for refusal. A request can be refused under the following circumstances:

· The request is vexatious

· Would be disruptive to respond and serves no benefit to public interest.

· It would take too much time or cost too much to respond

· The time needed to pull together and/or redact information would exceed 18 hours or the £450 cost.

· The request is the same as a previous request from the same requester

· If a response has already been provided and the same (or very similar) request comes in from the same requester
8. What if I am unhappy with your response?

If you are unhappy with the service you have received in relation to your request and wish to make a complaint or request an internal review of our decision you should write to the Freedom of Information Lead, NHS Sheffield Clinical Commissioning Group, 722 Prince of Wales Road, Darnall, Sheffield S9 4EU, or you can email sheccg.foi@nhs.net, quoting the reference number of the request. Please ensure you provide details of your complaint along with any supporting information. 

Your complaint will be handled by a senior member of staff, not originally involved with your request. We will confirm the outcome of the review to you in writing. If the original decision is reversed we will deal with your request again.

Please note if you wish us to review our response, you must make your request for an internal review within 40 working days of our response being sent. 

If you are not content with the outcome of the internal review of a FOI request, you have the right to appeal to the Information Commissioner under section 50 of the Freedom of Information Act. The Information Commission will not investigate your case unless you have exhausted our complaints procedure first. 
Please do ensure you contact our FOI Lead first at sheccg.foi@nhs.net.
