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DWP Central Freedom of Information Team

Annex A 

 

e-mail: xxxxxxxxxxxxxxxxxxxxxxxxxxxxxx@xxx.xxx.  

gov.uk

 

Our Ref: FoI 3041

 
 

DATE: 1 November 2016

Annex A 

 
Dear Ms Harriman, 
 
Thank you for your Freedom of Information request of 22 August 2016. Please accept our 
apologies for the delay in responding to you. You asked: 
 
I was checking the response to a previous request I had made in 2014 - VTR 3405 
DATE: 06 August 2014- and although the information (the Guidance on Working with 
representatives) was really useful - thank you - I realised I still didn't have the specific answer I 
was looking for. 
 
What i wanted to know was, if a representative (eg social landlord or support worker) sent in a 
signed letter of authority from their claimant, with all the appropriate wording, would this be 
accepted as authorisation or does it have to be on the DWP template letter of authority? 
 

 

Written authority is necessary where implicit consent cannot be established, or where a 
request for information is received in writing from a representative. Written, signed authority 
should be requested only when consent cannot be established by other means. 

In these cases, we ask the representative to complete the ‘Authority to Disclose’ template, 
which the customer must sign. The representative should then post or fax the signed form to 
the relevant DWP office; we can provide the correct address and/or fax number. Faxed 
authorities and authorities containing electronic signatures including scanned documents are 
acceptable. Local Authority representatives should follow the agreed Security procedures for 
emailing forms to approved secure email addresses. As it is the terms set out in the consent 
that is important rather than the form itself, a written authority using the same wording would 
be acceptable as long as we can confirm that it has been completed by the person needing a 
representative. 

Written authority does not last indefinitely in these cases, but covers a particular piece of 
business. The authority to act should be treated as current for the whole process of a new 
claim or change of circumstances, including any follow-up reconsideration process. A separate 
authority is required for an appeal, unless the existing authority specifically covers the appeals 
process. 

If you have any queries about this letter please contact me quoting the reference number 
above.   



Yours sincerely,  
 
 
 
DWP Strategy FoI Team 
------------------------------------------------------------------------------------------------------ 

 

Your right to complain under the Freedom of Information Act 

 

If you are not happy with this response you may request an internal review by e-mailing freedom-of-information-

xxxxxxx@xxx.xxx.xxx.xx or by writing to DWP, Central FoI Team, Caxton House, Tothill Street, SW1H 9NA. Any 

review request should be submitted within two months of the date of this letter.  

 

If you are not content with the outcome of the internal review you may apply directly to the Information 

Commissioner’s Office for a decision. Generally the Commissioner cannot make a decision unless you have 

exhausted our own complaints procedure. The Information Commissioner can be contacted at: The Information 

Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow Cheshire SK9 5AF www.ico.gov.uk 




    

  

  
