
Sheffield City Council Intranet 

Handling FOI and EIR requests for 
information 
From  the  week com m encing 13 Sep tem ber 2021, you  need  to  m ake  com ple ting 
FOI requests a  p riority for you  and  your team . 

• Cle a r in g FOI r e q u e s t s  b a ck log [se e  p a ge s  5-6 b e low ] 

As a  pub lic au thority, we  have  to  dea l with  requests for in form ation  under the  
Freedom  of In form ation  Act 2000 and  the  Environm enta l Inform ation  
Regula tions 2004.  

There  a re  d iffe rences be tween  these  laws, bu t in  e ssence , they a llow people  to  
m ake  requests for in form ation  tha t we  hold : FOI is for recorded  in form ation  and  
EIR is for environm enta l in form ation . 

Requests from  people  wish ing to  access the ir own persona l da ta  a re  not covered  
by these  laws and  instead  a re  hand led  under da ta  protection  su b je ct  a cce ss  
r e q u e s t s . 

What to do if you receive a request from a member of 
the public 
You m ust: 

• Iden tify a  request for in form ation  has been  m ade  – the  requeste r does not need  
to  explicitly sta te  it is a  Freedom  of Inform ation  request 

• Mark the  da te  you  have  rece ived  it – the  clock sta rts the  day it is rece ived  with in  
the  Council and  we  have  20 working days to  re spond  

• Send it stra igh t away to  FOI@sh e ffie ld .gov.u k  where  a  m em ber of the  
Inform ation  Managem ent team  will review and  process accord ingly 

Once  th is is rece ived , the  request will be  logged  and  acknowledged  by Business 
Support on  beha lf of the  In form ation  Managem ent team . 

The  In form ation  Managem ent team  will first see  if it can  answer the  request 
righ t away. For exam ple , the  in form ation  is ava ilab le  on  the  SCC website  or on  
our Open  Data  site  (Data  Mill North , ESRI), or if it has been  d isclosed  in  a  sim ila r 
recen t request. 

If it can’t be  answered  by in form ation  a lready ob ta ined , the  request will be  
a lloca ted  to  the  Service  tha t holds the  in form ation .  
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What do to if you are allocated an FOI or EIR request for 
processing 
You m ust rep ly as soon  as possib le  if: 

• you do not hold  the  in form ation , and  where  possib le  ind ica te  where  it m ay be  
he ld  

• the  in form a tion  is a lready published  (or due  to  be  published) or is ava ilab le  
e lsewhere  (includ ing ou tside  of the  Council) and  provide  d irections to  th is  

• you need  cla rifica tion  a round  what is be ing asked  for as it is not clea r 
• you cannot colla te  the  in form ation  with in  18 hours and  provide  an  explana tion  

as to  why th is is not possib le   
(th is is the  lega l tim e  lim it tha t we  need  to  spend  colla ting the  in form ation) 

You  m ust colla te  the  in form ation  requested  and  send  it back 
to  FOI@sh e ffe ld .gov.u k   as soon  as possib le . It is best to  p rovide  th is well 
be fore  the  dead line  given , a long with  any concerns or re se rva tions you  have  
abou t d isclosing it, e .g. if you  th ink d isclosing it m ay cause  any harm . 

Does the request make sense? 

We have  a  du ty to  advise  and  assist the  app lican t. 

While  the  In form ation  Managem ent (IM) team  try to  fie ld  requests be fore  
a lloca ting to  the  se rvice , it m ay need  a  se rvice  with  m ore  techn ica l knowledge  of 
the ir da ta  to  go back for cla rifica tion . This gives the  app lican t an  opportun ity to  
e ithe r narrow down the ir request or specify exactly what they a re  looking for. 

Do we hold the information? 

We have  a  du ty to  confirm  to  the  app licant if we  hold  the  in form ation  they have  
asked  for. 

Even  if we  a re  re fusing the  in form ation , we  need  to  confirm  if th is in form ation  is 
he ld . If it is not he ld  by your se rvice , p lease  te ll the  IM team  as soon  as possib le . 
It m ay be  he ld  with  another se rvice . 

Does your response answer the request? 

On face  va lue , you  m ay th ink the  in form ation  you  have  p rovided  answers the  
question(s). 

Care fu lly review the  request and  each  poin t the  requeste r has ra ised . Does the  
in form ation  rea lly cover what they a re  asking for? Or does the  in form ation  you  

mailto:xxx@xxxxxxxx.xxx.xx


hold  on ly cover som e e lem ents? You  m ay need  to  ask othe r ind ividuals in  your 
se rvice  or e lsewhere  in  the  Council for furthe r in form ation . This shou ld  be  done  
ASAP so they can  ga the r the  re levan t da ta  too! 

Do I know what exemptions apply? 

As a  Council, we  strive  towards transparency; a ll re sponses m ust be  approached  
in  favour of d isclosing. 

However, not everyth ing can  be  d isclosed . It m ay be  the  da ta  con ta ins pe rsona l 
in form ation , it is ava ilab le  e lsewhere  (e .g. on line ) or it would  be  m anifestly 
unreasonab le  or exceed  the  costs (FOI costs lim it is 18 hours). 

If you’re not sure, please ask the IM team for advice. 

Exem ptions take  tim e  to  consider and  app ly and  we  need  to  dem onstra te  clearly 
why we  are  app lying the  exem ption . We m ay ask questions to  he lp  us to  write  
these  exem ptions and  apprecia te  your inpu t. 

What should I avoid in my response? 

Avoid  saying the  in form ation  is ‘not he ld  in  a  reportab le  form at’. 

Rem em ber, part of our du ty is to  confirm  whe ther we  hold  the  in form ation  
we’ve  been  asked  for.  Saying tha t it is ‘not he ld  in  a  reportab le  form at’ doesn’t 
p rovide  a  clear answer. It is m uch  m ore  he lp fu l to  confirm  tha t we  hold  the  
in form ation , bu t sta te  tha t to  search  for the  in form ation  would  exceed  the  
tim e /cost lim it. From  th is, p rovide  an  exp lana tion  as to  why it would  exceed  the  
cost lim it e .g. da ta  is he ld  with in  hundreds of ind ividua l records and  to  review 
each  single  record  would  take  X am ount of tim e . 

Who sends the response? 

The  IM team  send  a ll the  responses via  
the  fo i@sh e ffie ld .gov.u k  inbox.  In form ation  is often  p rovided  by d iffe ren t 
se rvices, so  the  IM team  colla tes and  p repares the  single  response .  

Can the Requester complain or appeal? 

Yes. If the  requeste r is not happy with  the  response , they can  ask us to  carry out 
an  in te rna l review.  
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The  in te rna l review will look a t if we  answered  the  request p roperly, in  tim e  with  
advice  and  assistance , and  clearly exp la ined  why in form ation  m igh t not have  
been  p rovided . 

The  in te rna l review provides the  opportun ity to  check for furthe r in form ation  
and  change  our m ind  abou t what to  re lease , e .g. change  or revoke  re fusa l 
decisions. 

If the  requeste r is still d issa tisfied  a fte r the  in te rnal review, they have  the  righ t to  
con tact the  In form ation  Com m issioner’s Office  who m igh t conside r the  case  
needs to  be  investiga ted  furthe r.  

If so , an  ICO caseworker will con tact the  IM team  and  ask about the  hand ling of 
the  request and  in  som e cases for a  fu ll copy of the  requested  in form ation  to  
check our decision  m aking. 

The  ICO will decide  if we  have  acted  lawfu lly.  These  decision  notices m igh t 
decide  in  favour of us or the  requeste r and  can  instruct the  d isclosure  of re fused  
in form ation .  See  ICO De cis ion  No t ice s . 

Contact Information Management Team 

Ask  u s  a  q u e s t ion  

0114 27[Redacted] 

MoorfootSheffie ldS1 4PL 
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Freedom of Information request (FOI) 
backlog 
On Monday 13 Sep tem ber a ll em ployees m ust p rioritise  working on  Freedom  of 
In form ation  (FOI) requests. You  shou ld  take  action  on  a ll ou tstand ing requests 
tha t involve  you  and  your team . You  shou ld  a lso  respond  qu ickly to  any new 
requests. 

There  is a  la rge  backlog of FOI requests and  the  Inform ation  Managem ent Team  
need  your support to  m ee t sta tu tory deadlines. We want to  tackle  and  clear the  
backlog th is week. 

What you need to do 

There  a re  usua lly 3 types of FOI request, you  shou ld  take  the  fo llowing approach  
for each  type : 

1. stra ight forward  single  se rvice  request. Com ple te  these  in  the  form at of 
the  FOI tem pla te  (under Supporting in form ation), converting any 
docum ents in to  PDFs 

2. stra ight forward  in form ation  request bu t requ ires a  response  from  a  
range  of se rvices. We are  asking a  m anager to  take  responsib ility for the  
whole  FOI and  ga ther the  o ther in form ation  ra the r than  re tu rn ing 
poten tia lly m any individua l p ieces of in form ation . Be  the  one  who 
volun tee rs – we  a re  not form ally a lloca ting th is role  so  if you  a re  one  of 
severa l recip ien ts step  in  a  co-ord inate  the  response . Use  the  tem pla te  
and  PDF any docum ents 

3. com plex requests tha t a re  m ulti se rvice  and  cover a  range  of in form ation  
and  types of docum enta tion . For these  we  a re  asking you  to  do what is 
qu ickly and  easily doab le  and  re tu rn  with  the  sam e  coord ina tion  as se t 
ou t above . The  In form ation  Managem ent Team  will then  work with  you  to  
find  a  solu tion  for the  m ore  com plex parts 

When  preparing your response  you  shou ld : 

• answer FOIs as com ple te ly as possib le , bu t on ly answer the  question  tha t 
has been  asked  

• ask for cla rifica tion  you 're  not su re  what the  request is asking for, do  not 
waste  tim e  trying to  work it ou t 

• item ise  your response  using text from  origina l request. 
• exp la in  any a ttachm ent con ten t, assum e no understand ing 



Prepare  your response  and  save  a ll file s as PDFs. Once  ready, you  shou ld  send  it 
to  FOI@sh e ffie ld .gov.u k . 

We are  asking you  to  com m unica te  with  each  othe r, take  ownersh ip  for ge tting 
th is over the  line  and  understand  tha t, a lthough  th is is a  one-off e ffort to  clear a  
backlog, it is the  basis for how we  shou ld  m anage  FOIs m oving forward . 

You  can  find  out m ore  abou t FOI requests on  our Handling FOI requests in trane t 
page . 

Ha n d lin g FOI r e q u e s t s  

Managing privacy 
If you  have  concerns abou t som e  of the  inform ation  be ing re leased  then  you  
shou ld  h igh ligh t th is to  the  In form ation  Managem ent team  when  you  send  the  
in form ation  to  them . They will he lp  to  m anage  any risk. 

We will redact pe rsona l in form ation  p rior to  send ing the  in form ation  out as we  
have  people  in  p lace  to  do p roper redaction  using the  appropria te  software . Be  
clear when subm itting in form ation  if you  th ink anyth ing should  be  redacted . 

10/09/21 
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FOI Template 

 
Freedom of Information Request - Response 
FOI  
 
Date Received:  

Due Date:  
 
Freedom of Information Request relating to:   

• Itemise response – using text from original request. 
• Explain any attachment content – assume no understanding 
• Fully answer the request, do not guess what is being asked – seek clarification 

 
If you have any queries about this response, please do not hesitate to contact us. 
 

Kind regards 

 

Information Management Team 
Sheffield City Council 
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