Processing an FOI







Send the draft response table to the contacts in an email asking them to respond with the required information. 


If no response has been received by the deadline given, a chaser email should be sent and the information requested with an appropriate number of days. This will depend on when the response due date is..
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Once the contacts have responded to the time estimate email, check to see if they have confirmed that the information can be obtained in under 18 hours.
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If no response has been received by the date set in the time estimate email, send a follow up email, advising that as they have no provided a time estimate we assume they are able to respond to the required in under 18 hours and therefore could the complete and return the FOI response table by XX - give them a deadline of approximaltey a weeks time. Then go to step 18.
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When the information has been recieved, quality check the responses to ensure they are appropriate to be released.
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Ensure to keep the FOI response table updated throughout when processing the request. Once a full response has been provided for each question highlight it in Green. 
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If ADIG requests amendments to the time estimate email, update the email and send to the identified contacts.


Enter the responses into a draft response template letter. 


Ensure to use the appropriate wording for any exemptions that need to be applied - see end of the template letter.


Save the draft response letter in the case folder on the K drive.


If still no response by the second deadline date given, try to call the relevant contacts to discuss.  If a response is still not received, esclate to the Information Governance Manager - Information Rights.


If it is the People and Culture team that have not responded, and contacting them by phone has been unsuccessful, send the details to the Information Governance Manager - Individual Rights who will send a list of outstanding requests to the HR team at the end of each month. DO NOT keep chasing HR contacts after the first chase.


Advise that we require the responses back as soon as possible and give them a deadline date.  This date will depend on how many days there are left before the response due date, however ideally we will have the response back by no later than 5 working days prior to the due date.


If they have confirmed it will take less than 18 hours go to step 17.


If they have advised it will likely take longer than 18 hours go to step 16.


If ADIG approves the time estimate email, send to the identified contacts.


Include all contacts in one single email.
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If the total number of hours, to gather the information needed to respond, exceeds 18 hours, then an email should be sent to the applicant using the template letter (to be developed) advising them how long each question will take to answer and could they refine their request or alternatively confirm which questions they would be happy to remove from the request.


NOTE: For requests going to ICT, these must be logged on the ICT Portal - https://eastlondon.service-now.com/sp?id=sc_cat_item&sys_id=72d95683dbc87300e5e1ee805b9619c7 - and a copy of the draft response table uploaded.


DO NOT enter the name of email address of the applicant at this point.
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Send the draft response letter to the relevant service director(s) for approval to release the information.
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If no response has been received by the deadline given, a chaser email should be sent and the information requested with an appropriate number of days. Again this will depend on when the response due date is..
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When the service director responds, if they have approved the request send the draft response letter to Associate Director of Information Governance and Data Protection Officer (ADIG) for final approval then go to step 24. The applicants name and email address can be added in at this point.
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If the requester is a journalist or from a media organisation, send a copy of the request to the communications team for their information.  Email address - steve.gladwin1@nhs.net janet.flaherty@nhs.net and glenn.mitchell2@nhs.net 


Go back to the draft response letter that has been approved and sent to the requester and save a PDF version of the letter ENSURING that the name and email address of the requester has been removed so that the letter is fully anonymised.  


This should be saved as ANON response FOI DAXXXX.


Upload the anonymised PDF version to the FOI responses section of the ELFT website.


Once ADIG has approved, update the draft response letter with the date it will be sent and save as a PDF in the relevant case folder. 


Then email the PDF response letter to the requester with a brief covering note in the email.


If ADIG has requested amendments to the draft response, make the requested amendments and then send back to Chris for approval


If the service director has not approved the request, check the reasons for this.  


You may be required to go back to the FOI Leads who provided the information to request amendments depending on the service directors comments.  


Once amended, go back to step 20.


If they have not approved the request, go to step 23.


If still no response by the second deadline date given, try to call the relevant contacts to discuss.  If a response is still not received, esclate to the Information Governance Manager - Information Rights.


If it is the People and Culture team that have not responded, and contacting them by phone has been unsuccessful, send the details to the Information Governance Manager - Individual Rights who will send a list of outstanding requests to the HR team at the end of each month. DO NOT keep chasing contacts after the first chase.


Request that they respond to us as soon as possible.  Again this will depend on how long we have left until the response is due.
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FOI request is received into the inbox. Either by email or forwarded from the form on the website. May also be received by post, which should be scanned onto the system.
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Review request to validate it as an FOI. 
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Log request onto the FOI spreadsheet ensuring all relevant information, including dates, are added.
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Create a new folder on K drive and name it the reference number (next ref number on the spreadsheet, i.e FOI DA4073). ALL emails and correspondance must be saved in this folder using a number system and detail of the email i.e, 01 Request, 02 Acknowledgement etc.
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Send acknowledgement email to the requester using the acknowledgement template. (If the request was received by post respond by email if an email address is available or by post if not).
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Draft the time estimate email. Copy each question onto a new row in the table. Add in any additional information that may be relevant in the notes column or at the bottom of the table.
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Check on ELFT website, previous FOIs, to see if we have received a similar request previously.
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Review the request to see if we are likely to hold the informaiton. 


If yes go to step 8. If not go to step 7.


Also check the website or google to see if there is any information available that could contribute to the response.  


If yes to the above, add this information into the time estimate email, in the "notes" column. 
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Identify which team(s) / contact(s) are likely to be the most appropriate to send the request to. Use the FOI contacts list for this.


Add the team / contact name into the "Lead" column of the time estimate email along with any relevant information identified in step 9. 
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Send the draft time estimate email to Associate Director of Information Governance and Data Protection Officer (ADIG) to check, attaching the original request, any previous FOI responses that have been identified as containing relevant information and the response table.


Add the date the information needs to be back by. This should be two working days from the date you send the email.
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If we are not likely to hold the information, draft the response letter template and apply section 1 as the answer.  Then go to step 22.


Complete FOI Response table with all questions numbered in order and action required by each team.

























