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Introduction 

 
Uttlesford District Council adopts an open and accessible approach to the 
information it holds. The Council fully supports the Local Government Act 1972 
(“LGA”), Data Protection Act 1998 (“DPA”), the Freedom of Information Act 2000 
(“FoIA”) and the Environmental Information Regulations 2004 (“EIR”). 
These items of legislation govern all recorded information held by the Council. 

 
The LGA deals with public rights to access Cabinet, Committee and Council 
agendas, minutes and reports. 

 
The DPA is concerned with individuals rights to access data which the Council 
holds about them. 

 
The FoIA governs all recorded information held by the Council which is not 
accessible under other legislation 

 
The EIR relates to information concerning the environment. Most requests for 
information relating to building control, enforcement, environmental health and 
planning will be dealt with under the EIR. 

 
This document provides the policy framework through which effective compliancy 
can be achieved. 
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Scope of the Policy 

 
The purpose of this policy is to ensure that the provisions of the legislation are 
adhered to and in particular that: 

 
 A significant amount of routinely published information held by the Council 

is made available to the public as a matter of course through the 
Publication Scheme; 

 Other information not included in the Publication Scheme is readily 
available on request and such requests are dealt with in a timely manner; 
and 

 In cases where information is covered by an exemption or exception 
consideration is given as to whether or not the information should be 
released. 

 
Responsibilities 

 
The Council recognises its corporate responsibility under the legislation to provide 
a right of access to information held by the Council. 

 
In line with the Information Commissioner’s guidance the Chief Executive Officer 
takes overall responsibility for this policy. 

 
The Monitoring Officer is responsible for coordinating compliance with the 
legislation throughout the Council. This includes responsibility for drawing up 
guidance on access to information and promoting compliance with this policy in 
such a way as to assist in the easy, appropriate and timely retrieval of 
information. 

 
Directors and Assistant Directors are responsible for introducing local procedures 
that manage the handling of information requests and ensure that requests are 
responded to within the statutory deadlines. 

 
All members of staff should receive an awareness briefing on the legislation and 
its implications to their role within the Council. 

 
Relationship with existing policies 

 
This policy has been formulated within the context of the following policy 
documents: 

 
 Electronic Records Management Policy 
 Records Management Policy 
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Available Guidance 

 
General guidance is available from the Information Commissioners website 
(www.informationcommissioner.gov.uk) as well as directly from the Monitoring 
Officer. 

 
The Council’s Publication Scheme 

 
The Council's Publication Scheme is available on the Council’s website. The 
Publication Scheme specifies: 

 
 what information the Council will make routinely available to the public as a 

matter of course 
 how it will do so, and 
 whether or not this information will be made available free of charge or on 

payment of a fee 

 
The Council’s publication scheme complies with the Information Commissioner’s 
model publication scheme. 

 
Specific Requests for Information 

 
Information not already made available in the Council's Publication Scheme is 
accessible by a specific request for information. 

 
All information the public is entitled to under the LGA is available on the Council’s 
website or may be inspected free of charge at the Council’s offices. For those 
without access to the internet the Council may supply paper copies on request  
but the Council reserves the right to make a charge for such copies (see Charges 
below). 

 
Under the DPA individuals have the right to know: 

 
 whether the Council holds any information about them 
 what information the Council holds, why it holds it and who it may be 

disclosed to and 
 to be provided with that information 

Under the FoIA there are 2 rights, namely: 

 the right to be told whether the Council holds the information requested, 
and 

 the right to receive the information 

 
Under the EIR the Council has a duty to make environmental information 
available on request. 

 
Requests under the DPA and FoIA must be made in writing (including email). 
Requests for information under the EIR may be made verbally but it is advisable 
to put the request in writing to avoid misunderstanding as to what information is 
being requested. 
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Time for response 

 
The Council will respond to all requests for information as soon as is reasonably 
practicable and in any event within any time limits prescribed by the legislation. 
The prescribed time limits are: 

 
 DPA – 40 days 
 FoIA and EIR - 20 working days 

 
These periods are suspended if it is necessary to request further information from 
the applicant in order to deal with the request or if a fee is required. The time  
starts to run again from receipt of the information or fee. If a fee is requested and 
is not paid within 3 months the Council may refuse the request. Further under the 
FoIA and EIR the period for compliance may be extended in certain 
circumstances. If the Council proposes to extend the period for compliance it will 
inform the person making the request that it intends to do so, what the statutory 
basis for the extension of time is and when it is anticipated that a full reply will be 
given. 

 
In respect to any request for information the Council reserves the right to: 

 
 Withhold request results until any relevant fee has been paid. 

 
 Refuse requests where the cost of providing the information would exceed 

£450. 

 
 Refuse any vexatious or repetitious request. 

 
 To direct enquirers to a public resource in which they may find the 

information they require where the Council already publishes the 
information requested. 

 
 Obscure or suppress information that relates to other third parties (under 

Data Protection Principles 1, 6 and 7 of the DPA). 
 

 Withhold information if it is confidential or exempt information under the 
LGA or subject to an exemption under the DPA or FoIA or an exception 
under, the EIR. 

 
 Not provide copies of items subject to copyright restrictions, although these 

will still be open for inspection under the Act 
 

Charges 

 
No charge will be made for examining information within the publication scheme 
except where the scheme so specifies. Under the FoIA and the EiR where 
information is provided as a paper copy the Council may make a charge of 10p 
per sheet to cover the costs of copying and may in addition charge postage. 
Officer time can only be charged under the FoIA if the costs involved in 
ascertaining whether the Council holds the information, locating it, retrieving it  
and putting it into the required format exceeds £450 calculated at £25 per hour of 
officer time. The Information Commissioner has indicated that he does not 
consider it appropriate to charge for officer time under the EIR unless this limit is 
exceeded. 
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Exemptions 

 
There are a number of exemptions and exceptions where the Council may refuse 
a request for information. However under the FoIA there is an implied 
presumption and under the EIR there is an express presumption in favour of 
disclosure. If an officer wishes to refuse a request for information he or she must 
first obtain approval from a solicitor within the Council’s legal services team. 
If an exemption or exception is to be applied the person making the request will 
be told: 

 
 the exemption(s) or exceptions(s) being applied, 
 why the Council maintains the exemption is relevant to the request 
 for qualifying exemptions under the FoIA and for all exceptions under the 

EIR why the public interest test is satisfied by applying the 
exemption/exception rather than by making the information available 

 
Advice and Assistance 

 
Under Codes of Practice issued by the Information Commissioner under the FoIA 
and under the EIR the Council has a duty to assist those requesting information  
to exercise their right under the legislation. This includes: 

 
 giving advice as to the legislation which applies to the request where either 

the legislation has not been specified or where the Council considers that 
the wrong legislation has been specified 

 giving advice to limit the scope of the request so that it can be dealt with 
within the financial limits which apply 

 indicating what information may be available when exemptions or 
exceptions prevent a full reply 

 
Public Statement 

 
The following public statement will be made on the Council’s website and 
summarises this policy: 

 
Uttlesford District Council sees the Freedom of Information Act and  
Environmental Information Regulations as welcome opportunities both to improve 
the ways in which it informs the public it serves and to improve the ways in which 
it manages the large amount of information it holds.  Information is one of the 
most, if not the most, important assets the Council has, and the legislation 
provides a catalyst to make it more widely available and manage it more 
efficiently. 

 
The Council wishes to conduct its business in an open and honest fashion. When 
the Council makes a decision, it is important that the Public is informed how these 
decisions have been made. The provisions of the legislation will enable the Public 
to understand the Council and its work through improved access to information. 

 
1. Availability The Council will make information publicly available unless 

there are exemptions or exceptions which relate to the information and 
(where applicable) the public interest balancing test has been met. 

 
2. Confidentiality The Council will not classify documents as 

CONFIDENTIAL without clear justification for doing so. 
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3. Exemptions The Council recognises that the exemptions and exceptions 
to the right of access to information may allow the Council not to release a 
document but may not prevent it from releasing that document. 

 
4. Presumption in favour of disclosure where the factors favouring the 

application of the exemption and the factors favouring disclosure of the 
information are equal the Council will apply the presumption in favour of 
disclosure and make the information requested available. 

 
5. Equality The Council will develop an environment in which access to 

information is not dependant on a person's physical, social or educational 
circumstances, or first language. 

 
Complaints 

 
The Council has a set complaints procedure and any complaints about the Data 
Protection Act, the Environmental Information Regulations or the Freedom of 
Information Act may be dealt with by contacting the Monitoring Officer or Chief 
Executive at the following address: 

 
Council Offices 
London Road 
Saffron Walden 
Essex 
CB11 4ER 

 
Tel 01799 510510 

 
The complaint will be dealt with by the Monitoring Officer in the first instance or (if 
the complaint relates to a decision of the Monitoring Officer) by a Director 
nominated for that purpose by the Chief Executive. Unless the enquiry is made 
under the Environmental Information Regulations (in which case any further 
complaint is made directly to the Information Commissioner) if the applicant 
remains dissatisfied he/she may appeal to the Chief Executive. If the applicant 
does not accept the decision of the Chief Executive he/she may complain to the 
Information Commissioner (either about Data Protection or Freedom of 
Information) at the following address: 

 
Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire 
SK9 5AF 

 
Fax :01625 524 510 DX: 20819 Wilmslow 
Tel: 01625 545 745 e-mail: data@dataprotection.gov.uk 

mailto:data@dataprotection.gov.uk

