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1. Introduction
The Freedom of Information Act 2000 (“the Act”) came fully into force on 1 January 2005. The Act applies to public authorities, including parish councils and parish meetings without a separate parish council.
Under the Act, the Council has two principal responsibilities:
· To adopt and maintain a Publication Scheme; and 
· To respond to individual requests for information. 
This policy sets out how Osbaston Parish Council complies with its obligations under the Freedom of Information Act 2000.

2. Publication Scheme
The Council has adopted the Model Publication Scheme approved by the Information Commissioner’s Office (ICO).
The Publication Scheme outlines:
· The classes of information the Council publishes; 
· The manner in which the information is made available; and 
· Any applicable charges for providing information. 
Information routinely published by the Council may include:
· Agendas and minutes of meetings; 
· Financial information and audit documents; 
· Policies and procedures; 
· Asset registers; 
· Planning responses; 
· Councillor responsibilities and contact details. 
The Council will review its Publication Scheme periodically to ensure that information remains accurate and accessible.
Where information is already publicly available through the Publication Scheme, the Council is not required to provide it again in response to an individual request under Section 21 of the Act.

3. Requests for Information
Any person, regardless of nationality or residence, may request information held by the Council.
Requests for information must:
· Be made in writing (including by email); 
· Include the applicant’s name and contact details; 
· Clearly describe the information requested. 

Requests should be sent to:
The Clerk 
Osbaston Parish Council
26 Barton Road 
Barlestone
Nuneaton
CV13 0EP
clerk@osbastonparishcouncil.gov.uk

Applicants do not need to mention the Freedom of Information Act when making a request.

4. Responding to Requests
The Council will respond promptly and no later than 20 working days from receipt of a valid request, in accordance with Section 10 of the Act.
Where clarification is required to identify the information requested, the Council may ask the applicant for further details.
Information will normally be provided in the format requested where reasonably practicable, including:
· Electronic copies; 
· Paper copies; 
· Inspection of records; or 
· Summaries of information. 

5. Charges and Fees
The Council may charge reasonable fees for:
· Printing and photocopying; 
· Postage and packaging; and 
· Costs permitted under the Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004. 
The Council is not obliged to comply with requests where the estimated cost of compliance exceeds the statutory limit of £450 (equivalent to 18 hours of work at £25 per hour).
Where a fee is payable, the applicant will be notified. The request will be placed on hold until payment is received.
If payment is not received within three months, the Council may close the request.

6. Exemptions
The Freedom of Information Act contains exemptions that may prevent disclosure of certain information.
Where an exemption applies, the Council will consider whether the public interest in withholding the information outweighs the public interest in disclosure.
Examples of exempt information may include:
· Personal data; 
· Confidential or commercially sensitive information; 
· Information relating to legal proceedings; 
· Information affecting law enforcement or public safety. 
Where information is withheld, the Council will explain:
· The reason for refusal; 
· The exemption being relied upon; and 
· The applicant’s right to request an internal review or complain to the Information Commissioner’s Office. 

7. Vexatious or Repeated Requests
The Council is not required to comply with:
· Vexatious requests; or 
· Repeated requests for the same or substantially similar information. 
The Council will, however, provide reasonable advice and assistance to applicants wherever possible.

8. Data Protection
Requests for personal information made by the individual concerned will be handled under applicable data protection legislation rather than the Freedom of Information Act.
When considering requests involving third-party personal data, the Council will ensure compliance with data protection principles and will not disclose information where doing so would breach data protection law.

9. Complaints and Internal Review
If an applicant is dissatisfied with the handling of a request, they may request an internal review.
Requests for an internal review should be submitted within 40 working days of the Council’s response.
Following an internal review, if the applicant remains dissatisfied, they may complain to:
Information Commissioner's Office
The ICO can be contacted via:
Information Commissioner’s Office
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