


CHIEVELEY PARISH COUNCIL 

Freedom of Information/Environmental Information Regulation Requests 


This document explains how Freedom of Information (FOI) and Environmental Information Regulations (EIR) requests will be handled by the Parish Council. Documents and information relating to an information request will be kept for three years. 

Information published on the MyChieveley website includes 

· Standing Orders, to ensure meetings are properly regulated.           
· Dates, times and venues of meetings and minutes of previous meetings
· Finance Regulations, external and internal auditors’ reports, asset register, information about budgets and the community infrastructure levy and grants given and received 
· Information about the Parish
· Information management (data protection)
· Code of Conduct, complaints procedure 


A request for information
You should submit your request for information in writing – either by email or by post – and include your contact details and the date that you sent it. You should clearly describe the information that you want to receive. You can use the Information Commissioner’s Office (ICO) email or letter template to submit your request. 

· Email requests should be sent to chieveley.pc@outlook.com with ‘Information request’ in the subject heading. 
· Requests made by post should be addressed to the Parish Clerk, Chieveley Parish Council, 1 Snelsmore Farm Cottages, Snelsmore, Newbury RG14 3BU.

When the Parish Council receives a request for information:

1. The Parish Clerk will log your request, pass a copy to the Chair of the Parish Council and/or Vice Chair and carry out an initial assessment in line with the Parish Council’s adopted Publication Scheme. They may seek assistance from the Chair and/or Vice Chair. Where the information involves communication with a third party, their consent will be sought before the information is released. 

2. The Parish Clerk will prepare a response for approval by the Chair and/or Vice Chair. 

3. A response will be provided within 20 working days of receiving the request. If a delay is anticipated, the Clerk will explain the reason and let you know when to expect a response. The response will include information on how to complain and request an internal review if you are dissatisfied with the response. 

4. There may be a charge for providing the information as a hard copy (rather than electronically). Charges are published in the Parish Council’s adopted Publication Scheme.

If you are unhappy with our response
You should let us know if you feel that the information provided is not satisfactory. A request to review our response must be made in writing – either by email or by post. You may find the ICO’s email or letter template helpful in putting your complaint in writing. 

When the Parish Council receives a review request:

1. The Parish Clerk will acknowledge and log the request, inform the Chair and/or Vice Chair immediately and the Parish Council at its next meeting. 

2. The Chair or Vice Chair will carry out the review. If the Chair was involved in the original assessment of the information request, the Parish Council may seek assistance from a suitably trained person who is knowledgeable in FOI/EIR and/or the Local Authority FOI Officer

3. You should receive a response to the internal review within 40 working days. 


Request for an external review
If you are still unhappy with the Parish Council’s response, you can complain to the ICO within six weeks of receiving the results of the internal review.

To make a complaint to the ICO, you will need to provide copies of all correspondence.  


See also:

Chieveley Parish Council, Freedom of Information, Publication Scheme
Information Commissioner’s Office for more information about your information rights 
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