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What does “Freedom of Information” (FOI) mean?
Freedom of Information is legislation which gives the public a general right of access to see information held by local authorities such as Great Torrington Town Council. Freedom of Information allows people to see how public bodies work and encourages active participation in the process. You will now be able to find out much more about what the Council does and why. 
The Act is designed to: 
· encourage greater openness and accountability in public authorities 
· help increase levels of public trust 
· encourage improvements in our interaction with the public 
What sort of information can you have? 
As a general rule, you are entitled to request any information created within the Council or received from elsewhere and held by us for any reason. The ‘spirit’ of the Act is of full disclosure although there are some (23) exemptions applicable where certain information should not be released. Disclosure will also be governed by the Data Protection Act 1998. The main categories for exemption are: 
· National security 
· Law enforcement 
· Commercial interest 
· Personal data 
A public interest test must be applied to the remainder of the exemptions.
How Can You Access Information Held by the Town Council? 
The Town Council will make general information available on request. The Freedom of Information Act provides additional methods by which you can obtain information from the Council. These are: 
1. The Publication Scheme: The Council is required to produce and maintain a Publication Scheme. This scheme is a database which lists the publications, documents and information that the Council makes publicly available. It sets out: 
· what information the Council publishes 
· how and when it publishes information 

You can access this scheme through the Council’s website. If you are unable to access the Publication Scheme electronically, there is a paper version available. For a copy of this, please contact the Town Clerk 




2. Individual Access Requests: 
If the information you want is not available through the Publication Scheme, you may submit an Individual Access Request to the Council to obtain it, subject to some exemptions. The Freedom of Information Act requires these requests to be made in writing. 
The 2000 Act covers all information held by a council which is recorded in any form.  It includes, for example, emails, handwritten notes, photos, plans, maps, correspondence and other documents held by the council.  This includes information that is not held in the council offices.  Staff and individual councillors, as representatives of the council, may hold information about the council at home on their computers.
A council has no duty to comply with a request for information if its estimated costs for complying would exceed £450.00 in staff time in determining if the information is held, locating the information or document (s) which may contain the information, retrieving the information’s or documents (s) which may contain the information and editing or extracting the releasable information from a document.
What happens if you submit an Individual Access Request? If you submit a request, under the Act, the Council is legally required to provide the information requested within 20 working days. However, every attempt will be made to provide it more quickly if possible. If the information you requested cannot be released due to exemptions or if we do not hold the information, we will also inform you of this. The Council will use the information contained in your request to respond appropriately. Your request will be acknowledged in writing. We may also contact you if any further clarification of your request is necessary. Staff will find the information and check whether any exemptions apply. The Council will then contact you to make suitable arrangements for you to view it or receive a copy. 
Can you request information held by the Council about you? If you wish to obtain personal information held by the Council about you, you are entitled to do so under the Data Protection Act, 1998. A copy of the Town Council’s General Data Protection Regulation Policy can be found on the Town Council’s Website.
Data Request Application
Name:…………………………………………………… 
Address:………...…………………………………………… 
…………………………………….…………………….…….
…………………………………………………………………
Telephone Number:………………………………………...
Email:……………………………………………………….... 
Please provide details of your request: (for detailed request please attach additional paper
Preferred format for receiving the information: electronic/summary/ hard copy/other (please specify)                                                                          * delete as appropriate 

Signature:………………………………………………….. Date:……………………………………………………….. 
Data Protection Statement The information recorded on this form will be used only for processing your request and will not be used for any other purposes. 
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