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Freedom of Information Policy 

 

1. Purpose and Scope 

Berinsfield Parish Council is committed to openness and transparency in its decision-making 

and the provision of information. 

This policy sets out how the Council will meet its obligations to provide access to 

information under the Freedom of Information regime. 

It applies to: 

• All councillors  

• Employees (including the Clerk and Responsible Financial Officer)  

• Contractors and third parties holding information on behalf of the Council  

This policy applies to all recorded information held by the Council, regardless of format. 

2. Legal Framework 

This policy is designed to ensure compliance with: 

• Freedom of Information Act 2000  

• Environmental Information Regulations 2004  

The Council recognises its duty to: 

• Provide information upon request  

• Maintain a Publication Scheme  

• Respond within statutory timeframes  

3. Publication Scheme 

The Council will adopt and maintain a Publication Scheme in accordance with guidance from 

the Information Commissioner's Office. 

The scheme will: 



• Set out information routinely published by the Council  

• Be available on the Council’s website  

• Be kept up to date  

4. Requests for Information 

Any person may request information held by the Council. 

Requests must: 

• Be made in writing (including email)  

• Include the requester’s name and contact details  

• Clearly describe the information requested  

Requests should be directed to the Clerk. 

5. Responding to Requests 

The Council will: 

• Acknowledge requests promptly  

• Respond within 20 working days  

Responses may: 

• Provide the information requested  

• Refuse the request (with reasons)  

• Request clarification if necessary  

Where a fee is applicable, the Council will issue a Fees Notice. 

6. Exemptions 

Information may be withheld where an exemption applies under the Freedom of Information 

Act 2000 or the Environmental Information Regulations 2004. 

Common exemptions include: 

• Personal data  

• Confidential information  

• Commercially sensitive information  

Where required, the Council will apply the public interest test. 

7. Environmental Information 

Requests relating to environmental matters will be handled under the Environmental 

Information Regulations 2004. 



The Council will: 

• Respond within statutory timeframes  

• Apply relevant exceptions where applicable  

8. Vexatious or Repeated Requests 

The Council may refuse requests that are: 

• Vexatious  

• Repeated  

Any such refusal will be justified in accordance with legislation. 

9. Data Protection 

Where a request involves personal data, the Council will: 

• Ensure compliance with data protection law  

• Consider whether disclosure is lawful  

10. Internal Review 

If a requester is dissatisfied with the response, they may request an internal review. 

The Council will: 

• Conduct the review promptly  

• Provide a response within a reasonable timeframe  

11. Complaints 

If the requester remains dissatisfied, they may complain to the Information Commissioner's 

Office. 

12. Responsibilities 

12.1 The Council 

The Council is responsible for ensuring compliance with Freedom of Information legislation. 

12.2 The Clerk 

The Clerk is responsible for: 

• Managing and responding to requests  

• Maintaining records of requests and responses  



• Ensuring compliance with statutory requirements  

12.3 Councillors and Staff 

All councillors and staff must: 

• Assist in locating information where required  

• Ensure records are maintained appropriately  

13. Records Management 

The Council will: 

• Maintain accurate and up-to-date records  

• Ensure records are stored securely  

• Follow a records retention schedule  

14. Review 

This policy will be: 

• Reviewed annually  

• Updated in line with legislative changes 

Adopted by Berinsfield Parish Council on: 1st June 2026 

 

 


