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Introduction – About the Act

The Freedom of Information Act 2000 gives the public a general right of access to information which the Council holds.  This covers all information, obtained from any source.  This right of access includes both a right for you to be told if the information exists, and if so a right to receive it, subject to certain exemptions (see page 4 for further details of the exemptions).

Under the Act, the Council also has to produce a publication scheme which sets out the information which it publishes and whether there is a charge for that information.

The scheme sets out where information can be obtained if it is not available on the web site.

A copy of the scheme is available on the Council’s web site at www.broxtowe.gov.uk  or by contacting:

Assistant Director (Administration & Electoral Services)

Broxtowe Borough Council

Council Offices

Foster Avenue

Beeston

Nottingham  NG9 1AB

Tel:  0115 9173295

Fax:  0115 9173131

E-mail:  foi@broxtowe.gov.uk

Making a Request for Information

You can make a request for information under the Freedom of Information Act in four ways:

· by using our form

You can obtain a Freedom of Information request form from any of the Council’s offices.  You will need to complete the form and return it to:

Assistant Director (Administration & Electoral Services)

Broxtowe Borough Council

Council Offices

Foster Avenue

Beeston

Nottingham  NG9 1AB

· by e-mail

Send your e-mail to foi@broxtowe.gov.uk giving your name, address and details of the information you are requesting and how you would prefer the Council to supply the information.

· by fax

Fax the Council at the Council Offices on 0115 9173131 stating your name, address, telephone number and details of the information you are requesting and how you would prefer the Council to supply the information.

· by letter

If you know what information you require, write to:

Assistant Director (Administration & Electoral Services)

Broxtowe Borough Council

Council Offices

Foster Avenue

Beeston

Nottingham

NG9 1AB

stating your name, address and telephone number and details of the information you are requesting and how you would prefer the Council to supply the information.

The Council cannot accept any request for information under the Freedom of Information Act in any other way.  All requests for information MUST include the following:

· a contact name;

· your full postal address;

· details of the information you require.

If you need any help in making your application for information, please contact the Assistant Director (Administration & Electoral Services) on 0115 9173295.

Dealing with your Request

When we receive your request, we will write to you to confirm whether or not we hold the information you have requested.  The Council may however refuse to confirm or deny that it holds the information if informing you would have the effect of disclosing information which is covered by an exemption.  You will also be informed as to the cost for providing you with the information, where appropriate.  Unless the cost of locating and retrieving the information exceeds £450 this will be to cover the cost of photocopying and postage.  We will ask you to confirm if you wish to continue with your request if there is to be a charge.  We may also need to clarify with you the information you require.

Where there is no charge for the information, it will be made available to you.  Where there is a charge, and once we have received the fee from you, we will supply the information requested.  We will provide the information to you in the form you have requested, wherever possible.

If the information you have requested is covered by an exemption, we will inform you why we cannot provide that information.

In general we must provide a response within 20 working days.  This starts from the day after we receive your request.  If a fee is required, the period of 20 working days will stop until the fee is received and will then continue.  The 20 day period may be extended up to three months until the fee is paid.

If your request relates to information held by another authority we will inform you who to contact about your request.  Alternatively, if it is clear who holds the information you have requested, we may transfer your request to the other authority on your behalf and inform you of the action we have taken.

Exemptions

The Council holds certain information which, as outlined in the Freedom of Information Act, is not available to the public.  This information is covered by what the Act calls “exemptions”.  Details of the exemptions which may apply to information held by Broxtowe Borough Council and examples of the types of documents they cover are listed in the table below.

	Exemption
	What it means
	Examples of documents

	Information accessible to applicant by other means
	If you can obtain the information from a source other than Broxtowe Borough Council
	Highways maintenance information held by Nottinghamshire County Council

	Information intended for future publication
	Where the information you request is due to be made generally available
	Best Value comparison data

	Investigations and proceedings conducted by public authorities
	Information held that is being, may be or has been used in any investigation or criminal proceedings by the authority
	Ombudsman’s investigations, fraud investigations

	Court Records
	Information held by the Council, created by a court or contained in a document placed in the custody of a court
	Fraud investigations, tenancy disputes

	Health and Safety
	Information likely to endanger the physical or mental health or safety of an individual is exempt information
	Environment

	Personal Information
	Any personal information relating to a living individual.  This is covered under the Data Protection Act 1998
	Personnel files, individual tenant information

	Information provided in confidence
	Where information is given to the Council which could breach a confidence if it was released
	Applications for employment, contract bids

	Legal professional privilege
	Information where a claim to legal professional privilege could be maintained in legal proceedings is exempt information
	Any information given to a person in a legal capacity (Solicitor or Barrister)

	Commercial interests
	Information which is a trade secret or information which if the Council released could harm a person’s or company’s trade
	Contract bids

	Prohibition on disclosure
	Where any other Act or law forbids the Council releasing the information
	Personnel files, some confidential committee papers


How to make a Complaint

If you feel that we have not handled your request for information properly or you are dissatisfied with the response to your request for information and the issue cannot be resolved in discussion with the officer dealing with the request, you can make a complaint under the Council’s complaints procedure.  Details of the complaints procedure will be included with any response sent in relation to a request.

The complaints procedure will be fair, impartial and easy to understand.  Somebody other than the original decision maker will investigate your complaint and that person will be able to reverse or otherwise amend the decision previously made.

We will write to you as soon as your complaint has been investigated and inform you of any action we propose to take as a result.  If you remain unhappy with the outcome of the complaints procedure you can contact the Information Commissioner where you will be given details of how to appeal against the Council’s decision.  

To make a complaint to the Council, contact:

The Complaints Officer

Broxtowe Borough Council,

Council Offices

Foster Avenue

Beeston

Nottingham

NG9 1AB

Tel  0115 917 3576

Fax:  0115 917 3131

E-mail:  complaints@broxtowe.gov.uk

The Information Commissioner can be contacted at:

Wycliffe House

Water Lane

Wilmslow

Cheshire SK9 5AF

Tel:  01625 545 700

Fax:  01625 545 510

E-mail:  mail@ico.gsi.gov.uk
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