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T-1061 - Handling R&I Freedom of Information (FOI) Requests
(aligned with UHL Policy B33/2024, v7, Sept 2025)

This document outlines the steps to be followed when handling any FOI requests received by R&I.
A. What to do if you receive a written FOI request:
1. Forward the request immediately
· FOI responses are handled centrally by UHL
· Do not acknowledge, answer, explain, or release any information. 
· Do not ask the requester any follow-up questions.
· Immediately forward the request to the FOI team: uhl-tr.foi-freedomofinformation@nhs.net
Do this even if:
· the request seems simple or the information appears harmless
· you think the information is already publicly available
· the request is part of a complaint, email trail, or letter.
2. Include all relevant context
When forwarding, include the following:
the original request (unaltered)
any attachments
the date received
your name and department (for traceability)
Do not edit, summarise, interpret or paraphrase the request.
Be aware of the legal timescale
· The statutory deadline of 20 working days starts from the date the Trust receives the request. 
· Delays in forwarding can put the Trust at risk of noncompliance.
 
B. What to do if you are contacted for information about an FOI request:
· You may be contacted by the FOI team (or a local manager) for information to support a FOI request.
· Provide accurate and complete information within the timeframe given (normally 10 working days)
· Clearly flag any concerns about:
· personal data
· commercial sensitivity
· legal professional privilege
· patient or staff safety, or reputational risk
· If the request relates to a commercial company, supplier or research sponsor, always notify the Contracts Team before returning information, to confirm whether any contractual notification or confidentiality considerations apply.
Note: final decisions on disclosure, redaction or the application of exemptions are made centrally and are not the responsibility of individual R&I staff. 

For further information, refer to the UHL FOI Policy or discuss with a senior member of staff.	
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