
Appendix 3 – Freedom of Information Act Request Response Workflow 
 

3.1 – FOI Request to Response 
 
 
 

 
 
3.2 – Request for Internal Review of FOI Response 
 
 
 
 

 
 

 
If following internal review the individual is still not satisfied with the response to their FOI request, they have the right to complain to the Information 
Commissioner’s Office (ICO), who will investigate whether the council has properly satisfied its statutory requirements under the FOI Act/EIR

Receive FOI request (clarify with 
requester if the request is not valid 
or is unclear - time limit does not 

start until a valid request is 
received).

CIU logs request and forwards to 
appropriate DIG (or CIU officer if 

request is overly complex, 
controversial or will require input 

from multiple service areas).

DIG reviews request, sends 
acknowledgement and asks for 

clarification (if required). Contacts 
relevant colleagues to identify 

relevant info; seeks advice on any 
relevant exemptions under FOI 
Act/EIRs. Support and guidance 

provided by CIU as required. 

DIG responds to requester and:
● Provides some or all information 
requested;
● Confirms which exemption is 
being relied upon to not release 
information requested; or
● Neither confims nor denies the 
council holds the information 
requested (this is very rare)
Informs requestor of right to 
internal appeal.

Requester contacts council 
to request internal review 
(or otherwise expresses 
disatisfaction with the 

response received).

CIU logs request and 
allocates review to officer in 

CIU who had no prior 
involvement with FOI 

request.

CIU officer reviews initial 
request, response provided, 

request for appeal and all 
relevant information held by 

the council. Liaising with 
relevant officers in the 

service area.

CIU officer responds to 
requester and:

● Upholds response to FOI 
previously provided; or
● Provides some or all 
information requested

20 Working Day Time Limit (FOI Act/EIRs) 
 

20 Working Day Time Limit (Council Policy & ICO Recommended Timescale) 
 


