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Freedom of Information Policy  

 

 

Introduction 

 
The Cornwall Downs Syndrome Support Group (CDSSG) recognise that if we supply information to a public 

body, this can be released into the public domain if a subject access request is made. The Freedom of 

Information (FOI) Act provides the public with a general right of access to information held by public 

authorities such as schools, colleges, police forces, prisons, hospitals and doctors. Therefore, this Act can 

have an impact on the activities of CDSSG by posing a risk of disclosure if we do not have appropriate 

safeguards in place. 

 
The purpose of this policy is to prevent the inadvertent release of personal information about any of our 

members via a freedom of information request. The policy covers all records created by us including email 

messages and electronic records. 

Policy Statement 
The risks associated with providing information to public authorities cannot be entirely 

avoided, but they can minimized in the following ways: 

2.1 If the information is confidential or commercially sensitive, we will consider 
very carefully whether it is necessary to disclose it. If it is, we will make it clear 
by labelling it 'confidential' or 'restricted'. We will submit it separately to the 
rest of the less-sensitive information to reduce the risk of inadvertent 
disclosure. 

  
2.2 Avoiding blanket confidentiality clauses in contracts and look at terms and 

conditions for dealing with public authorities to minimise risk 
  
2.3 Establishing consultation rights in contracts i.e. the right to be informed before 

the public authority makes any disclosure. This provides time to take action to 
protect CDSSG members before any information is made public. 

  
2.4 All information released to public authorities will be recorded and reviewed 

regularly.  
  
2.5 We recognize that once a FOI request is made, public authorities will be 

obliged to meet that request subject to specified exemptions and constraints. 
  
Duties and Responsibilities 
3.1 Anyone working on behalf of CDSSG must abide by all policies and 

procedures of the organisation.  
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3.2 The Board of Trustees will ensure this policy is implemented.  
  
 
4.       Implementation, Monitoring and Review 
 This policy has been communicated to the Board of Trustees and is available 

to our members and the public upon request or via our website.  

 
5. Procedure to deal with a freedom of information request 
 

If an FOI request is received, we are required by law to respond within 20 
working days at the latest. However, where a qualified exemption applies, we 
may need longer than this to fully consider the public interest test. This should 
be within a maximum of 40 days of receiving the request. 

 
When a request is received, we must consider the following questions: 
 

• Is the request valid under the FOI Act? It must be in writing, state the 
requestor's name and address and describe the information requested. 

• Is the request clear and unambiguous? Ask for clarification; we do not have 
to comply with the request until we have received it. 

• Do we need to give any advice or assistance requested? We have a duty 
under the Act to provide advice and assistance to people who have made 
information requests to us. 

• Do we actually have the information? If not, do we need to transfer the 
request elsewhere? 

 
Anyone making a request for information to CDSSG can complain to the 
Information Commissioner’s Office (ICO) if they don't believe that we are 
complying with our legal obligations. All FOI requests should be referred to the 
Chair of the Board of Trustees in the first instance. 

 
6. Related documents 

• Data Protection Policy 

• Records Management Policy 

• Confidentiality Policy 
 

 

Signed (on behalf of CDSSG):   Print name: 
 
Position: 

 
Date: 

  
  


