
Harston Parish Council Freedom of Information (FOI) Policy 

1. Introduction 

Harston Parish Council is committed to transparency and accountability in its operations. This 
Freedom of Information (FOI) Policy sets out the Council’s approach to handling requests for 
information under the Freedom of Information Act 2000 (FOIA). 

2. Scope 

This policy applies to all information held by Harston Parish Council, regardless of format. The 
Council will ensure that information is accessible to the public while safeguarding confidential and 
sensitive data. 

3. Publication Scheme 

Harston Parish Council adopted the Model Publication Scheme issued by the Information 
Commissioner’s Office (ICO). The scheme outlines the categories of information that are routinely 
published and how they can be accessed. 

4. Requesting Information 
 

• Requests for information must be made in writing (including email) and should include the 
requester’s name, address and a clear description of the information required. 

• Requests should be submitted to the Parish Clerk via:  
• Email: clerk@harstonparishcouncil.gov.uk 
• Post: 55 Hauxton Road, Little Shelford, Cambridge, CB22 5HJ 
• The Council will acknowledge receipt of FOI requests within 5 working days and provide a 

full response within 20 working days, unless an extension is required. 
 

5. Responding to Requests 
 

• The Council will assess each request to determine if the information can be provided under 
FOIA. 

• If a request is unclear, the requester will be asked to clarify their request, which may extend 
the response time. 

• The Council aims to provide information in the requested format where feasible. 
• If a request involves a large volume of information, the Council may discuss alternative ways 

to provide the information efficiently. 
 

6. Dealing with Vexatious Requests 
 

• A request may be deemed vexatious if it imposes a significant burden on the Council, is 
clearly intended to disrupt operations or lacks serious purpose. 

• If a request is deemed vexatious, the Council will provide a written explanation stating the 
reasons for refusal and informing the requester of their right to appeal. 

• Repeated or unreasonable requests may be refused under Section 14 of FOIA. 
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7. Record-Keeping 
 

• The Council maintains a log of all FOI requests, including: 
• Date received 
• Name of requester (where provided) 
• Nature of request 
• Date of response 
• Outcome (information provided, refused, or clarified) 
• Records will be retained for at least three years for auditing and compliance purposes. 

 
8. Exemptions and Refusals 

Certain information may be exempt from disclosure under the FOIA, including: 

• Personal data (protected under the UK GDPR and Data Protection Act 2018). 
• Confidential information provided in confidence. 
• Information that would prejudice law enforcement or legal proceedings. 

If a request is refused, the Council will provide a written explanation, stating the reason for refusal 
and the requester’s right to appeal. 

9. Fees and Charges 
 

• Information published on the Council’s website is available free of charge. 
• Where paper copies or additional formats are requested, charges will apply in accordance 

with the FOI Fees Regulations. 
• Requesters will be informed of any applicable charges before processing their request. 

 
10. Internal Review and Complaints 

If a requester is dissatisfied with the handling of their request, they may request an internal review 
within 40 working days of the response. The review will be conducted by an independent officer of 
the Council. 

If the requester remains unsatisfied, they can escalate the matter to the Information Commissioner’s 
Office (ICO): 

• Website: www.ico.org.uk 
• Address: ICO, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF 

 
11. Review and Monitoring 

This policy will be reviewed annually to ensure compliance with relevant legislation and best 
practices. 

Adopted by Harston Parish Council on: 06/01/2025 
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