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Report of the Director Decision to be taken after   
of Policy & Resources 16 July 2013  
 
 

NORTH LINCOLNSHIRE COUNCIL 
 
 
 
 

INFORMATION GOVERNANCE UPDATE:  
INFORMATION REQUEST CHARGING POLICY 

 
 
1. 
 
1.1 
 
1.2 

 
OBJECT AND KEY POINTS IN THIS REPORT 
 
To seek approval for the Information Request Charging Policy. 
 
To update the council’s Information Governance Policy Framework with a 
new procedure for what, when and how to charge for information requests 
under the Freedom of Information 2000 (FOIA), Environmental Information 
Regulations 2004 (EIR) and Data Protection Act 1998 (DPA). 
 

 As part of an internal audit review the need to apply accurate costings 
to information requests was identified. 

 The purpose of the policy is to ensure that a standardised 
management approach is implemented with regard to charging for 
information requests. 

 
 
2. BACKGROUND INFORMATION 
 
2.1. Our Information Governance Policy Framework is an overarching policy 

setting out our responsibilities and activities in relation to information 
governance, in accordance with specified legislation and professional 
principles.  It provides a framework that enables us to manage our information 
efficiently.  It also promotes the effective management of this information 
across the organisation, recognising its value as a corporate asset for the 
delivery of efficient, appropriate, open and transparent services. 
 

2.2. It also sets out to ensure the council complies with the Data Protection Act 
1998 (DPA), Freedom of Information Act 2000 (FOIA), and Environmental 
Information Regulations 2004 (EIR).  It guides the specific operational 
procedures and activities connected with the implementation of these 
acts\regulations. 
 

2.3. This framework houses a collection of different policies and from time to time 
legislation and regulation demand that we update or append new policies. 

 
2.4. FOIA, EIR and DPA legislation allows us in some instances to make charges 

in relation to requests for information.  How these charges should be 
calculated and when they can or cannot be applied is set out in the legislation. 
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2.5. The purpose of the policy is to ensure that a standardised management 
approach is taken when considering whether or not to charge for information 
requests, in line with legislation, ICO guidelines and council local decisions. 

 
 
3. OPTIONS FOR CONSIDERATION 
 

Option 1: Adopt the new policy 
Option 2: Amend or reject the new policy 

 
 
4. ANALYSIS OF OPTIONS 
 
 Option 1 is recommended as required by the council’s Audit Team to ensure a 

standardised approach across the council. 
 
 
5. RESOURCE IMPLICATIONS (FINANCIAL, STAFFING, PROPERTY, IT) 
 
 Financial 

Financial and staff time, but can be met from existing resources. 
 

 Staffing 
Internal communication methods will be used to notify staff of the 
requirements of the policy together with dissemination via the information 
governance co-ordinator group. 

 
 Property & IT 
 None 

 
 
 

6. OUTCOMES OF INTEGRATED IMPACT ASSESSMENT (IF APPLICABLE) 
 

An Integrated Impact Assessment has been undertaken and no adverse 
impacts have been identified.  The policy makes provision to meet the equality 
needs of individuals. 

 
 
7. OUTCOMES OF CONSULTATION AND CONFLICTS OF INTEREST 
 
7.1 Members of the Information, Improvement and Value for Money Group have 

considered and agreed the policy, along with key stakeholders across the 
council. 

 
7.2 Legal Services have considered and agreed the policy. 
 
7.3 The Information Governance Policy Framework will be updated and re-

published on the council’s intralinc and web site. 
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8. RECOMMENDATION 
 
 8.1 That the new Information Charging Request Policy is approved and 

implemented with effect from 08 July 2013. 
 
 
 
 
DIRECTOR OF POLICY & RESOURCES 
CIVIC CENTRE 
ASHBY ROAD 
SCUNTHORPE 
NORTH LINCOLNSHIRE 
DN16 1AB 
P Thornley 
13 June 2013 
 
 
Background Papers used in the preparation of this report: 
ICO Guidance 
NLC Information Governance Policy Framework 
Relevant Legislation 
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North Lincolnshire Council 
Information Request Charging Policy 

 
 
1.0 Introduction 

The aim of this policy is to set out for North Lincolnshire Council (council): 

• How and when charges could be applied in relation to requests for 
information. 

• When we are not obliged to proceed with a request for information. 
 
Where appropriate we are committed to being open and transparent by 
publishing information on the council’s website or by providing information in 
response to requests.  If possible information will be provided free, but on 
occasions a charge may need to be made.  Any charges will be in line with 
the relevant legislation and all calculations will be explained. 

 
 
2.0 Purpose 

The purpose of this policy is to ensure a standardised approach in line with 
legislation is implemented throughout the council, with regard to charges for 
information requests. 
 
 

3.0 Scope 
All employees responding to requests for information are required, when 
deciding whether to charge and what to charge, to comply with relevant 
legislation and any charging information set out in this policy.   
 
Schools may choose to adopt this policy but where this is not the case it is 
expected they will have their own appropriate policy. 
 
Exclusions 
Under the FOIA we are required to produce a Publication Scheme of 
information routinely made available.  The majority of information in this 
scheme is available free of charge from the council’s website but any fees 
and charges that apply will be published in the scheme and are not covered 
by this policy. 

 
Other specific legislation or regulations may also make provisions for a 
charge for information and in these cases this policy does not apply. 
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4.0 Legislation 

The council has an obligation to abide by all relevant UK and European 
legislation.  The acts, which apply, include but are not limited to: - 

 
• Freedom of Information Act 2000 (FOIA) 
• Environmental Information Regulations 2004 (EIR) 
• Data Protection Act 1998 (DPA). 
 
We always aim to comply with our obligations under other legislation.  An 
example is the Equality Act 2010 when we will, if necessary, always try and 
provide information in a suitable format such as Braille, large print or the 
spoken word. 
 
 

5.0 Making Requests for Information, Public Lists/Registers and 
Communication (Disbursement Charges) 
There is no charge for submitting a request for information to the council 
under the FOIA or EIR. 
 
As permitted by the DPA under section 7 we charge the maximum £10 fee 
for each DPA request for personal information, known as a subject access 
request.  See appendix B for details of how to make a payment. 
 
We do not charge to communicate requested information to you.  These 
costs are sometimes known as disbursement charges and generally cover 
printing and postage costs. 
 
We will not charge for inspections of information at council offices, provided 
this information is routinely made available for inspection and we will also not 
generally charge for access to a public register or lists of information, unless 
we advise otherwise. 
 

 
6.0 Freedom of Information Act 2000 (FOIA) Fee Limit 
 We are permitted to refuse to comply with a request under the FOIA if to do 

so would exceed the fee limit set out in the Freedom of Information and Data 
Protection (Appropriate Limit and Fees) Regulations 2004.  The fee limit for 
local authorities is £450.  Section 12 of the FOIA allows us to refuse 
requests on these grounds. 

 
 Please see appendix A for details of how the fee limit is calculated. 
 

These regulations do not apply to requests under EIR or DPA and there is 
no equivalent process under these pieces of legislation. 
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Over the Fee Limit 
 Where it is estimated that the £450 fee limit will be exceeded we will keep a 

record to show how the calculation has been carried out.  The requester will 
receive a refusal notice detailing the calculation and advice / assistance to, if 
possible, revise the request so that it remains within the fees limit. 

 
 After advice / assistance if the estimated cost of the request still exceeds the 

£450 fee limit we will carefully consider whether we can divert resources to 
fulfil the request.  In this instance we may refuse to comply with the request 
or we may agree to provide the information but make a charge.  This charge 
would be calculated using the same formula as that used to calculate if the 
request is over the fee limit and again a record will be kept of this calculation.  
Section 13 of FOIA allows us to make this charge; appendix A sets out how 
to calculate the charge and appendix B how to make the payment. 
 
Refusing to comply with the request could also include us refusing to confirm 
or deny if we hold the requested information, if to carry out this task would go 
over the fee regulations limit of £450. 

 
Aggregated Costs 

 The Fee Regulations allow, in some cases, the adding together 
(aggregating) of Freedom of Information requests, to determine if together 
the requests would exceed the £450 fee limit. 

 
 Requests can only the aggregated in the following circumstances: - 

 
• Two or more requests for information have been made to the same 

public authority; 
• The requests must be from the same person or from different people 

who appear to be acting together; 
• The requests must be for the same or similar information; 
• The requests must have been received within 60 consecutive working 

days. 
 

Time Limit 
 We have 20 working days to respond to FOIA requests.  We will advise you 

promptly and in writing within this deadline of any fees due. 
 

 Information requests are placed on hold from a timescale and collation of 
information point of view, from the date the fee is requested until it is paid. 

 
 Fees must be paid within three months from the date the notification of a 

charge is sent to you.  After three months the request will be closed if the fee 
is still outstanding. 
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7.0 Refunds 
 The council will always try to ensure that estimated fees are as accurate as 

possible. 
 
 If the estimated cost of answering a request for information were found to be 

greater than the estimate sent to you the council would bear the extra cost.  
However, if the cost were found to be lower we would refund the difference. 

 
 Refunds of all or part of the fee paid will only be made in exceptional 

circumstances, at the discretion of the Head of Business Improvement and 
Information Governance. 

 
 
8.0 Fees and VAT 

 VAT will not be payable on information request fees if the information 
supplied is only available from the council or another public authority. 

 
 VAT is payable if the information is also available from a non public authority 

source. 
 
 
9.0 Dissatisfaction with Charges 
 If you are unhappy with how your request for information was handled or any 

charges made, you can request an internal review through the council’s 
FOIA, EIR & DPA Complaints Policy. 

 
 This policy is available on the council’s website and also has details of how 

to appeal to the Information Commissioner. 
 
 
10.0 Audit 

This policy, standards and procedures will be audited periodically as part of 
the annual internal audit work plan, to ensure compliance. 

 
 

11.0 Monitoring and Review 
The current version of this policy can be found on intralinc and the council 
website.  This policy and all supporting procedures will be reviewed as 
appropriate, but no less frequently than every 12 months. 
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Appendix A – FOIA Fee Limit Calculation 
This fee limit is reached under FOIA if it is estimated that the time taken to 
carry out the following four activities would exceed 18 hours of employee 
time, based on a £25 per hour rate regardless of job grade. 
 
The same calculation is used to determine the fee if a request remains over 
the fee limit but it is agreed that we proceed with the request on payment of 
a fee by the applicant: - 

 
• Determining whether the information requested is held; 
• Locating the information; 
• Retrieving the information; 
• Extracting the information to be disclosed (including the cost of 

materials used for editing redacting information, but not including staff 
time for this task). 

 
The following costs cannot be included in this calculation: -  
 
• Checking whether the request meets the requirements of the FOIA; 
• Locating information due to poor records management practice; 
• Considering the application of an exemption; 
• Applying a public interest test; 
• Obtaining internal or external legal advice; 
• Considering whether a request is vexatious or repeated; 
• Repeating an activity already undertaken; 
• Employee time for editing or redacting information; 
• Obtaining authorisation to provide information; 
• Calculating any fees to be charged; 
• Issuing a fees notice; 
• Providing advice and assistance. 
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Appendix B – Making Fee Payments 
The preferred method of payment is online by debit or credit card at 
www.northlincs.gov.uk or by cheque.  Cheque payments should be 
forwarded to Customer Services at the following address unless otherwise 
advised in the fee request letter: 

 
 North Lincolnshire Council 

Customer Services Contact Centre 
   Church Square House 
   30-40 High Street 
   Scunthorpe 
   DN15 6NL 

 
Please note that a surcharge fee is applicable when paying by credit card. 
 
If you unable to pay by debit or credit card or by cheque please telephone 
the council’s Contact Centre on 01724 297000 or visit one of the council’s 
Local Links for assistance.  For more information about Local Links - 
www.northlincs.gov.uk/a-z-of-services/l/local-link-offices 

 
 

 


