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POLICY ON RESPONDING TO REQUESTS FOR INFORMATION

Principles

1. The Police Ombudsman aims to provide an efficient, effective and independent police complaints system, which is as open and accountable as possible within the requirements of the law and of public interest.

2. She believes that it is by providing information and ensuring transparency, when appropriate, about the police complaints system that the police and the public can have confidence in it.

3. It is within that context that the Police Ombudsman adheres to her commitment to disclose information, as set out in the Freedom of Information Act 2000 (FOIA) and the Data Protection Act 2018 (DPA 2018), which is the UK’s implementation of the General Data Protection Regulation (GDPR).

4. The Office also publishes and maintains a Publication Scheme which ensures the proactive disclosure of information held by it as required by section 19 of the FOIA.

Publication Scheme 

5. The Publication Scheme is available on our website and provides an overview of the types of information routinely made available by the Police Ombudsman and how this material can be accessed.

Requesting Information 

6. The website also provides guidance on how to request information which is not routinely made available in our Publication Scheme.

7. As part of its normal business, the Office also routinely responds to requests for information from a variety of sources, including: 

· from Government and other public bodies

· from members of the public and their representatives about their personal information 

· from political representatives, media and researchers

· from people who have made complaints to us and from police officers who have been subject to those complaints. 

· requests for information as part of criminal, civil or disciplinary proceedings

8. All these requests are dealt with in line with the provisions of the Police (Northern Ireland) Act 1998, FOIA 2000, DPA 2018 and other relevant legislation. 

9. Our staff are aware that any request for information which they receive and believe to constitute a Freedom of Information request or a Subject Access Request should be passed immediately to the Information and Communication Unit.

10. Staff from the Information and Communication Unit will log, acknowledge and process the requests. They will liaise as appropriate with staff from different business areas to assess requests, gather information, compile and issue responses.

11. Those making requests should provide as much detail as possible about the information they are seeking. This will help us to deal with the request and respond with the appropriate information, if we hold the information and can disclose it.

12. For the purposes of that process, ‘information’ will be defined as any material recorded and held by the Office. Requests for the views of staff members or an explanation of their work, if not recorded, will not be regarded as recorded ‘information’ for the purposes of dealing with a request. 

13. Freedom of Information requests should be sent in writing by email to info@policeombudsman.org or by post to the Information and Communication Unit of the Police Ombudsman.

14. We will respond to Freedom of Information requests within 20 working days. 

15. Requests for personal information (known as Subject Access Requests) can be made verbally or in writing. We will respond to these requests within one calendar month. 

16. On occasion we may need to confirm your identity if you are making a Subject Access Request. This is to safeguard personal data and ensure it is released only to those who are entitled to receive it. 

17. In each case, when we respond, we will provide you with the information you seek or explain why we cannot do so.

18. In each case, if we need to seek an extension to the timeframes for response, we will notify you as soon as practicable.

19. We will aim to provide material free of charge and in the format referred to by the person requesting the information.

20. [bookmark: _GoBack]Anyone who is unhappy with our response to a Freedom of Information request can seek an internal review, which will be dealt with by our legal department. We will not routinely undertake reviews of our responses to Subject Access Requests. 

21. Anyone who remains dissatisfied after an internal review, may complain to the Information Commissioner. 

22. The Office has separate polices which explain how it handles the information it holds. These are available on our website.

23.  Requests that fall within the Data Protection Act (subject access requests or invoking rights under GDPR) and Freedom of Information Act will be retained three years from disclosure or from completion of any appeal.  This will include the initial request, correspondence and response.
