Freedom of Information - Humberside Fire and Rescue Service 
2026/27 072 FOI and EIR handling, systems and statistics
 
The request is:
 
1. The name of any case management or software system currently used to log, track and manage FOI/EIR requests, including any modules, add-ons or configured tools (for example a CRM, case management platform, shared mailbox or SharePoint list) used for this purpose.

2. A copy or extract of any recorded documentation (for example internal guidance, process maps or handling procedures) describing how FOI/EIR requests are logged, tracked and managed. If no such documentation is held, please confirm that.

3. The number of full-time equivalent (FTE) staff involved in processing FOI/EIR requests, and the job titles of those roles. I am not requesting the names of any individuals; job titles or role descriptions are sufficient.

4. Any recorded information describing how FOI/EIR requests are assigned and coordinated across the organisation — for example, whether a central team handles requests end-to-end, or whether requests are passed to individual departments or teams to respond directly. If no such information is held, please confirm that.

5. Any recorded information setting out internal target response times for FOI/EIR requests in addition to the statutory 20 working day deadline — for example internal service level agreements, process checklists or workflow timelines. If no such information is held, please confirm that.

6. For each of the last five financial years ending 31 March (2021-22, 2022-23, 2023-24, 2024-25 and 2025-26), please provide separately for each year:
  - The number of FOI requests received
  - The number of EIR requests received
  - The number of Subject Access Requests (SARs) received
  - The number of each of the above completed within the applicable statutory timeframe
 
The response is:


I can confirm that Humberside Fire and Rescue Service hold this information. 

1. We log, track and manage our FOI/EIR requests on a Microsoft Excel spreadsheet and file related records on SharePoint.

2. Please see attached our Freedom of Information and Environmental Information Regulation Policy Delivery Guidance.

3. 2

4. Please see attached our Freedom of Information and Environmental Information Regulation Policy Delivery Guidance.

5. Please see attached our Freedom of Information and Environmental Information Regulation Policy Delivery Guidance.

6. Please see below. 
	
	2021-22
	2022-23
	2023-24
	2024-25
	2025-26

	FOI received
	69
	108
	134
	111
	155

	FOI completed within timeframe
	69
	105
	134
	111
	147

	EIR received
	1
	1
	4
	5
	2

	EIR completed within timeframe
	1
	1
	4
	5
	2

	SAR received
	9
	10
	27
	27
	23

	SAR completed within timeframe
	6
	10
	22
	20
	19



If you are unhappy with the handling of your request, you have the right to ask for an internal review. A request for an internal review should be made within 40 working days of the date of this email. If you are not happy with the outcome of the internal review, you have the right to apply direct to the Information Commissioner at www.ico.org.uk/foicomplaints. The postal address is: Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF.
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1. INTRODUCTION

The Records Management and Data Quality Policy ensures that Humberside Fire &
Rescue Service’s (HFRS) management of records is effective and compliant with
legislation, throughout the life cycle of the record. Freedom of Information and
Environmental Information requests form an important part of the records
management process.

The purpose of this Policy Delivery Guidance is to outline the Service’s approach to
managing its Freedom of Information and Environmental Information Regulations
obligations and the procedure for dealing with requests made under the Freedom of
Information Act 2000 (FOIA) or Environmental Information Regulations 2004 (EIR) to
ensure a climate of openness and transparency.

The FOIA provides public access to information held by public authorities.

It does this in two ways:

e Public authorities are obliged to publish certain information about their
activities.

e Members of the public are entitled to request information from public
authorities.

The EIR give people a right of access to information about the activities of public
authorities that relate to or affect the environment.

Information held includes printed documents, electronic/digital files, letters, emails,
photographs, and audio and video recordings.

The FOIA or EIR do not give people general access to their own or other people’s
personal data. If a member of the public wants to see information that the Service
holds about them, they need make a data protection subject access request.

This Policy Delivery Guidance is applicable to all staff.
Core Code of Ethics

HFRS has adopted the Core Code of Ethics for Fire and Rescue Services. The
Service is committed to the ethical principles of the Code and strives to apply them in
all we do, therefore, those principles are reflected in this guidance.

2. EQUALITY, DIVERSITY AND INCLUSION

HFRS has a legal responsibility under the Equality Act 2010, and a commitment, to
ensure it does not discriminate either directly or indirectly in any of its functions and
services or in its treatment of staff, in relation to race, sex, disability, sexual
orientation, age, pregnancy and maternity, religion and belief, gender reassignment or
marriage and civil partnership. It also has a duty to make reasonable adjustments for
disabled applicants, employees and service users.
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3. ASSOCIATED DOCUMENTS

e Records Management and Data Quality Policy
e Legal References

o Freedom of Information Act 2000

o Environmental Information Requlations 2004
e National Guidance

o ICO Freedom of Information

o 1CO EIR and Access to Information

4. INFORMATION COVERED BY THE FREEDOM OF INFORMATION ACT AND
ENVIRONMENTAL INFORMATION REGULATIONS

The FOIA and EIR cover all recorded information held by a public authority. They are
not limited to official documents and they cover, for example, drafts, emails, notes,
recordings of telephone conversations and CCTV recordings. Nor are they limited to
information you create, so they also cover, for example, letters you receive from
members of the public, although there may be a good reason not to release them.

5. WHO CAN AND HOW TO MAKE A REQUEST

Anyone can make a freedom of information or environmental information regulations
request — they do not have to be UK citizens, or resident in the UK. Requests can
also be made by organisations, for example a newspaper, a campaign group, or a
company.

How to identify a request

For a request to be valid it must be in writing, but requesters do not have to
mention the FOIA or EIR or direct their request to a designated member of staff
(i.e. the Information Governance team).

You cannot ignore or refuse a request simply because it is addressed to a different
member of staff. Any letter or email asking for information is a request for recorded
information under the FOIA or EIR.

6. PROCESSING A REQUEST
If it is clear that the request falls under the FOIA or EIR, or you are unsure, forward

the request to foi@humbersidefire.gov.uk or speak to a member of the Information
Governance team.

You don’t have to treat every enquiry formally as a request under the FOIA or EIR. It
will often be most sensible, and provide good customer service, to deal with it as a
normal customer enquiry under your usual customer service procedures, for
example, if a member of the public wants to know how to become a firefighter, you
can easily direct them to the relevant website page.

The provisions of the FOIA or EIR need only come into force if:

Humberside Fire and Rescue Service
Version: 1.0 Not Protectively Marked 4 of 11
January 2025



https://humbersidefire.gov.uk/about-us/our-policies

https://www.legislation.gov.uk/ukpga/2000/36/contents

https://www.legislation.gov.uk/uksi/2004/3391/contents/made

https://ico.org.uk/for-organisations/foi/

https://ico.org.uk/for-organisations/eir-and-access-to-information/

mailto:foi@humbersidefire.gov.uk



Corporate Assurance
Freedom of Information and Environmental Information Regulations
Policy Delivery Guidance

e You cannot provide the requested information straight away.
e The requester makes it clear they expect a response under the FOIA or EIR.

7. TIMESCALES FOR RESPONDING TO A REQUEST

Legally the Service must respond to a request under the FOIA or EIR within 20
working days following receipt of the request, however there are circumstances
whereby this can be extended, for which the Information Governance team will
determine.

The clock starts from when the Service receives the request, not when it reaches
the Information Governance team.

Officer Timescales for Responding to a Request

The Information Governance team will coordinate the request, determine whether
the request should be dealt with under FOIA or EIR and will request the information
from the relevant function/s in order to respond to the requester.

Officers will have a deadline of 10 working days to provide this information to the
Information Governance team.

Upon receipt of the request for information from the Information Governance team,
officers will need to determine:

e |If the information is held by the Function/Service.

e |f the information can be obtained from another public facing source, such as
the website.

e Ifitis anticipated the length of time needed to compile the information will
extend beyond 18 hours.

e |If you believe the information should not be disclosed (the information must
still be provided to the Information Governance team who will then determine

if an exemption(s) is required).

If the answer is yes to any of the above, the officer must contact the Information
Governance team immediately. Please do not wait until the deadline day to inform
the Information Governance team as this can have implications for meeting statutory
response deadlines.

There may be instances where the Information Governance team require further
information/clarification, therefore Officers must endeavour to cooperate with the
requests and prioritise their response.

Checking requested information prior to submitting to the Information
Governance team

Before you submit the requested information to the Information Governance team,
please ensure the following:

e Documents/data have been quality checked.
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e Documents (particularly Excel spreadsheets) do not have any hidden text,
columns/rows or tabs and avoid the use of pivot tables.

e Only the required information within the document/spreadsheet has been
submitted.

e Ensure previous version history of the document/spreadsheet is not
accessible.

The above points are often the most common cause of data breaches as personal
data has inadvertently been left (hidden) within the document/data submitted to the
requester.

It is often best to save only the required information into a new Word or Excel
document to avoid previous version history or other information/data being viewable.

Exemptions

The FOIA and EIR contain a number of exemptions that allows the Service to
withhold information from a requester. In some cases it will allow the Service to
refuse to confirm or deny whether we hold the information.

Exemptions exist to protect information that should not be disclosed, for example,
because disclosing it would be harmful to another person or it would be against the
public interest.

The Information Governance team will carefully consider if any exemption(s) applies
to a request, undertaking and recording a prejudice (harm) and public interest test
where applicable. Ultimately, it will be the Information Governance team’s decision
on whether all or part of the information requested can be exempt from disclosure.

8. REVIEW PROCESS

If a requester is dissatisfied with:

e the way in which their request has been handled or
¢ the decision made regarding disclosure or non-disclosure of information,

they have the right to ask for an internal review. A request for an internal review
should be made within 40 working days of the date of the response from the
Information Governance team.

Upon receipt of such a request the Head of Corporate Assurance will allocate an
officer not previously involved with the initial request to undertake the review.

Upon the outcome of the review, if the requester is still dissatisfied, they have the
right to complain to the Information Commissioner.

9. VEXATIOUS OR REPEATED REQUESTS
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Section 14(1) of the FOIA states that Section 1(1) of the Act does not oblige a public
authority to comply with a request for information if the request is vexatious.

Vexatious can be defined as the “manifestly unjustified, inappropriate or improper
use of a formal procedure.”

Whilst the FOIA gives individuals a greater right of access to official information in
order to make bodies more transparent and accountable, engaging section 14(1) is a
high bar.

Section 14(1) of the FOIA is designed to protect public authorities by allowing them
to refuse any requests which have the potential to cause a disproportionate or
unjustified level of disruption, irritation or distress.

Should the Information Governance team believe a request to be vexatious, it should
follow the Information Commissioner’s Office Guidance on Dealing with vexatious
requests (section 14) and record the decision taken, making it clear to the requester
of the course of action taken.

10.PUBLICATION SCHEMES

Under the FOIA, all public authorities are obliged to adopt and maintain a Publication
Scheme specifying:

e The classes of information that they publish or intend to publish.
e How the information is or will be published.

The Publication Scheme can be accessed through our website. It lists information
that the Service considers should be publicly available and will be periodically
reviewed, with amendments and updates made where appropriate.

Likewise, under EIR, organisations are obliged to publish environmental information
proactively.

If you require any further information in relation to this guidance,
please contact Corporate Assurance.

L Paragraph 27 of the Upper Tribunal’s decision in Dransfield
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APPENDIX 1: FLOWCHART FOR HANDLING OF FOI REQUESTS

@
Start here lco.

Information Commissioner’s Office

Advise the
requester how to
make a request

Is it a valid request for
information under
FOIA?

Environmental information

regulations
Should it be dealt with
as an FOI request? Data protection subject access |
—51 Normal course of business

Issue a refusal notice

Have you already advised
explaining this decision

Do you wish to the requester that you will
refuse as a vexatious not respond to further vex-
5 .
or repeated request? ?:olijess/tr;e?peated No obligation to
4 : respond

Can you identify what . e
information is being Obtalntclarlflcatlon from the
requested? requester

GO TO NEXT PAGE
Do you hold the requested information?






GO TO REFUSING
A REQUEST

Establish whether or
not the requested

— | information is held.

Issue refusal
notice citing
section 12(2).
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ico.

Information Commissioner’s Office

O

GO TO REFUSING

A

r

Tell requestor that
not held and either
transfer request
OR advise re-
quester to write to
other authority

Y

Tell requester
the information
is not held.

GO TO NEXT PAGE

Do you estimate that responding to the request would exceed the appropriate limit?
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ico.

Information Commissioner’s Office

Tell requester the information is exempt under
s.12 and advise them on how to refine their re-
quest or explain why the request cannot be re-
fined.

If you wish, you could offer the information at a
charge.

Locate and identify the
information which falls
within the scope of the
request.

GO TO_RELEASING

k INFORMATION ¢

3

/GO TO REFUSING A
'\ REQUEST

If you need more time to consider

the public interest, tell the requester
Y which exemption applies and when
they can expect a response
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@
RELEASING INFORMATION lc o.

Information Commissioner’s Office

DISCLOSE
INFORMATION

Issue fees notice and
receive fee.

Extract the
information requested.

Explain to requester why it
is not reasonably practicable
to provide the information in
the format requested

REFUSING A REQUEST

Issue refusal notice
explaining why you
are neither
confirming nor
denying that the

<

A 4

Issue refusal notice and specify which exemptions information is held.
you are relying on Inform th(_e requestor
Explain why the exemptions apply and why the about their right to
public interest favours non-disclosure (if relevant) internal review and
Inform the requestor about their right to internal to complain to the
review and to complain to the ICO ICO.
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