
​Freedom of Information Request Process 
Map for Practice Staff

Recieve FoI Request
(in writing, but does not have to 

mention FOI) ​

Log request and date, send 
comfirmation of request. 

Does your Practice hold the 
information the requester 

has asked for?

Yes No

​Tell requestor that you do not 
hold this information  and either 

transfer their request to the 
appropriate organisation  OR 

advise requester to write to them

Do you have 
grounds to refuse 

the request?

Yes

No

Is it regarded as vexatious / 
would cost too much / take up 
too much staff time / fall under 

any of the ICO guidance on 
exemptions. 

Complete the request within 
20 working days.

Send response listing the reasons 
and / or the exemption that is 
keeping you from fulfilling the 

request.

Contact the DPO Service: 
NWISGMPDPO@wales.nhs.uk if 
you need any help or guidance 

with exemptions
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