How to frame an effective request for a review of your request for information

If you are not happy with the response you have received you have the right to ask us to reconsider your request. The full procedure can be found on our website at:
https://www.gloucestershire.gov.uk/council-and-democracy/strategies-plans-policies/information-management-and-security-policies/ 
To make sure the aspects of your case that you are not happy with are properly considered, it is important that you provide details of what you wish to be reviewed.
Without these details you may find the review does not cover your specific concerns and once the review is complete you will need to escalate your concerns to the Information Commissioners Office (ICO), which can add delays to your experience. 
The council is a very large organisation with many different services, provided by many departments, so as much detail as you can provide will help your experience.
[bookmark: _GoBack]Reviews can be conducted on both Subject Access Requests and Freedom of Information/Environmental Information Requests, please click on your request type to navigate to the right part in this document:


· Subject Access Requests (requests for access to personal data)

· Freedom of Information / Environmental Information Requests

[bookmark: _Ref43220045]Subject Access Requests (requests for access to personal data)

You may not be happy with one or more aspects of your response, below are some examples and the type of information you could provide as part of your request for a review:
1. You would like the decision not to provide some or all of the information reviewed:
· Tell us what part(s) you believe should be released;
· Tell us why you believe this should be released, for example you believe it relates to a situation you are aware of and explain what you know.
· If an exemption has been applied, for example if information has been   removed as it was the personal data of another individual, and you do not believe this is the case. Please state this and provide as much information as possible as to why you believe it was not an appropriate use of the exemption.
2. You believe you have not received all the information you asked for (and no exemption was applied):
· Tell us what part(s) you believe are missing, including file name(s) and page number(s).  E.g. 123456789 MASH records 1 Redacted. Pages 3, 17, 34;
· If information has been withheld from a page and not explained, share with us a copy of what you received, so wherever possible we can check against originals;
· Provide us with as much detail as possible to help us find it, e.g.:
· Time and date or date ranges;
· Name(s) of relevant council staff ;
· Subject – be as specific as possible. For example, if your review relates to a specific service then provide us with details of which services you have been in contact with or have not been provided information about.
· Provide details of the type of document(s), e.g. email, policy, report;
· Detail which pages of a specified document are missing E.g. 123456789 MASH records 1 Redacted. Pages 3, 17, 34;
· If a document or email has only been disclosed in part, share with us the copy you have received, explaining which parts you believe are missing.

3. You don’t understand the reasons given for withholding information

· Let us know which part of the explanation you don’t understand;
· Let us know if there are specific parts of a record that you would like to better understand the reasons for withholding it (tell us the name of the document and which part of the removed information you are interested in).

4. You experienced delays in receiving your response.
The aspects you might want us to review are:
· Whether a delay occurred;
· The communication with you about the delay;
· Explanations you were given for the delay.

5. Your request has not been responded to

· Let us know any reference numbers you were given;
· Tell us who (which officer or team) you made your request to;
· Tell us the date and time (if possible) of your request;
· If possible, provide us with a copy of your original request.

6. You have requested access to social care files and not been offered support with this

· Please let us know and we will contact social care to arrange this.
[bookmark: _Ref43219409]

[bookmark: _Ref43220052]Freedom of Information / Environmental Information Requests

You may not be happy with one or more aspects of your response, below are some examples and the type of information you could provide as part of your request for a review:
1. You would like the decision not to provide some or all of the information reviewed:

· Tell us what part(s) you believe should be released;
· Explain why you believe the information should be released;
· Provide arguments to support the public interest in releasing information (public interest is wider than a personal interest and must benefit the wider public).If an exemption has been applied, for example the information was withheld due to the release prejudicing commercial interests, and you do not believe this is the case. Please state this and provide as much information as possible as to why you believe it was not an appropriate use of the exemption.

2. You believe you have not received all the information you asked for (and no exemption was applied):

· Tell us what part(s) you believe are missing.
· Provide us with as much detail as possible to help us find it, e.g.:
· Time and date or date ranges;
· Name(s) of relevant council staff ;
· Specific team or department
· Subject – be as specific as possible. For example, if your review relates to a specific stretch of road, then give us details of any claim, road name, postcode or geographic location;
· Type of document, e.g. email, policy, report;
· Which pages of a document are missing;
· If a document or email has only been disclosed in part, share with us the copy you have received, explaining which parts you believe are missing.

3. You don’t understand the reasons given for withholding information

· Let us know which part of the explanation you don’t understand.

4.  You experienced delays in receiving your response 

The aspects you might want us to review are:
· Whether a delay occurred;
· The communication with you about the delay;
· Explanations you were given for the delay.

5. Your request has not been responded to

· Let us know any reference numbers you were given;
· Tell us who (which officer or team) you made your request to;
· Tell us the date and time (if possible) of your request;
· If possible, provide us with a copy of your original request.
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