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The Aim ofthe Policy

Introduction
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obligations under the Freedom of Information Act (FOIA). MaPS intends to build and maintain

public trust and confidence by providing free and reasonable access to its information. It aims

to achieve this by promoting transparency in the way it operates, its deemm@king

processes ands services. This policy does not cover personal inforomatRequests for

personal information about individuals are dewlith according tahe Data Protection Act

2018.

The Freedom of Information Act

The Freedom of Information Act (FOIA) 2000 provides the public with the right to access
information held by all public authorities, except where an exemption appligswhere the
information is personal or considered confidential. The Act also plaastatutory obligation

on all public authorities to ensure the information they hold is easily accessible and readily
available.

There areseverakexemptions under the Act where organisations are not required to

provide information, howevethe Act aso limits the circumstances where information can

be withheld. The Act covers any recorded information that is held by public authorities in

England, Wales, Northern Ireland, and UK public authorities based in Scotland. Recorded
information such agetters, emails, photographs, printed documents, computer files, sound

and video recordingetc.¢ KS ChL! Aa NB3IdzZ I GSR 6& GKS Ly7¥F2
and the information contained within this document should be read in conjunction with the
following guidance

https://www.qgov.uk/makea-freedomof-information-request
https://ico.org.uk/for-organisations/quideo-freedom-of-information/

The Publication Scheme

MaPSs obligated to maintain a publication scheme underthe FOIA which is a guide outlining
the information routinely made available to the public by an organisation. MaPS publishes
various information on its website on thieublic Informationwebpageandregularly reviews

the detailsto ensure it is kept up to datéf any published information is identified as
inaccurate MaPS wilamendthe information andplace asignposton the site to highlighthe
amendmento customers.

https://moneyandpensionsservice.org.uk/fpiublicationscheme/



https://www.gov.uk/make-a-freedom-of-information-request
https://ico.org.uk/for-organisations/guide-to-freedom-of-information/
https://moneyandpensionsservice.org.uk/foi-publication-scheme/

HandlingFreedom of Information Requests

Roles and Responsibilities

MaPS Feedom of InformatiorOfficeroverseesecording,monitoring, andreplying to all FOI
requests, and regularly reviews requests to identify areas to miggreness and make
improvementsTheHead of Serviceand Senior Management Tearare responsible

for making sure thasufficient resources are available to support the requirements of this
policy. MaPS employedsave a responsibility to ensure they undertake any prescribed
corporate FOIA training artiey canidentify an FOI requesind send it via email to
FOl@maps.org.uk

FOI taining is available through the CigerviceLearningPortal. Additionally, employees
have a legal duty to make sure information is recorded correctly and indexed appropriately
for easy retrieval or publication.

Making a Freedom of Information Request

No fees are required to makend&Olrequest.FOI requests should be sentto MaPS via emalil
to FOl@maps.org.ubr by post to:

Freedom of Information Officer
Money and Pensions Service
120 Holborn

London

ECIN2TD

MaPS accepteequests made in writinge., letter, email,etc. If a person is not able to make
a requestdue to a disability, theyould contact MaPS arask a member of staff tassist
themto submittheir request.

The person making theequest needs to provide:

1 Their name
I A contact address
i1 A clear description of the information they require

Theapplicantdoes not have to mention the FOfér their request to be valid or specify the
reason they want the informatiorRequests for brochures, leaflets, or other general
publications fall within the scope of businessusual and will be treated accordingly.
These types of requests will not be dealt with under the FOIA.


mailto:FOI@maps.org.uko
mailto:FOI@maps.org.uko

Replying to a Request

The FOI Officer witsue an acknowledgment ton& Ol request within 5 working days of
receipt and consult the relevamtead of Services &nior ManagemenTeammemberto
gather the information requested.he FOI Officer will aim to reply to thpplicantusing ther
preferred mode of communication. If this is not possible the applicant will be notified of the
reason and provided with an alternative method.

The full reply will either (confirm, deny, et@hetherMaPS holds the information, and

explain if it can be disclosed subject to any statutory exemption under the Act. (A list of the
exemptions can be seen in the Appendiuythermore, MaPS is under no obligation to supply
AYF2NXIEGA2Y AT GKS 0240 2 7T. [@edhebertionaBout$eEsOS SR &
on page Yegardingthe cossfor processingequests.)The full reply will also inform the

applicant of their right to arinternal review if they are unhappy with the decision

Time Limit toReply to a Request

The statutory time limit to reply to FOI requests and provide the information requested unless
an exemption applies is 20 working days from the date of recé@hp. FOI Officewill aim to

reply as quickly as is reasonably possible, depending on the resources a\aildlle
complexity of the request.

If it is not possible to respond to a request within 20 working days, the FOI Officer will write
to the applicant with arexplanationandexplain whertheyintend to send a full replyThis

might occur forseverareasonse.g.,where the information requested is quimplex,

large volumes of data need to be considered; the balance of the public interesstesing
consideredetc. (Information on the public interest testppears on page)8

TheRight to Refuse a Request

MaPS hathe right to refuse a request. If this happens, the FOI Officer will write to the

applicant setting out the reasons their request has been refused within 20 working days. They

will also inform them of the internal review process and their rijimder sectiorb0 of the
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requestis likely to be refused may be due to:

1 An exemption applies under the FOIA.

1 An estimate shows the cost of compliance exceeds the appropriate limit for handling
the request.

1 A Fees Notice was issued to the applicant, but the fee has not been paid.
1 MaPS has evidence showing the request is repeated or vexatious.



This list is not eXxaustive as an FOI requestis subjectto certain conditibogher
Informationcan be found on the Information Commissio@eOfficewebsite.

Exemptions
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authority to undergo a Public Interest Test to assess the information reque$tePublic

Interest Test considers whether the need to withhold information outweighs the public

interest to disclose it.

The Public Interest Test does not apply to absolute exemptida®.S will only withhold

information where an exemptioapplies and will explain the reasdor using the

exemption in the full reply to the applicanThe exemptions are listed in thgppendix at the

SYR 2F (KAa R20dzyYSyid YR OFy oSOffice@@R 2y GKS
website at

https://ico.org.uk/for-organisations/quidgo-freedomof-information/refusinga-request/

The Public Interest Test
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for information according to the requirements of a qualified exemptiboonsidessthe

arguments in favour of disclosing informatias opposed tahose infavourof maintaining

the exemption. It requires a public authority to do this objectiv&®gquestinvolvingthe

public interesttestwill be assessed on a cabg-case basis.

Redacting Information

Redaction is a process to remove exemptinformation from a document. It is achieved by
blocking out sections of information such as names, wadatencesor even whole pages
before disclosing the information to the applicant. If by redacting a docurtient

information becomes illegible, the entire document may be withheld. If any information is
redacted, theFOI Officewill state the exemption that applies undédre FOIA.


https://ico.org.uk/for-organisations/guide-to-freedom-of-information/refusing-a-request/

Consulting Third Parties

If MaP Saccepts information from a third party in confidence, it may be necessary to obtain
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stakeholders, business partner agencies, contractets. MaPSs not obligated to withhold

information if athird party refusesto consenttoitsRA & Of 2 A dzZNBE® ¢ KS G KA NR

be considered alongside other relevant factors in tfezisionmaking process. However,
the final decision onvhetherto discbse restsolely with MaPS.

Fees

MaPS does not charge for handling FOI requests, although under certain circumstances
a fee will beapplicable.Several factors will be taken into consideration to determine
whether a fee will be chargeslich as

1 If the timetakento deal witha requestexceeds £45QThis iscalculated as 18 hours
of staff time based oman hourly rate of £25 per hor

The costs involved iretrieving and extracingthe information

Charges for pnting, photocopyingdocuments andpostage
Qppying A Y F2NX I GA2Yy Ay | F2NX¥ILO 2F GKS NBJ
Redacing exempt information, etc.
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The @ @ S NY/ Wgddéline &egardiny AT specify that if MaR8ceives a request and the
information is onlyavailable fromMaP Sor another public authority, any feeharged
shouldnot include VATIf the information is available from another sourtfeat is not a
public authority, MaPS may include VAT.

Where a feeis appropriate, MaPS will notify the applicant with a Retise and deadline
to pay.Oncethe Notice has beerssued the request is pausetheremaining numbeof
working daydo fulfil the requestis calculated from the first working daytar the fee is
receivedIf MaPS does not receive tmequired payment within three months the request
will be closed
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