
Frequently Asked Questions: Freedom of Information Act 2000

This information is designed to answer questions you are most likely to ask about:

· the Freedom of Information Act generally,

· making a request for information, 

· who you should contact,

· how we will deal with your request, and

· how you can make a complaint.

Please note that the following is designed to provide general information only. 

1) The Freedom of Information Act:-

Q: What does the Act do?

A: The Act allows a person to have access to information held by public authorities, which includes the Insolvency Service. The Act also requires us to make some information proactively available via a publication scheme. The Act replaces the Code of Practice on Access to Government Information.

Q: What is a publication scheme?

A: The Act requires all public authorities to adopt and maintain a publication scheme setting out details of the information it will make routinely available, how the information is to be published, how it can be obtained and whether there is any charge for it.  Details of our publication scheme are available at www.insolvency.gov.uk/pubsscheme.

Q: When does the Act come into force?

A: The Act has been implemented in stages and is fully in force from 1 January 2005.

Q: What am I entitled to?  

A: The Act provides that any person making a request for information is entitled:

a) to be informed in writing whether that information is held, and

b) if that is the case, to have that information communicated to them.

Q: Does the Act allow me to have access to all of the information held by The Insolvency Service?

A: No, the Act contains a number of exemptions which means that in some cases we may not be able to provide you with the information you ask for, for example:

· Section 30 of the Act provides exemptions for information held in relation to investigations and proceedings conducted by public authorities.

· Section 31 provides exemptions in relation to law enforcement. 

· Requests for personal information (information about you, or other living individuals) will continue to be dealt with under the Data Protection Act 1998. We will not be able to release information to you about another living individual if it means that we would be in breach of that Act (section 40 of the Freedom of Information Act). 

The exemptions can be found in sections 21 to 44 of the Freedom of Information Act (a link to the Act is included below). 

Q: Where can I find out more about the Act?

A: You may find the following sources of information helpful:-

· A copy of the Act is available from Her Majesty’s Stationery Office - www.legislation.hmso.gov.uk/acts/acts2000/20000036.htm.

· General information about the Act and your rights is available from the Information Commissioner  (www.informationcommissioner.gov.uk) and the Department for Constitutional Affairs (www.dca.gov.uk).

2) Requesting information 

Q: What information is already available from the Insolvency Service?

A: Before requesting information from us, you may find that what you are looking for is already available to you from the following sources:-

· Our website, in particular our publications and guidance materials – www.insolvency.gov.uk/guidanceleaflets/guides.htm.

· Our publication scheme - www.insolvency.gov.uk/pubsscheme.

· The individual insolvency register -www.insolvency.gov.uk/guidanceleaflets/registerfrontpage.htm.

· We also operate telephone enquiry lines which can provide general information about insolvency and redundancy legislation and procedures - 

a) for queries on insolvency - telephone 0845 602 9847, 

b) for queries on redundancy - telephone 0845 145 0004.

Q: How do I make a request for information?

A: There are 3 formal requirements:- 

a) Your request must be made in writing, this includes requests by fax or e-mail. 

b) You must specify your name and an address for correspondence. 

c) You must describe the information required.

Note: We may need to contact you before we can process your request and to speed up the process you may wish to supply a day-time telephone number, fax or e-mail address (in addition to any postal address for correspondence) which you are happy for our staff to use to contact you.

Q: I am a company officer, partner, bankrupt, debtor in respect of an IVA etc. - how do I find out about personal information held about me by the Insolvency Service/Official Receiver?  

A: The processing of personal information about a living individual will still fall under the provisions of the Data Protection Act 1998. Therefore, if you want to make an enquiry about the information that we hold about you, you should submit a subject access request under the provisions of the Data Protection Act. Further details on how to make a subject access request are available from our website under our publication scheme - see www.insolvency.gov.uk/pubsscheme (Technical Section – Data Protection Act 1998 – Guidance to the public on making a request).

Q: What if I want access to information about somebody, or something, else?

A: Your request falls under the Freedom of Information Act but there are exemptions in the Act which mean that we may not be able to provide you with the information you are seeking. For example, we will not be able to release personal information about someone else if that would contravene the Data Protection Act.     

3) Contacts

Q: Who should I send my request to?

A: You should send your request to either the Official Receiver or the Headquarters’ Section Head who holds the information you are seeking. You can find information about how to contact us on our website - www.insolvency.gov.uk/contactus/contact.htm.

Q: What should I do if I am unsure who to write to?

A:  If you are unsure who to write to you may wish to call our general enquiry lines -  

a) for queries on insolvency - telephone 020 7291 6895

b) for queries on redundancy - telephone 0845 145 0004

4) Dealing with your request

Q: Will I have to pay a fee?

A: There is no standard fee but you may be charged the costs of disbursements (photocopying, printing and posting). We will write to you if a fee is required before we can supply the information you have asked for. 

Q: When can I expect a reply?

A: We will try to reply as promptly as we can. The Act provides that we generally have 20 working days following the date of receipt of your request to send you a response. The Insolvency Service has an internal customer service target to reply to correspondence within 15 working days and we will try to meet that target. If a reply will be delayed for any reason we will acknowledge your request, explain why we need some more time and tell you when you can expect a response.

Q: Will I receive all the information that I ask for?

A: We will try to supply you with the information you are seeking but there may be reasons why we cannot comply with your request (or part of it), for example because we do not hold the information that you ask for or because one (or more) of the exemptions specified in the Act applies. We will however explain why we have been unable to deal with your request (or part of it) and provide details of any of the exemptions that apply. 

5) Making a complaint 

Q: What can I do if I am unhappy with the way that my request has been dealt with?

A: Before making a complaint, for example because we have not provided all the information that you have asked for, you should consider that the Act includes a number of exemptions and therefore you may not receive all the information that you have requested. You may wish to discuss matters with the person that has answered your request before making a formal complaint. 

If you are still dissatisfied, or have any general complaints about the way your request has been handled, then details of the Insolvency Service’s complaints procedure are available at www.insolvency.gov.uk/guidanceleaflets/complain.htm.

You may wish to complain to the Information Commissioner (www.informationcommissioner.gov.uk) but we understand that The Commissioner is not obliged to consider your complaint until you have first exhausted the Insolvency Service’s own complaints procedure.

