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Introduction

Our Fees Regulations are our guide as to what fees we charge for responding to a Request for Information under the Freedom of Information Act 2000. They comply with the Government’s Fees Regulations (Statutory Instrument 2004, No 3244) issued under the Act.

Costs of Preparation

In responding to a request for information, we are allowed to take into account the estimated costs of preparation. These consist of the estimated expenditure on:

· Determining whether we hold the information requested by you.

· Locating and retrieving the information.

· Extracting the information from a document containing it (including the first time an individual working in the authority reads information for this purpose, but any subsequent reading, or if the information is passed to others to read, is not included), and including the time taken to summarise information, or to edit information, e.g. if exemptions apply to part of the information contained in a record.

We cannot charge the costs of preparation if we estimate that they will be under £450. In estimating the costs of preparation, we are allowed to take into account staff costs at the rate of £25 per person per hour. In other words, the Government considers that £450 is equivalent to about 2.5 days of one person’s time.

If we estimate that the £450 ‘appropriate limit’ for the costs of preparation would be exceeded we can take either of the following steps:

(a) refuse to comply with your request; and/or

(b) issue a fees notice to you for the estimated amount 

(c) We can also include the costs of Disbursement as a separate fee – please see below.

In these circumstances, we will ask you if you would like to reframe your request so that it does not exceed the appropriate limit of £450 or invite you to pay the preparation fees. 

We are not allowed to include the estimated cost of staff time taken in deciding whether any exemptions apply to the disclosure of information.

Duty to confirm or deny whether we hold the information

If we estimate that the £450 limit for the costs of preparation will be exceeded, we must nevertheless confirm or deny whether we hold the information you have requested, so long as an exemption to this does not apply, and so long as the estimated cost of complying with this alone would not exceed £450.

Costs of Disbursement

We are allowed to charge for what are called the ‘disbursement’ costs. These are separate costs to the costs of preparation and can be issued independently, even where no preparation fees have been applied. The disbursement costs are the costs of:

· informing you that information is or is not held.

· communicating the information to you.

They cover the cost of the medium of communication, e.g. of the paper on which we write to tell you we do not hold the information; or, if we do hold the information, of printing out or photocopying the information, or transferring the information to whatever medium is requested (so long as this appears to us to be reasonable), and of sending it to you. We are not allowed to include the cost of staff time in our estimate of disbursement costs.

Our charges (including postage and packing) for various ways of communicating the information to you are:

· Photocopying: 10p a sheet (any size. Colour copying is not available)

· Printing: 10p a sheet (A3 and A4. Above A3 will be charged at local rates)

· CDs (if the information is already held electronically): £5 per CD

· Converting to electronic format: £1 a sheet (Manual to Electronic format)
Please Note: Disbursement costs will only be charged when they reach £10 or over.

Payment

If we consider that a charge is appropriate, we will notify you in a Fees Notice. In most circumstances, we are required to comply with your request for information within 20 working days. However, the time that passes between when we issue a Fees Notice and when we receive your payment is not counted towards the 20 working days. If after three calendar months, we have not received payment from you, then your request lapses.

Repeated requests or requests in pursuance of a campaign

Repeated Requests refer to situations whereby two or more similar requests for information have been made to the Council, either by the Same Person or from Different Persons who appear to the Council to be working in association, including for the purposes of pursuing a campaign. If the Council receives these types of requests within 60 consecutive working days, the following calculations can be applied

Aggregate Requests from the Same Person

The law provides that the Council can aggregate requests for the purposes of calculating costs. Where the estimated costs exceed the ‘appropriate limit’ of £450, the Council is not obliged to comply with the request, or can charge the full amount using its Charging Powers under Section 13 of the Act.
Aggregate Requests from Different Persons 

The Council will a) estimate the costs for each individual request and b) aggregate the requests for finding the overall estimated cost. If the total costs exceed the appropriate limit, each individual will be charged for their request. For example a request made by 2 individuals, each amounts to £350.  Added together the total costs are £700, and therefore exceed the appropriate limit of £450. The law provides that the Council can charge each applicant £350 (together with any charges for disbursements). 

This formula will apply to all aggregate requests received within 60 consecutive working days. Where two or more requests are received at separate times, and the first request has been complied with, the Council reserves the right to aggregate all subsequent related requests – i.e. the second/third request - and charge these applicants according to the formula described above. Applicants will be informed of the Council’s reasons for aggregating requests and invited to pay the specified amount. 

Review of Costs

The Council reserves the right to keep under review its rates of calculating costs where the Fees Regulations allow. The Council will endeavour to keep our costs reasonable, in order to assist public access to information in accordance with the spirit of the Act.
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