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Internal Procedure: Dealing with SAR, FOI and EIR 
Requests (Flowchart) 
 

  Request received   

  ⬇  
  

  
Check validity 

Officer checks whether the request 
is valid 

  

 ↙  ⬇  ↘  
 

Request 
Invalid 
Inform 

requestor 
and provide 

advice on 
how to make 

a valid 
request. 

 
Valid Request 

Officer sends request to Customer 
Services to log on ESB 

 

Business as 
Usual 

If the request is 
for routine, 

easily 
accessible info, 

provide 
requestor with 

the info 

⬇  
 ⬇  

 ⬇  

End  

Request Logged 
Engagement Officer considers 

whether the request should be dealt 
with as a SAR, FOI or EIR request and 

logs appropriately. If SAR, 
Engagement Officer to request ID (if 

required) 
ESB calculates deadline for response 

FOI & EIR: 20 w/d starting on the 1st 
working day after receipt of request  

 End 



 

OFFICIAL 

SAR: one calendar month starting on 
the date received  

(timescales can be extended in 
prescribed circumstances – advice 
to be sought from Legal Services)  

  ⬇  
  

  

Identify information 
Engagement Officer identifies what 
information is being requested and 

whether any clarification is required  

➡  

Seek 
Clarification 

Request 
clarification 

from the 
requestor, then 
continue once 

received 
Time period for 
response stops 
on date request 
for clarification 

issued and 
restarts once 
clarification 

received from 
requestor 

  ⬇  
  

  

Allocate Request 
Engagement Officer allocates 

request to relevant departments on 
ESB and notifies deadline for 

response 

  

  ⬇  
  

  
Collate Information 

Relevant departments collate 
requested information and consider 
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if exemptions apply (consult Legal 
Services if required) 

  ⬇  
  

  

Return Information 
Relevant departments return the 

requested information to the 
Engagement Officer to collate the 

response 

  

  ⬇  
  

Consider if 
fee can be 

applied 
Assess 

whether a fee 
can be 

charged for 
providing the 
information. 

If so, fee 
notice issued 

⬅  

Collate Response  
Engagement Officer collates the 
information returned by relevant 

departments and considers whether 
any information should be withheld 

(exemptions) and if a fee can be 
charged 

➡  

Exemptions  
Consider 

whether any 
exemptions 

apply 
Legal Services to 

be consulted 

⬇  ⬇  ⬇ 

Fee received 
Confirm fee 

has been 
received (if 
applicable) 

before 
issuing the 
response 

➡ 

Response 
Engagement Officers drafts response 
using standard templates and issues 

response to the requestor - 
full response, partial response or 

refusal notice (Legal Services to be 
consulted on any refusal). Response 
informs requestor of their right to an 
internal review and to complaint to 

the ICO 

⬅  

Redaction 
Refer to relevant 

department to 
redact exempt 
information if 

required. 
Return to 

Engagement 
Officer once 

redaction 
complete 
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  ⬇  
  

  
Response Issued 

Response sent from Customer 
Services and logged on ESB.  

  

  ⬇  
  

  End   

 


