
Written or email request 
received by FOI Officer

Is the requested information 
already available in the HPA 

publication scheme?

Identify relevant information

Reply to requestor giving 
details of where 

information is available

Reply to requestor to acknowledge 
request and confirm that full reply 

will be sent within 20 days

Refer anonymised 
request to relevant 

departments 

Collate and review  
responses from relevant 

department(s)

Send full response to 
requestor, giving 

requested information

Send response to 
requestor giving available 
information and specifying 

relevant exemptions

Add requested 
information to 

publication scheme

NO

YES
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How information requests are processed

3 days 20 days


