
 

 

FOI Process Map  
 

FOI received by CS_Firmstep 

FOI sent to responding officer [one officer will be 
nominated as the lead] who is responsible for 

compiling all elements of the request.   

Must be responded to within the 20-day timeframe 
otherwise the Trust may face a fine from the 

information commissioner 

What if I do not hold the 
information at all or not in the way 
that the requester has asked for it 

Approved, CS_Firmstep closes the 
FOI and the response is sent 

automatically to the requester 

IMU may advise that an exemption 
needs to be written – they will 

advise on the content 

If the FOI is not for your team please 
let CS_Firmstep know asap 

What if the FOI is going to take a 
long time? The 18-hour rule – if the 
response will take over 18 hours to 

  

Exemptions/ Advice needed 

Once all elements of the FOI have 
been answered and it is complete 

please forward the response to 
CS_Firmstep 

CS_Firmstep will then seek the 
necessary approvals from the Trust 

and Press Office  

Not approved – the FOI will be sent 
back for a rework or further 

information  

Once complete please resend to 
CS_Firmstep   


