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CWMAMAN TOWN COUNCIL 
FREEDOM OF INFORMATION POLICY  


Adopted February 2026
Review February 2027
Policy Statement
This policy outlines the procedures and principles that Cwmaman Town Council adheres to when handling requests made under the Freedom of Information Act 2000 (FOIA).
Cwmaman Town Council recognises the importance of transparency, openness, and data protection in its operations. This policy serves as a commitment to fulfilling statutory obligations and promoting good governance.
Freedom of Information Act 2000 (FOIA)
Request Process
Any person or organisation may submit a request for information held by Cwmaman Town Council under the FOIA. Requests should be made in writing, including email, to the designated Freedom of Information Officer.
The Freedom of Information Officer shall acknowledge receipt of the request within 5 working days.
In certain exceptional circumstances, the Council may request additional information to verify the identity of the requester when processing an FOIA request. These exceptional circumstances may include, but are not limited to:
i) Requests for sensitive, confidential, or personal information.
ii) Requests that have the potential to infringe on the privacy or rights of individuals.
iii) Requests that relate to ongoing investigations, legal proceedings, or other sensitive matters.
iv) Requests where there is a suspicion of fraudulent or malicious intent.
The Council reserves the right to request identity verification when it believes that such verification is necessary and justified under the FOIA and other relevant legislation.
Identity verification requests will be made in compliance with applicable data protection and privacy laws.
Information Disclosure
The Council will strive to provide requested information promptly and within the legal timeframe of 20 working days, unless an exemption applies.
Exemptions: The Council will apply FOIA exemptions where appropriate, including but not limited to personal data protection, national security, legal privilege, and commercial confidentiality.
Fees
The Council may charge fees for providing information in accordance with FOIA regulations. A fee schedule shall be made available upon request. (Appendix 1)
The Council may waive fees in cases where it deems it in the public interest to do so.
Data Security
The Council shall implement appropriate technical and organisational measures to protect personal data from unauthorised access, disclosure, alteration, or destruction.
Breach Notification: In the event of a data breach, the Council will report it to the Information Commissioner's Office (ICO) and affected individuals as required by law.
Transparency and Accountability
Publication Scheme
The Council shall maintain a publication scheme as required by FOIA, making information readily available to the public.
Records Management
The Council will maintain records of FOIA requests, responses, and data processing activities as required by law.
Review and Compliance
This policy shall be reviewed regularly and updated as necessary to ensure compliance with relevant legislation.
All Council staff shall receive training on their responsibilities under FOIA.
Non-compliance with this policy may result in disciplinary action in accordance with Council procedures.
Contact Information
For FOIA requests, contact the Freedom of Information Officer at clerk@cwmamantc.org .
For DPA inquiries, contact the Data Protection Officer at clerk@cwmamantc.org.
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Appendix 1
Freedom of Information Act 2000 (FOIA) Fee Schedule
Introduction
This fee schedule outlines the charges associated with processing requests made under the Freedom of Information Act 2000 (FOIA) by Cwmaman Town Council. The fees are in line with FOIA regulations and are applied to recover the costs associated with responding to requests.
Fees for Access to Information
Cwmaman Town Council is committed to providing access to information in a transparent manner. However, the following fees may apply:
Standard Photocopying and Printing Charges
A4 Black and White Photocopy/Print: £0.10 per sheet.
A4 Colour Photocopy/Print: £0.30 per sheet.
Digital Media
CD/DVD with requested information: Cost of the media (e.g., CD or DVD) plus £1.00 for processing.
Postage and Packaging
Cost of postage and packaging may be charged at actual cost incurred.
Administrative Costs
In exceptional cases, where requests are particularly complex or extensive, administrative costs may be applied. These will be calculated on a case-by-case basis and communicated to the requester in advance.
Fee Waivers and Discounts
Fee waivers or reductions may be considered in cases where the Council deems it in the public interest to do so, or where the requester can demonstrate an inability to pay the fees.
Payment Method
Payment of fees shall be made by bank transfer with details provided by the council on request or through other methods as agreed with the requestor.
Review of Fees
Cwmaman Town Council reserves the right to review and amend the fee schedule as necessary. Any changes will be communicated to the public in advance.
Contact Information
For inquiries related to FOIA fees, please contact:
Freedom of Information Officer – Clerk@cwmamantc.org 
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