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1. INTRODUCTION  
The following policy sets out the practice approach to the Freedom of Information (FoI) Act 
2000. The Freedom of Information (FOI) Act was passed in 2000 and replaces the Open 
Government Code of Practice that has been in place since 1994. The Act gives the public a 
general right of access to all types of recorded information held by public authorities. The Act 
came into full effect on the 1st January 2005. The Act places a statutory obligation on all public 
bodies to publish details of all recorded information that they hold and to allow, with a few 
exceptions, the general public to have access to this information on request. The practice 
recognises the importance of the Act and it will ensure that appropriate systems are put in 
place to publicise what recorded information is kept by the practice and how this information 
can be accessed on request by the general public.  
 

2. THE FOI ACT  
The main features of the Act are: 

 a general right of access to information held by public authorities  

 exemptions from the duty to provide information  

 a requirement on public authorities to exercise discretion; they may have to disclose 
information even when exempt under the Act (the ‘public interest test’)  

 arrangements in respect of costs and fees  

 a duty on public authorities to adopt publication schemes  

 arrangements for enforcement and appeal  

 a duty to provide advice and assistance to people who wish to make, or have made requests 
for information  

 Codes of Practice The UK legislation is wholly retrospective and applies to all information held 
by public authorities regardless of its date.  
 
The Act is overseen by the Information Commissioner who will have the power to issue 
enforcement notices and, if needs be, initiate court proceedings to ensure compliance. The 
practice recognises its corporate responsibility under the Act to provide the general right of 
access to information held. The overall responsibility for this policy is Navpreet Kaur – Practice 
Manager.  
 

3. EMPLOYEE RESPONSIBILITIES  
All employees will, through appropriate training and responsible management:  

 observe all forms of guidance, codes of practice and procedures about the storage, closure, 
retention and disposal of documents and records  

 be aware that ultimately the general public may have access to any piece of information held 
within the practice and must pay due regard to how they record information as part of their 
normal duties  

 on receipt of an information request immediately notify the IG/FOI lead  

 provide information promptly when requested from the IG/FOI lead  

 understand that breaches of this Policy may result in disciplinary action 
 



4. ORGANISATION RESPONSIBILITIES  
The practice will:  

 Comply with the FOI Act and sees it as an opportunity to enhance public trust and confidence 
in the practice  

 Overall responsibility for FOI is Navpreet Kaur – Practice Manager.  

 Maintain a comprehensive 'Publication Scheme' that provides information which is readily 
accessible without the need for a formal FOI Act request.  

 Seek to satisfy all FOI Act requests promptly and within 20 working days. However, if 
necessary we will extend this timescale to give full consideration to a public interest test. If we 
do not expect to meet the deadline, we will inform the requester as soon as possible of the 
reasons for the delay and when we expect to have made a decision  

 Continue to protect the personal data entrusted to us, by disclosing it only in accordance with 
the Data Protection Act 1998  

 Provide advice and assistance to requesters to facilitate their use of FOI Act. We will publish 
our procedures and assist requesters to clarify their requests so that they can obtain the 
information that they require.  

 Work with the Clinical Commissioning Group, NHS England, the local Area Team and other 
bodies with whom we work to ensure that we can meet our FOI Act obligations, including the 
disclosure of any information that they hold on our behalf.  

 Apply the exemptions provided in the FOI Act and, where qualified exemptions exist, the 
practice will disclose the information unless the balance of public interest lies in withholding it  

 Consult with third parties before disclosing information that could affect their rights and 
interests. However, according to the FOI Act, the practice must take the final decision on 
disclosure  

 Charge for information requests in line with the FOI Act fees regulations or other applicable 
regulations, including the Data Protection Act 1998  

 Record all FOI Act requests and our responses and will monitor our performance in handling 
requests and complaints  

 Ensure that all staff are aware of their obligations under FOI Act and will include FOI Act 
education in the induction of all new staff  
 
 
 
 
 
 
 
 
 
 
 
 
 



APPENDIX 1 – THE RIDGEWAY SURGERY PUBLICATION SCHEME  
 
Welcome to the Dr Richard Davies and Ruth Davies General Practitioner Publication Scheme. 
This is a guide to the General Practitioners (who practice together) within the partnership 
practice Publication Scheme as required by the Freedom of Information Act 2000.  
 
PART 1 – INTRODUCTION  
 
This Publication Scheme is a complete guide to the information routinely made available to the 
public by Dr Richard Davies and Dr Ruth Davies. It is a description of the information about our 
General Practitioners and Practice which we make publicly available. It will be reviewed at 
regular intervals and we will monitor its effectiveness.  
 

1. How much does it cost?  
The publications are all free unless otherwise indicated within each Class (with £). Where 
information is provided at a cost the charges will be calculated as set out in the Information 
Commissioners Office Fees that may be charged Regulation 6.  
 

2. How is the information made available?  
The information within each Class is available in hard copy from: 
Practice Manager  
The Ridgeway Surgery,  
6=8 Feckenham Road,  
Astwood Bank,  
Redditch,  
B96 6DS  
Tel: 01527 892418 
Some information may be downloadable from the practice website:-  
www.theridgewaysurgery.co.uk  
 
Your rights to information  

 In addition to accessing the information identified in the Publication Scheme, you are entitled 
to request information about West Leeds Family Practice General Practice under the NHS 
Openness Code 1995.  

 The Freedom of Information Act 2000 recognises that members of the public have the right to 
know how public services are organised and run, how much they cost and how the decisions 
are made. 

  From January 1st 2005 it will oblige the General Practice to respond to requests about 
information that it holds, and is recorded in any format and it will create a right of access to 
that information. 

 These rights are subject to some exemptions which have to be taken into consideration 
before deciding what information it can release. 

http://www.theridgewaysurgery.co.uk/


 New environmental information regulations may be introduced as early as 2003. These will 
enable similar access to environmental information as under the Freedom of Information Act 
2000. 

 Under the Data Protection Act 1998, you are also entitled to access your clinical records or 
any other personal information held about you. 
 
 
 
 
 
 
 
 
 
Feedback 
 If you have any comments about the operation of the Publication Scheme, or how we have 
dealt with your request for information from the Scheme, please write to: 
Navpreet Kaur 
Practice Manager  
The Ridgeway Surgery,  
6=8 Feckenham Road,  
Astwood Bank, Redditch,  
B96 6DS  
Tel: 01527 892418 
 
 
PART II: CLASSES OF INFORMATION  
 
All information at The Ridgeway Surgery is held, retained and destroyed in accordance with 
NHS guidelines. Our commitment to publish information excludes any information which can be 
legitimately withheld under the exemptions set out in the NHS Openness Code or Freedom of 
Information Act 2000. Where individual Classes are subject to exemptions, the main reasons 
are e.g. the protection of commercial interests and personal information under the Data 
Protection Act 1998. This applies to all Classes within the Publication Scheme. The information 
on this Scheme is grouped into the following broad categories:  
 

1. Who We Are  
This practice has a local General Medical Services contract. The contract is with: REDDICTH AND 
BROMSGROVE CLINICAL COMMISSIONING GROUP with delegated authority on behalf of THE 
NHS COMMISSIONING BOARD. The NHS is a very large part of the public sector. It is possible to 
find out information about our practice and other NHS services in your area by using 
www.nhs.uk. A full list of local General Practices can be found there too. The Ridgeway Surgery 
provides general medical services for the geographical area of Astwood Bank, Sambourne, New 



End, Cookhill, Upper Bentley, Ham green, Feckenham, Bradley Green, Inkberrow, Abbots 
Morton, Kington and surrounding villages.  
 
The full names of GP Partners at our practice are listed in the introduction to this publication 
scheme.  
The practice also employs:  

 Administrative staff – 7 

 GP locums  

 Practice Management - 1  

 Nursing and health care assistant Team – 4 

 Dispensary team - 3 

 Clinical prescribing Practice Pharmacist - 1  
 
 
A full list of the services we provide is detailed below.  
 
There is a national NHS Plan that explains how the NHS is changing and sets out how all the 
different parts function and work together. A copy is available on the Department of Health 
website https://www.gov.uk/guidance/delivering-the-forward-view-nhs-planning-guidance-for-
201617-to202021. Some information will be withheld, including personal, confidential 
information about individuals which is protected by the Data Protection Act 1998.  
 

2. Our Services  
 
Opening hours are available on our web site.  
The range of services we provide under contract to the NHS:-  

 General primary care appointments 

 Baby Clinic  

 Cervical Cytology  

 Child Health Surveillance  

 Contraceptive Services  

 Disease Management Clinics  

 NHS Health Checks  

 Learning Disability Clinics  

 Immunisations  

 Maternity Medical Services  

 Minor Surgery Services and cryotherapy 
 
 
 
 
 
 



3. Financial & Funding Information  
The Ridgeway Surgery receives money from the local CCG according to its contract in exchange 
for services provided for patients.  
Please see “Statement of Fees and Allowances payable for General Medical Practitioners in 
England” at the following site 
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/213225/GMS
Statement-of-Financial-Entitlements-2013.pdf   
Please apply to the Department of Health for information on costs and the formats this is 
available in. There may be circumstances where material cannot be released because it is 
confidential or commercial information or the appropriate officer designated for these 
purposes under the Act has taken the view that it may be prejudicial to the conduct of the 
Practice’s affairs.  
 

4. Regular publications and information for the public  
Information leaflets relating to the clinical services and health services that we provide for 
patients and the public, and our range of regular publications are freely available at the 
surgeries, in the reception areas.  
Alternatively, please contact:  
Navpreet Kaur 
Practice Manager  
The Ridgeway Surgery,  
6=8 Feckenham Road, Astwood Bank,  
Redditch,   
B96 6DS  
Tel: 01527 892418 
 

5. Complaints  
If you wish to make a complaint about any aspect of our service, you should first contact:  
Navpreet Kaur 
Practice Manager  
The Ridgeway Surgery,  
6=8 Feckenham Road, Astwood Bank,  
Redditch, B96 6DS  
Tel: 01527 892418 
 
The complaints policy for our practice can be obtained free of charge or from our website or in 
hardcopy from the practice manager.  
 

6. Our Policies and Procedures  
General policies and procedures in use within the practice. These include (but are not restricted 
to) data protection, prescribing and prescription, zero tolerance and health and safety.  
 
We have policies available on the following:  

 Practice Complaints Policy  

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/213225/GMSStatement-of-Financial-Entitlements-2013.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/213225/GMSStatement-of-Financial-Entitlements-2013.pdf


 Confidentiality (Staff) Policy  

 Violence & Aggression Policy  

 Access To Medical Records (DPA) Policy  

 Electronic Transmission Usage Policy  

 Computer And Data Security/Protection Policy  

 Chaperone Policy  

 Information Governance Policy  

 Freedom Of Information Policy  

 Safeguarding Children and Young People Policy  

 Safeguarding Vulnerable Adults Policy  
If you would like a copy, please contact the Practice Manager 
 

7. This Publication Scheme  
In this class we will publish any changes we make to this publication scheme, the criteria on 
which our information management policies are made and a referral point for all enquires 
regarding information management generally in the practice. We will also publish any proposed 
changes or additions to publications already available.  
 

8. Cost of Information  
For the most part, we will charge you only for hard copies or copying onto media (e.g. CD-
ROM). Some information is available free, but for others there may be a charge. The charges 
will vary according to how information is made available.  
Charges are as follows:  
a) Via the General Practice website – free of charge, although any charges for Internet Service 
provider and personal printing costs would have to be met by the individual. For those without 
Internet access, a single print-out as on the website would be available by post from Practice 
Manager.  However, requests for multiple printouts, or for archived copies of documents which 
are no longer accessible or available on the web, may attract a charge for the retrieval, 
photocopy, postage etc. We will let you know the cost and charges that will have to be paid in 
advance. We will not provide printouts of other organisation’s websites.  
b) Leaflets and brochures – free of charge for leaflets or booklets on, for example, services we 
offer to the public. 
c) “Glossy” or other bound paper copies, or in some cases a CD-ROM, video or other mediums 
are for charge as in our publication lists available from Practice Manager.  
d) E-mail will be free of charge unless it says otherwise.  
 
PART III: USEFUL RESOURCES Websites:  
Our website - www.theridgewaysurgery.co.uk 
Clinical Commissioning Group - www.redditchandbromsgroveccg.nhs.uk 
Information Commissioner - www.ico.gov.uk   
General Medical Council - www.gmc-uk.org  
DoH - www.dh.gov.uk 

http://www.theridgewaysurgery.co.uk/
http://www.ico.gov.uk/
http://www.gmc-uk.org/

