	Ref No.: FOI/2627/SG19445

	Date FOI request received: 18th September 2026

	Date FOI response: 13th October 2026

	REQUEST: 
Please treat this as a request under both the FOIA 2000 and the Environmental Information Regulations 2004, as applicable to each part. The request relates to your organisation's handling of Freedom of Information (FOI) and Environmental Information Regulations (EIR) requests.

Please provide the following:

1. The name of any case management or software system currently used to log, track and manage FOI/EIR requests, including any modules, add-ons or configured tools (for example a CRM, case management platform, shared mailbox or SharePoint list) used for this purpose.
Our response: Leicestershire partnership NHS Trust track FOI/EIR requests using Ulysses RFI software and via a shared central NHS mailbox, lpt.foi@nhs.net.

2. A copy or extract of any recorded documentation (for example internal guidance, process maps or handling procedures) describing how FOI/EIR requests are logged, tracked and managed. If no such documentation is held, please confirm that.
Our response: Please find below a link to the LPT FOI policy.
https://www.leicspart.nhs.uk/wp-content/uploads/2024/07/Freedom-of-Information-Act-Policy-Exp-Oct-27.pdf
Please see attached LPT FOI Request Management Process.

3. The number of full-time equivalent (FTE) staff involved in processing FOI/EIR requests, and the job titles of those roles. I am not requesting the names of any individuals; job titles or role descriptions are sufficient. 
OUR RESPONSE: There are 8.17 WTE within LPT’s Information Governance team who

process FOI/EIR requests alongside other information governance activities e.g.

information rights requests. As FOI/EIR processing responsibilities are undertaken alongside their broader duties, no individual is entirely dedicated to FOI/EIR processing.

The job titles of staff involved in the processing of FOI/EIR are as follows:

· Medical Records Clerk

· Data Privacy Administrator

· Information Governance Specialist

· Information Governance Compliance Manager

· Data Privacy and Information Governance Manager/ Deputy DPO

4. Any recorded information describing how FOI/EIR requests are assigned and coordinated across the organisation — for example, whether a central team handles requests end-to-end, or whether requests are passed to individual departments or teams to respond directly. If no such information is held, please confirm that.
Our response: Please see the attached FOI Request Management Process.
5. Any recorded information setting out internal target response times for FOI/EIR requests in addition to the statutory 20 working day deadline — for example internal service level agreements, process checklists or workflow timelines. If no such information is held, please confirm that.
Our response: No such information is held. 
6. For each of the last five financial years ending 31 March (2021-22, 2022-23, 2023-24, 2024-25 and 2025-26), please provide separately for each year:

   - The number of FOI requests received

   - The number of EIR requests received

   - The number of Subject Access Requests (SARs) received

   - The number of each of the above completed within the applicable statutory timeframe
Our response: SAR compliance figures for the years 2021-2024 are not centrally recorded. Our preliminary assessment estimates that gathering this information would exceed the appropriate costs limit under section 12 of the Freedom of information Act 2000, currently £450, as each request would need a manual review. 

The figures provided below are based on the financial year calendar.

2021-22

2022-23

2023-24

2024-25

2025-26

Total number of FOI requests received

280

312

446

445

423

% completed within statutory timeframe

95

91

95

95

97

Total number of EIR requests received

1

2

0

2

0

% completed within statutory timeframe

100%

100%

N/A

100%

N/A

Total number of SAR requests received

921

976

1053

1387

1587

% completed within statutory timeframe

Section 12 – FOIA 2000
90

88



	Attachments: 
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FOI Request Management Process


No


Does the request appear to require the 
clinical directorate to provide 


information?


Yes


Send request directly to 
relevant team e.g. Information, 


Workforce, Finance


Send request to relevant 
Directorate generic Clinical 


Governance Team email inbox 
AND to other teams e.g. 


Information, ensuring email is 
specific for which team may be 
able to answer which part(s) of 


the request 


Is exec sign off required? If so – for 
FYPCLDA – send to Service Manager 


before Director


Information validation where required 
from Clinical Governance, Business 


Teams e.g.  Directorate Clinical 
Governance team to validate Incident 


data from Patient Safety before 
disclosure 


Request 
received


Disclose and 
update 
Ulysses


Is it clear what the requester is 
asking for?


YesNo


Seek clarification 
from the requester


Giving 2 wk deadline
 (Clock Stopped)


Clarification 
received


No clarification 
received


Request 
closed


Teams unclear about the 
 ask  and want to seek 
requester clarification


No Yes


Send draft response for Executive. 
Copying in relevant team, i.e. 
Clinical Governance, IIT that 


provided the data, and Comms 
review by exception only


Once approved by Exec


Redact and add to Publication Scheme 
on Intranet where appropriate


Does the request require 
discussion at the weekly FOI 


meeting with Governance 
Teams, Patient Safety etc?


Yes No


Take to the weekly 
meeting for agreement 


on a Lead for the FOI


Where data has been provided in i.e. 
excel format, copy the relevant data onto 


a blank template, or the requesters 
template. Remember to redact 


requesters information.


Complaint received from requester


Close


Open on Ulysses, mark as internal 
review and send to Deputy DPO.


DPO review and approval


Internal review response sent to 
requester.


Update Ulysses.
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