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1 Introduction 

1.1 Stockport Homes Group (SHG) has an Information Governance Policy 

which sets out how it will meet its obligations under the following pieces of 

legislation: 

• Data Protection Act (DPA) 2018 

• UK General Data Protection Regulation (UK GDPR) 

• Freedom of Information Act (FOIA) 2000 

• Environmental Information Regulations (EIR) 2004 

• Data Use and Access Act 2025.  
 

1.2 SHG is able to make charges for providing information to the public (in 

certain situations) and this policy sets out how and when this will occur. 

1.3 Any requests for information should be directed to the Assurance Team 

so that cases can be reviewed and charges applied correctly and consistently. 

2  Appropriate Limit and Fees  

2.1 Section 12 of the FOIA refers to estimations of whether the cost of 

complying with the request would exceed the “appropriate limit”. The Freedom 

of Information and Data Protection (Appropriate Limit and Fees) Regulations 

20041 sets out what this “appropriate limit” is. 

2.2 The Fees Regulation states that an “appropriate limit” would be £600 in 

the case of government departments and £450 for all other public authorities. 

This means that for Stockport Homes, there is a cost ceiling of £450 for any 

one request. 

2.3 In assessing whether compliance would reach or exceed the appropriate 

limit an organisation may consider the cost it reasonably expects to occur in: 

• Determining whether the information is held 

• Locating the information, or a document which may contain it 

• Retrieving the information, or a document which may contain it 

• Extracting the information from a document containing it. 
 

2.4 In some cases, requests for information under the FOIA may be 

aggregated and reach the appropriate limit. This is the case where requests are 

made by the same person, or by several people who appear to be working 

together or pursuing a particular campaign2. The Assurance Team will 

determine whether this is the case. 

 

 
1 Known as the Fees Regulation 
2 This is relevant where valid requests are received with sixty consecutive working days as per Section 5 of the Fees Regulation 
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3  What this means in Practice - FOIA  

3.1 Where it would not exceed the appropriate limit to comply with a 

request3, a public authority can choose to charge a fee for what it reasonably 

expects to incur in: 

• Informing the requestor whether it holds the requested information 

• Communicating that information to the requestor (for example, postage 
and photocopying) 
 

3.2 SHG cannot charge for staff time in considering or applying exemptions. 

3.3 Information relating to what fees will be charged must be set out in fees 

notice and provided to the requestor.  

3.4 Where these charges amount to less than £10, it would be standard 

practice to waive the charges. As almost all of SHG’s requests are received 

and responded to electronically, the opportunity to associate a legitimate 

charge rarely exists. 

3.5 Where it would exceed the appropriate limit to comply with a request4, 

SHG is not obliged to comply with it5. SHG will issue a refusal notice under 

Section 12 FOIA or, if it offers to provide the information for a fee, then a fees 

notice should be issued. 

3.6 Where SHG estimates compliance would exceed the appropriate limit, 

the request will be refused, as per Section 12 FOIA, and a refusal notice will be 

issued. In such cases, The Assurance Team will liaise with the applicant to 

bring the request within the appropriate limit. 

3.7 This means that SHG is prepared to provide the information but will be 

charging a fee for it. SHG can charge the requestor for the costs it reasonably 

expects to occur in: 

• The costs which may be taken into account in calculating whether the 
appropriate limit is exceeded 

• The communication costs 

• Staff time communicating the information 
 
3.8 The cost of the time taken in redacting any exempt information cannot 

be included in the estimate. An organisation can however charge for the 

physical cost of redaction (for example use of specialist equipment). 

 
3 And so Section 9 of the FOIA applies 
4 This estimation is based solely upon the cost of determining if information is held, locating it, retrieving it and extracting the 
information and for SHG this cost ceiling is £450 

5 And so Section 13 of the FOIA applies 
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3.9 SHG can charge for the time taken by staff on the activities included in 

communicating the information. This is to be charged at a flat rate of £25 per 

hour, as per the Fees Regulations. 

3.10 Once a decision has been made to charge (so the appropriate limit has 

been exceeded) the cost of staff time to complete the redaction of exempt 

information can also be included in the charge6. 

4  What this Means in Practice - DPA 

4.1 When somebody makes a request for information under the Data 

Protection Act, it is known as a Subject Access Request (SAR). 

4.2 The introduction of the UK GDPR and DPA 2018 removed the cost 

previously incurred to the data subject under prior legislation. This means that 

organisations can no longer charge for SARs7. Responses are to be provided 

free of charge unless Section 4.3 applies. 

4.3 Where a request is deemed manifestly unfounded, unreasonable or 

excessive an organisation may refuse to comply with the request or charge a 

reasonable fee. This applies to the following data subject rights: 

• Right of access (Section 45 DPA 2018) 

• Right to rectification (Section 46 DPA 2018) 

• Right to erasure (Section 47 DPA 2018) 

• Rights relating to automated decision-making (Section 50 DPA 2018). 
 

4.4 Where a request relates to “unstructured personal data” (as defined in 

Section 21(4) of the DPA), Section 24(5) allows SHG to: 

•  Refuse to comply with the request where it does not include a 
description of the personal data  

•  Refuse to comply with the request where it is estimated that the cost of 
doing so would exceed the appropriate limit as defined in the Fees 
Regulation. [Note: this does not remove the obligation to confirm or deny 
whether or not personal data is held unless the estimated cost of 
complying with that obligation alone would exceed the appropriate 
maximum]. 
 

4.5 On occasion, SHG will be required to comply with access requests 

received from law enforcement and intelligence services. Such requests are to 

be handled in line with existing data sharing agreements, approved by 

Assurance or otherwise required by law. 

 
6 This cost cannot be included in the estimate however 

7 There are exceptions to this where requests are deemed manifestly unfounded, unreasonable or excessive 
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4.6 Where these requests incur costs SHG is able to charge the requestor a 

reasonable fee. This shall cover any disbursements incurred and not include 

the cost for the provision of the information itself. 

5  What this Means in Practice – EIR   

5.1 Section 39 of the FOIA exempts environmental information from being 

dealt with under the FOIA. Such requests must be dealt with under the EIR. 

5.2 There is no appropriate limit in relation to the EIR; however the 

legislation does make allowance for the organisation to charge for making the 

information available. The organisation must be satisfied that the amount 

charged is a reasonable amount8. 

5.3 The organisation deems it reasonable to utilise the same approach as 

within the Fees Regulations (even though they don’t specifically apply to the 

EIR) and may charge for such information on the basis of £25 per hour for 

locating the information and may charge for disbursements for provision of the 

information (namely, photocopying and postage). 

5.4 As with the FOIA, where these costs amount to less than £10, they will 

usually be waived. There will be no charge for allowing access to public 

register, lists of information held or for viewing information at an office. 

6  General Notes   

6.1 Where the estimated cost of responding to a request is greater than the 

appropriate limit, SHG will be able to choose to refuse the request, charge the 

full fee or waive the fee. Where the appropriate limit has been exceeded, SHG 

will endeavour to work with the requestor to assist them in redefining the 

request to bring it under the appropriate limit. 

6.2 If a fee is charged and the actual cost is greater, SHG must bear the 

additional cost. If the cost of answering the request is less than the fee 

charged, SHG should consider refunding the excess to the applicant. SHG will 

not request a charge / fee that amounts to greater than any valid cost incurred 

in providing the information.  

 

 

 

 

 
8 As per regulation 8 of the EIR 

 



Information Governance Charging 
Policy 

November 2025-28  Page 5 of 6 
 

 

7 Internal Controls  

 1   Version control Version number will change every three years or at major 
review   

   Version 
No.    

Date    Change/s and reasons for change    

   1 August 
2025 

Review of existing policy  

   

 2 Policy Owner i.e. 
Director     

Director of Corporate Services/Deputy Chief 
Executive  

   Policy Author/s i.e. 
Head of Service   
   

Head of Assurance    

   Approved by/date  Director of Corporate Services/Deputy Chief 
Executive – 6th November 2025 - Decision 

 Communication  Team Meeting  

  Effective Date - the 
date of sign-off 

6th November 2025 

   Next Full Review 
Date i.e. 3 years 
after effective date, 
with an annual light 
touch review     

5th November 2028 or sooner should there be 
legislative / regulatory changes in this area. 

     

 3   Regulatory Standards    Please list the Consumer, Governance, Viability 
standards and outcomes this policy meets     

    Standard/s    Required outcome    

    Legislation  • Data Protection Act (DPA) 2018 

• UK General Data Protection Regulation (UK 
GDPR) 

• Freedom of Information Act (FOIA) 2000 

• Environmental Information Regulations (EIR) 2004 

• Data Use and Access Act 2025 
   

 4   Linked 
policies/strategies  

• Information Governance Policy 

• Privacy Policy  

• Data Subject Rights Policy 

• Records Management Policy 

• Data Incident Procedure 

• ICT Security Policy  

• Acceptable Use Policy 

• Employee Code of Conduct 

    

https://www.gov.uk/government/collections/regulatory-standards-for-landlords
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5   Equality, 
diversity and 
inclusion 

Describe how different experiences, characteristics, 
and approaches were considered during the 
formulation of the policy, e.g. neurodiversity, age, 
religion, sex/gender, financial/digital inclusion.    

      Anyone can make requests to access either their own 
information, or corporate information. There are 
legislative requirements which relate to information 
requests and SHG has a Vulnerability Policy which it 
will utilise to ensure fair access to the request 
process. Customers will be supported to make 
requests as required or signposted to other 
organisations which can provide such support and 
assistance. 

   

6   Customer/Colleague 
Voice 

Describe how the customer and/or colleague voice 
shapes and influences the policy and services    

      Customer / colleague voice has not specifically 
shaped this policy although as noted above, this 
policy relates to the collection and use of personal 
data, which can often include sensitive or confidential 
data. Any feedback received on the policy / working 
practices will be considered in future policy reviews.  
 
There is a customer privacy notice, a colleague 
privacy notice and a job applicant privacy notice 
which exist. 

 

 7   Risk management    This policy helps to mitigate the following risks 
identified on the Corporate Risk Register   

     Corporate Risk 2  Stockport Homes is not adequately prepared for a 
proactive inspection of the Consumer Standards by 
the Regulator of Social Housing   

  Corporate Risk 3  Stockport Homes does not maintain a strong, positive 
reputation where stakeholders have trust and 
confidence in SHG   

  Corporate Risk 7  Stockport Homes does not respond to and learn 
from complaints effectively and does not listen to   
the customer voice  

   

 8 Performance 
monitoring    

Please list the relevant government TSMs (Tenant 
Satisfaction Measures) 

        N/A 

 


