
 

 

Process of Internal Review 

UK GDPR, Freedom of Information, Subject Access Requests 

and Potential/Alleged Data Breaches 

 

How we handle a complaint? 

This document sets out the Dover Federation for the Arts (the trust) procedure for handling any 

disputes or complaints arising from the outcome or handling of a request for information through 

Freedom of Information, Subject Access Requests and potential Data Breaches. This procedure is known 

as an internal review and demonstrates the trust’s commitment to openness and transparency. 

In accordance to Section 17(7) of FOIA this process informs requestors of the internal review procedure 

and how the trust issue any response to a request for information and how requestors may ask for an 

internal review, as well as informing them of their right to complain to the Information Commissioner 

under section 50 of FOIA should they be unhappy following the review outcome. 

What constitutes a request for an internal review? 

If a complaint is received which seeks to challenge the outcome of the trust’s initial response to any 

FOI, SAR or alleged breach, then this will be considered as a request for an internal review. An internal 

review of an outcome or response to request for information or potential data breach is a different 

process to that of a general concern dealt with through informal correspondence or the trust’s formal 

complaint process. 

A requestor does not have to ask for an internal review explicitly but must inform the trust that they 

are unhappy with the outcome or response in writing to a valid public authority address, in line with 

requests for information under FOIA. 

What are the timescales for an internal review? 

Internal review requests should be made within 40 working days of the initial response. This deadline 

will be communicated to the requester in the response given by the trust. The trust is not obliged to 

provide a review if it is requested after more than 40 working days. 

The internal review request will be acknowledged and a target date for response, which should usually 

be within 20 working days will be stated. The trust, as a public authority, may exceed the 20 working 

day time limit and can also apply this approach to internal reviews. 



There may be circumstances where we require more time to complete an internal review, for example 

where there may be the need to address complex issues, consult with third parties or consider 

substantial amounts of information. 

In these circumstances the requestor will be informed of the need for more time and provide a 

reasonable target date. This should be no more than an additional 20 working days, unless there are 

legitimate reasons why a longer extension is necessary. 

As with requests for information, if you require clarification for an internal review request then the 

timescale to respond does not start until the clarification is provided. 

How do we conduct an internal review? 

The internal review will be carried out, wherever possible, by somebody other than the person who 

issued the initial response for information or managed the overview of the potential data breach. 

Internal reviews will consider how the request was handled along with the initial response, whether the 

relevant information was identified, and whether the reviewer upholds the original exemptions or 

whether different or additional exemption(s) are applied. 

If the trust decides to provide the requestor with information which was withheld previously then this 

will either be supplied at the same time as the internal review outcome, or the trust will notify the 

requestor of when it will be provided. 

In all cases of potential or alleged data breach the trust’s DPO will liaise and take guidance from the ICO 

in the first instance.  

The trust practice good records management and record the outcome of any internal review, along 

with timescales. 

Requesters have a right to appeal to the Information Commissioner.  

The trust will use any data which is recorded from internal reviews to identify potential weaknesses in 

procedures to help improve process and outcomes where necessary.  
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