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If you are dissatisfied with the way in which your information request has been handled, or if you wish to appeal against the withholding of requested information, the following steps should be taken.  This process complies with the applicable legislative requirements, and stage 2 must be carried out before progressing to stage 3.
1) Informally approach either the person who supplied your information, or the University Secretary’s Department as below.  There is no obligation to complete this stage, but we would hope to resolve most queries quickly and without the need for a formal complaint.

2) Make a written complaint to the address below.  This will prompt a full internal review of the actions that we took and the information subsequently provided.  When we receive a complaint, we will write to confirm what action we intend to take and the anticipated time-scale for completing the review.
	Senior Administrator (Records Management) 

University Secretary’s Department

University of Teesside

Middlesbrough

TS1 3BA
	tel:  01642 342060

fax:  01642 384201

email:  foi@tees.ac.uk


3) If you are still dissatisfied following our internal review, the complaint should be referred to the Information Commissioner’s Office within two months of the completion of stage 2.  Further information about their complaints procedure is available from www.informationcommissioner.gov.uk.  
	FOI/EIR Complaints

Information Commissioner’s Office 

Wycliffe House

Water Lane

Wilmslow

Cheshire

SK9 5AF
	tel:  01625 545745
fax:  01625 545510
email:  mail@ico.gsi.gov.uk


This procedure only applies to requests for information made under the Freedom of Information Act 2000 or the Environmental Information Regulations 2004.  For other University complaints procedures, please contact the University Ombuds Office on 01642 342322.
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University of Teesside



