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NORTH GLASGOW HOUSING ASSOCIATION LTD.

MANAGEMENT ACCOUNTS FOR PERIOD ENDED 30.09.21

INCOME AND EXPENDITURE 

Year to Sep.21              July - Sep 21  CUMMULATIVE TO DATE ANNUAL

31.3.21 Actual Actual Budget Variance Actual Budget Variance BUDGET

Income

24,835,166 Rental Income 2,116,983 6,352,910 6,294,835 58,075 12,706,513 12,521,138 185,375 24,773,743

-440,408 Voids -22,173 -76,045 -110,160 34,115 -156,530 -219,120 62,590 -437,041

38,381 Service Income 3,551 10,622 10,124 498 21,267 20,248 1,019 40,496

24,433,139 2,098,361 6,287,487 6,194,799 92,688 12,571,250 12,322,266 248,984 24,377,199

0 Factoring Income 110,370 126,641 156,435 -29,794 245,789 312,870 -67,081 625,739

555,085 Grant release/received 30,000 90,000 141,372 -51,372 203,117 282,744 -79,627 565,488

 

24,988,224 Net Income 2,238,731 6,504,128 6,492,606 11,522 13,020,156 12,917,879 102,277 25,568,426

Expenditure
  

1,859,479 Day to Day 217,438 713,372 474,644 -238,728 1,194,120 944,566 -249,555 1,861,900

888,969 Cyclical 138,132 496,891 687,201 190,310 864,589 1,374,402 509,813 2,845,270

1,177,828 Void Maintenance 78,854 290,801 175,000 -115,801 569,700 350,000 -219,700 700,000

394,547 Bad Dbts-Rents 163,609 198,306 115,000 -83,306 261,453 230,000 -31,453 460,000

0 Bad Dbts-services 0 0 0 0 0 0

15,273,257 Planned maintenance 1,325,719 5,563,649 5,199,351 -364,299 8,200,680 10,398,701 2,198,021 20,797,402

-8,730,819 Capitalised to balance shee -653,818 -4,154,899 -3,571,942 582,957 -5,215,127 -7,143,884 -1,928,757 -14,287,768

687,365 Other Property Costs 91,454 214,521 229,000 14,479 413,854 458,000 44,146 916,000

4,034,380 Depreciation 380,000 1,140,000 1,162,500 22,500 2,280,000 2,325,000 45,000 4,650,000

1,876,166 Service Costs 217,334 525,068 395,073 -129,995 912,736 791,191 -121,545 1,577,274

-185,460 Factoring Expenditure 43,447 73,707 90,668 16,961 144,494 181,336 36,842 422,672

5,509,577 Salaries 440,576 1,273,941 1,329,518 55,577 2,534,162 2,659,036 124,874 5,318,072

1,935,252 Overheads 91,914 436,032 488,675 52,643 884,968 977,350 92,382 1,954,700

24,720,541 Total Expenditure 2,534,659 6,771,389 6,774,687 3,298 13,045,629 13,545,697 500,068 27,215,522

267,683 Surplus from Ordinary -295,928 -267,261 -282,081 14,820 -25,473 -627,818 602,345 -1,647,096

  Activities   602,345  

0 Development Income 0 0 0 0 0 0 0 0

0 Development Expenditure 0 0 0 0 0 0 0 0

0 Development Surplus 0 0 0 0 0 0 0 0

737,595 Other Income 49,485 116,274 172,000 -55,726 250,180 347,387 -97,207 691,387

615,451 Other Expenditure 91,013 145,699 203,500 57,801 325,013 407,000 81,987 814,000

389,828 Net Surplus -337,456 -296,686 -313,581 16,895 -100,306 -687,431 587,125 -1,769,709

1,207,444 Loan Interest 136,979 388,412 347,144 -41,268 718,828 694,289 -24,540 1,388,577

98,552 Interest received 2,741 11,019 18,750 -7,731 30,927 37,500 -6,573 75,000

41,296 Other finance charges 0 0 0 0 0

46,769 Property and fixed asset sa 0 23,500 0 23,500 23,503 0 23,503 0

2,816,381 Pension adj/corp tax/gift aid 0 0 0 0 0 0

-3,529,972 Net Surplus after interes -471,694 -650,579 -641,975 -8,604 -764,704 -1,344,219 579,515 -3,083,286

1,000,000 Trans from Designated Res 200,000 800,000 0 800,000 950,000 0 950,000 0

  

0 Trans to Designated Reser 0 0 0 0 0 0 0 0

-2,529,972 Net result after Transfer -271,694 149,421 -641,975 791,396 185,296 -1,344,219 1,529,515 -3,083,286
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NORTH GLASGOW HOUSING ASSOCIATION LTD.  

MANAGEMENT ACCOUNTS FOR PERIOD ENDED 30.Sep.21

INCOME AND EXPENDITURE 

ANALYSIS OF DIRECT EMPLOYEE & ADMINISTRATION COSTS

2021 Sep.21 <--------- July - Sep 21  CUMMULATIVE TO DATE ANNUAL

Actual Actual Budget Variance Actual Budget Variance BUDGET

4,687,932 Salaries 383,376 1,100,313 1169775 69,462 2,189,387 2,339,551 150,164 4,679,101

821,645 Pensions 57,200 173,628 159743 -13,885 344,775 319,485 -25,290 638,971

 

5,509,577 Total Direct Employee 440,576 1,273,941 1329518 55,577 2,534,162 2,659,036 124,874 5,318,072

 

98,465 Heat & Light 3,675 10,886 12500 1,614 22,813 25,000 2,187 50,000

228,151 Depreciation 20,000 60,000 50000 -10,000 120,000 100,000 -20,000 200,000

12,571 Office & General 763 2,255 10000 7,745 5,161 20,000 14,839 40,000

59,851 Cleaning and Materials 12,443 21,858 21250 -608 40,949 42,500 1,551 85,000

75,007 Subscriptions 4,836 14,548 18750 4,202 31,299 37,500 6,201 75,000

7,695 Photocopier costs 2,411 2,411 5000 2,589 4,401 10,000 5,599 20,000

41,759 Postage & Stationery 1,632 6,211 15000 8,789 14,900 30,000 15,100 60,000

0 Office Repairs & maintenan 0 -2,068 7500 9,568 12,536 15,000 2,464 30,000

204,629 Rent, Rates, Insurance 12,618 52,403 50000 -2,403 131,938 100,000 -31,938 200,000

136,269 Telephone & internet 12,247 35,717 32500 -3,217 68,267 65,000 -3,267 130,000

17,190 Audit & Accountancy 1,120 -2,105 7500 9,605 1,710 15,000 13,290 30,000

32,031 Equipment Maintenance 2,292 5,456 13750 8,294 10,203 27,500 17,297 55,000

40,680 Legal Fees 504 3,705 7500 3,795 10,359 15,000 4,641 30,000

16,209 Leasing Contracts 2,895 4,052 5000 948 8,104 10,000 1,896 20,000

4,247 Promotions, publicity & ann 0 1,690 7500 5,810 6,124 15,000 8,876 30,000

120,967 Consultants 6,074 27,605 35000 7,395 46,161 70,000 23,839 140,000

414,229 Computer Support 16,089 82,995 80000 -2,995 175,577 160,000 -15,577 320,000

223,589 Computer - License & acce 14,175 71,470 45300 -26,170 97,460 90,600 -6,860 181,200

0 Office Landscape Maintena 0 0 1875 1,875 0 3,750 3,750 7,500

1,733,539 Total Office Overheads 113,774 399,089 425925 26,836 807,962 851,850 43,888 1,703,700

5,496 Recruitment advertising & c 638 11,606 5000 -6,606 13,799 10,000 -3,799 20,000

15,699 Staff Training 480 4,083 15000 10,917 18,989 30,000 11,011 60,000

0 Staff life cover 0 0 3000 3,000 0 6,000 6,000 12,000

3,358 Staff uniforms 31 643 1500 857 1,909 3,000 1,091 6,000

0 Temporary Staff 0 0 1250 1,250 0 2,500 2,500 5,000

3,015 Conferences & Seminars 0 0 6250 6,250 45 12,500 12,455 25,000

10,938 Travel & Subsistence 479 676 6250 5,574 1,554 12,500 10,946 25,000

141,910 Health & Safety 5,413 11,932 17500 5,568 31,290 35,000 3,710 70,000

180,416 Total Staff Overhead Cos 7,041 28,940 55750 26,810 67,586 111,500 43,914 223,000

13,162 Training 0 0 2000 2,000 520 4,000 3,480 8,000

1,286 Travel Expenses 54 54 1000 946 67 2,000 1,933 4,000

3,420 Expenses to Committee 921 1,291 1500 209 2,175 3,000 825 6,000

3,429 Conferences 124 6,658 2500 -4,158 6,658 5,000 -1,658 10,000

21,297 Total Committee Costs 1,099 8,003 7000 -1,003 9,420 14,000 4,580 28,000

Total Direct Employee &

7,444,829 Administration Costs 562,490 1,709,973 1818193 108,220 3,419,130 3,636,386 217,256 7,272,772
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NORTH GLASGOW HOUSING ASSOCIATION LIMITED

MANAGEMENT ACCOUNTS FOR THE PERIOD TO 30.Sep.21

BALANCE SHEET

Previous

year

totals

FIXED ASSETS ACTUAL

131,350,817 Housing Properties 138,602,963

-25,094,890 Depreciation -27,374,890

106,255,927 111,228,073

Less:

0 Housing Association Grant 0

106,255,927 Net Value 111,228,073

1,394,695 Other Fixed Assets 1,346,818

1,300 Investments 300

107,651,922 TOTAL FIXED ASSETS 112,575,191

CURRENT ASSETS

287,768 Stock & WIP 410,128

36,166,311 Cash and Other Short Term Investments 29,505,708

513,240 Rent Arrears 203,696

1,509,226 Other Current Assets 1,366,055

38,476,545 TOTAL CURRENT ASSETS 31,485,587

CURRENT LIABILITIES

2,154,506 Short Term Loans and Current Loan Capital Repayments 2,154,506

0 Bank Overdrafts 0

4,749,794 Other Current Liabilities 4,658,502

2,816 Pension liability under one year 2,816

6,907,116 TOTAL CURRENT LIABILITIES 6,815,824

31,569,429 NET CURRENT ASSETS 24,669,763

139,221,351 TOTAL ASSETS LESS CURRENT LIABILITIES 137,244,954

CREDITORS DUE AFTER ONE YEAR

40,951,913 Long Term Loans 40,117,285

4,481,312 Pension liability 4,229,694

16,416,502 Deferred income 56,408,350 16,291,065

61,849,727 60,638,044 60,638,044

77,371,624 NET ASSETS 76,606,910

RESERVES

20,211,168 Designated reserves 19,261,168

14,885,518 Revenue 15,070,814

42,274,810 Revaluation reserve 42,274,810

77,371,496 TOTAL RESERVES 76,606,792

128 SHARE CAPITAL 118

77,371,624 76,606,910

39



cashflow

NORTH GLASGOW HOUSING ASSOCIATION LIMITED

MANAGEMENT ACCOUNTS FOR THE PERIOD TO 30.Sep.21

CASHFLOW

YEAR TO

31.03.2021

0

OPERATING ACTIVITIES ACTUAL

382,204 Operating surplus for period -100,306

4,034,380 depreciation - properties 2,280,000

228,151 Depreciation - fixtures 120,000

-351,385 Amortisation of capital grants -180,000

46,769 Gain on sale of fixed assets 23,503

Other finance charges

-380,474 Decrease/(Increase)in Debtors 452,715

-144,929 Decrease/(Increase)in stock -122,360

12,090,293 (Decrease)/Increase in Creditors -288,347

share capital cancelled

15,905,008 Net Cash In/(Out)flow From Operating Activities 2,185,205

INVESTING ACTIVITIES

0 Grants Received 0

-13,410,851 Acquisition and Construction Of Properties -7,252,146

-357,047 Acquisition of Other Fixed Assets -72,123

-6,553 Procceds on disposal of properties 0

0 Investment in Activities 1,000

-13,774,451 Net Cash In/(Out)flow From Investing Activities -7,323,269

2,130,557 -5,138,064

FINANCING

18,400,000 Loans Received 0

-1,857,508 Less: Loans Repaid -834,628

98,552 Interest Received 30,927

-1,207,444 Interest Paid -718,828

-14 Share capital issued -10

15,433,586 Net cash In/(Out)flow From Financing -1,522,539

17,564,143 Increase/(Decrease) in Cash and Cash Equivalents -6,660,603

17,564,144 Movement in Cash & Bank -6,660,603

0 Movement in Bank overdrafts 0

17,564,144 Increase/(Decrease) in Cash and Cash Equivalents -6,660,603

18,602,167 Opening cash balance 36,166,311

36,166,311 29,505,708
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           North Glasgow Housing Association Limited

Nationwide Ratios

All information contained in these ratios are taken from the annual accounts 

except for current figures which is management accounts

Sep.21 2021 2020 2019

Share capital 118 128 142 144

Reserves 76,606,792 77,371,496 80,909,091 78,222,768

HAG 16,291,065 16,416,502 5,510,078 3,654,930

Net worth 92897975 93788126 86419311 81877842

Current assets 31,485,587 38,476,545 20,386,998 19,869,107

Current liabilities 6,815,824 6,907,116 5,210,813 4,285,090

Borrowings old facility 14,576,204 14,925,590 15,613,605 16,268,124

Borrowings new facility 937,427 972,680 1,042,196 1,108,002

Number of charged properties - original loan 1192 1192 1192 1192

Value per property 24955 24955 24955 24955

Total value 29746000 29746000 29746000 29746000

Number of charged properties (A) - New loan 71 71 71 71

Value per property 25606 25606 25606 25606

Total value - Category A 1818000 1818000 1818000 1818000

NB properties (B) new loan EUV 124 124 124 124

Value per property 41468 41468 41468 41468

Total value - Category B EUV 5142000 5142000 5142000 5142000

Total A + B 6960000 6960000 6960000 6960000

C Operating surplus -100,306 382,204 951,115 1,371,368

D Profit on sale of fixed assets 23,503 46,769 8,535 38,631

E Interest Receivable 30927 98552 120858 116652

F Interest Payable -718828 -1207444 -908340 -1088873

K Other Finance Charges 0 -41296 -104203 -85337

L Pension movement 0 -2,816,381 2,618,358 -1,146,288

G Surplus before tax -764704 -3537596 2686323 -793847

H transfer from designated reserves 950,000 1,000,000 0 500,000

I transfer (to) designated reserves

J Surplus after reserve transfer 185296 -2537596 2686323 -793847

Lenders definition of annual surplus 904124 1527525 1080508 2026651

(G+F+H+K+L)

Interest Cover Ratio - required ratio >1.1 unless year with agreed deficit

Annual surplus/interest payable 1.26 1.27 1.19 1.86

Quick ratio 4.62 5.57 3.91 4.64

Borrowings to Net Worth - Nationwide 16.70 16.95 19.27 21.22

Charged value to Borrowings (CVB) - original loan EUV 2.041 1.993 1.905 1.828

CVB - original loan - EUV with sales 2.859 2.793 2.669 2.562

CVB new loan - EUV 7.425 7.155 6.678 6.282

CVB - EUV combined total both loans 2.30 2.25 2.145 2.056
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North Glasgow HA Ltd - - Charity no: SCO30635 Tenants Right to Repair Policy 

Last Review: Nov 2021  Next Review: Nov 2024 

 

1. Introduction 

 

Under the Housing (Scotland) Act 2001(amended 2010) and the Scottish Secure Tenants (Right to 

Repair) Regulations 2002 (Statutory Instrument 2002/316), Tenants have the right to have certain 

urgent repairs carried out within a given timescale. 

2. Qualifying Repairs  

 

The tenant has the right to have certain emergency and urgent categories of repair up to a value of 

£350 carried out within a set timescale. The time for the completion of each of the repairs is set 

out in the table below  

 

 

Number 

 

Repair 

Working days to 

complete repair 

1 Blocked flue to open fire or boiler. 1 

2 Blocked or leaking foul drains, soil stacks or toilet pans where 

there is no other toilet in the house 

1 

3 Blocked sink, bath or drain 1 

4 Loss of electric power; 1 

5 Partial loss of electric power 3 

6 Insecure external window, door or lock. 1 

7 Unsafe access path or step 1 

8 Significant leaks or flooding from water or heating pipes, tanks, 

cisterns 

1 

9 Loss or partial loss of gas supply 1 

10 Loss or partial loss of space or water heating where no alternative 

heating is available  

1 

11 Toilet not flushing where there is no other toilet in the house 1 

 

12 Unsafe power or lighting socket, or electrical fitting 1 

13a Full loss of water supply 1 

13b Partial loss of water supply 3 

14 Loose or detached banister or handrail 3 

15 Unsafe timber flooring or stair treads 3 

16 Mechanical extractor fan in internal kitchen or bathroom not 

working 

7 
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North Glasgow HA Ltd - - Charity no: SCO30635 Tenants Right to Repair Policy 

Last Review: Nov 2021  Next Review: Nov 2024 

 

The calculation of working days to complete the job is taken from the day following the date on 

which the repair is reported. Working days do not include Saturdays, Sundays, Public or Local 

holidays. 

3.  Qualifying for Compensation 

 

Where the work has not been completed within the timescale, the tenant will be compensated at a 

rate of £15 for the first day of the repair going beyond the timescale and a further £3 per day up to 

a maximum of £100. Tenants who wish to submit a claim for compensation will contact the 

Association and inform the Association when the work was completed. 

 

The Technical Officer will investigate the claim with the contractor and if the claim is justified the 

Tenant will receive compensation as laid down in the Regulations. Should the Tenant have arrears 

or other outstanding debts to the Association, then the compensation will be used to offset any 

outstanding balance 

 

If the Association is required to pay this compensation because of the Contractors failure to carry 

out repairs, then any such compensation payments will be recharged to the contractor. 

 

In certain circumstances, compensation will not be due, for example: - 

  

 Where the Contractor has been unable to obtain access to carry out the work 

 

 Where any circumstances are beyond the control of the Association, or the Contractor, 

which makes it impossible to complete the repair within the maximum time. 

 

 If the repair requires the replacement of a non-stocked component which has an extended 

delivery period, the Association shall advise the Tenant of a revised completion date. 

 

4. Using another Contractor 

If our usual contractor does not start the qualifying repair within the time limit set, the tenant can 

tell another contractor from our approved contractor list to carry out the repair. The tenant cannot 

use a contractor who is not on our approved contractor list. The other contractor will then advise 

the association that the tenant has asked them to carry out the repair. We will then pay the tenant 

£15 compensation for the inconvenience. If our main contractor has started, but not completed the 

repair within the maximum time, the tenant will also be entitled to £15 compensation. 
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North Glasgow HA Ltd - - Charity no: SCO30635 Tenants Right to Repair Policy 

Last Review: Nov 2021  Next Review: Nov 2024 

 

The other contractor has the same length of time to carry out the repair as the main contractor. If 

they do not carry out the repair within the time limit set, you will be entitled to another £3 

compensation for each working day until the repair has been completed. This amount can add up to 

a maximum compensation payment of £100 for any one repair. If there is no contractor available, 

our main contractor will carry out the repair and the tenant will still be entitled to the £15 

compensation payment. 

If the tenant has advised another contractor to carry out the repair, the contractor should send the 

bill directly to the association. 

5. No Access 

If the tenant is not at home when the contractor calls to carry out the inspection or repair at the 

time agreed with the association.  The tenant will have to reapply and start the process again. 
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North Glasgow HA Ltd -  Charity No: SCO30635 
 

Freedom of Information and Environmental Information 

Policy 

Last Review Nov 2021  Next review Nov 2023 

 

1. Introduction 

The Freedom of Information (Scotland) Act 2002 (“FOISA”) and the Environmental Information 

(Scotland) Regulations 2004 (“EIR”) place a general obligation on Scottish Public Authorities to 

allow the public access to information that they hold. Both FOISA and EIR are overseen by the 

Scottish Information Commissioner (“SIC”). 

From 11 November 2019 ng homes and its subsidiary ng2 are designated as a Scottish Public 

Authority and will make information available in accordance with FOISA and EIR. 

• This is the Freedom of Information and Environmental Information Policy of ng homes. The 

policy covers all applicable services across the ng group and any reference to ng homes will also 

refer to the ng group. This policy applies to all Board, Committee and staff members. 

The policy will: 

• provide a general understanding of FOISA and EIR; and 

• outline where responsibility lies for complying with the legal duties of ng homes under FOISA 

and EIR; 

2. Policy Statement 

ng homes is committed to the underlying principles of openness and transparency underpinning 

FOISA and EIR and complying fully with the requirements of the legislation. To this end ng homes 

will: 

• follow the relevant Scottish Ministers Codes of Practice* relating to FOISA and EIR, as well as 

any relevant guidance issued by SIC; 

• take into account the needs of individuals when presenting information under FOISA and EIR; 

• make all employees aware of their responsibilities under the FOISA and EIR and support them 

in fulfilling those responsibilities; 

• publish a wide range of information through our Publication Scheme; 

• monitor compliance with FOISA and EIR with a view to continuous improvement; 

• respect data protection in accordance with the GDPR and Data Protection Act 2018 when 

complying with FOISA and EIR; 

• only withhold information where entitled to do so under FOISA and EIR and explain why 

information is withheld; and 

• provide advice and assistance to individuals seeking to access information. 

84



 
 

 

North Glasgow HA Ltd -  Charity No: SCO30635 
 

Freedom of Information and Environmental Information 

Policy 

Last Review Nov 2021  Next review Nov 2023 

 

3. Responsibilities 

• The Depute Director (Corporate Services) has lead management responsibility for FOISA 

and EIR within ng homes.  This will include overseeing the effective implementation and 

regular review of this Policy.  

• The members of the Executive Team are responsible for ensuring that staff adhere to this 

policy and the FOI procedure (See Appendix 1). 

• The Senior Corporate Services Officer (or the Corporate Services Manager in times of 

absence/holidays etc.) will be responsible for: 

o responding to requests under FOISA and EIR and forwarding information requests to 

relevant Executive team members; 

o collating information for sending out to requesters as provided by Executive Team 

members; 

o making information provided by Executive Team members available in accordance 

with our Publication Scheme; 

o The Depute Director (Corporate Services) or Corporate Services Manager (in times of 

absence/holidays etc.) will be responsible for dealing with requests for review. 

• All employees are responsible for: 

o familiarising themselves with this policy; 

o forwarding information requests received to the foi@nghomes.net inbox for the 

attention of the Senior Corporate Services Officer as quickly as possible.   If you are 

unsure how to recognise an information request you should seek guidance from the 

Senior Corporate Services Officer (or Corporate Services Manager in times of 

absence/holidays); 

o seeking guidance from the Senior Corporate Services Officer (or Corporate Services 

Manager in times of absence/holidays)  if they are unsure about any of the duties 

placed on ng homes by FOISA or EIR; 

o providing advice and assistance to those making a request for information 

• Employees should be aware that a criminal offence is committed where an information 

request is received and an employee deletes or alters information held by ng homes with 

the intention of preventing disclosure of that information. Where employees are unsure if 

deletion or alteration of information may result in a criminal offence they should seek 
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Freedom of Information and Environmental Information 

Policy 

Last Review Nov 2021  Next review Nov 2023 

 

guidance from the Senior Corporate Services Officer (or Corporate Services Manager in 

times of absence/holidays). 

• Compliance with this policy is compulsory for all employees of ng homes.  Any employee 

who fails to comply with this policy may be subject to disciplinary action. 

4. Scope of the Policy 

This policy applies to any information held by ng homes which relates to one or more of the 

functions set out below, regardless of format. This will include information created internally and 

information received from third parties. It will also relate to information which is held on behalf of 

ng homes. 

This policy applies to all ng homes employees. 

5. Background 

5.1  Why is ng homes subject to FOISA and EIR? 

ng homes is subject to both FOISA and EIR by virtue of the: Freedom of Information (Scotland) Act 

2002 (Designation of Persons as Scottish Public Authorities) Order 2019 (the “Order”). 

The Order came into effect on 11 November 2019 and brought all Registered Social Landlords 

(“RSLs”) and certain RSL subsidiaries under the scope of FOISA and the EIR.  

5.2  What is subject to FOISA and EIR? 

However, in accordance with the terms of the Order, not everything that ng homes does is subject 

to FOISA and EIR.  Instead, ng homes is only subject to these regimes in respect of certain 

functions, namely ‘housing services’ (as defined in s.165 of the Housing (Scotland) Act 2010) which 

ng homes carries out – subject to some restrictions. Looking at the definition of ‘housing services’ 

and the restrictions which are set out in the Order the following functions carried out by ng homes 

are covered by FOISA and EIR: 

• the prevention and alleviation of homelessness 

• the management of social housing accommodation 

• the provision and management of sites for gypsies and travellers; and 

• the supply of information to the Scottish Housing Regulator (SHR) by an RSL or a connected 

body (i.e. a subsidiary) in relation to its financial wellbeing and standards of governance. 
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Freedom of Information and Environmental Information 

Policy 

Last Review Nov 2021  Next review Nov 2023 

 

5.3  What is the difference between FOISA and EIR? 

EIR provides a right of access to ‘Environmental Information’ held by ng homes.  Environmental 

Information has a very wide definition which is set out in Regulations.  Where a request under 

FOISA is received for Environmental Information it should be processed in accordance with EIR. 

Whilst the obligation under FOISA and EIR are similar – there are some key differences that 

employees must be aware of when dealing with requests for information. Further guidance on the 

differences are available on SIC’s website: 

(http://www.itspublicknowledge.info/home/ScottishInformationCommissioner.asp) 

6. Legal Duties  

ng homes has a number of legal duties which it must comply with under FOISA and EIR. These are 

set out in more detail below: 

6.1  Responding to Information Requests 

People have the right to request information from ng homes.  Where the information requested is 

within the scope of the Order and ng homes holds that information it must release the information 

unless an exemption (under FOISA) or an exception (under EIR) applies.  ng homes shall, when 

responding to requests for information from individuals, follow the Section 60 Code of Practice* and 

any relevant guidance produced by SIC. 

ng homes will aim to respond to information requests promptly, and in any event within 20 working 

days of receiving the request (except in some circumstances under EIR where ng homes is entitled 

to extend the timescale for responding by an additional 20 working days).  

Where ng homes is providing an individual with the information they have requested they will, in so 

for as is reasonable to do so, provide information in the format that the individual has requested 

and will adhere to any duties under the Equality Act 2010.  Where ng homes is refusing to provide 

information to individuals it will clearly explain to the individual what provision ng homes believes 

applies (including, where required, an explanation of how ng homes carried out the Public Interest 

Test). 

Where ng homes is asked to provide information which it does not hold, but ng homes knows that 

another Scottish Public Authority does hold the requested information – ng homes shall provide 

contact details of the Authority to the individual requesting the information and explain that the 

individual may wish to request the information from that Scottish Public Authority. Where a request 

is being handled under EIR and these circumstances apply, ng homes shall offer to transfer the 

individual’s request to the other Scottish Public Authority.    
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ng homes may choose to charge for fulfilling information requests received from individuals. Any 

charges made by ng homes shall be made in accordance with: 

• for requests being handled under FOISA: the Freedom of Information (Fees for Required 

Disclosure) (Scotland) Regulations 2004  

• for requests being handled under EIR: the Schedule of Charges of ng homes  

Any fee charged by ng homes will be reasonable and will not exceed the costs to ng homes of 

providing the requested information. 

6.2  Responding to Requests for Review 

Where someone has requested information from ng homes and: 

• ng homes has failed to respond to the request within the 20 working day deadline (or 

extended deadline in respect of certain requests made under EIR); or 

• the person requesting the information is unhappy with the response to the request (for 

example where information has been withheld under one of the exemptions or exceptions 

available under FOISA/EIR) 

then they have the right to request that ng homes reviews the response to their request to 

determine whether or not the provisions of FOISA or EIR have been followed.  

Where ng homes performs a review and determines that a response to a request is not in 

accordance with FOISA or EIR ng homes will take immediate steps to rectify this (which could, for 

example, include releasing information which was previously withheld). 

Where ng homes performs a review and determines that a response to a request is in accordance 

with FOISA or EIR then ng homes will notify the individual who asked for a review as quickly as 

possible.  

In any event ng homes will handle all requests for review in accordance with the timescales set 

out in FOISA and EIR.  

Where an individual is unhappy with the response to their review request they may appeal to SIC. 

If an appeal is made by SIC and a decision handed down by them both ng homes and the 

individual in question have a right to appeal to the courts on a point of law. 

6.3  Provision of Advice and Assistance to Individuals 

ng homes must provide advice and assistance to individuals seeking to access information. This 

advice and assistance will be provided with a view to ensuring that all barriers which may 
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potentially prevent an individual from accessing information are removed. ng homes will comply 

with this duty by following the guidance contained in the Section 60 Code of Practice* issued by 

Scottish Ministers. 

6.4   Publication of Information 

ng homes shall publish information in accordance with its Publication Scheme through its Guide to 

Information.  The Guide to Information of ng homes will be available on its website and a paper 

format will also be available on request.  

6.5   Data Protection 

ng homes is committed to upholding its data protection obligations set out in the GDPR and the 

Data Protection Act 2018. 

Under data protection laws, individuals have the right to request access to all of the information 

that ng homes holds about them. This and other rights that individuals have under data protection 

are not covered by this policy and you should refer to our Data Protection Policy when dealing 

with these rights.  

7. Other Related Policies 

• Data Protection 

• Openness, Accountability and Confidentiality 

• Customer Care 

• Equality and Diversity 

 

8. General Data Protection Regulation 

The organisation will treat your personal data in line with our obligations under the General Data 

Protection Regulation and our own Data Protection Policy.  Information regarding how your data 

will be used and the basis for processing your data is provided in our Fair Processing Notices. 

 

9. Policy Review 

This Policy will be reviewed every two years or earlier in line with regulatory or legislative 

guidance/changes or good practice guidelines.   

 

10. Equality Impact Assessment   

This Policy is equally applicable to all and has no impact on protected characteristic groups. 

 

*Scottish Ministers’ Code of Practice Section 60 Code of Practice: https://bit.ly/33BU4Ts  
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Appendix 1 – Freedom of Information Procedures 

 

We will aim to complete stages 1–8 in the specified timescales. 

Stage 1 – Receive, Identify & 

Log  

 

 

 

Pass the Request to foi@nghomes.net for the attention of 

the Senior Corporate Services Officer (SCSO) 

(Corporate Services Manager in times of holiday/absence). 

They will: 

• Evaluate the request and identify which legislation it 

will be processed under i.e. whether it is:  

       - Freedom of Information (Scotland) Act (FOISA) 

       - Environmental Information Regulations (EIRs) 

       - Data Protection Act (DPA) 

• Log the request in the Freedom of Information 

Request Register held by the Corporate Services 

Department. 

 

• If the request is a complex/controversial case, inform 

the Deputy Director (Corporate 

Services)/Relevant Director. 

 

• Send an acknowledgement letter confirming receipt 

of the request, and the legislation under which it will 

be processed or proceed to Stage 2. 

 

Stage 2 – Clarify 

 

 

 

 

  

 

The Senior Corporate Services Officer in consultation 

with the relevant Executive Team member will ensure 

that the request is clear regarding what information is being 

asked for. If the request is unclear clarification will be 

sought from the requester. 

 

 

 

 

 

Clarify Request (days 

1-2) SCSO to contact 

requester if necessary 

to seek further 

clarification 

Request Received 

(days 1-2) Pass to 

SCSO, who will Log 

details, validate 

request, ID legislation 

and send 
acknowledgement 
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Stage 3 - Assess  

 

 

 

 

 

 

The Senior Corporate Services Officer will assess: 

• If the request relates to functions covered by The 

Freedom of Information (Scotland) Act 2002 

(Designation of Persons as Scottish Public Authorities) 

Order 2019 (the Order): 

• If information covered by the Order will proceed 

with next steps in Stage 3. 

• If information not covered by the Order but we 

are willing to release some or all of the 

information will proceed with next steps in Stage 

3. 

• If information is not covered by the Order and we 

are not willing to release any of the information, a 

letter will be sent to the requestor informing them 

that we are not obliged to provide them with the 

information. 

• if we hold the information and if it is already accessible: 

• If the information is held and covered by the Order 

but is already published then a Section 25 exemption 

letter will be sent to the requestor informing them of 

where to find this information. Where the information 

is not covered by the Order we should simply write to 

the requester and inform them where to find the 

information. 

• If the information is held and has not been published 

then the process will proceed to Stage 4.  
 

• If we do not hold the information a letter will be sent 

to the requestor informing them the information is 

not held.  

 

 

 

 

 

 

Assess Request (days 

3-5) SCSO to decide if: 

the information is 

covered by the Order; 

we hold the information 

and if it is already 

accessible 
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Stage 4 - Assign Request 

Department - Inform & Consult 

 

 

 

 

The Senior Corporate Services Officer will send a request 

to the appropriate department to request the information 

held.  

The relevant Executive Team member will respond to the 

Senior Corporate Services Officer when information has 

been collected or to inform the Senior Corporate Services 

Officer that the department does not hold the information. 

Consult with the Senior Corporate Services Officer to 

determine if fees are applicable. The Senior Corporate 

Services Officer will advise on applying fees. 

Stage 5 - Locate & Consider 

Information to be Disclosed 
 

The relevant Executive Team member and the Senior 

Corporate Services Officer will consider if the information 

can be supplied or whether any exemptions apply. Where 

the information requested is not covered by the Order you 

do not need to determine whether or not exemptions apply 

and can instead choose what information you are prepared 

to release. 

The Senior Corporate Services Officer will advise and 

assist in applying exemptions. 

The relevant Executive Team member of the appropriate 

department obtains information from all sources and 

collates.  

The relevant Executive Team member of the appropriate 

department completes the information request documents 

as appropriate. 

Stage 6 - Consider Response 

 

 

The Senior Corporate Services Officer will review 

documents and prepare the response letter. 

 

 

 

 

 

Assign 

request/Inform/ 

Consult (days 3-5)  

Consider Response 

(days 6-10) SCSO 

review and draft 
 

Locate Information 

(days 3-5) Appropriate 

department collate 

information. SCSO will 

assist, support and 

advise 
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Stage 7 - Clearing Response 

 

 

 

In cases of complex/controversial requests the Senior 

Corporate Services Officer will seek clearance and consult 

with the relevant Executive Team member/Legal 

Advisors as necessary. 

 

Stage 8 - Issue Response 

 

 

 

The Senior Corporate Services Officer quality checks and 

issues information requested, stating any exemptions as 

appropriate. 

 

 
 

  

Clearing Response 

(days 11-15)  

Issue Response (days 

16-20) SCSO issue 

response 
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