First-tier Tribunal (Information Rights)
Guide to completing the Notice of Appeal Form

Tribunals Service
Information Rights

Please read these notes carefully before completing the Notice of Appeal form
to the First-tier Tribunal (Information Rights).

The Notice of Appeal form can be downloaded from
www.informationtribunal.gov.uk

If the form is completed by hand, please use block capitals and black ink. The
writing should be clear and legible. The form can also be typed.

1. About the Information Commissioner’s notice

The Tribunal needs you to provide information about the Commissioner’s
notice to which your appeal relates. Please provide the reference number
which will be found at the top of the first page of the notice, the date of the
notice and the date you received it. Also attach a full copy of the notice and
indicate you have done so by ticking the box.

2. Disputed Notice

You can only appeal against a notice issued by the Information
Commissioner, such as a Decision Notice under the Freedom of Information
Act 2000.

Please indicate the Act under which you are appealing by ticking the
appropriate box.

If you are unsure about this, please leave this section blank and provide as
much detail as possible about your appeal in the Grounds of Appeal section of
the form.

You should is also give the name and address of the other side to the dispute,
either the public authority or the requester/complainant.

Finally you should attach a copy of the original request for information in FOIA
cases and a copy of the Information Commissioner’s notice you are appealing
against and tick the box provided to indicate that they are attached to your
Notice of Appeal.

For all notice of appeals under section 28 DPA and section 60 FOIA, please
include a copy of the disputed certification and continue to complete the form.
The appeal will automatically be transferred to be heard in the Administrative
Appeals Chamber of the Upper Tribunal.
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3. Out of Time Appeals

You must complete the Notice of Appeal form and send it to reach the
Tribunal within 28 days of the date you were sent the Information
Commissioner’s notice

The Tribunal will only consider acceptance of a late Notice of Appeal if you
request an extension of time and give reason(s) why the notice is out of time.

If you want the Tribunal to consider an out of time notice of appeal tick the box
and provide an explanation of why the Notice has been sent to the Tribunal
after the 28 days allowed to appeal and the reasons why the Tribunal should
accept a late application.

4. Appellant’s Details

Please provide your full name, address and contact details where notices and
other documents can be sent to you. If your contact details change, it is your
responsibility to inform the Tribunal as soon as possible.

Please indicate the method of communication you would prefer the Tribunal to
use when communicating with you. The Tribunal will try to accommodate this
but there may be occasions when it may be necessary or appropriate to use
other methods.

Please also indicate if you are prepared to receive notices and other
documents by email.

5. Representative’s Details

You are not required to have a legal representative. If you have a legal or
other representative please complete this section. If you do not have a
representative, please tick ‘no’ and leave the rest of this section blank.

6. Grounds of Appeal

Please explain clearly why you dispute the Information Commissioner’s notice
(not the actions or decisions of a public authority or any other party), giving as
much details as possible. This is an extremely important part of your
application and your grounds should show why you consider the
Commissioner’s notice or parts of it are wrong. Please do not hesitate to use
additional sheets if necessary.

You should note that the First-tier Tribunal only hears appeals from decisions
/ notices of the Information Commissioner.
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7. Supporting Documents

Please tick the box if you are providing documents and then list the
documents you wish the Tribunal to consider in support of your appeal in the
space provided. Copies of these documents should be sent to the Tribunal
with the Notice of Appeal. You should carefully review any documents being
sent with the notice to ensure they are relevant.

8. Type of Hearing and Venue

The appeal may be dealt with by way of an oral hearing or a paper hearing
(ie, on the basis of the documents submitted without any oral evidence).

Please indicate which type of hearing you prefer by ticking the appropriate
box. If you later change your mind about your preference, you can notify the
Tribunal.

Unless you or another party indicate that you would prefer an oral hearing, the
appeal will usually be dealt with by way of a paper hearing.

Oral hearings will usually take place in London unless you or another party
requests a different venue. The Tribunal will try to accommodate such
requests but may not always be able to do so. You will be informed in writing
when a hearing date and venue have been fixed.

9. About your requirements

If you, your representative or a withess has a disability or other special needs,
please explain any special arrangements that may be required if there is an
oral hearing.

Please also indicate if an interpreter will be required and if so, for which
language.

10. Signature

You or your representative should sign and date the form indicating in which
capacity you are signing and printing your name. You should then send the
form to the address indicated at the bottom of the form either by way of post

or email.

For further information on how to complete the Notice of Appeal form contact
+44 (0)845 600 0877.
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