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Protocol - Freedom of Information 

INTRODUCTION
From the 1st of April 2014 the Freedom of Information (Scotland) Act 2002 – FOISA – stipulates that all public bodies including East Ayrshire Leisure provides information to the public and gives the public the right to seek information.  Generally, we must provide the information requested, if we have it.  The law provides some limited cases where we may refuse to supply information, if we consider that an exemption applies.  
To help the public gain access to information we have developed the Model Publication Scheme 2014.  This document (which you can find on our website) acts as a directory of readily available information and describes where the information can be found.  We will publish as much information as possible on our website so that the public can access it.
To assist frontline staff when dealing with a request for information the following should be applied.

1. You may get asked about information which is part of your job.
If this is information which you would normally give out then you can provide it without needing to treat the matter as a formal FOISA matter.

2. If the information being requested is not information you routinely deal with but you know which section would, then you can pass the enquiry to them.

3. If the information is detailed in our Model Publication Scheme and available on the website you could direct the enquirer to the information and if necessary provide them with a copy. 

4. If none of the above applies then a formal request is required.  This may be because:-

· You don’t know where the information is held
· The information may be exempt for disclosure
· You are not sure what to do

5. To log a formal request you should complete a Freedom of Information Request Form.  On completion the form should be sent to the Head of Corporate Services, Dower House, Dean Castle Country Park, Kilmarnock.
Remember, while we always aim to be as helpful as possible, there is no requirement to always provide information there and then.  If in doubt it is better to seek advice rather than give out information which should not be disclosed.  
It should also be noted that FOISA gives us 20 working days to respond to an enquiry. 
The consequences of not complying with the legal requirement of the Freedom of Information Act are that East Ayrshire Leisure could face sanctions.  Therefore it is important that staff familiarise themselves with this protocol and seek assistance from their Team Leader or the Head of Corporate Services where required.
Please see flow chart below to assist frontline staff when dealing with requests for information.


EAST AYRSHIRE LEISURE
FLOW CHART FOR FRONTLINE STAFF DEALING WITH FREEDOM OF INFORMATION REQUESTS
A request for information is received 


Is the request in writing (letter or email) or a verbal request (visitor or telephone call)



Writing
Verbal



Deal with as normal, ensuring any information is provided within 20 working days.
Provide the information to the applicant

Is it a request that is routinely dealt with by you in the course of your duties?
Or can you pass it to a colleague who routinely deals with such requests?


Is it a request that is routinely dealt with by you in the course of your duties?
And can you provide the answer immediately?





Yes
Yes




No
No


Does the Model Publication Scheme describe how the information can be accessed?


Direct the applicant to the correct source described in the Publication Scheme, for example if there is a web link to a document, offer to print it off for the applicant


Yes



No


Advise applicant that we wish a note of the information required in writing, to ensure we understand what is wanted.
Suggest options:
· that the applicant submits the request in writing or by e-mailing EAL.FreedomOfInformation@eastayrshireleisure.com, 
· offer to take a note for them by completing a Freedom of Information Request Form


Pass request IMMEDIATELY to the Head of Corporate Services stating that it is a Freedom of Information request
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