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procedures in their team and must ensure that the staff member completes the 
mandatory FOI eLearning (or equivalent). 

4.7 All staff must recognise that all recorded information may be provided to the public and 
that in every case the law requires that there will be full and unconditional disclosure 
unless one of the statutory exemptions/exceptions applies.  

4.8 Relevant training for staff will be facilitated by CIGT. All Staff are required to complete the 
mandatory Freedom of Information training. 

5. Publication Scheme 

5.1 FOI requires the Council to adopt and maintain a publication scheme. A publication 
scheme is a commitment to provide information routinely and proactively to the public.  

5.2 The Council's online Publication Scheme specifies:  

¶ what information the council will make routinely available to the public  

¶ how it will do so, and  

¶ whether or not information will be made available free of charge or on payment 
of a fee 

6. General Rights of Access 

6.1 In addition to 
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14. Monitoring 

14.1 The Council will regularly monitor and audit its Information Governance practices for 
compliance with this and other policies. 

14.2 Audit services will be responsible for carrying out regular Information Governance Audits 
of all Directorates service areas. These will be conducted in accordance with the Chief 
Auditor’s Audit Plan. 

14.3 The results of these audits will be discussed with the Information Governance and 
Compliance Manager. Areas of High risk will be reported to Audit and Standards 
Committee, Senior Information Risk Owner and Information Governance Board. 
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Appendix 1: Definitions 

 

Term 
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Appendix 2: 
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1.1 Request for

recorded information 

received?

Does it

mention FOI or EIR?

Is it 

Business 

As Usual?

Is it in

the Publication
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Does 

the information 

provided answer the 

request?

4.6 IAC sends final response

to customer via Veritas 

along with any attachments

and CC relevant FOI inbox

on reply to save a copy of

the response to Veritas

4.3 IAC drafts response 

based on information 

provided 

4.5 IAC uploads

final version of letter as pdf 

to Veritas ready to send. 

4.7 IAC uploads

final response email

to Veritas as 

proof final response

was sent

Does 

exemption from 

disclosure need 

consideration?

Yes

No

Yes

Figure 4 Responding to a Request

4.2 IAC contacts Manager / 

CIGT to establish why 

information doesn’t answer 

question and whether 

further searches required or 

whether information is held

4.4 IAC liaises with Manager 

to finalise response for 

accuracy and approval 

through Veritas

4.1 IAC receives 

response from Manager

IAC5 2v.

q570.148.9 305.55 Tm

0Ees 
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5.1 Request is unclear

5.2 
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8.3 Each IAC refers request to the

appropriate Manager or

Team to provide a response

to the request

8.6 Manager(s) gathers data

to answer request and 

submits to their IAC

8.9 IAC approves 

Draft, consulting with 

Manager(s) as 

Appropriate.

8.10 CIGT finalises full 

Response

8.8 CIGT collates data,

drafts response and 

distributes to IACs for sign 

off process

8.7 IACs review Manager 

reply and responds to CIGT

Figure 8 Processing Cross Directorate FOI Requests

8.1 CIGT allocated as 

Lead IAC for request

8.2 CIGT allocates request to

all relevant IACs as ‘Sub-IAC’

Including details on the other 

IACs the request has been 

allocated to, and any advice 

or considerations for the 

request. 

8.4 Manager has queries 

regarding request?

8.5 CIGT provides advice 

and guidance to IAC and 

Manager.

Yes

No

Got to 4.5

to re-join 

Request

Process, 

with CIGT 

acting as IAC

 


