FOI Requests – Procedural Flow and Responsibilities
	Information Governance Team
	Delegated Responsibilities

	Driver
	Required Action
	Driver
	Required Action

	
	
	Receipt of FOI request from member of public (or staff).
	Pass immediately to the IG Team.

	Receipt of FOI request
	Log item onto request tracking system.
	
	

	
	Decide ownership of the query.
	
	

	
	Pass query to relevant DMT / function for resolution.  Include details of required deadline for return.
	
	

	
	
	Receipt of FOI request from IG Team.
	Acknowledge receipt to IG Team.

	
	
	
	Note and monitor required deadline for return of relevant information to IG Team.

	
	
	
	Obtain necessary information to answer the query.

	
	
	
	Ensure all issues within the query are addressed.

	
	
	
	Ensure information is suitable for publication.

	
	
	
	Return the necessary information to the IG Team by the required deadline to enable a corporate response to be generated.


	Receive information from DMT / function to answer the query.
	Acknowledge receipt to the DMT / function.
	
	

	
	Peruse the information to ensure it answers the query and is suitable for publication.
	
	

	
	Resolve any issues with the DMT / function.
	
	

	
	Consider the need for redaction* of the information.  Redact if necessary.
*NOTE:  Redaction is the process of withholding pieces of information that are exempt from publication under the FOI legislation and explaining why this action has been taken.
	
	

	
	
	IG Team raises issue in relation to information provided in answer to FOI request.
	Take immediate action to resolve the issue raised by the IG Team. 

	Information is suitable for release.
	Provide the response to the originator of the query.
	
	

	
	Update the request tracking log.
	
	

	
	Consider the need to update the Publication Scheme with the requested information.
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