FREEDOM OF INFORMATION (FOI) ACT – GENERAL INFORMATION
Types of Information Covered by the Act

It is important to remember that the FOI Act gives applicants the ‘right to know’ any recorded information held by the Trust.  The easiest way of satisfying this requirement will usually be to provide copies of Trust documents but the ‘right to know’ extends far wider than this.   The following types of information are also covered by the Act:

· E-mails

· Information that is held electronically (including information held on a laptop computer or within an electronic records management system)
· information that is recorded on paper (such as a letter, memorandum or papers in a file).  This includes notes written in the margins of a document, or on a note pad or post-it note
· sound and video recordings (such as a CD or video tape).
FOI Requests - Points to Remember:

· The timescale for a response is 20 working days and this starts when the request is first received within the Trust.

· All FOI requests must be in writing.  They must specify the applicant’s name and an address for correspondence.  They must also describe the required information sufficiently enough to allow the Trust to commence collecting it.  The Trust has a responsibility to provide help and assistance to applicants where this is not the case.
· E-mails count as ‘written’ correspondence and e-mail addresses are acceptable as return addresses for correspondence.
·  Applicants are not required to say why the information is required.
· Requests do not need to include a specific reference to FOI.  If you are in doubt, check with the person requesting the information or the Executive Support Manager.
If you receive a request under FOI
· Tell the Information Governance Team (Tel: 0113 20 64102) immediately.  The Trust will log all FOI requests and, usually with your assistance, prepare a corporate response.  Response times will be monitored to ensure compliance with the necessary timescales.  It is also important that we are aware centrally of the types of information being requested in case there is a need to modify our Publication Scheme.  
A responsibility chart in relation to FOI requests is included in the FOI section of the Trust’s website (http://www.leedsth.nhs.uk/foi) under ‘General Information’.
· Do NOT delete information relevant to the request.
· Do NOT attempt to censor or hide information unless this is in accordance with the specific provisions of the Act.  If the Trust does decide to withhold information we are required to tell people that we have done so and explain why.
If you have any queries abut FOI please feel free to contact the Information Governance Office:
Information Governance Team
Tel: 0113 2064102
