Handling requests under Access to Information — key processes

A. Initial Receipt of Request
Identifying and validating request
. 20 working day clock starts
Routine Requests Respond to ‘routine requests’
Normal business Assess Request
Release Provide advice and assistance

Advise Access to Information Specialists

Advice and Assistance
Clarify request

Advise, help submit request

Direct to website, publication scheme
Direct elsewhere

B. Access to Information Team Involvement
To Data Protection process
Validate/to advice and assistance

Release Log ‘complex’ requests
. Allocate responsibility for handling .
Information Decide on process and plan Data Protection Process

C. Complex — Preliminaries
Transfer to other Teams
Acknowledge request and clarify with applicant
Estimate the amount of work involved, timescales

D. Complex — Collect and Consult
Locate all types of information
All ages, sources and classifications
Assess Information
Consult internally and externally

E. Complex - Reaching a Decision
Presumption is disclosure
i Which exemptions apply?
Absolute Exemptlons Can we part release? None

Reach a decision

Subiject to Public Interest Test

F. Public Interest Test Process
No Disclose with 29 d_ays? If not advise applicant Yes
Assess the public interest
Decision on release

G. Refusal Process H. Release Process
Do you have authority? Disclosing information

Senior Review? Re|ease Sign off

Refuse with reasons

K Close request
Quote exemption | nfo rmation Consider for Publication Scheme

Details of complaints process
Keep a Record

Keep a Record

. Appeals Process
Initially to Team Manager

Inform Access to Information N.B. Letters refer to Key Sections

of ‘How to Deal with a Request’.

Specialists
Review original decision




