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Look out for requests
Any written request for information 
could be an FOI request: it 
doesn’t have to mention FOI.

Remember your 
duty to advise 

and assist

Is it for environmental 
information?
If some or all of the requested 
information is environmental, that 
information must be considered 
under the Environmental Information 
(Scotland) Regulations (EIRs). 

 

If a request  
isn’t valid, give

clear, helpful advice
explaining what 
else is needed, 

and why

 
If you respond 

under a different law to 
the one the requester 
expects, explain why

Seek 
clarification straight
away. Set out what 

you need to be able to 
respond. It may help 

to give examples
of the information 

you hold

Will it cost more than £600?
Requests that cost more than £600 
can be refused under FOI. If you think 
this limit might be reached, consider 
this as soon as possible. There’s no 
upper limit for EIR requests.

 

If you refuse 
a request for cost 
reasons, tell the 

requester what they could 
have within the limit, 

or how to narrow 
their request

Why can’t information 
be disclosed?
The best starting point for 
any request is asking “Can this 
information be disclosed?” not 
“How can it be withheld?” It’s always 
easier to disclose than withhold.

Tell the requester about 
their appeal rights
Tell the requester about their 
right of review and appeal – 
template responses help.

 
If a requester 
needs help 

understanding your 
response, or advice on 
making a new request, 

always be ready to 
help them out

Apply any exemptions 
carefully
Does your reasoning relate directly to 
the information? Disclose information 
not covered by the exemption. See: 
www.itspublicknowledge.info/briefings

 
If information 

is withheld, explain 
the reason clearly, using 

plain English. Better 
understanding results 

in fewer reviews 
and appeals

Have you searched 
thoroughly?
Have you searched everywhere 
relevant: e.g. computer systems, 
emails, paper files or handwritten 
notes? Keep a record of your search.

Is the request valid?
A request must include a full 
name (not a pseudonym) and 
an address (email or postal) 
to be valid.

Is it for the requester’s 
own personal data?
If the request covers the requester’s 
own personal data, that information 
must be considered under the 
Data Protection Act.

Respond on time
Failing to do this will 
undermine confidence in 
your authority, harm its reputation 
and lead to reviews and appeals.

Is the request clear?
If you need clarification before you 
can respond to a request, ask for it. 
The 20 working days won’t start 
until you receive it.


