DEPARTMENT OF POLITICAL SCIENCE, UCL


[image: image1.wmf]
Compliance with the Freedom of Information Act 2000 (FOI Act)

A good practice tool

Helping local authorities to develop good practice in the context of the Freedom of Information Act 2000

Prepared for the Audit Commission by

Jim Amos, Constitution Unit

Duncan Simpson, Constitution Unit

3Compliance with the Freedom of Information Act 2000 (FOI Act)


3A good practice tool


3Purpose of the tool


3Background


4Good practice tool


41. Leadership and policy


52. Organisation


63. Systems and processes


84. Monitoring and reporting


95. Records management


96. Training, awareness and links to other bodies


117. Engagement with stakeholders including applicants


128. Publication of information


139. Reviews of performance


15Annex A: Sources of advice & guidance


17Annex B: Abbreviations used




Compliance with the Freedom of Information Act 2000 (FOI Act)

A good practice tool

Purpose of the tool

This tool is aimed at senior managers and FOI officers who are involved with all aspects of compliance with the FOI Act. It is based upon research carried out by the Constitution Unit for the Audit Commission as part of their national study, Making better use of information to drive improvement in local public services and of the Commission’s Strategic Objective No. 5, To stimulate significant improvement in the quality of data and the use of information by decision makers.

The purpose of this tool is to assist authorities to comply with the requirements of the FOI Act and the EIRs in a cost-effective way and to secure on-going benefits, in particular in the areas of improved information management and positive engagement with stakeholders and electors.

The recommendations focus upon the actions which can be taken by an individual authority. In some areas these actions could be helped by support and advice from other bodies, for example, ICO, DCA, DEFRA, TNA (for a list of abbreviations used see Annex B). Our brief did not extend to making recommendations relating to these bodies. However, where appropriate, we refer to the more detailed good practice advice which they provide.

 Background

The Freedom of Information Act 2000 (FOI Act) and the revised Environmental Information Regulations (EIRs) came fully into force on 1st January 2005. Local authorities in England received an estimated 60,000 requests for information under these regimes in 2005. That relates to an average of 13 requests per month for an average authority. However larger authorities typically received many more, and smaller authorities fewer. 

Surveys show that, for the most part, local authorities handled the first year of implementation without serious problems and generally met the required response times
. However many faced problems with requests from determined pressure groups, journalists and sometimes a few local individuals. The costs and problems that authorities faced handling requests varied considerably. Estimates for the time spent handling an average request ranged from 3.5 hours to over 50 hours. 
Decision notices issued by the Information Commissioner in 2005 illustrated some basic problems faced by some authorities. Out of 132 decision notices issued by the Information Commissioner in 2005, 56 related to local authorities. In 36 of these cases the Commissioner upheld a complaint from the applicant, often for basic failings such as unacceptable delay or failure to issue the required notice to the applicant.
Good practice tool

This good practice tool is designed to be used by all authorities. We recommend that it is used as the basis for regular senior management reviews of FOI activities. It provides a common set of criteria which will enable an authority to assess how effectively it is handling FOI requests and the degree to which it is gaining the wider benefits associated with FOI. We expect that the various elements of good practice which we describe will be implemented according to local circumstances and priorities.
Recommendations for good practice have been made under the nine headings shown below.
1. Leadership and policy

2. Organisation

3. Systems and processes

4. Monitoring and reporting 

5. Records management

6. Training, awareness and links to other bodies

7. Engagement with stakeholders including applicants

8. Publication of information

9. Reviews of performance
1. Leadership and policy

The policy framework and environment created by senior managers and elected members within which officers manage and support compliance activities is the foundation for cost effective compliance and will determine the degree to which benefits are obtained. 

Where it is clear to staff that senior management have responded to FOI in a positive way and seen it as an opportunity to operate in a more transparent way, address records management issues, and engage with their stakeholders more effectively, staff morale tends to be high and costs well-managed. Conversely a climate where transparency is unwelcome can add considerably to costs, when FOI staff and legal advisers are pressed to find an exemption which could be argued might fit the circumstances, against their best professional judgement that the information should be released.

Elements of good practice

· Published Council statement of the significance of FOI and openness to the authority
· A single member/senior manager should have executive responsibility for all related staff, systems and processes involved in information management and implementing access to information legislation across the authority.
· Key policies developed and published including policies which cover:

· reviews of refusals and the handling of complaints

· publication of information

· fees and charging 

· reviews of the overall operation of compliance activities including assessments of costs and benefits including engagement with stakeholders
· Organisation defined and resources allocated 

· Senior management team seen to provide visible leadership by, for example, making examples of good practice visible within the organisation and outside, and generally supporting its policies in practice
	Oldham Council sees FOI as an integral part of its wider information management strategy which recognises that information is a key asset which, well managed, can contribute to improved efficiency, decision making, effective partnerships, legal compliance and customer service. In this context an Information Management Board has been established. This is chaired by the Deputy Chief Executive who is also Information Management Champion. The Board has the responsibility for ensuring that the information management agenda is endorsed and promoted from the highest level and plays an integral part in supporting the corporate theme ‘an improving council striving for excellence’. The Board has set up working groups for records management, data sharing, and freedom of information/data protection. The Board meets quarterly to review progress and reports from these working groups.


2. Organisation

A number of different staff in different parts of the authority will need to play their roles effectively if FOI compliance activities are to operate effectively. This includes: those who first receive a request, which can arrive in any part of the authority: the central FOI resource, who would normally manage the process: those in service departments who may need to find the information, advise about possible sensitivity, and consult with a body that provided it or which could be affected by release; and those who take decisions to release or refuse.

Many or all of these staff have other responsibilities and priorities. This factor and the number of people who often need to be involved with a difficult request, makes it vital that they understand their roles, are trained to carry them out, and co-operate effectively with their colleagues across the authority..

Elements of good practice

· Allocation of responsibilities to all staff who are involved with the handling of requests. This includes staff who will:
· manage the process and take decisions
· provide advice and assistance to applicants and colleagues
· contribute to the process with information, consultation and reasons why it may need to be refused in whole or part
· receive requests in the organisation and need to know how to handle them. eg., central information point staff

· undertake monitoring, auditing and compliance

· It is useful that responsibilities for FOI are handled in close relationship with EIRs, The Data Protection Act 1998 (DPA) and The Re-use of Public Sector Information Regulations 2005 (PSIRs). There is close interaction between these areas, and a number of requests which appear to be FOI requests prove to be ones that need to be handled in whole or part under one of these regimes. 
Whether wider responsibilities, for example, for records management, the website or legal advice should also be linked with FOI depends upon the size of the authority, how it is organised and the staff and skills available.
	Bolton Council’s organisation for handling requests combines central co-ordination with the recognition that it is the responsibility of service departments to manage their records and to respond to requests for information. The Corporate Information Manager (CIM) has overall responsibility for compliance with FOI and is the central contact point for requests. Each service department has an Information Officer (IO) whose role is to manage requests which relate to their department. This includes logging the requests and liaising with managers in the department to identify the information and frame an appropriate response. If the request is ‘cross-cutting’ across more than one department the IOs will forward the information to the CIM who will respond on behalf of the council.

	At Leeds City Council each director is formally responsible for implementing the FOI and data protection rules in their service area, and each nominates a member of staff as a practitioner. The practitioners group, chaired by the Head of Property, Finance & Technology, meets on a monthly or bi-monthly basis.  The Information Policy Manager (or colleague) from Education Leeds, and practitioners from each of the Council's Arm’s Length Management Organisations (ALMOs) also attend that group, so that overlaps between requests can be identified, and matters of common concern can be discussed. The practitioners compile common statistical information on a single spreadsheet held on the intranet - these include number of requests, number refused, number of internal complaints, number of complaints to the OIC - and the other West Yorkshire authorities are now collecting similar statistics which means they will be able to benchmark how requests are being dealt with. The statistical information is monitored on a periodic basis to check for any indications that requests are being dealt with inconsistently.


3. Systems and processes

With a number of staff involved with requests, sometimes involving a number of departments, it is important that they are supported by systems and processes that enable them to work effectively. Managers also need to be able to see where intervention may be necessary, for example, to overcome a blockage, perhaps by a third party which is slow to respond, or to channel a sensitive request to the manager best able to judge the issues.

The systems and processes used also need to provide information which will facilitate reviews.

Elements of good practice

· A ‘fit for purpose’ request logging and tracking system with an adequate specification
, which is easy to use, and which is used as intended, is essential. It does not have to be a costly or electronic system. Increasingly, though, such systems will probably be part of the overall electronic document and record management systems set up by authorities
· An agreed definition of requests which will be subject to logging and tracking.(this would normally exclude ‘business as usual’ requests)
· Supported by policies and training which support its use
· Written processes for:

· consultation with other parts of the authority and third parties

· handling ‘sensitive’ and ‘difficult’ requests

· complaints

· advice and assistance 

· fees, estimating and charging
· A steering/working group, chaired by the senior manager responsible which brings together FOI representatives from each part of the authority is a valuable way of ensuring systems and processes work as intended
	The overall process for managing FOI requests at Bedfordshire County Council is handled centrally by the Freedom of Information Officer.  All requests are logged into a central database and letters are scanned. The FOI officer determines who is most appropriate to deal with the request and sends the request to them.  There are about 50 trained contacts that are used regularly to obtain information. The contact pulls together the information (or confirms that we do not hold the information) and sends it back to the FOI officer to draft and issue the formal response.  The FOI Officer also carries out any redactions, and applies any exemptions and the public interest test. Where repeated requests are made for the same or similar information the FOI Officer recommends that the information is published onto the web on a regular basis.  The Council also publishes a summary Disclosure Log (updated monthly) on both the internal intranet and the Council’s public website. 

	The approach of the London Borough of Wandsworth is to have a small central corporate team that has responsibility for Data Protection and Freedom of Information, as well as coordinating Departmental Liaison Officers.  Each request received by the Council is forwarded to the central team.  This is logged centrally and the request is forwarded to the appropriate departments.  The departmental liaison officer is responsible for providing the central team with the requested information and indicating reasons for non disclosure where relevant. The central team examines the information provided and/or any exemptions or reasons for non disclosure.  The corporate scrutiny is applied to ensure consistency and confirmation that if exemptions are applied they are robust and in line with ICO and Information Tribunal Decisions.


4. Monitoring and reporting

This makes use of the systems and processes described above to support the positive management of the handling of requests. It also enables regular reports to be produced, which include analyses of requests related to costs and timescales, to inform reviews. These support evidence-based management actions to, for example, adjust training and systems so as to manage the outputs and costs. 

It also includes monitoring of the use of the website and publication scheme to analyse usage and identify where changes are needed to improve content and usability.
Elements of good practice

· Regular monitoring of performance in handling requests to enable an authority to know the degree to which it is compliant, operating cost-effectively and engaging appropriately with stakeholders who make requests and provide information to the authority.
· Regular monitoring of the use of the website and publication scheme and in relation to requests provide evidence to inform decisions about developing the content and improving usability 
· Publication of monitoring information, possibly in association with the FOI request and disclosure log, will provide stakeholders with evidence of transparency and professional management, and this should, over time, provide a reputational benefit.  
	The London Borough of Islington have implemented a formal compliance monitoring system with an Information Governance Board (IGB) which is chaired by the Director of Corporate Resources and includes Heads of Services, with the Chief Information Officer and Senior Information Manager presenting on freedom of information compliance and records management at each meeting .This meets every 6 – 8 weeks to review all compliance activities. Its decisions are fed back to the Information Governance Officers (IGOs) who represent every service area. The IGOs meet a week after the IGB and issues the IGOs raise are fed back to the IGB to address. 

	The central corporate team in the London Borough of Wandsworth is responsible for the monitoring of responses to requests.  The request is forwarded to department(s) by the central team; this includes deadlines for the provision of fees estimates and provision of the information (or reasons for non disclosure).  Where a request is received from the media or is a matter of substantial public interest it is anonymised and copied to the press office for information.  Where information is not received from departments within the prescribed internal deadlines the requests are escalated. At the end of each month an anonymised summary of all requests received in that month is provided to the senior management and the press office.  This monthly reporting is intended to raise awareness of the types of information being requested but also highlight any trends that may relate to service issues and be areas of public interest.


5. Records management

Investment in records management has been stimulated by the requirements of FOI, in particular by the S. 46 code of practice. In the IDeA survey the largest number of authorities that responded to a question about where FOI had made a positive impact selected “Records management issues recognised and progressed” as their first choice. However while the issues have been widely recognised a number of authorities have further to progress to achieve an adequate solution. Identifying and finding information were commonly reported as problems – including deciding which department is likely to have the information, and confirming whether the information is held.

Good quality records management produces benefits which go much further than making FOI compliance easier. It is a necessary condition for effective service delivery and the management of resources. 

Elements of good practice

These essentially involve positive compliance with the S46 Code of Practice, and with the more detailed good practical advice and guidance available, notably from the National Archives website, ie:
· policy statement on records management which provides a mandate for the performance of all records and information management responsibilities

· systems for creating, keeping, maintaining and disposal of records, covering both manual and electronic records

· the provision of trained staff to fulfill these responsibilities

· these should include the provision of secure audit trails 

· annual/periodic audit of records 
	Salford City Council recognised the importance of records management in the overall framework of information governance and established the post of Corporate Records Officer who works alongside the Corporate Information Compliance Officer. Both are part of the newly formed Corporate Information Resources Team which was set up to work on a number of cross-cutting issues including FOI and records management. A corporate records management policy is being implemented and the s.46 Code of Practice used as a compliance checklist. An example of the work of the team includes reviewing retention and disposal schedules and adopting a set period for how long back ups are retained. This helps staff decide whether or not information is likely to be held before conducting a search. The BS ISO 15489 records management standard has been adopted and has led to several areas of investigation/audits.

	Staffordshire County Council has completed a full records management audit of council services which has produced definitive retention schedules for old records, a corporate classification scheme and provided the basis for the configuration of the council’s EDRM system to meet legislation in respect of children’s services.


6. Training, awareness and links to other bodies

As shown above in ‘Organisation’ and ‘Systems and processes’, in most authorities a number of staff will need to be involved in finding information and reaching decisions about release or refusal of requests for information. Such staff will need a well-structured organisation and to be supported by suitable systems and processes, including access to records. They will also need access to up to date knowledge about legal and good practice requirements and to know where to seek authoritative guidance.

This requires a mix of formal training and regular awareness activities tailored for the needs of individuals. The tailoring is important since most of those involved will have other responsibilities and some may have little time to devote to FOI matters, however when their involvement is needed it is important that they can be productive quickly. 

Elements of good practice

· The development and implementation of a programme of training and awareness, designed to ensure the right levels of training are provided according to the needs of staff including:

· Senior management and members

· Central FOI staff and management

· Staff with FOI responsibilities in service departments
· Awareness may be handled in the normal ways that an authority uses to keep all staff informed about cross-authority issues of importance. However selected staff in service departments may need particular attention, for example, with tailored seminars
· There is a need for a programme of guidance and education about PSIRs for selected staff
· The induction process for newly appointed staff and members should include access to information awareness and an introduction to the systems the authority uses
· Participation in a positive way in local and other networks is valuable for all councils. The value is in a number of areas:

· intelligence about similar requests made to a number of councils – associated with sharing expertise about how best to respond
· a source of peer support for FOI officers who can feel part of a community of interest meeting others with similar problems
· advice and shared expertise about difficult requests
· sharing of systems, processes and forms
	The Association of Greater Manchester Authorities (AGMA) was set up by nine local authorities within Greater Manchester to facilitate the implementation of the FOI Act. A post of joint advisor and co-ordinator was set up and priority was given to all aspects of staff training. A comprehensive programme of training for all staff was planned and delivered before full implementation of the Act. This included the use of ‘cascade training’, one day training sessions, and an e-learning package located on the intranet of each authority. This has been accessed by thousands of staff and each authority can monitor how many staff in which departments have successfully completed the package.  

FOI training is included in the induction of new staff and bespoke training is provided to meet identified needs. A recent example related to commercial and contract issues.

	Within the geographic area of Staffordshire a cross section group representing local government, health, police, probation and other sections has been established to provide a regular forum for discussing information legislation issues.


7. Engagement with stakeholders including applicants 

FOI provides an opportunity for an authority to make an improvement in its relationship with its stakeholders. It can use FOI to demonstrate transparency, positive engagement, and as another vehicle to demonstrate administrative excellence, by the way that requests are handled and information published.

The information produced by the systems, processes and reports from the monitoring system can be used to inform plans for better relationships with groups of stakeholders.

FOI also provides an opportunity to place relationships with contractors and suppliers on a more open footing where they accept the requirements of transparency, and other stakeholders can see that the authority is managing tenders, contracts and the performance of contracts in a professional way.

Elements of good practice

· Make use of the regular analyses and reports of requests, including those made by private individuals, in order to understand who is asking for what information and why. This will help to identify stakeholders who should be engaged with on an active basis. 
· Review the degree to which these analyses provide an additional insight into service areas which may need to be improved
· Those who provide information to the authority should be formally advised about the implications for them of the FOI Act and what they should do to identify information they believe should not be released and how they should respond in terms of timing and content if they are consulted about possible release. They should also ensure that the authority maintains up to date contact information about the person who will represent them in any consultation

· Contracts should make clear if any information held by the contractor is considered to be held on behalf of the authority. If there is such information the contractor should understand its duties in relation to this in the event of a request
· Ensure that links with other relevant parts of the authority are developed eg Press Office or Chief Executive’s office to alert about potentially difficult releases or requests
	A priority for the new information management team at the London Borough of Hammersmith and Fulham was to review and reach agreement on who the main stakeholders of the council are. Stakeholders were defined as everyone who interacts with the council, both internally and externally. The council has developed a number of detailed policies designed to meet the needs of these stakeholders within the framework – ‘right access, right information, right time’. For example, the policy on ‘content management’ supports proactive publication both internally and externally to meet the needs of stakeholders. 

	The Audit Commission has published a community engagement self-assessment tool. In the introductory explanation of this tool it explains that, “Genuine community engagement helps to: challenge the way services are delivered; identify root causes; contribute local knowledge; and develop local capacity, confidence and ownership. It includes a wide range of methods for engaging local people, from simple surveys through to more deliberative and participative methods such as community conferences.” It can be seen at: www.userfocus.audit-commission.gov.uk/KycSectionIntro.aspx


8. Publication of information

This covers both the publication of information in a publication scheme approved by the Information Commissioner, and more simply, the publication of information on the website of the authority. All authorities now have an approved publication scheme and the vast majority their own websites.

The overall subject matter of material which should be published is beyond the scope of this project, however there are two specific aspects which directly concern FOI good practice; information which is listed as included in the publication scheme should be easy to find and access; and information relating to FOI requests, complaints and performance should be available. 

Elements of good practice

· Regular reviews of information which is published both on the website and in the publication scheme, including testing for accessibility and usability
· Regular reviews of what to publish based upon:

· analysis of requests from the request log, to secure evidence to support decisions to revise the content 

· information about subjects thought likely to attract considerable public interest, for example, a particular development or road programme with closures which are likely to be controversial
· in support of a new policy or programme and in the context of a formal consultation programme, to provide, in addition to the consultation itself, background papers which may be requested under FOI
· Content should include:

·  relevant information about the FOI Act for applicants, such as how to apply, appeal, receive advice and assistance and the content of the publication scheme

· request and disclosure logs – edited to remove personal information about private lives. This would help to demonstrate transparency and show applicants what they should expect to receive or have refused
· charging policy should be published together with current rates

· information about previous, current and planned consultations

	Staffordshire County Council received over 400 requests in relation to proposals to apply a new pay model for employees. Many of the requests were centred around comparisons of gains and losses for either individuals or groups and to have answered each question would have involved a considerable amount of work. A decision was taken to publish much of the data in spreadsheet form that would allow comparisons to be made by individuals accessing the data. This provided faster release of information and removed the need to process all the requests individually. The Council publishes its public interest test outcomes on a public web page to inform the public of information released or withheld as a result of a public interest test panel meeting.



9. Reviews of performance

Normal management good practice relating to important plans and programmes should be applied to FOI compliance. This would include regular reviews at senior level of policies and responsibilities relating to FOI activities covering 

· effective compliance ( information provided to time, complaints process effective and exemptions properly claimed)

· economically achieved – systems work properly to engage right people at right time, publication scheme exploited to reduce the need to handle individual requests
· assessment of costs and benefits

· relations with stakeholders and third parties
The surveys identified difficulties with estimating costs since they can arise in a number of departments. Reported costs vary considerably (from 3.5 hours to 50 + hours). A number of factors affect costs including:

· senior management policies and attitudes

· records management

· effectiveness of compliance systems

There is a question about the extent to which FOI relates to wider performance indicators and measures which are applied to local authorities.




Elements of good practice

There is a need for regular senior management policy reviews of FOI activities. These reviews should include:

· effective compliance ( information provided to time, complaints process effective and exemptions properly claimed)

· related policies, for example relating to publication, charging and complaints handling

· the organisation and systems for handling requests, including the balance of work and responsibilities between central team and service departments.

· review of effectiveness of the publication scheme

· assessment of costs. If systems do not provide adequate cost information, cost studies for a representative sample of requests, repeated on a regular basis are an alternative

· assessment of wider effects:

· the impact of FOI on service delivery and service improvement

· relations with stakeholders
· other benefits
· consideration of what information resulting from these reviews can be published and in what form
	Calderdale Council has included Information Management (FOI, DPA, EIR and PSIR) in its Quality Assurance Framework. This is one topic area forming part of the process of preparing the annual Statement of Internal Control (SIC) which is required under the Accounts and Audit Regulations 2003. The SIC requires an annual review to be undertaken on the effectiveness of the system of internal controls in place within the authority. Evidence to support the SIC is obtained by requiring each Group Director to carry out an annual review for each topic area, including Information Management, and for them to sign an assurance statement  as to the suitability of the internal control procedures in place within their directorate.


Annex A: Sources of advice & guidance

A.   general sources of information relating to FOI and EIR:

Information Commissioner’s Office:

- FOI: access to procedural & awareness guidance/ decision notices (FOI & EIR)
http://www.ico.gov.uk/what_we_cover/freedom_of_information.aspx
- EIRs: access to procedural and awareness guidance

http://www.ico.gov.uk/what_we_cover/environmental_information_regulation/
Department for Constitutional Affairs:
 
- FOI: access to awareness and procedural guidance

http://www.dca.gov.uk/foi/practitioner/index.htm   Note: parts of this site are designed primarily to serve the needs of central government bodies. However it includes material which will be helpful to local authorities

Department for Environment Food and Rural Affairs:

- EIRs: access to awareness and procedural guidance


http://www.defra.gov.uk/corporate/opengov/eir/index.htm
LGA and IDeA: (FOI and EIR resources for local government now hosted on the Constitution Unit website http://www.ucl.ac.uk/constitution-unit/foidp/ . See, in particular: ‘Delivering freedom of Information’ and ‘Accessing environmental information’

B. Sources relating to specific areas of good practice

Leadership and policy:
Department for Communities and Local Government: 
White Paper ‘Strong and prosperous communities’ http://www.communities.gov.uk/index.asp?id=1137789 
Systems and processes:
Information Commissioner’s Office: 
Procedural and awareness guidance for FOI and EIRs – see above

Department for Environment Food and Rural Affairs:

EIR information and guidance including 'How to tell if a request is EIR or FOI': www.defra.gov.uk/corporate/opengov/eir/pdf/boundaries.pdf
Records management:
The National Archives: 
Records management code (s.46), guides, action plans and tool kits: http://www.nationalarchives.gov.uk/recordsmanagement/code/default.htm
Information Commissioner’s Office: 
Awareness Guidance Number 8: Records Management FAQs http://www.ico.gov.uk/what_we_cover/freedom_of_information/guidance.aspx
International Standard: Records Management standard ISO 15489.1-2001. This is in two parts. Part 1: General: a high level framework for record-keeping systems and processes. Part 2: Guidelines: gives practical guidance on how to implement the framework outlined in Part 1. (Note: ISO standards are available only to subscribers; local authorities and some libraries may subscribe http://www.iso.org/iso/en/ISOOnline.frontpage.
Training, awareness and links to other bodies:
Department for Constitutional Affairs: 
Training guide (FOI and EIRs) http://www.dca.gov.uk/foi/practitioner/resources/stafftraining..htm 
Engagement with stakeholders and applicants:
Audit Commission: 
Community engagement self-assessment tool: http://www.userfocus.audit-commission.gov.uk/KycSectionIntro.aspx
Department of Communities and Local Government: 
White Paper, ‘Strong and prosperous communities’: http://www.communities.gov.uk/index.asp?id=1137789 
Publication of information:
Information Commissioner’s Office: 
Publication Scheme policy and Development and Maintenance Initiative (DMI): http://www.ico.gov.uk/what_we_cover/freedom_of_information/publication_schemes.aspx 
Department for Constitutional Affairs: 
‘Guidance on publication schemes’ and ‘Guidance on disclosure logs’: http://www.dca.gov.uk/foi/practitioner/resources/index.htm
Annex B: Abbreviations used

AC

Audit Commission

CIB

Common Infrastructure Board

CIOC

Chief Information Officer Council

CIPFA

Chartered Institute of Public Finance and Accountancy

CFOI

Campaign for Freedom of Information

CPA

Comprehensive Performance Assessment

CTOC

Chief Technical Officer Council

DCA

Department for Constitutional Affairs

DCLG

Department for Communities and Local Government

DEFRA
Department for the Environment, Food and Rural Affairs

DPA

Data Protection Act

E(D)RMS
Electronic (Document and) Record Management System
EIRs

Environmental Information Regulations 2004

FOI

Freedom of Information


FOIA/FOI Act 
Freedom of Information Act 2000

ICO

Information Commissioner’s Office

IDeA

Improvement and Development Agency for Local Government

JISC

Joint Information Systems Committee

LGA

Local Government Association

MLA

Museums, Libraries and Archives Council (formerly known as Resource)

NAS

National Archives of Scotland

PRO

Public Record Office (now the National Archives)

PSIRs

Re-use of Public Sector Information Regulations 2005 

RM

Records Management

RMAS 

Records Management Advisory Service

SOLACE
Society of Local Authority Chief Executives

STB

Service Transformation Board

TNA

The National Archives

� The studies referenced are: Freedom of information Act 2000: The first six months, The experience of local authorities in England, IDeA, September 2005, and Freedom of Information Act 2000: The first year, the experience of local authorities in England, The Constitution Unit, September 2006. Both available at � HYPERLINK "http://www.ucl.ac.uk/constitution-unit/foidp/" ��http://www.ucl.ac.uk/constitution-unit/foidp/�





� This will vary according the size of the authority and the numbers of requests. For authorities with relatively few requests a very simple system, for example, based upon Excel may be adequate, while for authorities with larger volumes a work flow system may be needed
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