Logging Fol / EIR Requests

Request received in Freedom Info

Move email to folder “New Requests

Print request

If request received by post, scan and email
electronic copy to Freedom Info

Or use hard copy received in post

Search for Customer on |IA Database

)

If not found, create new Customer

Log Request and Job on |IA Database

Write request number and deadline on
printed / hard copy request

NB — there may need to be multiple jobs
added to the request — one for each Service.
Whole Council requests need just one job —
Service to be ‘Council-wide’

Acknowledge receipt to applicant using
template wording; send from Freedom Info

G:\Information Access Request Mgt\Fol & EIR
Request Records\Fol & EIR Templates

Create Fol / EIR form on G drive and save in
numbered folder in G:\Information Access
Request Mgt\Fol & EIR Request Records:
fill in box at top of first page, details of
request and risk assessment

Templates are in G:\Information Access
Request Mgt\Fol & EIR Request Records\Fol
& EIR Templates

Print form

Send form to co-ordinator(s) using
template wording (Fol-EIR Pass To Service) -
send from Freedom Info mailbox:

Add deadline date and add detail in place
of or remove wording in [square brackets]

G:\Information Access Request Mgt\Fol &
EIR Request Records\Fol & EIR Templates

Ensure subject line of email contains details
below* and **

Put printed request email and form in a
plastic wallet and file in lever arch “Current
Fol Requests” (newest number at front)

Cc emails re media requests to REDACTED
(CYP only) REDACTED (rest)

File emails in relevant folders in Freedom
Info mailbox

‘Acknowledge’ into Acknowledgements
‘Pass to Service’ into Regs fwded to contact
Request from applicant into Open Requests

* Please note that when sending the form to Place Directorate (REDACTED) you need the subject
line to read as follows: DMT - Ref — Surname — brief description — due date
** Please can all other emails in the mailbox have the subject line in the format: FOI Ref -

Surname — brief description

Fol-EIR Process Receipt To Send to Co-ord.docx
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