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You can find guidance on how to use this right on the UK Information
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. computer files, including e-mails
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. microfiche

To find out which organisations are Scottish public authorities, see
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You can find out more in the section

Genetically-modified crop trials
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Management of fish farms

organisations than the FOI Act, and there are some practical differences in

These differences are explained in the section i I (0




ﬁﬂ 0 OO MO0mMOOnO0MmO0MOO00NMOnNmOm o0maoo

JO0MOODIDOMn MU @Mooon Mo M 0Omommo

O
UooInom 00 MmO o Om 0mmo

U0 000 00O 0Omd - oo

U0 000UMoOomo CommomomomofoIDoooibi MMmooomimobm omoogd
JIDMmimoimoOdoomoimarnmoooodm

U0 000 0O DOOD OO M 0Mmonimomom 0 0 Mmoo oo oD MmO 00 00 0o
000D OO mDOmmoo

1 Universities and colleges
00 00mom 00O 0 MO0 DO 00O IDI00 0 000000 00

U0 U Moo Mmoo oMo mo o 0MmomoomUomo oommh 00 Mo 0o moo
UIMoOImomoImo oMo DD MO0 ODOMO 000D 000OD0O000mo M O00mmog
UUmmumomm 00O m  bmo

U0 000 D0DIMmoIhOIhmom 00y 000 MOMmOfMmOD MM Oommomo Hamooog
UMD OmOOOmoiD 000 MOoommoUm Mo oo D OO MOOnoo 00000 MO
R T Y N A

U0 U Mo oomodmo momo 0o M 00O M Om g mo M 0 M O Am O Moo U Qim0 i
UHIDMImodO0mIm-iMmoiImOnood 0hMOimoomoModomIm O 00m 0oan
pooomoo

000D OO MNOM 00 MMOMO MMOmO000000Mm 0 - [ OO0 Omomo0 O
O0mOOINOMMmmO 000 M OD0 D000 000m000000DOMN 00 000D (I 00 000 m oo
(0 OO I O e On Do oo ooommrwww.itspublicknowledge.
info/YourRights/Whocanlask.aspx 1100001000 e Com

I DODOM 00 O MOMODMD 0000 000000 D OOD D0 MDD 0D 0000 MO0 MmO mol
MO00mo0

0 00ONO0000MO0NMO000N00MMOMMO0mMO000MOmmooo
0 M OOInmO0moomO 0O 00 0000 00 WD O OOINIn D 0OMmOm 00 M0 o Amnom
1 o




[ OIIIDOT I D00 D00 O OO0 00 00 MO0 0 000 Q0O OO0 I
may also be added if they are involved in significant projects of a public nature,
for example through a private finance initiative or a public-private partnership
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to information held by United Kingdom public authorities under UK FOI laws.
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responsible for matters dealt with by the UK Parliament, such as:

UK foreign policy

UK defence and national security

This guide does not cover your rights to information held by UK public

[0 01 (IO LI I DO OMIDIDOODI I DODOMOD I MO
provided by the FOI Act. For advice on getting information from UK public
authorities, contact the United Kingdom Information Commissioner.

Don’t be put off asking for information just because you're not sure whether
you're dealing with a Scottish or a UK public authority. You still have a right

whether it is a Scottish or a UK public authority; all you have to do is ask.
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include contact details of staff who can help you access information from the
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these staff for help.
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Requesting information from a Scottish public authority is simple; all you have to
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e-malil, fax, audio or video tape.

briefly as you can. If you do it is more likely the authority will respond quickly

MO [T (0 O 0 O T T e I

Use these details if you have them. You can see a list of addresses at:
www.itspublicknowledge.info/YourRights/Whocanlask.aspx

authority, from a receptionist to a senior official.
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hold that are of interest to you, for example, internal correspondence, staff

Focus on the information you really want to see. If your request is too wide-
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request to a particular subject or decision.
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ask you for clarification.
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Staff may explain what kinds of information the authority holds, and in what
format. If they don’t have the information you want, staff may be able to tell you

You may also find it helpful to look at the public authority’s Guide to Information,
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such as local development projects or commercial activities. If a company
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staff may offer to take a note of your request over the telephone and then
send the note for you to confirm, with a stamped addressed return envelope.

recording of your request. Staff may also offer to help you by recording

0 D0MMNO0000MM 000D OOTNOMONm 0m

MO MO O MO M 00 OO MDD DO M
B S S — _ :

an electronic file or a summary of the information. You can also ask to see
the information at the authority’s office and then ask for copies.

00MOO00@MO00MMO000D0INOOMMO0MNMNMM O00moo
MO0 0L 0000 (0 COOT O 00 I DO T

N 0000 00000000000 00 O00mO0000 M MO0 0mMO00MOn000moo0

il I T 18 A [T IO [T

0 MMIMOM OO I D [T [ CITT NIl

00000 000MOmMO0000 0000000000

15



20| 0 OOOD000000MONMINON O00MO00000m

1t o 0 o o o o g
OO0 (OO OO0 0 O [0 O 0D I 0 0OmO0 0 0Om0000m MDD 000
days. If you send your request by post you should allow time for posting. Use
MOITOO0 00 O0MOM0 I D 00D O OOMIOIN I T D000 00 0 MOm 000 00 Dm0
COL i e oo oo oo owwwe.itspublicknowledge.info/
calculator/calculator.php

0 D0ONMOMIMOMmMO00n0000m
0 M0 0mmom 000ano i DMio0 i MooC00mo0mo0m O Om O 0D Mo MmO

00 D@DOODM M JODOmMoO0mMmOC00IDIMDm 0odpoo0bmhomImoomog

I 000 1 A
UHmIrmoooonioomog

I R A A
U IO OImOommm i oaroommodomod

U0 Mmoo 0o 0o MO oMoy odianoimooouim omo O

I R 1 0 N
U DM OO im0 o000 O I jam oo 000moo

0 000 OO0 000000000000 mooon
D OODOmMO00MmMO0 DM O 000MO0MO DI O0D0 000MDOMDDMMOMmO0 00
] 1 1 o v o o

Uo0mDOommomOODamnib It 00dDIDMOOMO 0 D0 000 00D [0 moo
Umod bmooooo

U0 00N 0OnOmMO0mM O MhOOI MO0 OO OImO D 00 00OnID O MO 00w o
I OO OD oMo mim Mo ooMm 0o 0moo

U0 J00mUmomm 0 0omoomooomm 0w m i OO O OO MO O 0 oomo OO0
MO OOmOMO0mOoOnINMTO 00D ODIDO 00 00 OO0 OMmo00moIo0 o000
JOIDNOMOOmO I 0 DOMOOD O Mo 0MODC0OdnCo oD oo oD OO0
I O T
UMM MO0 M OO OO O O




0o

0o

0o

oo

You have not provided enough detail for the authority to identify and find
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you'll find that most authorities do not charge for responding to a request.

(the first £100 worth is always free). So the maximum an authority could charge
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Does the Commissioner have the final say?

final say.

reach a different decision or tell the Commissioner to reconsider the appeal.

a “ministerial certificate” which has the effect of overturning a decision notice
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should contact the Commissioner’s office to complain. If you remain unhappy
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Commissioner, but only on a point of law, not just because you disagree with

adopted the wrong definition of a legal term or concept, or misinterpreted the
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If you are thinking about an appeal or a judicial review, you should get
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about the service first. If you remain unhappy after having made a complaint
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Get in touch, we are happy
to help. See page 37 for
contact details
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things that affect the environment, such as emissions, radiation, noise,
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Examples of environmental information are:

water and air-quality test reports
genetically modified crops

air-conditioning systems in public buildings.
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companies or public-private partnerships providing services such as social
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and to keep a copy, just in case things go wrong. If you made a verbal request,
it is also a good idea to ask for a receipt and to follow-up with a written request
to confirm what you asked for.

same as for other types of information. Staff in the organisation receiving
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Your request is so general the information cannot be identified and the
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be charged, the organisation must set out clearly (for instance, in a leaflet or on
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relates to the course of justice, the ability of someone to receive a fair trial,
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is commercially valuable or confidential

bird-of-prey nesting site, or where giving the information may lead to harm
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[t must explain the reasons for this decision. You should not be put off applying
just because you think an exception may apply. Even if the information is
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contactSCOTLAND-BSL
www.itspublicknowledge.info

wWw.itspuincknowIedge.info/YourRights

D OO O - ~www.itspublicknowledge.info/YourRights/
Whocanlask.aspx
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the rest of the UK, and data protection (relating to information about you)
contact the UK Information Commissioner’s office in Scotland at:
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Office Office Scotland
Wycliffe House 1) DI D (I
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www.ico.org.uk
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WWW.Spso.org.uk

Before complaining to the Ombudsman, you should first go through the formal
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Textphone I
www.equalityadvisoryservice.com

Updated in 2015. We acknowledge the contribution of Derek Manson-Smith
and Sarah O’Neill in compiling the first edition.
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