PROCESS MAP 1 FOR RECEIVING REQUESTS FOR INFORMATION





PROCESS MAP 2 FOR HANDLING FOI ENQUIRIES


* If in doubt, contact your directorate DP/FOI Co-ordinator

Request for information received





Is information available via Publication Scheme?





Yes





Does applicant have access to website?





Yes





Refer to website





Provide advice & assistance





No





No





If written, emailed or faxed





Yes





Has applicant given name & address?





No





Is it simple enough to deal with?





Yes





No





If by telephone





Provide Information





If too complex, ask enquirer to write or email





No





Not a valid request, obtain further details





Is the information requested held by KCC?





No





Transfer enquiry to relevant body and inform enquirer





Yes





Is request referring to personal information


about enquirer?





No





Is it about an environmental issue?





Yes





Treat as a subject access request under the Data Protection Act 1998





Yes





No





Treat as a request under Environmental Information Regulations





Treat as a request under the Freedom of Information Act 2000





See Process Map 2 on Handling FOI Enquiries





Has the information requested already been made public?





Yes





No





Are you happy to release information?





Yes





Would a charge be appropriate?





No





Can you meet the 20 day deadline?





Provide Information





Yes





No





Does one or more exemption apply?





Or explain where information can be found





Include in Publication Scheme?





Yes





Calculate charges,


proceed





Yes





No





Inform enquirer of delay, then…





Provide Information





No





Too costly and will  have huge impact on resources, inform enquirer





Inform enquirer await payment, then…





Provide Information





Paid





Unpaid





Request lapses after 3 months





Refuse to Provide Information





Yes





No





Discuss with directorate decision makers *





We cannot withhold information





Provide Information





Is the exemption absolute?





Yes





No





Does public interest outweigh exemption?





No





Inform enquirer which exemptions applies and why and of right of appeal





Refuse to Provide Information





Yes





Provide Information





Refuse to Provide Information





Inform enquirer which exemption applies and why and of right of appeal








