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Freedom of Information Checklist
Your obligations under FOI
· Check whether your project falls under the regime outlined in the Freedom of Information Acts.  The Acts apply to public sector authorities details can be found in Schedule 1 to the Freedom of Information Act 2000: http://www.foi.gov.uk/yourRights/publicauthorities.htm#schedule1 

and for Scotland in Schedule 1 to the 2002 Act at  http://www.opsi.gov.uk/legislation/scotland/acts2002/asp_20020013_en_9#sch1.  
· Check whether your Institution has a Publication Scheme and whether the information you generate should be made available under the scheme.  For an example of a publication scheme at the University of Edinburgh see http://www.pubs.recordsmanagement.ed.ac.uk/.
· If the information you generate does not need to be made available under the Publication Scheme, does it nonetheless fall under FOI?  For an indication of what types of information should be made available see the FOI FAQs.  

· If the information should be made available, do you have a mechanism in place whereby requests for information can be made and responded to within the required time limit?  For information on the form in which requests must be submitted and time limits for response see the FOI FAQs.

· Make sure you have a procedure in place to take account of charges that you are entitled to make regarding the provision of information.
· Remember that if you provide information in response to an FOI request, it does not give the recipient the right to copy the information beyond the parameters set out in the Copyright Designs and Patents Act 1988.  This means that they cannot photocopy and distribute the information.  They can however make use of facts that may be contained in the information as these are not protected by copyright.  

Your rights under FOI

· If you want to use information generated by a public sector authority you should first check that the public sector authority is listed in one of the schedules to the FOI Acts.  For links see above.  The FOI Acts cover not only educational institutions but also ministers and parliament; non-ministerial bodies in the administration; the police; local government; National Health Service; as well as a miscellany of other public sector bodies.
· Check whether the information you are looking for is available through a Publication Scheme.  For an example see the link above to the University of Edinburgh Publication Scheme.

· Consider making an FOI request.  For the form of the request and the time in which you should receive a response see the FOI FAQs.  

· Note that a charge might be levied for the information.
· Remember that if you receive information in response to an FOI request that does not give you the right to copy the information beyond, the parameters set out in the Copyright Designs and Patents Act 1988.  So you could not photocopy and distribute the information.  You can however make use of facts that may be contained in the information as these are not protected by copyright.  
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