Freedom of Information
Get it right first time

Is it a valid request? Remember

/ on FOI request form your duty to

J from Isle of Man resident advise and
(individual or organisation) assist

J include a name and address
< adequate description of
information

Is it for the requester’'s own
personal data?

If the request covers the requester’s

own personal data, that information I

must be considered under the Data /

Protection Act. Is the request clear?
If you need clarification before
you can respond to a request, ask
for it. The clock will stop while you

If you refuse a await clarification and the requester

request based on has 28 days to respond.

practical refusal

\ 4

reasons, you still
must provide advice
and assistance.

Will answering the request be
burdensome on your authority?
You do not have to:- Seek clarification

e create or derive information straight away. Set out
whet you need to be

e undertake research into, or analysis
. . able to respond. It
of, information may help to give
e undertake substantial compilation examples of the
e or collation of information

information you hold.
Have you searched
thoroughly?
Have you searched everywhere
relevant: e.g. computer sys-
tems, emails, social media mes-
sages, text messages, paper »
files or handwritten notes? Keep
a record of your search.

Why can’t information be

disclosed? Apply any exemptions
The best starting point for any carefully
request is asking “How can this Does your reasoning relate
» information be disclosed?”not __  directly to the information?
“How can it be withheld?” It's Disclose information not
always easier to disclose covered by the exemption.
than withhold. 6

@ If information is
withheld, explain the
'\._Q‘ reason clearly, using

. plain English. Better
Respond on time

understanding results

Failing to do this will in fewer reviews and
Tell the requester about undermine confidence in ¥ appeals.
their appeal rights = your authority, harm its

Tell the requester about their reputation and lead to

rights to review and appeal. reviews and appeals.
Need more advice?
T: 01624 687066 Freedom of
foi@gov.im o[iformation

https://www.gov.im/foi Seyrsnys Fysseree
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