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FREEDOM OF INFORMATION

INTERNAL CONTROL QUESTIONNAIRE

	Question
	Yes
	No
	N/A
	Comments

	Legislation
	
	
	
	

	· What legislation has been passed with respect to freedom of information?

· Does this state how information can be requested and by whom?

· Are guidelines available on how to formally request information?

· What happens if a request for information is rejected?

· What type of information can be released?

· Does the legislation state which organizations have the necessary information?

· Do any laws or regulation state what kind of information (such as reports and minutes) the organization can disclose?

· Is there a special scheme for this type of publication?

· Who approves this?


	 
	 
	 
	 

	Requests
	
	
	
	

	· How is a request made?

· Who is responsible for receiving requests?

· Is there a specific response time for receiving a request?

· In what form is a response received?

· Where an information request is denied, is a reason provided?

· How many requests for information can be made?
	
	
	
	

	Charges
	
	
	
	

	· Are charges made for providing the information?

· If a fee is charged are these detailed within a scheme of fees?

· What happens if the person who requested the information refused to pay the fee?
	
	
	
	

	Limits
	
	
	
	

	· Are there any restrictions on the use of information?
	
	
	
	


	Question
	Yes
	No
	N/A
	Comments

	Implementation
	
	
	
	

	Project Team
	
	
	
	

	· Has a Corporate Champion been appointed to deal with all aspects of freedom of information?

· Are they a member of senior management?

· Are clear terms of reference set out for their role?

· Where a project is being run to implement freedom of information into an organization, has a project team been appointed?

· How is this comprised?

· What are the skills, qualifications and experience of the members of the team?

· Does the project have an owner?

· Is a limit set to the size of the project team?

· Has an assessment been made of an organization’s readiness to implement freedom of information?

· What form did this assessment take?

· Have any issues arising from this assessment together with management responses been formulated into an action plan?

· Have key milestones been identified??

· Has a GANTT chart been produced?

· Has the action plan been promulgated to all staff?

· Has a business case been undertaken which illustrated the costs and benefits of implementing freedom of information in the organization?
	 
	 
	 
	 

	Training
	
	
	
	

	· How are staff made aware of the Freedom of Information Act?

· Has a strategy been formulated in the organization stating how staff should respond to requests for information and how their work is affected by the Act?

· What kind of awareness training is provided?

· Are staff reminded of the need for good records management?

· Has an assessment of training needs been undertaken and a training plan devised as a result?
	
	
	
	


	Question
	Yes
	No
	N/A
	Comments

	Management of Information
	
	
	
	

	· Does the legislation on freedom of information provide guidance on what type of records should be maintained?

· Has a records manager been appointed?

· Is a records management system in place in the organization?
	 
	 
	 
	 

	Communication
	
	
	
	

	· Has a communications strategy been adopted which raises awareness of legislation on freedom of information amongst customers and stakeholders?

· Have networks been developed?

· How?

· On what scale?

· What has this entailed?
	
	
	
	

	General Procedures
	
	
	
	

	· Are documents designed in a way to allow ease of release of information (e.g. are minutes divided into factual information and analysis of information)?

· Are document structures freedom of information friendly?

· Have staff received any training on this?

· Is there a specific Code of Practice, which sets out what organizations should be doing in order to discharge their responsibilities under the legislation?

· Is there a fee policy with respect to charging for information?

· Are procedures in place to monitor requests for information?

· How does the organization ensure that requests are dealt with within set limits?

· How does the organization ensure that exemptions are consistently applied?

· Is software in place to track and monitor requests for information?
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