
 

 

 
 

Freedom of Information (FOI) Extension 

Training Workshop 

 

Monday 20 May 2019  

Hilton Edinburgh Carlton 

 
 

 

Programme       #sfhafoi    

 

9.00am Registration and refreshments 
 
9.50am  Welcome 
Alan Stokes, SFHA 
 
10.00am  Getting Ready for FOI 
Daren Fitzhenry, Scottish Information Commissioner 
• Welcome 
• Introduction to FOI and EIRs 
• High level principles 
• Order terms 
• Benefits and risks of FOI 
• Intro to 3 duties 
 
10.25am  The duty to advise and assist  
Paul Mutch, Policy & Information Officer 
• Intro to the duty to advise and assist 
• Meeting the duty 
• Practical hints and tips 
 
10.40am  The duty to publish 
Paul Mutch, Policy and Information Officer 
• Intro to the duty to publish 
• benefits of proactive publication 
• examples of good practice 
• preparing a guide to information 
• Best practice and next steps 
 
11.05am  Questions & discussion 
 
11.15am  Refreshments and Networking 
 
  



 

 

 
 

11.30am  The duty to respond (part 1) 
Julie Frew, Enforcement Officer 
• Intro to the duty to respond 
• FOI vs EIRs 
• Valid requests 
• Clarification 
• Timescales 
• Advising and assisting 
• Fees and charging 
 
 
11.55am  Workshop exercise 1  
Paul Mutch & Julie Frew 
 
A practical exercise focussed around the duty to respond including examples of requests which might be 
received 
 
12.20pm  Questions & discussion 
 
12.30am  Lunch and Networking 
 
1.15pm  The duty to respond (part 2) 
 
1.40pm  Workshop exercise 2 
Paul Mutch, Policy & Information Officer 
 
2.05pm  Preparing for FOI 
Jean Duncan, Customer Development Manager, Edinburgh Leisure 
 
Experience of preparatory work, advice on approach, tools and resources. 
 
2.35pm  Questions & discussion 
 
2.50pm  Refreshments and Networking 
 
3.05pm  Responding to requests – the local authority experience  
Douglas Stephen, Procedures & Records Manager, City of Edinburgh Council  
 
Overview of local requests received in relation to social housing function. 
 
3.25pm  Questions & discussion 
 
  



 

 

 
 

3.35pm  Next steps  
Daren Fitzhenry, Scottish Information Commissioner 
 
Closing session with advice for RSLs on next steps for preparation e.g. to include:   
• Characteristics of effective authorities 
• Information on future events 
• Resources 
• Next steps 
 
3.50pm Final questions 
 
4.00pm Close 
 
 
IMPORTANT NOTICE  
This programme is correct at the time of going to press. We reserve the right to make alterations or substitutions 
if necessary. All timings may be subject to change. Views expressed by speakers at the event or in documents or 
notes provided are their own and may not necessarily be the views of SFHA.  
 
NOTICE OF PHOTOGRAPHY 
Throughout the conference there may be photography and the photos will be used for SFHA promotion and 
publicity and on social media. By your attendance at the conference, you acknowledge that you have been 
informed that you may be photographed or asked for comment as part of the release in promotional material. If 
you do not wish to be photographed as part of this event, you should inform SFHA staff immediately. Thank you 
for your cooperation.  
 
NOTICE OF FLIMING 
Please note that you will be filmed and pictures of you may be transmitted live on the SFHA website and as 
mobile content at any time in the future. By entering the venue, you hereby consent and acknowledge to all such 
filming and to unrestricted transmissions of any resulting content  
 
LIVE STREAMING OF EVENT 
Please note we will be filming the FOI event speakers on stage/front of room on the day and live streaming it on 
our website exclusively for members. Please be aware you may be filmed in the background and refer to our 
notice of filming in the T&C’s. 
 
If you do not wish to be filmed, please make it known to the SFHA staff asap. Thank you for your co-operation. 
 
GDPR AND YOUR PRIVACY  
Due to GDPR coming into effect, SFHA has updated our privacy policy to ensure it meets these new standards. 

You can view it at www.sfha.co.uk/privacy-policy. 

 

 
 
 


