
Preparing for FOI Jean Duncan



• Established in 1998 to 
manage and develop sport 
and leisure services on 
behalf of the City of 
Edinburgh Council

• Company limited by 
guarantee

• Not for Profit

• 1000+ Staff

• Turnover of £30 million

• 4 million customer visits a 
year



OUR JOURNEY



Edinburgh Leisure was 
designated as a Scottish Public 

Authority by an order made 
under section 5 of the Act, 
known as the Freedom of 
Information (Scotland) Act 

2002 (Designation of Persons 
as Scottish Public Authorities) 

Order 2013.

Implementation: 1st April 2014



GETTING READY



FIRST STEPS
Lots of Research & Lots of Learning





Research & Resources

• Scottish Information 
Commissioner Website

• Briefings & Guidance 

• City of Edinburgh Council

• Google!

• Websites

• Jisc

• Template Letters



Working Group Created & Action Plan

Processes written, logging & tracking

Staff Training – designed & delivered

Template Response Letters

Publication Scheme Created

Guide to Information – Website Disclosure Log



Working Group

Key Workstreams

Marketing

Procedures

Records 
Management

Training

Communications

EIRS

ICT



Action Plan



Mapping & Creating Processes



REQUEST RECEIVED (days 1-2)

Pass to ICS

ICS Log details

Validate request - ID legislation

Send acknowledgement

CLARIFY REQUEST (days 1-2)

Contact requester

If necessary

ASSESS REQUEST (days 3-5)

Do we hold the information 
requested?

Is the information already 
accessible?

INFORM /CONSULT

(days 3-5)

Request to colleagues / managers 
to collate info

LOCATE INFORMATION 

(days 3-5)

Managers obtain all recorded 
information from sources

ICS Prepare schedule

CONSIDER RESPONSE (days 6-10)

Review content of documents and 
apply exemptions

ICS draft response using standard 
template(s)

CLEARING RESPONSE 

(days 11-15)

Seek advice and clearance as 
necessary

Consult PR /SLT

ISSUE RESPONSE (days 16-20)

Prepare information for release

Consider disclosing information on 
FOI Disclosure Log

Update record and save response

Start

Finish

Process



Tracking & Logging
• I found a tracking spreadsheet 

through Jisc during my research 

• This had formulas added for 
calculating dates

•

• It also pulls through info for the 
Statistics portal

• https://www.jisc.ac.uk/ 





AWARE ACT DECIDE

Staff 
Training 
Designing 
& 
Creating



MODEL 
PUBLICATION 
SCHEME & GUIDE 
TO INFORMATION





Our Guide to Information – On the Website

https://www.edinburghleisure.co.uk/freedom-of-information/guide-to-information



Our Guide to Information – On the Website



Website - Class 1



Disclosure Log – On the Website



Impact



TYPES OF 
REQUESTS



Edinburgh Leisure – The 
Story So Far

•130 requests

•About everything

•By everyone

FOI EIR DPA Internal 
Reviews

Appeals

91 21 18 8 1



Operational Costs
Request for 

Personal Data
Average annual 
spend per pupil

Stress related 
absences

Meadowbank
Proposed closure of 

Portobello Golf 
Course

EL Pay Grades

User numbers, 
changing rooms

Staff members & 
Numbers

Music Licences Access Control
Use of Publicly  

funded golf courses
Relocation of clubs 

from MSC
Profit / Loss

Water Fountains Tennis Courts
Wardie playing 

fields

Itemised breakdown 
of annual 

expenditure

Get Moving 
programme

Development funds 
at JKC

Overall income at 
Meggetland

Fundraising 
activities

Annual Balance 
sheet for last 5 tears

Air Quality at CTLC
Number of 
Lifeguards

Policy on goggles 
and swim masks

Direct Debit system
Governance 

arrangements

Waste Management 
Contract

Health & Fitness 
members

Accident Hire of MSC
Performance 
Related Pay

Pricing at Balgreen
Swimming 

memberships

Attendance at 
Bodyfit classes

Walkway 
inspections report

Full names of EL 
staff

Football pitches Lets at Saughton
CCTV cameras 
within facilities

Dance class 
averages



WITHHOLDING 
INFORMATION

EXEMPTIONS & 
EXCEPTIONS



Providing Information

• Starting point must be access 
should be provided unless there 
is a reason not to give it which 
outweighs the public interest in 
access. 



FOI 
Withholding 
Information

We can only refuse a FOI 
request if:



Case Studies – Using Exemptions 

1 •Commercial Information

2 •Potential Claims

3 •Personal Information

4 •Excessive Cost



Case Study 1 – Commercial 
Information

Request for information held by 
Edinburgh Leisure in regards to 
detailed Income and Expenditure at 
Silverknowes Golf Course for last 5 
years.
April 2016



Case Study 2 – Potential Claims

Request for information 
regarding an accident at 
Meggetland in November 2015.
February 2017

Request for information regarding an accident at Meggetland on 15/11/2015. 



Case Study 3 – Request for 
personal data / RTBF
Please can you let me know what data you 
have kept about me, and once disclosed I 
request that you delete any data you have 
about me. I DO NOT consent to you using 
my data for marketing, monitoring or any 
other means
June 2018

In accordance with GDPR I would like you to send me a copy of all data you have which is related to me and my membership with you. I would also like to take this opportunity to inform you that I do not consent to my data being used for marketing or profiling. 



Case Study 4 – Excessive Cost 

22 questions within one request 
including all correspondence 
between EL & X and all 
correspondence between person Z 
relating to X & Y.
June 2018



Request for information regarding an accident at Meggetland on 15/11/2015. 

Staff name

Number of hours 
anticipated to 

collate
Number of hours 

actual Hourly rate
Anticipated costs 

incurred Actual costs to collate
Schools 1 14 5 £15.00 £210.00 £75.00
Schools 2 5 5 £15.00 £75.00 £75.00
Schools Bookings x 4 7 3 £15.00 £105.00 £45.00
Operations 1 4 4 £15.00 £60.00 £60.00
Sports Pitch 1 4 4 £15.00 £60.00 £60.00
Pitch Bookings x 3 4 4 £15.00 £60.00 £60.00
Pitch moible team 2 £15.00 £0.00 £30.00
Sports Pitch 2 0 £15.00 £0.00 £0.00
Saughton staff 2 £15.00 £0.00 £30.00
Meggetland staff 2 £15.00 £0.00 £30.00
CEO 1 1 £15.00 £15.00 £15.00
Director 1 6 6 £15.00 £90.00 £90.00
Director 2 2 2 £15.00 £30.00 £30.00
Finance team 0 £15.00 £0.00 £0.00
Information Compliance 60 42 £15.00 £900.00 £630.00
Support 1 0 0 £15.00 £0.00 £0.00
Support 2 0 £15.00 £0.00 £0.00

0 £15.00 £0.00 £0.00
TOTAL 107 82 £270.00 £1,605.00 £1,230.00



Contact Me

Jean Duncan

Edinburgh leisure

Email: jeanduncan@edinburghleisure.co.uk

Website: 
https://www.edinburghleisure.co.uk/home

mailto:jeanduncan@edinburghleisure.co.uk



