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FREEDOM OF INFORMATION







About the Act and Jobs & Business Glasgow Responsibilities

What is the Freedom of Information Act? 

The Freedom of Information (Scotland) Act (FOI) came into effect from 1 January 2005, and aims to increase openness and accountability by ensuring people can access information held by Scottish public authorities - including, Jobs & Business Glasgow.
People have the right to access all types of recorded information and, apart from certain specific exemptions, authorities and their staff must comply with these requests.
 

Are there any exceptions to providing information?
Yes, there are some.  If, for example:  giving the information would cause a breach of confidence to a third party, or if the information was commercially sensitive.  Jobs & Business Glasgow can give advice on exemptions, which are detailed in the Act.

 

How much does it cost?
Scottish Executive regulations govern the scale of fees which can be applied for providing information.  Jobs & Business Glasgow has discretion in applying fees.  You will be advised of any costs applicable and will be required to pay costs before the information is provided.

  

You can make an FOI request in the following ways:
· E-mail Freedom of Information enquiries/requests to: FOI@jbg.org.uk  

· Complete the on-line request form. 

· Download the Request Form and return to the address below 

· Post  your own request to:   

Jobs & Business Glasgow 
Customer Care Team (FOI)
231 George St  

Glasgow, G1 1RX
Finding Information in Other Ways 
The Act places an obligation on all Scottish public authorities to adopt and maintain a ‘Publication scheme’ , so, before using this form to request information please view Jobs & Business Glasgow publication scheme by visiting our website, www.jbg.org.uk  

Doing this could save you time because, if the information you require has already been made available to the public in this way, Jobs & Business Glasgow would normally refer you back to that source. 

 

What happens if information is not provided?
If you are dissatisfied with the way your request is dealt with, you can ask for a formal review by the CEO of Jobs & Business Glasgow and, thereafter, appeal to the Scottish Information Commissioner.  The Commissioner is a fully independent public official, with a range of powers under the Act to ensure compliance, and can be contacted at:  
· Scottish Information Commissioner

Kinburn Castle
Doubledykes Road

St Andrews

Fife, KY16 9DS

· Phone: 01334 464610

· Website: www.ico.gov.uk
For further information on Jobs & Business Glasgow Freedom of Information visit our website on www.jbg.org.uk
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Request for information from Jobs & Business Glasgow
	YOUR DETAILS (Please Print)

	Title
	
	Forename
	
	Surname
	

	Address
	

	
	
	Post Code
	

	Phone No
	
	Mob No
	

	Email
	


	What Information are you requesting? 

(Please provide as much detail as possible, as this will assist us in responding to your request)

	


	What is the purpose of Your Request? 

(you do not have to provide this information but, by understanding the background, we may be able to more fully respond to your request)

	


	Please tick which of these groups you represent: (please tick)

(you do not have to provide this information but, it will be helpful to us for monitoring purposes)

	Private Individual
	
	Academic
	
	Business
	
	Media
	

	Charity, Lobby or Campaign Group
	
	MSP, MEP, MP or Peers
	

	Other Group Type (please detail)
	


	Other Information:

This section is optional; however by completing this information it will allow us to make sure that we treat everyone fairly and equally.  This information is confidential.

	Male
	
	Female
	
	Do you consider yourself to be disabled?
	Yes
	
	No
	

	What is your Ethnic Origin?

	White Scottish
	
	White English
	
	White Irish
	

	White Welsh
	
	White Other
	
	Black Caribbean
	

	Black African
	
	Black Other
	
	Asian Chinese
	

	Asian Indian
	
	Asian Pakistan
	
	Asian Bangladesh
	

	Asian Other
	
	Gypsy/Traveller
	
	Mixed Background
	

	Other Ethnic Background
	
	
	
	
	


The information which you provide (on this form) will be administered by Jobs & Business Glasgow in order to process your application under the Freedom of Information (Scotland) Act 2002 and respond to you as required by the Act.  This may include staff contacting you in order to clarify your request or to assist you in making a request under the Act.  The information concerning ethnic background is requested in order to comply with Jobs & Business Glasgow’s statutory obligations to secure equality of opportunity and will only be used for statistical purposes.  Jobs & Business Glasgow will not disclose the personal information which you provide to any outside person or organisation except where required to do so by law or with your own consent.
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