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FOISA request received at email 
box 

fife.foirequestfife@nhs.scot 

 

As per Appendix 1 – consideration 
is given by FOISA Admin regarding 

whether to submit for financial 
and/or Executive overview. 

 

FOISA Admin provides help and 
guidance regarding any exemptions 

that can be applied (as per S4, 
FOISA Policy) 

 

If no clarification required, 
information to be collated, within 
timescale, and returned to FOISA 
admin after sign off by relevant 

Director or Head of Service. 

 

Response sent to Requestor 
and request closed on Axlr8 

system. 
 

Service collates Information and 
returns to FOISA admin, after sign 
off by relevant Director or Head of 

Service. 

 

Response drafted by FOISA 
admin and relevant exemptions 

applied. 

 

Clarification is received.  
FOISA System is updated and the 

Request is allocated back out to the 
relevant Service(s).  

New timescale is applied. 
 

FOISA Admin seeks clarity from 
Requestor. 

 
FOISA Request is placed on hold 
until clarification is received from 

requestor. 

 

If clarification is required, the 
allocated Service should contact 

fife.foirequestfife@nhs.scot as soon 
possible. 

 

FOISA request added to FOI system 
and allocated to appropriate 

service(s) (Appendix 1) 
 

(20 working days to reply to a 
request) 

 

FOISA Admin provides help and 
guidance regarding any exemptions 

that can be applied (as per S4, 
FOISA Policy) 

 

Response drafted by FOISA admin 
and relevant exemptions applied. 

 

As per Appendix 1 – consideration is 
given by FOISA Admin regarding 
whether to submit for financial 

and/or Executive overview. 

 

Response sent to Requestor 
and request closed on Axlr8 

system. 
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