Review/update/reiterate FOI roles
and responsibilities across the council

Procedural

Ensure the responsibility for handling requests is understood by all
levels, the function s clearly delegated to key staff, and the
expectations about timeliness are clearly communicated

Purpose/Impact Priority
Compliance with FOIA/EIR is an and requires

from all areas of the council. Improvement will only be possible if the clear roles and
responsibilities in relation to compliance are established and maintained throughout the
organisation

Owner

Current Status (To Do/Pending)

Progress/Comments
This has been re-iterated to Exec Directors by the Chief Executive around the
requirements to respond to Fols. They have been tasked to ensure their service
areas are adequately resourced to respond to requests, with support from the

Central Disclosure Team

Reiterate senior support and
commitment to FOIA/EIR compliance

N

Organisational

Identify ways in which senior management can promote a culture of
adherence to FOI requirements, ensuring it is recognised as a core
function within all services, and especially in services who receive a
high proportion of requests

In order for the council to comply with reqy ime, especially in of
reduced resource across the organisation, the importance of FOl compliance alongside
other work needs to be embedded within the culture of the organisation. This can only
happen with strong support from senior leadership, which is cascaded down through
each service area. Reiterating such commitment would help strengthen a positive FOI
culture

Chief Executive has re-iterated their support of the Act and the requirement for
the Council to meet its compliance obligations. Executive Directors are
responsible for monitoring and reporting to Chief Executive on their service
areas performance.

Review available resource and
resource allocation for FOI
compliance across the council

Procedural

Explore whether it is possible to assign further staff to request
handling in the short term, to work through backlogs of requests,
where they exist

Workload/lack of resource in some services has been highlighted as the primary cause
for poor timeliness performance. Additional resource will better enable service areas to
clear backlogs of requests that h and therefore impr

rates for new requests

Service Areas

Service areas are required to monitor their volumes of request and how their | Ongoing (no target date as this is a constant process)
service area is performing in terms of compliance. Fluctuations in volumes can
be addressed in short term by re-allocation of resources, and then reviewed
alongside budget setting processes if a permanent increase in resource is

required. This is to ensure that the Service are always adequality resourced.

Increased visibility of Central
Disclosures Team and better
understanding of role in FOI
compliance

Organisational

There is inconsistency in how aware the wider organisation is of the
central team and what role they play in FOI compliance. As the main
support channel for the organisation, a lack of awareness of the
central team harms BCC's ability to respond to FOI requests
effectively

Increased visibility, i.e.. via DMTs, on the Source, etc, will keep FOI compliance near the
forefront of the organisation's thinking, and will better enable those tasked with case
handling to obtain training and support

The Disclosure Team have stepped up the level of engagement with
Directorates, and delivering training sessions. This positive engagement can be
measured by the increase in support requests and service areas proactively
asking for training. The Disclosure Team have received positive feedback from
across the Council in regards to the support that they have provided.

membership on iCasework

structure, update the structure to reflect the current status of BCC,
and update team membership lists

Review and update triage stage of 1 | Procedural Review triage process to identify where burden on the organisation | The council receives on average 5 requests for every day of the year. Where possible the | Medium | Disclosure Team The Disclosure Team are targeted to triage requests by the working day after
FOI process can be reduced at an early stage, and ensure that requests are being | triage stage should address requests at the point of receipt where possible, and ensure they are received. There is an escalation process within the team where the
directed to the correct service area in a timely manner that adequate processes are in place to get the request to the relevant service area in triaging officer are able to seek guidance on where the request needs tossit.
time. This will reduce the burden on the organisation and ensure that the service who
will issue the response have the maximum time possible to comply with the request
Update team structure and 2 Technical Review necessity of the 'team’ tier on the iCasework organisational | iCasework is the core tool for ensuring FOI compliance, however the organisational Medium  Disclosure Team & | iCasework has been reviewed to ensure the requests sit at the appropriate

structure is out-of-date, overly complex, and difficult to maintain as a result. This can
lead to cases being lost to teams where all members have left BCC, or unnecessary delay
whilst the correct team is identified. Updates and improvements will reduce a
substantial amount of time currently lost as a result of these issues.

Service Areas

Ongoing (no target date as this is a constant process)
level, however this will always be an ongoing processes to ensure it always
reflects the structure of the Council. The Disclosure Team need to be made
aware of any changes in the service area structure so that iCasework can be
appropriately updated

Update reporting resource to make
service-level performance and trends
clearer to senior management

w

Organisational

In order for meaningful action to be taken in relation to FOI
compliance, senior leadership need to be provided with meaningful
data in a timely way and which allows for immediate action.
Reporting lines already exist, however the data currently presented
could be improved to better show key problem areas and trends over
time

A better understanding of where issues exist and associated trends will allow senior Medium
leadership to take necessary steps earlier and more effectively, and will avoid the
gradual decline in compliance which the council has seen over the last two years

Disclosure Team

All Executive Assistants have been given access to, and shown how to use, the
iCasework reports. These are then to be shared with Directors and Executive
Directors to support performance in their area.

Review and update training and
support offer

Organisational

Review training and support offer to ensure staff are provided with
the necessary technical and legislative skills to comply with requests
correctly. This should include eLearning, in-person sessions,
reference materials, routes for raising queries, and refresher
training. Training material already exists, but there is more than can
be done to bring it under one roof, and make it more practically
useful for staff directly dealing with FOI requests

In order to respond to requests effectively, staff need to be aware of both the technical ' Medium
and legislative requirements of FOI compliance. A strong training and support offer will
enable them to carry out FOI compliance duties more confidently and efficiently, and
therefore speed up the response process

Disclosure Team

The Disclosure Team have been providing face to face training to service areas
to help improve their compliance. The training includes; overview of the
legislation, our requirements as an organisation, responding to a requests and
exemptions.

The Disclosure Team have also created e-learning that any staff can access to
give them a high level overview of the legislation and its requirements.
Service are able to access expert support from the Disclosure Team in regards
to specific cases they are working on.

Disclosures Team for poor
performing areas

0f IG has been to report on compliance, but there has been limited
intervention in areas which display consistently poor performance.
Thelack of ani q I presence to pi good
practice can let poor performance take root

Obtain training for make better use 1 | Technical There s little in the way of formal training available for the use of | Consulting with the software provider, and incurring the cost which would accompany Disclosure Team Guides have been added to the Councils intranet page to provide support in
of iCasework functionality and iCasework, which is the primary tool for managing FOI compliance. | that process, to obtain better training and training materials would improve efficiency using iCasework. The Disclosure Team also provide direct support on using
ensure most efficient use of the There are areas in relation to both case handling and reporting when using the system, and better enable the Disclosures Team provide technical iCasework to respond to a request where that is needed.
software and associated reporting functions which are currently highly manual or rely or support to thy i
functions The software provider can deliver detailed training, and this should
be explored
Review existing approach to 2 | Technical At present, each service area is responsible for carrying out its own | A factor in delays can include the time it takes for a staff member to obtain an Acrobat Disclosure Team The Disclosure Team offer support on how to use the current redaction Ongoing (no target date as this is a constant process)
redaction across the organisation redactions, and the tools necessary to securely redact data (i.e. Pro licence and be shown how to use the software, especially in teams which receive a software, and what should be redacted. The team are exploring new
Acrobat Pro) have to be sourced at a service level. This may not be | relatively small number of FOIs a year. A more efficient approach to redaction should technologies as they become available to see if there is any improvements that
the most efficient approach and should be reviewed reduce the instances of such delays can be made to redaction.
Establish a Teams channel or si Technical At present, there is no forum through which staff carrying out the | The time in which a staff member is waiting for a formal response to what may be a Disclosure Team & | Having individual ‘champions' within service areas has been proventobea  Dec-25
forum for FOI contacts to consult operation side of FOI compliance can consult with each other, leaving | straightforward question may be the difference between an on-time response and an Service Areas positive step. Directors will be asked to consider nominating officers to fil this
with other key FOI contacts across individuals working in silos. The only route to raise queries is with | overdue response. Opening up more channels for collaboration may reduce instances of role.
the organisation Information Governance, but a response may take days depending on | this happening This can then be further supported by a teams channel that includes the
existing workloads and priorities. A Teams channel for key FOI Disclosures Team.
contacts across the organisation would allow meaningful
consultation and collaboration between services
Address deficiencies in approach to Procedural At present, BCC's publication scheme is outdated and ittle workis | Increased proactive publication satisfies the aims of FOIA/EIR, and over time will reduce Disclosure Team There is some information published here: Dec-25
proactive publication done to proactively publish data via channels such as the Open Data | the number of requests received by the council and/or reduce the amount of officer time ps: bristol.g protection-and. .
platform, especially in cases where the council is asked for the same | spent responding to requests (either the requester will locate the information without i i ion-foi-published-i
data across multiple requests BCCinvolvement, or the service can simply direct the requester to where the The Disclosure Team are reviewing what other information can be pro-actively
information is already published) published.
Provide clarity on the handling of 5 | Procedural The current policy for case handling is that whoever holds the Animproved approach to multi-service requests will enable better timeliness in issuing a Disclosure Team This has previously been a significant issue for the Council. Where a request is
‘multi-service requests majority of the requested information is responsible for co- response, as time is not wasted trying to identify an owner or dealing with confusion overly complex or large numbers of service areas, this is held centrally by the
ordinating the response on behalf of BCC. This can lead to confusion | over what the various roles/responsibilities are Disclosure Team.
or disagreement over ownership, as the ID of who holds the majority
of information will not always be clear from the outset. It can also
cause confusion as the policy for where responsibility lies is not
always by the wider organisati
Provide targeted support by Central Procedural Each area is currently responsible for their own compliance. The role | Identifying areas with poor performance and then taking targeted steps to identify the Disclosure Team ‘The Disclosure Team look to pro-actively monitor compliance and identify

cause of issues and possible solutions will help improve overall performance

service areas that are underperforming, or where individual cases have stalled.
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