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Instructions for use

Letter 1 —'T don’t think a public authority has given due regard
to eliminating unlawful discrimination / advancing equality of
opportunity / fostering good relations* in something that it has
done, or has failed to do’

Read through the letter and at each section highlighted in ellow you need to either
insert some information e.g. you name and address or delete some options from a
list to leave the one you want to use. When you have done this remove the yellow
highlighting. To remove the yellow highlighting highlight the text using your cursor
and then dlick on the “Text highlight colour” button in your toolbar, this will remove
the yellow alternatively you can diick on the drop down arrow to the side of the
“Text highlight colour” button and select "no colour” .

When you have made all your insertions and deletions and removed the

Delete all the text in this box before printing your final letter
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Freedom of Information (FOI) requests:

Everyone has the right to request information held by public sector organisations under the Freedom of Information Act.

This is a useful process for DDPOs who want to obtain information about how funding and strategic decisions about the commissioning and provision of services for Deaf and disabled people are being made in their areas. This can be a useful campaigning tool, providing you with some of the following:

· Statistical data used for decision making

· Details of Equality Impact Assessments

· Information about reductions to Individual Budgets

· Numbers and types of complaints about adult social care

Example: A local authority has decided to reduce or change the way they deliver a particular service. Your organisation is not happy with the depth of the information you have received about the decision, and suspect that the Equality Impact Assessment (EqIA) did not fully address all the relevant issues. You can request the EqIA, under the FOI Act. Once you receive this information it can be used to help you with your plans for further action.

About FOI Requests

On the DirectGov website, you can find out:

· how freedom of information works;

· a list of public sector organisations you can make request to under FOI;

· how to make an information request; and

· what to do if your request is refused.

Follow the link: www.direct.gov.uk/en/Governmentcitizensandrights/Yourrightsandresponsibilities
Who to write to

The DirectGov website has a search mechanism to find out details of who to make your FOI request to in your borough. To search via Postcode or Local Authority, follow the link: www.local.direct.gov.uk/LDGRedirect/index.
Exceptions to FOI requests

The first exemption for responding to an FOI request is: “Information that is accessible by other means”; therefore, it is important to check that the information you want isn’t already available or scheduled for publication before making your request.

For a list of all of the exemptions, see the Wikipedia entry for the Freedom Of Information Act 2000. Follow the link: www.en.wikipedia.org/wiki/Freedom_of_Information_Act_2000#Exemptions 
Guidance on writing an FOI

Martin Turner provides good general guidance, including a template for writing you FOI request. Follow the link: www.martinturner.org.uk/practical-politics/how-to
Another model for writing an FOI request – taken from the Campaign for Freedom of Information Report: ‘A Short Guide to the Freedom of Information Act and Other New Access Rights’, 2005 - can be downloaded below.

Other useful links

For further information, you can look at:

· Information Commissioners Office – the UK’s independent authority to uphold public interest information rights. 

 HYPERLINK "http://www.ico.gov.uk" www.ico.gov.uk
· The resources section of Empowering the Voluntary Sector pages on the NAVCA web site has an article for download on the using the Act www.navca.org.uk/services/learningopps/evs/resources
Model FOI Request Letter 
(Taken from the Campaign for Freedom of Information Report: ‘A Short Guide to the Freedom of Information Act and Other New Access Rights’, 2005)
You can use this model letter to help you request information under the FOI Act or EIRs. You don’t have to use these precise words - adapt the letter to suit your own circumstances.

Your address

Freedom of Information Officer

Name and address of public authority

Date

Dear FOI Officer,

This is a request under the Freedom of Information Act / Environmental Information Regulations. (Delete whichever does not apply. If your request is for non-environmental information, mention just the FOI Act. If it is for environmental information, mention just the EIRs. If it involves both kinds of information, mention both laws.)

Could you please supply me with (describe the information you want as specifically as possible).

Please include copies of material which you hold in the form of paper and electronic records including emails (this is not strictly necessary as the authority should provide you with the information you have asked for regardless of the form in which it is held. But it may be useful to remind it to look through its electronic records and emails as well as any paper records.)

I would be grateful if you would supply this information in the form of (state your preferred format if you have one - eg by providing me with photocopies / by email / by allowing me to inspect the records etc. If you have no particular preference omit this paragraph)

If I can help to clarify this request please telephone me on (your phone number) or contact me by email at (your email address).

Yours sincerely (Your name)

Letter 1 –‘I don’t think a public authority has given due regard to eliminating unlawful discrimination / advancing equality of opportunity / fostering good relations in something that it has done, or has failed to do’ 

 [Your address] 

[Date]

[Public authority/ organisation address]

Dear Sir/Madam

Re: [insert here name of policy, practice, or initiative or funding decision where you feel due regard hasn’t been given]

I am concerned that insert name of authority or organisation has not given due regard to its Public Sector Equality Duty in relation to Insert details of policy, practice, or decision where you feel due regard hasn’t been given].

As you know, current equality legislation places upon public authorities an obligation to a) eliminate unlawful discrimination, b) advance equality of opportunity and c) foster good relations between people who share a protected characteristic. This means that you are required to consider equality in relation to every function of the authority, to ensure that equality considerations influence the decisions made and consider the need to:

· Remove or minimise disadvantages suffered by people due to their protected characteristics;

· Meet the needs of people with protected characteristics and;

· Encourage people with protected characteristics to participate in public life or other activities where participation is low.

Please can you tell me how you have had due regard to the need to (insert relevant part(s) of the Public Sector Equality Duty a) b) or c) as given above) in relation to (insert the particular characteristic e.g. older people, disabled people, women etc) in all the elements of your decision to [insert details of policy provision / decision].
In addition, please can you send me a copy of the equality analysis that you undertook before taking this decision / amending this policy / continuing with this practice [delete as appropriate]. If you have not conducted such an analysis, please say why not, and whether the arrangements are in place for conducting one, and when it will be carried out. 

Please forward this information to me within 20 working days. I will contact you again if I have not received more information from you in this time.

Please treat this as a request under the Freedom of Information Act.

Yours sincerely,

[your signature]

Your name printed

Your organisation/group name if writing on behalf of one 

Instructions for use

Read through the letter and at each section highlighted in yellow you need to either insert some information e.g. your name and address or delete some options from a list to leave the one you want to use. When you have done this remove the yellow highlighting. To remove the yellow highlighting, highlight the text using your cursor and then click on the “Text highlight colour” button in your toolbar, this will remove the yellow. Alternatively, you can click on the drop down arrow to the side of the “Text highlight colour” button and select “no colour”.
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This is what the “Text highlight colour” button looks like and 

this is the drop down arrow.
When you have made all your insertions and deletions and removed the yellow highlighting ‘Delete all the text in this box’ and the title Letter 1....that is in Green text then print and sign or e-mail your letter.

