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Freedom of Information (Scotland) Request Form
Request for access to recorded information

Before you complete this form
You have the right to request recorded information held by Scottish public authorities under the Freedom of Information (Scotland) Act 2002 (FOISA).
This right applies to any recorded information, regardless of format (e.g. emails, reports, minutes, contracts). 
You do not need to explain why you want the information, and you do not need to reference FOISA in your request.
For step-by-step guidance and your rights, see:
· Your rights and how to request information
· Scottish Information Commissioner – guidance

What you need to do
To make a valid request, you must:
· Provide your full name
· Provide a correspondence address (email or postal)
· Clearly describe the information you want
Your request must be recorded in a permanent form (e.g. email, letter, or this form). 
Be as clear and specific as possible to help the organisation locate the information.

What happens next
· A response should normally be issued within 20 working days
· You may be contacted if clarification is needed
· If the information is already publicly available, you may be directed to where it is published
· Some information may be withheld if exemptions apply
If your request relates to environmental information, it will be handled under the Environmental Information (Scotland) Regulations (EIRs), which follow a similar process and you can use the same submission form. 

Section 1 – Your details
Full name:

Address (optional if providing email):


Email address:

Telephone number (optional):


Section 2 – Your request
Provide a clear and specific description of the information you want.
Details of the information requested:




Date range (if known):
From: ____________________ To: ____________________
Relevant department, service, or subject area (if known):

Additional details to help locate the information:
(e.g. project name, meeting, staff member, topic)



Section 3 – Preferred format of response
Select how you would like to receive the information:
☐ Email
☐ Post
☐ Collection (if available)
☐ Other: ___________________________________________
Accessibility requirements (if any):
(e.g. large print, alternative format)


Section 4 – Declaration
I confirm that this request is made in accordance with my right to access information under FOISA.
Name:

Signature (if submitting in writing):

Date:


Submitting your request
Return this form and copies of any required identification to:
Email: administrator@stmaryskenmure.org.uk 
Address: 
Information Requests
St Mary’s Road,  
Bishopbriggs,  
Glasgow,  
G64 2EH.  

If you are unhappy with the response
If you are not satisfied with the response:
1. Request a review from the organisation (usually within 40 working days of the response)
2. If you remain dissatisfied, you can appeal to the Scottish Information Commissioner
Further guidance:
· Appealing to the Commissioner
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