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ANNEX A 

Extracts from Permanent Secretary’s weekly blog concerning freedom of information 
 
19 February 2018 
 
Freedom of Information (FOI) has been in the news over the last few months.  As an open and 
accessible organisation the SG  takes its responsibility for FOI  seriously. We have a statutory 
duty to comply with the Freedom of Information (Scotland) Act but also value the clear intrinsic 
public benefit of a transparent and accountable Government. 
 
In 2017 SG received a record 3,046 FOI requests – 41% more than the previous record of 
2,155 in 2015. We answered 83% of those on time – a marked improvement on the 76% 
achieved in 2016. We also handled 256 FOI reviews. These are significant achievements that 
reflect the care and time that colleagues are putting into FOI. 
 
But our performance on turnaround times needs to improve.   We are taking steps to address 
this.  For example we have agreed with the Scottish Information Commissioner that we will 
achieve 85% of responses on time for April to December last year, 90% in 2018 and 95% by 
2020. These targets are challenging - but they are achievable if we maintain momentum from 
2017. 
 
Thank you for your hard work to date. The improvement we need during 2018 will require each 
of us to demonstrate our commitment, craft and professionalism. The FOI Unit can help - but 
please involve the team as early as possible, especially in complex or sensitive cases. Meeting 
these tough targets is essential to ensure our compliance and to protect our reputation - but 
also to help citizens understand the role and impact of the Scottish Government. 
  
For information on handling FOI requests, contact the FOI Unit. 
 
27 August 2018 
 
Another important part of being an open, capable and responsive organisation is the way we 
handle FOI.  Thanks to the efforts of colleagues across the organisation, we have seen 
a  significant improvement in our FOI performance over the past year.    
The new Minister for Parliamentary Business and Veterans, Graeme Dey, joined the weekly 
directors network last week, to discuss the action plan to respond to the Information 
Commissioner's June report on our FOI process and practice.  The Minister stressed the need 
to build on progress. He wants to hear suggestions and ideas from all colleagues who work 
on FOI requests on how we can improve further, delivering sustainable improvement and 
becoming exemplars in FOI compliance.  Please email your thoughts to the FOI Unit with the 
title 'FOI improvement'. 
 
21 January 2019 
 
The Minister for Parliamentary Business, Graeme Dey, joined Directors’ Network on Thursday 
to pass on his thanks for your efforts in improving our performance on Freedom of Information 
(FOI) requests.  Complying with FOI requests is mandatory – but it’s also something we should 
embrace as an open, capable and responsive organisation, as an Open Government and in 
honouring our responsibility to, and connection with, Scotland’s citizens. Some areas really 

http://www.itspublicknowledge.info/home/AboutSIC/WhatWeDo/Intervention201702016ScottishGovernment.aspx
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stand out as ‘FOI trailblazers’ – a round of applause please for teams in Ministerial Private 
Offices, the Directorate for Advanced Learning and Science, and the Directorate for External 
Affairs who have turned round their performance. And well done to the 14 Directorates who 
actioned 100% of their FOI requests on time. 
 
I know many of you are showing personal leadership in this area. This deserves credit and 
recognition because you are demonstrating our civil service craft at its best - competence, 
agility, integrity and political acuity. And you are accumulating relevant skills and experience 
which will stand you in good stead for your future career. Thank you for your work to drive 
improvement, particularly given this year’s increased target of 95% and increasing numbers 
of requests. And don’t forget you can share your experience and learn from others' through 
the FOI Network. 
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ANNEX B 

Guidance for civil servants about when minutes of meetings, or any other records, should be 
kept of meetings 
 
1. Taking minutes 

Significant internal and external meetings need to be properly recorded and documented. A 
minute is an official record and an important tool for capturing decisions made and actions to 
be taken. 

Accurate minutes are a useful reminder of what was agreed at a meeting and can be referred 
back to. Meeting organisers should consider whether a meeting needs to be minuted and who 
will take the minutes. 

2. Meetings with ministers 

It is the responsibility of accompanying officials to take an appropriate record of an event with 
a minister. Notes of meetings should be agreed through the relevant private office and, once 
agreed, stored by the policy area. 

In many cases, the private secretary may simply record action points quickly after a 
meeting. Officials will be best placed to record technical matters. 

The appropriate policy or corporate support area (and not private office) is responsible for 
retaining and managing full and accurate official records, in line with records management 
guidance. Cabinet Secretariat will hold the official record of all final Scottish Cabinet 
documents and decisions. 

A record should be kept of official meetings that deal with substantive government business. 
Private Offices should arrange for a record to be taken of meetings with outside interest 
groups, including lobbyists, that will set out the reasons for the meeting, the names of those 
attending and the interests represented (see Ministerial Code  paragraph 4.22).  Specific rules 
also apply to recording formal and informal discussions held during overseas visits (see 
Ministerial Code paragraphs 9.14 to 9.16); 
 
We would not generally take minutes of goodwill visits, hospitality events, or courtesy 
conversations where no policy decisions arise and where it may be sufficient to record within 
the official diary that the meeting has taken place. 
 
Where a Minister is involved in a meeting, conversation or exchange with external 
organisations which raises substantive issues relating to Government decisions or contracts, 
and where no Private Secretary, adviser or official is present, they should inform their Private 
Office, who will arrange for the basic facts to be recorded (see Ministerial Code paragraph 
4.23).   
 
As a general rule, it should be the responsibility of accompanying officials to take an 
appropriate record of an event with a Minister.  Notes of meetings should be agreed through 
the relevant Private Office and, once agreed, stored by the policy area.  In many instances, 
the Private Secretary will simply record action points quickly after a meeting.  This may be in 
advance or instead of a more substantial minute.  Officials will be best placed to record 
technical matters.  In all cases, care should be taken in deciding who to include on distribution 
and copy lists, with equal care needed in forwarding or passing papers to people who are not 
on those copy lists.  
 
The appropriate policy or corporate support area (and not Private Office) is responsible for 
retaining and managing full and accurate official records, in line with records management 
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guidance.  Similarly, Cabinet Secretariat will hold the official record of all final Scottish Cabinet 
documents and decisions.  However, Private Offices are responsible for providing policy and 
corporate colleagues with sufficient material to explain policy decisions, communicate views 
accurately, and demonstrate Ministerial accountability.   
 
The Ministerial Code paragraphs 9.27 to 9.31, 10.18 and 10.19, provide guidance on contacts 
with commercial companies and meetings with external groups and the media, respectively. 
 

 

 


