
ANNEX A – Exemptions applied 

 

Section 30(c) - Prejudice to the conduct of public affairs.   

 

This exemption applies to some of the information you have requested because it is 

essential for Ministers and officials to be able to communicate with each other, 

receive advice from specialists (including the FoI Unit) and agree an approach to the 

handling of FoI requests and reviews before making a decision which is then 

communicated to the requester. Disclosing the content of these communications is 

likely to result in discussions about FoI handling being less detailed, which would 

diminish the quality of the advice provided to Ministers and officials. 

  

This is particularly the case where the Scottish Information Commissioner (OSIC) is 

carrying out an investigation into the handling of a request in accordance with 

section 47(1) of FoI(S)A. It is for the Commissioner to decide whether authorities have 

dealt with requests in accordance with Part 1 of FoI(S)A and he does so in light of the 

application for a decision made by the requester and any comments offered by the 

authority in accordance with section 49(3)(a) of FoI(S)A. 

  

It would substantially inhibit authorities’ ability to offer comments in support of their 

approach and to participate fully in the investigation if they were required to disclose 

the underlying advice on which that approach was based before the Commissioner 

has completed his investigation and reached a conclusion. 

  

Moreover, if the Commissioner requires an authority to issue a new review response 

as part of his decision, it would unduly constrain authorities’ ability to decide what 

that response should be (in light of the Commissioner’s decision) if they have already 

had to disclose the underlying advice on handling that they have received. 

  

Taken together, we consider that disclosing the content of communications about 

the approach to the handling of FoI requests while there is an ongoing investigation 

by the Commissioner would be substantially prejudicial to the effective conduct of 

that investigation, and that this would constitute substantial prejudice to the effective 

conduct of public affairs in terms of the exemption. 

 

This exemption is subject to the ‘public interest test’. Therefore, taking account of all 

the circumstances of this case, we have considered if the public interest in disclosing 

the information outweighs the public interest in applying the exemption. We have 

found that, on balance, the public interest lies in favour of upholding the exemption. 

We recognise that there is a public interest in disclosing information as part of open, 

transparent and accountable government. However, there is a greater public interest 

in ensuring that Ministers and officials are able to discuss and agree an approach to 

the handling of FoI requests before making a decision which is communicated to the 



requester, and in ensuring that authorities are able to participate fully in the 

Commissioner’s investigation process. 

 

Section 38(1)(a) - personal information of the applicant  

 

This exemption applies to some of the information requested because it is personal 

information of which you are the data subject, and so it is subject to the General 

Data Protection Regulation and the Data Protection Act 2018. The information 

redacted under this exemption is limited to your name and contact details.  

 

This exemption is not subject to the ‘public interest test’, so we are not required to 

consider if the public interest in disclosing the information outweighs the public 

interest in applying the exemption. 

 

Section 38(1)(b) - personal information of third parties  

 

This exemption applies to some of the information requested because it is personal 

information of a third party, i.e. names, email addresses and contact details of junior 

Scottish Government officials, and disclosing it would contravene the data protection 

principles in Article 5(1) of the General Data Protection Regulation and in section 

34(1) of the Data Protection Act 2018.   

 

This exemption is not subject to the ‘public interest test’, so we are not required to 

consider if the public interest in disclosing the information outweighs the public 

interest in applying the exemption. 



FoI request – 202500455247  

ANNEX B - Information for release 

From case 202500447375: 

 

 

Doc 1: Email confirming receipt of new request for information: 

 

From: Central Correspondence Unit <CentralCorrespondenceUnit@gov.scot>  

Sent: 10 January 2025 08:47 

To: Freedom of Information <foi@gov.scot> 

Subject: FOI - TRIAGE - Request FOI's - MiCase 202500447375 

 

Good morning 

This has been added to MiCase MiCase - View Case 447375  

Please could the FOI unit take forward. 

Thank you, 

 

[Redacted s38(1)(b)] 

Central Correspondence Unit  

Email: centralcorrespondenceunit@gov.scot  

Improving Public Engagement Division (IPED)  

 
 

From: [redacted s38(1)(a)]  

Sent: 10 January 2025 00:47 

To: Central Correspondence Unit  

Subject: FOI Request 

 

Greetings, 

My name is [redacted s38(1)(a)] and I request the below information: 

 

1) It is a requirement that SPADs and/or the FM's chief of staff clear FOI responses 

from civil servants in the FOI unit? 

 

2) How many FOIs were received by the Scottish Government in 2024, and how many 

of these were cleared by SPADs and/or FM's chief of staff before release? 

 

3) What is the purpose of the following email address: foi.spadsPO@gov.scot . Which 

SPADs have access to this email inbox, how many emails did it receive in 2024 in 

relation to FOIs and is it a requirement of civil servants in the FOI unit to submit all 

FOIs to this email address? 

 

mailto:foi.spadsPO@gov.scot


4) If not all FOIs are sent to SPADs and/or the FM's chief of staff to be cleared, please 

explain the decision-making process which results in SPADs and/or the FM's chief of 

staff being asked to or not to clear a FOI response 

 

5) Do any SPADs work within the FOI unit within the Scottish Government? 

 

6) I would like to known if this FOI itself was cleared by SPADs or the FM's chief of 

staff before release 

 

My thanks and an email copy is good, kind regards, [redacted s38(1)(a)] 

 

Doc 2 – Initial Triage advice email seeking allocation: 

 

From: [Redacted s38(1)(b)]On Behalf Of Freedom of Information 

Sent: 10 January 2025 13:01 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Cc: DG Corporate <dgcorporate@gov.scot> 

Subject: TRIAGE - FOI - SpAds relationship with FOIs - 202500447375 

 

Good afternoon, 

 

N.B. This appears to have parallels with previous case MiCase - View Case 406282. 

 

Please review this email IN FULL as handling instructions have recently 

changed. 

 

It looks like this FOI request may be in relation to your policy area.  Please confirm 

this sits with you or advise us immediately if it does not; suggesting business areas 

that are better suited.  

 

Please note the following:  

 

UK and Scottish Covid-19 Inquiry Restriction Order 

 

Both the UK and Scottish Covid-19 Inquiries have issued a restriction order which 

affect information that can be released by the Scottish Government. This may 

directly affect the handling of this request. The UK restriction order can be viewed 

here and the Scottish restriction order can be viewed here.  

 

These restriction orders must be considered when responding to every request for 

information. 

 

Prior to releasing any information, please consider whether the information 

requested has been shared with either the UK or Scottish Covid-19 Inquiries. If so, 

you must contact CIRD (Covid Inquiries Response Directorate) for advice as soon 

as possible. Please contact them by email: covidinquiriesinformation@gov.scot 

 

https://covid19.public-inquiry.uk/wp-content/uploads/2024/02/23141653/2023-02-23-Module-2A-General-Restriction-Order.pdf
https://www.covid19inquiry.scot/sites/default/files/2023-10/Scottish-COVID19-Inquiry-General-Restriction-Order.pdf
mailto:covidinquiriesinformation@gov.scot


Guidance on undertaking the check and providing the record is now part of the 

compliance documents.  

 

 

Timescale 

 

➢ The response to this case should issue as soon as possible and no later than 

the statutory deadline which is 07/02/25. 

 

Case handler actions 

 

➢ ‘Assign to self’ through the ‘Case Actions’ tab on MiCase: MiCase - View Case 

447375 

➢ Send the requester an FOI specific acknowledgement letter, through 

MiCase. 

➢ Save all correspondence and evidence of how you reached your final 

decision  to the eRDM casefile: 202500447375 - Objective 

➢ Complete all relevant documents as your case progresses, consulting the 

attached casefile checklist for guidance.  Remember to complete the 

mandatory: 

(i) FOI  statement of compliance 

(ii) Searches template recording details of searches carried out and the 

results.  

➢ Use the Response Wizard contained in MiCase for ALL letters to the 

requester. 

 

Sensitivity 

 

➢ In FOISA terms we are assessing this case as routine*. This means it does not 

require a Ministerial decision in terms of disclosure.  

*The sensitivity assessment can change once full searches have been completed. 

If after searching you consider that the response requires a Ministerial decision 

please engage with the FOI Unit.) 

➢ Please ensure that your response is signed-off by officials of appropriate 

seniority (normally C band or above). 

 

Helpful guidance 

 

Watch our helpful videos for further information on how to respond to an FOI 

request: Freedom of Information Unit - Video Guidance | SG Thrive] 

Requests for legal advice, or requests which reference or incorporate legal 

advice 

Requests for legal advice are subject to certain handling protocols. If you receive a 

request for or relating to legal advice, contact the relevant lawyers in the Scottish 

Government Legal Directorate (SGLD) who gave that advice to request a review of 

whether the material is subject to legal professional privilege (LPP). Your normal 

SGLD contact can help in identifying any legal advice in scope of the request. You 



must contact the offices of the Law Officers (Lord Advocate and Solicitor General) if 

the request is for or relates to legal advice from the Law Officers.  Please also CC 

digitalandinformationlaw@gov.scot.  

If the request is being dealt with under the Environmental Information (Scotland) 

Regulations 2004 and you have shared legal advice with any external persons,  

 

Requests which capture information about FFMs 

 

If your FOI/EIR contains information that you think might be personal/of interest to 

our former FMs, please contact the FOIU as soon as possible and we will advise you 

what to do next or sign-post you to the right person to raise this with. 

 

Many thanks, 

 

FOI Unit 

 

 

[Redacted s38(1)(b)] 

FOI Advisor  

Freedom of Information Unit| Improving Public Engagement Division| Directorate for 

Communications and Ministerial Support| DG Corporate 

St Andrews House 

Scottish Government  

 

 

Doc 2a) – Attachment – link to eRDM file: Casefile checklist – SEE ANNEX C 

 

Doc 3 – Confirmation from SpAds PO for FoI unit to respond: 

 

From: [Redacted s38(1)(b)]@gov.scot> On Behalf Of FoI SpAds PO 

Sent: 10 January 2025 16:18 

To: Freedom of Information <foi@gov.scot>; FoI SpAds PO 

<FoI.SpAdsPO@gov.scot> 

Cc: DG Corporate <dgcorporate@gov.scot> 

Subject: RE: TRIAGE - FOI - SpAds relationship with FOIs - 202500447375 

 

Thanks [Redacted s38(1)(b)], 

 

[Redacted s38(1)(b)] and I have spoken and it will remain with FoI Unit for answer. 

 

[Redacted s38(1)(b)] 

[Redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[Redacted s38(1)(b)] | [Redacted s38(1)(b)]@gov.scot 

 

[Redacted s38(1)(b)] I can be contacted by email or MS Teams.  

 

https://erdm.scotland.gov.uk/documents/A51444889/details


All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient. The Private Office does not keep official 

reports of such e-mails or attachments. 

 

Doc 4 – seeking assistance from SpAds PO 

 

From: [Redacted s38(1)(b)]@gov.scot> On Behalf Of FoI SpAds PO 

Sent: 16 January 2025 13:02 

To: [Redacted s38(1)(b)]@gov.scot; FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Subject: RE: FOI Request 447375 

 

Hi [Redacted s38(1)(b)], 

 

We’re working on your request.  I just thought I’d flag that [Redacted s38(1)(b)] 

mentioned a previous FoI that might help with wording etc for some of the other 

questions? 

 

MiCase - View Case 406282  

 

Cheers, 

 

[Redacted s38(1)(b)] 

[Redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[Redacted s38(1)(b)] [Redacted s38(1)(b)]@gov.scot 

 

[Redacted s38(1)(b)] I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 15 January 2025 13:26 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Subject: FW: FOI Request 

Importance: High 

 

Good afternoon,  

 

We have received the below FOI MiCase - View Case 447375 which I am currently in 

the process of responding to and wish to seek comment from yourselves in regards 

to question 3. [Redacted s30(c)] 



 

[Redacted s30(c)] 

 

Can you please provide an answer by the 22nd January? 

 

Kind Regards,  

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

Doc 5 – Searches template: FoI Searches Template - 202500447375 – SEE ANNEX C 

 

Doc 6 – Statement of compliance: FOI - 202500447375 - Statement of Compliance  – 

partial release – see Annex D 

 

Doc 7 – 1st draft between c/handler and SMT: 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 21 January 2025 15:44 

To: [Redacted s38(1)(b)]@gov.scot 

Subject: 202500447375 - Draft approval 

 

Hi [Redacted s38(1)(b)]  

 

Attached the details for my FOI request. [Redacted s30(c)] [Redacted s38(1)(b)] 

[Redacted s30(c)] [Redacted s38(1)(b)] [Redacted s30(c)] 

 

All details uploaded to eRDM casefile: 

https://erdm.scotland.gov.uk/documents/qA1859544. 

 

Kind Regards,  

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

https://erdm.scotland.gov.uk/documents/A51547020/details
https://erdm.scotland.gov.uk/documents/A51547090/details
https://engage.cloud.microsoft/main/org/gov.scot/groups/eyJfdHlwZSI6Ikdyb3VwIiwiaWQiOiIxNDA1ODMyMzk2OSJ9/new
https://scotsconnect.sharepoint.com/sites/MyWork/SitePages/10-steps-to-Freedom-of-Information-FOI-responses.aspx
https://scotsconnect.sharepoint.com/sites/MyWork/SitePages/10-steps-to-Freedom-of-Information-FOI-responses.aspx


 

Doc 8 Email chain continuing from above  

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 27 January 2025 16:09 

To: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: FOI Request 447375 - Contribution SpAds PO 

 

Hi [Redacted s38(1)(b)] 

 

Thanks for this,  

 

[Redacted s30(c)] 

 

I hope that’s ok,  

 

Cheers,  

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 27 January 2025 09:00 

To: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: FOI Request 447375 - Contribution SpAds PO 

 

Thanks for reaching out to [Redacted s38(1)(b)], [Redacted s38(1)(b)]. 

 

A couple of things from [Redacted s38(1)(b)] response: 

 

[Redacted s30(c)] [Redacted s38(1)(b)] [Redacted s30(c)] 

 

Thanks 

 

[Redacted s38(1)(b)] 

 

From: [Redacted s38(1)(b)]@gov.scot> On Behalf Of FoI SpAds PO 

Sent: 23 January 2025 14:55 

To: [Redacted s38(1)(b)]@gov.scot; FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Cc: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Subject: RE: FOI Request 447375 - Contribution SpAds PO 



 

Hi [Redacted s38(1)(b)] 

 

Copying in [Redacted s38(1)(b)] also. 

 

I have attempted to respond to your queries below.  Please let me know if there is 

anything further you need me to supply.  Also, very happy to chat if that’s easier. 

 

[Redacted s38(1)(b)] 

[Redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[Redacted s38(1)(b)] [Redacted s38(1)(b)]@gov.scot 

 

[Redacted s38(1)(b)]  I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

From: [Redacted s38(1)(b)]@gov.scot 

Sent: 23 January 2025 14:26 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: FOI Request 447375 - Contribution SpAds PO 

 

Hi [Redacted s38(1)(b)] 

 

Thank you both for this, it is really helpful,  

 

We do have a couple of queries noted below that we wish to expand upon and 

query, I have put them in red. I have also cc’d [Redacted s38(1)(b)] in as we are 

working on this request.  

 

Kind regards 

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 



From: [Redacted s38(1)(b)]@gov.scot> On Behalf Of FoI SpAds PO 

Sent: 23 January 2025 14:15 

To: [Redacted s38(1)(b)]@gov.scot; FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Subject: RE: FOI Request 447375 - Contribution SpAds PO 

 

Hi [Redacted s38(1)(b)], 

 

[Redacted s38(1)(b)] and I have worked on this contribution and can offer the 

following.  Please let me know if you require anything else: 

 

3) What is the purpose of the following email address: foi.spadsPO@gov.scot .  

[Redacted s30(c)] 

 

Which SPADs have access to this email inbox,  

[Redacted s30(c)] 

 

how many emails did it receive in 2024 in relation to FOIs 

[Redacted s30(c)] 

 

[Redacted s38(1)(b)] [Redacted s30(c)] 

 

[Redacted s30(c)] 

 

and is it a requirement of civil servants in the FOI unit to submit all FOIs to this 

email address? 

[Redacted s30(c)] 

 

Thanks, 

 

[Redacted s38(1)(b)] 

[Redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[Redacted s38(1)(b)] | [Redacted s38(1)(b)]@gov.scot 

 

[Redacted s38(1)(b)]  I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 22 January 2025 13:06 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Subject: RE: FOI Request 447375 

 



Hi [Redacted s38(1)(b)],  

 

Thank you for this,  

 

I was wondering if we could get some more information to help us finalise our third 

question? The question is: 

 

“What is the purpose of the following email address: foi.spadsPO@gov.scot .   

Which SPADs have access to this email inbox  

How many emails did it receive in 2024 in relation to FOIs and   

is it a requirement of civil servants in the FOI unit to submit all FOIs to this email 

address? “ 

 

Our current answer is: 

  

[Redacted s30(c)] 

 

If you could provide an answer before c.o.b Friday this would be great, 

 

Kind Regards, 

 

[Redacted s38(1)(b)]  

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

Doc 9 – Comments from FoI unit SMT 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 03 February 2025 11:00 

To: [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: [Redacted s38(1)(b)]shared "202500447375 - draft response [Redacted 

s38(1)(b)] comments" with you 

 

Good morning [Redacted s38(1)(b)]  

 

Updated the lines for [Redacted s30(c)] 

 

Kind Regards,  

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 



FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 31 January 2025 11:34 

To: [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: [Redacted s38(1)(b)]shared "202500447375 - draft response [Redacted 

s38(1)(b)] comments" with you 

 

This is looking super, [Redacted s38(1)(b)]. Thanks. [Redacted s30(c)] 

Lorna [Redacted s30(c)] 

 

Please also copy SpAds PO so they are aware of our proposed final response. 

 

Thanks  

 

[Redacted s38(1)(b)] 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 30 January 2025 12:44 

To: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: [Redacted s38(1)(b)] shared "202500447375 - draft response [Redacted 

s38(1)(b)] comments" with you 

 

Hi [Redacted s38(1)(b)] 

 

For some reason I was unable to update the file so I have attached the current draft 

of my response letter,  

 

Kind Regards,  

 

[Redacted s38(1)(b)]  

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [Redacted s38(1)(b)]@gov.scot 

Sent: 22 January 2025 12:20 



To: [Redacted s38(1)(b)]@gov.scot 

Subject: [Redacted s38(1)(b)]shared "202500447375 - draft response [Redacted 

s38(1)(b)] comments" with you 

 

Hi [Redacted s38(1)(b)] Thanks for this. Attached are my thoughts [Redacted 

s30(c)]  Thanks 

 

 

Doc 10 – Seeking SpAds comments: 

 

From: [Redacted s38(1)(b)]@gov.scot 

Sent: 03 February 2025 15:34 

To: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Subject: 202500447375 - confirmation of content 

Importance: High 

 

Hi [Redacted s38(1)(b)] and [Redacted s38(1)(b)],  

 

Can you please review the attached draft and confirm if you are content with the 

answer to q3 as well as the overall response? If possible by c.o.b tomorrow, if not 

today, that would be great. 

 

Kind regards,   

 

[Redacted s38(1)(b)]  

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

Doc 11 – SpAds content: 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 04 February 2025 09:40 

To: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Cc: FoI SpAds PO <FoI.SpAdsPO@gov.scot> 

Subject: RE: 202500447375 - confirmation of content 

 

Hi [Redacted s38(1)(b)], 

 

Many thanks for sharing this proposed wording.  Both [Redacted s38(1)(b)] and I are 

happy that it reflects the situation.  Let me know if you need anything else? 

 

Regards, 



 

[Redacted s38(1)(b)] 

[Redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[Redacted s38(1)(b)] | [Redacted s38(1)(b)]@gov.scot 

 

[Redacted s38(1)(b)]I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

Doc 12 – Seeking DD clearance: 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 03 February 2025 17:28 

To: Lorna Gibbs <Lorna.Gibbs@gov.scot> 

Cc: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Subject: 202500447375 - sign off 

Importance: High 

 

Good afternoon Lorna,  

 

I hope you are well,  

 

Please find attached my draft response for [Redacted s38(1)(a)] case MiCase - View 

Case 447375. He is seeking information in relation to SpAds interactions with the FOI 

unit and SpAds foi inbox. I have forwarded the draft with specific mention to Q3 to 

the [Redacted s38(1)(b)] and [Redacted s38(1)(b)] in the SpAds FOI team for their 

confirmation as we had discussed Q3 together with them. Can you please confirm if 

you are happy for this response to go? 

 

Searches and Statement of Compliance uploaded to case file here: 202500447375 - 

Objective 

 

Kind Regards,  

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 



 

 

Doc 13 – DD content: 

 

From: Lorna Gibbs <Lorna.Gibbs@gov.scot>  

Sent: 04 February 2025 17:29 

To: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Thanks. I am content for this to go now. 

 

Lorna  

 

From: [Redacted s38(1)(b)]@gov.scot>  

Sent: 04 February 2025 17:27 

To: [Redacted s38(1)(b)]@gov.scot; Lorna Gibbs <Lorna.Gibbs@gov.scot> 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Helps to attach it of course, 

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [Redacted s38(1)(b)] 

Sent: 04 February 2025 17:26 

To: [Redacted s38(1)(b)]@gov.scot; Lorna Gibbs <Lorna.Gibbs@gov.scot> 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Good afternoon both,  

 

I have added that paragraph now,  

 

Please let me know if anything else is needed,  

 

Thank you, 

 

[Redacted s38(1)(b)] 

Freedom of Information (FOI) Adviser 



FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [Redacted s38(1)(b)]@gov.scot  

Sent: 04 February 2025 09:45 

To: Lorna Gibbs <Lorna.Gibbs@gov.scot>; [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Hi Lorna. No harm[Redacted s30(c)] [Redacted s38(1)(b)] [Redacted s30(c)] 

 

[Redacted s30(c)] 

[Redacted s38(1)(b)], [Redacted s30(c)] 

 

Thanks 

 

[Redacted s38(1)(b)] 

 

From: Lorna Gibbs <Lorna.Gibbs@gov.scot>  

Sent: 04 February 2025 09:35 

To: [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot; [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Thanks [Redacted s38(1)(b)]. I wonder if we should include a line along the lines of  

 

[Redacted s30(c)] [Redacted s38(1)(b)] [Redacted s30(c)] 

 

 

Lorna   

 

 

Doc 14 – seeking clearance: 

 

From: [Redacted s38(1)(b)]@gov.scot 

Sent: 05 February 2025 10:30 

To: Lorna Gibbs <Lorna.Gibbs@gov.scot>; [Redacted s38(1)(b)]@gov.scot 

Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Good morning Lorna,  

 

My apologies, [Redacted s30(c)]the wording is:  



 

“While our aim is to provide information whenever possible, in this instance the costs 

of locating, retrieving and providing the information requested would exceed the 

upper cost limit of £600. The reason for this is that to locate and retrieve that 

information we would need to conduct a search of all of the records of the Scottish 

Government. The foi.spadspo.gov.scot is a working inbox and does not keep a record 

of emails received and only holds emails up to 3 months at a time. To obtain an 

accurate number of all emails sent to the inbox it would require a full trawl of all 

colleagues of Scottish Government who may interact with the mailbox throughout 

the year and therefore would exceed the cost limit. Under section 12 of FOISA public 

authorities are not required to comply with a request for information if the authority 

estimates that the cost of complying would exceed the upper cost limit, which is 

currently set at £600 by Regulations made under section 12. 

 

You may, however, wish to consider reducing the scope of your request in order that 

the costs can be brought below £600. For example, you could specify the subject 

matter you are interested in or restrict your request to a specific business area of the 

Scottish Government or timeframe. This will allow us to limit the searches that would 

require to be conducted, however, please note due to how interactions with this 

mailbox occur even with a more specific request for information, the cost limit may 

still be exceeded. 

 

You may also find it helpful to look at the Scottish Information Commissioner’s ‘Tips 

for requesting information under FOI and the EIRs’ on his website 

at: https://www.foi.scot/how-do-i-ask“ 

 

Reattaching whole file as also corrected a minor edits, can you please confirm if you 

are still content for the response to go? 

 

Thank you 

 

[Redacted s38(1)(b)]  

Freedom of Information (FOI) Adviser 

FOI Unit | Scottish Government | 2W St Andrews House, Regent Road, Edinburgh, 

EH1 3DG | I am currently working from home 

Freedom of Information Unit  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

 

Doc 15 – DD content to clear response 

 

From: Lorna Gibbs <Lorna.Gibbs@gov.scot>  

Sent: 05 February 2025 18:00 

To: [Redacted s38(1)(b)]@gov.scot 



Cc: [Redacted s38(1)(b)]@gov.scot 

Subject: RE: 202500447375 - sign off 

 

Thanks for the updated version. I am happy for it to go. 

 

 

Lorna  

 

 

From case 202500452341: 

 

Doc 1 – Email from FoI unit seeking allocation: 

 

From: [redacted s38(1)(b)] On Behalf Of Freedom of Information 

Sent: 11 February 2025 16:12 

To: [redacted s38(1)(b)]@gov.scot 

Cc: Freedom of Information <foi@gov.scot>; [redacted s38(1)(b)]@gov.scot 

Subject: For allocation – FOI – Review of 202500447375: SpAds relationship with 

FOIs - 202500452341  

 

Hi [redacted s38(1)(b)] 

 

We’ve received the below request for a review of a response issued by [redacted 

s38(1)(b)]. Would you be able to assist with allocation? 

 

Please see the attached request for a review of an FOI response issued by [redacted 

s38(1)(b)] (copied for awareness only).  

  

This review should be taken forward by an individual who wasn't involved with 

handling the original request but has a sufficient knowledge of the subject matter. 

This will typically be a senior official who has capacity to complete the review and 

report within the relevant period of 20 working days. Further guidance on FOI/EIR 

reviews is available here.  

  

I have registered the review under MiCase reference number: 202500452341 (MiCase 

- View Case 452341) and the deadline for responding is 11/03/25.   

  

I will provide further case specific advice to the review once allocated.  

  

Can you please allocate this review and confirm who will lead on the case. 

 

Many thanks, 

 

[redacted s38(1)(b)] 

[redacted s38(1)(b)] 

FOI Advisor  



Freedom of Information Unit| Improving Public Engagement Division| Directorate for 

Communications and Ministerial Support| DG Corporate 

St Andrews House 

Scottish Government  

 

From: [redacted s38(1)(a)]@icloud.com>  

Sent: 11 February 2025 12:46 

To: Freedom of Information <FOI@gov.scot> 

Subject: Review Request 

 

 

Greetings, 

I request a review of the below FOI response. 

  

I am dissatisfied with the response that mainly stems from point 1 which then filters 

down to other  points that I raised. I have several meta FOI's which state the 

following: 

  

In FOI 202100232352 "We’ve worked with the FOI Unit on the following response 

and spads are content" 

  

In FOI 202200330635 "Just to provide some background, the annex was drafted and 

prepared as part of the response to 202200312123, which has already been cleared 

by SpAds and Ministers." 

  

In FOI 201900004219 "6. SG FoI Unit and SpADS have been contacted and are 

content with the proposed response and application of exemptions." 

  

"I would be grateful if you could confirm you are content to clear this response, 

approved by SPADS on 29/1, for release by COP 1 Feb 2019. 

  

FOI 202200276773 "Given the sensitive nature of the request this obviously need 

clearance through SpAds and DFM." 

  

These FOIs show that SPADs have approved FOIs, are content with FOI responses and 

that their clearance is required. Indeed, if SPADs have no role in approving FOIs how 

can they be content with the process of releasing an FOI response? Indeed, I have 

several other FOI’s that show the same issue with the FM’s chief of staff. This makes 

no sense to me, and I believe the response given is incorrect, and needs to be 

changed to reflect those FOIs that have been approved FOIs by SPADs/FM chief of 

staff, cleared by SPADs/FM chief of staff, and/or that they are content with the 

response to be released. 

Additionally, in regards to point 3, the FOI FOI/18/00393 states on page 2 on annex 

A that “you may wish to add each SPADs mailbox too so that they can also access. 

They already have the correct permissions” this is in reference to the email address 

that I enquired about. 



I recognise that this FOI is 7 years old, but it does contradict the response given, but 

this could be down to a change in access permissions? I am unsure and seek 

clarification on this.  

I also query the fact that this email address only holds up to 3 months of emails at 

one time. Is this due to storage issues or manual deletion? If the former, this to me 

strengthens the argument that SPADs are involved in the clearance of FOIs, if the 

number of FOIs are that large so to speak. If the latter, then I find this disturbing. 

 

Additionally, the answer to to point 3 is vague and not clear. What does "It is a 

general administration mailbox for FOI related communications" actually mean?   

 

My thanks and kind regards, [redacted s38(1)(a)] 

 

Begin forwarded message: 

 

From: casehandling.service@gov.scot 

Subject: Your recent enquiry with Scottish Government and partner agencies - 

202500447375 

Date: 6 Feb 2025 at 8:09 

To: [redacted s38(1)(a)]@icloud.com 

 

Please find attached a response to your correspondence.  

 

**********************************************************************  

This e-mail (and any files or other attachments transmitted with it) is intended solely 

for the attention of the addressee(s). Unauthorised use, disclosure, storage, copying 

or distribution of any part of this e-mail is not permitted. If you are not the intended 

recipient please destroy the email, remove any copies from your system and inform 

the sender immediately by return. 

Communications with the Scottish Government may be monitored or recorded in 

order to secure the effective operation of the system and for other lawful purposes. 

The views or opinions contained within this e-mail may not necessarily reflect those 

of the Scottish Government. 

 

Doc 2 – Confirmation of allocation  

 

From: [redacted s38(1)(b)]@gov.scot>  

Sent: 11 February 2025 16:57 

To: Freedom of Information <foi@gov.scot> 

Cc: [redacted s38(1)(b)]@gov.scot 

Subject: RE: For allocation – FOI – Review of 202500447375: SpAds relationship with 

FOIs - 202500452341  

 

Hi [redacted s38(1)(b)] 

 



Allocate it to me. Having looked at it, I know the various guidance and issues well 

and can see how to address the review. I think anyone else taking it on would find it 

more labour-intensive.  

 

[redacted s38(1)(b)]  

 

 
 

Doc 3 – Email chain seeking SpAds input on draft response  

 

From: Jeanette Campbell <Jeanette.Campbell@gov.scot>  

Sent: 18 February 2025 11:22 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot>; [redacted s38(1)(b)]@gov.scot 

Subject: RE: Input needed - draft review on spads involvement in FOI 

 

Thanks [redacted s38(1)(b)], [redacted s30(c)] 

 

thanks 

 

From: [redacted s38(1)(b)]@gov.scot> On Behalf Of FoI SpAds PO 

Sent: 18 February 2025 11:16 

To: [redacted s38(1)(b)]@gov.scot 

Cc: FoI SpAds PO <FoI.SpAdsPO@gov.scot>; Jeanette Campbell 

<Jeanette.Campbell@gov.scot> 

Subject: FW: Input needed - draft review on spads involvement in FOI 

 

Hi [redacted s38(1)(b)], 

 

Many thanks for your work on this Review.  [redacted s38(1)(b)] [redacted s30(c)] 

 

Please let me know if you need anything further from me. 

 

Best wishes, 

 

[redacted s38(1)(b)] 

 

[redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[redacted s38(1)(b)]| [redacted s38(1)(b)]@gov.scot 

 

[redacted s38(1)(b)]  I can be contacted by email or MS Teams.  

 



All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

From: [redacted s38(1)(b)]@gov.scot On Behalf Of FoI SpAds PO 

Sent: 14 February 2025 13:20 

To: FoI SpAds PO <FoI.SpAdsPO@gov.scot>; [redacted s38(1)(b)]@gov.scot; Jeanette 

Campbell <Jeanette.Campbell@gov.scot> 

Cc: [redacted s38(1)(b)]@gov.scot 

Subject: RE: Input needed - draft review on spads involvement in FOI 

 

Now with attachments! 

 

[redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[redacted s38(1)(b)] | [redacted s38(1)(b)]@gov.scot 

 

[redacted s38(1)(b)]  I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 

by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

From: [redacted s38(1)(b)]@gov.scot On Behalf Of FoI SpAds PO 

Sent: 14 February 2025 13:19 

To: [redacted s38(1)(b)]@gov.scot; FoI SpAds PO <FoI.SpAdsPO@gov.scot>; Jeanette 

Campbell <Jeanette.Campbell@gov.scot> 

Cc: [redacted s38(1)(b)]@gov.scot> 

Subject: RE: Input needed - draft review on spads involvement in FOI 

 

Thanks [redacted s38(1)(b)] 

 

Copying in [redacted s38(1)(b)] 

 

[redacted s38(1)(b)] 

[redacted s38(1)(b)] 

Deputy Private Secretary to the Special Advisers’ Office 

[redacted s38(1)(b)] | [redacted s38(1)(b)]@gov.scot 

 

[redacted s38(1)(b)]  I can be contacted by email or MS Teams.  

 

All e-mails and attachments sent by the Special Advisers’ Private Office to another 

official on behalf of Special Advisers relating to a decision, request or comment made 



by a Special Adviser, or a note of a meeting with Special Advisers must be filed 

appropriately by the primary recipient.  The Private Office does not keep official 

reports of such e-mails or attachments. 

 

 

Doc 4 – Email chain seeking and gaining FoI unit approval  

 

 

From: [redacted s38(1)(b)]On Behalf Of Freedom of Information 

Sent: 19 February 2025 07:40 

To: [redacted s38(1)(b)]@gov.scot; Freedom of Information <foi@gov.scot> 

Subject: RE: Review for R&A - 202500452341 

 

Morning [redacted s38(1)(b)] 

 

Thanks for sight of your revised draft and for taking on board my earlier comments. I 

can confirm I am content with your proposed draft for R&A interests.  

 

Kind regards 

[redacted s38(1)(b)]  

 

 

[redacted s38(1)(b)] 

Freedom of Information Unit | Improving Public Engagement Division | Scottish 

Government  

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses 

 

From: [redacted s38(1)(b)]@gov.scot  

Sent: 18 February 2025 14:20 

To: Freedom of Information <foi@gov.scot> 

Subject: Review for R&A - 202500452341 

 

R&A 

 

I have completed my review 202500452341, and would appreciate your checking it 

before I put it up for approval to Lorna. The case is routine and due on 11 March. 

 

Thanks, 

 

[redacted s38(1)(b)] 

 

202500452341 - Response - DRAFT - for R&A approval (A51825526) 

 

[redacted s38(1)(b)] 

 



Mob: [redacted s38(1)(b)] 

 

FOI Unit | Improving Public Engagement Division | Scottish Government 

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses | Request information: contact us 

 

My working days are [redacted s38(1)(b)] 

 

Revised draft linked in eRDM:  saved in main folder as ‘Doc 7’ 

 

 

Doc 5 – Email chain seeking and gaining clearance to issue 

 

From: Lorna Gibbs <Lorna.Gibbs@gov.scot>  

Sent: 20 February 2025 09:36 

To: [redacted s38(1)(b)]@gov.scot> 

Cc: [redacted s38(1)(b)]@gov.scot>; [redacted s38(1)(b)]@gov.scot>; [redacted 

s38(1)(b)]@gov.scot> 

Subject: RE: FOR APPROVAL: FOI Review 202500452341 

 

Thanks [redacted s38(1)(b)] 

 [redacted s30(c)] I have suggested a couple of tweaks. Let me know if you want to 

discuss. 

 

 

Lorna  

 

From: [redacted s38(1)(b)]@gov.scot  

Sent: 19 February 2025 15:06 

To: Lorna Gibbs <Lorna.Gibbs@gov.scot> 

Cc[redacted s38(1)(b)]@gov.scot; [redacted s38(1)(b)]@gov.scot; [redacted 

s38(1)(b)]@gov.scot 

Subject: FW: FOR APPROVAL: FOI Review 202500452341 

 

Copying comms for info 

 

From: [redacted s38(1)(b)] 

Sent: 19 February 2025 11:17 

To: Lorna Gibbs <Lorna.Gibbs@gov.scot> 

Subject: FOR APPROVAL: FOI Review 202500452341 

 

Hi Lorna 

 

I would appreciate your approval for FOI Review 202500452341. [redacted s30(c)] 

 



I’ve been in touch with SPADS Admin, and Jeanette, and taken a comment from them 

on board in my drafting. It has also been approved by Reviews and Appeals. 

 

The review is assessed as routine, and due on 11 March. 

 

Link to response: 202500452341 - Response - DRAFT - for approval (A51825526) 

 

Link to casefile: 202500452341 (qA1874908) 

 

Kind regards, 

 

[redacted s38(1)(b)] 

 

[redacted s38(1)(b)] 

[redacted s38(1)(b)] 

Mob: [redacted s38(1)(b)] 

 

FOI Unit | Improving Public Engagement Division | Scottish Government 

 

Viva Engage: @FOI Community | FOI Guidance: 10 Steps to Freedom of Information 

Responses | Request information: contact us 

 

My working days are [redacted s38(1)(b)] 

 

 
 

 



Freedom of Information request 202500455247 – Annex C 

 

Attachments to emails (Annex B) – FoI request 202500447375 

 

Case File Contents Checklist and Decision Maker’s checklist  

 

Case handler checklist  

 

To meet the requirements of our regulator, our FOI case files must contain evidence 

to show that the case has been correctly handled.   

 

As you complete your response you can use the checklist below to ensure that you 

have saved the correct information into the case file on eRDM. If in doubt, save it. If 

you are concerned that there may be a risk in saving information please contact us at 

foi@gov.scot  

 

 

The following must be stored in the case file by the case handler(s): 

 

1. Email confirming ministerial or official clearance of the final response for issue.  

2. The Submission Template or other request for clearance.  

3. The completed Searches Template.  

4. The completed Statement of Compliance.  

5. All emails discussing the case. 

6. Any comments from Special Advisers.  

7. 3 versions of each document considered for release: 

a. The original 

b. A copy marked up for redaction. Information to be withheld should be 

highlighted with a different colour used for each exemption or 

exception you apply. 

c. The fully redacted copy saved as a PDF ready for issue to the requester.  

8. A copy of any other emails / information connected to the issue of the final 

response that MiCase has not automatically saved to the case file. E.g. if you 

have had to contact the requester or any third parties outwith MiCase. 

 

 

 

 

 

 

 

 

 

 

 

mailto:foi@gov.scot


Decision Maker checklist 

 

FOI Clearance Checklist – Decision Makers 

 

Purpose - 

This checklist should be used as a guide when clearing a routine request for issue or 

to quality assure a sensitive request for SpAd comment and a Ministerial decision. 

 

Before you start - 

 

You should complete the decision makers training module on Pathways. 

 

You will need to have access to the following documents:  

 

• the draft response letter  

• any information considered within scope, to withheld or released (original and 

marked for redaction copy) . 

• the case file on eRDM 

 

If these are not easily accessible, please discuss this with the case handler prior to 

considering the response and staring your review. 

 

Disagreements 

Where a there is a disagreement on approach between a case handler and official of 

appropriate seniority or special adviser, the FOI Unit should be asked for objective 

assessment. 

Where it remains unresolved the FOI Unit can initiate a discussion with the Minister 

with portfolio responsibility for a determination. 

 

Further information including links to guidance on individual topics can be 

found in our full guidance for Decision Makers through this link: Link TBC  

 

Decision Maker checklist – see page below: 



DECISION MAKERS CHECKLIST Complete☒ 

Is the request on schedule to issue on time?  

FOI requests should be issued promptly (as soon as possible) and 

no later than 20 working days after receipt.  Your work in clearing 

the response should not delay its issue any longer than is 

absolutely necessary especially when the request nears its 

deadline. 

☐ 

Obtaining the relevant information   

Do you have access to all of the information/documents 

described above? 

☐ 

Has the case handler attended FOI Core Skills training? ☐ 

Have you completed the FOI Decision maker training module? ☐ 

Initial actions to take when considering the response  

Read through the initial request – are you clear about the scope 

of the request and how this has been interpreted?  

☐ 

Read through the response as drafted – note your initial 

comments on the response. Consider if exemptions/exceptions 

are applied and explained, does the response address the full 

request, are documents withheld in their entirety (this list is not 

exhaustive) 

☐ 

Review the information being considered in detail – accuracy 

and technical competence. 

Remember to review the information which the case handler is 

proposing to withhold. The decision making process is the last 

chance to consider whether information can be released or needs 

to be withheld. Is it safe to release? 

 

Can you see that the case handler has applied a presumption in 

favour of release? Exemptions/exceptions should not have been 

applied in a restrictive way. 

☐ 

Have the exemptions/exceptions been applied appropriately? 

• Are they technically robust? 

• You should be satisfied that the reasons for withholding 

the information are compelling.  

☐ 

In cases where no information is released, is there justification for 

refusing the request – for example where section 17(1) or 

Regulation 10(4)(a) have been upheld is there evidence of 

adequate searches? Section 12, is there a detailed cost limit 

calculation etc.?  Are the correct conditions in place to refuse 

under sections 25, 27 or regulation 6(1)(b)? 

☐ 



Have redactions been applied securely? If you copy and paste a 

sample redacted section into another app (such as another Word 

doc or Notepad) the underlying information should not become 

visible.  

☐ 

Has there been due consideration of the public interest? ☐ 

If additional media lines are required, have comms colleagues 

been informed? 

☐ 

Considering the response letter in detail – quality.  

Is the information and advice within the response letter accurate? ☐ 

Does the response (when including any attachments) adequately 

address the full request? Have all the questions been answered? 

☐ 

Where information has been withheld does the letter explain:  

• Why the information has been withheld;  

• Which exemptions/exceptions have been used; and  

Both sides of the public interest test (where appropriate)? 

☐ 

Would the response benefit from any added explanation or 

contextual information? This may include information to clarify a 

Minister’s position or actions. 

☐ 

Authorities have a duty to provide advice and assistance at all 

stages of a request. If advice and assistance is appropriate in this 

case, has it been offered clearly? 

☐ 

Is the response free from typographical errors and is it 

grammatically correct? 

☐ 

Case file contents  

Has a completed Searches Template been saved to the case file? 

This is required even if no information has been found. 

☐ 

Were the searches proportionate, reasonable, robust, 

comprehensive and appropriate to the scope of the request?  

☐ 

Has a completed Statement of Compliance been saved to the 

case file. Does it outline the reasoning behind our approach to 

the information - released/withheld. 

☐ 

Is the schedule of documents accurate, complete and captures all 

information within the scope of the request? 

☐ 

Does the case file contain all other information appropriate to 

the case as per the Case File Contents Checklist? 

☐ 

Providing clearance 

You may wish to consider using the Decision Template from the 

FOI Official Level Decision Template:  FOI - Templates - 

Submission and Decision Template (Official Level) details - 

Objective ECM (scotland.gov.uk) 

 

Once you are content that the response process has been robust 

and the response is accurate and of good quality respond to the 

case handler to confirm that you are content to clear. 

Save any final advice and confirmation of clearance to the 

casefile/MiCase 

☐ 

https://erdm.scotland.gov.uk/documents/A27033393/details
https://erdm.scotland.gov.uk/documents/A27033393/details
https://erdm.scotland.gov.uk/documents/A27033393/details


Searches template: 

 

FOI/EIR REQUEST – SEARCHES CARRIED OUT 
 
FOI case reference number: 202500447375 
 
Please complete the table below where applicable and add any other relevant 
information regarding searches or other work carried out to locate information within 
the scope of the request. 
  
Save a copy of this in the request’s casefile. 
 
eRDM searches (including searches carried out for you by other teams) 

Keywords searched 
(individual keywords or 
combinations) 

Comments on findings – e.g. number of documents 
found, if reading through showed none/some of these 
documents were in scope 

N/A  Searches are not required as main information for the 
answers have been obtained from an updated report 
and criteria for decision making. 

  

  

  

 eRDM files searched* Comments on findings – e.g. number of documents 
found, if reading through showed none/some of these 
documents were in scope 

N/A  

* - if individual files were reviewed in full as well as or instead of keyword searches 
Inbox searches 

Names of staff/teams 
asked to carry out 
searches 

Date you 
asked them 
to search 

Comments on feedback from them 
(e.g. nothing found, no response, 
provided docs x and y) 

N/A   

   

   

   

 
Details of keywords used in your own/your team’s inbox searches 

Keywords searched 
(individual keywords or 
combinations) 

Comments on findings – e.g. number of documents 
found, if reading through showed none/some of these 
documents were in scope 

N/A  

  

  

  

 
Details of any other searches carried out (including by other teams)  
e.g. information held in hard copy, SG and other websites, non-eRDM databases, 
files held by NRS or paper files, or personal devices and accounts (such as 
WhatsApp, text messages etc).  
 
Statement of Compliance – Initial Request  

http://www.nas.gov.uk/onlineCatalogue/


Statement of Compliance – attached separately – Annex D 
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Statement of Compliance – Initial Request  
 

FOI reference number: 202500447375 
  
FOI Unit Triage: Routine. 
 
Searches: https://erdm.scotland.gov.uk/documents/A51547020/details 
 
I have completed a robust search to identify all of the information held which would fall within the scope of the request, including 
those held electronically, in hard copy and in personal devices or accounts. I have completed the searches template and saved a 
copy to the FOI casefile.  
 
Schedule of Documents Exemptions/Exceptions applied and public interest considerations: 
 

Doc. No. Descript
ion of 
informat
ion 

Decision 
(Release, 
partial 
release, 
withhold) 

Informati
on 
withheld. 

Exemption(s) 
/Exception(s) 
applied 

Why 
exemption
/ exception 
applies 

Public 
Interest test 
appropriate
? 
Yes/No 

P.I. test 
argument
s for and 
against 
disclosure 

Outcom
e of P.I. 
test. 

No Documents 
found in scope 

N/A N/A N/A N/A N/A N/A N/A N/A 

         

         

         

  
 
 
Case-handler record of Decisions 
 
In preparing our response to [redacted s38(1)(a)] request for: 
 
“1) It is a requirement that SPADs and/or the FM's chief of staff clear FOI responses from civil servants in the FOI unit? 
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2) How many FOIs were received by the Scottish Government in 2024, and how many of these were cleared by SPADs and/or 
FM's chief of staff before release? 
 
3) What is the purpose of the following email address: foi.spadsPO@gov.scot . Which SPADs have access to this email inbox, how 
many emails did it receive in 2024 in relation to FOIs and is it a requirement of civil servants in the FOI unit to submit all FOIs to this 
email address? 
 
4) If not all FOIs are sent to SPADs and/or the FM's chief of staff to be cleared, please explain the decision-making process which 
results in SPADs and/or the FM's chief of staff being asked to or not to clear a FOI response 
 
5) Do any SPADs work within the FOI unit within the Scottish Government? 
 
6) I would like to known if this FOI itself was cleared by SPADs or the FM's chief of staff before release” 
 
I can confirm that, as detailed above, when considering the information held, exemptions/exceptions have not been applied in a 
restrictive way and I have applied a presumption in favour of disclosure. Where appropriate, I have also given due consideration of 
the public interest.  
 
 
3rd Party Consultation 
  
 
Decision Level: 
 
I have determined that it is appropriate to seek comments or advice in relation to my response from colleagues, line manager and 
FOI Unit.  
 
I can confirm that I have saved a copy of any comments/advice received to the casefile. Having giving consideration to the 
complexity and sensitivity of the request, I have agreement from the FOI Unit that a Ministerial decision is not required in this case. 
Where a Ministerial decision is required, I have saved a copy of the Ministerial submission to the casefile.   
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Where my response differs from any FOI Unit advice received I have noted my considerations and conclusions below:  
 
 
Notes on case handling/summary of case: 
 
 
FOI Unit advice: 
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