JISC 2007

SC -
infoNet)

Information Legislation & Management Survey 2007

N\
N
\

()
N
S

W

' )
‘1‘

Steve Bailey
JISC infoNet
25/04/2008

S

Universities UK




Contents

1.

2.

3.

4,

INSHEULION TETAIIS ......eeei ettt e e e e bt e e e e st e et ar e e e e e na et e e s anbae e e e e anre e e e sannes 3
[T [ £ PP TP TP P P TR PPPPPN 5
2.1. DL {101 (o oL TP PP PP U OP PP PPPI 5
2.2, VOIUME OF FEOUESES ....uiiiiiiiiiiiie ettt e e e s sttt et e e e e s s e ettt eeeeeeessaaa bbb e aeeeeaaeesaassntbeeeaaeeeeessnnsnreneees 6
L@ O SPURTPRPTPP 6
[ TP PPPPPPPTP 7
[ PP PPPPPPPTPI 8
(070 ] 0] 0 =T [<To ] o IS EPUURR PRI 9
b T Y/ o 1= o =10 DT PP PURPRR T 11
I Y/ o L= o =10 (DTS (o PP PURPPR 13
L L TP PP PPPR 13
| TSP UUPPPPPTN 14
(O] 0] 0 =T [T ] o 1RSSR 14
2.5. R oo g o TaTe (o g=Te (U =TS £ UOUR TP 16
LT 11 1 16
0PN 17
2.6. EXEMPLONS GPPHET ... .. et e e e e e e e e e e e e e e a e e e e et 24
2.7, ADPEAIS PrOCESS. ..t eiii ittt ettt e e e e et e e e e e e b ettt e e e e e e e bt et e e e e e e e e e e e et e e e e e e nnrnreees 26
SEATING ISSUES ...ttt e e e e e ettt et e e e e e s s ekt bbb b et et e e e e e s abbbeeeeeeeeeesaanbbbbneeeeeeaennas 27
RECOIAS MEANAGEIMENL .....eeiiiiiiiiiiiiie ettt ettt e e e e e e e bbbttt e e e e e s e bbb b b e ettt e e e e e s s s nab b b e ettt aee e annbbreeeeeeeeeeasanne 27

www.jiscinfonet.ac.uk/records-management Page 2 of 29



Results from the JISC/UUK/GuildHE Information Legislation & Management
Survey 2007 based on 107 returns

1. Institution details

Q.1. What type of institution do you represent?

What type of institution do you represent?
50 -~
45 -
40 A
35
30

25 A

Number

20 4

15 A

10 4

Pre-1992 university  Post-1992 university University college Other higher
education institution

Type

Q.2. In which country is your institution located in?

In which country is your institution located?

100 -
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Mumber
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10 +

England Marthern Ireland Scotland Wales
Country
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Q.3. Approximately how many full time equivalent students does your institution have?

Approximately how many full-time
equivalent (FTE) students does your
30 4 institution have?

25
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21
20
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12 12
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Underlk 1k-5k 5k-10k 10k-15k 15k-20k 20k- 25k 25k- 30k 30k- 35k Ower 35k
Mumber of students
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2. Requests

2.1. Definitions

Q.4. How does your institution define an FOI request (i.e. on what basis do you decide whether
or not to record a request received)?

a0

50

40

MNumber
[¥5)
=]

20

10

How respondents classify an FOI request

50

25

A B C o E
Classification

moowp

Any request for recorded information received in written form

Any request which specifically states that it is an FOI request

Requests for information that are considered 'non-standard' or 'non-routine’
Requests received for information not included in our publication scheme
Other
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2.2. Volume of requests

Q.5. According to the above definition, how many FOI or EIR requests or Data Protection Act
(DPA) Subject Access Requests have you received during the following months:

FOI
Total volume of FOI requests received per
200 month during 2007
350 4 334
300
250
200
150
100
50
0
lan Feb Mar Apr Mlay lun Jul Aug Sep Oct Mow Dec
Average No. of FOI requests received per
institution per month during 2007
E -
5 48
47 4
. 33 37 38
34 34
3.2
3 | 28 2.8 28
2 -
1 |
0 = T T T T T T T T T T T
lan Feb Mar Apr May Jun Jul Aug Sep Oct Moy Dec
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Trend in mean average No. of FOI requests per
institution per month
] 3.6
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q 28
25 4
5 .
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Total No. of EIR requests received per month
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DPA
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Total volume of DPA SAR requests received per

month during 2007
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Comparison

Comparison of average No. of FOI requests
received per institution per month

H 2005
B 2006
2007
* Note: Figures for November and December 2005 were not collected
Comparison of the average No. of DPA SAR
received per institution per month
3
25
) |
E 2006
15
i 2007

05
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Comparison of average No. of EIR requests
received per institution per month

012

a1

Q.08

H 2006
W 2007

0.06

0.04 +

0.02 +

lan Feb  Mar  Apr  May  Jun Jul Aug  Sep  Oct  Mov  Dec

Q.6. Of the total number of FOI and EIR requests received how many have resulted in the
following responses:

Responses to total requests received

Requestrefused

dueto it being too
Withheld due to a broadto be . tretused
fee beingcharged meaningful ] EE:UF'—_ frE US:
but not received 1% ue to information

not being held
B%

0%

Requestrefusedas Information not

beingrepeated/ kﬂowngnzt
vexatious 6% recorde
0% /_ 5%

Fully withheld due
to an exemption(s)
7%

Disclased in full
62%

Dizclosed in part
13%
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Comparison of trends in disclosure rates
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2.3. Types of request

Q.7. How many of the requests you have received have cited the following specific legislation?

FOI

1699 requests (57.1% of the total FOI requests received)

EIR

1 requests (4% of the total EIR requests received)

DPA

613 request (55.2% of the total DPA SAR received)

Total

2313 requests (56.3% of all categories of requests received)

Q.8. How many requests have you received which have been ‘mixed’ requests (i.e. which have
required handling under more than one piece of information access legislation)?

128 mixed requests received

Q.9. Of the total number of requests received which you have dealt with under FOI how many
have related to the following subject areas: (if a request covers more than one of the areas
outlined below please record it under the principal subject area)
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138

377 373
347

302

183

140
114 102
B3
64

22

www.jiscinfonet.ac.uk/records-management

Comparison of total No. of requests received

by category
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*Note: Figures for ‘student issues’ were not collected in 2005. Figures for ‘IT provision & use’ and
‘Commercial activities’ were only collected in 2007.
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2.4. Types of requestor

Q.10. Of the FOI & EIR requests you have received since January 2007 how many have been
from each of the following categories of requestor. Please provide separate figures for FOI and
EIR:

FOI

Total No. of FOI requests received by type of

requestor

700
601

600 -
500 +

400 337 361

300 4 270 269

194

200 +

www.jiscinfonet.ac.uk/records-management Page 13 of 29



EIR

requestor

Total No. of EIR requests received by type of

Comparison
Comparison of total No. of FOI requests
received by type of requestor
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Comparison of total No. of EIR requests
received by type of requestor
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2.5. Responding to requests

Q.11. If you routinely record the amount of time it takes to answer an FOI / EIR request or DPA
SAR please indicate how many requests have taken the following periods of time to complete.
(including forwarding / logging of request, identifying and locating relevant information,
considering exemptions, redacting / preparing information for release, internal approval process

for release).

If you do not record this information, please indicate which of the following lengths of time you
feel that the majority of requests have taken to answer.

FOI/EIR
How long FOI & EIR requests take to answer
(actual time spent)
10- 15 days 15-20days
304 6%
Lessthan 1 hr
5-10days
3% 14%
1-5days
12%
4 -8 hours
12%
1-4hrs
50%
How long FOI & EIR requests take to answer
(total elapsed time)
1-4hrs
1% 4-8 hours
Lezsthan 1 hr
5 days
0%
15- 20 days
45%
5- 10 days
17%
10- 15 days
18%
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DPA

How long DPA SAR requests take to answer
(actual time spent)

20 -40days
15- 20 days a%

29 Lessthan 1 hr
10- 15 days 5%
5% 1-4 hours
0%

4-8 hours
17%

5-10days
39%

1-5 days
14%

How long DPA SAR requests take to answer
(total time elapsed)

Lessthan 1 hr 4-8 hours
1%

20—40da1.r5/
0

10- 15 days
15- 20 days 11%
6%
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Q.12 How many FOI or EIR requests did you receive during 2007 which you did not complete
within 20 working days?

166 requests out of a total of 2996 (4.5%) received were not completed within 20 working days

Of those 166, 23 (0.8%) were caused by extensions to the deadline to allow for consideration of the
public interest test

Q.13. How many DPA subject access requests did you receive during 2007 which you did not
complete within 40 days?

26 Subject Access Requests out of a total of 1110 (2.3%) were not completed within 40 days

Q.14. Please rank the steps below in order of the amount of time they usually take when
completing an FOI or EIR request (ranging from 1 =longest time to complete to 7 = shortest time
to complete)

Time taken to officially log an FOI/EIR
request

Werylong
Extremely long 4% Long
1%

Extremely quick _—"
68%
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Time taken identifying relevant information

sources
Extremely quick Extremely long
6% 7%

Verylong

N

Very quick
31% \ Long
5%
Average
18%
Quick
20%

Time taken locating & accessing required
information

Very quick Extremely quick

1%
Cick 6%
5%
Average

10% Extremely long

41%

Verylong
17%
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Time taken reviewing the information

Extremely quick

Wery quick
4% 3%

Extremely lang

Quick
7%

Average

Long
27%

Time taken considering exemptions

Extremely quick
0%

Quick 7% Extremely long
139 _\\\\\ 13%

Wery long
21%

Wery quick

Average
23%

23%
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Time taken obtaining internal approval for
decisions taken

Extremely quick
4%

Very quick
17%

Extremely long
13%

Time taken redacting information

Extremely quick Extremely long
14% % verylong
\ 3%
Long
17%

Wery quick

19%

|
Verage
12%

26%
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Q.15. On average, how many members of staff are actively involved in responding to an FOI, EIR
or DPA request?

Average No. of staff involved in
respondingto FOIl requests

4105

145 T |

2to3
4%

Average No. of staff involved in
respondingto DPA SAR

5+
15%

10%

N

4105
22%

2to 3
53%
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Average No. of staff involved in
respondingto EIR requests

5+

63%

Q.16. How many FOI or EIR requests did you receive during 2007 for which you charged a fee?

5 out of 2303 requests (0.21%) which were either answered partially or in full resulted in a fee being
charged

Q.17. How many FOI or EIR requests did you receive during 2007 for which you charged for
disbursements

4 out of 2303 requests (0.17%) which were either answered partially or in full resulted in disbursements
being charged

Q.18. During 2007 how many DPA subject access requests did you charge a £10 fee for?

618 out of 1110 Subject Access Requests (55.6%) required payment of a £10 fee

Q.19. Do you publish the FOI or EIR requests you have received and the answers / information
you have given (e.g. in the form of a disclosure log)?

5 institutions do publish the information they provide

69 institutions do not
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Disclosure Log

Oneis planned, D;::r
but not yet
implemented
14%

Might encourage
£ " a8 T
additional

requests
7%

Limitated value
does not justify
resgurces required
45%

Reasons stated for not implementing a

It is not mandatory
22%

Unaware of
disclosure logs

5%

2.6. Exemptions applied

Q.20. Since January 2007 how many times have you relied on the following exemptions to

withhold information requested under FOI

173

a2

29

No. of times each exemption has been used

200 to withhold information

180 A

160 1

140 -

120 4

100 - ggm

81

80 -+

60 -

40

20 | 16 15

0110000131000I0
[ T T T T T T T T Iu T T T T T T T
O Y GG g g BN G g BB N g B B g P g
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Comparison of times each exemption has
been used to withhold informationunder

250 - FOI
200 1 o 2005
H 2006
150 4 d 2007
100 A
50 4
0 - e B e L |'I | I — — |h| T

Key to exemption numbers

21. Information accessible to applicant by other means.

22. Information intended for future publication.

23. Information supplied by, or relating to, bodies dealing with security matters.
24. National security.

25. Certificates under ss. 23 and 24: supplementary provisions.

26. Defence.

27. International relations.

28. Relations within the United Kingdom.

29. The economy.

30. Investigations and proceedings conducted by public authorities.
31. Law enforcement.

32. Court records, etc.

33. Audit functions.

34. Parliamentary privilege.

35. Formulation of government policy, etc.

36. Prejudice to effective conduct of public affairs.

37. Communications with Her Majesty, etc. and honours.

38. Health and safety.

39. Environmental information.

40. Personal information.
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41. Information provided in confidence.
42. Legal professional privilege.

43. Commercial interests.

44. Prohibitions on disclosure.

2.7. Appeals process

Q.21. Since January 2007 how many requests for information which have been either partially or
completely refused by the institution have subsequently been subject to an internal appeal

64 decisions to withhold information have been subject to an internal appeal (2.10% of all FOI/EIR
requests received)

Of these:

50 Upheld by the internal appeal

24 Overruled by the internal appeal

5 Decisions still pending

Q.22. How many requests since January 2007 have been the subject of external appeal (i.e.
involving the Office of the Information Commissioner, Scottish Information Commissioner, the
Information Tribunal or the Court of Session)?

16 decisions to withhold information have been the subject of external appeal (0.53% of all FOI/EIR
requests received)

How many of these decisions to refuse a request, either partially or completely, were:

1 Upheld completely by the external appeal

1 Upheld in part by the external appeal

2 Over ruled by the external appeal

12 Decisions still pending
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Q.23. How many times since January 2007 have you sought formal legal advice when
responding to a request or appeal?

Legal advice has been sought on 88 occasions regarding FOI matters

33 times regarding DPA issues and 2 times regarding the EIR

3. Staffing Issues

Q.24. Do you have an officially designated FOI Officer and/or team?

74 (69%) Yes

Q.25. If so, approximately what equivalent FTE resource is devoted to FOIl issues (please note this can
be more than 1.0 FTE if more than one person is employed in this area)?

FTE resource devoted to FOI & EIR issues

001
3%

0.05 01

23%

4. Records Management

Q.26. Does your institution have an officially designated Records Manager and/or team?

47 (43.9%) Yes

25 (23.4%) No
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Q.27. If so, approximately what equivalent FTE resource is devoted to Records Management issues
(please note this can be more than 1.0 FTE if more than one person is employed in this area)?

FTE resource devoted to records
managementissues

19%

Q.28. Do you have an approved records management policy in place?

44 (41.1%) Yes

26 (24.3%) No
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Q.29. Which of the following best describes your institution's approach to implementing an Electronic
Document & Records Management System?

Institutional attitudes towards implementing
an EDRMS

We have
successfully
implemented one
already

1% We have no plans

‘ to implement ane

‘ 31%

We are considering
whether to
implement one
40%

We are planning to
implement one in

We arein the the near future
process of 14%
implementing one
14%

Disclaimer

We aim to provide accurate and current information on this website. However, we accept no liability for errors or
omissions, or for loss or damage arising from using this information. The statements made and views expressed in
publications are those of the authors and do not represent in any way the views of the Service.

The JISC infoNet Service offers general guidance only on issues relevant to the planning and implementation of
information systems. Such guidance does not constitute definitive or legal advice and should not be regarded as a
substitute therefor. The JISC infoNet Service does not accept any liability for any loss suffered by persons who
consult the Service whether or not such loss is suffered directly or indirectly as a result of reliance placed on
guidance given by the Service.

The reader is reminded that changes may have taken place since issue, particularly in rapidly changing areas such
as internet addressing, and consequently URLs and email addresses should be used with caution. We are not
responsible for the content of other websites linked to this site.

© Northumbria University. This material is licensed under the Creative Commons License.
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