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TABLE TENNIS IRELAND
Freedom of Information Policy
Introduction 

The Freedom of Information Act 2000 (“the Act”) gives everyone a right of access to information held by a public authority.  This policy sets out TTI’s commitment to complying with the spirit of the Act.

TTI is fully committed to operating in an atmosphere of openness and transparency by ensuring that we comply with the Act.  We will take all necessary steps to implement this policy throughout TTI and to ensure that all staff are fully aware of it and abide by it.

This policy does not form part of the formal contract of employment, but it is a condition of employment that staff will abide by the rules and policies made by TTI from time to time.  Any failure to follow this policy can therefore result in disciplinary proceedings.

Any member of staff who considers that this policy has not been followed in respect of any information they have requested formally, should raise the matter with their line manager initially.  If the matter is not resolved, it should be raised as a formal grievance.

Compliance with our Obligations

TTI has produced a document which sets out what information is in our possession, where it is available to access and whether or not there is a charge for doing so. The scheme has been approved by the Information Commissioner.  With regard to the publication scheme, we shall:

· make it available on our website. Copies can be obtained by writing to the TTI Chairman;

· review it from time to time to ensure that it is accurate and up-to-date;

· publish a list of the major changes to it on our website; and

· answer requests for access to the information set out in our published scheme quickly and efficiently and in any event within 20 days wherever reasonably possible.

From 1 January 2005, everyone has access to all recorded information held by TTI, subject to certain exemptions.

We shall take all reasonable steps to prepare for the right of access and ensure that we have all the necessary procedures and policies in place.  This includes:

· identifying all the information that must be made available;

· identifying information that falls within the exemptions;

· ensuring that all reports / minutes etc. are formatted in such a way as to make it easy to release the document without revealing exempt information;

· identifying a cost for reproducing each document in order to calculate appropriate charges under the Act;

· nominating at least one individual who will be responsible for processing the requests and for authorising the release of relevant information;

· putting into place a corporate procedure that members of staff will follow when dealing with requests; 

· producing a Code of Practice and/or leaflet to provide applicants with advice and assistance and, in addition, inform applicants of the appeals procedure if their request is refused.

After 1 January 2005, any person may request any recorded information by submitting a request in writing to the Chairman.

We aim to comply with requests for access to recorded information as quickly as possible, but will ensure that it is provided within 20 working days unless there is good reason for delay.  In such cases, the reason for the delay will be explained in writing to the person making the request.

Staff Awareness and Involvement

Our staff are key in ensuring TTI complies with the Act. We will ensure that:

· there is someone with specific responsibility for freedom of information in TTI;

· everyone managing and handling information understands that they are contractually responsible for following good freedom of information practice;

· everyone managing and handling recorded information is appropriately trained to do so;

· everyone managing and handling recorded information is appropriately supervised;

· anyone wanting to access their recorded information knows what to do;

· queries about handling recorded information are promptly and courteously dealt with;

· methods of handling recorded information are regularly assessed and evaluated; and

· performance in handling recorded information is regularly assessed and evaluated.

Contractors and Third Parties

In certain circumstances, we may be asked for information which belongs to a third party but is held by us.  This may include information about contractors, consultants, partners or other servants or agents of TTI.

We will ensure that contractors and third parties are:

· made fully aware of, and respect, our obligations under the Act;

· made aware that, when they are tendering or quoting for any contracts, we may make information available under the Act ; and

· consulted before we disclose any information about them or their contracts or tenders under the Act.
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