Request for Access to Records under the

Freedom of Information Act, 1997

Freedom of Information Amendment Act, 2003

(Before completing this form, see information regarding access to records on attached sheet and new application fees effective from 7th July, 2003).

MIONSONRAÍ FAOIN IARRATASÓIR 

Please use BLOCK letters

Surname: _______________________________________________________

First Name: _____________________________________________________

Postal Address: __________________________________________________

________________________________________________________________

________________________________________________________________

Telephone Number(s)






Home: _________________



Business: _______________



Mobile: _________________

Personal Information

Before you are given access to personal information relating to yourself, you may be asked to provide proof of your identity.

Form of Access

My preferred form of access is:

(please tick as appropriate)


        to obtain copies of the record/s (by post or other)


       other – please specify: __________________________________________




      ___________________________________________

DETAILS OF REQUEST

In accordance with section 7 of the FOI Act, I request access to records, which are:

(Please tick as appropriate)


PERSONAL


NON-PERSONAL 

(In the space provided please describe the records as fully as you can.  If you are requesting personal information, please state precisely in whose name those records are held.  You will not normally be given access to personal information of another person unless you have obtained the written consent of that person)

I request the following records:

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

SIGNATURE OF APPLICANT: ____________________________________




      DATE: ____________________________________

A fee of €15 is required before your FOI request may be processed.  A reduced application fee of €10 is payable if you are covered by a medical card in which case you should supply details of the medical card registration number and issuing health board together with your consent to the verification of these details with the relevant health board.

This form may be used to request access to records of any public body, if you wish to use it to access records of Galway City Council, it should be addressed to: 

Ms. Anne Brett, Freedom of Information Officer, Corporate Services, Galway City Council, City Hall, College Road, Galway.

Information regarding access to Records under the 

Freedom of Information Act, 1997

You may use the attached form to apply under the Freedom of Information Act for access to records held by Government Departments or other Public Bodies.

___________________________________

What is Freedom of Information?

The Freedom of Information Act came in effect on 21st April, 1998 for Government Departments and certain public bodies and for Local Authorities on the 21st October, 1998.  This Act gives you the right to access records held by such bodies, subject to certain qualifications and exemptions.  You do not have to give a reason as to why you want to see any records.  The public body involved must give you an explanation if you are not given the access you request.  A decision on your application must normally be made within 4 weeks.

What can you ask for?

You can ask for the following records held by Government Departments or certain public bodies:

· Any records relating to you personally, whenever created.

· All other records created after the commencement of the Act.

· If you are a member of staff your personnel records created up to three years prior to the commencement of the Act.

· Earlier records, if needed to understand later records which are accessed.

A “record” can be a paper document, information held on computer, printouts, maps, plans, microfilm, microfiche, audio-visual material etc.

Rights of Appeal Against the decision.

· If you are not satisfied with the decision, on an F.O.I. request you may ask the public body for “internal review” of the decision.  A more senior officer will review your application.  You will be advised of the result of this review within 3 weeks.

· If you are not satisfied with the decision on “internal review”, you may ask the Information Commissioner to review the matter.

Fees for access to records.

Full details of application, review, search, retrieval and photocopying fees are detailed overleaf.

For Further Information.

The Freedom of Information Act is available from the Government Publications Sales Office, Molesworth Street, Dublin 2.  For further information, you can ring the Freedom of Information Officers in any of the Government Departments or public bodies.  Information booklets setting out the information held by such bodies are available at your local library or at the public office of any such body.  In Galway City Council, further information on Freedom of Information is available from any of its departments, in the manuals published under the Act or by contacting:  Ms. Anne Brett, Freedom of Information Officer, Corporate Services, City Hall, College Road, Galway. 

Tel. No. (091) 536479

Fax:
  (091) 567493

Email:  enquiries@galwaycity.ie
SUMMARY OF APPLICATION AND REVIEW FEES

	TYPE OF REQUEST/APPLICATION
	STANDARD FEE*
	REDUCED FEE*

	Request for a record containing non-personal information
Initial request 

Internal review

Review by Information Commissioner


	€15

€75

€150
	€10

€25

€50

	Request for a record containing personal information


	No charge
	No charge

	Application under section 17

 for amendment of a record containing incorrect, incomplete or misleading personal information.
	No charge
	No charge

	Application under section 18

for the reasons for a decision affecting the individual.


	No charge
	No charge


· Reduced fee will apply if the person making the request is covered by a medical card or a dependant of a medical card holder.

· Fees will not apply where a person appeals a decision to charge a fee or deposit, or a fee or deposit of a particular amount under section 47 of the FOI Act.

· Reduced fee will apply in respect of third parties who appeal a decision of a public body to release their information on public interest grounds.

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

You may pay this by way of:

· By Cash (Please do not send cash through the post)

· By Cheque, Money Order or Bankers Draft payable to: 

Galway City Council, Finance Department.
·  By Laser Card/Credit Card

(Payment may be made by Credit Card at the public counter, 

by telephone to (091)-536593/536400.

GALWAY CITY COUNCIL’S SCALE OF FEES FOR 

SEARCH, RETRIEVAL AND PHOTOCOPYING OF RECORDS

Fees may be charged as follows:-

1. Personal Information Requests:

(a) Shall be charged at the rate of €21 per hour, or part there of, for requests requiring dedication of a search and retrieval time equal to, or greater than, 1 hour.

(b) Charge shall be waived in circumstances when the request requires the dedication of a search and retrieval time of less than 1 hour.

(c) No photocopying fee shall arise in the case of personal information, where such charges would not be reasonable, having regard to the means of the requester.

2.
Non-Personal Information Requests:
(a) These shall be charged for at the rate of €21 per hour, or part there of, for 

all such requests requiring the dedication of a search and retrieval time of 15 minutes or more.

(b) These shall be waived where the information would be of particular assistance to the understanding of an issue of national importance.

3.
Photocopying:
(a) All photocopying sheets required in compliance with a request shall be charged at the rate of 5 cents per sheet where the amount produced exceeds 35 sheets.

(b) No charge will be made in respect of photocopying and retrieval the total charge involved is less than €6.00.

4. NO CHARGES WILL APPLY IN RESPECT OF TIME SPENT BY THE CITY COUNCIL IN CONSIDERING YOUR REQUEST.

5.
Deposits:

A deposit may be payable where the total fee is likely to exceed €51.00.  


In these circumstances, you may request assistance from our staff to 

Amend your request so as to reduce or eliminate the amount of the deposit.

Office Use Only





Date FOI Request Received:_____________


Identify Verified: ______________________ 


Consent Confirmed: ____________________ 


Fee Paid: _____________________________


Receipt No. ____________________________


Receipt Date: _________________________























