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HEALTH & SAFETY STATEMENT

All employees have a general duty in law to take reasonable care for the health and safety of themselves and of other persons who may be 
affected by their acts or omissions. All employees must understand and be committed to Transport for London’s Health and Safety Policy 
statement and the Company’s safety priorities and be aware of their contribution to such priorities. All employees must also be aware of 
and comply with all current health and safety legislation and other Company requirements that are relevant to their role. 

EQUALITY STATEMENT 

Transport for London values the diversity which exists in our city, and our aspiration is to reflect this diversity in our workforce. All 
employees must be aware of and committed to the Equality Policy Statement of Transport for London. All employees must also be aware 
of and comply with other Company requirements associated with Equality and Diversity issues relevant to their role. 

CRIME & DISORDER STATEMENT

It is a statutory requirement for all departments within TfL to follow Section 17 of the Crime and Disorder Act 1998. Section 17 requires 
authorities to consider the likely affect on crime and disorder and community safety in all that they do, and take action to prevent crime 
and disorder, substance misuse, anti-social behaviour and behaviour that adversely affects the environment. TfL has voluntarily been 
committed to following Section 17 since 2006, but we must all make sure that it is considered in decision making, policies and procedures 
in the same way that equality and health and safety are.

Our 15 competencies are the generic skills, including interpersonal skills and knowledge need to perform well in a role, but 
not all of these will be applicable. Based on the requirements of the role, please indicate those competencies that are most 
relevant (6 - 8 max) and the level required with A the least complex and E the most complex level. 

Refer to the Competency Briefing Note for Line Managers for further information and the Competency Framework to determine 
the competencies and levels to be included. 

Building capability Communications and influence

Responsiveness Stakeholder management

Customer service orientation Planning and organisation

Strategic thinking Commercial thinking

Problem solving and decision making Safety awareness

Organisational awareness Managing business performance

Change and innovation Team leadership

Results focus

Experience

Personal information relating to TfL’s customers, workforce and members of the public, must only be collected, accessed or used by 
employees for legitimate business purposes directly related to the performance of their duties; and in accordance with their terms and 
conditions of employment, TfL’s Privacy and Data Protection Policy, The TfL Code of Conduct and relevant HR policies. The misuse of 
personal information is generally viewed as gross misconduct and may also constitute a criminal offence.

PRIVACY & DATA PROTECTION STATEMENT

http://source.tfl/pdfs/TfL_Competency_Briefing_Note_For_Line_Managers.pdf
http://source.tfl/pdfs/TfL_Competencies.pdf
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ADDITIONAL INFORMATION AND/OR ADDENDUM


	Enter job title: Senior FOI Case Officer
	Position number: Information Access Manager  51142554
	Enter Hay score / Pay Band: Pay Band 2
	t1: 
	Enter text: The Job Holder’s primary purpose is to ensure that Transport for London (TfL) complies with the requirements of the Freedom of Information Act 2000 (FOIA), the Environmental Information Regulations 2004 (EIRs) and the Local Government Transparency Code (LGTC). 

The Job Holder should lead on complex information access requests across the organisation and working with senior management and the Press Office to ensure that the response is accurate, informative and transparent and in compliance with legislation. In addition, the role also involves coordinating publication of information in accordance with TfL’s Transparency Strategy and working with stakeholders to determine whether the public interest supports information being withheld in accordance with Information Access Legislation.
	Tooltip: Please see example :

"The job will have responsibility and accountability for delivering the projects to time, budget, scope and quality, and supporting the Programme Manager, they will optimise the allocation and utilisation of project and programme management professionals, subject matter experts and external suppliers.
 
The job will work within the Programmes & Delivery team to leverage their specialist expertise within projects to ensure the implementation of a holistic and comprehensive project delivery model.”
	t2: 
	Enter text 02: Lead on complex information access requests (likely to include up to 60 open cases at any one time) and draft and issue responses to these requests, incorporating relevant contributions received from the business, which are fully compliant with the requirements of the FOIA and EIRs, taking responsibility to ensure that internal processes are followed and statutory deadlines are met

Liaise with senior internal and external stakeholders, representing the FOI Case Management Team, to resolve particularly sensitive and complex requests and where appropriate, lead discussions on the potential impact of the disclosure of associated information whilst providing guidance, advice and support around the legal obligations the FOI Act places on the organisation.

Review sensitive information being considered for release under FOIA, EIRs or proactive publication in accordance with the LGTC or TfL’s Transparency Strategy. Take ownership for determining whether information should be withheld and provide appropriate justification for the redaction of the material, taking into account the statutory exemptions and exceptions available and the balance of the public interest

Identify information for publication under the FOI Publication Scheme, LGTC and Transparency Strategy. Make arrangements with information asset owners to ensure that it is published and kept up to date.

Conduct reviews of closed cases in accordance with the Internal Review Procedure, reporting findings and agreeing actions with key internal stakeholders.
	Tooltip 2: Please see examples :

"Responsible for the reporting of periodic department expenditure against the budget to ensure is in line with forecast spending.

Provide a wide range of ad-hoc analyses, to produce accurate, insightful and meaningful interpretation of customer travel behaviour.

Manage assigned projects, in accordance with the TfL PPM Methodology and working to relevant corporate standards, to ensure delivery of intended business benefits."
	Text2: The cost to TfL of responding to FOI and EIR requests has been estimated at £1.4m a year. With increasing numbers of complex information requests, the job holder's role in resolving complex requests and supporting the proactive publication of information provides mitigation against the increase in the costs of request handling.
	Text3: Internal: Resolving complex information requests with colleagues from within the Information Governance team; Working with colleagues across the organisation up to Director level to agree exemptions to the release of sensitive information requested under the FOI Act or the EIRs; Liaising with contributors in the business areas responsible for the co-ordination of FOI and EIR replies and material for proactive publication. Engagement with the Press Office and MDs’ offices to seek clearance for draft replies.

External: Respond to requests for information from members of the public and stakeholders (media, elected representatives, TU ) making FOI and EIR requests, Liaise with FOI case officers in the GLA, MPS and Boroughs who are handling similar requests for information. 

	Text4: TfL’s organisational and functional structure, including its various modes and subsidiaries

Relevant legislation such as the FOIA, EIRs and Data Protection Act.

The principles of good information and records  management

Up to date knowledge of the decisions notices issued by the Information Commissioner and the rulings of the Information Rights Tribunal

Relevant Codes of Practice relating to Information Access and Transparency including the LGTC


	Text5: Excellent verbal and written communication skills, including the ability to draft accurate, concise and well structured correspondence in high volumes.

The ability to explain the requirements of policies and procedures to colleagues at all levels (up to and including Directors).
 
Excellent numeracy skills, including the ability to analyse and interpret statistical and financial data.

Understand complex technical information, contracts and tender documents and identify potentially exempt information.

The ability to operate e-discovery and web publishing software.
	Text6: Experience of handling hundreds of different complex information access requests and conducting Internal Reviews

Using Adobe Acrobat and Outlook; Word; Excel; Internet Explorer

Liaising with a diverse range of internal and external stakeholders

Working within a team and building positive relationships and team dynamics
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This section is only required in exceptional cases, for example if the role requires additional information about Health & Safety, or Equality, or Crime and Disorder.

Additional may be entered where an addendum is required for generic job descriptions.


