ATHLONE  INSTITUTE OF TECHNOLOGY
Application for Information under

The Freedom of Information Acts 1997and 2003
General information:

Under the FOI Acts, anyone is entitled to apply for access to information not otherwise publicly available. Each person has a right to access to records held by the Institute, correction of personal information relating to oneself held by the Institute where it is inaccurate, incomplete or misleading, and access to reasons for decisions made by the Office directly affecting oneself.

The following records come within the scope of the Acts:-

· all records relating to personal information held by the Institute irrespective of when created

· all other records created from commencement date – 21st April 1998

· any other records necessary to the understanding of a current record.

You should be aware that the following information is not covered by the Acts:-

· Information that has already been published and in the public domain

· Non-personal information created before commencement date – 21st April 1998

· Personal information relating to anyone other than the person requesting the information (with some exceptions)

· Sensitive information excluded by the Minister under the terms of the Acts.

This form can be used for making an application for the supply of information from Athlone Institute of Technology, under the Freedom of Information Acts 1997 and 2003. You may, if you wish, apply for information in writing and not use this form. If you choose not to use the form please supply in writing as much information as possible so that the staff of the Institute can deal with your request in a prompt manner. The Institute is obliged to respond within 4 weeks.
You may be required to produce identification before information is released to you. This is especially so where information of a personal nature is requested. A Passport, Driving License, Birth Certificate, etc., is usually sufficient.

Related publications:

Athlone Institute of Technology has published 2 Reference Books in accordance with section 15 and 16 the Act.

The first Reference Book is entitled ‘Guide to the Functions and Records of the Institute and includes a description of the Institute, a breakdown of its organisational structure, a schedule of the types of records held by the Institute, contact points for making requests for information and the means whereby an appeal can be lodged in the event of an unsatisfactory outcome (all appeals must be sent to the FOI Office).

The second Reference Book is entitled An Information Guide to Rules, Guidelines and Procedures and is intended to be an index of the various circulars, precedents, rules and guidelines that staff of the Institute use to make decisions.

Applying for information

To make an application for information under the terms of the FOI Act you should complete this form and return it to the address shown below. Contact numbers for the FOI Office in the Institute are shown for you information.

Ms. Mary Duffy
Tel:- Ireland 0902 71807
Email:- mduffy@ait.ie
Freedom of Information Officer,
Fax:- Ireland 0902 24417


Athlone Institute of Technology


Fees

· A standard application fee of €15 must accompany an FOI request under Section 7 for a record or records containing non-personal information..  

· A reduced fee of €10 applies if the person making such a request is covered by a medical card.

· The following requests/applications are exempt:

(a) a request under Section 7 for a record or records containing only personal information related to the requester.

(b) an application under Section 17 (right of  amendment of records relating to personal information).

(c) an application under Section 18 (right of person to information regarding acts of pubic bodies affecting the person).



ATHLONE  INSTITUTE  OF  TECHNOLOGY
APPLICATION FOR INFORMATION UNDER

THE FREEDOM OF INFORMATION ACTS 1997 and 2003

Name of person requesting information

(in block capitals)


Postal Address (in block capitals)


Contact Number (home)



Contact Number (work)



Identification being offered by person requesting information

{COPIES ONLY of either Birth Certificate; Driver’s Licence; Passport; Social Welfare Card}


Type of information being requested (mark      if required):

· Personal information, irrespective of when created






· Non-personal records created from commencement date of the FOI Act – 21st April 1998

· Other records necessary to the understanding of a current record

Please give as much detail as possible about your request. Please include the dates within which the information your are requesting is relevant. Please supply any alternative name(s) or address(es) which will enable the information you require to be traced.


The FOI Office will be happy to assist you in completing your application for information. You can address any queries to them at the contact addresses shown overleaf.

Signature of Applicant:






Date of Application:
_____________________________
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See overleaf for application form
















































































