P&I Monthly Team Meeting – Minutes
Date: 26 May 2026
Time: 14:00 – 15:30
Chair: CMS
Attendees: DH, PM, EMO, BOW, CM, SS
Apologies: N/A

1. Welcome and Introductions
· New team member CM was welcomed to the team.

2. Previous Minutes (March Meeting)
· The minutes of the March meeting were reviewed.
· No outstanding actions were identified.
· Decision: Minutes approved.

3. Agenda Changes
· “Successes” removed as a standing agenda item. 
· Recognition of achievements will continue informally.
· Exceptional achievements may still be discussed if required.

4. Work Plan Update
· Updated P&I Work Plan circulated, based on the recent brainstorming session.
· Structure aligned with organisational objectives to support reporting (e.g. annual report).
· Priorities and lead officers assigned (subject to confirmation by Paul and Chair).
· Discussion on tools: 
· Microsoft Lists and Planner deemed unsuitable for current needs.
· Microsoft Project noted as a potential option but requires licensing.
· Decision: Continue using current work plan format for now.
· Work plan to be: 
· Stored in Teams/SharePoint for accessibility.
· Updated collaboratively.
· Budget integration still required.
Key Focus Areas:
· Introduction of a team objective, cascading into individual objectives (linked to appraisal changes).
· Alignment with strategic and organisational objectives.

5. AI and Guidance Work
· AI-related work identified as a priority area for summer.
· Planned outputs: 
· Guidance for requesters (AI-specific).
· Practitioner surveys (including AI impacts).
· Engagement with regulators and authorities.
· Discussion on: 
· Increasing AI-generated requests and workload impact.
· Use of FOI legislation (e.g. Section 14 / vexatious requests) at review stage.
· Action: Continue development of AI guidance and incorporate into upcoming communications.

6. Interventions Team Update
Presented by Elaine.
Key Developments:
· Introduction of “Lessons Learned” reports for interventions.
· Creation of a standard template in WorkPro.
· Use of health checks at intervention start to establish baseline data.
· Improved tracking of: 
· Performance trends over time
· Intervention impact
· Outcomes for reporting (including annual report)
Strategic Direction:
· Greater emphasis on: 
· Measurement and evidence of impact
· Consistency in reporting
· Establishing performance benchmarks (target ~90%)
· Consideration of: 
· Balancing large interventions vs. smaller “quick win” interventions
Additional Point:
· Need to demonstrate financial value/efficiency, including: 
· Reduction in failures to respond (FTRs)
· Resource savings

7. Communications Planning
· Draft communications planning structure introduced.
· Aim to integrate communications activity with work plan where appropriate.
Upcoming Items Identified:
· AI guidance publication
· Annual report launch
· Right to Know Day
· Practitioner webinars
· FOI practitioner survey
· Various conferences and events
· Intervention closures and case updates
· Decision: Continue developing a centralised comms plan; refine format.

8. Analytics Dashboard
· Website traffic returned to normal levels (~5,000 users/month).
· Previous spike (~9,000 users) attributed to major event/activity.
· Social media:
· Stable engagement and follower growth.
· Limited reliability of certain metrics acknowledged.
· Newsletter:
· 7% increase in subscriptions since January.
· Strong engagement and click-through rates.
· Conclusion:
Metrics should remain focused on useful and actionable insights rather than volume of data.

9. Network Group Feedback
· Feedback discussed from various stakeholder groups: 
· Clarification provided to Glasgow City Council regarding FOI review processes.
· Continued interest and demand for guidance on AI.
· Positive feedback from NHS engagement sessions.

10. FOI Reform and Sector Feedback
· Discussion on: 
· FOI reform bill status and potential progression.
· Sector concerns around costs and thresholds.
· Mixed views across authorities regarding reform priorities.

11. Additional Work Areas
· Publication schemes: 
· Ongoing review required, particularly for new bodies.
· “Bodies not covered” tracking: 
· Further review and analysis required (WorkPro data).
· SharePoint migration and case management developments noted.

12. AOB
a. New Staff
· New team member expected to join end of June (date TBC).
· Induction plan to be coordinated.
b. Organisational Updates
· Introduction of core working hours (10:00–15:00): 
· Flexibility maintained outside these hours.
· Individual arrangements to be discussed where needed.
· Annual appraisals: 
· Moving to a new streamlined, flexible system launching later in the year.
· Shift towards forward-looking development and team objectives.
c. Workload and Resourcing
· Recognition of high workload across the team.
· Acknowledgement of staff efforts during a challenging period.

13. Actions Summary
	Action
	Owner
	Deadline

	Finalise work plan priorities and lead assignments
	CMS / PM
	Next meeting

	Upload and maintain work plan in SharePoint
	SS
	Ongoing

	Develop AI guidance and practitioner survey
	DH / SS
	Summer 2026

	Implement intervention “lessons learned” reporting framework
	EMO / CM
	Ongoing

	Integrate budget into work plan
	SS
	Next update

	Develop communications planning framework
	PM
	Next meeting

	Review publication schemes and new bodies coverage
	CMS / EMO
	Ongoing

	Prepare induction plan for new team member
	Team
	End June



14. Next Meeting
· June 2026.

