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1 Introduction

The Freedom of Information (Scotland) Act 2002 (FOISA) provides individuals with a right of access to all recorded information held by Scotland’s public authorities. Anyone can use this right, and information can only be withheld where FOISA expressly permits it.

Section 23 of FOISA also requires that all Scottish public authorities maintain a publication scheme. A publication scheme sets out the types of information that a public authority routinely makes available. This scheme has been approved by the Scottish Information Commissioner, who is responsible for enforcing FOISA. We are also obliged to review this scheme from time to time.

The purpose of the scheme is to provide you with details of the range of information that we routinely publish. The scheme also provides details of how you can access this information, and tells you whether it is available free, or if there is a charge for the information. SHRC is strongly committed to promoting openness and transparency of the work undertaken to promote and protect human rights in Scotland.

Through this scheme SHRC makes available a range of information about the office and its work as a matter of course. Alongside FOISA, the Environmental Information (Scotland) Regulations 2004 (the EIRs) provide a separate right of access to the environmental information that we hold. This publication scheme also contains details of the environmental information that we routinely make available.

Where information is not published under this scheme, you can request it from us under FOISA or, in the case of environmental information, the EIRs. For further information on accessing information not covered by this scheme, refer to Section 11 – How to access information not available under the scheme.

2 About the Scottish Human Rights Commission

SHRC was created by The Scottish Commission for Human Rights Act 2006 (The Act). SHRC was formed in 2008.

Professor Alan Miller was unanimously elected by the Scottish Parliament to become the first Chair of the Commission. 

Professor Kay Hampton, Ms Shelagh McCall and Mr. John McNeill have been appointed by the Scottish Parliament as the other members of the Commission.

Staff have been recruited, and the Commission is co-located with the GB Equality and Human Rights Commission at the Optima Building, 58 Robertson Street, Glasgow G2 8DU.

SHRC has a vision of a modern, outward-looking and fairer Scotland – where social progress is achieved through a rights-based approach, and where human dignity, equality and participation are guaranteed for all.

We will promote all human rights – civil, political, economic, social and cultural. We will identify and advocate best practice within public authorities, monitor law and policy in Scotland, and, where necessary, recommend changes. SHRC may conduct legal inquiries, enter places of detention and intervene in civil legal proceedings. We will develop indicators so that our performance can be assessed.
3 Preparing the Publication Scheme

When preparing or reviewing our publication scheme, we are obliged by FOISA to have due regard to the public interest in providing access to the information that we hold which relates to:

· the services we provide;

· the costs of those services;

· the standard of those services;

· the facts that inform the important decisions we take; and

· the reasoning that informs our decisions.

This scheme has been designed to ensure that information relating to each of these categories is made available wherever possible.

In Section 12 of this scheme, information that is published by SHRC has been grouped into a number of broad classes. The publication scheme describes information that SHRC intends to publish as well as information already available. 

In preparing this publication scheme SHRC has carried out an information audit to ensure that it contains information that people want to see.
4 Accessing Information under the Scheme

Information available under our publication scheme will normally be available through the routes described below. Section 12 – Classes of Information provides more details on the information available under the scheme, along with additional guidance on how the information falling within each “class” may be accessed. 

Online:

Some of the information listed in our publication scheme is available to download from our website and where this is the case a link within Section 12: Classes of Information will direct you to the relevant page or document. Where no such link is present, you can use our website’s “Search” facility at www.scottishhumanrights.com. If you are still having trouble finding any document listed under our scheme, then please call SHRC’s Office on 0131 528 5201 for further assistance. You can also email hello@scottishhumanrights.com.

On request:
If the information you seek is listed in our publication scheme but is not published on our website you can request copies of documents to be sent by email or by post. We will also provide information found on our website by email or post on request.  Please note that there may be a charge for this - see Section 6 charging policy. You can write to us or phone us to make your request. When requesting information from us, please provide a telephone number so that we can telephone you to clarify details, if necessary.  
Scottish Human Rights Commission

58 Robertson Street 

Glasgow

G2 8DU 

Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com
Visiting the Office:

You can visit SHRC's office in Glasgow to collect a copy of the information under the scheme. Our office opening hours are 9.30am to 5.30pm, from Monday to Friday, except on public holidays, and you can find directions to our office here: http://www.scottishhumanrights.com/about/contact 

We recommend that you contact the office before your visit to ensure that we are able to provide you with the publications you want as efficiently as possible.

Advice and assistance:

If you have any difficulty identifying the information you want to access, then please contact our Information Officer who will be happy to help.

Scottish Human Rights Commission
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Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com

Other formats:

If you need information supplied in an alternative format, e.g. on audio tape, in Braille or alternative languages, please let us know and we will take all reasonable steps to provide it in the format you request.

If we need to arrange for a document to be transcribed or translated into an alternative format it may take longer than normal to provide you with the information. However, we will always provide publications as quickly as we can and where there is a delay we will contact you to explain why and when you can expect to receive them. The costs of this will be met by SHRC.

5 Information that we may withhold

All information covered by our publication scheme can either be accessed through our website, or will be provided promptly following our receipt of your request.

Our aim in maintaining this publication scheme is to be as open as possible. You should note, however, that there may be limited circumstances where information will be withheld from one of the classes of information listed in Section 12 – Classes of Information. Information will only be withheld, however, where FOISA (or, in the case of environmental information, the Environmental Information (Scotland) Regulations 2004) expressly permits it.

Information may be withheld, for example, where its disclosure would breach the law of confidentiality, harm an organisation’s commercial interests, or endanger the protection of the environment. Information may also be withheld if it is another person’s personal information, and its release would breach the data protection legislation.

Whenever information is withheld we will inform you of this, and will set out why that information cannot be released. Even where information is withheld it may, in many cases, be possible to provide copies with the withheld information edited out.

If you wish to complain about any information which has been withheld from you, please refer to Section 10 – Complaints.
6 Our Charging Policy

All information contained within our scheme is available from us free of charge where it can be downloaded from our website or where it can be sent to you electronically by email.

We reserve the right to impose charges for providing information in paper copy or on computer disc. Charges will reflect the actual costs of reproduction and postage to the authority, as set out below.

In the event that a charge is to be levied, you will be advised of the charge and how it has been calculated. Information will not be provided to you until payment has been received.

Reproduction costs:

Where charges are applied, photocopied information will be charged at a standard rate of 10p per A4 side of paper (black and white copy) and 30p per A4 side of paper (colour copy).

Computer discs will be charged at the rate of £1.00 per CD-Rom.

Postage cost:

We will pass on postage charges to the requester at the cost to the authority of sending the information by first class post.

7 Our Copyright Policy

SCHR holds the copyright for the vast majority of information in this publication scheme. All of this information can be copied or reproduced without our formal permission, provided it is copied or reproduced accurately, is not used in a misleading context, and provided that the source of the material is identified.

The publication scheme may, however, contain information where the copyright holder is not SCHR. In most cases the copyright holder will be obvious from the documents. In cases where the copyright is unclear, however, it is the responsibility of the person accessing the information to locate and seek the permission of the copyright holder before reproducing the material or in any other way breaching the rights of the copyright holder. Wherever possible, this scheme will indicate where we do not own the copyright on documents within Section 12 – Classes of Information.

Information about Crown copyright material is available on the website of the Queens Printer for Scotland at www.oqps.gov.uk. We can provide you with a copy of this information if you do not have internet access.

8 Our Records Management and Disposal Policy

The length of time for which SHRC will keep key records and make them available is set out in the records retention schedule document. This document is included in the Records Management sub-class of the “Functions & Management” class, in SHRC's Publication Scheme, along with other policy documents relating to records management within the office.

SHRC observes the Code of Practice on Records Management, which has been published by Ministers in accordance with Section 61 of the Freedom of Information (Scotland) Act 2002.

9 Feedback

FOISA requires that we review our publication scheme from time to time. As a result, we welcome feedback on how we can develop our scheme further. If you would like to comment on any aspect of this publication scheme, then please contact us. You may, for example wish to tell us about:

· other information that you would like to see included in the scheme;

· whether you found the scheme easy to use;

· whether you found the publication scheme useful;

· whether our staff were helpful;

· other ways in which our publication scheme can be improved.

Please send any comments or suggestions to:

Strategy and Legal Team
Scottish Human Rights Commission

58 Robertson Street 

Glasgow

G2 8DU 

Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com

10 Complaints

Our aim is to make our publication scheme as user-friendly as possible, and we hope that you can access all the information we publish with ease. If you do wish to complain about any aspect of the publication scheme, however, then please contact us, and we will try and resolve your complaint as quickly as possible. You can contact:

Strategy and Legal Team

Scottish Human Rights Commission

58 Robertson Street 

Glasgow

G2 8DU 

Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com

Website: www.scottishhumanrights.com
Any complaint will be acknowledged within two working days of receipt and we will respond in full within twenty working days.

You have legal rights to access information under this scheme and a right of appeal to the Scottish Information Commissioner if you are dissatisfied with our response. These rights apply only to information requests made in writing* or another recordable format. If you are unhappy with our responses to your request you can ask us to review it and if you are still unhappy, you can make an appeal to the Scottish Information Commissioner.

The Commissioner’s website has a guide to this three step process, and he operates an enquiry service on Monday to Friday from 9:00am to 5:00pm. His office can be contacted as follows:

Scottish Information Commissioner

Kinburn Castle

Doubledykes Road

St Andrews

Fife

KY16 9DS

Telephone: 01334 464610

Email: enquiries@itspublicknowledge.info

Website: www.itspublicknowledge.info

*verbal requests for environmental information carry similar rights.

11 How to access information which is not available under this scheme

If the information you are seeking is not available under this publication scheme, then you may wish to request it from us. The Freedom of Information (Scotland) Act 2002 (FOISA) provides you with a right of access to the information we hold, subject to certain exemptions. The Environmental Information (Scotland) Regulations 2004 (EIRs) separately provide a right of access to the environmental information we hold, while the Data Protection Act 1998 (DPA) provides a right of access to any personal information about you that we hold. Again, these rights are subject to certain exceptions or exemptions.
Should you wish to request a copy of any information that we hold that is not available under this scheme, please write to:

Strategy and Legal Team

Scottish Human Rights Commission

58 Robertson Street 

Glasgow

G2 8DU 

Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com

Website: www.scottishhumanrights.com

Charges for information which is not available under the scheme:

The charges for information which is available under this scheme are set out under section 6 – Our Charging Policy. If you submit a request to us for information which is not available under the scheme the charges will be based on the following calculations:

General information requests:

· There will be no charge for information requests which cost us £100 or less to process.

· Where information costs between £100 and £600 to provide you may be asked to pay 10% of the cost. That is, if you were to ask for information that cost us £600 to provide, you would be asked to pay £50, that calculated on the basis of a waiver for the first £100 and 10% of the remaining £500.

· We are not obliged to respond to requests which will cost us over £600 to process.

· In calculating any fee, staff time will be calculated at actual cost per staff member hourly salary rate to a maximum of £15 per person per hour.

· We do not charge for the time to determine whether we hold the information requested, nor for the time it takes to decide whether the information can be released. Charges may be made for locating, retrieving and providing information to you.

· In the event that we decide to impose a charge we will issue you with notification of the charge (a fees notice) and how it has been calculated. You will have three months from the date of issue of the fees notice in which to decide whether to pay the charge. The information will be provided to you on payment of the charge. If you decide not to proceed with the request there will be no charge to you.

Charges for environmental information:

We do not charge for the time to determine whether we hold the information requested, nor for the time it takes to decide whether the information can be released. Charges may be made for locating, retrieving and providing information to you.

In the event that we decide to impose a charge we will issue you with notification of the charge and how it has been calculated. The information will be provided to you on payment of the charge. If you decide not to proceed with the request there will be no charge to you.

Charges are calculated on the basis of the actual cost to the authority of providing the information.

· Photocopying is charged at 10p per A4 sheet for black and white copying, 30p per A4 sheet for colour copying.

· Postage is charged at actual rate for first class mail.

· Staff time is calculated at actual cost per staff member hourly salary rate to a maximum of £15 per person per hour.

The first £100 worth of information will be provided to you without charge.

Where information costs between £100 and £600 to provide you will be asked to pay 10% of the cost. That is, if you were to ask for information that cost us £600 to provide, you would be asked to pay £50, that calculated on the basis of a waiver for the first £100 and 10% of the remaining £500.

Where it would cost more than £600 to provide the information to you, however, we will ask you to pay the full cost of providing the information, with no waiver for any portion of the cost.

Requests for your own personal data:

Under the Data Protection Act 1998 you have the right to know whether SHRC holds any personal information about you and to request a copy of this information. This is known as a ‘subject access request’. You will need to put your request in writing, by letter or email, and send it to:

Strategy and Legal Team

Scottish Human Rights Commission

58 Robertson Street 

Glasgow

G2 8DU 

Tel:  +44 131 528 5201
Email: hello@scottishhumanrights.com

Website: www.scottishhumanrights.com 

Your request should include your name and address and where possible provide as much detail as possible about the information you wish to access. It is helpful to make clear you are asking for the information under the Data Protection Act 1998. We would recommend that you keep a copy of your request.

We will respond to your request within 40 calendar days of receiving it. There will be no charge for requests for personal information.

12 Classes of Information

This section provides details of the classes of information that we routinely publish with links to relevant pages of our website as appropriate. It is the intention of SHRC to increase the amount of information published on its website. We will regularly review and, as appropriate, update this publication scheme to accurately reflect the full range of information published by the Commission
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Classes and Sub-Classes of Information
	Class
	Sub-Class
	Description
	Format/Availability
	Cost

	Establishing a human rights culture in Scotland
	Communications and outreach policy
	Internal document
	Copy available on request.
	Free

	
	Minutes and records of events
	Consultation masterplan on spreadsheet 
	Copy available on request.
	Free 

	
	Training and education tools and materials
	Universal Declaration in English and Gaelic
	SHRC Website, published and available material. Copy available on request.
	Free 

	
	Awareness raising materials
	Leaflet, strategic plan 
	SHRC Website, published and available material. Copy available on request.
	Free

	Integrating human rights into the governance of Scotland
	Research and knowledge transfer strategy
	Operational strategy for the SHRC on research, training and capacity building
	Copy available on request.
	Free 

	
	Research papers
	Research into human rights issues produced by SHRC
	SHRC Website and Copy available on request.
	Free

	
	Inquiry reports
	Reports of inquiries conducted by SHRC
	SHRC Website and Copy available on request.
	Free

	
	Reports of visits to places of detention
	Reports by SHRC on visits to places of detention
	SHRC Website and Copy available on request.
	Free

	
	Legal briefs
	Notes on areas of law or on relevant human rights cases
	SHRC Website and Copy available on request.
	Free

	
	Responses to consultations, policy documents and bills
	Submissions prepared by SHRC on policy consultations
	SHRC Website and Copy available on request.
	Free

	Implementing effective internal governance
	Vacancies
	Current vacancies with SHRC are listed on the website.


	SHRC Website and Copy available on request.
	Free

	
	Staff Handbook
	Scottish Human Rights Commission Staff Handbook
	Copy available on request.
	Free

	
	Performance Management system
	Guidelines on SHRC’s performance appraisal
	Copy available on request.
	Free



	
	Equalities scheme
	SHRC Equalities Scheme
	Copy available on request.
	Free

	
	Child protection policy
	SHRC policy for child protection
	Copy available on request.
	Free

	
	Complaints procedure
	SHRC complaints procedure
	SHRC Website and Copy available on request.
	Free

	
	Ethical procurement policy
	SHRC policy for ethical procurement
	Copy available on request.
	Free

	
	Health and safety at the workplace
	Health and safety policy for SHRC staff
	Copy available on request.
	Free

	
	Environmental policy
	SHRC environmental policy
	Copy available on request.
	Free

	
	Service Level Agreements and contracts
	Internal SLA’s and contracts
	Copy available on request.
	Free

	
	Minutes of advisory panel meetings
	Minutes arising from any advisory groups
	Copy available on request.
	Free

	
	Annual report
	SHRC Annual reports
	SHRC Website and Copy available on request.
	Free

	
	Financial report
	SHRC financial reports
	SHRC Website and Copy available on request.
	Free

	
	Human rights and equality impact assessment
	Internal SHRC impact assessments 
	Copy available on request.
	Free

	Meeting international responsibilities
	Minutes of meetings with other national human rights institutions
	Minutes arising from SHRC and NHRI meetings
	Copy available on request.
	Free

	
	Accreditation as a National Human Rights Institution
	Pack of materials submitted by SHRC to apply for international accreditation as a national human rights institution
	SHRC Website and Copy available on request.
	Free

	
	Information submitted to international human rights bodies
	Briefings and interventions submitted by SHRC to international human rights bodies
	SHRC Website and Copy available on request.
	Free


