SCOTTISH HUMAN RIGHTS COMMISSION
GUIDE TO INFORMATION AVAILABLE THROUGH OUR PUBLICATION SCHEME
The Freedom of Information (Scotland) Act 2002 (the Act) requires Scottish public authorities to produce and maintain a publication scheme. Authorities are under a legal obligation to: 

· publish the classes of information that they make routinely available

· tell the public how to access the information and what it might cost. 

The Scottish Human Rights Commission (SHRC) has adopted the Model Publication Scheme 2011 produced by the Scottish Information Commissioner. He has approved this scheme until 31 May 2015. You can see this scheme on our website at www.scottishhumanrights.com or by contacting us at the address below.
The purpose of this Guide to Information is to: 
· allow the public to see what information is available (and what is not available) in relation to each class,

· state what charges may be applied

· explain how to find the information easily

· provide contact details for enquiries and to get help with accessing the information

· explain how to request information we hold that has not been published
Availability and formats
The information we publish through the model scheme is, wherever possible, available on our website. We offer alternative arrangements for people who do not want to, or cannot, access the information online or by inspection at our premises. For example, we can usually arrange to send information to you in paper copy (although there may be a charge for this). 
Exempt information

We will publish the information we hold that falls within the classes of information below. If a document contains information that is exempt under Scotland’s freedom of information laws (for example sensitive personal information or a trade secret), we will remove or redact the information before publication and explain why. 

Copyright

Where the Commission holds the copyright in its published information, the information may be copied or reproduced without formal permission, provided that: 

· it is copied or reproduced accurately

· it is not used in a misleading context, and

· the source of the material is identified

Where the Commission does not hold the copyright in information we publish, we will make this clear.

Charges

This section explains when we may make a charge for our publications and how any charge will be calculated. There is no charge to view information on our website or at our premises. We may charge for providing information to you e.g., photocopying and postage, but we will charge you no more than it actually costs us to do so. We will always tell you what the cost is before providing the information to you.

Our photocopying charge per sheet of paper is shown in the tables below:

Black and white photocopying

	Size of paper
	Pence per sheet of paper

	A1
	n/a

	A2
	n/a

	A3
	n/a

	A4
	10p

	A5
	n/a


Colour photocopying

	Size of paper
	Pence per sheet of paper

	A1
	n/a

	A2
	n/a

	A3
	n/a

	A4
	n/a

	A5
	n/a


Information provided on CD-Rom will be charged at 50p per computer disc.

We do not charge for posting information, which would be send second-class post via Royal Mail. 
Contact us

You can contact us for assistance with any aspect of this publication scheme: 
Scottish Human Rights Commission
Optima Building 

58 Robertson Street

Glasgow

G2 8DU 

Tel: 0141 243 2721
Email: hello@scottishhumanrights.com 

We will also advise you how to ask for information that we do not publish or how to complain if you are dissatisfied with any aspect of this publication scheme.
The classes of information that we publish

We publish information that we hold within the following classes. Once information is published under a class we will continue to make it available for the current and previous two financial years. 

Where information has been updated or superseded, only the current version will be available. If you would like to see previous versions, you may make a request to us for that information.

	CLASS 1: ABOUT THE AUTHORITY




	Class description:

Information about the authority, who we are, where to find us, how to contact us, how we are managed and our external relations



	The information we publish under this class
	How to access it

	The legislation which forms the Commission 
	http://scottishhumanrights.com/about/who

	Our strategic plan 2008 - 2012
	http://scottishhumanrights.com/about/key-documents

	Our operational plan 2008 - 2012
	http://scottishhumanrights.com/about/key-documents

	Biography of our Chair and Commissioners 
	http://scottishhumanrights.com/about/team

	Biographies of our staff 
	http://scottishhumanrights.com/about/team

	Our strategic work 
	http://scottishhumanrights.com/about/what

	Our annual reports 
	http://scottishhumanrights.com/about/key-documents

	Our audited accounts 
	http://scottishhumanrights.com/about/key-documents

	How to complain about us
	http://scottishhumanrights.com/freedomofinformation

	Freedom of Information 
	http://scottishhumanrights.com/freedomofinformation

	News releases 
	http://scottishhumanrights.com/news/latestnews

	Publications and other articles 
	http://scottishhumanrights.com/ourwork/publications

	Contact us 
	http://scottishhumanrights.com/about/contact


	CLASS 2: HOW WE DELIVER OUR FUNCTIONS AND SERVICES



	Class description:

Information about our work, our strategy and policies for delivering functions and services and information for our service users.




	The information we publish under this class
	How to access it

	Our strategic plan 2008 – 2012 
	http://scottishhumanrights.com/about/key-documents

	Our operational plan 2010 – 2012 
	http://scottishhumanrights.com/about/key-documents

	Our annual reports
	http://scottishhumanrights.com/about/key-documents

	Our audited accounts 
	http://scottishhumanrights.com/about/key-documents


	CLASS 3: HOW THE AUTHORITY TAKES DECISIONS AND WHAT IT HAS DECIDED

	Class description:

Information about the decisions we take, how we make decisions and how we involve others


	The information we publish under this class
	How to access it

	Minutes of Commission meetings 
	http://scottishhumanrights.com/about/key-documents

	Our strategic plan 2008 – 2012
	http://scottishhumanrights.com/about/key-documents

	Our operational plan 2008 – 2012
	http://scottishhumanrights.com/about/key-documents

	Our annual reports
	http://scottishhumanrights.com/about/key-documents

	Our audited accounts
	http://scottishhumanrights.com/about/key-documents

	Our theme-based publications and other articles 
	http://scottishhumanrights.com/ourwork/publications

	News releases 
	http://scottishhumanrights.com/news/latestnews


	CLASS 4: WHAT THE AUTHORITY SPENDS AND HOW IT SPENDS IT

	Class description:

Information about our strategy for, and management of, financial resources (in sufficient detail to explain how we plan to spend public money and what has actually been spent. 


	The information we publish under this class
	How to access it

	Our strategic plan 2008 – 2012
	http://scottishhumanrights.com/about/key-documents

	Our operational plan 2008 – 2012
	http://scottishhumanrights.com/about/key-documents

	Our audited accounts
	http://scottishhumanrights.com/about/key-documents

	Our annual reports
	http://scottishhumanrights.com/about/key-documents

	Minutes of Commission meetings 
	http://scottishhumanrights.com/about/key-documents


	CLASS 5: HOW THE AUTHORITY MANAGES ITS HUMAN, PHYSICAL AND INFORMATION RESOURCES

	Class description:

Information about how we manage the human, physical and information resources of the authority


We currently publish our risk management strategy online (link). Other policies are available on request: 
· Fraud prevention policy
· Scheme of delegation

· Finance manual 
· Staff policies 

· Equality policy 

· Recruitment policy 

	CLASS 6: HOW THE AUTHORITY PROCURES GOODS AND SERVICES FROM EXTERNAL PROVIDERS



	Class description:

Information about how we procure goods and services, and our contracts with external providers


In accordance with the Scottish Parliament Procurement Process document small value purchases not exceeding £5k (excluding VAT) do not require formal competition. However, it remains the responsibility of the SHRC to ensure that the purchase represents overall value for money and offers fair & equitable treatment to suppliers.  It may therefore be necessary from time to time to obtain two or more quotations which should be considered in conjunction with the administrative costs of obtaining low value requirements competitively. For requirements below £30k, the specification should be appropriate to the value and complexity of the purchase. It must be written in a way that does not give an advantage to and particular supplier(s) and enables suppliers to produce a meaningful submission that can be effectively evaluated. When any member of Commission staff wishes to purchase a product or service under £5K they must consider the following key points:

· What is the item/service and why is it required?

· What are the key details/benefits of the item/service, including cost?

· Which suppliers were contacted and how do they compare?

· How was a decision reached on which supplier to choose?

· Ensure appropriate approval sign off is received
· Follow the Purchase Order process diagram (available on request).

In accordance with the Scottish Parliament Procurement Process document purchases exceeding £5k SHRC are required to obtain a minimum of three written quotations.  The value should include, wherever appropriate, potential extensions to the contract. The Public Contracts (Scotland) Regulations 2006 require a degree of advertising “which is sufficient to enable open competition and meet the requirements of the principles of equal treatment, non-discrimination and transparency”.  
In accordance with the Scottish Parliament Procurement Process document purchases between £30k (excluding VAT) and the current EU threshold must be put to formal tender and for any lower value procurements that are potentially complex/high risk. However, the extent & complexity of the documentation should be no greater than is necessary for the nature/value of the requirement. All tenders should be advertised appropriately including via the Public Contracts Scotland website. A full specification must be produced. The specification should be developed in output terms (i.e. by defining what is to be achieved and not be stating how it is to be achieved). For purchases above £30k, a contract award recommendation will be produced and submitted to the Chair for approval. The recommendation will demonstrate the procurement process that took place, provide a brief summary of the submissions received and justify the award recommendation.

Purchases above the EU threshold must be secured in accordance with the Public Contracts (Scotland) Regulations 2006 and the Public Contracts and Utilities (Scotland) Amendment regulations. Evaluation criteria and any associated weightings and guidance must be determined prior to invitations to tender or quote being issued. The successful bid should meet the specification in full and, where the lowest total price (over the lifetime of the contract) was not selected, the reasons should be recorded.

	CLASS 7: HOW OUR AUTHORITY IS PERFORMING



	Class description:

Information about how the authority performs as an organisation, and how well it delivers its functions and services




	The information we publish under this class
	How to access it

	Our annual reports
	http://scottishhumanrights.com/about/key-documents

	Our audited accounts 
	http://scottishhumanrights.com/about/key-documents


	CLASS 8: OUR COMMERCIAL PUBLICATIONS

	Class description: 

Information packaged and made available for sale on a commercial basis and sold at market value through a retail outlet e.g. bookshop, museum or research journal. 


We do not produce information which is for commercial sale. [image: image1][image: image2][image: image3]
