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Part 1. Introduction

Role of the Scotland Office
The Scotland Office is a distinct part of the Department for Constitutional Affairs. The Rt. Hon. Alistair Darling MP is Secretary of State for Scotland and Secretary of State for Transport. He is responsible for Scottish affairs, advised by the Scotland Office. Mrs Anne McGuire MP is Parliamentary Under Secretary of State within the Department for Constitutional Affairs.

The role of the Secretary of State and the Scotland Office is to represent Scottish interests in matters that are reserved to the United Kingdom Parliament and promote the devolution settlement for Scotland. 

In particular, the role of the Secretary of State is to:

· Represent Scottish interests within the UK Government in matters that are reserved to the UK Parliament under the terms of the Scotland Act 1998; 

· Maintain the stability of the devolution settlement by improving public understanding and confidence in it and by developing the partnership between the devolved authorities and the United Kingdom Government, and exercise the various functions of the Secretary of State under the Scotland Act; 

· Pay grant to the Scottish Consolidated Fund and manage other financial transactions; 

· Exercise certain residual functions in reserved matters (for example, the conduct and funding of elections and the making of private legislation at Westminster). 

The activities of the Scotland Office are governed by the Freedom of Information Act 2000 which falls under the remit of the UK Information Commissioner. 
Information on devolved matters (issues essentially of domestic concern to Scotland) can be obtained from www.scotland.gov.uk - the website of the Scottish Executive. This explains the implications of the Freedom of Information (Scotland) Act 2002 on public authorities in Scotland dealing with devolved matters and the role of the Scottish Information Commissioner. 
Freedom of Information Act 2000 – Introduction

The Freedom of Information (FOI) Act 2000 (the Act) received Royal Assent on 30 November 2000. It establishes a general right of access to all types of recorded information held by public authorities, sets out exemptions from that right and places a number of obligations on public authorities. The Act applies to a large number of public authorities, including Government Departments. 
When the access rights under the Act come into force you will be entitled, on making a request for information to the Scotland Office (unless the information falls under one of the specific exemptions in the Act):

a. to be informed in writing by the Office whether it holds information of the description specified in your request, and 

b. if that is the case, to have that information communicated to you. 

The Act provides for a time limit for dealing with a request for information - that is, within 20 working days. The Act also provides for an appeal mechanism whereby you may apply to the UK Information Commissioner for a decision as to whether we dealt with a specified request in accordance with the Act.

We may charge a fee for processing Freedom of Information requests. The fee will be prescribed by secondary legislation.

Full access rights under the Freedom of Information Act will come into force on 1 January 2005.

Publication Scheme – Introduction

Under the Freedom of Information Act 2000 all public authorities are obliged to adopt and maintain a Publication Scheme specifying –
· the classes of information which they publish or intend to publish 

· the manner in which the information is or is intended to be published; and 

· whether the material is or is intended to be made available to the public free of charge or on payment. 

Part 2 below sets out the classes of information that the Scotland Office publishes or intends to publish, the format in which the information is available and whether the information is available free of charge or on payment.

Responsibility for the Publication Scheme

The Head of Office has overall responsibility for the Scotland Office Publication Scheme. The person responsible for maintaining the Publication Scheme on a daily basis is:

FOI Officer
Scotland Office 
1 Melville Crescent
Edinburgh

EH 3 7HW
Publication Scheme: Contacting the Department

If you wish to obtain a hard copy  of any of the publications contained within the publication scheme, please write to or telephone:

Judy Holmes 

Scotland Office 
1 Melville Crescent

Edinburgh

EH 3 7HW

Telephone 0131 244 9014
E-mail: Judy.Holmes@scotland.gsi.gov.uk
Charging for Publications

In Part 2 below we indicate for each class whether the class includes chargeable information or not. Where a class does not contain chargeable information, this means that a single copy or printout would be available for free, whereas requests for multiple copies or print-outs may attract a charge for retrieval, photocopying or postage purposes.

One of the following categories will be applicable:

free of charge on website (i.e. there is no charge by us, although the user would of course have to meet any charges by their Internet service provider, personal printing costs, etc). For those without Internet access, a single print-out as on the website would be available by post at the above contact address. However, requests for multiple printouts, or for archived copies of documents that are no longer available on the web, may attract a charge for the cost of retrieval, photocopy, postage, etc. We would let you know the relevant charge at the time of your request and this would be payable in advance; 

free of charge hard copy, e.g. a leaflet, booklet or a printout from the department's intranet site. A single copy would be available by post at the above contact address. However, requests for multiple printouts, may attract a charge for the cost of retrieval, photocopy, postage, etc. We would let you know the relevant charge at the time of your request and this would be payable in advance; 

free of charge to view at a designated office but charge for photocopy. We would let you know the relevant charge at the time of your request and this would be payable in advance; 

information available via a website, but a charge may have to be paid before the main part of the information could be accessed. This may arise, e.g. where the website is used to deliver a value-added customised service, particularly where the basic data is also available to private sector users who may provide their own value-added service. Where this applies, the reason for the charge and the level of charges would be advertised; 

chargeable hard copy e.g. "glossy" or other bound paper copies, or in some cases a CD Rom, video or other mediums, are chargeable. 

Copyright

The Scotland Office is part of the Department for Constitutional Affairs which is a Crown body and the information we produce is subject to Crown copyright, which is administered by Her Majesty's Stationery Office. The material listed in this Publication Scheme is Crown copyright unless stated otherwise. The copyright in some of the material which may be found in this Publication Scheme has been waived, meaning you can reproduce this material freely. Categories of material for which copyright has been waived include: government press notices, legislation and explanatory notes on the legislation, ministerial speeches, consultation documents, documents featured on official websites (except where expressly indicated otherwise), headline statistics and unpublished public records. More details of these and other categories can be found at: 
www.hmso.gov.uk/copyright/guidance/guidance_notes.htm.

For other types of material however, the supply of documents under Freedom of Information does not give the person or organisation who receives them an automatic right to re-use the documents in a way that would infringe copyright, for example, by making multiple copies, publishing and issuing copies to the public.

Brief extracts of any of the material included in this Publication Scheme may be reproduced under the fair dealing provisions of the Copyright, Designs and Patents Act 1988 (sections 29 and 30) for the purposes of research for non-commercial purposes, private study, criticism, review and news reporting.

Details of the arrangements for reusing Crown copyright material can be found on HMSO's website at: www.hmso.gov.uk/copyright/licenses/click-use-home.htm or by contacting Her Majesty's Stationery Office at:

Her Majesty's Stationery Office
Licensing Division
St Clements House
2-16 Colegate
Norwich
NR3 1BQ

Tel: 01603 621000
Fax: 01603 723000

Authorisation to re-use copyright material not owned by the Crown should be sought from the copyright holders concerned. If in doubt, users should contact Her Majesty's Stationery Office in the first instance.

Requests for Non-Personal Information - the Code of Practice on Access to Government Information

If the information you require is not in the Publication Scheme you may, pending the coming into force of the access rights under the FOI Act on 1 January 2005, make a request for this information under the non-statutory Code of Practice on Access to Government Information . You may do so by contacting :

FOI Officer 
Scotland Office 
1 Melville Crescent

Edinburgh

EH 3 7HW

At the time of your request please give your name, address, the information/documents you would like to access and the method of access (e.g. hard copy, e-mail etc.)

Copies of the Code of Practice can be obtained free of charge by telephoning the Department for Constitutional Affairs on 020 7960 6517, or by writing to:

Information Rights Division

4th Floor

MWB Business Exchange

10 Greycoat Place

London

SW1P 1SB

The target for response to simple requests under the Code is 20 working days from the date of receipt. However the target may need to be extended when significant search or collation of material is required.

The Code also provides for a complaints procedure: if you consider that you have been refused information by this Office which should have been provided under the Code, or that unreasonable charges have been demanded, you should in the first instance contact:

FOI Officer
Scotland Office

1 Melville Crescent
Edinburgh

EH3 7HW 
We will arrange for the complaint to be investigated by the Head of Office. If you are not satisfied with the outcome of this appeal you can make a complaint, through a Member of Parliament, to the Parliamentary Ombudsman.

Requests for Personal Information - the Data Protection Act 1998

You have a statutory right of access (certain exemptions apply) to personal data about yourself under the Data Protection Act 1998. The right of access here is to personal data held on computer or on structured manual files and you are entitled to be informed whether any personal data concerning yourself is being held by the "data controller" i.e., the Department, and, if so

· to be given a description of the data in question 

· to be told for what purposes the data are processed 

· to be told of the recipients or classes of recipients to whom the data are or may be disclosed. 

You are also entitled to be given a copy of the information with any unintelligible terms explained and to be given any information available to the Department as to the source of the data. The Freedom of Information Act will extend this right to access to personal data held on any type of file, with effect from 1 January 2005.

If you wish to apply for access to your personal data, known as a "subject access request", you should write to
FOI Officer
Scotland Office 
1 Melville Crescent

Edinburgh

EH 3 7HW

A request for access to personal data must be dealt with promptly and, in any event, within 40 days of receipt of the request. We may charge a fee, not exceeding £10.
If you consider that a request by you for access to your personal data was not dealt with in accordance with the Data Protection Act 1998 you may take further action as follows:

· You may apply to the court alleging a failure to comply with the subject access provisions of the 1998 Act. The court may make an order requiring compliance with those provisions and may also award compensation for any damage you have suffered as a result and any associated distress. 

· You may write to the Information Commissioner, who may do one of the following: - 

I. make an assessment as to whether it is likely or unlikely that the Scotland Office has complied with the 1998 Act 

II. issue enforcement proceedings if he is satisfied that the Scotland Office  has contravened one of the Data Protection Principles 

III. recommend that you apply to court alleging a failure to comply with the subject access provisions of the 1998 Act.

Comments and Complaints about the Publication Scheme

If you have any comments about our Publication Scheme or if you think we have not supplied information in accordance with our scheme then you should write, in the first instance, to:

FOI Officer

Scotland Office 
1 Melville Crescent

Edinburgh

EH 3 7HW

If, after the investigation of your complaint, you remain dissatisfied then you may ask for the matter to be internally reviewed. If you are still dissatisfied then you may refer your complaint to the Information Commissioner.

We aim to deal with the investigation of complaints within 20 working days and we aim to complete internal reviews also within 20 working days.

Review of the Publication Scheme

We will review our Publication Scheme in June 2005 and annually thereafter.

Part 2: Classes of Information

Categories of data currently published 

There are a number of main types of data currently published (or intended to be published) by the Scotland Office.  These are organised as follows:

1. The Scotland Office 
· Information about our organisation and our role. This includes publications such as annual reports and service agreements, and also internal guidance notes.
2. Policymaking

· Information on Scotland Office policies. This includes ad hoc publications and information on committees and commissions.

3. Regular Publications

· Answers to Parliamentary Questions

· Consultation papers

· Office Notices

· Press Notices

· Speeches

· Frequently Asked Questions 

Charges for information are indicted where applicable. 
1. The Scotland Office

Class:

Scotland Office Charter

Definition:

Description of service standards in the Scotland Office

Format available:
Scotland Office website –
http://www.scotlandoffice.gov.uk/our-communications/doc.php?id=11
Class: 

Annual Departmental Report.
Definition: 

Provides information on a range of topics including:  



the aims, objectives, responsibilities and organisation of 


the Scotland Office;  personnel and financial issues; and, 


details of Scotland Office activities. 
Format available: 
Scotland Office website at:



http://www.scotlandoffice.gov.uk/our-communications/documents.php?doctype=reps
Class:

Complaints procedures

Definition:

Current complaints procedures for the Scotland Office is




contained within the Scotland Office Charter.

Format available: 
Scotland Office website at:

http://www.scotlandoffice.gov.uk/our-communications/doc.php?id=11
Class:

Legislation

Definition:

Acts of Parliament, Statutory Instruments and




Explanatory Notes to Acts of Parliament for which the




Scotland Office is responsible.  

Format available:
Stationery Website at www.hmso.gov.uk



Hard copy from the Stationary Office.

Charges:

Charge for hard copy.

Class:

Personnel 
Definition:

The Annual Departmental Report contains details of 



Scotland Office personnel policy.




Information on recruitment policy, conditions of service, 




copies of job adverts,   codes of conduct for staff, internal 




circulars and 
induction practices is also available. 




DCA and the Scottish Executive publish (or intend to 



publish) corresponding forms of personnel information – 


details are provided on their respective websites.

Format available:
Scotland Office website at:
http://www.scotlandoffice.gov.uk/our-communications/documents.php?doctype=reps
Class: 

Financial

Definition: 

Main details available in the Annual Departmental Report


Further information regarding the funding and 




expenditure of the Scotland Office is available in a 



number of reports, including information on resource 



accounts, main estimates, supplementary estimates and 


spending. 

Format available: 
Scotland Office website at:
http://www.scotlandoffice.gov.uk/our-communications/documents.php?doctype=reps



Paper copies can be obtained from The Stationery Office
Charge: 

Paper copies will incur a charge.

Class:

Guidance on Freedom of Information and Data Protection
Definition:

Guidance to staff on how to deal with requests for




information and to comply with the requirements of the




Freedom of Information Act 2000 

Format available: 
DCA website at: 
http://www.foi.gov.uk/guidance/index.htm
2. Policy

Class: 

Scotland’s Devolution Settlement

Definition: 

The devolution guidance note on the role of the Secretary



of State for Scotland is available on the DCA website.




The Devolution factsheet is available on the Scotland 



Office website.

Format available: 
DCA website at:



http://www.dca.gov.uk/constitution/devolution/guidance.htm 





Scotland Office website at:


 http://www.scotlandoffice.gov.uk/devolution/
Class:

Elections 

Definition:

Information on the conduct and funding elections in 



Scotland and of elections in Scotland to the United 



Kingdom, European and Scottish 
Parliaments. 
Format available:
The Electoral Commission website at:



 www.electoralcommission.org.uk
Class:

Sponsorship of the Boundary Commission
Definition:

Information on the Boundary Commission for Scotland - 




an advisory Non Departmental Public Body responsible 



for keeping under review the boundaries of Parliamentary 



Constituencies in Scotland.  
Format available:
Boundary Commission website at:


 


www.bcomm-cotland.gov.uk
Class:

Ad hoc publications

Definition:

Scotland Office publications since 1999.

Format available:
Scotland Office website at:




 http://www.scotlandoffice.gov.uk/our-communications/
Class: 

Scottish Euro Preparations Committee

Definition:

Committee minutes

Format available:
Scotland Office website at:



 http://www.scotlandoffice.gov.uk/our-communications/
Class:

Commission on Boundary Differences and Voting
Definition:

Agendas and summaries of meetings of the commission
Format available: 
Commission  website at: 







www.arbuthnottcommission.gov.uk
3. Regular Publications

Class: 

Answers to Parliamentary Questions

Definition:

Answers given by the Secretary of State and 




Parliamentary Under Secretary of State to written and 




oral parliamentary questions.

Format available:
House of Commons website at:



www.parliament.uk/about_commons/questions.cfm
Class:

Consultation Papers
Definition: 

All consultation papers and summaries of responses to 




consultation papers issued by the Scotland Office since 




July 1999. 

Format available:
Scotland Office website at:




 http://www.scotlandoffice.gov.uk/our-communications/
Class:

Office Notices

Definition:

Notices issued to staff about changes in organisational 




structure and practice since 1999.   

Format available:
 Scotland Office website at:

http://www.scotlandoffice.gov.uk/search/search.html?search=Office+Notices&x=13&y=19
Class:

Press Notices

Definition:

All press releases issued by the Scotland Office since 




July 1999.

Format available:
Scotland Office website at: 

http://www.scotlandoffice.gov.uk/our-communications/release.php?id=3463
Class: 

Speeches
Definition:

Key speeches given by the Secretary of State and the 



Parliamentary Under Secretary of State. 

Format available: 
Scotland Office website at :
http://www.scotlandoffice.gov.uk/our-communications/speeches.php
Class: 

Frequently Asked Questions

Definition:

Common enquiries on a range of topics
Format available: 
Scotland Office website at:




 http://www.scotlandoffice.gov.uk/faqs/
1

