
Scotland Office

Guide to Information

We have set out below the classes of information that the Scotland Office makes or intends to make available, the format in which the information is available and whether or not the information is made available free, or for a charge.  The general headings used are those set out in the Information Commissioner’s definition document for government departments.
References in the following tables to the Scotland Office website can be found at:

www.scotlandoffice.gov.uk 

 Who we are and what we do

	Information
	Format 
	Charge

	Roles and responsibilities of department and staff at senior level


	SO web-site

Hard copy on request


	Free to download

Single hard copy - free on request



	Organisational structure of department


	SO web-site

Hard copy on request
	Free to download

Single hard copy - free on request



	List of information about organisations the department is responsible for / sponsors
	SO web-site

Hard copy on request
	Free to download

Single hard copy - free on request

	Biographical details of Ministers 


	SO website 

Hard copy on request


	Free to download

Single hard copy - free on request



	Explanation of legislative basis of Department’s activities 


	SO website

Hard copy on request


	Free to download

Single hard copy - free on request



	Details of office locations and contact details


	SO website

Hard copy on request


	Free to download

Single hard copy - free on request




What we spend and how we spend it

	Information
	Format
	Charge

	Information on administration costs and expenditure 


	Information available in the joint Annual Reports for the Scotland Office and the Office of the Advocate General – these are available online

(Scotland Office and OAG Annual Report and in hard copy from the Stationery Office – www.tsoshop.co.uk
	Online download – free of charge

Charge for hard copies.

	Levels of staff pay 


	Levels of senior civil service pay available in joint Annual Reports for the Scotland Office and OAG – these are available online

(Scotland Office and OAG Annual Report and in hard copy from the Stationery Office – www.tsoshop.co.uk
See also: Civil Service website
	Online download – free of charge

Charge for hard copies.

	Procurement procedures


	The majority of contracts in place are collaborative contracts negotiated by either the Scottish Executive or the Ministry of Justice, into which the Scotland Office can participate.  If we are required to source an item or service through Procurement, advice would be sought from suitably qualified staff within this functional specialism.
	

	Contracts awarded (which have gone through formal tendering)


	The only major bespoke contract in place for the Scotland Office in Edinburgh is for the provision of Security Services (the details of which are Commercial in Confidence).
	.

	Cost of events which are publicised 
	SO website

Hard copy on request
	Online download – free of charge

Charge for hard copies.


What are our priorities and how are we doing?

	Information 
	Format
	Charge

	Departmental objectives


	Information available in the joint Annual Reports for the Scotland Office and OAG – these are available online

Scotland Office and OAG Annual Report and in hard copy from the Stationery Office – www.tsoshop.co.uk

	Online download – free of charge

Charge for hard copies.

	Annual Report


	Joint Annual Reports for the Scotland Office and OAG – these are available online

Scotland Office and OAG Annual Report and in hard copy from the Stationery Office – www.tsoshop.co.uk

	Online download – free of charge

Charge for hard copies.

	Performance reports to Parliament 
	Joint Annual Reports for the Scotland Office and OAG are presented to Parliament by the Secretary of State for Scotland by Command of Her Majesty  – these are available online

Scotland Office and OAG Annual Report and in hard copy from the Stationery Office – www.tsoshop.co.uk

	Online download – free of charge

Charge for hard copies




How we make decisions 

	Information
	Format 
	Charge

	Major policy proposals and decisions
	The Scotland Office has responsibility for policy relating to the conduct of elections in Scotland. Information on this policy can be found on the SO web site. 

Hard copy on request 
	Online download – free of charge

Charge for hard copies



	Public consultations 
	SO web-site

Hard copy on request
	Free to download

Single hard copy - free on request

	Minutes of senior level meetings 
	SO web-site 

Hard copy on request
	Free to download

Single hard copy – free on request


Our policies and procedures

	Information 
	Format 
	Charge

	Policies and procedures for recruiting and employing staff.
	All staff in the Scotland Office are on secondment from the Scottish Government  or the Ministry of Justice.  As such the pay, grading and terms and conditions of employment vary depending on the individuals parent department. 
	

	Equality and diversity and health and safety 


	SO staff are covered by Scottish Government equality and diversity policies.  Information available online  

Scottish Government Diversity policy
As a constituent office of the Ministry of Justice we are included in a broad range of other corporate policies and procedures relating to areas including; Equality and Diversity, Health, Safety & Fire, Security and Learning & Development 
	Online download – free of charge

Single hard copy - free on request




Lists and registers

The Scotland Office do not hold any information of this type.

The services we offer

The Scotland Office does not provide any services direct to the public. For this reason, the Scotland Office do not hold information of this type.  

Charging for information

For each class of information one of the following categories will be applicable:

free of charge on website (i.e. there is no charge by us, although the user will 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 will be available by post at the above contact address. However, requests for multiple printouts may attract a charge for the cost of photocopying, postage, etc. We will let you know the relevant charge at the time of your request and this will be payable in advance; 

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

chargeable hard copy e.g. “glossy” or other bound paper copies are chargeable.

We may charge a fee for processing Freedom of Information requests seeking information which is not listed in Part 2 as being routinely available.  The fees are currently prescribed in the Freedom of Information and Data Protection (Appropriate Limit and Fees) Regulations 2004 (SI 2004/3244).  Alternatively, we may advise where these publications can be purchased (such as the Stationery Office).

Copyright

The Scotland Office is part of the Ministry of Justice which is a Crown body and the information we produce is subject to Crown copyright, which is administered by the Office of Public Sector Information (which operates from within the National Archives). 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 Guide to Information has been waived, meaning you can reproduce this material freely. Categories of material for which copyright has been waived include: legislation and explanatory notes on the legislation, ministerial speeches, and unpublished public records. More details of these and other categories can be found at:

http://www.opsi.gov.uk/advice/crown-copyright/copyright-guidance/index.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 OPSI's website at: http://www.opsi.gov.uk/click-use/index.htm
or by contacting the Office of Public Sector Information at:

OPSI Information Policy Team

Kew

Richmond

Surrey TW9 4DU

E-mail : licensing@opsi.gov.uk
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 OPSI in the first instance.

Comments and Complaints 

If you have any comments about our Guide to Information or if you think we have not supplied information in accordance with the model publication scheme then you should write, in the first instance, to the Scotland Office Information Officer.  
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 Guide to Information

The person responsible for maintaining the Guide to Information is the Scotland Office Information Officer.  We will keep our Guide to Information under review with a view to adding more classes of information.

Contact details 

The Scotland Office Information Officer can be contacted as follows: 

· by post: 
Information Officer




Scotland Office 




1 Melville Crescent



Edinburgh



EH7 3HW. 
· or email us using the contact form on our web-site
· or telephone: 0131 244 9022
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