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CROFTERS COMMISSION PUBLICATION SCHEME

PART A  -  BACKGROUND & CONTEXT
A
Introduction


The Freedom of Information (Scotland) Act 2002 (‘FOI Act’) was passed by the 
Scottish Parliament on 24 April 2002 and received Royal Assent on 28 May 2002.  The Act came into force in January 2005 and provides a statutory right of access to all types of recorded information of any age held by Scottish public authorities, subject to certain exemptions listed in the Act.


In terms of the FOI Act public authorities are obliged to adopt and maintain a Publication Scheme (a “Scheme”).  A scheme must set out the classes of information contained within the Scheme, the manner in which the information is intended to be published and whether or not a charge will be made for the information.  


The general entitlement to information under section 1 of the FOI Act will enable any member of the public to make a request for information that is not in this Scheme.


This document is the Scheme currently applying to the Crofters Commission.


The scheme, which will be reviewed annually, is broadly divided into two parts.  The first part provides context and background.  The second part sets out the classes of information published.

B
What is the scheme intended to do?


This scheme is intended to:
· Increase your understanding of what the Crofters Commission does
· Increase your awareness of services the Crofters Commission provide
· Set out the information the Crofters Commission has
· Explain how you obtain the information and at what cost (if any)
C
Who is responsible for the scheme?

The Commission’s Chief Executive, Nick Reiter has overall responsibility for the Commission’s Publication Scheme.


The day-to-day maintenance of the Scheme is the responsibility of Gordon MacDonald, Head of Corporate Services and enquiries about this should be directed him at the Crofters Commission, Castle Wynd, Inverness, IV2 E3Q

D
Formulating the Scheme


In preparing this Scheme we identified key classes of information about 

· The services we provide

· The costs of providing these services

· The standards we aim to meet

· The facts that we use for decision making

· Information we have a duty to publish

· Information we already publish

· Information we already disclose under existing legislation

· The structure of the organisation and other organisational information

· How we reach our decisions

· How important appointments are made

· Anything else in the public interest


With a view to establishing what information our client groups and the general public would be interested in accessing we also undertook public consultation. This involved seeking the views of Grazing Clerks and Area Assessors, the organisation’s main community consultees across the crofting areas.  Comments were also sought by means of a FOI page on our website with a comments form for completion and return to the organisation.

E
The Crofters Commission


The Crofters Commission, established in 1955 under the Crofters (Scotland) Act, is a Government funded organisation.  The Commission acts as an impartial tribunal in the regulation of crofting and aims to use discretion to maintain or increase viable populations in the crofting areas, ensure the active and productive use of croft land and promote co-operative management of shared resources. The Commission advises Scottish Ministers on crofting matters and administrates a range of schemes including the Crofting Counties Agriculture Grant Scheme, the Croft House Grant Scheme and the Cattle Improvement Scheme. It also provides a free enquiry service.

F
Availability of Information and exemptions

This publication scheme sets out the information that the Commission provides proactively to inform the public about its work. 

However, some of the information held by the Commission is exempt information that means it cannot be disclosed under the scheme.  For instance, it is not the Commission’s intention to provide access to information:
· Relating to living individuals (except where that can be done without breaching the Data Protection Act)

· That is provided in confidence

· Where disclosure is prohibited by some other law or by a Court
· Where some other exemption under the Act applies

Where this occurs, the Commission will issue as much information from any particular document as possible highlighting where information has been withheld and explaining the nature of the exemption that applies.

G
Charging for Information in the Publication Scheme


We will make no charge for Information on our website or the provision of a single print out or hard copy of a document.


Requests for multiple print outs or hard copies of material may attract a charge for the cost of printing, photocopying, postage.  Multiple copies or print outs will be charged at a rate of 10p per page.


If charges are to be made, you will be told at the time of your request and these would be payable in advance

H
Getting in touch with the Crofters Commission


There are a number of ways in which you can get in touch with the Commission to request information:

· By writing to the Crofters Commission at Castle Wynd, Inverness IV2 3EQ or e-mailing info@crofterscommission.org.uk.  All correspondence has a response target of 20 working days from the date of receipt.  

· General enquiries to the Commission can also be made by telephone on 
01463 663450 or by fax on 01463 711820.

Some of the information in the Commission’s Publication Scheme is accessible via the Scottish Government Publication Scheme.  Information from the Scottish Government will generally be available via their web site http://www.scotland.gov.uk/foi/publicationscheme

For those without access to the web site or those wishing to make a request for information in paper form the Scottish Government may be contacted 

· By writing to The Scottish Executive, St Andrew’s House, Edinburgh, EH1 3DG or 


e-mailing ceu@scotland.gov.uk.

· General enquiries may also be made by telephoning the enquiry line on 08457 741 741

I
Publication Scheme  -  Feedback


We would appreciate your comments on how useful you have found the Publication Scheme, ways in which it could be improved and how easy you have found it to navigate the structure.  If you have any comments or queries, please contact us and let us know what you think.
J
Complaints

If you are dissatisfied with the Publication Scheme or if you have not been provided with the information requested under the Scheme please let us know.  Complaints should be addressed to the Chief Executive, Crofters Commission, Castle Wynd, Inverness, IV2 3EQ.  He will be responsible for investigating and resolving any complaints.  Complaints may either submitted in writing or by using the on-line Complaints form available on our website at http://www.crofterscommission.org.uk/
If you are unable to resolve any complaint, you can complain to the Scottish Information Commissioner who oversees the Act and whose contact details are noted below.  There is a formal appeals mechanism when information is withheld.  Further details of this will be available on the Commissioner’s website at http://www.itspublicknowledge.info/

HYPERLINK "http://www.itspublicknowledge.info/"


The contact details for the Commissioner are Scottish Information Commissioner, Kinburn Castle, Doubledykes Road, St Andrews, Fife, KY16 9DS.  Telephone number 01334 464610, email address enquiries@itspublicknowledge.info
K
Copyright Statement


The Scottish Government which funds and staffs the Commission is a Crown body and the information that they and the Commission produces is subject to Crown copyright.  The material listed in this publication scheme is subject to Crown copyright unless specified below.


The copyright of some of the material included in this Publication Scheme, has been 
waived.  This means you can re-use this material freely.  These categories include: press notices, legislation and explanatory notes on the legislation, consultation documents, documents featured on official websites (except where expressly indicated otherwise), headline statistics and unpublished public records.

PART B

CONTENTS

The Scheme contains broad subject headings to help you find the information you are looking for.  Under each subject heading there are identifiable classes of information that the Commission publishes or intends to publish.  A class is defined as a group of information having one or more common characteristics grouped together according to their function.

Subject Headings

The Crofters Commission  - The Organisation

Strategies & Performance

Operational Policy

Human Resources

Corporate Governance

Guidance & Procedures

Information Management

Statistics

Finance & Procurement

Statutory Material

Publication & News

Information Technology & Online Services

CROFTERS COMMISSION PUBLICATION SCHEME

PART B  - CLASSES OF INFORMATION

The classes of information that the Crofters Commission publishes or intends to publish are as follows:

CROFTERS COMMISSION (CC) – THE ORGANISATION
	CLASS
	FRAMEWORK DOCUMENT FOR CC

	Definition
	The Framework Document comprises a Management Statement and Financial Memorandum setting out the broad framework within which the Commission operates.  It is drawn up by the Scottish Government and agreed by Scottish Ministers.

	Format
	Hard copy available on request from the Commission

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy set out in Part A, section G of this scheme  


	CLASS
	MEMBERSHIP OF THE BOARD

	Definition
	Biographical summaries for each Board member, an explanation of their roles and responsibilities of members, Code of Practice for Board members, Register of Interests of Board members

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	ORGANISATIONAL STRUCTURE AND CONTACT POINTS

	Definition
	Organisational chart of CC departments.  Contact details for staff.

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


STRATEGIES AND PERFORMANCE
	CLASS
	CORPORATE PLAN

	Definition
	The strategic plan setting out the Board’s policy objectives as agreed with Scottish Government Rural Payments & Inspectorate Directorate (SGRPID) for the forthcoming 3 financial years.  Details key strategic objectives and themes, main projects and tasks, resources, performance and delivery indicators

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.
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STRATEGIES AND PERFORMANCE

	CLASS
	ANNUAL REPORT

	Definition
	Annual Report, incorporating a statement of accounts for each financial year and detailing costs, performance targets and statistics, details of schemes the Commission administer and projects they participate in

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	PLANNING AND PERFORMANCE MANAGEMENT

	Definition
	Key objectives and targets included in the Board’s Corporate Plan and achievements against targets reported in the Commission’s Annual Report

	Format
	See class “Annual Report” and “Corporate Plan” above

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	CUSTOMER SERVICE PERFORMANCE TARGETS

	Definition
	Key performance indicators for processing regulatory casework applications issued monthly.

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


OPERATIONAL POLICY

	CLASS
	CONSULTATION DOCUMENTS

	Definition
	The Board’s responses to consultation documents

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	CORPORATE POLICY STATEMENTS

	Definition
	Regulatory policy statements as agreed and endorsed by the Board

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.
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HUMAN RESOURCES

The Crofters Commission is a Non Departmental Public Body funded and staffed by the Scottish Government.  The Commission follows the Governments HR guidance and procedures and we would refer you to the Governments publication scheme should you wish to access any information

	CLASS
	HUMAN RESOURCES INFORMATION

	Definition
	Internal policies and guidance that collectively establish the procedures that should be followed and conduct that is expected of members of staff in the performance of their duties.  

Staff Handbook, Scottish Governments HR strategy, Diversity in the Scottish Government, Dignity at work policy, Managing Attendance guide

	Format
	Accessible via SG publication scheme available via web format at http://www.scotland.gov.uk/foi/publicationscheme

	Charge
	As per Scottish Government publication scheme charges


	CLASS
	PENSIONS

	Definition
	General information about the Board’s Pension Scheme Benefits and its Structure

	Format
	Available on request from the Scottish Government HR Dept, Pentland House, 47 Robb’s Loan, Edinburgh, EH12 4ER

	Charge
	As per Scottish Government publication scheme charges


CORPORATE GOVERNANCE

	CLASS
	CODE OF PRACTICE FOR COMMISSION BOARD MEMBERS

	Definition
	Details of Best Practice that members of the Board are expected to follow and the rules of conduct for reporting conflicts of interest and declaration of financial, business and other interests of members.

Also includes the disciplinary procedures which would be followed in the event of an alleged or suspected breach of duty by Board Members

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	REGISTER OF FINANCIAL, BUSINESS AND OTHER INTERESTS

	Definition
	Declarations made by Board members of their financial, business and other interests in accordance with the Code of Practice for Commission Board Members

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.
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CORPORATE GOVERNANCE

	CLASS
	REMUNERATION FOR BOARD MEMBERS

	Definition
	Information showing the gross annual remuneration paid to Board members, including reimbursement for travel and taxation paid on those expenses

	Format
	Available in Commission accounts published in their Annual Report available as hard copy on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


GUIDANCE AND PROCEDURES

	CLASS
	CROFTERS COMMISSION RULES OF PROCEDURE

	Definition
	Rules of Procedure compiled by the Commission to enable the regulation of their own procedures as described in paragraph 11 of the First Schedule to the Crofters (Scotland) Act 1993, as amended by the Crofting Scotland etc Act 2007.  The Rules are approved by The Administrative Justice & Tribunals Council (ajtc) and subsequently endorsed by the SGRPID on behalf of the Scottish Ministers

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/


	Generally be free of charge.  Any charges will be in line with our general charging policy.
	


	CLASS
	CROFTERS COMMISSION INFORMATION LEAFLETS FOR THE GENERAL PUBLIC

	Definition
	Includes advice and guidance on the Commission’s individual regulatory functions and processes

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.  


	CLASS
	MINUTES OF MEETINGS

	Definition
	Copy of minutes of Board meetings held in public.

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	GRANTS SCHEMES

	Definition
	External guidance on grant schemes currently administered by the Commission on behalf of the Scottish Government

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.
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	CLASS
	DECISION MAKING

	Definition
	Statement on the Commission’s decision making responsibilities explaining how we provide access to records of decisions, details of information on which decisions are based and the decision making process. 

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/ 

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


	CLASS
	COMPLAINTS PROCEDURE

	Definition
	External guidance on Commission’s Complaints procedure and subsequent investigating processes and details of service delivery.

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


INFORMATION MANAGEMENT

	CLASS
	INFORMATION MANAGEMENT

	Definition
	Guidance for staff on Data Protection Act 1998, Code of Practice on Access to Scottish Government Information, Records Management manual, Retention of computer data, IT Code of Conduct, Information principals

	Format
	Accessible via SG publication scheme available via web format at http://www.scotland.gov.uk/foi/publicationscheme

	Charge
	As per Scottish Executive publication scheme charges


	CLASS
	FREEDOM OF INFORMATION

	Definition
	Internal work practice setting out guidance to staff on dealing with requests for information under the Freedom of Information Act 2000

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/. 


	Generally be free of charge.  Any charges will be in line with our general charging policy.
	


STATISTICS
	CLASS
	APPLICATION STATISTICS

	Definition
	Summaries of data relating to applications received, granted and refused

	Format
	Published in the Commission’s Annual Report.  Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/. Statistical information also available on request to the appropriate department

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.
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FINANCE AND PROCUREMENT

	CLASS
	CROFTERS COMMISSION EXPENDITURE

	Definition
	Annual accounts 

	Format
	Published in the Commission’s Annual Report available as hard copy on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


The Crofters Commission is a Non Departmental Public Body funded and staffed by the Scottish Government.  The Commission follows the Governments Finance and Procurement guidance and procedures and we would refer you to the Government publication scheme should you wish to access any information.
	CLASS
	FINANCE GUIDANCE

	Definition
	Scottish Public Finance Manual 

	Format
	Only available electronically from the Scottish Government via Internet access– no paper copies for the full manual are available – extracts from the Manual will however be provided in paper format on request from the Scottish Government.

	Charge
	Generally be free of charge.  Any charges will be in line with the Scottish Executives general charging policy.


	CLASS
	PROCUREMENT INFORMATION

	Definition
	Procurement policy manual – policy guidelines which apply to core Government Departments

Procurement Instructions Manual – guidance manual for staff authorised to procure goods and services on behalf of core Government departments

Sponsorship guidelines – guidance manual for staff involved in seeking/considering offers of sponsorship for events, campaigns and activities

	Format
	Accessible via SG publication scheme available via web format at http://www.scotland.gov.uk/foi/publicationscheme or hard copy on request from the Scottish Executive

	Charge
	Generally be free of charge.  Any charges will be in line with the Scottish Governments general charging policy.
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STATUTORY MATERIAL

	CLASS
	LEGISLATION RELEVANT TO THE FUNCTIONS OF THE CROFTERS COMMISSION

	Definition
	Details of the Crofters (Scotland) Act 1993 governing the functions and framework of the Commission and Board

	Format
	Copy of the Crofters (Scotland) Act 1993 and the Crofting Reform etc Act 2007 can be viewed and downloaded free of charge from the website of the Office of the Queen’s Printer for Scotland (OQPS).  Web address http://www.opqs.gov.uk./
Alternatively, a copy of the Act can be purchased from The Stationary Office Bookshop, 71 Lothian Road, Edinburgh, EH3 9AZ.

	Charge
	Purchaser to confirm with supplier


	CLASS
	RULES OF PROCEDURES

	Definition
	Rules of Procedure compiled by the Commission to enable the regulation of their own procedures as described in paragraph 11 of the First Schedule to the Crofters (Scotland) Act 1993 as amended by the Crofting Reform etc Act 2007.  The Rules are approved by the Scottish Committee of the Council on Tribunals and subsequently endorsed by the SGRPID on behalf of the Scottish Ministers

	Format
	Hard copy available on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


PUBLICATIONS & NEWS

	CLASS
	PRESS RELEASES

	Definition
	Press releases issued by the Commission

	Format
	Viewable on the Commission’s website

	Charge
	Generally be free of charge.  Any charges will be in line with our general charging policy.


INFORMATION TECHNOLOGY & ON-LINE SERVICES
	CLASS
	CROFTERS COMMISSION e-BUSINESS

	Definition
	Information about the Board’s commitment to delivery services electronically.  

	Format
	Available as hard copy on request and Internet access at http://www.crofterscommission.org.uk/

	Charge
	Free of charge


INFORMATION TECHNOLOGY & ON-LINE SERVICES

	CLASS
	CROFTERS COMMISSION WEBSITE

	Definition
	Provides information about the organisation and its functions.  For topics see site map

	Format
	Internet access at http://www.crofterscommission.org.uk/

	Charge
	Free of Charge
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