
HM Inspectorate of Education Publication Scheme
Produced as required by the Freedom of Information (Scotland) Act 2002

SECTION 1: 

INTRODUCTION TO THE PUBLICATION SCHEME

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.  The scheme has been designed to be as inclusive as possible and it is intended to be flexible to allow for future expansion and/or revision.  The scheme is designed to improve public access to and awareness of the work that HM Inspectorate of Education (HMIE) does.

Alongside FOISA, the Environmental Information (Scotland) Regulations 2004 (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.
SECTION 2: 

ABOUT HMIE
The Chief Executive of HMIE is HM Senior Chief Inspector, Dr Bill Maxwell.  HMIE is an Executive Agency of the Scottish Government.  As an agency, we operate independently and impartially whilst remaining directly accountable to Scottish Ministers for the standards of our work.  HMIE inspect or review, and report independently on:

( 
education in pre-school centres;

( 
primary schools;

( 
secondary schools;

( 
special schools;

( 
colleges;

( 
community learning and development services;

( 
teacher education;

( 
residential provision for pupils;

( 
the education functions of local councils;
(
services for children;
( 
psychological services; and
(
other contexts as appropriate.   
HMIE also provides independent professional advice and information to the Scottish Ministers, relevant Departments of the Scottish Government and key national bodies.  We promote best practice in improving standards and quality in education.

SECTION 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.
In preparing this publication scheme HMIE has consulted with a range of stakeholders over what they considered important material for inclusion and has conducted an audit of the information we hold.

	SECTION 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 
Most information listed in our publication scheme is available to download from our website.  In many cases 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.hmie.gov.uk
If you are still having trouble finding any document listed under our scheme, then please call HMIE enquiries on 01506 600200 for further assistance.
By e-mail
If the information you seek is listed in our publication scheme but is not published on our website, we can send it to you by e‑mail, where that is convenient for you please contact us at: enquiries@hmie.gsi.gov.uk
When requesting information from us, please provide a telephone number so that we can telephone you to clarify details, if necessary.
By phone
Information can also be requested from us over the telephone.  Please call 01506 600200 to request information available under this scheme.
By post

All information under the scheme will normally be available in paper copy form.  Please address your request to:

HMIE Enquiries

Denholm House

Almondvale Business Park

Almondvale Way

Livingston

EH54 6GA

When writing to us to request information, please include your name and address, full details of the information or documents you would like to receive, and any fee applicable (see Section 6: Our Charging Policy for further information on fees).  Please also include a telephone number so we can telephone you to clarify any details, if necessary.
Advice and assistance
If you have any difficulty identifying the information you want to access, then please contact the Communications Team on 01506 600200 who will be happy to help.



SECTION 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 EIRs) 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 of relevant documents 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.

SECTION 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. 
For those without access to the website a single print-out in the same format as on the website can be requested.  These printouts will be provided free of charge.
We reserve the right to impose charges for providing multiple copies of information in paper copy or on computer disc.  Charges will reflect the actual costs of reproduction and postage to HMIE, 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 HMIE of sending the information by first class post.
There are a number of publications for which HMIE makes a charge.  These documents include HMIE’s Annual Report, How good is our school? and most thematic or aspect reports.  Hard copies of these publications will be charged at the cover price, plus actual postage costs, as charged by the Royal Mail.  However paper copies of many reports are available to download from our internet site free of charge. 
SECTION 7:

OUR COPYRIGHT POLICY
HMIE is a Crown body and the information we produce is subject to Crown copyright, which is administered by the Queen’s Printer for Scotland.  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.  This means that you can reuse this material freely.  Categories of material for which copyright has been waived include:  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: http://www.oqps.gov.uk
For other types of material, the supply of documents under FOISA does not give the person or organisation who receives them an automatic right to reuse 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 Patent Act 1988 (sections 29 and 30) for the purposes of research and non-commercial purposes, private study, criticism, review and new reporting.  
Details of the arrangements for reusing Crown copyright material can be found on the website of the Office of Public Sector Information at: http://www.opsi.gov.uk/click-use/index.htm
Authorisation to reuse copyright material not owned by the Crown should be sought from the copyright holders concerned.

	SECTION 8:

RECORDS MANAGEMENT AND DISPOSAL POLICY

HMIE is currently in the process of developing its Records Management and Disposal Policy, and we anticipate that this will be added to our publication scheme by December 2008.



	SECTION 9:

FEEDBACK
FOISA requires that we review our publication scheme from time to time.  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; and
· other ways in which our publication scheme can be improved. 
Please send any comments or suggestions to: 
enquiries@hmie.gsi.gov.uk
Or: HMIE Enquiries

Denholm House
Almondvale Business Park
Almondvale Way
Livingston

EH54 6GA




SECTION 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.  However, if you do wish to complain about any aspect of the publication scheme, then please contact us and we will try and resolve your complaint as quickly as possible.  You can contact us at: 
complaints@hmie.gsi.gov.uk
or: HMIE Enquiries
Denholm House

Almondvale Business Park

Almondvale Way

Livingston  
EH54 6GA  

Any complaint will be acknowledged within two working days of receipt and we will respond in full within 20 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
Kilburn Castle
Doubledykes Road
St Andrews
Fife
KY16 9DS

Tel: 

01334 464610
Email:

enquiries@itspublicknowledge.info
Website:
www.itspublicknowledge.info
*verbal requests for environmental information carry similar rights.
SECTION 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 FOISA provides you with a right of access to the information we hold, subject to certain exemptions.  The 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:
HMIE Enquiries
Denholm House

Almondvale Business Park

Almondvale Way

Livingston

EH54 6GA  
or email:  HMIEenquiries@HMIE.gsi.gov.uk
General information requests

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:
· 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 which cost us £600 to provide, you would be asked to pay £50, this is 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 which cost us £600 to provide, you would be asked to pay £50, this is 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 ask the Scottish Government to inform you whether it processes any personal information relating to you and, if so, to provide you with a copy of such data.  This is called a ‘subject access request’.  
If you wish to access your personal information from the Scottish Government you should make your request in writing to the following address: 
The Information Manager

HMIE

Denholm House

Almondvale Business Park

Almondvale Way

Livingston 

EH54 6GA 
Telephone: 01506 600259
 

Your request should include a contact address and also documented evidence of who you are (e.g. copies of your driving licence, passport or birth certificate).  You should also provide as much detail as possible regarding the information you wish to access.  We may come back to you for additional details in order to locate the material you require.  We will also require from you payment of a fee of £10 before we start to search for your information.

We will aim to meet your request within 40 days of receiving from you all of the above information (and payment of the £10 fee).
SECTION 12:

CLASSES OF INFORMATION

About HMIE

Introduction to class

HMIE currently publishes a comprehensive record of its mission, aims, values and objectives together with details of the activities it undertakes and the resources used to undertake these activities. 

Information available

This class provides details of who we are and HMIE’s objectives and values as an organisation.  It includes details of our main policies and strategies as well as key documents such as our Framework Document, our Corporate Plan and the HMIE Charter.  Our performance against targets and the costs of providing our services are included here too, set out in our Annual Report and commercial style, audited Annual Accounts.  The class also sets out details of our staff and organisational structure and the roles that are played by key standing committees and various groups of staff.  Minutes of key standing committees such as our Management Board and Audit and Risk Committee are included in this class.  The following areas are covered:

· Who we are – details of the type of organisation we are and what our role is.
· Our corporate plan – details of how we plan our work.
· How we promote improvement through inspection and review.
· How we help to build capacity within the education system – How we spread good practice.
· How we work with others – Details of the different organisations we work with and why.
· Our strategic priorities – what our aims are.
· HMIE policies and strategies – contains all HMIE’s policies and strategies.
· HMIE and Charter Mark – our commitment to continuous improvement.
· Annual report and accounts.
· 
Minutes of meetings – minutes of all Management Board and Audit and Risk Committee meetings.
· Our staff and management structure.
Where the information within this class can be found

This class of information can be located within the ‘About HMIE’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

About inspections

Introduction to class
Each year, HM Inspectorate of Education inspects and reports on the quality of education in pre-school centres, primary schools, secondary schools, special schools, community learning and development services, colleges, and residential educational provision.  We also inspect the education functions of local authorities and carry out joint inspections of services for children.  To read an individual school inspection report go to the reports section of the website. 

Information available

This class provides details of the principles of inspection and review in each sector and sets out briefing notes for those affected by them.  Copies of the main documentation used in each inspection and review is also provided covering:

· Pre-school inspections
· Primary school inspections
· Secondary school inspections
· College reviews
· Community learning and development inspections
· INEA inspections
· Services for children inspections 
· Follow through inspections
Where the information within this class can be found
This class of information can be located within the ‘About Inspections’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.
HMIE Quality

Introduction to class
HMIE is committed to high standards of quality in all that we do.  We routinely gather the views of key stakeholder groups to inform Inspectorate improvement plans and we evaluate the effectiveness of our work.
Information available
Information about the representative user groups we regularly consult with is provided.
More details of how we consult with theses groups, how they contribute our work and our self evaluation can be found in the Annual Report.
Where the information within this class can be found

This class of information can be located within the ‘HMIE Quality’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

Complaints

Introduction to class

Our aim is to help improve standards, quality and learners' achievements in education and contribute to the wellbeing of the people of Scotland.  We are committed to providing high quality services.  One of the ways we can continue to improve is by listening to those we inspect and review.  Users’ comments, positive and negative, and complaints help us to recognise high‑quality work as well as to improve the services we provide.   
Statistical analysis of the number and types of complaints we have received are contained in our Annual Report.

Information available

Information on our complaints procedure is provided, including:

· How we define a complaint 

· Raising an issue with us 

· Complaints manager 

· Anonymous complaints 

· How to complain 

· Summary of a complaints procedure 

Where the information in this class can be found

This class of information can be located in the ‘Complaints’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

News

Introduction to class

HMIE uses a range of communication tools to ensure users are fully informed of our services.

Information available

Current information on the following is provided:

· Latest inspection reports press releases
· Latest publications press releases
· Information on HMIE events
Where the information in this class can be located

This class of information can be located within the ‘News’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

Reports on inspections and reviews

Introduction to class
HMIE undertakes inspections and reviews across a range of sectors of education and services for children.  As part of providing assurance and supporting improvement generally, each inspection or review results in a published report.

Information available

We publish reports of inspections and reviews of:

· pre-school centres;

· primary schools;

· secondary schools;

· special schools;

· colleges;

· community learning and development services;

· initial teacher education;

· residential provision for pupils;

· education functions of local councils;
· services for children; and

· other contexts as appropriate.
Where the information in this class can be located
This class of information can be located within the ‘reports’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

Publications

Introduction to class

HMIE undertakes to continue to publish reports aimed at helping education organisations and services for children to identify best practice and improve their standards. 

Information available

Publications on the following will be made available.
· Aspects of education or services for children.
· Consultation documents.
· Effective learning and teaching.
· Guides to self‑evaluation.
· Improving series – publications promoting improvement through self‑evaluation.
· Improving subjects in 5-14.
· Self-evaluation and planning for improvement.
· Services for children.
· Standards and quality.
· The work of HMIE.
· Whole school issues.
Where the information within this class can be located

This class of information can be located within the ‘Publications’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.

Good Practice

Introduction to class

HMIE is committed to helping users’ access examples of good practice that have been obtained from HMIE evaluative work.  

Information available

This class features materials that are written or otherwise produced by:

· HMI, or by other members of inspection and review teams; 

· others commissioned by us or acting on our behalf; and 

· others as part of partnership working with HMIE.
Where the information in this class can be located 
This class of information can be located within the ‘Good Practice’ section of the HMIE website or through one of the routes described under Section 4 of this scheme.  

