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SECTION 1 : INTRODUCTION TO THE PUBLICATION SCHEME 
 
The Freedom of Information (Scotland) Ac t 2002 (FOISA) provides  individuals with a 
right of ac cess to all recorded information held by  Scotland’s public authorities.  
Anyone can use this  right, and informa tion can only be withheld wher e FOISA 
expressly permits it.  
 
Section 23 of FOISA also requires that a ll Sc ottish public aut horities maintain a 
publication scheme.  A publication scheme se ts 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.  SCS are 
also obliged to review this scheme from time to time. 
 
The purpose of the s cheme is to provide y ou with det ails of t he range of information 
that we routinely pub lish.  T he scheme also provides  details  of  how you c an access 
this information, and tells you whether it is available free, or if there is a char ge for the 
information.  
 
Alongside FOISA, the Environmental Info rmation (Scotland) Regulations 2004 (th e 
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 environment al information, the EIRs.  For further 
information on accessing information not co vered by this scheme, refer to Section 10 
– How to access information not available under the scheme. 
 
This is the Scottish Court Service public ation scheme.  It covers the administration of 
the Supreme Courts, High Cour ts Sheriff Courts, Justice of the Peace Courts and the 
Office of the Public Guardian.  It does not  cover the District Courts, which are the  
responsibility of local authorities. 
 
Please note that Courts, their staff and judges are not designated public authorities for 
the purpose of the Act.  
 
 
SECTION 2 : ABOUT THE SCOTTISH COURT SERVICE 
 
The Scottish Court Service (SCS) is an Agency of the Scottish Government.  It is 
responsible for the speedy, efficient and cost effective administration of the Supreme 
and Sheriff Courts and Justice of the Peace Courts.. 
 
The Supreme Courts include the Court of Session, High Court of Justiciary and the 
Offices of the Accountant of Court and Public Guardian.  There are 49 Sheriff Courts 
located throughout Scotland. By the end of 2009, all Justice of the Peace Courts, 
formerly District courts administered by local authorities, will come under the 
administration of the SCS. 
 
Our Purpose: 



 

 

 
 
We deliver Access to Justice  by providing the people, buildings and technology to 
support the operation of the Courts and the Office of the Public Guardian. 
 
Aim 
 
The Scottish Court Service is committed to the maintenance of high standards with the 
aim of providing services to the public, professional users and the judiciary that are: 
 

• Consistent and reliable 
• Delivered when we promise them 
• Making best use of the resources available to us. 

 
Our values: 
 
We will fulfil our purpose and pursue our aim conscious of our responsibilities to be 
publicly accountable, respect judicial independence and work with others in improving 
the performance of the justice system.  
 
In particular we value: 
 

• Commitment and professionalism  
• Providing a high quality service  
• Integrity and impartiality 
• Working to improve the justice system 
• Using resources effectively. 

 
The Scottish Court Service operates a two-tier governance sy stem comprising the 
Strategic Board and t he Executive Board .  The Strategic Board is responsible for the 
overall leadership of SCS. Its main responsibility is to set high-level strategic aims and 
advise the Chief Executive on strategic direct ion.  The Executive Board is responsible 
for day to day operations, whic h inclu de managing the SCS budget, leading major  
change programmes and monitoring and delivering corporate targets. 
 
The business of the SCS is delivered through three strategic directorates; Field 
Services, Operational Support and Policy and Strategy. 
 
Field Services Directorate - Field Services is responsible for the operational delivery 
of court services. It operates through three business units and from an estate 
dispersed widely throughout Scotland.  It is also the lead directorate in the Summary 
Justice Reform programme. 
 

Supreme Courts - The Supreme Court is divided into the Court of Session and 
High Court of Justiciary, and is led by the Principal Clerk of Session and 
Justiciary.  The High Court is permanently based in Edinburgh, Glasgow and 
Aberdeen, and sits periodically at Dunfermline, Dundee, Inverness, Perth, 
Paisley and Kilmarnock. The Court of Session sits in Parliament House in 
Edinburgh. 
 



 

 

Sheriff Courts - There are 49 Sheriff Courts organised into six Sheriffdoms 
each led by a Sheriffdom Business Manager. 
 
Justice of the Peace Courts – There are seven Justice of the Peace Courts in 
the Lothian and Borders Sheriffdom and thirteen in Grampian, Highland and 
Islands. The administration of District Courts, currently run by local authorities 
will transfer to the Scottish Court Service over the next two years and District 
Courts will become Justice of the Peace Courts.  
 
Office Of The Public Guardian (OPG) - The OPG is led by the Public 
Guardian and Accountant of Court. It is based in Falkirk with a small number of 
Accountant of Court staff based in Edinburgh. 

 
Policy and Strategy Directorate - Policy and Strategy provides strategic and 
business planning, legislative and policy analysis, risk management, research and 
management information services to support the Service’s work. It takes the Scottish 
Court Service lead on a number of cross agency/departmental initiatives such as the 
Civil Courts Review. 
 
Operational Support Directorate - Operational Support comprises four directorates: 
Personnel and Development; Finance and Procurement; Property and Services; and 
IT and Electronic Service Delivery Unit.  The Operational Support Directorate ensures 
the Scottish Court Service has the infrastructure, financial governance and staff to 
support the delivery of its core business. 
 
 
SECTION 3: PREPARING THE PUBLICATION SCHEME 
 
When preparing or reviewing our publication scheme, we are o bliged by FOISA to 
have due r egard to the public in terest in pr oviding 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 the Sc ottish Court Service has id entified and 
listed for public ation under this scheme all ma terial which would be of public interest 
as required above.     
 
 
SECTION 4 : ACCESSING INFORMATION UNDER THE SCHEME 
 
Information available under our publication  scheme will normally be availab le through 
the routes described below .  Section 11  – Classes of Information provides more 
details on the information available under t he scheme, along with additional guidance 
on how the information falling within each “class” may be accessed. 
 



 

 

Most information listed in our publication sc heme is  available t o download from our 
website www.scotcourts.gov.uk. To help you find this info rmation w e have i ncluded 
links and s ignposts in Section 11. For those without access to  the web-site or those 
wishing to make a request for information in another form (where that is available), the 
Scottish Court Service can be contacted in the following ways: 
 
Email: foi@scotcourts.gov.uk 
Enquiry line: 0131 221 6771  
Fax: 0131 221 6894 
Post: The Freedom of Information Officer 
 Scottish Court Service Headquarters 
 Hayweight House 
 23 Lauriston Street 
 Edinburgh 
 EH3 9DG 
 
When writing to us  to request information, please include your name and ad dress, full 
details of the information or do cuments you would like to receive.  Please also include 
a telephone number so we can telephone you to clarify any details, if necessary. 
 
You should also use t hese contact details if  you hav e any difficulty in identif ying the 
information you want to access and require advice and assistance. 
 
 
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 sch eme is to be as open as possible.  You 
should note, however , that there may be limi ted circumstances where infor mation will 
be withheld from one of the cla sses of inf ormation listed in Section 11  – Classes  of  
Information.  Information will only be withheld, however, where FOISA (or, in the cas e 
of environmental information, the Enviro nmental Information (Scotland) Regulations 
2004) expressly permits it. 
 
Information may be withheld, fo r example, where we cons ider that disclosure may 
seriously prejudice law enfor cement, l egal proc eedings or our regulatory or 
enforcement activity, or wher e the disclosure is otherwise prohibited by law.  We may 
also withhold information if its disclos ure would breach the law of confidentiality or  
seriously prejudice t he commercial interest s or confidentiality of any p erson or 
organisation.  In addition, we may withhold in formation, which is personal inf ormation 
under the Data Protection Act 1998. 
 
In addition to information on t he work of the Agency, the Sc ottish Court Service holds  
information which forms court records.  The Freedom of Information (Scotland) Act  
2002 provides an abs olute exemption for this information.  Court Records are defined 
in section 37 of the Act.   
 



 

 

Please not e that the Freedom of Informati on (Scotland) Act 2002 does  not alter 
existing arrangements regarding access to information contained in court records. 
 
Whenever information is withh eld we will inf orm you of this, and will set out  why that 
information cannot be released. Even wher e in formation is withheld it may, in many  
cases, be possible to provide copies with the withheld information edited out. 
 
If you wish to complain about any informa tion whic h has been withheld from you, 
please refer to Section 9 – 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 acce ss to the web-site a single print-out as on the web-site 
or, where available, a hard copy of the document can be requested. 
 
We reserve the right to impose charges for pr oviding information in paper copy or on 
computer disc.  Charges will reflect the actual costs of reproduction and postage to the 
authority, as set out below. 
 
Reproduction costs: 
 
Where charges are applied, photocopied information will be  cha rged at a standard 
rate of £5 for each document up to 10 pa ges and £0.50 for e ach page t hereafter.  
Computer discs will be charged at the rate of £5.00 per CD rom  
 
SCS charges are based on those prescribed in sc hedules to Sheriff Court Fees 
Amendment Order 2008 
 
and Court of Session etc. Fees Amendment Order 2008 
 
 In the event that a charge is to be levied,  you will be advised of the charge and how it 
has been c alculated.  Information will n ot be provided to you until payment has been  
received. 
 
Postage cost: 
We will pa ss on postage charg es to the requeste r at the cost to the authority of 
sending the information by first class post. 
 
 
SECTION 7: OUR COPYRIGHT POLICY 
 
The Scottish Court Service is a Crown body and the information we produce is subject 
to Crown c opyright, which is administered by the Queen’s Printer for Scotland.  The 
material listed in this publication scheme is  Crown copyright unle ss stated otherwise.  
The copyright in s ome of the m aterial which may be found in th is publication scheme 
has been waived.  T his means that you can re-use this material freely.  Cat egories of 
material for which copyright has been waiv ed include:  press noti ces, legislation, and 
explanatory notes on the legi slation, ministerial speeches, consultation documents, 



 

 

documents featured on official websites (exc ept where expressly indicated otherwise), 
headline statistics and unpublis hed 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 the Freedom of Information 
(Scotland) Act 2002 (FOISA) does not give the person or organisation wh o 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 Patent Act 
1988 (sections 29 and 30) for the purpo ses of research and non-commercial 
purposes, private study, criticism, review and new reporting. 
 
Details of the arrangements for re-using Crown copyright material can be found on the 
website of the National Archive Information at : 
http://www.nationalarchives.gov.uk/information-management/our-services/click-use.htm 
  
Authorisation to re-use copyright  material not owned by the Crown should be sough t 
from the copyright holders concerned. 
 
 
SECTION 8 : OUR RECORDS MANAGEMENT AND DISPOSAL POLICY 
 
The Scottish Court Service adheres to the records management and disposal policy of 
the Scottish Government.  The guidance and instructions may be accessed on the 
Scottish Government web site at 
http://www.scotland.gov.uk/Publications/2005/08/15152416/24224 
 
 
SECTION 9: FEEDBACK AND COMPLAINTS 
 
FOISA requires that we review  our publication scheme from time to time.  As a result,  
we welcome feedback on how we can develop our  scheme further.  If you w ould like 
to comment on any as pect of this publication scheme, then please contact us. Details  
below.. 
 
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; 
• other ways in which our publication scheme can be improved. 
 
In addition, it is our aim is to make our  pub lication scheme as us er-friendly a s 
possible, and we hope that y ou can access  all the informati on we publish with ease.   
If you do wish to com plain about any aspect of the publication scheme, however, then 
please contact us, and we will try and resolve your complaint as quickly as possible.   

http://www.nationalarchives.gov.uk/information-management/our-services/click-use.htm


 

 

 
Please send any comments or suggestions, or address your complaint to: 
 
The Freedom of Information Officer 
Scottish Court Service Headquarters 
Hayweight House 
23 Lauriston Street 
Edinburgh 
EH3 9DG 
 
Email: foi@scotcourts.gov.uk 
 
If you are making a complaint, we will try and resolve your complaint as quickly as 
possible.  All complaints will be dealt with in accordance with the Scottish Court 
Service Complaints Procedure, which is available at 
http://www.scotcourts.gov.uk/you_and_us/docs/complaints.pdf 
 
You have legal rights to access information under this scheme and a right of appeal to 
the Scottish Informati on Commissioner if y ou are dissatisfied with our response.   
These rights apply only to information reques ts made in writing* or other recordable 
format.  If you are unhappy with our respon ses to your request you can ask us to 
review it and if y ou are still unhappy, y ou can make an  appeal to the Scottis h 
Information Commissioner. 
 
The Commissioner’s website has a guide to this three st ep process, and he operates 
an enquiry service on Monday to Friday from  9:00am to 5:00pm.  His offi ce can be 
contacted as follows: 
 
Scottish Information Commissioner 
Kinburn 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 10: HOW TO ACCESS INFORMATION WHICH IS NOT AVAILABLE 
UNDER THIS SCHEME 
 
If the information you are seeking is not av ailable under this publi cation scheme, then 
you may wish to request it from us.  The Freedom of Information (Scotland) Act 2002 
(FOISA) provides you with a right of acce ss to the i nformation we hold, subject to 
certain exempti ons.  The E nvironmental Informati on (S cotland) R egulations 2004 
(EIRs) separately provide a right of access to the environmental information we hold,  



 

 

while the Data Protection Ac t 1998 (DPA) provides a right  of access to any personal 
information about y ou that we hold.  Again, thes e right s ar e subject to certain 
exceptions or exemptions. 
 
Should you wish to request a copy of any info rmation that we hold that is not availab le 
under this scheme, please write to – 
 
The Freedom of Information Officer 
Scottish Court Service Headquarters 
Hayweight House 
23 Lauriston Street 
Edinburgh 
EH3 9DG 
 
Email: foi@scotcourts.gov.uk 
 
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 char ges will be based on the following 
calculations: 
 
General information requests: 
 
• 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 that cost us £600 to 
provide, you would be asked to pay £50, that 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 dete rmine whether we hold the inf ormation 
requested, nor for the time it takes to decid e 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 c harge we will issue y ou with notification of 
the charge and how it has been calculated. T he information will be provided to you on 



 

 

payment of the charge. If you decide not to  proceed with the requ est there will be no 
charge to you.  
 
Charges are calculated on the basis of the act ual cost to the authority of providing the 
information.  
 
• photocopied information will be charged at a standard rate of 20p per page. 

Computer discs will be charged at the rate of £3.00 per CD rom.  
• 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. 
 
 
 
SECTION 11 :  CLASSES OF INFORMATION 
 
Class 1 - Agency Accountability 
 

The SCS is a publicly accountable body and has a range of information which sets out 
its operating framework and whic h provides organisational direction and commentary.  
From March 2008, agendas and summary mi nutes of scheduled m eetings of our  
Strategic Board and Execut ive Board will be published and made available within 3 
months of each scheduled meet ing. This class of infor mation is f ound on the webs ite 
at www.scotcourts.gov.uk/courtsadmin/scs.asp 

Information in this class includes: 
 

• About SCS  
• SCS Governance   
• SCS Corporate Plan  
• SCS Business Plan 2008/9 (from September 2008) 
• SCS Plans Policies and Strategies 
• Annual Report and Accounts , which gives  details of  the SCS Strategic a nd 

Executive Boards 
• Summary minutes of the Strategic and Executive Boards 
• Performance information (from September 2008) 
• Contract information  
• Media releases  

 
 
Class 2 - Key strategies and supporting information 
 
SCS has a number of key operational strat egies which support the organis ation and 
its objectives. Other information supports the delivery of these strategies  
 
Information in this class which is available on the webs ite under SCS Plans, Policies 
and Strategies includes: 
 



 

 

• SCS Peo ple Strategy.  HR polic ies, recruitment and sele ction, equality and 
diversity, industrial relations, and pay and grading. 

• Estates Strategy – The Estates Strat egy sets out SCS plans f or the future 
management and development of the court estate.(Published September 2008) 

• IT Strategy - The IT strategy outli nes t he IT prioriti es and developments 
required to support SCS objectives.  

• Financial information - Financial reports  publis hed quarterly from September 
2008) 

 
Class 3 – Other policies and procedures 
  
SCS produce a range of polic ies and strategies which prescribe, guide and advise on 
operational matters. These can be located at SCS Plans, Policies and Strategies 
 
Information in this class includes: 
 

• Procurement and Purchasing Policy 
• Health and Safety Policy Manual 
• Sustainability Policy  
• IT Security Policy 

 
Class 4 - Policy Consultations. 
 
From time to time, SCS underta kes consultation activities in relation to its busines s 
and business development. This can be found on the Consultations page of the 
website 
 
Information in this class includes: 
 

• The consultation documents,  
• Responses to consultations (where permission has been given to publish)  
• The consultation report 

 
Class 5  - Customer and Service Information 
 
SCS publishes a range of documents and information of interest to court users. This is 
available from Section of the website and information in this class includes: 
 
 

• Court locations 
• Customer satisfaction survey 
• Complaints procedure 
• Court users information 
• Information on fine payments 
• Lists of daily court business 
• Contempt of court orders 
• Searchable judgements database 


