
 

 

 

 

 

Operational Plan 2016-17 
Scottish Information Commissioner 

  



 



  

 
Last saved: 17/05/2016  Page 1 
VC50136 

Introduction 

This document sets out the Scottish Information Commissioner’s operational plan for the period 
from 1 April 2016 to 30 September 2017.  The plan explains how resources will be used to realise 
the Commissioner’s vision and strategic aims, and provides a tool for on-going monitoring of 
outcomes and management of resources. 

Vision 

Freedom of Information will add demonstrable value to public 
services and contribute positively to the transparency and 

accountability of public functions in Scotland 

Strategic aims 

To realise this vison 

The Commissioner’s office will: 

1. support the on-going development of Scottish public sector culture and practice where 
the sharing and disclosing information is routine, and which actively serves openness, 
transparency and the public interest 

2. help people to be familiar with their rights to access information and exercise them 
knowledgeably and responsibly 

3. enable and support Scottish public authorities to develop and maintain high standards of 
FOI policy and practice.  We will do this through a combination of regulation, advice and 
assistance, and appropriate collaboration.  This includes promoting embedding FOI in 
good communication, excellent customer service, creation and management of records 
and in supporting efficient, equitable and accountable delivery of statutory functions  

4. contribute positively to Scotland being respected as a world-leader in openness, 
transparency, and access to information law, policy and practice. Including supporting the 
development of Scottish access to information law to ensure it remains fit for purpose 

5. be recognised as an organisation of accessible experts, that is run efficiently, governed 
effectively and leads by example in the delivery of its statutory functions. We will ensure 
that delivery of our functions meets and keeps pace with recognised standards and 
national public service improvements, and is delivered openly and transparently. 

 

Structure of the operational plan 

The plan is laid out as a programme of actions listed under types of operational activity, with cross 
references to which strategic aim(s) it supports. The actions listed are a mixture of ‘business as 
usual’ and one-off projects.  The aim is to make this a working document which forms the basis of 
on-going monitoring and assessment.   

In general, business as usual will be managed and monitored in line with set targets, performance 
indicators, established reporting structures and approved policy.   
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Project-based work will be managed according to sound project management principles and 
practice.  Each project will be scoped, then initiated by the Senior Management Team and reported 
on monthly for its duration. 

Monitoring and reporting 

Progress against plan will be reviewed monthly.  An update of progress against plan, using a 
traffic-light system, will be published quarterly. 

Achievement and output against individual line items will be assessed and reported in line with the 
organisational targets and indicators and measures set out in our Performance and Quality 
Framework.   

Resources 

The Commissioner’s budget for 2016-17 is: 

 

 

 

Total staff costs £1,231,200 

Total revenue costs £281,500 

Capital expenditure £3,500 

Total £1,516,200 
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Summary of activity 

The majority of activity in relation to regulation of FOI (investigations and publication schemes) is recorded as business as usual.  Only the major activities are 
shown in this plan.  Underpinning this is the day-today management of the organisation and its resources, which again is not listed in detail.  

Functional areas are: 

 Human resource management 

 Improving authority practice 

 Information management 

 Planning and reporting 

 Promotion and communications  

 Quality assurance 

 Regulation and enforcement 

 Resource management 

 Risk management 

 Sustainable development 

 2015-16 Completions

The dates in the plan are as firm as they can be at the start of the year, but may change in response to external factors or a change in priorities.  

KEY: 

BAU:  Business as Usual 

Priority:  Relative priority Statutory, High, 
Medium, Low 

HOE: Head of Enforcement 

HOPI: Head of Policy and Information 

HOOM:  Head of Operational Management 

SIC: Scottish Information Commissioner 

SMT: Senior Management Team 
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Human resource management 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Annual  report to SMT on Performance  & Development Framework BAU Annual 01/07/2016 31/07/2016 X H HOOM

2 Create  Annual  Learning & Development Plan (interna l ) BAU Annual 01/05/2016 30/06/2016 X H HOOM

3 Review HR Strategy BAU Annual 01/04/2016 30/06/2016 X M HOOM

4 Apply & monitor Performance   & Development Framework BAU 01/04/2016 30/09/2017 X H HOOM

Strategic Aim
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Improving authority practice 

 

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Monitor authori ty compl iance  with the  Model  Publ ication Scheme BAU 01/11/2016 31/05/2017 X X M HOPI

2 Hold a  programme  of regiona l  roadshows  to promote  FOI  authori ty 
good practice, leadership and governance

BAU 01/04/2016 31/03/2017 X X X H HOPI

3 Lia ise  with Holyrood Events  about the  annual  Holyrood Conference BAU 01/04/2016 31/12/2016 X X X X L HOPI

4 Organise  & del iver a  practi tioners ' conference  for the  Centre  for 
FOI  ‐ May 2017

BAU 01/11/2016 31/05/2017 X X X M HOPI

5 Produce  and publ i sh weekly decis ions  round up BAU Weekly 01/04/2016 31/09/2017 X X X X H HOE/HOPI
6 Produce  & publ i sh annual  report on lessons  learned from 
decis ions  round‐up

BAU Annual 01/01/2017 29/02/2017 X X M HOPI

7 Mainta in and bui ld engagement in the  Knowledge  Hub group for 
publ ic authori ties

BAU 01/05/2016 30/09/2017 X X X H HOPI

8 Provide  quarterly intervention procedure  reports  to Investigations  
Performance  Meetings

BAU 01/04/2016 30/09/2017 X X H HOPI

9 Develop a  BAU approach to producing quarterly intervention 
procedure  reports  procedures

Project 01/07/2016 30/09/2016 X X H HOPI

10 Del iver one  Level  3 intervention with a  s ingle  authori ty or group of 
authori ties  as  needed
(as  recommended by IPM and approved by SMT)

Project 01/05/2016 31/03/2017 X X S/H HOPI

11 Draft, manage  approva l  and publ i sh a  sel f‐assessment toolki t for 
authori ties  on proactive  publ ication.

Project 01/06/2016 31/08/2016 X X H HOPI

12 Draft, manage  approva l  and publ i sh a  sel f‐assessment toolki t for 
authori ties  on FOI  reviews .

Project 01/01/2017 28/02/2017 X X H HOPI

13 Produce  and publ i sh support materia ls  for hous ing associations  
on proactive  dissemination

Project 01/10/2016 30/10/2016 X X M HOPI

14 Provide  a  tra ining event for new FOI  practi tioners  at the  SIC offices Project 01/03/2017 31/04/2017 X X M HOPI

15 Provide  a  themed round table  event at the  SIC offices Project 01/04/2017 30/05/2017 X X M HOPI
16 Provide  support to new authori ties  des ignated under s5 to prepare  

for FOI  duties
Project 01/04/2016 01/09/2016 X X X H HOPI

Strategic Aim
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Information management 

 

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Apply on‐going IRM controls  and procedures  ‐ P&I BAU Annual 01/06/2016 30/09/2016 X S/H HOOM

2 Apply on‐going IRM controls  and procedures  ‐Enforcement BAU Annual 01/07/2016 30/09/2016 X S/H HOOM

3 Apply on‐going IRM controls  and procedures  ‐ OMT BAU Annual 01/10/2016 31/03/2017 X S/H HOOM

4 Review IRM Pol icies  & Procedures BAU Annual 01/01/2017 31/03/2017 X S/H HOOM
5 IRM Assurance  report to SMT  BAU Annual 01/07/2016 31/07/2016 X S/H HOOM
6 Maintenance  of secure  and rel iable  IT network BAU 01/04/2016 30/09/2017 X S/H HOOM
7 Agree  review programme  for Key Documents BAU 01/05/2016 31/05/2016 X H HOOM
8 Manage  Key Documents  as  per agreed review programme  agreed 
annual ly

BAU 01/04/2016 30/09/2017 X H HOOM

9 Monitor compl iance  with Data  Protection legis la tion BAU 01/04/2016 30/09/2017 X S HOOM

10 Respond to information requests  and reviews  in l ine  with pol icy 
and procedure, within s tatutory time  sca les

BAU 01/04/2016 30/09/2017 X X S HOOM

11 Mainta in a  compl iant publ ication scheme  and guide  to 
information

BAU 01/04/2016 30/09/2017 X X S HOOM

12 SIC Publ ication Scheme  Assurance  report to SMT BAU Annual 01/01/2017 31/01/2017 X S/H HOOM
13 EDRMS ‐ develop records  management processes  (retention and 

disposa l , and key documents )
Project 01/01/2017 31/03/2017 X M HOOM

14 Introduction of EU General  DP Regulation ‐ update/revise  
corporate  arrangements  to ensure  compl iance

Project 01/07/2016 31/05/2018 X S/H HOOM

15 Implementation of Information Management Strategy ‐ Phase  I : 
Scoping & Planning, and implement 'quick hits '

Project 01/04/2016 31/12/2016 X S/H SIC

16 Implementation of Information Management Strategy ‐ 
Phase  I I : Implementation of plan developed at Phase  I

Project 01/01/2017 TBA X S/H HOOM

17 Scope  project to bring webs i te  fi le  l ibrary metadata  up to Dubl in 
Core  standard or equiva lent and making i t open and machine  
readable  

Project 01/10/2016 30/11/2016 X S/H HOPI

18 Del iver webs i te  fi le  l ibrary metadata  project (as  above) Project dependent on 
IM17

dependent on 
IM17

X S/H HOPI

19 Re‐organise  Access  to our information completely on webs i te Project 01/06/2016 30/06/2016 X S/H HOPI

Strategic Aim
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Planning and reporting 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Publ i sh Statement on 3Es BAU Annual 01/09/2016 30/09/2016 X S HOOM
2 Performance  and s tati s tica l  reporting BAU by 4th wk 

day each 
01/04/2016 30/09/2017 X X X X X S HOOM

3 Publ ic Service  Reform (Scotland) Act 2010 ‐ Annual  expenditure  
reporting

BAU Quarterly 01/04/2016 30/09/2017 X S HOOM

4 Co‐ordinate,  prepare  and publ i sh Operationa l  Plan 17/18 BAU Annual 01/01/2017 31/03/2017 X X X X X H HOOM
5 Programme  Board  ‐ oversee  and s teer project work BAU Monthly 01/04/2016 30/09/2017 X X X X X H SMT
6 Monitor and report progress  aga inst Operationa l  Plan  BAU Quarterly 01/04/2016 30/09/2017 X X X X X H SMT
7 Report against our annual  Governance  Reporting Arrangements  
Cycle

BAU 01/04/2016 30/09/2017 X X X X X H SMT

8 Prepare  Annual  Report Statis tics BAU Six ‐Monthly 01/04/2016 30/09/2017 X X X X X M HOOM
9 Case  Management System ‐ development and implementation of 
reports , data ‐sets , & develop in‐house  report‐writing ski l l s

Project 01/06/2016 31/12/2016 X M HOOM

Strategic Aim
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Promotion and communications  

 

 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Produce  and implement annual  Communication Plan, introducing 
regular reporting

BAU Annual ly 01/04/2016 30/05/2016 X X X X X H HOPI

2 Manage  and mainta in press  and media  enquiry service BAU 01/04/2016 30/09/2017 X H HOPI

3 Promote  effective  use  of FOI  rights  to civi l  society and media  
organisations  

BAU 01/04/2016 30/09/2017 X S HOPI

4 Research the  extent of publ ic awareness  of FOI  rights  through an 
omnibus  pol l

BAU Annual ly 01/07/2016 31/10/2016 X H HOPI

5 Promote  use  by appl icants  of the  onl ine  appea l  porta l : increase  
prominence  of porta l  across  webs i te; gather user feedback to 
improve  the  service

BAU 01/05/2016 30/09/2016 X X S HOPI

6 Research, draft and publ i sh the  Annual  Report and Accounts  (see  
a lso RM5 & P&C13)

BAU 01/04/2016 30/09/2016 X X X X X S HOPI

7 Manage  and report on enquiries  service BAU Quarterly 01/04/2016 30/09/2017 X X X X X H HOOM

8 Report on webs i te  usage  against performance  targets BAU Quarterly 01/04/2016 30/09/2017 X X H HOPI

9 Mainta in webs i te  content,  ensuring i t i s  up to date  and relevant, 
and reporting progress

BAU Quarterly 01/04/2016 30/09/2017 X X X X H HOPI

10 Manage  the  col lection of s tati s tics  from the  FOI/ EIR s tati s tics  
porta l

BAU Quarterly 01/04/2016 30/09/2017 X X H HOPI

11 Develop, implement and monitor interna l  procedures  for press  
and media  work

Project 01/10/2016 31/12/2016 X H HOPI

12 Scope  a  promotional  activi ty for Year of Young People, or s imi lar Project 01/08/2016 01/09/2016 X M HOPI

13 Implement new FReM annual  reporting requirements  and 
establ i sh des ign template  for future  reports

Project 18/04/2016 31/07/2016 X S/H HOPI

14 Mainta in and support s tanding advisory group of practi tioners  e.g. 
development of resources  and learning 

Project 01/04/2016 30/09/2017 X X M HOPI

Strategic Aim
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Quality Assurance 

 

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 User Feedback ‐ col lection and analys i s BAU Six Monthly 01/04/2016 30/09/2017 X X X X M HOOM
2 Compl iments  and Compla ints  ‐ recording and analys i s BAU Six Monthly 01/04/2016 30/09/2017 X S HOOM
3 Information requests  ‐ col lection of performance  data  in l ine  with 
the  requirements  of the  s60 code  of practice  and the  FOI/EIRs  
s tati s tics  porta l

BAU Quarterly 01/04/2016 30/09/2017 X S HOOM

4 Service  User Equal i ties  Statis tics  ‐ col lection and ana lys is BAU Annual 01/04/2016 30/09/2017 X X H HOOM

5 Monitor and review Investigation targets  & KPIs  to ensure  
appropriate  and fi t for purpose

BAU 01/04/2016 31/03/2017 X X H HOE

6 Monitor and report aga inst performance  and qual i ty framework, 
including an annual  review of KPIs  and other targets  and 
s tandards

BAU 01/04/2016 31/03/2017 X X X X X H SMT

7 Qual i ty Assurance  reviews  ‐ Investigations BAU 01/04/2016 30/09/2017 X M HOE

8 Qual i ty Assurance  reviews  ‐ Enquiries BAU 01/04/2016 30/09/2017 X M HOOM

9 User Feedback ‐ review of effectiveness  of current methodology Project 01/05/2016 31/12/2016 X M HOOM

Strategic Aim
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Regulation and Enforcement 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Enforce  FOI  in l ine  with Enforcement Pol icy BAU 01/04/2016 30/09/2017 X X S HOE
2 Regis ter, val idate, investigate  and decide  appl ications  in l ine  with 
approved procedures  and KPIs

BAU Monthly 01/04/2016 30/09/2017 X S HOE

3 Monitor and report on investigation performance   BAU Monthly 01/04/2016 30/09/2017 X X S/H HOE

4 Cons ider whether there  are  appropriate  bodies  sui table  to 
des ignate  under s4 and s5 as  a  matter of routine, and propose  to 
Scotti sh Minis ters

BAU 01/01/2017 28/02/2017 X X S HOPI

5 Provide  lega l  advice  to the  Commiss ioner as  and when required, 
and update  record of lega l  advice  

BAU 01/04/2016 30/09/2017 X X H HOE

6 Review the  Model  Publ ication Scheme, Commiss ioner's  Guidance  
and support materia ls , communicating updates  to al l  authori ties

BAU 01/02/2017 30/04/2017 X X S HOPI

7 Manage  and monitor noti fications  from new authori ties  to comply 
with publ ication scheme

BAU As  required 01/04/2016 30/09/2016 X X S HOPI

8 Mainta in a  rol l ing‐programme  to ensure  s tandard letters  on case  
management system are  reviewed and updated regularly, and as  
needed.

BAU 01/04/2016 30/09/2017 X X H HOE

9 Respond to the  Scotti sh Government consul tation on des ignation 
of Regis tered Socia l  Landlords  under s5

BAU dependent on 
consul tation 

dates

dependent on 
consul tation 

dates

X X H HOPI

10 Provide  support, as  required, to the  review of the  Scotti sh Socia l  
Hous ing Charter

BAU 01/04/2016 30/07/2016 X X M SIC

11 Survey new authori ties ' experience  of FOI BAU 01/02/2017 30/04/2017 X X M HOPI
12 Ensure  compl iance  with Re‐use  of Publ ic Sector Information 

Regulations  2015
BAU 01/04/2016 30/09/2017 X S HOE

13 Publ i sh a  Specia l  Report on proactive  publ ication Project 01/11/2016 28/02/2017 X X H HOPI
14 Scope  the  potentia l  for a  Specia l  Report in 2017‐18 on des ignation 

of third sector organisations  under s5
Project 01/12/2016 31/03/2017 X X M HOPI

Strategic Aim
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Resource management 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Set and profi le  budget for 2017/18 BAU Annual 01/06/2016 31/08/2016 X X X X X S HOOM
2 Current year Budget monitoring and control BAU Monthly 01/04/2016 31/03/2017 X X X X X S HOOM
3 Implement and report upon prompt payment of invoices BAU Quarterly 01/04/2016 30/09/2017 X S/H HOOM
4 Workforce  monitoring and planning BAU Quarterly 01/04/2016 30/09/2017 X X X X X H HOOM
5 Audited Accounts  element of Annual  Report and Accounts ‐ drafting 
and clean approval  (see  a lso P&C 6)

BAU 01/04/2016 31/08/2016 X S HOOM

6 Maintenance  of premises BAU 01/04/2016 30/09/2017 X M HOOM
7 Procurement and contract management BAU 01/04/2016 30/09/2017 X S/H HOOM
8 Provis ion of Governance  Statement of Assurance  to SIC BAU Annual 01/05/2016 31/05/2016 X S HOOM

9 Lega l  Services  contract option to extend ‐ review BAU 01/05/2016 30/06/2016 X H HOE

10 Tender for Provis ion of Legal  Services Project 01/01/2017 30/06/2017 X H HOE
11 Tender IT Support & Maintenance  Contract Project 01/07/2016 31/12/2016 X H HOOM

12 Bus iness  review of corporate  function Project 01/05/2016 31/12/2016 X H HOOM

Strategic Aim
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Risk management 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Review of ri sk, updating of regis ter and annual  ri sk report BAU Monthly 01/04/2016 30/09/2017 X X X X X S HOOM
2 Implement internal  audit plan BAU Annual 01/10/2016 31/03/2017 X X X X X S/H HOOM
3 BCP ‐ maintenance  of plan and testing BAU Annual 01/01/2017 30/09/2017 X X X X X H HOOM
4 H&S reporting and procedures BAU Quarterly 01/04/2016 30/09/2017 X X X X X S HOOM
5 BCP ‐ review of plan Project 01/07/2016 31/12/2016 X X X X X H HOOM

Strategic Aim



 

 
Last saved: 17/05/2016  Page 13  

Sustainable development 

 

  

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Monitor Carbon Footprint BAU Quarterly 01/04/2016 30/09/2017 X S HOOM

Strategic Aim
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2015-16 Completions 

 

Activity Type Frequency Start Date End Date Priority Lead
1 2 3 4 5 Mgr

1 Human Resource Management
Employee  Handbook ‐ fina l i sation, approval  & communication

Project 01/04/2016 31/07/2016 X S/H HOOM

2 Information Management
Website  Fi le  Library ‐ development and implementation of 
improved records  management procedures

Project 01/04/2016 30/06/2016 X H HOOM/HOPI

3 Planning & Reporting
Case  Management System ‐ development and implementation of 
improved reporting 

Project 01/04/2016 31/05/2016 X H HOOM

4 Resource Management
Review of Procurement Pol icy & Procedures

Project 01/04/2016 30/06/2016 X S/H HOOM

5 Improving Authority Practice
Publ i sh and promote  Model  Publ ication Scheme  monitoring report

BAU 01/04/2016 30/04/2016 X X M HOPI

6 Improving Authority Practice
Produce  and publ i sh annual  report on lessons  learned from 
decis ions  round‐up

BAU 01/04/2016 30/06/2016 X X M HOPI

7 Improving Authority Practice
Publ i sh revised sel f‐assessment tools  for authori ties

Project 01/04/2016 31/05/2016 X X H HOPI

8 Promotion and Communications
Launch externa l  blog and emai l  service

Project 01/04/2016 30/06/2016 X X X X X M HOPI

9 Promotion and Communications
Complete   migration of s tati s tics  porta l  database  

BAU 01/04/2016 30/05/2016 X X X X H HOPI

10 Promotion and Communications
Review and del iver the  range  of reports  avai lable  from the  FOI/EIR 
s tati s tics  dataset

Project 01/06/2016 30/07/2016 X X M HOPI

11 Promotion and Communications
Launch onl ine  appeal  porta l  integrated with Case  Management 
System

Project 01/04/2016 30/06/2016 X H HOOM/HOPI

Strategic Aim
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