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The HOUSE of COMMONS COMMISSION

Twenty-fourth Annual Report 2001-02

Introduction

1. This Report of the House of Commons Commission, under section 1(3) of the House
of Commons (Administration) Act 1978, covers the financial year 2001-02. As in 
previous Reports, we refer to events both before and afterwards where this is necessary for
completeness.

2. Our Annual Report has several purposes. It is an important source of information
about the House Administration, both for the general public and for all those who work
within the House, including Members, their staff, and members of the House Service. It
provides the accountability and transparency that a public body owes to the taxpayer. And
in addition to showing how the work of the House of Commons has been supported over
the year, it also sets out plans for the future. Not only must we meet the challenges of
changing technology and working methods; it has also never been more important to
spread knowledge and understanding of the role of the House of Commons, and its work
on behalf of the citizens of the United Kingdom.

Timing and form of the Report

3. The introduction of resource accounting and budgeting raised the question of whether
our Annual Report should continue to be published in the summer, with 
audited resource accounts published in the autumn; or whether the Report should be
delayed until the autumn and published with the accounts. We feel that the Report is an
important way of informing the House and the public, and that it should therefore
continue to be published as soon as possible after the financial year to which it refers.

4. In this Twenty-fourth Annual Report our own overview is followed by a more detailed
report from the Board of Management (pages 20 to 31) (which also reflects the work of
the Board’s second-tier management groups), and by reports from individual departments
(pages 32 to 86). Also included is the Annual Report to us by the House’s Audit
Committee (page 93).

5. We continue to seek improvements in the content and presentation of this Report, and
welcome suggestions for further changes.

Commission membership

6. At the start of the financial year the membership of the Commission was:

The Speaker (The Rt Hon Michael J Martin, ex officio) (Chairman)

The Leader of the House of Commons (The Rt Hon Margaret Beckett, ex officio)
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Mrs Angela Browning (nominated by the Leader of the Opposition)
(Shadow Leader of the House of Commons)

Mr Stuart Bell

The Rt Hon Eric Forth

Mr Archy Kirkwood

Upon the formation of the new administration following the general election of 7 June
2001 the Rt Hon Robin Cook became Leader of the House of Commons and replaced
Mrs Beckett on the Commission. On 3 October 2001 the Rt Hon Eric Forth was
nominated by the Leader of the Opposition in succession to Mrs Browning; and on
13 February 2002 Sir Patrick Cormack FSA was appointed by the House as the sixth
Commissioner.

7. We express our warm thanks to Dr Malcolm Jack for his work as Secretary to the
Commission over six years until his appointment as Clerk of the Journals on 1 November
2001. He was succeeded by Mr Robert Rogers, previously Principal Clerk of Select
Committees.

Role and work of the Commission

8. The House of Commons Commission is the supervisory body of the House
Administration, and responsible for its policy, finances and staff.1 We are supported and
advised by the Board of Management, which is chaired by the Clerk of the House as Chief
Executive. We have a close relationship with the Finance and Services Committee, which
is chaired by a Commissioner (Mr Stuart Bell), and to which we refer matters for detailed
examination. We also draw upon the advice of the Domestic Committees, which have the
task of reflecting the views of Members in the planning and provision of services. There
were 12 meetings of the Commission during 2001-02.

Questions to the Commission

9. Questions to the Commission are answered by Mr Archy Kirkwood on behalf of the
Commission. Oral questions are answered once a month, in a question period shared with
the Leader of the House as President of the Council. In the year under review four
questions were answered orally; 98 received a written answer. It is important that there
should be the opportunity of seeking information through formal parliamentary question;
but of course the House Service is also ready to provide specific information or briefing
directly to Members.

Accounting Officer

10. Sir William McKay, KCB, Clerk of the House and Chief Executive, has been
Accounting Officer since his appointment as Clerk in January 1998.

House of Commons Expenditure 

11. The Commission is responsible for the House of Commons Administration Vote
(but not for Members’ salaries and allowances, which are paid from a Government Vote,
nor for Members’ pensions). This Report shows both historic and current figures in cash

7
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terms. An adjustment under the appropriate tables shows the difference between the net
resource and net cash requirements.

The Estimate and Outturn for the House of Commons Administration 2001-02

12. A summary of the Estimate and Outturn for 2001-02 is set out in Tables 1 and 2.The
provisional outturn was £134,804,000, which was £6,306,000 or 4.5% less than the
Estimate, due mainly to lower than forecast expenditure on salaries etc, travel, printing,
and capital expenditure. Some of these underspends arose from the Dissolution of
Parliament in 2001 and lower levels of activity – for example in Committee work – in the
early weeks of the new Parliament.

The Supply Estimate for the House of Commons Administration 2002-03

13. The House’s Estimate for 2002-03, which was laid upon the Table by the Speaker on
9 May 2002, amounted to a request for resources of £213,382,000, a request for
£15,107,000 on capital expenditure, and a cash requirement of £141,247,000. The cash
requirement is summarised in Tables 1 and 2 on pages 16 and 17. Both the Estimate and
our three-year forward expenditure plans include provision for the further development
of computer-based services and replacement of computer equipment. Major items
include refurbishment of the Norman Shaw South building, and Committee room air
conditioning and restoration; and continuing work on cabling of the House for the
Parliamentary Data and Video Network (PDVN), fire compartmentation, and stone
cleaning.

14. Table 3 (page 18) shows categories of expenditure for 2002-03 in pie-chart form, and
Table 4 (page 19) gives a five-year summary.

History of Parliament Trust: grant-in-aid

15. Since financial year 1995-96 the History of Parliament Trust has been funded by a
grant-in-aid from the House Vote. For 2002-03 (see Table 1) provision of £1,180,000 has
been made. The History is a major work of scholarship, and we welcome the publication
of the volumes covering the period 1690-1715. We also support the efforts of the new
Chairman of the Trust (Sir Patrick Cormack FSA, a Member of the Commission), and
the new Director of the History (Dr Paul Seaward, formerly a member of the Clerk’s
Department) to achieve a faster rate of completion and publication for the future.

Governance

16. During the year we received the final report of the Braithwaite Implementation
Manager, detailing the changes since the Commission in the last Parliament approved
recommendations of the Braithwaite Report on Management and Services in 1999, and on
which we gave a progress report last year. The key themes of the Braithwaite Report were
strategic planning, a corporate rather than a federal approach to House administration,
objectives and performance reporting, improved management information and systems,
and better information for Members and staff.

17. A great deal has been achieved over the last two years:
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• we have adopted an outline Strategic Plan for the House Administration (which
appears below). This, together with the detailed supporting plan of work, will link
policy priorities and resources and provide a more co-ordinated direction to the work
of the Administration;

• the Audit Committee has been established and has already made a significant
contribution;

• the Clerk of the House is now formally the Chief Executive of the House Service;

• the Office of the Clerk has been established to provide a central co-ordination point
for House Administration business;

• the Board of Management has overhauled its working methods; it now has a full-time
Secretariat and second-tier management groups;

• advances have been made in House-wide risk management, human resources
planning and resource investment strategy;

• House departments now have more comprehensive business plans, with objectives
and reports against performance;

• the Parliamentary Works Department has been split into Estates (client) and Works
Services (supplier) functions, with the aim of providing better value for money; and 

• there is better information about the House Administration for Members, their staff
and staff of the House (and an extensive House-wide induction programme was run
for Members entering the House for the first time in June 2001).

The Braithwaite changes have done a great deal to improve the operation of the House
Administration and to give it the transparency and accountability that is expected of a
major public body. We look forward to building on these changes.We especially appreciate
the efforts of staff of the House in contributing fully to the implementation process while
still delivering services of high quality, and we here record our thanks.

An outline strategic plan for the House of Commons Administration 2001-2006
(As adopted by the House of Commons Commission on 29 October 2001)

Purpose

The House of Commons Service supports, informs and records the work of the House of
Commons as an elected parliamentary chamber in accordance with the decisions of the House
and its Commission. Whenever feasible it makes its work and information about that work
accessible to the general public, while maintaining the heritage of parliamentary buildings and
documents in trust for the public and future generations. It also contributes to parliamentary
democracy by sharing its knowledge with parliaments and assemblies worldwide.

Values

The House of Commons Service seeks to achieve high ethical standards, value for money and
professional excellence in all that it does. As an employer, the House of Commons Commission
recognises and values the diversity of its staff and is committed to fairness and best practice.

Core tasks and objectives

The House of Commons Service has four permanent core tasks:
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• supporting the House and its committees;

• supporting individual Members (and their staff );

• providing information and access to the public; and

• maintaining the heritage of buildings, objects and documents.

While these tasks are permanent, the specific needs of the House and its Members are constantly
evolving. The technological, environmental, social and constitutional contexts in which the House
works are also changing. In the light of the Braithwaite review1 the House of Commons Commission
has recognised that a more strategic approach to resource planning and priorities is needed.

It has therefore adopted a strategic plan with objectives for the period 2001-2006 that recognise
the need to develop, adapt and improve. In particular it seeks:

• to provide services that meet the changing needs of the House and its Members as efficiently
and effectively as possible; and to develop mechanisms to ensure that this happens;

• to manage the parliamentary estate in such a way as to provide Members, their staff and staff
of the House with a safe, secure, modern and efficient working environment, within the
constraints imposed by the availability of resources and the nature of the estate;

• to ensure that House of Commons processes of corporate management comply with the
highest standards of public sector governance;

• to achieve demonstrable value for money in every aspect of the House service;

• to be demonstrably committed to employment best practice and diversity, providing the
House with a motivated and committed workforce which has the specialist skills to meet its
current and changing needs;

• to improve public understanding and knowledge of the work of the House and to increase its
accessibility, subject to the requirements of security;

• to support the business processes of the House at all levels by developing and maintaining an
information infrastructure that is unified, consistent, seamless, and easily accessed by, and
appropriate to the needs of, the various user communities; and

• to identify areas where service levels might be improved by the option of electronic delivery
and, where appropriate, produce costed proposals.

The Board is in the process of developing attainable objectives under each of these headings.

Overall consumption of resources 2001-2006

The House of Commons Commission believes that simultaneous pressures to improve office
facilities in the older buildings of the parliamentary estate and to upgrade information technology
and systems to facilitate the work of Members and their staff, together with the need to make
further improvements to visitor access and facilities, mean that additional investments in
infrastructure will be needed during the planning period. However, the Commission has asked
the Board of Management to limit the additional cash requirement to not more than £10m over
five years.

10
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Information about the House Administration

18. The Braithwaite report emphasised the need for better information about the way the
House Administration is run, and this is something to which we attach particular
importance. In addition to the wealth of information in our Annual Reports, pages on the
Parliamentary Intranet now describe the role and work of the Commission, Board of
Management and the other elements of the House Administration, and links take the user
to relevant publications. We now also publish interim reports on our work every three
months or so. When the redesigned Parliamentary website goes live shortly, this
information will be available to the general public on the Internet. For the information of
those at Westminster, organisation charts with photographs of key people in the House
Administration are now posted throughout the Estate.

The Finance and Services Committee and the Domestic Committees

19. The Finance and Services Committee has responsibility for detailed scrutiny of the
House’s budget. This year, for the first time, that scrutiny is linked to examination of the
detailed work programme in support of the Strategic Plan. More generally, we welcome
the development of the Committee’s role in analysing and advising on a wide range of
proposals which come to us for decision. The Committee’s membership includes the
Chairmen of each of the Domestic Committees.

20. The Domestic Committees (Accommodation and Works, Administration,
Broadcasting, Catering and Information) have continued to provide advice and to act as a
channel for the views of Members about House services. We are very grateful for the
contribution they have made.

11
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The Audit Committee

21. The Committee’s Annual Report to us appears on pages 93 to 95. The Committee,
chaired by the Rt Hon Eric Forth, a member of the Commission, has focused on risk
management, contingency planning and value for money. It has also monitored
developments in audit, and shortly after the end of the year under review recommended
to us that, in line with the conclusions of the report Holding to Account by Lord Sharman
of Redlynch, its membership should be entirely non-executive (although the Accounting
Officer and the Director of Finance and Administration should continue to attend
meetings); and that an additional external member should be appointed. We have
approved those recommendations, and we have appointed Mr David Taylor FCA, one of
the Charity Commissioners, as the new member of the Committee.

Personnel and people issues

22. We are committed to developing and supporting a diverse House Service, in which
all staff are encouraged to contribute and to reach their full potential. During the year
there have been a number of initiatives including: an audit of the staff appraisal system for
quality and objectivity of reporting; a review of accessibility for blind and partially sighted
people; and a greater emphasis on equal opportunities in the induction course for new
staff. In addition, the childcare voucher scheme for staff has been extended to cover school
holidays and the summer holiday play scheme has been made permanent.

23. We look to the Board of Management to give a high priority to equality and diversity
issues. In particular, we would like to see an increase in women and people from ethnic
minorities at more senior levels.

Investors in People

24. We congratulate all the departments of the House on achieving individual
accreditation as Investors in People, and we welcome the plan to seek accreditation for the
House Service as a whole by early 2003. This will help to demonstrate the House’s
commitment to good management and communication, and to the training and
development of staff so that they can contribute most effectively.

Whitley Committee

25. Negotiations on pay and conditions of service, and consultations on personnel issues,
were conducted through the recognised unions, the Whitley Committee and its Sub-
Committees.

Accommodation

26. Following the full occupation of Portcullis House and its successful integration into
parliamentary life, the planned rationalisation of the Parliamentary Estate will be
complete when the refurbishment of the Norman Shaw South building is finished at the
end of 2002. We have accepted the advice of the Accommodation and Works Committee
that Members and their staff should occupy this building, which will achieve the strategic
aim of all Members being accommodated in the Palace or on the northern part of the
Estate. We expect up to 65 Members and 87 of their staff to be housed in Norman Shaw
South. Additional accommodation released in Norman Shaw North will house 14
Members and 14 Members’ staff.
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27. Select Committee staffs which were to have occupied Norman Shaw South will now
remain in expanded accommodation in 7 Millbank, adapted to provide good long-term
working conditions for these staff supporting the House’s key scrutiny functions.

28. We look forward to the results of the comprehensive Accommodation Review being
carried out on behalf of the Board of Management by the Serjeant at Arms and external
experts. This review, which among other things will examine how efficiently space is used,
will help formulate the House’s accommodation strategy for the period 2003-08.

Information technology and systems

29. The reports of the Board of Management and individual departments indicate both
the scale of the work in progress, and the demand for services – the latter evident from a
20% increase over the year in the number of users of the Parliamentary Data and Video
Network (up by around 1,000 to 5,172) and a 44% increase in e-mail traffic (now running
at over one million items a month). Major projects include migration to Microsoft’s
Windows 2000 and Active Directory Services, and a virtual local area network for critical
services such as the Official Report and the Vote Bundle.

30. Two other projects, for which plans are well advanced, deserve particular mention:
Parliamentary Information Management Services (PIMS) and the House Administrative
Information System (HAIS). PIMS will build on the existing POLIS system to provide
a much wider and more structured range of information to users at Westminster and
elsewhere. HAIS will provide a single replacement for existing financial and human
resource management systems, and will be accessible by a wider range of users in the
House Administration, thus meeting an important recommendation of the Braithwaite
Report.

31. We appreciate the substantial task performed by the Parliamentary Communications
Directorate following the House’s agreement that each Member should be entitled to
centrally provided computer equipment on loan for Parliamentary use. Requests from 599
Members have now been processed, and 1,300 installations have taken place, about half at
Westminster and half elsewhere.

Flexibility

32. The events of 2001-02 demonstrated the need for flexibility on the part of a
Parliamentary administration. Following the events of 11 September 2001, the House was
recalled three times during the summer recess, at a time when major works and
maintenance are concentrated in order to minimise disruption at other times of the year.
At the end of the year Westminster Hall had to be prepared in the course of a few days for
the Lying in State of Her Majesty Queen Elizabeth, the Queen Mother, and the House
was recalled to mark the occasion. On each of these occasions the efficiency of the
arrangements was a credit to all those involved.

33. A different sort of flexibility will be required to adapt to changes in the House’s
working patterns and methods. It seems likely that changes will be proposed both to the
House’s sitting hours and to the annual pattern of sittings. If implemented, this will have
considerable implications not only for the provision of a wide range of services but also for
the working patterns of House departments in delivering those services. We will work
with the Board of Management to support any changes which the House may approve,
while also having well in mind our obligations as a good employer.



Information and access for the public

34. This is one of the four core tasks in our strategic plan, and reflects our view of the
importance of spreading knowledge and understanding of the House and its work among
those it serves and represents. Much is already under way: the work of the Education Unit
with schools and teachers (including an award-winning video and website); the summer
opening of the Palace in August and September, now a permanent feature; better design
of Select Committee Reports, with improved public information about Committee work
and meetings; a pilot webcasting scheme covering debates in both Chambers,
Westminster Hall and a range of Standing and Select Committees; a redesign of the
www.parliament.uk website; and the opening of the Jubilee Visitor Café.

35. Work has just begun on a feasibility study for an information and visitor centre for
Parliament. We would like to see facilities at Westminster at least the equal of those in
other Parliaments; and we hope that this major project will proceed quickly. In the nearer
term, we want to see a more co-ordinated approach to visitors and tours, with an emphasis
on the modern role of Parliament as a working legislature as well as on the Palace as a place
of history and heritage.

14

Mr Speaker opening the Jubilee Visitor Café in May 2002, accompanied by Mr Dennis Turner, Chairman of the
Catering Committee and Mrs Sue Harrison, Director of Catering Services.



Security

36. Better access to Parliament must of course take account of the continuing
requirements of security throughout the Parliamentary Estate. This has been a high
priority for many years, for the protection of those who work here as well as for the many
thousands of constituents, visitors and others whose business brings them to Westminster.
Following the events of 11 September 2001, the House’s contingency planning has been
improved, and security arrangements have been further strengthened. The House
authorities seek as always to minimise the inconvenience that is caused, and we are
confident that all those affected will fully understand why these precautions are necessary.

Works of Art

37. The Finance and Services Committee has agreed a financial framework for the works
of art budget under the control of the Advisory Committee on Works of Art. This is to
provide greater transparency and accountability following our authorisation of an increase
in the general acquisitions budget from £50,000 to £100,000 for the financial year 2002-
03. In 2001-02 expenditure from the general acquisitions budget was £50,000, and that
for the Portcullis House acquisitions budget (which will end after 2002-03) was £96,400.

38. Two major commissions were completed and unveiled during the year: the series of
large tapestries on parliamentary themes for the Committee Rooms in Portcullis House,
and the triptych of portraits of party leaders during the 2001 General Election Campaign.
A marble statue of the Rt Hon the Baroness Thatcher, commissioned by the Advisory
Committee on Works of Art, has been completed by the sculptor Neil Simmons.

39. The Advisory Committee is keen to improve public awareness of works of art in the
Palace of Westminster, and we will draw on their advice in pursuing our strategic aim of
improving public access to, and understanding of, Parliament.

Recycling

40. The House already performs well by comparison with the Government targets of 25%
recycling by 2005, 30% by 2010 and 33% by 2015. In 2001-02 some 34% of waste was
recycled and 100% was recovered (ie either recycled or used to generate electricity). From
the start of financial year 2002-03 a system of monthly reporting on recycling by category,
including paper, glass, lamp bulbs and tubes, and oil, will be introduced. Further
information on this, and on future House targets, will be contained in our next Annual
Report.

15
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Table 1

HOUSE OF COMMONS ADMINISTRATION CASH REQUIREMENT

all figures £000
2001-02 2001-02 Detail by Department 2002-03

Estimate Outturn(1) Cash Requirement

645 642 Office of the Speaker 684

21,699 19,461 Department of the Clerk of the House 22,086
(includes the Parliamentary Office of Science and Technology)

Running costs 14,449
Vote Office (including Bookshop Sales) 7,637

82,621 80,582 Department of the Serjeant at Arms 75,373
Serjeant’s Operations Directorate 23,603

Communications Directorate 8,081
Works Estates and Services 3,193

Rent and rates 13,602
Works Programme 25,444

Portcullis House 1,450

9,130 8,535 Department of the Library 9,452

10,330 10,208 Department of Finance and Administration(2) 11,707
Running costs 6,984

Staff superannuation 4,723

6,741 6,978 Department of the Official Report 7,495

5,716 5,537 Refreshment Department 5,952

1,577 1,290 Broadcasting Services 1,534

280 278 Office of the Clerk 377

288 234 Information Architecture Support Unit 384

1,024 - Central Projects 5,023
–—–—– ———– ————
140,051 133,745 NET EXPENDITURE 140,067

1,059 1,059 Grant in Aid: History of Parliament Trust 1,180
–—–—– ———– ————
141,110 134,804 NET VOTE TOTAL 141,247

Cash to Accruals and Capital Adjustment 72,135
————

NET RESOURCE REQUIREMENT 213,382

NOTES
(1) The Outturn is subject to audit by National Audit Office.
(2) The Fees Office, part of the Department of Finance and Administration, provides administration and support

services for Members’ pay and allowances paid via the Members’ Salaries etc Vote.
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Table 2

HOUSE OF COMMONS ADMINISTRATION CASH REQUIREMENT 

all figures £000
2001-02 2001-02 Detail by Type of Expenditure 2002-03

Estimate(1) Outturn(2) Cash Requirement

44,280 44,130 Salaries etc 46,419
2,822 2,230 Travel(3) 2,926

12,383 10,942 Information(4) 12,744
6,316 6,513 Communication(5) 6,635
4,830 3,907 Computer (current costs) 4,723

13,241 13,087 Security 13,609
0 26 Other Property Costs(6) 2,091

14,401 13,493 Rent, Rates etc 14,361
22,472 22,534 Works Programme (current) 19,386
4,825 4,220 Other Costs(5) 4,635

(4,963) (3,854) Receipts(7) (7,592)
–——— ———– ————
120,607 117,228 OPERATING EXPENDITURE 119,937

4,685 3,433 Administration Capital(8) 6,095
6,535 6,398 Works Capital 6,112
7,200 6,686 Portcullis House 2,900

–——— ———– ————
18,420 16,517 CAPITAL EXPENDITURE 15,107

–——— –——— ————
139,027 133,745 NET EXPENDITURE 135,044

1,059 1,059 Grant in Aid: History of Parliament Trust 1,180
1,024 - Central Projects Reserve 5,023

–——— ———– ————
141,110 134,804 NET VOTE TOTAL 141,247

Cash to Accruals and Capital Adjustment 72,135
————

NET RESOURCE REQUIREMENT 213,382

NOTES:
(1) The Estimate for 2000-01 includes the spring supplementary.
(2) The Outturn is subject to audit by National Audit Office.
(3) Travel includes Select Committee and representative travel by Members.
(4) Information includes printing and publication of the Vote Bundle, Hansard and Select Committee reports supplied

to Members and their staff.
(5) Communications and Other Costs include telephone charges, postage and office services for Members and their staff.
(6) Other property costs include cleaning and maintenance costs.
(7) Receipts include Parliamentary book shop sales, video sales, widows & widowers pension contributions and recoveries

from the House of Lords.
(8) Administration Capital comprises expenditure on computers, broadcasting equipment and telephone equipment.
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Table 3

HOUSE OF COMMONS: 2002-03 COSTS

House of Commons Administration
Total £141.2m

Total House of Commons
Total £275.4m

2 5 6 4Travel
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Salaries etc,
32.9%
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Table 4

HOUSE OF COMMONS 5 YEAR SUMMARY

Financial Year 1998-99 1999-00 2000-01 2001-02 2002-03

COST SUMMARY figures in £000s
Outturn Outturn Outturn Outturn(1) Cash

Administration Vote 81,158 81,281 - -

Works Services Vote 92,392 83,302 - -
Portcullis House 55,849 44,769 - -

—–—— ———– ———–
173,550 164,583

Administration Estimate 161,157 134,804 141,247
Portcullis House 39,509 6,686 2,900

Members’ Salaries(2) 86,175 91,799 94,678 118,850 134,122
———– ———– ———– ———– ———–

Total House of Commons Costs 259,725 256,382 255,835 253,654 275,369

ACTIVITY INDICATORS (3) figures as shown

Number of sitting days* 157 157 159 143
Number of hours past the moment 154 203 221 107

of interruption*
Number of House staff † 1,402 1,411 1,486 1,435
Number of Select Committee sittings*(4) 1,199 1,067 1,104 666
Published price of Daily Hansard (£)† 5.00 5.00 5.00 5.00
Average number of pages per day for 128 96 130 136

Hansard*
Cost per page of the Vote Bundle (£)‡ 0.18 0.18 0.18 0.18
Average number of pages for the Vote 268 159 254 255

Bundle*
Number of Members’ individual offices† 589 589 640 650
Number of Members’ staff paid by the  1,849 1,867 1,850 2,299

Fees Office†

*For the Financial Year †At the end of the Financial Year ‡Calendar Year

NOTES:
(1) Outturns are subject to audit by National Audit Office.
(2) While the Members’ Vote is not the responsibility of the Commission it is included to provide an overall total for the

cost of the House of Commons, as well as indicating the relationship with the House’s Administrative Expenditure.
(3) Activity Indicators are presented to assist in the understanding of costs and to help improve the management of

expenditure.
(4) Formal meetings.
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ANNEX A

Commission Annual Report 2001-02
Report by the Board of Management

Membership1 and duties 

Sir William McKay, KCB Chief Executive, Chairman of the Board of Management

George Cubie Clerk of Committees, representing the Department of the Clerk of the House

Michael Cummins Serjeant at Arms

Priscilla Baines Librarian

Andrew Walker Director of Finance and Administration

Ian Church Editor of the Official Report

Sue Harrison Director of Catering Services

1 At 31 March 2002.

The Board of Management-: Left to right George Cubie, Sir William McKay KCB, Michael Cummins,
Sue Harrison, Ian Church, Priscilla Baines, Andrew Walker.
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1. The duties of the Board of Management are set by the House of Commons
Commission in an Instrument of Delegation which was revised on 24 July 2000 to
reflect decisions taken on recommendations contained in the Review of Management
and Services: Report to the House of Commons Commission of July 1999 (the “Braithwaite
report”).2

2. The Board exercises the functions of employer of House staff on behalf of the
Commission3 and is responsible for ensuring that conditions of service conform to the
requirements of the House of Commons (Administration) Act 1978.

3. The Board also has a responsibility to co-ordinate matters relating to the services
provided for the House of Commons by House departments and to advise both the
House of Commons Commission and the Finance and Services Committee on these
matters. It considers draft estimates for expenditure on House administration before
these are submitted to the Finance and Services Committee and the Commission.
Decisions by the Board on expenditure are subject to the control of the Clerk of the
House as Accounting Officer.

4. The Clerk of Committees was added to the Board with effect from October 2000 in
fulfilment of the Braithwaite recommendation that the Clerk of the House, as Chief
Executive, should be freed from the responsibility of representing his own department.
The Board has continuous access to legal advice from the Legal Services Office, headed
by Speaker’s Counsel (Mr John Vaux). The Board secretariat is provided by the Office
of the Clerk, which also includes the Secretary of the Audit Committee, the
Communications Adviser and the Freedom of Information Officer.

Further implementation of the Braithwaite recommendations

5. The Board of Management has continued to work within the framework
recommended by the Braithwaite report, as agreed by the House of Commons
Commission. A key aspect of this has been the development of a strategic approach to
planning House services.

6. The Board prepared a draft outline strategic plan for 2001-06 for consideration by the
Commission, which was adopted in October 2001. The Board then continued detailed
work on implementation in partnership with the Finance and Services Committee.

7. While many of the initiatives underpinning the strategic plan are already in progress,
and are described in the course of this report, work is continuing on the costing of
larger developmental projects that are scheduled for implementation in the middle and
later years of the planning period. These will be reflected in the three-year financial
plans to be agreed for 2003-06.

8. The working methods of the Board and its supporting mechanisms have been
improved and streamlined along the lines recommended by Braithwaite. The Board
now receives quarterly management reports which include financial and activity
measures. Summaries of this information, including a commentary on significant
variations against budget, are passed on to the House of Commons Commission and
the Finance and Services Committee.

2 HC 745 of 1998-99.
3 With the exception of a small number of specified posts and subject to the procedures agreed by both 

sides of the Whitley Committee.
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9. The system of cross-departmental committees has been overhauled and all now take
the strategic plan as their main point of reference. Cross-departmental project
structures are now in widespread use, especially in the fields of information
management and in respect of services to the public.

10. A new approach to business planning has been adopted. While the six Heads of
Department continue to be responsible for planning and delivering their specialised
services to the House (as described elsewhere in this report), the Board was able to
agree a corporate approach to co-ordinating the work of the departments in fulfilment
of the strategic plan.

Security

11. Departments have long been aware
of the need to provide a secure
environment for the work of the
House and to make preparations
for essential work to continue in
the face of adverse conditions.
Although the threat of Thames
flooding receded in the 1980s, the
risk of terrorist attack has remained
and the new dependency on
information technology gives rise
to additional risks. In the summer
of 2001 the Board of Management
received a report from the Internal
Review Service4 on the state of its
contingency planning and the need
for improvements, especially to
ensure continuity in IT systems.

12. It was against this background that
the Board responded to the events
of 11 September 2001 by forming a
new Contingency Planning
Group, which is chaired by the
Serjeant at Arms and on which all
departments are represented. A
draft framework for a House of
Commons Contingency Plan has
been produced and individual
contingency plans are being
developed to ensure continuity.

4 Part of the Department of Finance and Administration.

A fire drill at the Palace of Westminster.
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The House of Lords

13. In many areas of activity the House of Commons Administration works very closely
with that of the House of Lords. Three of the four directorates under the Serjeant at
Arms (Communications, Estates and Works Services) provide services to both Houses.
A range of other units work to both Houses in areas of common concern, including the
Record Office (Parliamentary Archive) which is managed by the House of Lords, and
the Information Architecture Support Unit.The Board of Management recognises the
need for close collaboration, while respecting the fact that the House of Lords has its
own priorities and system of governance.

What has been achieved?

14. The outline strategic plan adopted by the House of Commons Commission on
29 October 2001 defines “business as usual” in terms of four permanent core tasks of
the House of Commons Service.The summaries below highlight some of the key areas
where the Board has exercised its co-ordinating role. Detailed information about
performance may be found in the departmental annexes that follow.

SUPPORTING THE HOUSE AND ITS COMMITTEES

15. Key support services for this task are provided by the Clerk’s and Serjeant’s
Departments, by the Official Report and by the Library. It is important to note that
the House expects its core services to be continuously available when the House is
sitting and to be reactivated at short notice at any time in the event of a recall of
Parliament (see below).

16. Overall activity levels reflected the fact that the House was dissolved in May 2001 for
the June 2001 general election. The House sat on 143 days (compared to 159 in 2000-
01) and on 81 days (99 in 2000-01) there were sittings of the House meeting in
Westminster Hall. Levels of committee activity remained high (although lower than
last year): there were 666 formal meetings of select committees (investigations and
scrutiny) and 352 meetings of standing committees (legislation and debates on matters
referred). More information and detail appears in the departmental annexes to this
report.

17. In two areas, 2001-02 was a particularly challenging year for the House Service. The
House was recalled three times during the 2001 summer recess: on 14 September for
Members to react to the events of 11 September; and on 4 and 8 October to debate the
international coalition against terrorism. At the very end of the year Westminster Hall
had to be prepared in the course of a few days for the Lying in State of Her Majesty
Queen Elizabeth, the Queen Mother, and for the large numbers of visitors who came
to pay their respects. The House was also recalled to mark the occasion.

18. Short-notice emergency recalls, particularly those that occur during the summer recess,
are a challenge to staff. Works projects have to be curtailed and rooms made fit for use.
Business papers have to be prepared within 24 hours. In all cases staff of the House
ensured continuity of service, and were thanked by the Speaker for their efforts. Work
on risk management and contingency planning will enable departments to continue to
provide similar levels of service at short notice when required.
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19. The Service has also been managing the implications of a significant increase in the
number of written questions tabled to government departments. These affect the
Clerk’s Department, the Official Report and the Library. 47,916 written questions and
17,481 oral questions were tabled in 2001-02, compared to 34,056 and 16,264 in 
2000-01.

20. The Board intends to maintain the high standards of support provided for the House
and its Committees. It has contributed from an administrative perspective to the
Modernisation Committee’s inquiry into the reform of sitting hours and stands ready
to implement any changes that the House may decide to make.

SUPPORTING INDIVIDUAL MEMBERS AND THEIR STAFF

21. Key roles here are played by the Serjeant’s Department (offices and related services, IT
and communications), the Department of Finance and Administration (salaries and
allowances) and the Library (research and information). All services are required to be
timely and appropriate to need.

22. As noted elsewhere in this report, Members’ salaries and allowances are paid out of a
separate Vote and are not the responsibility of either the House of Commons
Commission or the Board of Management. However, payments under the Members’
Vote are administered by the Department of Finance and Administration and officials
were closely involved in implementing the changes agreed by the House on 5 July 2001.5

23. With the calling of the 2001 general election the work of the New Members’ Induction
Group came to fruition. The objective was a more comprehensive and better-
coordinated induction process for newly elected Members. All new Members were sent
a ‘Welcome Pack’ containing key documents such as the Members’ Handbook and the
‘Green Book’ on pay and allowances. At a reception area in the Upper Waiting Hall
members could find out about the work of House departments in more detail. A series
of briefings was held.

24. A survey of new Members carried out in January 2002 showed a high level of
satisfaction with the services provided as well as giving some pointers for
improvements in the future. A successor group has been established to keep the
Handbook up to date and to begin planning for the next election.

PROVIDING INFORMATION AND ACCESS TO THE PUBLIC

25. The House provides information to the public in printed and electronic formats, by
telephone and by e-mail. Members of the public also have access to the House to attend
sittings of the House and of Committees, to meet and lobby their MPs and, under the
arrangements for the summer opening, to view the historic Palace of Westminster. The
ongoing work of the Information Office and the Education Unit is described in the
annex on the Library. A group of senior officials, the Group on Information for the
Public, established in January 2000, reports to the Board of Management on wider
issues of information and access, and co-ordinates initiatives in this field.

26. The summer guided tours of the Palace of Westminster attracted over 86,000 visitors
in 2001, despite a downturn in the tourism industry, and these are to become a
permanent feature. Construction of the new Jubilee Visitor Café took place during
2001-02 and the Speaker officially opened the new facility in May 2002 (see
Commission report, paragraph 34).

5 Following a report by the Senior Salaries Review Body (SSRB).
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27. A new corporate design for public information materials has been developed, to
provide a more modern ‘look and feel’ without any increase in annual production
budgets. The new design has been developed in close consultation with the Print
Services unit of the Vote Office and a range of users, and is aimed at providing a flexible
system which will be simple and functional both for authors and those responsible for
production; wider implementation will continue into 2002-03. Work has started on a
glossary of Parliament, which will primarily be a database driven research tool.

28. A feature of the past year was the continuing decline in the average print order for the
daily edition of Hansard (the Official Report), now down to 2,387, coupled with a
remarkable 21% increase in the usage of the electronic version on the parliamentary
website, which now sometimes exceeds 400,000 user sessions per month. This means
that reports of the proceedings of the House and its Standing Committees are almost
certainly reaching a wider audience than ever before.

29. In addition to this, a one-year pilot webcasting scheme was launched in January 2002,
with www.parliamentlive.tv providing ‘gavel to gavel’ coverage of the chambers of both
Houses, including Westminster Hall, and a range of Select Committees. The pilot will
be evaluated towards the end of the year; meanwhile, early audience figures suggest a
strong level of interest.

30. Arrangements and contracts for the printing and publishing of official House
documents are monitored by the Printing and Publishing Management Group
(PPMG). The membership of the Group currently comprises the Clerk Assistant as
chairman, the Director of Finance and Administration, the Editor of the Official
Report, the Clerk of the Journals, the Director of Information Systems of the Library
and the Deliverer of the Vote. During the financial year the Group held two contract
performance review meetings with the relevant managers of the Stationery Office Ltd
(tSO).

31. Several members of the Group were also involved in the Vote Bundle Project, the aim
of which is progressively to originate data for the different elements of the bundle in
electronic form, under the direct control of the House. The basic hardware and
software systems for this purpose have been established, and Early Day Motions have
been produced by the new process since the beginning of the present Parliament in
June 2001. Detailed software development for the Questions phase of the project is
proceeding, with a view to full initiation of that phase in November 2002. A contract
with tSO for the provision of the necessary inputting staff, on a facility management
basis, was agreed during the course of the year.

32. During the process of agreeing final settlement of the printing charges payable in
respect of financial year 2000-01, deficiencies became evident in the complex charging
formulae in the House’s contracts with tSO, which are intended to smooth out the
financial consequences for either party of abnormally high or low workloads from one
year to another. The formulae were not achieving the intended result because average
workload ranges for the different document categories had altered significantly since
the contracts were originally drafted. Following negotiations with tSO under the
contractual change control procedure, revised page ranges have now been agreed.These
revisions will not, in themselves, have any adverse effect on the House’s financial
projections. But the generally increased page count that has been experienced since the
general election, particularly in respect of questions, will if sustained inevitably have an
impact on the charges payable under the printing contract.
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33. The Office of the Clerk continues to act as a central point of contact for media
enquiries, and all departments now make use of the advice and support available for
domestic and corporate issues. A strategy to enhance the media coverage of Select
Committee work is now being implemented, and a broader strategy for corporate and
domestic issues is under development.

34. Two additional staff have been appointed as part of the work to achieve the House’s
objective of providing better public information and access: a Communications Officer,
supporting the Communications Adviser, commenced work in October 2001, followed
by a Web Content Manager in January 2002.

MAINTAINING THE HERITAGE OF BUILDINGS, OBJECTS AND DOCUMENTS

35. Responsibility in this area lies primarily with the Serjeant’s Department (for
buildings), the Record Office and the Library. The Palace of Westminster has to be
maintained to a standard consistent with its status as a Grade I listed building and
world heritage site. Officials of the House also work closely with the Speaker’s
Advisory Committee on Works of Art.

SUPPORT FUNCTIONS

36. All four core tasks involve the management of staff and of financial resources.
Members, their staff and visitors, and staff of the House also require refreshment and
a range of other facilities. While some services are provided by outside agencies (e.g.
the Travel Office), a wide range of “back office” services, ranging from internal audit to
fire safety advice, are provided by staff of the House. Detailed accounts of these services
may be found in the separate annexes recording the work of the Serjeant’s Department,
the Refreshment Department and the Department of Finance and Administration.

37. The new refreshment outlets in Portcullis House have been highly successful, but the
Board of Management is aware that there are still major problems of congestion at peak
times in refreshment facilities in general and is co-operating with the Catering
Committee, which is carrying out a review of access and congestion.

Plans for the future

38. The strategic plan, as agreed by the House of Commons Commission, requires the
Board of Management to oversee the further development of infrastructure and
resources in eight areas:

PROVIDING SERVICES THAT MEET THE CHANGING NEEDS OF THE HOUSE

39. Departments of the House will continue to adapt the services they offer to the House
and the Board will co-ordinate where necessary. In particular, during the coming year,
the Board will monitor the recommendations of the Modernisation Committee and
consider their implications for House staff and services. The Board also intends to
oversee in 2003 an independently conducted survey of the needs and views of
Members, Members’ staff and staff of the House of the work of the administration.
The last similar survey was conducted in 1999. During 2002-03 each department will
draw up a succinct statement of the services that it currently provides and the levels of
service that it seeks to meet.
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MANAGING THE PARLIAMENTARY ESTATE

40. The Accommodation Strategy Working Group (ASWG) has recently reviewed the
House of Commons current and potential future demands for accommodation. The
present accommodation available for the House is the result of a number of decisions
taken over recent years. When the House gave approval to build Portcullis House it was
envisaged that this would lead to a situation in which sufficient accommodation would
be available for Members and all other occupants. Since then requirements and, in
particular Members’ expectations, have changed.

41. The Serjeant at Arms, as Accommodation Officer for the House of Commons and
chairman of the ASWG, has commissioned a consultancy to assist him to conduct a
comprehensive review of the House of Commons areas of the Parliamentary Estate
and to develop an accommodation strategy for the period 2003-08 in order to make the
best use of current assets.

COMPLIANCE WITH THE HIGHEST STANDARDS OF PUBLIC SECTOR GOVERNANCE

42. Responsibility in this area lies with the Clerk of the House as Accounting Officer
(advised by the Audit Committee), with the Board of Management and the
Department of Finance and Administration. Much of the preparatory work for the
Board is done by the Business Planning Group (BPG), which is chaired by the
Director of Finance Policy.

43. The Board of Management has followed closely the application of the Turnbull
principles to central government and public sector agencies. It has decided, with the
support of the Audit Committee, to introduce equivalent internal control and risk
management frameworks throughout the House Administration. This will allow
managers to identify, assess and control the risks most likely to prevent the achievement
of the strategic objectives and affect the delivery of services to Members and the
House. It will also enable the Accounting Officer to receive and sign a full statement
of internal control (covering all operational activities and not just financial activities),
similar to those prepared elsewhere in both Central Government organisations and the
wider public sector, by the end of 2002-03.

44. Resource accounting and budgeting was introduced and a detailed timetable agreed
with the National Audit Office to ensure that accounts were prepared within the
required timescales. The 2001-02 accounts, to be published later this year, will be the
first issued resource accounts for the House of Commons. Information about assets and
stocks was compiled and will form an integral part of the final set of accounts.

45. The House planning cycle is such that the financial year 2001-02 saw the approval of
3-year financial plans for 2002-05 and of an Estimate for 2002-03, but also the
beginning of the next business planning exercise, which will roll the process forward,
informed by decisions on the strategic plan. One of the key priorities throughout the
year was to ensure that planning focused on meeting the needs of the House as
efficiently and effectively as possible. A resource investment strategy, for the planning
of capital expenditure, is being developed.

46. The Business Planning Group set a timetable for the preparation and review of
departmental business plans and issued guidance on the content and format of plans so
that they were clearly focused on achieving corporate strategic objectives. The Group
reviewed the draft plans in detail, in particular to ensure consistency for cross-
departmental projects and initiatives.
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47. The Group is also responsible for developing and implementing corporate financial
and procurement policies to ensure that the House complies with the highest standards
of public sector governance.

48. The Board of Management agreed to the appointment of a Director of Procurement
for the House in February 2001, and an interim director was appointed in March 2001.
He undertook a review of procurement activity within the House, recommended the
setting up of a corporate procurement directorate within the Department of Finance
and Administration and began a review of current contracts and major areas of risk
within the House.

TO ACHIEVE DEMONSTRABLE VALUE FOR MONEY

49. All major new investments are subject to a rigorous business case analysis and post-
implementation review. The Board of Management will continue to use project or
programme management techniques wherever appropriate.The Board was gratified by
the conclusion of the Comptroller and Auditor General that the House had achieved
value for money in the project to construct Portcullis House and will take account of
the detailed recommendations of the National Audit Office in relation to future
construction projects.

50. The Business Planning Group made proposals for building corporate effectiveness
measures linked to each of the four permanent core tasks of the House of Commons
Service. Further work will be done on indicators that departments can use to monitor
their contribution towards these core tasks. However, any system of performance
measurement must recognise that the work of the House of Commons Service is so
closely meshed with political processes, for which officials are not responsible, that the
outcomes cannot be readily measured separately – nor would it be appropriate for the
activities of the House to be judged in that way. The Board of Management monitors
these aspects of performance by other means, for example by periodic surveys of
Members, by regular contact between senior staff and Members, through individual
performance appraisal and by matching the use of training, mentoring, and quality
assurance to the assessment of risks.

51. For other aspects of value for money work, see the reports of the Audit Committee and
of the Department of Finance and Administration.

TO BE DEMONSTRABLY COMMITTED TO EMPLOYMENT BEST PRACTICE AND

DIVERSITY

52. House-wide human resource issues are co-ordinated by the Human Resources Group
(HRG). The Group also forms the official management side of the General Purposes
Sub-Committee which met the Trade Union side twice during the year.

53. HRG’s main role is to develop a strategic approach to human resource issues, in line
with the corporate strategic plan. The aim is to provide the House with a motivated
and committed workforce and to be demonstrably committed to employment best
practice and diversity. The group plans and co-ordinates new initiatives and shares best
practice across departments.
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54. One of the main initiatives over the year was the development of an internal
communications strategy. A consultant was engaged to run discussion seminars with
groups of staff in order to understand current practice and future needs. A programme
of activities is planned for the coming year to improve and develop internal
communications and to encourage mutual support and shared learning between
departments.

55. A key element of the Group’s future work programme is the development of a plan to
increase the diversity of House staff. A number of activities are already in place, such
as equal opportunities training for all staff, recruitment monitoring and work
experience schemes, targeted at under-represented groups. HRG has recently initiated
a study into staff childcare needs and supported proposals to run a summer holiday
playscheme.

56. All of the House departments have now achieved Investors in People (IiP)
accreditation, and the Board of Management plans to work towards accreditation on a
House-wide basis over the coming year. Many of the IiP objectives relate to personnel
issues, and HRG ensures that these are reflected where necessary in its other initiatives,
through its Investors in People Working Group.

57. The Human Resources Group works with the Department of Finance and
Administration on the development and implementation of all aspects of personnel
policy, including training, occupational health, safety and welfare and data protection.
Details may be found in the report of the Department.

58. The programme of work for 2002-03 will focus on implementing the internal
communications strategy, developing a plan to increase diversity of House staff and
preparations for gaining House-wide IiP accreditation.

TO IMPROVE PUBLIC UNDERSTANDING AND KNOWLEDGE OF THE WORK OF THE

HOUSE AND TO INCREASE ITS ACCESSIBILITY

59. The public information and access theme in the Commission’s strategic plan is
primarily the responsibility of the Group on Information for the Public (GIP). Market
research carried out for the Group early in 2002 illustrated the need to continue
improving the services provided to the public. Areas singled out for particular emphasis
include: further improvements to the website; consolidation of the currently
fragmented approach to visitors and tours; and exploring the scope for partnership with
other organisations working in related fields.

60. Plans for 2002-03 include an independent feasibility study of options for an
Information and Visitor Centre and examination of options for a permanent Visitor
Management Office. There are also plans for development of new public information
printed materials and web content. There will be a review of access for disabled people
to information and services and another of the House’s photographic collections. The
webcasting pilot will be evaluated and recommendations made for the future. The
Select Committee media strategy will be reviewed.

61. The Board of Management has also initiated a review of retailing and merchandising
activities. These include the sale of books and souvenirs at various outlets. The demand
for souvenirs is linked to the summer opening of the Palace of Westminster and the
new Jubilee Visitor Café. The review will also look at the scope for souvenirs linked to
the parliamentary collection of works of art.
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62. A Freedom of Information Officer was appointed in 2001, to work with a group of
officials in order to ensure that the House makes the necessary preparations for the
implementation of the Freedom of Information Act 2000. The main focus of the work
this year has been on the preparation of a publication scheme which sets out the classes
of information published by the House. It is a requirement of the Act that this scheme
is in place by November 2002. The other key priority has been to put in place measures
to improve records management in each department, so that information can be
retrieved efficiently when necessary. Work will continue over the coming months to
prepare for the implementation of individual rights of access in January 2005.

MAINTAINING AND DEVELOPING AN INFORMATION INFRASTRUCTURE

63. Information strategy forms a fundamental plank of the strategic plan adopted by the
House of Commons Commission. Information technology and systems have become
vital to the everyday work of the House. Much of the work sponsored by the Board of
Management in the past year has been directed towards the strategic objective to
support the business processes of the House at all levels by developing and maintaining
an information infrastructure that is unified, consistent, seamless, and easily accessed
by, and appropriate to the needs of, the various user communities.

64. The objective is pursued in close partnership with the administration of the House of
Lords. Officials of the two Houses have for some years collaborated closely through the
Information Technology Strategy Board which monitors the shared network
infrastructure and oversees projects in this area. Two major projects were agreed during
2001-02 and are now entering an implementation phase that will continue into 2002-
03: the core operating system and directory service is in the process of migration to
Microsoft’s Windows 2000 and Advanced Directory Services; and, subject to
successful implementation of the new operating system, a virtual local area network for
critical services, such as the Official Report and the Vote Bundle, will become
operational in 2003.

65. Sustained investment will be needed to ensure that the infrastructure remains secure,
resilient and suitably supported. Capacity planning will become critical to the
performance of the network as new IS and IT services are deployed and more users are
connected. As an illustration – the number of PDVN users increased by 20% during
2001-02, with 5,172 connected as of April 2002. E-mail traffic grew by 44% and now
exceeds 1,000,000 items per month (see Commission report paragraph 29).

66. This work is complemented in the area of systems and applications by an Information
Systems Group which also now spans both Houses. While differences remain between
the needs of the two Houses and between some applications, one of the achievements
of the past year has been the development and adoption of a combined
Commons/Lords information strategy that envisages the introduction of a common
user interface (or “gateway”) to parliamentary systems and information services,
underpinned by a framework for interoperability and coherent information systems.

67. The new parliament-wide framework, once established, will enable locally defined
systems to meet corporate needs. Hence the need for “standards” (including XML) and
an information architecture that allows information to be shared efficiently between
departments and offices. A small Information Architecture Support Unit (IASU) has
been set up jointly with the House of Lords to carry this work forward.
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68. Two major projects are now at an advanced stage of planning. The Parliamentary
Information Management Services project (PIMS) is intended to build on the
foundation of the present POLIS service, which is managed by the Commons Library,
to expand the range of information readily available to users within and outside
Parliament. It will assist the public by presenting information in a structured way that
does not presuppose knowledge of parliamentary processes. In the meantime, a more
limited redesign of the internet site (www.parliament.uk) has been undertaken in
conjunction with the House of Lords and is due to take effect in 2002-03. This will
make it more attractive and usable for the casual enquirer as well as for the specialist.

69. A second major project is for the “House Administrative Information System”, at
present limited to the Commons but with the potential to be exploited by both Houses.
It will replace existing financial and human resource management systems and permit
some functions to be devolved to the departments and offices that use them.
Implementation will be by stages during 2002-04.

THE OPTION OF ELECTRONIC DELIVERY

70. In common with other organisations in the public and private sectors, the House of
Commons already relies on electronic media to deliver some of its services and is
looking at new areas where service levels might be improved by the option of electronic
delivery. The Board of Management will closely monitor proposals for aspects of
“e-democracy” and build these into its future plans.The plans described in the previous
section have been drawn up with such developments in mind.

71. Last year’s report referred to the establishment of a PPMG sub-group (the Electronic
Publishing Review Group) to review the arrangements for electronic publishing which
were established following the First Report of the Information Committee, Session
1995-96. The review group’s full and helpful report, submitted to PPMG at the end of
the 2001 summer recess, concluded that, despite the rapid development of technology
in this area, the arrangements established in 1996 had stood the test of time and there
was no need for the sort of fundamental revisions that would require further reference
to the Information Committee. But the report made two specific recommendations:
first, that documents should appear on the Parliamentary website not only in
(searchable) HTML format but also in PDF format (which enables a document to be
downloaded in a form identical to the published version); and secondly, that the process
of applying for a licence to reproduce parliamentary material should be simplified and,
at least in straightforward cases, should be handled through an electronic (“click-use”)
facility of the kind developed for Government documents by HMSO, the copyright
and licensing agent for the two Houses. HMSO is currently investigating the
feasibility and possible cost of extending the facility to parliamentary material.

72. The proposal about electronic publication in PDF format has been discussed with Her
Majesty’s Stationery Office (because of its implications for the electronic publication
of Government documents) and with tSO (because of its potential implications for sales
of printed versions of the House’s documents). Following a detailed assessment of
the costs, publication of select committee reports in PDF format was due to begin in
June 2002.

Willliam McKay
CHAIRMAN OF THE BOARD OF MANAGEMENT
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Department of the Clerk of the House
Annual Report 2001-02

1. Introduction

1.1 PURPOSE

The Clerk’s Department is responsible for providing advice and services to the House as
a whole, the Speaker and Deputy Speakers, the Committees appointed by the House and
their Chairmen and to individual Members. As an overriding priority, the Department
must ensure that the House and its Committees have at all times the necessary procedural
advice and administrative support.

The Head of the Department, the Clerk of the House, is the Chief Executive of the
House administration and the House’s principal adviser on procedure and privilege. In his
role as Chief Executive and Accounting Officer for the House of Commons, the Clerk is
supported by the Office of the Clerk (see page 9). The Department also provides the
secretariat of the House of Commons Commission and the Public Accounts Commission.

1.2 FUNCTIONS

In the central task of advising the Speaker and Deputy Speakers and Members in the
Chamber, the Clerk is supported by the Clerk Assistant and six other Heads of Office
sitting at the Table of the House. The main Department is organised into five Offices:

Committee Office Overseas Office

Journal Office Table Office

Legislation Service 

Also within the Department are:

• the Legal Services Office (headed by Speaker’s Counsel) which provides legal advice to
the Speaker, to the joint and select committees on Statutory Instruments, European
Scrutiny and Deregulation and Regulatory Reform; and to departments of the House;

• the Broadcasting Unit, headed by the Director of Parliamentary Broadcasting, which
is charged with ensuring the efficient conduct of the televising of the proceedings of the
Houses of Parliament and Committees. It also maintains the archive (the Parliamentary
Recording Unit) which stores the master videotapes of proceedings and sells copies to
authorised users;



• the Vote Office, which is responsible for providing documents to the House,
Committees and Members; and has taken the lead in contractual arrangements for
printing the House’s papers; and

• the Parliamentary Office of Science and Technology (POST) which operates as an
independent unit with its own Parliamentary Board. For management purposes it is
treated as part of the Clerk’s Department. Its purpose is to provide advice to Members
of the two Houses and to Committees on current and anticipated issues of scientific
concern. It is funded from the House of Commons Vote, 30% of the cost being
recovered from the House of Lords.

1.3 PLANS AND OBJECTIVES 2001-02

Because the work of the Department is so directly related to the work of the Chamber and
Committees of the House, the primary aim must be to support those activities as
effectively and efficiently as possible. The main goals for the year were to:

• maintain a complete procedural service to the Speaker, the House and its Committees
in all circumstances;

• meet demand for new or changed services agreed by the House; and

• improve the administration of the Department broadly in line with developments in the
public service (including the introduction of HR planning) and implement other
Commission and Board of Management policies and initiatives.

1.4 CONTEXT

In section 2, the outputs of the Offices in the Department in 2001-02 are set out together
with a report on the achievements against the Department’s business plan. These
achievements must be set in the context of:

• changes in the structure of Select Committees after the general election;

• further demands for new services and for development of electronic means of service
delivery; and

• changes in the House administration following the Braithwaite Report.

2. Plans and Achievements

2.1 GENERAL

The Department met its primary goal of supporting the work of the Chamber of the
House and its Committees within planned resources. Each Office in the Department
reported to the Clerk of the House upon a comprehensive set of objectives and
performance measures relating both to their regular work and to the achievement of
special tasks and projects on time and within resources. Particular attention is paid to
quality, accuracy and timeliness. A high level of reliability and accuracy was attained in
challenging circumstances. Below, each Office reports its achievements against plans but
there were a number of areas of activity to which a number of Offices contributed:

• experimental procedures relating to sittings in Westminster Hall, the programming of
bills and deferred divisions were continued in the new Parliament and supported by the
Department within current resources;
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• the process was begun of augmenting the administrative organisation of the
Department to support the changes in management of the House service under the
Board of Management following implementation of the Braithwaite report, particularly
in relation to HR planning and training;

• recognition as an Investor in People was achieved after the Department had addressed
the issues of team-management and communications as suggested by the Assessors;

• the Department made a full contribution to the induction of new Members after the
general election; and

• progress was made in the use of IT in the work of the Department in

– the electronic handling of Bill texts by the Public Bill Office;

– production of Early Day Motions in the Vote Bundle project;

– introduction of the select committee database; and

– production of the Votes and Proceedings, the Journal and the Standing Orders.

2.2 THE COMMITTEE OFFICE

The Committee Office provides the secretariat of each Select Committee and advice and
support to the Select Committees of the House generally. Details of the staffing and work
of each committee are published in the Sessional Return (for Session 2000-01, HC (2001-
02) 1).
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The prompt appointment in July of departmental select committees after the election was
followed after the recess by a rapid build-up of committee activity to a high level. A
reallocation of staff from other offices, and some limited recruitment, were required to
reduce staff workloads. A fuller reinforcement of staff based on a specialist unit to cover
pre-legislative and financial scrutiny combined with some enhancement of individual
committee secretariats is planned, in line with the recommendations of the Modernisation
Committee.

In financial year 2001-02, select committees held a total of 666 formal and 113 informal
meetings. The departmentally-related committees produced 130 reports compared with
160 and 120 respectively in the two previous financial years.

Number of formal Committee meetings per financial year

1992-93 1993-94 1994-95 1995-96 1996-97 1997-98 1998-99 1999-2000 2000-01 2001-02

598 816 860 931 887 524 1,199 1,067 1,104 666

The performance of committee staffs was assessed against a range of measures including
quality and timeliness of advice, the production of publications and administrative
efficiency. Despite heavy workloads, all targets were met by the staff of 27 committees.
The failure of targets by the other four committee staffs related to typographical errors in
publications, minor failures of administration, or in one case, the shortage of staff
provision.

The Office also:

• implemented improvements in the appearance of reports in advance of a more
comprehensive redesign project;

• took steps to increase the proportion of written evidence submitted and sent for
printing in electronic format;

• completed the redesign of the committee websites and (with the Communications
Adviser) made progress in developing improved methods of publicity for reports;

• introduced the select committee database to support and improve committee
administration;

• took steps to provide members of the public attending select committee meetings with
more information to help them to follow proceedings;

• began the process of adapting its use of accommodation in 7 Millbank following the
decision that the Office’s move to Norman Shaw South will not go ahead; and

• made progress with tendering for the provision of transcription services for select
committee evidence, with a new contract expected to be signed in May 2002.

2.3 THE JOURNAL OFFICE

The Journal Office advises on parliamentary privilege and procedural developments;
produces the daily and permanent legal record of proceedings of the House; receives all
papers formally laid before the House; and supervises the orderly presentation of public
petitions. During the year:
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• the daily Votes and Proceedings was produced electronically and was available first thing
the following morning. Levels of accuracy, particularly in relation to the main part of
the Vote, were significantly higher than in recent years;

• the Journal for 1999-00 of 804 pages was published on 19 June 2001. It has a cover price
of £110.The Journal is typeset from electronic copy used for the Votes and Proceedings;
and both parts of the index are also typeset electronically;

• origination of publication of Standing Orders was done electronically. Two complete
reprints were issued during the year, together with two addenda, produced by the Print
Services Unit of the Vote Office;

• in addition to general advice on Privilege, support was given to preparations for the
hearing of a case before the European Court of Human Rights and of an appellate
hearing in the House of Lords;

• deposit of Delegated Legislation and other Papers: 2,428 papers (compared with 2,813 in
2000-01), mainly from government departments, were received, examined and recorded
in the Votes and Proceedings; 32 issues of the Statutory Instrument list were published;

• research and advice: The Office advised on application of legislation on human rights,
data protection and freedom of information, also contributing to the House-wide
preparation for the implementation of the Freedom of Information Act 2000; and

• the Office edited and prepared for publication the Sessional Returns, which contain
statistical information on the business of the House and Committees. The Returns for
Session 2000-01 were published on 26 July as HC(2001-02)1, within the target of six
weeks of the opening of the new session of Parliament.

2.4 THE LEGISLATION SERVICE

The Legislation Service supports the overall work of the House and its Committees in
considering public and private bills; and provides advice and support for House of
Commons scrutiny of Statutory Instruments, of EU Documents and of deregulation and
regulatory reform proposals and draft orders. It comprises the Private Bill Office, the
Public Bill Office and the Delegated Legislation Office.

The Private Bill Office dealt with five private bills, compared to nine in 2000-01. Three
received Royal Assent as against four in the previous year. The House took opposed
private business on three occasions compared to six in the previous year.

The Public Bill Office was again at the centre of significant new procedural
developments. The re-introduction of programming for all government bills without all-
party agreement but in modified form maintained the pressure on Standing Committee
Clerks to provide impartial advice to all Committee members and reliable briefing for
Committee chairmen. This was the case not only in Standing Committee but also at
meetings of Programming Sub-Committees which draw up the details of the timetable.

The Office is primarily responsible for administering the procedure for deferred divisions
which was also reintroduced after the general election. The requirement to staff the desks
in the No Lobby during the voting period from 3.30 to 5.00 pm on Wednesday afternoons
was not as onerous as in the previous year as few deferred divisions have taken place.
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Other planned developments during the year included:

• the full introduction of the new format for public bills and Acts of Parliament, produced
using specially designed FrameMaker software, was achieved and teething problems
with the system were successfully overcome; and

• the project to prepare minutes of proceedings of Standing Committees on laptop
computers brought into the Committee Room was regularly used, resulting in a saving
in printing costs.

The table below provides an indication of the Office’s workload over the last five years.
Full statistics of legislative and standing committee activity for Session 2000-01, the latest
full session, are published in the Sessional Returns.1

1997-98 1998-99 1999-2000 2000-01 2001-02
(long session) (short session) (to 31 March 02)

Private 
Members’ Bills 149 104 104 63 63

Standing 
Committee 
Sittings 411 376 517 229 298

Amendments 
Tabled 5,852 7,254 11,692 2,254 4,571

The Delegated Legislation Office: Standing Order changes to replace the Deregulation
Committee were agreed just before the dissolution in May, thus allowing the new
Deregulation and Regulatory Reform Committee to begin work early in the new
Parliament. Much of the Committee’s work in the early part of the year involved defining
its relations with Whitehall, and completing work already under way on deregulation
proposals laid under the former procedure. But the Committee’s year as a whole was, as
anticipated, much more active: it reported on three deregulation and six regulatory reform
proposals, and on four deregulation and three regulatory reform Orders, publishing 11
reports in all.

As planned, further progress was made towards the rationalisation of services for the three
committees in the Office. This largely concerned the Deregulation and Regulatory
Reform Committee and the Joint Committee on Statutory Instruments, the support
teams for both being now headed by a single Clerk, sharing the same corridor in
7 Millbank as the Legal Services Office and the European Scrutiny Committee, and some
common services. As a result all procedural, administrative and legal support for the three
committees is now co-located, and the benefits of closer co-operation and cross-
fertilisation of ideas are already being felt.
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Eighteen months of re-organisation and re-location continued to have some effects on the
work of the Joint and Select Committees on Statutory Instruments until the autumn of
2001, and report publication for the first months of the year still failed to meet the
punctuality targets set by the Department. During the year the Joint Committee
considered 1,881 instruments (compared with 1,474 in 2000-01), and published 36
reports, drawing the attention of both Houses to 117 instruments. The Select Committee
published three Reports and considered 61 instruments, drawing the attention of the
House of Commons to three. By the beginning of 2002 targets for report publication were
again being met or exceeded.

The European Scrutiny Committee reported on 1,212 documents and recommended 52
for debate (compared with 1,408 and 39 in 2000-01). The Committee in the new
Parliament decided to pick up one of the main issues arising from the Nice summit and
embarked on a new major thematic inquiry into Democracy and Accountability in
Europe.Towards the end of the year the Committee’s staff, together with other staff of the
Delegated Legislation Office and the Overseas Office, were also becoming increasingly
drawn into support for the United Kingdom Parliamentary Representatives to the
Convention on the Future of Europe. In both these exercises the National Parliament
Office in Brussels was playing a pivotal role, demonstrating the considerable advantage to
the House of having its own base, albeit a small one, close to the main EU institutions. In
other respects the National Parliament Office continued to provide invaluable support for
the regular work of the European Scrutiny Committee and other select committees.
Advantage was taken of the dissolution period to send a number of committee staff, of all
grades, on short training attachments to Brussels and Strasbourg in order to raise
awareness of EU activities among other committee teams.

2.5 THE OVERSEAS OFFICE

The Overseas Office represents the House overseas; promotes knowledge of its work in
inter-parliamentary contacts; and provides the secretariat of the delegations of the House
to international assemblies. In its role of providing expert advice and support to other
Parliaments and assemblies and their staff, the Office organised outward missions to,
among other countries, Armenia, Russia and Zambia.

This activity was complemented by the regular programme at Westminster for attached
clerks and by inward visitors from 76 countries, including 14 Speakers and 63 Clerks and
other senior officials. The Office also assisted the UK Branch of the CPA at the Jubilee
Conference held in London and Oxford from 10 to 16 March 2002.

The European Section provided support to the UK Delegations to four International
Inter-Parliamentary Assemblies. The Office assisted 61 Members and Peers attending
232 separate Committee meetings and 13 Assembly plenary sessions overseas. The Office
also organised a number of incoming visits for Assembly Committees during the year. In
addition arrangements were started for the UK Delegation to host the annual Session of
the Parliamentary Assembly of the Organisation for Security and Co-operation in Europe
in 2004.
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2.6 THE TABLE OFFICE

The Table Office receives notices of Questions and Motions; prepares and supervises the
printing of the Order Paper and other daily papers necessary to the work of the House (the
Vote Bundle); and supports the Clerks at the Table in the discharge of their duties.

Since the general election there has been an unparallelled increase (70%) in the number of
Questions tabled for written answer and a smaller but significant increase in the number
of names added to Early Day Motions. The table below shows the average daily activity
recorded for the three regular measures of performance.

Table Office record of activity 1997-98 1998-99 1999-2000 2000-01 2001-02

Database Records created 434 479 460 480 568
(EDMs tabled, Signatures
added and oral questions 
entered for the Shuffle) 

Questions examined (except 337 349 303 302 460
oral questions to the 
Prime Minister, which are 
mainly in standard form 
on his engagements) 

Pages of the Vote Bundle 136 158 176 169 160
passed for publication 

Notwithstanding the increased workload, the Office has maintained a high level of
accuracy. Of the eleven measures of performance kept, three recorded 100% accuracy
(compared with five in 2000-01) and for four others accuracy greater than 99.9% was
recorded.

During the year the Office contributed to the arrangements for newly-elected Members
of Parliament after the election, including procedural briefings on Questions and
Motions, and submitted evidence to the Procedure Committee’s inquiry into
Parliamentary Questions. It also contributed to the successful full implementation of the
first stage of the Vote Bundle project (see below) and to the planning of the second phase,
including further IT training for editorial staff and preparing for their relocation from the
Parliamentary Press to Westminster (planned for autumn 2002).

2.7 THE LEGAL SERVICES OFFICE

The Legal Services Office, in addition to its regular work in relation to Private Bills, has
made substantial progress in its support for the scrutiny of delegated legislation and the
work of the Delegated Legislation Office. It has also developed its role as the provider of
advice on legal matters to Departments of the House. During the year the Office:

• contributed significantly to the reorganisation and development of the work of the Joint
Committee on Statutory Instruments, enhancing the scope and timeliness of its reports;
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• participated in the evolution of the role of the Deregulation and Regulatory Reform
Committee;

• assisted the European Scrutiny Committee, particularly in its work in the field of Justice
and Home Affairs – for example in its reports on the European Arrest Warrant;

• contributed significantly to the management of litigation with which the House was
concerned, ensuring a co-ordinated approach by House Departments and maintaining
contacts with the Treasury Solicitor; and

• offered general legal advice on issues including employment and discrimination,
procurement, data protection, freedom of information and electoral law.

2.8 THE VOTE OFFICE

The Vote Office has maintained the highest standard of service to the House in the
provision of documents. As a result of discussions with the members of the
Administration Committee, a display of recently received documents has been introduced
on the counter of each issue office, which has been well received by Members and other
users.

The contract with The Stationery Office has continued to operate satisfactorily except
that the end of year adjustment mechanism designed to protect both the House and tSO
from excessive variation in demand failed to meet this objective in its original form and
had to be reviewed, as already described in the Board chapter (page 25).The arrangement,
also revised to take into account the sittings of the House in Westminster Hall, has worked
well in an election year, where expenditure, especially on legislative papers and select
committee publications, has been low. Total cash expenditure of £9.74 million was
therefore substantially less than the £11 million required last year.

Whole House of Commons – Annual Spend on Publishing and Publication
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The project to devise new production methods for the Vote Bundle has realised its first
year of saving on printing expenditure as, since the House assembled after the general
election, EDM production up to final print and electronic publication stage has been
entirely achieved in-house. Work has continued on the development of the Questions
module to be in place by November 2002.

The IT section has continued to support the Department in achieving its goals and
objectives. In conjunction with the Office of the Parliamentary Counsel and the House of
Lords, further refinement of the software for the production of bills and Acts of
Parliament in the new format has taken place and it has been used to produce all bills
introduced in this session of parliament. Work has been carried out to assist the
Committee Office with the production of material in new file formats. The section has
also been preparing departmental systems for the introduction of Windows 2000 desktops
and network operating systems in the forthcoming year.

William McKay
CLERK OF THE HOUSE
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Department of the Serjeant at Arms
Annual Report 2001-02

1. Introduction

The Department of the Serjeant at Arms sees its purpose as:

“To provide the best possible service to Members and all those who work in or visit the House
of Commons, on the authority of the Speaker and within the regulations of the House”.

In addition to his ceremonial duties, the Serjeant at Arms, as Executive Officer of the
House, is responsible to the Speaker for all accommodation, with associated services, for
IT and communications, and for security and access to the Palace of Westminster and the
parliamentary outbuildings. Many of the services are managed on behalf of both Houses.
The Department is structured into four Directorates: Operations, Estates, Works Services
and Communications, each led by a Director. The Director of Operations is also the
Deputy Serjeant at Arms.

During the review period, the Department has focused on five over-arching goals:

• to strengthen security;

• to improve facilities and services;

• to develop information systems;

• to improve and expand PDVN services; and

• to strengthen management of departmental resources.

Significant progress has been made in each of these areas by all sections of the
Department.

A major feature this year has been the Braithwaite Review of the Governance, Control
and Systems of the Department. The agreed recommendations from the report are being
implemented in order to strengthen management and control, in line with the House of
Commons corporate strategy.

The Serjeant at Arms takes the lead in a number of important activities relating to
information systems, contingency planning, operation of the Line of Route and
accommodation. These are mentioned in this section, but because of their corporate
nature are dealt with at length in the Board of Management chapter.

The contribution that the Department makes to the life and work of the House covers a
wide variety of undertakings. It is essential that the quality of support and infrastructure
provided is soundly based in all the aspects described above. This is reflected in the
Department’s aim to provide “the best possible service”.
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2. Plans and achievements

TO STRENGTHEN SECURITY

The security review that followed the events of 11 September 2001 resulted in a range of
improvements to the physical and structural security arrangements of the House of
Commons. The Serjeant is leading the work on contingency planning already described
in the Board of Management chapter (page 22).

2.1 STRENGTHENED STRUCTURAL SECURITY MEASURES

A comprehensive project has started in New Palace Yard for completion by the summer
of 2002, involving the installation of road blockers and barriers to prevent access by
unauthorised or suspect vehicles.The vehicle search point will be moved to a safer location
and new facilities will be provided to permit safe access by passholders on foot.

Measures have been taken to protect those working in or visiting the Palace and to provide
early warning of any threat. The CCTV coverage has been reviewed, and enhanced by
improved and additional cameras. More card readers have been installed on doors
throughout the estate to protect access.

2.2 STRENGTHENED HUMAN SECURITY MEASURES

The prime elements of visible human security are the police and security officers who are
provided on contract by the Metropolitan Police. Their total numbers have been increased
by the provision of specialist firearms officers who patrol vulnerable locations on the
perimeter of and within the House of Commons. The existing police and security
establishment has provided more comprehensive checks on vehicles and visitors, as well as
carrying out random checks on passes and passholders. The pass system is a fundamental
element of parliamentary security, and the Speaker has endorsed the expectation that
Members, as well as all staff, should carry passes.

The threat of contamination from anthrax and other biological material has required
increased vigilance on the part of all those who work in Parliament. The Royal Mail staff
have been concerned to screen all incoming mail, and the police have adopted effective
procedures to deal with any potential contamination incidents – and there have been many
this year.

2.3 RECRUITMENT OF IT SECURITY OFFICER

The Braithwaite Review recommended that a new and separate IT security post should
be created, serving both Houses of Parliament. The requirement for this post has achieved
a higher profile in recent months with the threat of international terrorism, the prevalence
of computer viruses and the need to prevent computer hacking. The recruitment process
for the new post has now commenced, following consultation with the House of Lords
and external agencies, and an appointment will be made soon.
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TO IMPROVE FACILITIES AND SERVICES

2.4 SUMMER OPENING OF THE LINE OF ROUTE

The 2001 Line of Route opening was a considerable success, as already noted in the Board
of Management chapter (page 24). The two Houses have agreed that the summer opening
of the Line of Route should be made permanent and a feasibility and cost/benefit study
be undertaken into the establishment of a permanent office to book and run tours. The
Serjeant’s Department is taking the lead in this activity.

The system of an agreed deficit, funded by the UK taxpayer through the House of
Commons Vote, will be discontinued. From 2002, ticket prices for visitors will be set at a
level to recoup the cost of running the summer opening.

2.5 ACCOMMODATION STRATEGY AND REVIEW

As has already been noted in the Board of Management chapter (page 27), the Board has
invited the Serjeant to commission an accommodation review of House of Commons
areas of the Parliamentary Estate. The review will be conducted in two phases. In the first
phase information will be gathered on how space is used. This will include allocation,
occupancy rates and style of usage. Benchmark information will be developed on current
best practice space utilisation within other parliamentary and government offices and
some appropriate private organisations. In the second phase, options will be developed for
a future House of Commons space strategy for the period 2003 to 2008.

2.6 CENTRAL PROVISION OF COMPUTER EQUIPMENT FOR MEMBERS

In July 2001 the Parliamentary Communications Directorate (PCD) commenced a major
new undertaking when it was agreed by the House that each Member of Parliament would
be entitled to centrally provided computer equipment free of charge, on loan for
Parliamentary use only. The provision allows for up to one laptop, three desktop PCs, two
CD-Rewriters and either one or two printers depending on the specification required.
Each Member may distribute the provision as necessary between Westminster and their
constituency. PCD undertook to implement this major project almost immediately, with
the services of a third party supplier, and wrote to newly elected Members during July. In
August PCD extended the supply to all the remaining Members of Parliament.

Requests have been processed from 599 Members, and over 1,300 separate installations
have taken place, split evenly between Westminster and remote locations. By the end of
the financial year PCD were processing the final orders.

2.7 IMPROVEMENTS TO ACCOMMODATION

Commons Court
The refurbishment project on three floors of the Commons Court block has provided 27
Members’ offices with windows, serviced and furnished to the standard of new
accommodation elsewhere on the Parliamentary Estate.

Jubilee Visitor Café
The Jubilee Visitor Café provides refreshment and lavatory facilities for visitors to
Parliament, with a small area where the proceedings of both Houses are televised and
information is displayed. A lift has been installed to take disabled visitors up to the
Chamber where the House meets in Westminster Hall or to the Jubilee Room.
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St Stephen’s Tower
This project involved the renovation and re-modelling of offices on four floors above St
Stephen’s Entrance. The accommodation at principal and first floor levels has been
restored to the ‘fine rooms’ standard that existed prior to bomb damage during the Second
World War. The second and third floor office accommodation, being less ornate, has been
refurbished to the normal standard of fully serviced Members’ accommodation.

Norman Shaw South
The project to refurbish Norman Shaw South started in early 2001 for completion in
autumn 2002, and occupation in early 2003. The recent decision by the House of
Commons Commission that Norman Shaw South should be occupied by Members and
their staff rather than the Clerk’s Department has led to some minor design changes.

7 Millbank works project

Following the move of Members and their staff to Portcullis House, three floors of
7 Millbank (the third, fourth and fifth) were refurbished during the spring and summer
of 2001. These have been occupied by the Department of Finance and Administration
(which moved from 3 Dean’s Yard, now vacated by the House), elements of the Official
Report, the Occupational Health and Welfare Service, and the Parliamentary
Communications Directorate (which moved from 10 Great George Street, now vacated
by the House). In addition, a dedicated training/meeting/interview suite was created on
the fifth floor. Some areas were modified to create an open plan layout in order to achieve
greater occupancy levels. The scheme has been extremely well received by those occupying
the offices and an independent post-project review has confirmed that these works offered
good value for money.

48

Restoration work in St. Stephen’s Tower



PCD project

The occupation of 7 Millbank by departments of the House involved a complex planning
exercise in order to ensure that the significant changes to communications and systems
infrastructures were managed alongside the logistical and human aspects of the moves,
with no interruption to operational responsibilities. The key financial systems and services
belonging to the Department of Finance and Administration were relocated without
disruption. Good team work and early planning, including additional demands on
resources arising from the later than anticipated general election, ensured that all elements
were in place as required, within the allocated budget.

TO DEVELOP INFORMATION SYSTEMS

2.8 ELECTRONIC SIGNS IN THE PALACE OF WESTMINSTER

In February 2001 the Administration Committee recommended that electronic signs
should become permanent in Central Lobby. A joint project was established with the
House of Lords. The results of the first phase of the project can be seen in Central Lobby
where information is displayed about public sittings of House of Commons and House of
Lords Committees. Planning has commenced to install similar electronic screens inside
St Stephen’s entrance. The next phase of the project will be to introduce electronic signs
on the Committee Corridors in the Palace.

2.9 THE HOUSE ADMINISTRATIVE INFORMATION SYSTEM (HAIS) PROJECT

The Serjeant at Arms is a joint sponsor of the HAIS project with the Director of Finance
and Administration. The Department’s involvement grew from the need for much better
financial and staff information to enable the Serjeant at Arms to exercise effective control
of his resources. Additionally, the PHAROAH system, which provides the core IS support
to the Estates and Works Services Directorates’ operations, is nearing the end of its life
and the Department has a requirement to improve its project management capability.

A costed proposal for meeting the Department’s requirement using a combination of
AGRESSO (which forms the HAIS software) and ARCHIBUS (which forms the core
of the Department’s computer aided facilities management system) has been received.
Timings for the delivery of the various elements of the Department’s requirement within
the overall HAIS programme are now being agreed.

2.10 BUSINESS SYSTEMS GROUP

The Braithwaite review recommended that the Department’s information systems should
be co-ordinated by a Business Systems Group consisting of a Business Systems Manager
from each Directorate, one of whom would be designated as Business Systems Co-
ordinator, and the Information Systems Manager from PCD.The purpose of the Business
Systems Group is to:

• produce a co-ordinated three-year strategic plan, and annual IS plans, for the
Department;

• monitor and report to the Serjeant at Arms on the progress of implementing IS plans
within the Directorates; and

• identify ways that technology can improve and support services provided by the
Department.
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TO IMPROVE AND EXPAND PDVN SERVICES

2.11 WINDOWS 2000

During the year the Parliamentary Communications Directorate (PCD) developed a
strategy for the replacement of the current business operating systems and directory
service within Parliament. It was decided that, where practicable, all desktops connected
to the Parliamentary Data and Video Network (PDVN) should be upgraded and migrated
to the Windows 2000 Operating System and that the current Network Operating System
for controlling and managing the PDVN should be migrated to Microsoft’s Active
Directory Services (ADS).

Implementation of the Windows 2000 strategy will occur during the course of 2002 and
2003. The new environment will offer users up to date technologies with improved
stability, flexibility and security, at lower cost. Savings will be achieved through reductions
in licensing costs and the consolidation of servers.

2.12 ENHANCED CONNECTION TO INTERNET/IMPROVED REMOTE ACCESS

An interim upgrade to the capacity of the PDVN Internet link from 2mb to 4mb was
completed in the spring of 2001, temporarily easing pressure on this service. However, it
remained clear that far greater capacity and a higher level of service management was
required to support growing demands in this area, including SSRB recommendations to
improve Members’ remote access to the PDVN. On that basis, plans for a step-increase to
16mb were approved during 2001 and are currently being implemented following a
competitive tendering exercise. The new connection, which it is hoped to bring into
service during the second quarter of 2002, will allow active bandwidth management as
well as further capacity increases if required. Implementation will also underpin the
provision of Virtual Private Network connections, which will allow Members to connect
to the PDVN using broadband technologies as well as conventional dial-up and ISDN.

2.13 ACCOUNT USAGE

The number of accounts on the Parliamentary network has increased significantly during
the year. The primary reason for this has been the implementation of the central provision
of computer equipment. The graph below details the number of e-mail and network
accounts throughout the calendar year. By April 2002 the number of PDVN users totalled
5,172, an increase of around 1,000 users during the year.
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2.14 INTERNET USAGE

The graph below details the e-mail traffic during the calendar year, including mail to and
from the Internet. During the year over 11 million e-mails were processed, an increase of
23% over the previous year. The Parliamentary Internet received over 7 million visits and
the Parliamentary Intranet received over 800,000 visits during the year.

TO STRENGTHEN MANAGEMENT OF DEPARTMENTAL RESOURCES

2.15 STAFF SURVEY

The Serjeant at Arms commissioned Janet Levin Associates to carry out a survey among
staff in the Department in November 2001. A summary report has been sent individually
to all staff with a covering letter from the Serjeant at Arms and the full report has been
sent to senior managers across the Department. All staff have access to the full report,
which in general terms was positive about progress made since 1998.

The Serjeant at Arms has published the three main areas for action that he will personally
take forward to deal with issues identified by the survey. Heads of Directorates/Units are
now working with their senior managers to identify their own action plans.
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2.16 RISK MANAGEMENT

The Board of Management has instructed departments to include risk management in all
their planning processes in order to minimise the risk of failing to achieve strategic
objectives. The Serjeant at Arms has appointed Risk Sponsors from each Directorate to
identify the Department’s key generic risks. For each risk, factors contributory to failure
were examined and assessed and controls and mitigating actions to minimise failure were
identified. Performance indicators and measures were also identified that will warn
management when further action is needed. Mitigating actions have been included in the
business plan. The generic risks affecting the Department that have been agreed by the
Serjeant’s Management Team (SMT) are:

• breach in physical security;

• interruption to the legislative process;

• failure to recruit, retain and motivate staff with appropriate skills and knowledge; and

• insufficient probity, rigour and risk management in the procurement process.

These will be reviewed quarterly by the Departmental Risk Sponsors Group and any
proposals for revision will be submitted to the SMT for approval.

In addition to this, a cost related risk management process is used in all works projects.

2.17 THE REVIEW OF THE SERJEANT AT ARMS’ DEPARTMENT

Following the Serjeant at Arms’ agreement to the recommendations derived from a review
of the Department conducted by a team led by Mr Michael Braithwaite, work began in
the early part of 2001 on the process of implementing a purchaser/provider division of the
Parliamentary Works Directorate and hence the formation of the Parliamentary Estates
and Works Services Directorates. The new arrangements for the Estates and Works
Services functions were adopted in the spring of 2001, including the revised financial
controls and responsibilities. This was carried out in a phased manner in order not to
jeopardise the summer 2001 works programme. New Service Level Agreements were
agreed and endorsed by the Serjeant at Arms and Black Rod on behalf of the two Houses.

An essential feature of the recommendations was the centralisation and increased
professional impact of the central support services (finance, procurement, human
resources and IS/IT) which are delivered to all Directorates. This resulted in the
establishment of the Serjeant’s Finance Unit (SFU) and the creation of a new post of
Head of Finance, reporting directly to the Serjeant at Arms and responsible for finance
and associated staff across the Department. The recruitment of a Head of Procurement
and the development of cross-departmental procurement procedures have strengthened
procurement expertise. The Serjeant’s Human Resources Unit (SHRU) was formed to
include all the Department’s human resources staff, who now report to the DEO through
an HR Manager.
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The Operations Directorate and PCD have been reviewed during the year. Management
responsibilities in the Operations Directorate have been rationalised and an
Accommodation Services Unit has been formed to manage the accommodation provided
to Members and others, the delivery of office and accommodation services and the
cleaning services for both Houses. The review of PCD was delayed due to the very high
workload on staff in that Directorate and recommendations were not made until October
2001. These recommendations were far-reaching. In outline they include a number which
focused on PCD itself to reflect its changing and growing responsibilities:

• changes to the organisational structure;

• reviewing and where necessary changing or refining the governance arrangements, to
ensure line responsibilities are clear and accountability is matched to those
responsibilities;

• developing the staff model used within PCD; and

• strengthening strategic and day to day planning and budgeting activities and
programme and project management.

There are also Parliament-wide recommendations, which are subject to agreement with
stakeholders outside the Serjeant at Arms’ Department:

• the centralisation of the management of IT infrastructure by PCD;

• the management, rationalisation and, where appropriate, upgrade of servers; and

• the centralisation and/or integration of Help Desk and Field Engineering services.

These recommendations have been accepted in principle by the PCD Programme Board,
which contains senior representatives of both Houses, and they are now being taken
forward.

2.18 IMPROVED MANAGEMENT INFORMATION/MONTHLY MANAGEMENT REPORT

The Serjeant at Arms as Head of Department requires sufficient management
information to enable him to monitor key areas of risk and performance and hence help
him to meet his corporate responsibilities. Large steps have been made in improving
management information by the creation of the Serjeant at Arms’ Monthly Management
Report.

Michael Cummins
SERJEANT AT ARMS
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House of Commons Library
Annual Report 2001-02

1. Introduction

The Department of the Library supports the House, its committees and individual Members
(and their staff ) through the provision of research, analysis and information services. All
work for individual Members is designed to support their requirements in relation to their
parliamentary duties.

The Library provides information to the public through the House of Commons Information
Office, the Parliamentary Education Unit and the production of materials for the Parliament
and Explore Parliament websites. The Library produces on-line and printed indexes to
parliamentary proceedings and documentation and maintains the House’s definitive sets of
parliamentary papers, the Official Report and certain other categories of official material.1

The Library’s overriding priority for 2001-02 was to maintain and, where possible,
enhance the standards of service for Members and other users and to do so efficiently
within the resources available. The Department’s principal goal has been to maintain its
position as the leading provider of high quality and impartial information, research and
analysis services to Members of Parliament, and of information about the House of
Commons for the public and schools. It has also sought to improve cost effectiveness in
order to meet increased demand, and greater sophistication of demand, while minimising
the need for additional staff and other resources.

While the Library’s core functions remained broadly unchanged during the year, the
expectations of Members and their staff (in common with those of other communities)
continued to increase rapidly, in terms of access to information that they expect to have,
the ease with which it can be accessed, and the range of ways in which it can be delivered.
In recent years such developments have had a substantial impact on how the Library
operates and this process of change accelerated during the reporting year. Key aspects of
these changes were identified as:

• the continuing high rate of growth in the amount of information available. Its huge
volume demonstrates the important role of the Library in presenting information in a
usable form best suited to the requirements of Members of Parliament;

• the growing scope for direct access by users both at Westminster and in the
constituencies to Library-provided information, for which they need appropriate
training and support;
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• the continuing need to provide a full range of subject specialists, while ensuring that the
available technology supports their knowledge-based activities and specialist skills;

• the need for Library staff to maintain their existing expertise while mastering new
developments and learning new procedures;

• the increased interest in Parliament from the public and schools in a context where
greater ease of access to information is expected by users and where they will have a
statutory right of access under freedom of information legislation; and

• the development of e-government and the need to ensure that the Library’s systems can
handle the growing volume of official information that is available only in electronic
form.

This changing information environment has had an impact on the measurement of the
Library’s activities. The Library’s key method of recording activity levels has over many
years been enquiry numbers for various parts of the service. The development of the
Parliamentary Intranet, combined with a policy of making material directly accessible to
users wherever possible, means that enquiry numbers have become only a partial (though
still important) indicator. Similarly, a decline in the number of printed research papers has
been more than matched by a very substantial increase in the number of “standard notes”
(shorter, more informal briefing papers). Both research papers and standard notes are
increasingly used in electronic form.

During 2001-02 a significant re-organisation of the Library’s material on the Intranet
took place, which has made it more accessible to users. Satisfactory measures of the use of
Library material on the Intranet and Internet are still in their early stages of development,
but the information available so far is encouraging.
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The general election in June 2001 had a downward impact on most of the Library’s
activity measures, with the number of enquiries recorded in the first quarter of 2001-02
being only about half the level of the same period in the previous year. The Library played
a full part in the planning and provision of the induction programme for new Members
following the election.

2. Plans and achievements

The following text records achievements against the Department’s business plan for
2001-02.

2.1 INFORMATION SERVICES

The Library provides a wide range of material for consultation including newspapers,
Hansard, Parliamentary papers, official publications and general reference works. Library
staff provide information from these and from a variety of on-line and external sources.

The target for all enquiries is to reply by the specified deadline while undeadlined
enquiries are to be answered within two weeks of receipt. Statistics showing performance
against this target are not available since the vast majority of reference enquiries (which,
by definition, are very short-term) are not recorded. The Library is unaware of any
significant problems with performance in this area.

REFERENCE ENQUIRIES

Members & their staff

Year Members’ Library (a) Derby Gate Library

1998-99 22,458(b) 31,479
1999-00 34,759 30,758
2000-01 30,200(c) 25,500(c)
2001-02 30,360 22,808

Notes: (a) Excludes Book & Video Service enquiries.
(b) From January 1999, telephone enquiry data were collected automatically. Figures are not directly

comparable with those derived manually for earlier periods.
(c) Estimate due to recording system problems.

2.2 RESEARCH SERVICES

Subject specialists provide a briefing service in response to enquiries from Members across
the range of their parliamentary duties. They also prepare research papers on new
legislation and on other topics of current interest. The research service is grouped into
subject-based sections each of which holds specialised collections of material.

The demands on the research service are measured in two ways. The Enquiries Database
is used to log the more substantial requests. Other requests, mainly telephone calls seeking
immediate briefing or advice, are not routinely recorded, but biannual week-long surveys
of demand allow estimates of the total number of requests dealt with during the year to be
made. The targets for the research service as a whole are to answer all deadlined enquiries
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within the deadline and all undeadlined enquiries within two weeks. In 2001-02 97% of
logged deadlined enquiries were answered by the deadline and 87% of logged undeadlined
enquiries were answered within two weeks.

RESEARCH ENQUIRIES

Recorded (‘logged’) enquiries

of which:

with deadline without deadline

% answered % answered
Total number by deadline number within two

weeks

1998-99 15,017 10,454 95% 4,563 80%
1999-00 14,947 10,347 97% 4,600 86%
2000-01 13,345 8,743 96% 4,602 87%
2001-02 10,832 6,103 97% 4,729 87%

In 2001-02 the Library published 96 research papers. Research papers were produced
before the Commons second reading debate on all but one Bill.2 A new type of paper,
Social Indicators, was produced. As well as appearing in conventional form, both printed
and electronically, the paper is supported by Intranet pages from which the underlying
data can be downloaded, alongside additional information, on a constantly updated basis.

Standard notes are often used to deal quickly with individual enquiries and their
production has probably contributed to the slowing in growth of “logged” enquiry
numbers, while the proportion of “unlogged” enquiries has risen. There is already firm
evidence that the availability of selected standard notes in electronic format on the
Intranet is rendering some individual enquiries to the Library unnecessary. The same may
be true of other Intranet services.

During 2001-02 efforts have continued to develop and improve the Library’s services
available on the Intranet. A new subject-based approach to finding information was
launched in spring 2001, bringing together under appropriate headings information from
disparate sources, including research papers, standard notes, statistics and links to relevant
external websites. A new system for tracking standard notes, and for publishing them on
the Intranet, was introduced at the end of the year, reflecting their increasing importance
both as timely and efficient ways of providing information to Members and their staff, and
– along with other primarily electronic resources – of managing demand. Interactive
services on the Intranet have been further developed: the most popular, constituency
profiles, received around 3,000 requests in 2001-02, while the number of logged requests
for such profiles has fallen from around 130 in 1998-99 to fewer than five this year.
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RESEARCH INTRANET SERVICES

Research papers
Number of Standard accessed from Standard notes

research notes on the the Intranet or accessed from
papers Intranet (a) Internet the Intranet

1998-99 117 31 n.a. n.a.
1999-00 116 224 n.a. n.a.
2000-01 100 510 n.a. n.a.
2001-02 96 788 420,000 (b) 29,000 (b)

Note: (a) At year end. Data for 2001-02 are notes with published status on the Enquiries Database.
(b) Estimated.

During the year, the Library introduced procedures to ensure that it complies with the
provisions of the Data Protection Act, especially in connection with its advice to Members
regarding constituency casework.

2.3 NETWORKED INFORMATION SERVICES

While the main focus has been on improving the organisation and delivery of electronic
resources over the Intranet, the Library continued to develop the services it provides to
maximise the return on the investment made. The POLIS service, which includes
components managed by the Library on behalf of other departments, the House of Lords
Library and the devolved assemblies, has been extended to include links to the full text of
many parliamentary publications; and a version of the POLIS database was made available
on the Internet in spring 2001.

A new service, “Bill Information Pages”, is presently being piloted on the Intranet. These
pages provide a ‘one-stop shop’ for information on most major government bills and some
private members’ bills. Material is drawn from Library publications, other parliamentary
sources, government departments and elsewhere. The Library has also continued to
develop its Parliamentary Current Awareness Service on the Intranet. In 2001-02 it
received some 4,200 requests.

The Library has been extensively involved in preparatory work for the Parliamentary
Information Management Services (PIMS) project. This is being developed as part of the
House-wide information management strategy, and is intended to build on the
foundation of the present POLIS service to expand the range of information readily
available to users within and outside Parliament. The systems that result from the project
will, among other things, provide a replacement for the POLIS database. It is hoped that
approval of the business case will be given in summer 2002.

The IS Section’s target of ensuring 99.5% availability of the main POLIS services during
scheduled availability hours was exceeded in 2001-02. The target of not more than four
service incidents per year was met, but the target of such breaks lasting for not more than
30 minutes’ downtime per incident was missed on one occasion.
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IS / IT INDICATORS

Year Transactions
IT training on POLIS

Items added course (Current)
to POLIS(a) attendees Intranet

1998-99 108,238 801 n.a.
1999-00 106,848 955 n.a.
2000-01 128,531 560 n.a.
2001-02 124,939 961 137,634

Note: (a) Includes items added on behalf of devolved legislatures. Excludes book and pamphlet records
from October 2000.

2.4 LOANS

The Library has a substantial loan collection of books and pamphlets and also borrows
material from other libraries when necessary. It is the Library’s aim to maximise use of its
loan stock. 2001-02 was the first full year in which the Library’s computerised loans
system was in operation. This has enabled automatic generation of renewal and recall
letters facilitating a faster turnover of stock and the recall of loans during the dissolution
period.

BOOK AND VIDEO LOANS

Year Book loans Tapes and Deadlines
Total From our stock transcripts missed for

Number Per cent acquired items
obtained

elsewhere

1998-99 4,433 3,755 85% 298 17%
1999-00 4,312 3,617 84% 391 7%
2000-01 (a)       3,837 3,282 86% 343 14%
2001-02 3,560 2,670 75% 280 11%

Note: (a) The Service was closed for three months in connection with the reclassification project.

2.5 SERVICES FOR THE PUBLIC

The House of Commons Information Office provides information about the work,
history and membership of the House of Commons for the general public. The
Parliamentary Education Unit provides an education service for schools for both Houses
of Parliament. The Library maintains contact at official level with overseas parliamentary
libraries and research services.

The Library aims to continue to develop its services to the general public and to schools
as far as resources allow. This has been done bearing in mind increased demand, the
inclusion of citizenship in the National Curriculum from autumn 2002 and the need to
exploit the opportunities offered by new technology, particularly the Internet.
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The HCIO’s telephone bureau has a target of answering 85% of calls within 20 seconds,
which is typical for telephone enquiry services. An automatic call distribution system
collects the relevant data. In 2001-02 71% of calls were answered within 20 seconds, a
substantial improvement on the 62% recorded in 2000-01.

ENQUIRIES FROM THE PUBLIC TO THE HCIO

Year Total of which:
Telephone Written

Total By
e-mail

1998-99 111,973 107,484 4,489 3,811
1999-00 113,687 107,348 6,339 5,751
2000-01 (a) 93,013 83,752 9,261 8,783
2001-02 83,015 72,292 10,723 10,205

Note: (a) There was some under-recording of calls in early 2001 due to technical problems with the
Automatic Call Distribution systems.

Within the total number of HCIO enquiries the switch away from telephone calls towards
e-mails continued. In 2001-02 the HCIO received 10,205 requests via e-mail compared
to 8,783 in 2000-01, an increase of 16%. Part of the decline in telephone enquiries in
2001-02 can be explained by the introduction of a message option system during the year.
Callers who know which Member they want to speak to are now diverted straight to the
Westminster switchboard rather than being connected to the Information Office in the
first instance.

The Education Unit’s Explore Parliament website was highly commended in the
accessibility category of the 2002 Government Internet Forum Awards. The Unit’s new
video, Parliament Uncovered, won the silver award in the education video category of the
2002 IVCA Corporate Visual Communication Awards.

2.6 DOCUMENTATION, PROCESSING AND ARCHIVING

The information and research services are supported by documentation and information
technology services and by library services such as selection, acquisition and processing of
material. The Library is the House’s repository for the definitive set of parliamentary
papers, Hansard and other categories of official material.

The Library continued to develop and maintain its stock of Parliamentary Papers, official
publications, books and other material, with a view to ensuring that it meets users’ needs
as fully as possible and in a cost-effective manner making efficient use of new technology.
In consultation with other departments, the Library has been exploring the most effective
means of preserving and making available essential parliamentary publications that are
deteriorating owing to the paper and ink used in the past. A business case that proposes
to digitise Hansard of both Houses from 1804 until 1989 (since when it has been available
electronically) to make it available on the Internet is to be submitted early in 2002-03.

Priscilla Baines
LIBRARIAN
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Department of Finance and Administration
Annual Report 2001-02

1. Introduction

The Director of Finance and Administration has a key role in the corporate management
of the House, helping to develop improved business performance and a more corporate
approach to business planning, decision taking and implementation. He is the House’s
Principal Establishments Officer and Principal Finance Officer.Through the Clerk of the
House as Accounting Officer, he provides the Commission with information and advises
the Finance and Services Committee.

The Department administers the two Votes of the House of Commons. It also
administers the Parliamentary Contributory Pension Fund and the House of Commons
Staff Pension Scheme and provides financial and accounting services for the History of
Parliament Trust, the British Irish Inter-Parliamentary Body and payroll services for the
Commonwealth Parliamentary Association and Inter-Parliamentary Union.

The services the Department provides are:

• in support of individual Members (and their staff ) – pay, allowances, pensions,
personnel and other financial matters and, for Members only, medical screening; and

• in support of the House of Commons Commission, Board of Management,
departments and staff of the House – the Department has a key role in providing advice
and sponsoring work on improving House-wide structures, policies and activities
(through, for example, the Board of Management, Human Resources Group, Business
Planning Group, Information Systems Group, Audit Committee and Speakers’ Panel
on Members’ Allowances). It also provides financial, payroll, personnel, occupational
health, safety and welfare advisory services, procurement and internal review services.

2. Plans and achievements

The Department’s aims for the year 2001-02 were:

• to provide operational, policy and advisory services, improving measurably on key
performance indicators;

• to consolidate and build on the work done to achieve recognition as an Investor in
People;

• to sustain and develop the Business Improvement Programme, which is aimed at
improving and streamlining work processes to make them more efficient and
responsive;

• to anticipate and successfully meet the challenges of the general election;
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• to plan for and successfully carry out the Department’s move to 7 Millbank, while
maintaining business services; and

• to provide the Accounting Officer with assurance on the effectiveness of internal
control based on a pilot risk management framework and the audit programme.

The Department’s plan was to improve day to day business standards by:

• improving processes to turn round work more quickly;

• getting things “right first time, every time”; and

• taking a lead in developing strategy and policy on resources, human resources
management, procurement, information systems and audit.

The Department focussed work in four main areas: Customer Service, Process
Improvement, Training and Development and Team Building.

CUSTOMER SERVICE 

2.1 FINANCIAL “SURGERY” FOR MEMBERS

The Members’ Advice Centre opened in the Palace of Westminster in November 2001 to
provide a comprehensive inquiry point for Members in the Palace or Portcullis House.
Initially this service was available for two half days a week. This has been extended to two
full days a week from April 2002.

2.2 TARGETS

The Department has continued to achieve target turnaround times for handling claims
and making payments, despite experiencing an increase in workload as a result of the
general election and the implementation of the House’s resolutions for changes to
Members’ allowances.

2.3 LISTENING/FEEDBACK

A review of the Department, sponsored by the Clerk of the House, was conducted by a
firm of consultants (PKF) in December, January and February, and involved talking to
senior staff in other departments. The Department listened to its customers and will take
forward the report recommendations during 2002-03.

2.4 CORPORATE DEVELOPMENT

The Department now routinely provides the Board of Management with the quarterly
financial reports required by Braithwaite, and is developing these further in conjunction
with the Office of the Clerk.

Working with the Business Planning Group the Department has:

• developed House-wide aims and objectives to replace the department-based model
used in the early stages of resource accounting and budgeting;

• produced an outline of expenditure apportioned to the aims and objectives; and

• undertaken further work on the development of a resource allocation strategy.

2.5 HUMAN RESOURCES (HR) STRATEGY

The Department sponsored further development of the House’s HR strategy and policies.
It commissioned two major reviews. The first, on corporate internal communications, was

64



carried out over the winter, and its findings are now being implemented. The second, on
childcare provision, is due to be completed in spring 2002.

During the year the following developments were implemented:

• abolition of promotion fields so that permanent staff, after probation, were eligible to
apply for any vacancy within the House;

• revision and re-issue of the Staff Handbook;

• revision of personnel policies to ensure compliance with the requirements of the Data
Protection Act 1998;

• completion of a review of staff Annual Reports;

• draft of a new policy on the use of the Internet and e-mail for consideration in 
2002-03; and

• standardisation of procedures for the assessment of performance during the
probationary period.

2.6 HEALTH, SAFETY AND WELFARE

There were a number of key milestones during the year:

• risk assessment and display screen equipment codes of practice were developed and
promulgated;

• new incident reporting procedures were introduced;

• a guide to health and safety arrangements for members and their staff was developed
and promulgated;

• a comprehensive health and safety training programme was developed and delivered;

• a new pre-employment screening process was introduced;

• product liability procedures were introduced to provide a legal requirement to maintain
accurate records of the supply and servicing of clinical equipment as well as the chain
of supply of drugs from manufacture to administration; and 

• the emergency medical response arrangements and equipment were reviewed and
upgraded.

2.7 SENIOR SALARIES REVIEW BODY 

Following the resolution of the House on 5 July 2001 the Department implemented:

• two new allowances, the Staffing Budget and the Incidental Expenses Provision, which
will replace the Office Costs Allowance by April 2003;

• a General Services Budget to provide funding for:

– training for Members and their staff;

– appropriate insurance provision;

– extra resources for Members with disabilities; and

– additional payments in respect of security precautions for Members;

• the central provision of information technology equipment; and

• a secretariat to support the Speaker’s Panel on Members’ Allowances.

65



2.8 RESOURCE BUDGETING 

The Department is actively working, both directly and through the Business Planning
Group (BPG), to increase departmental awareness of resource accounting concepts,
particularly in relation to management of non-cash costs, following the successful
production of dry-run accounts for 1999-2000.

It has assessed the implications of this in terms of the returns and information needed
from departments, and is now defining the appropriate systems, and evaluating the
extension of these to resource budgeting.

As part of the programme to produce audited resource accounts for 2001-02, the
Department will define the requirements and possible mechanisms for management of
non-cash elements, and agree handling of these with the Business Planning Group and
the Board of Management.

2.9 RISK MANAGEMENT 

A top down approach has been taken in the identification of significant corporate risks.
Workshops were run in the summer of 2001 for the Board of Management and
representatives from each department of the House. The Internal Review Service
facilitated the development of the corporate risk register, which lists the top ten risks. This
was completed by December 2001 and considered by the Board of Management in
January 2002. Departmental risk profiles are being prepared and are well advanced. Stage
2 of the programme is now under way with the development of early warning indicators
and improved reporting.There is evidence that risk management is being embedded in the
House. Much has been achieved but there is still a lot to do over the next two to three
years.

2.10 CO-OPERATION WITH THE HOUSE OF LORDS AND DEVOLVED ASSEMBLIES

The Department has continued to liaise with colleagues in the devolved assemblies. Staff
have visited the Scottish Parliament during the year and staff of the Welsh Assembly have
visited the Department.

2.11 THE GENERAL ELECTION: JUNE 2001

A project plan to handle Members’ pay and allowance issues was devised as soon as the
election was announced and all departing and new Members were dealt with promptly.
Resettlement Grants and winding up allowances were processed for 100 non-returning
Members. Staff from the Department attended the new Members’ reception area in the
Palace of Westminster. 100 new Members were interviewed and provided with details of
their entitlements. The feedback received from Members on the service was very positive.

2.12 MOVE TO 7 MILLBANK

The move was completed on time with the minimum of disruption to day to day business.
Teams now work mostly in open plan areas and this has helped to foster teamwork and
obtain a single Departmental identity. During the transition period, staff worked hard to
ensure customers continued to get a top quality service.
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2.13 PROCUREMENT

A review of procurement for the House involving the Department of Finance and
Administration and the Department of the Serjeant at Arms took place. The
recommendations of the review have been accepted and implementation has commenced,
with the aim of building upon the significant gains of recent years. The objectives of the
review were to secure better value for money and compliance with legislation and to offer
a more cohesive and integrated approach to procurement across the House.

PROCESS IMPROVEMENT

2.14 PROCESS CHANGE, INCLUDING GETTING IT “RIGHT FIRST TIME, EVERY TIME”

A review of accounts payable has been completed and improvements to processes have
been implemented. A review of processes within the Members’ claims and Members’
travel sections is currently under way.

2.15 REPLACEMENT COMPUTER SYSTEMS

After a competitive tendering exercise, a contract was awarded to Agresso for a fully
integrated computer system to replace the major financial, personnel and project
management systems in the Department of Finance and Administration and the
Serjeant’s Department. The new system is known as HAIS (House Administrative
Information System). Implementation is on target for the first phase (staff
payroll/personnel) to go live in June 2002. Existing practices and processes are being
reviewed as part of the implementation.

2.16 PENSIONS 

Implementation of Penserver software is on target to enable the production of pension
option statements for members of staff from May 2002. A new staff pension scheme is
being introduced in October 2002 and staff will have the option to transfer to the new
scheme.

TRAINING AND DEVELOPMENT

2.17 INVESTORS IN PEOPLE

The Department has developed and implemented a full programme of staff development
activities, at individual, team and organisational level, following achievement of IiP
recognition in 2001. The Department is leading the House-wide bid for IiP accreditation,
scheduled for early 2003.

2.18 MANAGEMENT DEVELOPMENT

The Department launched new training for middle managers, known as the Active
Management Programme (AMP).

2.19 PROFESSIONAL TRAINING PROGRAMME 

The Department relies heavily on professional accounting, audit and HR skills, and has
now developed more formal training arrangements. The first cohort of trainees have
benefited from sponsorship for ongoing professional development activities, and are
subject to regular monitoring and evaluation.
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The Department ran a pilot Continuing Professional Development seminar for finance
professionals across the House, and the exercise will be repeated, following favourable
feedback.

TEAM BUILDING

2.20 DEVELOP AND IMPROVE COMMUNICATIONS 

The Departmental newsletter (‘Update’ ) and team briefings have been subject to
improvement and re-evaluation. The accommodation in 7 Millbank supports and fosters
an integrated approach to teamwork and facilitates more effective communication and
teambuilding. A number of Departmental events and activities have been held.

2.21 SENIOR MANAGEMENT DEVELOPMENT PROGRAMME

Management awaydays have been well received and managers have benefitted from the
associated networking and team-building activities.

2.22 ENCOURAGE TEAM WORKING

A programme to empower Band A staff and project manage a range of departmental
initiatives has begun.

Andrew Walker
DIRECTOR OF FINANCE AND ADMINISTRATION
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ANNEX : PERFORMANCE MEASUREMENT

The Department’s system of performance measurement is based on the production of target turn
around times and payment processing deadlines. Examples of these follow:

Activity 1998-99 1999-00 2000-01 2001-02

% of payments made within 7 working days
of receipt of an unqueried invoice:

Administration Vote 92% 78%

Works Vote 100% 100%
Consolidation of the Administration and Works 88.3% 90.3%

Votes into a single Administration Vote
from 1 April 2000

% of payments made within 30 days
of invoice date

Administration Vote 86% 83%

Works Vote 90% N/A
Consolidation of the Administration and Works 81.5% 83.1%

Votes into a single Administration Vote
from 1 April 2000

% of payments made within 10 working
days of receipt of an unqueried invoice on
aspects of the Members’ Vote

Additional Costs Allowance 100% 100% 100% 100%

Office Costs Allowance 95% 100% 100% 100% 

Travel/Car claims 100% 100% 100% 100%
Number of payments 
(FO1 invoices) processed 18,869 17,933 17,851 22,342
Number of data changes made to the 
staff payroll 44,216 48,417 29,461 40,890
(number on staff on payroll) (1,384) (1,432) (1,486) (1,610)
Recruitment exercises:

Internal 137 154 151 154
External 61 84 79 94

Staff changes processed by the 
Personnel Office 1,432 1,404 1,649 1,626

Medical screenings of Members by the physician 175 91 78 98

Staff referrals to physician 82 49 93 156

Display Screen Equipment risk assessments 135 35 28 25

Pre-employment screening 55 18 32 N/A

Sickness absence referrals (short/long) 37/54 44/56 37/29 70

Treatments provided by nursing sister 1,069 1,257 1,242 1,268

Referrals to physiotherapy service - - 44 76
Numbers of new welfare cases. 199 166 324 241
(Dates run from July-June each year)
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Department of the Official Report
Annual Report 2001-02

1. Introduction

1.1 AIMS AND GOALS

The Department’s primary aim is to support the work of the House of Commons and its
Members. Its objective is the timely production of edited verbatim reports of the
proceedings of the House and its Standing Committees and the processing and printing
of written answers. The reports must be printed overnight to the highest standards of
editorial and typographical accuracy. When the Standing Committee workload exceeds
production capacity, publication may be delayed. The Department is also responsible for
the operation of the annunciator service.

The principal users of the Department’s services are Members of Parliament and
Departments of the House, but its publications are used extensively by Government
Departments, national organisations and the public, both in paper form and on the
Internet.

The Department’s goals for the year were based on its overall aims of remaining cost-
effective and efficient, delivering levels and types of service which the House requires and
is entitled to expect.

Through a continuing programme of the exploitation of technology, the Department has
continued to improve the standard of service it has delivered to the House.

1.2 ORGANISATION

The Editor, as head of the Department, is a member of the Board of Management. It is a
role which therefore carries both Departmental and corporate responsibilities.

The Department is organised into four divisions.

The House reporting division, headed by the Deputy Editor (House), is responsible for
producing the Hansard daily part and the bound volume, which contain the
proceedings in the Chamber, reports of the proceedings in Westminster Hall and
written answers, which are processed by the Department’s written answers unit.

The Committee reporting division, working under the direction of the Deputy Editor
(Committees), is responsible for producing reports of proceedings in Standing
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Committees and has primary responsibility for reporting debates in Westminster Hall.
The division responds to the fluctuating numbers of Standing Committees, with the
aim of overnight production of the reports according to prescribed criteria.

The Administration division, under the control of the Deputy Editor (Personnel,
Finance and Administration), is charged with ensuring the smooth running of the
Department’s internal affairs and implementing House policies on financial and human
resource issues. It has assumed an increasing workload as the Department, in common
with others, assumes greater responsibility for matters relating to finance, staff costs and
manpower planning.

The Information Technology division provides the technical expertise and support behind
the electronic processing of the text of the Department’s reports. It is required to keep
the Department abreast of the latest developments.

2. Plans and achievements

Business both in the House and in Standing Committees was running at manageable
levels as the new financial year began, but it faltered as predictions of a general election
began to assume some substance. The election had its inevitable effect in depressing the
work level, a situation that was extended with the imminent arrival of the summer recess
only weeks after the opening of the new Parliament.

During that recess, extensive infrastructure work was carried out by the Department’s IT
staff in preparation for the move of the Committee reporting division to 7 Millbank. An
advance party of staff moved into the newly converted accommodation during the summer
break, and work continued on preparations for the rest of the Committee staff to join them
the following year.
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The workload arising from Standing Committees took off slowly in October, but then
reached a high level in the run up to and after the Christmas recess.

In business terms, the outstanding feature of the year was the substantial growth in the
number of written answers. The available statistics were already showing a steady growth
in the number of questions tabled, but the sudden marked rise that developed in the pre-
Christmas period and continued until the end of the year could not have been foreseen.
That workload was never envisaged when the Department’s written answers unit – the
section of staff responsible for processing the answers and sending them in electronic
format to the print contractor – was established. Consequently, the unit found itself
heavily overstretched.

As a result, by the year end, the policy of transmitting the written answers text to the
printers exclusively in electronic format had to be abandoned, and the contractor was
asked to engage in the more expensive and now discontinued practice of typesetting some
of the material in order for it to be printed within a timescale that met the requirements
of Members and the House. The performance target of printing overnight not fewer than
90% of answers received by the due time has been reduced to 70%.

At a corporate level the Department’s representatives were active in contributing to the
development and implementation of House strategies and policies on a wide range of
topics including data protection, internal communications, freedom of information,
diversity and equal opportunities, training and development, health and safety, and
information systems and information technology, including a review of electronic
publishing and developments on the PDVN. They continued to play a leading role in the
project to create a critical services network.

The Department measures its performance in terms of production targets and error rates.
Those rates are based upon what are termed “significant errors” which include the mis-
spelling of a name, a factual reporting mistake, misattribution of words spoken, and so on.

The Official Report has one overarching performance target: the daily part of the
proceedings in the Chamber must be produced overnight to a schedule that enables it to
be delivered to the Vote Office at 7.30 am the following day. That target was achieved on
all occasions.

The figure showing the level of activity in the year was distorted by the unusual increase
in the number of written answers. It was an election year, which should have resulted in
fewer pages in the daily part. However, at 20,058 pages, the number was little changed
from 2000-01 when it stood at 20,918. Written answers are included in that figure. At
8,375 pages, they were 23% higher than for the previous year and are likely to have been
an all-time record. It was certainly the highest number for the seven years for which
statistics are readily available. The pages devoted to business in the Chamber and
Westminster Hall totalled 11,683, compared to 14,130 the previous year, a 17% drop.
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The activities and performance of the Department’s individual divisions were as follows:

2.1 HOUSE REPORTING

The division’s targets are related to timeliness of production and accuracy of reporting.
The overarching target is to transmit the daily part electronically to The Stationery
Office’s Parliamentary Press in time to ensure that it is available the following morning in
printed form in the Vote Office by 7.30 am and on the internet by 8 am. The operational
production target is the regular flow of copy to tSO, with the text of Members’ speeches
being sent electronically no later than three hours after they have finished speaking or one
and a half hours after the rise of the House.

The division’s ability to fulfil its commitment to the House to produce accurate and timely
reports is dependent on the efficiency, knowledge and skills of its staff and the reliable
operation of the Department’s information technology and information systems.

The ability to transmit copy electronically to tSO enabled the Department to continue to
make a significant contribution to the reduced printing costs that have been realised across
the House generally, but that ability was severely challenged by the 70% increase in the
number of questions tabled for written answer in 2001-02. The inevitable later arrival of
answers from Government Departments, coupled with the lack of resources internally to
deal with this unforeseen increase, forced the Department to send some answers for
typesetting by tSO, with a consequent increase in printing costs.
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The average print order for the daily part showed another small decline, to 2,387 copies a
day. However, the trend in demand for the printed version must be seen in the context of
the electronic availability of the Official Report on the Parliamentary web site. Use of the
site continued its remarkable increase. For the first time since it was established in 1996
the number of user sessions exceeded 400,000 per month, on three occasions, and the total
of such sessions was up 21% on the previous year. Access to Hansard accounts for a
substantial proportion of the interest in the site and it is reasonable to conclude that the
reports of the proceedings of the House and its Standing Committees are reaching a wider
audience than at any time in the past. Access to them is certainly greater than would ever
have been possible with print alone.

The annunciator service continued to operate at the highest levels of reliability and gave
another trouble-free year. It is a high profile element of the Department’s service to the
House, and its immediacy imposes stringent demands in terms of both the reliability of
the system and the speed of response of the operation to changing events within the
Chamber and Westminster Hall. At the year end, arrangements were well in hand to
install a remote terminal to provide security personnel with direct access to the system in
the event of an emergency.

With 143 sitting days, the business generated a total of 62,196 printed pages for all
categories of the Department’s non-Standing Committee publications – the daily part,
the weekly Hansard and the bound volume. In the previous year, with 159 sitting days, the
figure was 66,102.

Performance measurements

FOR DEBATE EDITORIAL STAFF

Target: Not more than one significant error per 13 columns of debate and oral
answers.

Achievement: An average of one significant error per 13.8 columns.
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Target: The dispatch of copy to tSO within three hours of a Member having finished
speaking.

Achievement: The target was met on all occasions.

Target: The correction of daily parts for the bound volume within a rolling deadline of
10 days.

Achievement: Daily parts corrected, on average, in six working days.

FOR THE WRITTEN ANSWERS UNIT

Target: Average of one significant error per 25 columns of written answers.

Achievement: Average of one significant error in 49 columns.

Target: Next day printing of, on average, 90% of written answers received by the
Department by the stipulated time.

Achievement: Under pressure of an unprecedented increase in the workload, not
achieved in the second half of the year.

Members who attend the Hansard office to check the transcript before it is printed are
invited to assess the standard of service they receive. The results for 2001-02 show that
95% were “very satisfied” and 5% were “satisfied” with the reception they received and with
the timely handling of their queries or requests; and 85% were “very satisfied” and 15%
“satisfied” with both the availability of their speech and the standard of reporting.

2.2 COMMITTEE REPORTING

The Committee reporting division guarantees overnight production of the reports of
proceedings in Westminster Hall and aims to achieve the same time scale for Standing
Committees. The reports are produced by four teams of reporters who transcribe from
tape. Sub-editors oversee their work and are responsible for the electronic transmission of
the completed work to the House’s print contractor.
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During the reporting year the division produced reports of debates on 225 sittings of Bill
Standing Committees, 106 Standing Committees on Delegated Legislation, 18 meetings
of European Standing Committees, 11 sittings of Grand Committees and one Second
Reading Committee, as well as most of the 81 reports of Westminster Hall debates. The
total number of Standing Committee pages printed was 6,501, compared to 8,135 the
previous year, the decline being principally attributable to the calling of the general
election.

In the first full year of electronic production of Standing Committee reports, the division
achieved the Department’s aim of substantially reducing printing costs. Other major
developments during the year were the successful move by some Committee staff in
October 2001 to new accommodation at 7 Millbank and planning of consequential
moves, both resulting from considerable co-operation between the Official Report and the
Department of the Serjeant at Arms, and the piloting of a digital audio system which will
provide the Department with greater operational flexibility.

The division’s busiest period began earlier than usual, in mid-November 2001, and
continued until the beginning of February 2002. With the assistance of the House
reporting division, which reported four sittings of proceedings in Westminster Hall, the
Committee division was often able to send to the print contractor more than its target
number of transcripts, enabling all reports of Tuesday Bill Committees to be available for
the Thursday sittings.

Performance measurement:

Target: To deliver to the print contractor the text of reports of debates in Westminster
Hall in time for them to be published overnight and appear in the Hansard daily part.

Achievement: The target was met on all occasions.

Target: To deliver to the print contractor the equivalent of seven two-and-a-half hour
morning sittings of Standing Committees on Tuesdays and Thursdays, and four two-
and-a-half hour morning sittings on Wednesdays in time for them to be published the
following morning.

Achievement: The target was met on all occasions.

Target: Proof reading of the reports of the proceedings in Westminster Hall to be
completed within 10 working days of the sitting, reports of Standing Committees
within four weeks of the Committees having reported, and reports of Statutory
Instruments Committees and European Standing Committees within two weeks of
publication.

Achievement: All Westminster Hall reports and all but six of all other reports were proof
read on time.

Target: Not more than one significant error per 12 columns of debate.

Achievement: An average of one significant error in 14 columns for Westminster Hall
and one in 50 columns for Standing Committees. (The Standing Committee figure is
calculated differently to take account of the different production methods employed.)
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2.3 ADMINISTRATION

The division continued its policy of obtaining best value for money in the procurement of the
services and resources required by the Department. In particular, the Department’s Head of
Administration was part of the tendering team for the provision of a new House-wide
contract for late night transport, and serves on the user group formed to renew the House
stationery contract.

As part of its manpower planning responsibilities the division has been active in sourcing cost
effective and flexible temporary staff to meet the Department’s heavy workload, particularly
in the Committee and written answers sections.

The division’s system of performance measurement is based upon the fair and efficient
disposition of reporting staff and takes account of the Working Time Directive when
allocating duties in the weekly and daily rotas. The division aims to produce these duty rotas
to deadline in 95% of cases. This target was achieved on all occasions.

The specialised skills that the Department requires of its reporting, sub-editing and
managerial staff cannot be obtained from the job market and must be developed in-house.
Meeting that demand requires of the training manager an effective and progressive in-house
training programme which is closely linked to the annual reporting exercise. The programme
is planned on a medium-term basis and is designed to anticipate staff wastage, maintain and
improve staff skills in line with advances in IT, and, through refresher courses, enhance the
performance of all staff.

While training provision is sourced from the Civil Service College and the Industrial Society
and other commercial providers, and from training courses organised by the House, the most
important course, that at entry level, is run and managed by experienced Hansard staff. Their
task is to shepherd new recruits through a four-month training programme that has
consistently provided for the Department staff who have the skills that enable it to meet its
obligations to the House.

The Department also provides training to reporting staff from other parliaments, both in the
formal setting of the Departmental training scheme and during secondments.

During the year, the Department continued to attach the highest importance to all aspects of
staff health, safety and welfare. Staff training continued, in accordance with the Department’s
safety action plan, to help ensure that health and safety are integral to all Departmental
functions. The health and safety arrangements document has been revised, so that it more
closely follows the House-wide policy and arrangements and emphasises the importance of
risk assessment as the foundation of good health and safety practice. A copy has been issued
to all staff.

Continuing the efforts to avoid work-related injuries, high standards of ergonomics have
been applied to new Committee offices in Millbank, which have been occupied by the first
of the Committee staff to move there, and work is in hand for phase II to secure the same
standard.
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2.4 INFORMATION TECHNOLOGY 

The division continued to play a key role in the operations of the Department, with its
objectives linked to three principal areas of responsibility. First, the division demonstrates a
strong capability in systems development. On the basis of a detailed knowledge of the
Department’s systems and its operations and requirements, it uses that expertise to apply new
technologies to enhance the Department’s production processes in the pursuit of reduced
operating costs and increased levels of service and efficiency. In the reporting year it built
upon the previous year’s successful systems deployments with the development of a new
reporting application based upon SQL, Word and Windows 2000. The new system is on
schedule to be deployed in summer 2002. The division was responsible for the successful
design, construction and implementation of new networking and communication
arrangements, moving the Department’s production systems to a gigabit platform. Secondly,
it maintains and supports the Department’s computer systems, work force and networks in
order to guarantee the highest levels of availability for the mission-critical tasks that they
perform. Finally, it contributes to the development of Departmental policy through its
initiatives and support in respect of the development programme.

At a corporate level the division continues to play a leading role in the development of the
proposed critical services network whilst developing its own convergence strategy to support
these initiatives.

The Department’s business plan envisages the continued and extended application of
technology to a wide range of the Department’s activities. The division will play a key role in
assisting in the realisation of that aim.

Ian Church

EDITOR
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Refreshment Department
Annual Report 2001-02

1. Introduction

There is a potential daily market of over 12,000 customers for the services of the
Refreshment Department. All persons holding security passes for access to the
Parliamentary Estate (including Members and their staff, staff of the House of Commons,
Members and staff of the House of Lords, civil servants, contractors’ staff, the Press and
others working in the House) have access to one or more catering service provided by the
Department. These 12,000 passholders and, in some areas, their personal guests and
members of the visiting public are all customers or potential customers of the House of
Commons Refreshment Department.

The principal task of the House of Commons Refreshment Department is to provide
catering services that meet the needs of Members, their staff, staff of the House and others
working within the Parliamentary Estate. In providing these services, the Department is
primarily concerned with supporting Members and their staff, and with supporting staff
of the House and others who are themselves engaged in either supporting the House and
its committees or supporting individual Members.

Through its banqueting services, and by providing facilities for Members and others to
entertain their guests in the House of Commons, the Refreshment Department has a role
to play in providing access to parliament for the public. This aspect of the Department’s
role will increase with the opening of the Jubilee Visitor Café in May 2002. Through its
catering services, the Refreshment Department also provides support for the Press and
other media organisations whose purpose is to provide information about the work and
decisions of the House to the general public.

The Refreshment Department has a secondary, but nevertheless important, business
activity in the retailing of souvenirs and parliamentary gifts. This provides both a valued
service for Members and staff working in the House, and adds value to the “visitor
experience” when members of the public visit the House, either through the Line of
Route, or as an invited guest.

Whilst it is not the purpose of the Refreshment Department to maintain the heritage of
the premises it occupies, this is an important responsibility for all staff working within the
parliamentary estate. Accordingly, the Refreshment Department and all staff of the
Department have a responsibility to carry out their business activities and duties in a way
that is sensitive to the heritage of the building, its fabric, fixtures and fittings. They aim to
treat all premises, equipment and documents with care and respect, seeking to preserve
and protect these assets for the benefit of future generations.
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The Refreshment Department operates a wide range of catering and retail services,
supplying over 1 million meals each year. Catering facilities are located within the Palace
of Westminster and in three other parliamentary buildings: Portcullis House, 1 Parliament
Street and 7 Millbank.

The main parliamentary catering services operated by the Refreshment Department are:

6 self-service restaurants Members’ Tearoom, Terrace Cafeteria, Press Cafeteria,
Bellamy’s Cafeteria and Clubroom, Portcullis Cafeteria,
‘the debate’ in Portcullis House

6 table-service restaurants Members’ Dining Room, Strangers’ Dining Room,
the Churchill Room, and Press Dining Room in the Palace 
of Westminster; the Millbank Room in 7 Millbank;
and ‘the adjournment’ brasserie in Portcullis House

1 seasonal restaurant the Terrace Pavilion summer buffet

1 coffee/snack bar ‘the despatch box’ in Portcullis House

8 bars Members’ Smoking Room, Pugin Room, Strangers’
Bar,Terrace Pavilion Bar, Churchill Bar, Annie’s Bar,
Press Bar, Bellamy’s Bar

The Department also operates banqueting and private dining services on a commercial
tariff. A Member of Parliament or other authorised officer must sponsor each function,
and the profits from this activity contribute towards the cost of operating the other
parliamentary catering services.

Merchandising activities are an important source of income to the House as well as
providing a service to Members, and the Refreshment Department is responsible for the
purchase and sale of House of Commons souvenirs through its shop, kiosks and
restaurants.

2. Plans and Achievements

MANAGING RESOURCES

2.1 FINANCIAL PERFORMANCE

The net cost of operating the Refreshment Department is met from the House of
Commons Administration Account. However, under the financial targets approved by the
House of Commons Commission, this cost, “the subsidy”, is limited to the cost of staff for
parliamentary catering (i.e. excluding staff costs for banqueting and souvenir services) and
capital expenditure for computer systems or other exceptional items. All other expenditure
relating to the trading activities of the Refreshment Department, including banqueting
and souvenir staff costs, is met from the Department’s trading income. The Department
is tasked with delivering an overall 5% surplus from its trading income.

Uncertainty about the precise timing of the general election had a severe effect on business
activity levels during the first quarter, and for the remainder of the year demand continued
to remain lower than forecast throughout all areas except the self-service restaurants. In
common with other central London venues, demand for private dining and banqueting
services remained low following the events of 11 September, and the market was only
starting to show signs of recovery in spring 2002. Conversely, the new catering services in
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Portcullis House have proven immensely popular, both in terms of customer satisfaction
and financial contribution.

Overall, more than 1.05 million meals were served through the parliamentary catering
service in 2001- 02, an increase of 9% on last year. Banqueting turnover in 2001- 02 was
£1.5 million from 67,000 covers, a reduction in income of £434,000 (23%) against last
year, and souvenir income also fell by 6% to £560,000.

At year-end, the Department reported a net trading surplus of £192,000 (4.2%) against a
budget of £200,000. After incorporation of the trading surplus into the Administration
Account, the total cost of operating the Refreshment Department in 2000-01 was £5.5
million, against a budget of £5.7 million. This figure, “the subsidy”, represents the net cost
of operating the Refreshment Department after return of the contribution from the
“trading surplus”. Key trading performance indicators are set out in Annex 1.

2.2 FINANCIAL MANAGEMENT

The difficult trading conditions were recognised early in the year, and steps were
successfully taken to make good this loss through a carefully focussed programme of
management initiatives:

• the introduction and active use of cost-centre based business plans and financial
reporting;

• financial awareness training for all junior and middle management, supervisory staff
and senior chefs;

• increased delegation of responsibility for financial performance to middle-management
and key staff;

• quarterly management team meetings to review performance and refocus business
strategy; and

• overhaul of purchase specifications and suppliers prices for key commodities, and
review of internal control systems.

2.3 HR PLANNING

Staff costs were 5% below budget at year-end, largely as a consequence of the dissolution
of parliament for the general election, and the continuing low levels of banqueting
business. Effective management of staff costs is a key aspect of the Department’s financial
performance targets, and work continued throughout the year to improve the quality,
timeliness and accuracy of information provided to line managers. It is hoped that the
introduction of the House Administrative Information System (HAIS) early in 2002-03
will help this process.

2.4 SUMMER LINE OF ROUTE MERCHANDISING OPERATIONS

The second trial opening of the Summer Line of Route attracted over 86,000 visitors
during August and September 2001. Based on experience gained in the first year of
operation, the range of souvenirs offered to the visiting public was significantly scaled
down. A range of House of Commons and House of Lords souvenirs, guidebooks and
printed matter was available for sale throughout the opening, with all proceeds being
returned to offset some of the costs of the public opening. Visitor numbers were severely
affected after 11 September, but despite this, the merchandising operations returned a
modest net profit.
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STAFF RESOURCES

2.5 TRAINING AND DEVELOPMENT

Apart from management development, training priorities focussed on the development
and retention of key craft skills – a crucial requirement if the Department is to successfully
attract and retain a pool of highly skilled catering staff. A policy decision was made to
concentrate on delivering accredited training that enabled staff to achieve nationally
recognised vocational qualifications. An internal pool of National Vocational
Qualification (NVQ) assessors and internal verifiers was trained and in place by the
summer, and the Department was registered as an approved NVQ Awarding Centre in
August 2001.

Training priorities also continued to focus on the retention of Investors in People (IiP), in
preparation for House-wide assessment. In the meantime, the Department also registered
to commence two other kite-mark schemes: the Hotel and Catering International
Management Association’s (HCIMA) Hospitality Assured; and Excellence Through People,
awarded by the British Hospitality Association.

2.6 STAFF SATISFACTION

In consultation with the Trade Union Side, management appointed a firm of external
consultants to conduct a staff satisfaction survey within the Department. All staff were
invited to participate, and the results will be used to establish a “base-line” for the future
measurement of improvements in staff satisfaction levels. An action plan has been drafted
and will be circulated to staff. In the meantime, staff turnover reports have been
introduced on a quarterly basis, analysing leavers by work section, grade and reason for
leaving. This will enable statistical analysis to identify trends in future.

MANAGING CUSTOMER SERVICE LEVELS

2.7 GENERAL ELECTION AND RECALLS OF PARLIAMENT

Detailed plans for the provision of catering services during the dissolution of Parliament
and the circulation of information to Members following the general election were
implemented smoothly. Information was available for new Members in the reception area
in the Upper Waiting Hall; details of the catering, banqueting and souvenir services
available to Members, their spouses, guests and their staff were issued. A pamphlet was
prepared summarising all the catering and souvenir services operated by the Refreshment
Department, their opening times and access regulations; copies were sent to all Members,
both new and returned, in the weeks following the election.

Following the events of 11 September, the staff of the Department reacted magnificently
to open catering services for the emergency recall of Parliament on three days during
September and October, receiving less than 12 hours notification on one occasion. Their
efforts were widely appreciated by Members and management.

2.8 PORTCULLIS HOUSE

Following their opening in December 2000, the catering services in the new parliamentary
building, Portcullis House, completed their first full year of trading. Customer satisfaction
levels remain universally high for these new services, and have led to an overall 20%
increase in demand for the Department’s services in terms of the number of meals served.
In January 2002, the Despatch Box coffee bar opened to complement the services already
available in Portcullis House, and has rapidly established itself as a preferred venue for
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informal meetings for Members and staff. The food service concept for the catering
services in Portcullis House is not only popular with customers, but is delivering higher
financial contributions to the trading surplus than the more traditional catering venues
elsewhere throughout the parliamentary estate.

2.9 7 MILLBANK

Following the opening of Portcullis House, the accommodation in 7 Millbank was re-
fitted for use largely for departments of the House. A review of catering provision was
undertaken in consultation with the new occupants, and proposals drawn up for changed
opening hours and access arrangements to be implemented in 2002-03. In the meantime,
some re-decoration and furnishing renewals were completed in the self-service restaurant
and brasserie, which have now been trading for almost ten years and seven years
respectively.

2.10 JUBILEE VISITOR CAFÉ

The long-awaited Jubilee Visitor Café was constructed during the year and will open in
May 2002 to provide light snacks, refreshments and lavatory facilities for visitors to the
House. The Café complex includes an area where visitors may view interpretative material
about Parliament and its work, and live feed from the Chambers of both Houses. A short
video will be shown when the Houses are not sitting.

2.11 MANAGING DEMAND

Towards the end of the year, the Catering Committee announced its intention to hold an
inquiry into managing demand for refreshment services throughout the House. The
purpose of the inquiry is to enable opening hours and access restrictions to be adjusted
where necessary to enable the Department better to meet the needs of customers within
the financial and accommodation resources available.

MANAGING INFORMATION

2.12 IT/IS

There were no major IT/IS installations or developments during the year, and so the focus
for the Department was on utilising existing systems to maximum effect. New business
systems coming into the hospitality market continue to be appraised for future
application, and a rolling programme of replacement of existing systems in the
Department is being prepared.

2.13 INTERNAL COMMUNICATION

Much of the internal information systems within the Refreshment Department involve
the dissemination of information to a large number of staff and customers, with widely
varying information requirements, and, mostly, without access to computer technology.
Great emphasis is therefore placed on the prompt, effective and consistent relay of
important information and messages to staff, backed up where necessary with access to
written copies of the communication. The staff satisfaction survey will highlight areas of
concern, where information is not being conveyed promptly or consistently, and areas
where feedback from staff is not being relayed back to senior management. This is likely
to be a key area of focus in the forthcoming year

Sue Harrison
DIRECTOR OF CATERING SERVICES
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ANNEX : REFRESHMENT DEPARTMENT TRADING INCOME &

EXPENDITURE 2001-02

Trading Income & Expenditure 2001-02 2001-02 Variance to budget
Actual Budget %

Income (£000)
Food 2,864 3,058 –6.3
Beverages 1,010 1,144 –11.7
Souvenirs 560 625 –10.4
Other 117 92 +27.2
Total 4,551 4,919 –7.5 

Cost of Sales (£000) 2,640 2,904 –9.1
% Cost to Income 58% 59% +1.0

Gross Profit (£000) 1,911 2,015 –5.2
% Gross Profit to Income 42% 41% +1.0

Staff Costs Banqueting & Souvenirs (£000) 750 814 +7.9
% Cost to Income 16% 17% +1.0

Other Expenses Admin & General (£000) 941 959 +1.9
% Cost to Income 21% 20% –1.0

Net Trading Surplus (£000) 192 200 –4.0
% Trading Surplus 4.2% 4.1% +0.1

Note: excludes subsidised costs (i.e. staff costs for parliamentary catering services, capital expenditure, and
accommodation costs).
All figures subject to audit.
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ANNEX B: NUMBERS, PAY AND GRADING OF STAFF EMPLOYED IN THE

SPEAKER’S OFFICE AND HOUSE OF COMMONS

DEPARTMENTS

STAFF USAGE 2001-02 BY PAY BAND 

(Staff figures for each department shown as “full-time equivalent” numbers across the whole year)

SCS 3 47 1 6 5 4 1 4 1 72

A 1 40 3 21 46 15 2 25 4 157

B 4 55 2 68 41 39 2 28 15 254

C 3 45 0 73 48 38 0 37 10 254

D 1 69 0 117 66 44 0 13 9 319

E 0 2 0 29 3 0 0 0 0 34

Sandwich Student 0 1 0 2 1 1 0 0 0 5

Specialist Catering 0 0 0 0 0 0 0 0 267 267
Staff

Specialist Works 0 0 0 68 0 0 0 0 0 68
Staff

Total 12 259 6 384 210 141 5 107 306 1,430
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SALARY BANDS AND RANGES 

Band/Grade Pay Range With effect 
£pa from

Clerk of the House 132,603 1.4.01

3 87,125 – 124,025 1.4.02

2 70,725 – 114,390 1.4.02

1A 59,450 – 95,940 1.4.02

1 51,250 – 85,485 1.4.02

A1 37,484 – 59,764 1.4.01
A2 33,095 – 49,291 1.4.01
A3 20,550 – 28,256 (Fast Stream Training Grades) 1.4.01

B1 25,916 – 32,529 1.4.01

B2 21,119 – 26,909 1.4.01

C 15,947 – 22,741 1.4.01

D1 14,345 – 19,271 1.4.01

D2 13,497 – 17,286 1.4.01

E1 12,073 – 13,733 1.4.01

E2 11,475 – 11,668 1.4.01
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PARLIAMENTARY WORKS SERVICES DIRECTORATE - Craft Bands - 
(Directly Employed Labour)

With effect from 1 April 2002

Band Pay Rate (non-shift) Pay Rate (shift)
£pa £pa

Supervisor 19,359

Craftsman A 17,289 17,711

Craftsman B 15,901

Semi-skilled 14,561 14,916

Non-skilled 14,090

Apprentice 6,915 – 14,696

REFRESHMENT DEPARTMENT - Catering Bands

With effect from 1 April 2001

Band Pay Rate
£pa

CGA1 28,410

CGA2 25,133

CGB 21,309

CGC 18,576

CGD1 16,391

CGD2 14,805

CGE 13,260

CGCOM 12,218 – 13,013

CGAPP 7,718 – 10,218



ALLOWANCES PAID TO STAFF

Rate from 01.07.01
£

A. NIGHTS ALLOWANCES

(a) Clerical and Junior Executive Staff 4,390

(b) Annunciator Staff 3,775

(c) Office Keepers and Attendants 1,330

(d) Senior Staff (i)    per annum 4,470
(ii)   per night 70
(iii)  Committee Sub-Editors 2,680

(e) Heads of Night 1,380

(f ) Vote Office Responsibility Allowance 380

B. LATE DUTY ALLOWANCES

(a) Senior Office Keeper 1,365

(b) Head Library Assistant 4,250

(c) Senior/Library Assistant 1,512.50

(d) (i) Junior Vote Office Staff 1,515
(ii) Junior Library Staff (Derby Gate) 1,135

(e) Senior Staff (Derby Gate Library) 1,170

(f ) Senior Staff Official Report (Editor & Deputy Editors) 4,285

(g) Principal Assistant Editor (Training Allowance) 3,640

C. MORNING DUTY ALLOWANCES

2 Band Cs 4,360

D. OTHER EXTRA DUTY PAYMENTS

(a) Senior Office Clerk, Vote Office 2,050
for cleaning duties outside normal hours

90



Rate from 01.07.01
£

E. HANSARD NIGHT DUTY PAY

(a) Reporters*
Attendance after 10.30 pm 58.88
Attendance after 1.30, 4.30, 7.30 and 10.30 am 39.20
Transcription Top Copy 1.45
Carbon Copy 0.26

*Committee Sub-Editors normally work as Reporters at night.

(b) Principal Assistant Editors and Assistant Editors
(also Committee Sub-Editors when acting as Night Editors)
Attendance after 10.30 pm 116.43
Attendance after midnight

1.30 am - 2.00 am
3.00 am - 4.30 am
5.00 am - 6.00 am
7.30 am - 8.00 am
9.30 am and 10.30 am 42.28

F. EDITORIAL SUPERVISOR OF THE VOTE AND HIS STAFF:
SHIFT ALLOWANCE

Supervisor 4,173

Deputy Supervisor 3,505

Senior Assistant Supervisor 2,889

Assistant Supervisor 2,735

G. PRIVATE SECRETARY ALLOWANCES Rate from 01.04.01
£

Speaker’s Secretary 5,523

Secretary to Chairman of Ways and Means (when post filled by Senior Clerk) 5,523
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Audit Committee
Annual Report for 2001-02

1. This is the second Annual Report of the House of Commons Audit Committee, which
was established by the House of Commons Commission on 15 May 2000.

2. The Committee was formed following recommendations in the Review of Management
and Services of the House of Commons by a team led by Mr Michael Braithwaite, which
was published by the Commission in July 1999. That Review examined, among other
things, the control and direction of the House’s audit.

3. The Committee’s membership as at 31 March 2002 was:

• The Rt Hon Eric Forth MP (Chairman) (Mrs Angela Browning MP was
Chairman until October 2001);

• Mr Archy Kirkwood MP;

• the Clerk of the House;

• the Director of Finance and Administration; and

• Sir Thomas Legg KCB QC (external member)

4. Its terms of reference are:

• to have general oversight of the work of internal audit and review, with particular
emphasis on promoting economy, efficiency and effectiveness, on value-for-money
studies, and on risk assessment and control assurance;

• to receive and consider reports from the Internal Review Service (IRS), together
with management letters and other external audit material;

• to advise the Accounting Officer in the exercise of his responsibilities;

• to consider and recommend to the Accounting Officer the internal review
programme;

• to encourage best financial practice, use of resources and governance in the House
administration; and

• to report annually, the report to be published with the Commission’s Annual
Report.
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THE WORK OF THE COMMITTEE

5. The Committee met twice in the financial year 2001-02. The IRS Director attended
both its meetings and gave updates on the work of the Service. Working links with the
House’s external auditor (the National Audit Office) have been maintained; each
meeting of the Committee included discussions with National Audit Office
representatives. The Comptroller and Auditor General attended part of the
Committee’s March meeting.

6. Discussions with NAO representatives covered the 2000-01 and 2001-02 accounts and
the changeover to resource accounting. The Committee was also briefed on the
progress of the value for money review of Portcullis House, which was published on
19 April 2002.

7. The Committee maintained its interest in risk management during the year, and
discussed action being taken by the Board of Management. Corporate and
management risks have now been identified, and Departmental Risk Sponsors have
been appointed.1

8. It has also continued to monitor developments in audit, and considered in some depth
the review of audit and accountability for central government by Lord Sharman of
Redlynch (Holding to Account) 2, and the Government’s reply.3

9. The recommendations relating to audit committees – particularly their composition
and the need for training – were of particular interest. The Committee is keen to be
seen as leading public sector best practice and made a submission on these matters to
the House of Commons Commission in spring 2002. The Commission agreed the
Committee’s recommendation that the Clerk of the House and Director of Finance
and Administration should cease to be members (although they will attend meetings),
and that a second external member should be nominated. Mr David Taylor FCA,
currently one of the Charity Commissioners, was appointed to this position on
20 May 2002.

10. During the course of the year, the Committee has also kept abreast of developing audit
arrangements in the devolved parliamentary bodies and the House of Lords.

11. The Committee considered the new “Definition of Internal Audit” and “Government
Internal Audit Standards”, produced by the Treasury. It commissioned a report from
the Internal Review Service Director on whether the House met the new standards,
and was satisfied with the House service’s performance. The Committee has received
a paper by the Internal Review Service Director about the House’s compliance with the
Turnbull report. This is generally positive and will be considered in more detail in
2002-03. In all these cases the Committee balances the aspiration that the House
should adhere to public sector best practice with its unique constitutional position.

12. The Internal Review Service supplied the Committee with an audit of contingency
planning, which was critical of some aspects of the House service’s arrangements in this
area, particularly areas of IT back-up. The management response to the report was
constructive, and was welcomed by the Committee.
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1 More information on risk management appears in the Board of Management section of the Commission
Annual Report, and the departmental annexes.

2 Holding to Account. The review of Audit and Accountability for Central Government, February 2001.
3 Audit and Accountability in Central Government: the Government’s Response to Lord Sharman’s Report

“Holding to Account”, HM Treasury.



13. The Committee continues to take a particular interest in value for money work. It is
due to receive a report on procurement, which was commissioned in the 2000-01
financial year, in June 2002, alongside a response from the Board of Management.

14. A number of possible subjects for value for money review during 2001-02 were
discussed. Members chose two: contract management (which should usefully
supplement the work done on procurement) and furniture procurement and disposal.
Further areas for study will be identified by the Internal Review Service during 2002-
03.

15. The Committee noted that the Internal Review Service is preparing a business plan.
It will consider this in 2002-03.
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