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Expert -GrouP Heecing on Traininq of Parliamentarv Staff

an Exeert Grouo set uo bv the SecreLarv-GeneraI of

the Commonwealth Parliamentarv Association on Traininq of

Parliamentarv Staff met in Net,.l OeIhi ' India from 26

February-l l'tarch 1996 - The meeting Has held in

co-operation wi!h the Eureau of Parliamentarv Studies and

Training ( APST ) of the Lok Sabha Secrelar iat with

financial assistance from the Commont'lealth Secretariat '

Reviewing Ehe currenr- situation' the Exoert Grouo

noted that much of training was at oresent administered

inLernally and most exlernal training bv uaY of

attachmenLs. A few Legislatu!'es had develooed training

SchemestomeeLlheirpartictrlarreouirements,r^rhileona
larger scale, India has set uo a seoar at-e oarl iamentarY

institutionrodelivertrainingonaregularbasisattuned
to changi ng needs -

The Expert Grouo welcomed the initiative taken bv

theSecretary-Generalasmakingcont.ributionsnotonlyto
the improvement of oarliamentarv oractice in the literal

sense but also more widelv t-o oarliamentarv democracv and

good oovernment. The meet inc *''-It that t-he Ctmmonwea lth

and the CPA in association urith the Societ-Y of Clerks at

the Table are in a oosition of strenoth in regard to lhe

imparting of training in this area' a strensth r'lhose

potential needs to be exoloited and develooed more fullv'
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There is much thar- is valuable in the training
schemes currently being used and it rras recognised inparticular that ettachments are of benefit both to th6
sendi n9 as wel I as the receivi ng legislatures.
Commonwealth Legislatures have atso develooed a network
for the exchange of useful information. However, there
was a recognition of the need for further Lrork to i.morove
staff training and deve I oqr{rn a Commonr.rea I t h_wi de basis.

The Expert Group recognised certai n soecial
factors to be borne in mind in the creation and
imolementat.ion of sound training orogramrnes, e.9. the
size of the _legislature. methods of recruitment of staff,
staff turn_over rates and the availabil.itv of technologv.
Notwithstandins the variations that exist among
Iegislatures the Exoert Grouo felt that there would be
much benefit in oooling together
expercise and resources ,n",".,": 

""=::;i: "" ,"r.r..",
or g.lobal basis. The Exoert Grouo surveyecl a r.ride range
of training methodologies available to legisLatures and
considered them in making their recornmendations on the
develoomen! of curricul.a for oarliameneary training. Thev
agreed that a Guide should be oublished summarising those
recommendations in a form that would be of inrmediatepractical use to all Commonwealth Legislatures.

''I rr} t lh,,,,t, ttr.;ein&A,r rorit,.,.s'tt,., A.-,t. jt.rii,tt,: noi ._



The Grouo specifical lv recommended further thaL

attention should be oaid to creating an info nation

databsse of training availabilities.' in order to ensure

that commonwealth Legislatures are allare of what could be

provided !o them. In addition to the existing orovjsion

of attachments at other legislatures' there was strong

support for further develooment of wor kshoos ' the

provision of resource oersons to assist t'rith staff

training and the training of trainers. The Grouo oointed

out that regular evaluetion of programmes would be

essential in ensuring that orogrammes retained their

relevance to the needs of their clients.

The Exoert Group recoqnised that adeauate fundinc

would be crucial for the full imDlenentation of their

recommendations. They hooed that 3oart from usinq

internal resources the CPA would make a sLrong case to

existing technical assistance oroqrammes as wel I as

examining neH sources of assistance.

The Exoert Grouo exoressed. their thanks to the

Commonwealth Secretariat for supoorting their work uith

g6nerous financial assistance through the commonwealih

Fund for Technical co-ooeration -

:3:
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Soecial thanks r.Jere con\/awad to t he Bureau ot
Parl iamenLarv Studies and Training of Lhe Lok Sabha

Secretariat for the hosoitel itrz and assistance extended to
them as nelI as for their orofessional contribution to lhe
wor k of the Grouo.

The Exeert Group conveyed to the Cornmonwealth

ParliamenLary Association their assurance of supoort in
carrying out any new functions that may devolve on the
SecreLary-General as a result of the imolementaLion of anrz

of their recommendations.

-ooOoo-
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CURRICULLTM FOR PARLIAII{Ei\iTARY DEVELOPMENT AND TRAININC

TOPIC I - THE FABRIC OF CONSTITUTIONAL GOVERNMENT

AIM OF PROGRAM

The aim of this first ropic is to set the srage for the study of parliamentary procedure. It
*ill provide a broad overview of the form of govemment and set the Legislature within the
Constirution. This will be done by reviewing six key elements of govemance:

The fabric ofthe nation. (overview)

The Constitution.

The Executive.

The Administration. (The Public Service)

The Legislanue.

The Judiciary.

This program is seen as an introduction to the Legislanre's environment as well as a review of
the form of govemment of the nation. As such, it could be developed as a collection ofreadings,
or as a lecture or series of lectures by constitutional experts or academics, or by legislature staff,
depending on the level ofdetail required and the grade of staff concemed.

Resources that could be used for training purposes could include:

' general texts on the geography, history, economics, sociology and politics of the counrry

constirutional documents, statutes, published material analyzingthe constitution, as well as
excerpts from the Constitution andTor statutes, decrees, Standing Orders or Rules,
Resolutions of the Legislature, etc., dealing with the Executive, the Administration, rhe
Courts and the Legislature.

2.

3.

4.

5.

6.

FORMAT OF PROGRAM

I



I-l The Febric of the Naaion

I.IA Geography, History and Economics

. How have these shaped the Constitution and structures of govemment?

o lVhat are the most important elements or events to have shaped the countr.v and its
system of government?

o What effects do these have on the nation today?

o What are the best souces for studying these aspects?

1.18 Cultural and Demographic Euvironment

. Have or do ethnicity, class, regionalism, extemal tfueats, neighbouring states, or social
change play roles in shaping the Constitution and government and in what ways?

l.rc Political Culture

. Is there a tradition of democracy and if so is it new or old?

o What are the origins of this tradition?

o \\trat are the political values of the nation?

. Does t}re population actively involve itself in the political process?

o What role does education, govemment information, and the media play in the
socialization and participation of the population in the political process?

. What sorts of examples can be given?

o Howdoes the electoral process work?

o Is the country a one party or multi-party state?

o Is voting mandatory or voluntary?

. How often are elections?

. Are there political parties or groups and how are they organized?

. What political philosophies do they profess? Is there a range from left to right?

o What other groups, aside from political parties inlluence the political culture?
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1.2 The Constitution

Just like an individual, the character ofa system of govemment is shaped by forces of
heredity and environment. what has shaped the nature of govemmeni in the country?
what significant e'ents have influenced the development ofthe type of govemment?

Has colonialism played a role and if so what role?

What is the origin and evolution of the Constirution?

Does it play a significant role in rhe life of the people and, ifso, how?

Constitutional Development

l.2B The Constitution

o What is the nature of the Constitution?

o Is it modeled on the Westminister system or on a congressional system?
How are powers distributed?

o Are there levels of govemment?

' Do these levels have separation of powers or are subordinate levels of govemment
answerable to the national legislature?

' Do subordinate levers of government have influence on the make-up of the nationar
govemment and vice versa?

o Do the courts play a',y role in the creation or interpretation ofthe constitution and if
so what role?

o In what form is the Constirution?

o Is it written or unwritten?

o what are the sources of constitutional taw? Does it include a constitution Act;
statutes; case law; prerogative; conventions; and usages?

o what is the structure of govemment and what is its basis in constitutional law?
o For each element of government, the Executive, the Legislat,re, the Judiciary, and

the Bureaucracy, what is its basis in constitutional law?
o How is constitutionat law amended?

o What role does the Legislanre play?

t.2A
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1.3 The Executive

The Head of State

. How is the Head of State selected or appointed?

. Does the Legislanre play any role?

. How is the Head of State removed and does the Legislature play any role?

o What are the powers of the Head of State and what are the sources of these pou'ers?

o What are the functions of the Head of State?

o fu:e they real or symbolic?

o What is the relationship between the Head of State and the Govemment?

o What is the relationship between the Head of State and the Legislarure?

o What is the relationship bctween the Head of State and the Judiciary?

r.3A

l.3B The Prime Minister and the Cabinet

o How is the Prime Minister selected or appointed?

. Does the Legislanre play any role and, if so, what role? Is there a confidence

convention?

o How is the Prime Minister removed from oftice and does the Legislature play any

role?

o What are the powers of the Prime Minister and what are the sources of these powers?

o What is the composition of the Cabinet and how are Cabinet members selected?

. How is the Cabinet organized and what are the functions ofthe Cabinet?

o What is the relationship between Members of Cabinet and their ministries?

o What is the relationship between the Cabinet and the Legislature?

o What role does the Prime Minister and Cabinet play in policy-making?

. How does the Cabinet operate and what agencies support its work?

o Are the Prime Minister and members of the Cabinet required to be Members of the

Legislature?
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1.4 The Public Sen'ice

. How are public servants appointed?

o Is recruitment govemed by statute, are positions filled by appointment, or is it a
combination ofboth depending on rhe Ievel ofseniorityi

' Do public servants serve in politicar positions, for example in a minister's office?
o Can political staffenter the public service?

l.4A Employment in the Public Service

o Under what authority is the public Service established?

o What are the main structures of the public Service?

o Within each departmen! minisry, agency or other body, is rhere a standard suff
structre?

. Is the staff of the Legislanre considered part of the public Service?

. Can Legislative staffmove freely into the public Service and vice versa?

l.4B Organization of the Public Senice

o Do public servants subscribe to an oath ofofiice?
. What functions are performed by public servants?

. Under what authority do they perform their fimctions?
o Is the Public Service unionized?

l.4c itioeT rms an Cd Do d ons f Em o m tetrp

r In general, what are the mechanisms which exist to ensure that the government
provides an accounting ofthe manner in which it manages the finances ofthe nation?

r How is responsib ity aad accountab ity organized within departments or ministries?
o Are Ministers responsible to the Legislanre for their departmens?

' Are permanent heads of departments accountable for the performance of their
departments?

. How does the Legislature call the Administration to account?

l.4D Accountabili ty of the Public Service
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l.4E Public Sewice Beheviour

o Are there conflict of interest rules for public senants?

. Are public servants permitted to engage in political activities? Ifyes, to what extent?

o What role (if any) does the legislature play in relation to improper conduct by public
servanb?

I.4F Officers and Bodies Associated with Parliament

. Does yotr system provide for separate offrcers or bodies with obligations to report to
Parliament such as -

- Auditor Ceneral

- Ombudsman

- Privacy Commissioner

- Chief Electoral OfEcer

- Human Rights Commissioner

o How are they appointed and removed?

. What is their status, mandate?

o Are their reports dealt with by the legislature? How?



1.5 The Legislature

o What is the role of the Legislarure?

. From where does it derive its powers?

e What functions does the Legislarure perform?

l.5A The Role of the Legislature

o Under what authority does the Legislature exist?

o What elements male it up?

I.5B The Establishment of the Legislature

o Does the Legislature have a judicia.l function?

o Does the Legislanre have authoriq' ov.er the actions of its Members?

o Is the Legislature or its component parts a court ofrecord?

f .5C Judicial Functions

o What is the life of the Legislature?

o How is time divided in the Legislanre?

o What mechanisms exist to govem the life of a Legislanre?

l.5D The Life Cycle of the Legislature

o What types of legislation exist?

. Is legislative authority solely within the responsibitity ofthe Legislature?
o Do mechanisms exist for the delegation oflegislative authority?
o Do mechanisms exist for parliamentary scrutiny of delegated legislation?
o What are the stages ofthe legislative process?

r.5E The Legislative Process

-7 -
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l.5F The Lower House

. . Under what authority does the Lower House exist?

o What is the representation and composition of the House?

. How are Members chosen and how are they removed from office?

o \Vhat mechanisms govem eligibility?

. How is its business organized and its procedures laid out?

. Do parties or parliamentary groups play a role in the House, and, if so, what powers
do they have and how are these determined?

o How is the Speaker selected and what are his or her powers, role and functions?

o What is the administrative structure of the House?

o Who are the chief oflicers of the House and what are their roles and functions?

o How is staff recruited and organized?

o What allowances and services are available to Members and under what authority are

they provided?

o what are the roles and firnctions of Members?

o Does a committee structure exist and, if so, how is it organized and what are the
powers and firnctions of committees?

. What is the role of this House in the legislative process?

o What is the relationship between this House and the Executive; betweLn the
govemment and the opposition; between a minister and a private Member; between
the House and the Govemment?

o What mechanisms exist to hold the Govemment to account?

o What is the relationship between the Lower House and the Upper House?
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I.sG The Upper Housc

o what privileges, immunities and benefits are enjoyed by Members of the Legislature
and what are their source?

o How are each ofthese govemed?

r Are conJlict of interest provisions in place and if so how do they fuaction?
o How are offences committed by Members of the Legislatrue and by non-members

against the Legislature and its Members dealt with?

l.5H ParliamentaryBehaviour

o Under what aurhority does the Upper House exist?

o What is the representation and composition of the House

. How are Members chosen and how are they removed?

o What mechanisms govem eligibility?

. How is its business organized and its procedures laid out?

. Do parties or parliamentary groups play a role in the House, and, if so, what powers
do they have and how are these determined?

o How is the Speaker selected and what are his or her powers, role and functions?

o What is the administrative structure of the House?

. Who are the chiefofficers ofthe House and what are their roles and firnctions?

o what allowances and services are available to Members and under what authority are
they provided?

o What are the roles and frrnctions of Member?

o Does a commiftee structure exist and, id so how is it organized and what are the
powers and fi.rnctions of comminees?

o What is the role of this House in the legislative process?

o What is the relationship between this House and the Executive; between the
govemment and the opposition; between a minister and a private lv,Iember; 6ctween
t}le House and the Govemment?

r Whal mechanisms exist to hold the Goverrunent to account?

o What is the relationship between the Upper House and the Lower House?
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1.6 Thc Judiciarl'

l.6A Establishment of the Court

o Under what authoritv do the courts exist?

l.68 Judicial Independence and Separation of Powers

. Is there a clear separation of powers between the coufls and other elements of state?

. How isjudicial independence provided for?

l.6C Structure of the Courts

o What is the structure of the court system?

o What is their j urisdiction, composition, and organization?

l.6D Selection and Appointment ofJudges

o Who is eligible for appointment?

. How arejudges appointed or selected?

l.6E Tenure of Judges

o What is the tenure ofjudges?

. Does tenure differ at different levels?

l.6F Retirement of Judges

o When do judges retire and what compensation are they given?

l.6G Independence of Judges

r What role does the Executive play in the administration ofjustice?

. Are judges entitled to total judicial immunity and neither competent nor compellable
to testifo on matters which come before them in thet judicial capacity?

o Are judges permitted to participate in politics?

. Are judges permitted to vote?

o How are salaries provided?

o Are there offences relating to protection ofjudicial independence and, ifso, what are
the penalties for their violation?

l.6H Professional Control ofJudges - Removal and Discipline

o What behaviour can lead to the removal or disciplining ofajudge?

o What mechanisms exist to provide for the removal ofjudges and how do these
mechanisms work?

o Does the Legislature play any role in the removal ofjudges and, ifso, what is it?



. Do judges play any role in the structure of the Legislarure, for example, acting on
behalfofthe head of State in ceremonies or for oJrer purposes?

o Do judges play a role in the electoral process?

l.6I Extra-judici al Functions ofJudgcs

o Do agencies or other govemment bodies exist which perform judicial functions?
. Under what authority do they exist?

l.6J Agenci es with Judicial Function
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CURRICULUM FOR PARLIAMENTARY DEVELOPMENT AND TRAINING

TOPIC 2 . PARLIAMENTS' RELATIONS WITH THE JUDICIARY
AND THE EXECUTIVE INCLUDING

THE INDEPENDENCE OF PARLIAMENT AND
PUBLIC SERYICE ACCOUNTABILITY

AIM OF PROGRAM

The Legislarure is the highest forum of the debate of public policy and political
undertakings. It is the grand inquest ofthe nation. It is the institution responsible for enacting
laws for the nation. The work of the Legislature is therefore the cornerstone of democracy and,
as such, the Legislattre must be able to protect itself from outside interference. As one of the
tfuee constituent parts of government, it is irnportant to understand the relationship of the
Legislarure ro the Executive and to the Judiciary. Th.is topic will focus on the ways the
Legislanue exercises its independence from the other elements of govemment. This will be done
by examining the following:

Contrbl of membership.

Right and immuniries of the Legislature.

Control of the administration of the Legislanue.

The relationship benryccn rhe Legislature and the Executive

The Legislative Function.

Financial Control.

The Judiciary as a Branch of Government.

This topic would best be presented by legislatue staff.

I

2.

3.

4.

5.

6.

7.

FORMAT OF PROGRAM
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3 The Indepcndence ofthe Legislature

3.1 General Provisions

What is meant by the "independence" ofthe Legislanue?

Does the Constirution provide for the separation ofpowers and for the independence

of the Legislature?

What constitutional mechanisms are in place to ensure that the Legislature can

fimction? For example, are there constinrtional provisions requiring that the

Legislanre meet?

Are there statutory provisions which provide powers to the Legislarure?



3.2 Control of lllembership

3.2A The Electoral Process

what is the source for the basic law relating to the composition of the Legislature?

Are frrndamental democraric principles recognized in the electoral process and how is
the electoral process protected from inrerference?

What measures are in place ro allow for free and fair elections?

How is the electoral process administered? t\tro is responsible for overseeing the
process?

What control does the Legislarure have over the electoral process and its
administration?

How are elections financed?

What is the composition of the Legislature?

How are electoral constituencies allocated?

What are the qualifications of candidates?

Is there any term limit on Members? Is it the same for all Members?

Are all Members elected or are some appointed?

3.28 Representation

o Who has the authority to summon, prorogue or dissolve the Legislanre?
o Is there a specific duration ofthe Legislature?

. Is the timing of an election the prerogative of the Head of State or the prime Minister
or is it fixed?

o How is the Legislature informed when summoned, prorogued or dissolved?

o Can the Legislature extend its life and, if so, how?

o Are b) -elections held and, if so, what is the mechanism?

3.2C Calling Elections
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3.2D Results of Elections

. How'are the results of elections transmined to the Lesislatue?

o Can election results be contested?

. What role, ifany, does the Legislature play in contested or controverted elections?

3.28 Mandate and Ccssation of Membership

. Can Members be recalled and, if so, for what reasons, and by what mechanism?

. Are Members permined to resign from office? Are they required to resign for any
reason?

o If Members are appointed may they resign? How?

o Does the Legislature have the power to expel Members and, ifso, how does this
mecharusm work?
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How does the Legislature define the rights and immunities (privileges) which it and
its Members enjoy?

What are these rights ard immunities?

What are the purposes of these rights and immunities?

3.3A Definitions

3.38 Sources for the Rights and Immunities of the Legislature

o Are there constilutional and statutory sources for the rights and immunities ofthe
Legislature?

o Has the Legislanue adopted rules of procedure governing its righs and immunities
and what weight do these rules have?

o What are the amending mechanisms available to deal with the righs and immunities
of the Legislature?

Rights and Immunities of Individual Members

o What rights and immunities are enjoyed by individual Members?

o What is the extent of these rights and immunities?

o What is the duration and geographical extent of these rights and immwrities?

3.3C

3.3D Collective Rights and ImDunities of the L€gislature

e What arc the rights and immunities of the Legislature?

o What is their extent?

o What is their duration and geographical extent?

o What are considered offences against the Legislattue?

o What is the adjudicating aurhority?

o What penalties are imposed for offences against the Legislature?

o What is the role of the Speaker in protecting the rights and immunitiesof the
Legislature and its Members?

o What mechanisms are available to him or her?

3.3E Role of Speaker or Presiding Oflicer

3.3 Rights and Immunities of the Legislature
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3.4 Control of Administration of Legislature

3.4A Presiding Oflicers or Collective Directiog Authority

. How is the Presiding Officer and/or the Collective Directing Authority appointed?

o What powers do they exercise and under lvhat authority?

o What is their mandate?

3.48 Clerk, Secretary General and Staff of the Legislature

. How is the Clerk appointed or chosen?

o What powers does he or she exercise and under w-hat authoritv?

o What is his or her mandate?

o What, ifany, is his or her relationship to the Public Service?

. To whom is the Clerk answerable?

. How are staff of the Legislatue selected?

. To whom are they answerable?

3-4C Facilities

o What is the extent of the facilities available to the Legislatue?

o Who exercises control over these facilities and how?

. What are the precincts of Parliament and how are they defined?

o What is the relationship of the Precincts to parliamentary privilege?
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3.5 Relationship between the Legislatu re and the Executive

Is the Govemment accountable or responsible to the Legislature?

Must the Govemment retain the confidence of the Legislature to remain in oftlce?

Do mechanisms exist to allow the Legislanue to monitor the activities of the
Govemrnent, especially the scruriny of executive appointments, the questioning of the
Ministry, oversight of lhe Executive and the public Service (tkoughih" ur. oi
auditors, ombudsmen, and other parliamentary ofticets), access to Govemment
information, and performance rer.iel.s of Governmenr departments?

a

3.5A Accountability

o what mechanisms are available ro the Legislanue to investigate the actions of the
Govemment?

Are departmental spending estir,ates and reports required to be submined to the
Legislature for srudy?

Does the Legislatue use comminees for this purpose?

3.5B InvestigativeMechanisms

' Does the Legislarure play a role in the selection or appointment of the Govemment?
o Must Members of the Ministry be Members of the Legislature?

o If Members of the Ministry do not have to be Members of the Legislarure does the
Legislature have the power to dismiss or impeach a member of the Ministry?

3.5C Role of the Legislafure in the Appointment of the Executive
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3.6 LegislativeFunction

3.6A Initiative of Legislation

o Does the Legislature have the sole initiative of legislation?

. Does the Head of State or Govemment possess the trower to legislate by decree?

a

Does the Govemment have the ability to initiate legislation in the Legislature as in the

Westminster system or must the Govemment find sponsors in the Legislature as in a

congressional system?

Can the Govemment timetable legislation or use guillotine procedures to require the

Legislature to dispose of legislation?

3.68 DelegatedLegislation

. To what extent is the delegation of legislation practiced and what mechanisms are in
place for the scrutiny of such delegated legislation by the Legislature?
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3.7 F :l cn la oC tn ro

Must t}e Govemment submit .

rts spending plans to the Legislanre for approval?
Is the Legislarure the sole sour
outsrde of rhe Legislarure .*,.lit 

o'*''ng for the covemmenr or do other sources

3.7A Finan ces of theGo l ernment

Does the Legislature control the preparation of its own budget?
Is the Legislanre responsible for the passage of its budget?
Does the Legislature audit its expendirures?

Is i( the sole body responsible for its budget?

3.78 Finan ces of thc a tu re

sd
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3.8 The Judiciary as a Branch ofGovernmenl

3.8A ConstitutionalFramework

What is the role of the judiciary as set down in the constirution?

Are there other s(atutes which define the role of the judiciary?

3.81] Judicial Independence

. What powers does the judiciary have?

o How is the judiciary independent from the executive?

. How is thejudiciary independent from the legislarure?

o What is the frrnction and scope of 'Judicial review'"?

. Are judges permitted to vote in electiors?

o Are judges permitted to participate in politics?

3.8C Judges

e Who is eligible for appointment?

. How are judges selected and appointed?

o How are judges promoted?

. \Yhat is the tenure ofajudge?

o How are judges remunerated?

o How are judges removed and"/or disciplined?

. How arejudges independent ofthe Executive and the legislanre?

3.8D The Courts

o How are courts established or changed?

. What is the strucnre of the court system?

o Are there agencies or tribunals that have judicial frmctions?

3.88 The Erecutive And The Judiciary

. Does the Executive play a role in the appointment or removal ofajudge?

. Does the Executive play a role in the administration ofthe courts?
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3.8F The Legislaturc And The Judiciar,v

. Does the legislature play a role in the appointment or removal ofajudge?

o What is the relationship bet*een Members and the cou(s? Discuss: parliamentary
privilege; the role of the courts in the election of a Member; reflection on the
judiciary in debate; and sub judice convention.



TOPIC 3

TOPIC I: ELECTIONS AND ELECTORAL LAW

Level One

what is a general election?
--actually concurrent elections for individual constituencies
--length of campaign
--defi nition of by-election

how is an election initiated?

-role of First Minister and Sovereign (or representative)
--seats declared vaca.nt
--writs issued

what is the purpose of an election?
--establish govemment lhrough cxpression of popular support

-hold sining Members accountable to their constituens

who contests an election?
--registered political parties and independent candidates
--may include some inforrnation re: cvolution of jurisdiction's par.ty

who administers an election?

-Chief Electoral Oflicer or equivalent
--non-Partisan agency?

what nrles apply to elections?

-Election lct or equivalent

-campaign financing

-pafiy, candidate and third-party advertising

what happens after the election?

-individuals, not parties, are elected
--they are grouped into caucuses

Tarqet qroups: parliamentary support staff; political (caucus) staff.

a

ra

system

a

POLTTICAL PARTIES
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TOPIC I: ELECTIONS AND ELECTORAL LAW (cont'd)

Level Tt'o

rt,ill.

what is the purpose of an election?
-basic premises of liberal democratic theory (including consent, majority

the nature of representation, etc.)
-relationship of thesc theories to the acrual practice of parliamentary

democracy (do numbcrs of seats won accurately reflect popular wilt?)

underlying constitutional requirements and conventions respecting elections:

-the role of the Sovereign or Her represcntative
-procedure for initiating an election by the First Minister

what is the rote of political parties in an clection?
-historical dimension:

-rise of party governmcnt in the English House of Commons

-evolution of party system in local jurisdiction

-parties offer platforms with zuggested policies for implementation

-compete with each otlcr on a number of levels:

-ideological (sociaVeconomic priorities if elected)

-strategic (Persuading voters)
-administrative (demonstrating organizational competence)

the Election Act:
-regulatory framework for parties/candidates

-weighing the pubtic interest against parties' needs and interests

. after the election:
-parliamentary conventions surrounding the grouping of elected members

intopartycaucusesintheHouse,includingmajorityandminorityparties
-transfer of political power if opposition party victorious

proeram materials: works on political and constitutional theory; parliamentary

uutt *iti"r ru"t as May; 'nformation packages from Elections BC; seminars and faining

manuals from procedural offrcers and chief Electoral officer; situational role-playing.

Tareet groups: clerks, precinct directors' other professionals
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TOPIC II: THE PARTY IN PARLIAMENT

Level One

brief overview of how political parties developed under Westminster model:
-supremacy of Commons over Lords
-evolution of cabinet governnent

how is a caucus distinct from a political party?

how is a cabinet distinct from a caucus?
-cabinet ministers perform dual role as Member and minister
-only ministers are part of executive branch of government

how are parties organized in the chamber?
-governrncnt and opposition
-front bench and back bench
-party hierarchy (Leader, House Leader, Whip)

what fi.rnctions does a political party perform in the House?
-represent constituents and interests
-enact policies aad platforms
-hold govemment accountable
-opposition to act as "government in waiting"

Form of Information: brochwe, video, staff seminar, role-playing (ie
government/opposition h the chamber).

Tarset Groups: parliamentary support staff, political (caucus) staff.
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TOPIC II: THE PARTY IN PARLIAMENT (cont'd)

Level Tu'o

distinguishing rhe elements of party governrnent, including relationships between

cabinet members, backbenchers, and opposition;

the roles of parliamentary parties:
-representing constituents and interests

-enacting Policies
-providing oversight of administrative actions of governmcnt

the structure of parliamenury Parties, ie. Leader, House Leader, Whip, etc' and

their respective roles;

how parry caucuses struch[e the flow of parliamenury debate, through formal

means (Standing Ordcrs) and informa.l cross-Party agreements;

the development of the party sysem, both in England and the local jurisdiction;

theories of representative govemment.

als: works on liberal democratic politicat theory; Standing'Orders andPro ma

other parliamentary authorities; research paPers; colloquies and seminars, perhaps with

party officials.

Tarqet Grouos: clerks, xnior administrative staff. Individuals may have specific areas

of interest they wish to exPlore-
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CARRICULAM FOR PARLIAMENTARY DEYELOPMENT AND TRAINING

Toprc s_ SELECTED llllgTs oF PARLTAMENTARY
PROCEDURE

To provide knowledge and c
parhamentary pro.rrr" .u.'n"]iloo 

understanding among staff of certain aspects of

l. Opening and closing ofsessions.

2. Arrangementofbusiness.

3. process and curtailment ofdebate.

*,il.:JtrH::;*:"f,T: have been addressed in a question form, rhe answers ro whichprogxam in a panicular jurisdrctron.

1

AIM oF PROGRAM

-. .14 , 'tfrr'{fr,.".t,.'ffill[&giS!ed.rilr*,.-,..*
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General Introduction To Parliamentary Procedure

a-
Basic level

Objective:
To provide an introduction to the aims of and basic principles Pertaining to
parliamentary proccdure to a diversc range ofpeoplc

Target Groups:

It is suggested that this introduction be available to all staffserving the legislanre
(security, keyboard staff etc.), and not be restricted to procedural staff. Members and

the staffof Members, Ministers and civil servants could also be involved.

Topics:

Introduction to tegislature's history (ertending to Westminster, as appropriate)

Examination of rules of meetings.

Explanation why legislature's rules especially important:

. Sanctions (sigrrificant fines, imprisonment)

o good governance of nation or province at risk

. influence on regulating lives ofcitizens

Advanced level

Target Groups:

AII parliamentary staffinvolved in sittings of the legislature or its comminees.

Form: Seminars (highlighted by video clips), observation of actual events in the
Chamber or a commiftee room

Exploration of some elements of parliamentary procedure (eg. Bill-Act, motion - the basic

building block of procedure).

Progressing tlrough main elements of a normal sitting day, illustrating with video or audio
tape excerpts where possible. Encourage observation of House in operation, where possible.
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Parliamentery procedure:

o Shield for minority against majoriry

. Expectations of proccdure-
- To give the Govemment sufEcient oppornrnity to put policy and legislative proposals

to House
- To ensure rights of private Members protected to:

criticise;
initiate;' other format for constructive use of time

. Sources ofprocedure-
Practice
Wrinen and specific rules
Constitution
Scssional Orders
Standing Orders
Resolutions of lasting cffect

o Elements for procedural reform-
General climate of reform
Commitrnent by Leaders
Commitment by Members

o Reform usually evolutionary-
- Sessional orders assist
- Standing orders on trial, subject to change.

Topics:
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of ParliamentIA o enln

Basic level

Objective:

To provide an overview on events surrounding the opening ofa Parliament or a

session of Parliament, particularly in relation to their individual function.

This would involve special security considerations, special attention rcquired for the physical

movements ofpersons whose a(endance within Parliament is lcss &equent (eg. Head of
State, Chief Justice etc.)

Rehearsal ofspecial cvcnts (eg. election ofSpcaker) is ofassistancc (eg. disUibution and

collection of ballot papers, counting etc.).

Target Groups:
Security stalT, catering staf[, procedural staff not directly involved. Associate of
Chief Justice, staffof Speaker{esipatc (if lorown and possible), technical (eg. sound

and vision uni| staff.

Form: Video presentation (perhaps one prepared for benefit of new Members),

seminar presentations, rehearsals.

Advanced level

Objective:

To provide a detailed analysis ofevents associated with Opening Day

Target Groups:

Staff involved wilh procedural arrangements preliminary to and associated with
Opening, including record keeping staff.

Form: Video of past occasions. Seminars. Rehearsals, possibly involving some role-
playing.

For maximum impact, this segment would probably be best presented in the period between

elections and Opening Day.

To ics:

lA.t Summoning of Perliament

. ---dny electomtrequirement (eg. retum of writq advice on doelaretionro€polls)-

. Who issucs summons - Head of State, other authority?

How Members are advised of time and lace
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Sweariug-in of Members

. Who does it?

. Where does it take place?

. Form of oath/aflirmation

. Members' mcmentoes (signed bibles etc.)

t A.3 Opening of Parliament

. Pre-siningarrangements(catering,secudty)

. Whcre does it occur?

. Is the Parliament opened by the Head of State or a deputy; if so, who?

lA.4 Election of Presiding Officer
. Is it necessary? (May not be so for a second Chamber)

. Who presides (Clerk or senior Member)?

. Form of nomination of Presiding OfFcer and acceptance?

. Seconder required?

. Ballot i f necessary. Mcthod ofconducting and counting votes

tA.5 Speech of Head of State/Speech from Throne

. Who delivers it?

. Where is it delivered?

. Role of Serjeant/Black Rod, other officers

I A. 6 Formal business

Conduct ofany formal business before House considers speech ofHead of
State - Constitutional reasons for this.

lA.7 A.nnouncements by Party Leaders

IA.8 Reportiug ofspeech from Head ofState and Address Iu Reply

. Who reports speech?

. Address In Reply Committee

Mover

Composition

. Motion to adopt Address In Reply debate

. Opportunities for first speeches by new Members.

I A.9 Other appointments (Deputy Speaker/Chairman of Committees)

. How conducted?

. Powers, duties and responsibilities ofoffice-holders

lA.l0 Sessioual orders

Defiriition - "trial" staniling orders relating lo conduct of business --- --.-.
. Usually lapse at prorogation

lA.2
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lA.l I Committees

. Some appointed by statute, others by standing orders, in which case Members
may be appointed at (his time.

. Others appointed pursuant to resolution (or resolutions of both Houses) - May
be movcd at this time and Members appointed subsequently

(NOTE: Committee may be nted for life of Parliament)

I A.l2 New Members

. Familiarisation/briefing sessions for new Members

. Publications etc. to assist new Members

. Opportunities for ncw Members to participate in business

"Maiden" or first
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eninIBo of session s

To ics:

Cfhis would most desirably be a subset of lhe Advanced Opeaing Day segmetr t)

I B.I (Thi

Presidifll fn

s segmen wou d d ffbren tra e ts ofaspec rhcfo ocss Openi Pfs o arns n8css arnenten Iloa msnov wean Openin fo n8ng MemberVelec ou onP fres d o ocer n8 cer and
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IC Closin of sessions
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and how del vered to th H ,)o sEffect use( )ofproro ongati on cdOder bus lness be seo te(N ha som reso u ons ha "no thsIats anoLegr mn tanding v tionpsmake tmI rorogaar ro sp on)
E no liarnen comm tlees

Prorogstion of parliametrt

Definitions of prorogation and recess
Is proclamation issued, if so, by whom

Circumstances in which dissolution may happen
Expiry by dissolurion or emuxion of time
Preceded by prorogation?

committees etc.
before Huslllesstion on b

Effect ofdissolu
lc.3 (Fo

dithin tions

r Ib ca merA sla tulegi res)An rovtst onv p for a doub c and nWI preco:ts stx m agatnst eno ths noof (House date
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lC.2 Dissolution of House

dissolution
's



2 Arrangement of business

Experience has shown that an effective way to comrnunicate information as to the
business ofa House and to deal with the concepts behind any item ofbusiness is to
discuss a normal sitti with thc individual elements-da dealin

Basic level

Objective:

To provide parlicipants with an understanding of the elements of the parliamentary
day and where those elements normally fall within the sitting.

Target Groups:
This subject would be an esscntial part ofany stafforientation program. It could also

be extendcd to the staffof Ministers, Members and to the civil service.

Form: One seminar would normally encompass all elements in respect of an

introductory course. Illustration could be by means of video clips. Flow
charts could be utilised cg. in illustrating the legislative process.

Topics:

The motion - the basic building block. The path to a resolution. Importance ofdebate

Bills - Acts

Accountability elemenG - Question Timey'Ministerial statementVUrgency motionVGeneral
debates.

Advanced level

Objectives and Target Groups:

To provide those involved in assisting the legislarure in progressing its business with
a detailed knowledge of the elements that comprise the elements ofbusiness, and the
way in which it is arranged.

Form: A series of seminars would be most appropriate, spread over a period of time.
Summary and brief revisiting of previous elements would provide
reinforcement. Serninars could involve video presentation illustrations,

. workflow analysis flowsheets, role play, observation of legislahue.

To rcs:

2.1 Times of meetiu

roceedinto commence,, uorum necessa

8



2.3 Any Presiding Olficer's processiou

2.4 Serjeant/BlackRodAnnouucements

Prayers

. Offered at commencement of sitting

. Who says them

. Officers present

. Content of Prayers

2.5

Government business - Priority
. Notices - definition

. Matters that may be initiated without notice - eg. Taxation Bills

2.6

Order of the Day - definition

2.7 QUESTIONS

2.7.1 Development of Question Procedure over the yerrs

Its importance and utility @iscussion may highlight, by citing concrete
instances in the past, as to how accountability of the Executive to Parliament is

ensured during Question period)

2.7.2 Question period

. Duration

2.7.3 Period of notice

. Form of Notices of Questions

2.7.4 Questions without notice

2.7.5 Cstegories of Questions

Questions for Oral Answers (possibly called Starred Questions)
. Limits on the number of starred questions

. Allotment of days for oral answers to questions

. Supply of answers to questions in advance in the moming to help Members in
framing supplementaries

. In the event ofthe Question period having been dispensed with, how the
starred questions for the day treated?

2.7.7 Questions for written Answers (possibly called Unstarred Questions)
. Limits on the number of Unstarred Questions

2.7,9 Correction to Answers to Qoestions or statement made by Minister

uestions2.7.8 Answers to

2.7.10 Questiotrs to Private Members

;--e.----Ulltarkind of questionsean6e.addrcssed to a Private Mephe'? fhe"oloc€dllI8-
followed.

2.7.1 I Conditions of Admissibility of Questions
. Details of Standing Orders/Rules of Procedure in this regard

9

2.7.6
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2.7,12 Questions on m.tters under correspoodetrce betwe€D the Federal,/Union
Governmetrt ,nd the State Provincial Government, if eny

2.7.13 Questions concerning allegatious of corrup(ion egritrst Ministcrs of Provinciat
Government if any

2.7.14 Questious reletiDg to statutory corporations, other orgsnisstioas and companies
in which Union Governments have financial or controlling interest

. Statutory Corporations

. Financial Corporations and Banks

. Limited Companies

. AutonomousOrganisations,Universities,etc.

Statuto sations

2.7.15 Lists of Questions
. How soon these lists are prepared and circulated in advancc to

MinisterVMembers?

2.7.16 Mode of Asking Questions

2.7.17 Withdrawal or Postponemeut of Questious

2.7.18 Questions of Absen t Members

2.7.19 Supplementary Questions

2.7.20 Short Notice Questious

2.7.21 Lapse of Notices of Questions

2,7,22 Prohibition on publicity of Answers to Questions in Advance

2.7.23 Half-zn-hou r Discussions

2.7 -24 Committee on Governmeot Assurruces

sition and ftrnctions.Its compo

2.7.25 Questions regarding Assurances

Presentation of pepers

. By whom and how

. Subscquent action - Motion to take note

2.8

I . Prior informal consultation between parties

' Any time limits

' Subsequent action:

x--r-. --.-rstE6menfbyoppositionepokcqocenbyleave

- motion to take note and debate

- questions of Minister

2.9 MiDisterirlstatements
. Le.ave required
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2.10 Devices for Opposition to debete r psrticulsr mrtter

. Discussion of matter of public importance (no question put) and./or

Urgency motlon

2.11

2.12

Government business

Notices and Orders of the Da

Adjournment of House

. Question automatically put or moved by Minister

. - Participation by Mernbers

. Any provision for cxtension to allow Minister to respond to matters raised

. Determination of question - sefting of next sining time

2.13

Private Members' statements 90 seconds or other duration

2.14 Ordering of sittings

. Sitting pattems for the yearlmonths in which the House usually meets

. Does the House rcsolve to meet at certain times of the yearl does the

Govemment decide?

. Is a business statement given?

Budget day

Private Memberc' business

. DesignatedprivateMembers'businesVgeneralbusinesJother?

. Time for precedence

' TYPes ofbusiness-

- private Members' Bills

- motions

. Selection ofbusiness to be considered
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3 Process and curtailment of debate

Advanced level (Basic treatment would occur in "Arangcment of business" segment)

Form of presentation: Seminar, illustrated by video extracts of proceedings

Definition:
. Debate at heart of parliamentary democracy

. toosety dcfined, it covers all specches made in course of parliamentary

proceedings, but strictly speaking, means more than simply discussion.

. "Debate" describes proceedings between the moving of a motion and the

putting ofa question for a vote.

3.1

Motion
. A motion is the basic building block of parliamentary procedure.

. A fiormal proposal made to the House secking its decision.

. Substantive motions

. Subsidiary motions

3.2

Steps in processing of a motion

. Notice (ifnecessarY)

. Moving

. Seconding (ifnecessarY)

. Question proposed from the Chair

. Debate

. Possibly amendments

. Question put

. House decision

3.4

3.3

Rules of debate

. End result desired is House's decision - necessary to allow wide viewpoints

but not waste time. Therefore, some restrictions necessaD/.

. Restrictions to preserve relevance-' - no irrelevant matters (except where permitted, eg. adjoumment debate,

grievance debate, budget debate)
- no anticiPation
- no refcrcnce to prcvious debate, unless relevant

- no reference to other House debate, unless relevant
- no tedious rqqlition.
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Speec& time limits
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wholey'consideration

to

Involvement



t4

3.12 Chair's crsting vote

. Whether a casting or deliberative vote

Conventions surro vote



TOPIC 6

ENACTMENT OF LEGISLATION

PAPER FROM RUTH BLACKMAN

TO BE CIRCULATED



COMMONWEALTH PARLIAMENTARY ASSOCIATION

GT,IDELINES FOR TIIE
TRAINING OF PARLIAMENTARY STAFF

Resources that could be used for training purposes are:
. excerpts from any relevant standing or sessional orders
. resolutions or motions (eg appointing a cornrnittee)
. legislation (eg establishing committees, relating to witnesses or immunity from

defamation)
. Erskine May or similar procedural authorities (eg. exercise of privilege, secrecy

provisions, reluctant witnesses etc)

TOPIC 7 THE COMMITTEE SYSTEM

AIM OF PROGRAM

To provide knowledge and devclop understanding of Parliamentary corunittees' purpose,
function and operation, including

o treir scope and type eg. "domestic", select, standing, estimates

o basis and derivation of power

o Chairmans' role and responsibilities

o activities, including inquiries

. administration and staffing.
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l.l Parliamentary Committees - Overview

Parliamentary committees' role and functions
- established by and reporting to Parliament
- to exarnine legislation in deuil
- to oversight activities of the Executive in greater depth than possible in the House

- to investigate issues and provide public contact

- as a link or accountability for independent authorities or bodies

Hou, are they established?

Who is on them? (Eg on Joint committees; are Ministers eligible?)

How do they operate? (a general description only, covered in more detail in other

modules)

How and when do they report to the House?

Resources and activities:

Instructional materials prepared on the above topics.

Examination of various different standing orders, resolutions and Acts establishing

committees' terms of reference, membership and powers.

Discussions about how, why and where committees are different or similar to
departmental policy units, Royal Commissions, courts of law, Government inquiries.
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1.2 Types of Committees

General descripti of various tyDes:
(a) Domestic committees eg:
- House committee
- Library committee
- Printing committee
- Standing Orders and Procedure
- Business
(b) Standing commiatees eg:
- Scrutiny of regulations, delegated
- Public Accounts
- Privileges
- Public Works
- Estimates
general areas:
- Constitutional Affairs
- Government Agencies
- Law Reform
- Socia.l Issues
- Environment
- State Development
- Government Agencies
- roads, road safety, transport

legislation

for detailed review of legislation:
- Scrutiny of bills
- specific portfolio committees
(c) Select committees (usually have very specific terms of reference) eg to examine:
- a particular bill
- electoral reform
- specific development proposals
- specific law reform proposals, eg. licensing, drugs, prostirution.
- to cxamine events leading up to something (often higbly political)
(d) Sub-committees:
- is there provision? (If so, for what purposes, quorum requirements, restrictions, etc)
- an informal role? (eg. to settle intemal procedure, select witnesses, a steering
committee)
(e) Joint Committees:
Are there joint standing orders or do the standing orders of the House of origin of the
committee apply? What is the mechanism for informing each House about committee
appointments, terms of reference etc?

What procedures enable review of these committees' length of tenure, amendment of
terms of reference, or mechanism for commencing inquiries? Is there a capacity for
self-reference, or must a reference be conferred by the House or a Minister? Are there
any restrictions, e.g. not policy?

Resources and activities - comparative provisio3rs and.discussion groups 
-



4

Committees are established by the Parliament to report and advise the House(s)

Joint comminees are appointed by a resolution of both Houses.

Parliaments' status affects the life, functions and tenure of committees.

- prorogation or dissolution will result in constraints on comminee powers.

Resolution of the House(s) can dictate membership numbers and make-up' reporting

date, terms of reference, powers in general and powers of the Chairman (casting or

deliberative vote).

The Chair of the Comminee is the committee representative in the House for questions

(if permitted), tabling of reports, and correspondence with the Presiding Officers.

Presiding Officers can give procedural rulings regarding committee procedures.

Standing Orders apply in absence of any specific committee provision.

What are committees' powers compared with the House? For example, in relation to

calling for persons, papers or things the House will have greater coercive powers than a

committee ( unless there are specific statutory provisions backed up by sanctions). The

House often has powers under standing orders or statute to surunons witnesses and

enforce attendance at the bar of the House.

A committee's relationship with the House(s) is govemed by convention or specific

sanding orders. For example, the House usually does not debate issues arising from
evidence given at committee hearings prior to receipt of a Report. However, standing

orders or statutory protection may permit wide media coverage of the same matter.

Resources and activities:

Examples of different types of resolutions establishing committees.

Case studies to focus discussion on issues such as the relationship between tJre

committee and the House, or how the standing orders for procedure in committee of the

Whole apply to select committees.

I.3 Committee relationship to the House



5

2. Chairman's role and responsibilities

Principles in regard to Chairmanship eg. the Westminster tradition of appointing an
Opposition member as Chairman of the Public Accounts Committee. What is the
rationale behind appointment of Covernment members as Chairmen? Should Chairmen
be elected by the Committee or appointed by the House? Are there provisions for
deputies or Vice-Chairmen?

What are the general responsibilities of a person chairing a meeting?

The usual order of business in committee meetings is:
recording attendance, apologies, minutes adopted, business arising from the minutes,
correspondence in and out, followed by general business, setting of date of next meeting
etc.

Does the Chairman have to follow specific provisions applying to Parliamentary
committees? Eg:
- applying standing orders or procedure set by resolution to ensure procedural faimess
- setting the agenda
- giving the call
- voting, recording votes
- drafting the report, signing the report for presentation to House
- delegation of powers prior to any absence of the Chairman
- closing a meeting to the public
- removing disruptive persons from the public gallery in an open meeting
- observance of quorums.

Administrative responsibilities of the Chairman:
- consulting, advising, directing staff
- being the Committee's spokesman with Presiding Officers, in the House, in
correspondence with Ministers, officials, etc.

Entitlements, if any:
- expenses?
- salary of office?
- staff assistance?

Examine standing orders and resolutions and list powers and responsibilities of
Chairmen.

Case studies (eg focussing on procedural fairness to all members, a (Government party)
Chairman's relationship with the Govemment party).

Lectures or discussions with former Committee Chairmen, Presiding Officers, Clerks.

Resources and activities:
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3. Conduct of Business - Meetings' hearings, site visits.

Requirement for notification of meeting.

Record kept of attendance and decisions of the committee.

Order of business in committee meetings. Agendas.

Provisions for debate eg. do motions require a seconder?

Conflict of interest Provisions?

Procedure and traditions in your Parliament eg. committees ability to meet while the

House is sitting, can decisions be taken during site visits, in some jurisdictions a sub-

committee quorum sufficient for taking evidence etc.

Quorums:
- lack of quorum at start of meeting or hearing
- consequences
- loss of quorum during meeting

Resources and aclivities
. Case srudies on what constitutes a con{lict of interest in committee proceedings, when

it should be declared, who determines and effect of declaration.

. Discussion on purpose of quorums and options for ensuring effective committee

proceedings.

3.1 First meeting of a new committee
tAl

Are there provisions in the standing orders:

- for nomination of members
- who calls the first meeting
- notification of date and time
- special provisions for joint committees.

- conduci of the election of the Chairman or is the Chairman appointed by &e House?

Resources and activities:

Examine standing orders, sample resolutions, messages between Houses re date and time

of first meeting etc.

Draft notification of first meeting and role play election of Chairman'
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3.2 Inquiries
Terms of reference - how are they refened?
- does the committee have the potential to self-reference, eg by statutory provision?
Can the House extend references received from Ministers?
- is the scope of the reference clear and exact? This may depend on drafting (eg use of
the term "and any related matter")
- can the House or Committee amend terms of reference? how?
- what is the affect of prorogation or dissolution upon the reference?

The ourpose of the inouirv will influence the conduct of the inquiry eg:
- the lime table, the work program
- the need for background briefings or preliminary research
- the extent of the call for submissions
- whether informal discussions are held with departrnental officers etc.
- the selection of witnesses
- the line of questioning pursued by members
- what should be the role of Chairman in leading quesrioning and ruling on admissibiliry
- emphasis on different Chairman's duties and responsibilities?

Public inout and publicity:
- how can the commitee advertise the inquiry or use other forms of public
announcement, such as radio interviews?
- what are ways of encouraging public input, reasons for importance of interaction with
public?

Media:
- has the House given permission for media access and coverage of hearings or is it
restricted?
- are there guidelines applying to media coverage of proceedings in the House? Of
committee hearings, or public meetings?
-are there standing orders permining broadcasing, or is it at the discretion of the
committee? What issues should be considered by the committee in considering a
request from the media (eg should souod be permitted? Will the broadcast of excerpts
be fat? Will the witness be intimidated? Will televising promote grandstanding or
stunts?)
- are there statutory protections for publication or televising of "fair reports" or
excerpts?

How should a Chairman program a committee's deliberative discussions on outcome of
inquiry or progress of investigation?

Are drere standing orders governing the process for drafting of recommendations or the
report? Or the process for the Committee's deliberation on draft report and possibly
consequent amendments to the draft and redraft.

Is access to submissions restricted, or provisions for maintaining confidentiality of
certain rnaterials, draft documents etc? Do standing orders permit release of
submissions when tabled before the committee, or is a special resolution necessary?
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Resources and activities:

Draft time+able for steps in inquiry.

Brain storm potential interest groups for different inquiry topics.

Discuss criteria for selection of witnesses and allocation of time for questioning/\ 'itness'

statement to committee,. if any.
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Resources and activities

Role play of questioning government witnesses on policy to focus on ways of eliciting
information.

Discussion of ways of questioning witnesses, order of questions, types of questions

permitted.

Discussion of what would be out of order in a comminee hearing eg. sub-judice issues.

Viewing committee hearings, in person or on video.

Identify advice that a witness summoned to appear before a committee needs (terms of
reference, legislation or resolution establishing the committee, description of probable

proceedings, place, time, security arrangements, media coverage, privilege etc)
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4.1 In camera hearings

Are there mandatory provisions in the standing orders or legislation dictating when
committees must go hear evidence in camera (in secret)?

Why is evidence taken in camera?

At what point can a witness or member of the committee request that the hearing
continue in camera? What are the mechanisms and criteria for considering such a
request? Are there altematives to in camera hearings eg restricted viewing of
documents, information provided in a conglomerated form or with individual names

erased etc.?

Can evidence be taken in camera as a precautionary merlsure (for instance if it is
anticipated that evidence might include defamatory allegations or concern secret
information) and later released if the witness agrees?

Can the committee subsequently resolve to release or refer to evidence taken in-camera?
Would the commiftee always require the permission of the witness concemed?

What are the principles to be considered in relation to release or reference to in-camera
evidence eg the balance between public interest in information vs. the possibility that
release of in camera evidence might be a detenent to future witrresses.

Does the fact that evidence was taken in camera mean that it carurot be refened to in
the report, either directly or in general? What is already in the public domain?

Consider the difficulties that might arise later in the hearing process in differentiating
or recalling exactly which evidence was taken in camera, and which facts are on the
public record.

Are there provisions for attendance by legal counsel or other advisors at in-calllera
hearings? Should they give specific undertakings to keep any information confidential?

What is the status of Hansard transcripts of in camera evidence? Are there special
provisions for corrections?

Review of case mrdies of types of matters considered in camera.

Case studies of other problems encountered in relation to in camera evidence (eg

subpoena by Royal Commissions or courts, leaks etc).

Activities and resources:
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4.2 Evidence. submissions and committee documentation

Record keeoine:
- are there different requirements for dealing with evidence, tlanscripts and exhibits?

- what is your system for numbering of submissions and acknowledgement of receipt?

- should each committee have slandard files and filing systems? who stores the files,

the cornmittee or the Parliament's administrative office?

Submissions:
- how does the commiftee deal with requests to keep submissions confidential?

- at what stage do submissions become privileged? Is there an Act covering this?

- what is the status of submissions as committee proPerty? What happens if they are

released by the submitter?
- do you accept anonymous submissions?

Correspondence:
- who signs?
- what and when is it circulated to committee members?

Evidence
- is a record of evidence mandatory or necessary in every case?

- taping or transcription of evidence will be dependent on resources

- colTections to transcripts-

Archivins of documents at conclusion of hearing or upon dissolution of committee.

What should be kept? How should documents be listed and arranged?

Resources and Activities:

Discussion of advantages and disadvantages of transcribing evidence (eg will there be

occasions when note-taking will suffice, or only certain portions of taped evidence need

be transcribed? Is only Hansard transcript privileged?)
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4.3 Reporting

What is the purpose of the report? What dictates the content of a report (eg standing
orders? a statute? the resolution of the House establishing the Committee?)

\\trat should be included in the report? Are recommendations always included?

Do Standing Orders require the Chairman prepare (or advise the staff on preparation of
) a first draft report? Is it confidential to committee members at this stage?

What is the process for consideration of the draft report and adoption of
recommendations?
Do the standing orders require formal resolutions? '/hat is the procedure for recording

amendments or decisions? Is the Chairman's foreword subject to review by the

committee? Should there be conventions to be observed if it is not subject to such

review?

Do standing orders require a Chairman to sign the final report?

Is there provision for incorporation of minority views or dissenting report(s)? What are

the guidelines permitting staff members to give assistance or advice to dissenting

members? Is any dissenting report or view subject to consideration by the full
committee?

Presentation to the House. Are there specific standing orders dictating who may table, or
when tabling may occur?
Is a motion to print required?
What is the appropriate motion for tabling of evidence or associated documentation?

Are there provisions to table a report when the House is not sitting or out of session?
(Eg specific statutory provisions, resolution of the House or enabling bill?)

Debate on the ReDort. Is there a specific time allocated for debate of the report under

the standing orders?

Are there any provisions for mandatory Goverrunent response?

Printing and distribution of reports - how many and who to?.

Monitoring or follow-up review of recommendations by committee - how often and
hearipg-t ?* correspordgnce3)L- ^

There are different types of repons:
- on bills (proposing amendments)
- on petitions
- on estimates
- interim reports
- final reports
- special reports.
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Resources and activities:

Examine examples of different types of reports, @mparing format and style of reports
of domestic committees, standing committees (eg Privileges Committees), bill
committees, delegated legislation commiftees and select committees.

Compare proportion of contents comprising recommendations, minutes of proceedings,
tone and degree of analysis, reference to submissions or other research, incorporation or
appending of extra malerial or transcripts.

5.1 Staff

Who resources the committees? Staff establishment will be dependent on resources.

Staff ideally should be attached to the Parliament. Committees are creatures of the
Parliament and should not be treated as discrete units, nor individual offices.

What should be the ideal and proper relationship between support staff and the
Committee?
(Compare with the US Congressional system in which the staff drive the committee and
largely determine the terms of reference).

Are there options for seconded or temporary staff?

What are the job descriptions and responsibilities of officers such as Secretaries or
Clerks, Researc.h Officers, or support stafP.

Who is responsible for appointrnent, training, supervision and day to day administation
of
staff?

Can you use consultants, specialists or seconded experts from Government departments?
There will be irnplications for funding, contracts and supervision.

What are the qualities and values that should be demonstrated and espoused by
committee staff eg. proper relationships between committee stafI, govemment offrcials
and members' personal stafl?.
What mechanisms exist to promote sharing of information and knowledge between
committee officers or consultants? What can staff tell and teach each other?

Resources and activities:
. Exercise of identifying the "minimal" requirements in supporting a select committee
or estimates commiftees. How can this be achieved within your existing resources?
. Discussions on advantages and disadvantages of committee-specific staff.
. Case studies to focus on the role and responsibilities of committee officers in relation
to providing advice to inquiries from the Executive, the media" and advising the
Chairman.
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5.2 Budgets and Finance

- what are themain budget items for committees?

- specific allocation for staff, printing or travel?

- advertising
- equipment
- expert advice. temporary assistance

- conferences, site visits, travel arrangements, entertainment and allowances

Are there benefits or disadvantages in allocating a global budget for all committees

(flexibility and economy/inequality in allocation) as against making specific allocations

for individual committees at the beginning of the financial year (permining greater

accountability, but also requiring reporting and possibly monitoring). Choice of
financial arrangements will be dependent on what resources are available and who

allocates the Parliament's frrnds.

who is responsible for ordering or purchasing items or services? Are there cross-

Parliament guidelines?

what are the permitted financial delegations, and is approval by a higher authority (eg

the Clerk, The Speaker) required for all or any categories of expenditure?

Preoaration of est mates

Resources and activities:
. Review of comparative arrangements in different Parliaments



Aim of Proeramme

To provide a thorough understanding of how the I-.egislature examines proposals for public
expenditure and the raising of taxation, and of the work of the Public Accounts Comminee,
by identifying

the principles of financial procedure and parliamentary control

the cycle of parliamentary approval for public expenditure and taxation
proposals

the role of the Public Accounts Comminee

Format of Programme

The following notes, reflecting Westmirster practice, are intended to identify the principles
of financial procedure and parliamentary control which are couunon to most Commonwealth
legislatures. Such an outline might be used as a basis for raining, wi*l extra detail included
depending on the grade of staff concerned.

Resources that could be used for training purposes include

. excerpts from any relevant Standing or Sessional Orders

sample resolutions or motions (eg to approve Estimates, or new taxation
proposals)

sample copies of Supply Esrimates, Annual Financial Statement and Budget
Repon, erc.

sample legislation (Consolidated Fund Bills, Finance Bills, other Bills which
create a charge on public funds or on the people)

sample reports of the Public Accounts Committee, or of the Comptroller and
Auditor General

exc€rpts fiom the Constirution or legislation covering the powers of the
Executive or of any second chamber.

excerpts from Erskine May or similar procedural authorities.

TOPIC 8

CPA Expert Group on Training of Parliamentary Staff

Public Exnendinrre. includins Finance Acs. Audit. Public Accounts Cornmittee
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I

The Executive (Crown) makes known its requirements.

Parliament grants aids or supplies to satisfy these demands;

and provides by taxes, and by the appropriation of other

sources of public income, the ways and mears to meet the

supplies that have been granted.

Parliament does not vote money unless it is required by the

Executive, nor does it impose or increase taxes, unless such

hxation is necessary for the public service as declared by

the Executive.r

(i)

(ii)

To what extent does this pinciple, that no public charge

can be incurred excePt on the initiative of the Executive,

operate in your Parliament ?

(b) Is this principle set out itt Standing Orders?

Does this mean that only a Minister can introduce a bill
whose main obiect is to create a charge, or signify the

Queen's recommendations to any nations which involve any

pubtic erpenditure or Srant of money not included in the

annual Estimates? If so, how is this arranged in practice?

(c)

Issues: (a)

Thc Br(rsh Hoos. ofcommo6 rc6ns (hc righr of irud.rrv. ovcr irr o$n cxp.tditu.c. lsrng r Ptoc.durc utdcr shlch [r teo $rtPl]

Voics rrc prci.nld br lh. Sp.:kcr on bch:lt of $c Housc of Commons Commtssion Howcvct thc }totion lo :pprcve th'

Estirn.lca. includrnt thos. for th. HGrs.. is movcd b! r MinisEr of thc Cro*n

Framework of Financial Relations between the Executive

and Parliament

I
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2 The Role of the Second Chamber

(i) The financial powers of the House of Lords are limited,
first by the ancient 'righs and privileges' of the House of
Commons as asserted in their resolutions of 1671 and 1678
and subsequently, and secondly by the terms of the
Parliament Acts l9l1 and 1949.

(ii) The role of the House of Lords in the grant of supplies for
the service of the Crown (Executive), and in the imposition
of taxation, is to agree, and not to initiate or amend.

(iiD The House of Lords may reject fimncial bills without
infringing privilege. But the procedure under the
Parliament Act l9ll provides for a 'money bill'2 as

certified by the Speaker to be presenred for Royal Assent
under certain conditiors, even if it has not been passed by
the House of Lords.

to initiate financial bils?
to amend financial bills ?

to reject financial bills ?

(b) Wile the second chamber cannot arnend Finance Bills and
Consolidated Fund Bills, can it amend other bills even if
this interferes with a proposed charge?

(c) What is the practice of the first chamber in asserting or
waiving its privileges in relation to the second chamber?

(d) Hou,does the second chamber operate within the existing
conventions /consfirutional arrangements ?

(e) Hou'are exchanges carried out between the two chambers?
Is there provision for arry conciliation process in the event
of disagreement?

Issues: (a) What restrictions exist on the right of the second chamber

For the Frrpoict of ftc hrli.mcor Act. . rnory bill i! r bill rhicb co .ins gdl pmr arbrs r.hin8 ao a.[rion. rupply. or qhcr

forms of ctur86 on the Fopl. o( oo Frbtic funds.
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3 Exrrendit ure Proced ure

The annual cycle of Estimates and appropriation is based on

the Main Estimates, usually presented in the month

preceding the relevant financial year, with supplementary

Estimates at intervals thoughout the parliamentary year'

and a Vote on Account to authorise a provisional allocation

for the forthcoming financial year.

The global amounts contained in the Estimates and Vote on

Account are given legislative force by Consolidated Fund

Bills, whilst a Consolidated Fund (Appropriation) Bill
appropriates the specific sums to the individual Services for

which they were granted.

(i)

(iD

Using what procedure, if any, and in what detail, does

Parltament examine the Supply Estimates of each

Depamnent?

Issues: (a)

o)

Are Connnitlees involved?

Are any of these loint Comminees?

How long does the Process take ?

When are Supplementary Estimates published? How are

t hey ann ounc e d / examined ?

Does Parliament have the right to amend the Supply

Estimates and, if so, is this limited to reductions?

(c) Is there a procedure for Parliarwnt to exunine longer term

projections of public expenditure such as Annual Reports of
Ministries?

i
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4 Ways and Means. Budset Resoluti e Actsns and

(i) The raising of taxation (ways and means) is authorised by a
resolution which can be moved only by a Minister of the

Crown. This is a necessary preliminary to the imposition
by legislation of a new tax, the continuation of an expiring
tax, an increase in the rate of an existing tax, or the latter's

extension to new payments.

The annuat financial 'Budget' Statement, and the ensuing

resolutions incorporating these proposals, are given

legislative effect by the passing of a Finance Bill.3

(ii)

Issues: (a) How are any immediate tax proposals authorised?

(b) What machinery (Cottaninee or Chamber) is used to hod a
debate on the Chancellor's proposals, and to consider the

Finance Bill?

Such as: Opening Speech (Chancellor's Budget Statement)

Passing of First Resolution on Amendment of the l-aw
Budget Debate (perhaPs 4 doYs)

Passing of Remaining Resolutions
Presentation and First Reading of Finance Bill
Second Reading of Finance Bill (one doy) (2-3 weeks

afrer its publication)
Comminat partly to a Standing Commiuee and partly
to a Commioee of the Wole House

Repon/Consideration stage

Third Reading
Sent to Second Chamber (House of Lords) and
etentual Royal Assent.

i 
Somc budgcr r.sol,.:.-:ons. panicul&tt thosc d.atrng wirh cftisc duaics. havc immcdiare st turcry f6rcc urdcr thc Provisiord

co ccrtoi of Tarcs .{.1 1968. rllll(xlsh evcn rhcs. r.solurions must subscqucndy b. rrtidatcd b! th! FiMtrcc Act.
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5

The Appropriation Accounts are audited by the Comptroller

and Auditor General and are presented to Parliament The

scrutiny of these accounts and of their audit is carried out

by the Public Accounts Committee.

(i)

How does the Pubtic Accounts Committee operate? What is

its ternts of reference? Membershtp? Who chairs it? How

often does it meet? Wtat hearings does it hold? Does it
carry out any Value for MoneY audits ?

How ffictive is the Public Accounts Committee in

identifytng errors in the Ministries and bringing Permanent

Secretaries to account for their responstbilities ?

Does the Comptrotler and Auditor General have an expert

staff which provides objective advice to the Public Accounts

Cimmitteei Is this staff available to assist other Select

Committees in their scrutiny of Government ?

o)

Issues: (a)

Audit and the Public Accounts Committee

(c)



GUIDE FOR PAXI,INHEN'TAR.I DEUEIOPT.{ENT TTID TRAIII}IG

TOPTC9-PRIVATEBTTLS

AII{ OF PROCRAT{

A guide to provide koowledge
BLIls

aad good uuderst:nding of private

DefiDltloD ald disthctl.ve features of prlvate billa;
Obj ectives /Purlroses i
Procedurea la leglelatlug.

1

2

3

Sourcea of infornatLoa alrd reforence are
Practices aud Procedureg (PrecedeEts),
Coastltutl,oDs, Resolutl,oas of ParliaEelts etc.

Staudiag
writte!

Orders,
ru1es,



INTRODUCTIOI{

It 1r lnportaat to Dote that all leglalatlye propoeala hay6 to
be brought Iu the for:a of Bills before Parlia.neut, lence the aeed
to know aud appreciate what prlvate bL1ls are!

1. DeflnLtloa aad DlstLnctive features
of private bLlls

* To give a precise definition of gucb bills?
r IDdicate how they differ froE other bills, i..e. public

bllls, prlvate neubere bille, bybrLd billa;
Glve aa outlLne of wbo 8ta.Ed to beueflt frora sucb
bil.ls.

2 ob{ ect s /PurDoses and For:[s of private bills
l{hat are the maia objectives of such bills?
How aud rrho fo!:rrulates the said objectives?

At whose expenses are these bills printed?

Eow toaDy copies ought to be produced and hor. are they
nade available to the parties concerued?

A.Ee there persotrs t ho calDot be allowed to be
ParliaEeDtar7 Agetrt6?

I

*

*

*

*

3. Parliaeentar:7 Agepta (LaEyars or lttoraeys pe::nitted to
practLse before the Bouse or e Co@l.ttee ia regard to all
Eltters relatlug to prlvate bll].a - otLsr couDtrlee ralght
not Decessarily call tbeu ParllareDtarT lgeDts, Lt differs
froD couDtr? to country) .

What lecbaDisus are
ParliaDeDtar? AEelrts
coEduct?

in place to
coufom to tbe

eusure that
set code of
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P I l-ninarv cedures of ot ices

It Euat agaia be Doted that iD alEoat aII ParlianeDt6 there
are varioue condltloas lalit dowa to be obaeried for
proceaeiog private bille.
* NotLces by Advertia€E€ut - notlce of inteutioa to

apply for leavo to lutroduce a private bLll has to be
uade .

r t{ho eusurea tbat DotlcoB ar€ Eade?

* Ia there aay fonrat ueed la DakiDg auch uotlcea?

r fD shich docuneDta/PaPera do tbeae uoticee aPPear?

r wbat are the coDtenta of such uotlc€a?

r wb.o should be served nith such notices other thaD
ParllaEeDt?

* Are there ady ti-ue limits t ithiD erbich such lotices
sbould aPPear?

5.1 PETITIOT{ FOR I,EAVE TO II|IRODUCE A PRIVAEE BII,L

* Wbat are PetitioDs?
* What are thelr used for?

* wbo Ebould sigu such PetitioDs?
* I{ho deter:uiaes their rerits or legiti-uacy?

rl

2 . APFOIITII.{E!T OF EXAII'tITTERS AIID THEIR DIXTIES

Wbo appoluts EraDitrers?

t{hat are the respoasibili.ties of Eraniners?

Eow do Eranloers deter:rnlae whether the bills are
publlc or Prlvate LD trature?

l{hat are tho IroiBtE consldered crucial for ths
sultabillty or aon-sultabtllty for Prlvate biltg to be
Legislated ulron?
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6. TEES EXD OTHER EXPETISES PATABLE BT PROI{OTERS

r what aro tho fees Paid for?

* I s there aDy f or:u of, guaraDtee for aucb Pa!'toeEt8 ?

t lre tbere aay apecifl'c tiuee aad placee wb€re and wbeD

theae fese could be uade?

rHoerdoParlianeDt8eDsurethatth6stipulatedfeesare
paid ?

* Are tbere aDY refuads iu cases of oppoel'tloo or
rej ection?

7. PETITTO}IS IF .OPPOSITIOI IO BILIS

* I{hat are PetitioDs?
* t{ho lesues aud sigras tbese PetitioBs?

* wben aad why sbould there be petitions?

* t{bat Le the duratlon of serviug such Petltio!?

8. PROCEDT'RES Ir TRE HOUSE

In Eost Parlianents Private bills pass tbrough soEe stages
;; other bills. tl.rt are lowever seJ.ect Comittees
,pp"1it"a to a""i with private bl-Ils and tbeir aanes differ
ii'ou country t"- "o""ti 

(i'e' waye and t'teaas CouLttee '
u.K.)
r l{ho Pre6eBts the Private bill iu tbe llous€?

* At what stage is tho private bill referred to the
Select Cot@ittee ?

* what ar€ tho functLoas of the Select Co@itt6€ lD thi6
resPect?

what are Exa.uluers oxPected to do iD caees of doubt6?

Hoe, do Parllatneuta Prot€ct tbe interesta of the public
in this resPoct?
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* At l,hat stage caD aEeDdDeEta be Eado to tbe blll?

* Ie tbere any tlEe llDlt withlD whlcb a p-fivat-e blll
oogUi t" be 

-cousldered by the Select co@ittee?

* llh€D does the Select Co@1tt6€ exPected to subEit lta
rePort to the Houae?

9. ASSEIIT TO fHE BII,L

* I{ho gLves the aaaeDt to the private bill?

t caD she/he wltbhold her/bis asseDt?

. what happens if ebe/be withbold6 her/his asseEt?



(.'t.tl<lllt'l.tl.ll .l l:Oll l'.1lll-l,lLll,Nlzlty l.rf t'Ct-()l.'A.tt.:Nt llNt) t t(AtNthG

TOPIC 10. EANSARD AND RECORDS MANAGEMENT

1 o provide krrc*lcdge rnd develop undorsLlnding umong rtaff of thc fi (,.{ingi
subjccts

I I lsnsard

Rccords Managerr rErt including
-cntrrpttl crirel iorr of Rcc(rrds

2

Lay-out for rhcss subiccts has bccn prcparcd in lrght ofpractices / proccdures
prcvalcnt in thc lndian Parlirmcnr lt could be suitably amendcd / modificd in lighr ol'
pncticcs / pr()e!rJurcs / c.nvendoos / custorns obl,ining i, otlrr parlianrcnt con;crncd.

l'lM (tF PRO(jR.1'itlrrt;
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HAIiSAItD

lts nccd and imPortancc

l.l Whrt it Hrnsr.rd?

,t..) S r -...ti-5 o.'Jcr,'rrulc

- Clcrl's rolc in this rcgard

L1 for :lr Jrrepa r-arico ?

lrr *hr( furtn rtt.l ltirlv roon Hrlttlrd ll prtprrc

l: il teil6, Prerarcrl on rl(ily basir fur t'cln8, rrradc svailirulE tr-r llrcllrt'!'l5t in

uncorrcctd forR thc nert day:'

lIrhr Hottsr Jils bcyond the ulurl hotr's ofsininS' whcthcr any suPPlomant ro

it'" i"ity P"a;..nrrry Dchater' coverirrg lhe ProccGdi6g'5 bryond thc usull

closing hour. is issued?

How ar c pr occer'tings recordcd during interruptions?

l.l

I.5

How procetding! rrc ttcoldcd ? Ar! lh€sc b€i[t tclclilnlcd rlto?

d?

MctlurtoloS;r (<lllowcd for trklnt shorthrnd notct of Procc.dintt.

- [n caro of twtr or lrrorc lutrgrtugc:. protrdurc for sim(lltancous intcrproation of

ProcecdinSs

- tn cusc uf lwu or morc hnSuESes' ho!'Y thc transledoll work is handlcd?

l(;

1.1

Lrrrguegdr) urcd in the Housc.

Lengurgc{r) in rvhich Heonrd ir cornpilcd.

- Scopc ofculteulion by Minislcrs / mclnb€rs ofthcir sP€cchcs'

- lrr uasr any c{rrr€{.1ion / change is allowed, how lr i5 reflected in the HlnsSrd?

rg hcr dclivcr cd ll.;r r ops {ire lncrrrl'ct!'ConOrmation of tranrcrlPrion of rp(.(

1.4
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lf crpunction from thc procccdin:rr ryithdnrrrt of wordr or unplrliimcntrrJ/
crprcllions erc pcrnrillerl, rt;rer Rutor of Paoccdurc /Etendiog Orrlsrr.
whel indicr(ion ir giv3n in Eeunrr! irr thit rcgerd!

- Intinration to lhe prcs3 rctar(ling crpttnclion, ctc

lf Parliau,cntEry Procculrngs sle elso telcvised livc, how the mlttct. retarding
cxpunction, ac. is tr <a(cd?

I lo Edirirrg of Hrnsard.

I I I tt! pt ii!11]lH / publi(ntio(.

t.l2 Suppty of Hrnrlrd to rrr<rrrUrn rnd othcr fndirmaols.

Are lhcsc rvallablc On computer end Yla intof-nct.

l. ll lrrdiccs to lhnurd.

I 14 (lopy right rnd its infrinBcmcnl.

Sylcprb ul ?rrllrtocntery froccadangq an c.tr lhc3c rrc bcing prcpercd.r.ls

tu crrc ofr iccrr( sitrint, how e rcporl of itr procccdints it prcprnd snd
how long end ondcr whotc curtody it i, Lcpt?

I 16

l9
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2 A RE(:(IN.DS MAN^GEM}:N'I'

Definitioo of tcnur urcrl ln FUhrt f mc2Al cd urc-

2 A.2 ComPorition of n Filc.

- Main Filc - Pen Filc - Collcctioo (lovcr'

- ldcntiflcation marking for trrgcnt and irnp()rtrnt csscs

Workiog r Filc

- Numbcnng of Pagcs.

- Dock.t'n8, f)ockctirrg of Psrt l;ilcs

- Filing olotlicial. Dcmi-nffieial end Un o6cial conurruttica(ions

- Linking of Filcs

- PrrrrritY marling on lilcs.

- ('tuss referencc of correspondcncc.

2.4..4

2A.l

Arnogcor..tt of PrPrrr in e catc.

- Plrcing of m.,rc than onc dtall on the File

closing o( Filcr.
- Opcning and numbcring of ncw l'ilqs

- Opning aod numhering of psn l'ilcs.

- Scparate File for each distinct subjcct

MEintcnEncc of File Register.

- Rccording.

- Muventent of Files.

2. A.5

of Filcs

Opcning rnd N urubcring of ncw Filcr. Mrintcnenc. of Filc RcEistcr rttd

Clos
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2 A 6 Rtcording of Filcr.

- Classiticrtiol ol'Filcs f<.rr rccurrJing.

- Dcstruclion of ePheareral Filcs

- Pr cparing a Filc l'or Rccord

('u,L<,dy of l'ilu:

- (itrstody ofsccrel and confidcntiel Fil"r

2.A.7 tndcring of Files

- Maintcnancc of lin shrwing thc clsssifisition of subjccts dcalt with irr thc

Branch.

- lndcx Slips

- Prcparation atrd surl(rdy oflndcx Cards.

- Printing of Annual lndcx.

EditinE .nd Printing of iruponarnt Files of histo

poticy dccLsionr / lerting prccedcrrte-
2 A8 ricrl imporl.ncc / mrjor

2.A-9 Rcview end wccding of Rccords.

- Pr ucr:rture for reviewing thc conlents of Frlcs ofdifferert classificltion

numbcrs bcfort bcin6 ,"cc.tle<J out

' Wrxrling of othcr misr:nllrn'otrt Parr'rs.

- Wecding of rccords rcl8tint to Accoun(s.

2.A. l0 Mri (cnitlcc rnd Prin(ing of Pr.ccdent Regirtcr end prcprrrtiol of eatricr
for Ynnurl of Burincrs ond Procedurl / Merrurl of Anlclcs o( thc

Constitution / Selccl Documcnts.

2.A. l l Collcction rnd Printing of Deprrtntcntnl Dccis tons.



2 A l2 ?rcprrrlioa end rubotlrrion ofcerer.

- P..nrrrl of Ltel by I lcr,l of Bren.h ond itt chstilic ion.

- Initial cxominrtion of lrrcipts by dualing officcr in rhc Brench

- Bringing ofreccipts on r filc.

- Sc,rpc rnd purJrosc ofnoting

- Ar:rion by Head of thc Branch.

- Notrng by Branch Ulticcr.

- Notcs rnd ordcrs ofncxl scnior olliccr.

- Self canroincd Notc for Spcalcr / Prcsiding Olllccr.

- Dnlt when ro ha praprrcd, (itoonl In!-truoaioar on dcaflir1g.

- Roulrd of rrcrbd drso.rssions. orders rnd inlruclions.

- Chrnocl of rubrnission ofcarc:

- Trcetffnr 6f s.(TGt rnd contidcntirl PlpcsJ.

6

?.A. I i Malatcrrncc uf P€r}ontl !'11., by Adminislration / Bnnch.
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2.8 COMPUI'ERISATION OF RA(:ORDS

2 tl I (:um ptt(crl3rlion of Rccordr in vrriour Brnnchcs.

- What kind(s) of files Bo in compulcr'/

2.8 2 Computcrirrtion of Lit rrry Mrnrg..Dcot functionr like rcguirition.
proccaring rnd lsruc / r:turo of Dookr.

2.,t7 Comput.risrtion of lnforme(ion Scrviccr to ocmben of P.rlirrDcol.

- Nunrber end nature ofcomputcrs installcd in Parliemenr rnd vrflwere
proSrarunc-r devclopcd.

- Dtrtr storcd in computer ccntrc of PErli8ment for on-linc rctricval by rnembcrs.

- Corrrpu(er facilitics to mcmbers at lhcir rcsidcncos / wo* placcs.

- Orr-lirrc slTyiccs avallablc to nlcmbcrs.

2.8.4 Llnkr8c of thc Prrlirmcnt Libary witb Perlhorcntrry Librerict of forefn
corrrrlricr rflrI inlcntataonrl databrrct throuth ,rldlilc acllvorL



TOPIC 11

RESEARCH AND INFORMATION SERVICES FOR PARLIAMENT
AND RELATIONS WTTII TEE MEDIA

PAPER TO BE SUPPLIED



CURRICULUM FOR PAIILIAMENTARY DEVELOPMENT AND TRAINING

TOPIC I2 . N{ANAGEI\{E\T AND ADMINISTRATION OF PARLIAMENT

AIM OF'PROGR{M

To provide kno*1edge and develop understanding among staff of certain aspects

ol the management and adminisration of Parliament. Topics to be discussed could

include the organizational strucrure ofrhe legislarure, the role of various officers involved

in the management of the legislarure and services, and lhe salaries, allo*'ances and

services available to Members of the legislanue.

FORMAT OF PROCR{M

This program explains horv a legislarure functions from an administrative point of

view. It ma1' best be developed as a lecture or a series of lectures by legislative staff

setting out how the legislature is structured and managed. Organizational charts and

administrative documenls could be used to underline some of the informalion presented

in the program.
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I ADMINISTRATIVE JURISDICTION.

lA Administration of Parliameatary Jurisdiction/Precinct

Discuss who or what is the authority responsible for the administration of the

parliamentary j urisdiction/precinct, i.e. is the governing authority a person. board,

commission? Also discuss:

. its authoriY

. its mandate

. its appointment

. its tenure

. its responsibilities

2 ORG,{NIZ.4.TION OF THE LEGISLATURE

2A AdministrativeStructure

. How is the legislanue structured?

. How many departments make up the legislarure?

. Who is responsible for the administration of the various departments?

. What services are provided?

2B Management of the Legislature

28.l Role of theClerli/Secretary-GeueraUDirector-General

. Hor*'is this person appointed?

. What is his or her tenure in the position?

. To whom is he or she accountable?

. What is his or her authority?

. what are his or her responsibilities?
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2B.2 Role of the Chief Administrative Officer

. How is this person appointed?

. What is his or her tenure in the position?

. To whom is he or she accountable?

. What is his or her authonry?

. What are his or her responsibilities?

28.3 Role of the Sergeant-at-.{rms?

. How is th.is person appointed?

. What is his or her tenure in the position?

. To whom is he or she accounable?

. What is his or her authoriry'?

. \\tat are h.is or her responsibilities?

2B.4 Other Oflicers

. How are these officers appointed?

. What are their lenures in their positions?

. To whom are they accounlable?

. What authoritl do they have?

. \\trat are lheir responsibilities?

2B.5 Parliameutary Staff

. How are parliamenary sraff recruited?

. Do they belong to the public service?

. \Vhat are their terms and conditions of employment?

. .te they rurionizedl'
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3 THE LEGISLATURE,{\D ITS BUDGET

. Who prepares the budget for the legislanue?

. FIow is it broken dorvn and apportioned?

. Who approves the legislature's spending plans?

. Who oversees and audits the legislature's expenditures?

. what role do Members play in fixing the legislature's budget?

4 MEMBERS OF TIIE LEGISLATURE

4A Office Accommodation

. Who allocates office space lor Members?

. How is office space allocated ior Members?

. What is a N4ember entitled to rr terms of office space?

48 Office Budgets

. Do Members have a budget and if so, *hat is it and how is it apportioned?

o Who authorizes the budgets for Members?

. Who administers these budgets?

o Are Members held accounubte for budgetary expenditures and if so, hou and to

whom?

4C Salaries and Allox'ances

. What are their salaries?

. What benefits are they entitled to?

. What allorvances are they enritled to?

. What role does the legislarure play in determining the salaries and allouances of

Members?
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4D Travel Provisions

o Do Members have a travel allowance?

o What are their travel entitlemens?

. Are there any restrictions on travel provisions?

4E Members' Office Staff

. How are staff recruiled for Members' offices?

. Do they belong to the public service?

o What are their terms and condirions of employment?
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TOPIC 13

TRAINING PROCESSES AND TECHNIQUES:
CONTEXTUAL CONSIDERATIONS

AND APPROPRIATE METHODOLOGIES
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Hony Officer of Lok Sabha

and
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FORMAT

This topic is discussed under the following sub-topics

Mission or Policy Statement

Objectives of Training

The Need for Training

Some Preliminary Considerations

Pre-requisites for Training

Types of Training

Levels of Training

Motivation

Preparation of Programme Brochure

Arrangements for each Lecture or Discussion Session

Methodologies for Delivery

Evaluation of Training Programmes

While the basic approach could well be the same in all Parliaments or Legislatures,
the details will obviously vary depending on local requirements and characteristics
such as size.



AIM OF PAPER

To provide an understanding of Training Processes and Techniques usable in training
Parliamentary staff, group's attention to:

Contextual considerations

Choice of appropriate training methodologies

with the intention of facilitating the setting-up of training programmes by individual
Parliaments or Legislatures.



1. Mission or Policy Statement

A statement needs to be developed of a commitment of training, its position

in the work of the CPfuLegislature and a promise of support to those who
undertake the various training exercises

2. Objectives of Training

Upgrading the skills of the staff and broadening their vision by extensive as
well as intensive training.

lnculcating a proper attitudinal approach among staff to parliamentary work
which has its own ethos and culture. lts main ingredients are: promptness in
attendance, polite and courteous service, efficient and deft handling of papers,

rendering assistance to Members and Ministers to the maximum extent.

Effective functioning of Parliament with the help of well trained and well-

equipped officers and staff.

Members at times seek assistance of staff to know how best and under what

appropriate rule they could raise a given issue or matter. lt is the

responsibility of staff to facilitate this basic task, thus making Parliament more

relevant and responsive.

3. The Need for Training

A proper understanding of Rules, Practices and Procedures, which evolve

over long years and are ever evolving, requires formal and thorough training

for efficient and effective functioning.

Customs, Conventions and Usages in a Parliament are as important as its
Standing Orders, Rules and Regulations. Knowledge about these can be

acquired onlY through training.

The ethos and culture of Parliament is quite distinct for those experienced

elsewhere. Their characteristics need to be inculcated in staff.

Above all, modern technologies (e.g. computerisation, television) are finding

greater application in Parliaments all over the world. sound ahd efficient

utilisation of such technologies pre-supposes prior training.

lm-lrcdrale

Lo n q -Term



4 Some Preliminary Considerations

Questions of training are linked to every aspect of a staff-member's
appointment and begin with recruitment.

At the recruitment stage, due care needs to be exercised to appoint, if at all
possible, persons with some knowledge of parliamentary practice and
procedure.

Consideration has to be given to whether recruitment to the parliamentary

services is conducted by the Secretariat of Parliament or through a Public
Service Commission. These practices vary in the countries of the
Commonwealth.

ln some countries there is a separate parliamentary service at National and

State or Provincial levels. ln others it is the civil service which provides
parliamentary staff. There are obvious implications for the training process.

Again, staff members may be recruited at different levels. They may then be

considered for the higher levels of the service as they acquire expertise.

lf Universities offer parliamentary studies as one of their disciplines, persons

with this academic background could be given preference in recrultment.

Model Parliaments organised by universities/colleges/schools could serve as
a good background to parliamentary training.

The best training is practice-based training. lt follows that rotation of staff is
essential. There has to be inter-flow of staff between wings or divisions of the
Parliamentary Secretariat.

Training is important not only for parliamentary staff but also for those public

servants whose duties impinge on the work of Parliament.

5. Pre-requisites for Training

Needs Analysis

Needs of the Target Group and what is expected from the trainees after the
progiamme should be examined in detail as the basis for preparation of a
suitable course lay-out.

Determination of Target GrouP

Consideration needs to be given to all the different ways in which a Target
Group may be put together e.g. according to hierarchy or functions and so on.



Some consideration should be given to the background of the staff involved.
An important factor is whether the slaff are members of a general civil service,
whether they are staff of Parliament alone, whether they represent a mix and
if so. whether the mix applies throughout the organisation or whether it is
restricted to certain levels only.

Tra iners

It must be ensured that a group of trainers is available whose abilities match
the needs identified. For many Parliaments, the training of trainers, however
competent and well-qualified those personnel may be in their own fields of
expertise, will be a high priority.

Eminent parliamentarians and senior officers of Parliament should always be
considered for membership of the training group as they can invariably provide
a background of information and practice which would be difficult to obtain
elsewhere.

Those with expertise from outside the country should similarly be considered
where the needs so dictate.

Other Resources

Apart from literature directly relevant to the topic under discussion, the training
group and the participants should have access to:

the Constitution of the Country

standard works on parlaamentary procedure and practice such as
Erskine May, Kaul and Shakdher and others

Standing Orders, Rules of Procedure for Conduct of Business,
Directions by Presiding Officers, etc.

case studies

training manuals and other handbooks

audio-visuaI materials.

Funds

Adequate funding should be available for the training course, its administration,
obtaining services of persons from outside Parliament, purchase of materials
and so on. Besides its own resources, the concerned Parliament could seek
financial assistance from government funds or possibly the Conmonwealth
Parliamentary Association.



6 Types of Training

Training is basicallY of two types:

- Training unique to Parliament

- Training directed towards the more general development of staff

This paper deals with parliamentary training only'

Parliamentary Training could be imparted at:

- a level directed towards the staff of the Parliament colcerned'

- Regional/Sub-Regional level (e.g. through exchange programmes)

lnternational level (e.g. through institutions such as the Bureau of

Parliamentary Staff Studies and Training in lndia or exchanges with

other Parliaments).

Parliamentary Training could be in the form of:

- Foundational courses

- Experiential Courses

- Refresher Courses

Specialisation/lntensive Courses for particular services such as (a)

Committees (b) Questions (c) Legislation (d) Privileges (e) Security of

Parliament (f) Library and Reference, Research, Documentation and

lnformation Service to MPs (g) Reporting/Preparation of Hansard

Orientation Programmes/Seminars for MPs

Appreciation Courses

AttachmentsiStudY Visits

On-the-Job Training

Simulation such as the organisation of Model Parliaments



7. Levels of Training

At RecruitmenU
lnduction stage

I

\Mng/Division wise:
lntensive/
Specialisation
Courses for services
such as Committees,
Questions,
Legislation, etc

On-Going
ln-Service Training

I

Category-wise.
according to job
requirement

To be followed
by training in the
Branch/Section
where posted for
familiarisation
with Branch
Manuals,
Depa rtmental
Publications and
the precise job
to be handled

Mixed Categories:
for general
familiarisation
with nalure, work
and objectives of
Parliament

To be followed by
a brief study tour
of various offices
or sections of
Parliament

To be followed
by Seminars,
Symposia or
Workshops on
specific subjects

Mixed Categories:
Courses having
multidisciplinary
approach with the
broad objective of
facilitating
inter-flow
of staff after
suitable periods of
work

L

Staff
may be sent
abroad after some
minimum
experience or
competence
for familiarisation
with practices
obtaining in other
Parliaments

I

I

Training could be
I
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8. Motivation

Consideration needs to be given to all the different ways in which slaff could

be motivated as a preliminary to and during training. This is especially

important where earlier training has not been a commonly-used approach.

Staff must be convinced thal
parliamentary institutions.

it is indeed a great privilege to serve

Performance during a training course could be taken into account while

considering promotion to the next grade, provided staff are aware of this.

ln some countries it may also be appropriate to examine whether good

performance during a training course could be linked to some monetary reward

e.g. a bonus or an additional increment.

Preliminary local training is often made a pre-requisite for being sent abroad

for training or for aftachment to Parliaments of other countries.

Motivation could be enhanced by arranging for an experienced person to work

with a new person as is being done in some countries.

Preparation of Programme Brochure

After identifying the training needs of a Target Group' a suitable Programme

Brochure should be prepared. lts salient features could be:

- Statement of Ob,ectives sought to be achieved by the training
prog ramme

- lts precise duration, with the times for each Lecture/Discussion Session

- All topics to be discussed arranged in a logical order

Under each topic its break-up into sub{opics with their main

components may be indicated so that the subject matter is treated

thoroughly during discussions.

The number of topics to be covered each day should be spread out

evenly as far as Possible.

Presentation of suitable video films, if available, is a useful bridge

between lecture or discussion sessions.

At the end of the programme, there should generally be a Question -

Answer Session at which all the residuary issues or qu6stions not

covered under specific topics which the trainees desire to raise may be
' 

dealt with by a number of the trainers sifting as a panel.



10. Arrangements for each Lecture or Discussion Session

Literature, if available, for advance study should be supplied to the course
participants before the commencement of the programme.

Each key-speaker should introduce the subject in about 20 minutes. lt is not
likely that attention can generally be held for longer in training of this nature.
This may be followed by general discussion or questions and answers for an
hour or so.

The training group need to be articulate, to be able to speak at a steady pace,
to maintain relevance, to make interesting presentations and most of all to
arouse the curiosity of participants.

The talks may be made illustrative by graphs, charts, anecdotes and brief case
studies. Situational illustration is always appreciated.

Audio-visual technology should be utilised wherever possible. Video films of
suitable duration, say, 30-40 minutes may be prepared in advance for different
Target Groups.

Participants should be encouraged to get involved in discussion and to raise
questions.

Attachments to various divisions for on-the-job training is usefully fitted in
during the afternoons which are less suited for lectures.

Group discussions should be organised as appropriate, especially towards the
end of the Programme.

Role Play, Games and Simulations should be used wherever possible as these
are the best approximation to real-life.



11. Methodologies for Delivery

Lectures (including Case Studies
handouls and notes)

Demonstrations Personal supervision

lnternships

On{he-Job Training

Tutorials

Vrdeo films

Role Play, Games
and Simulations

Programmed
lnstruction

Computer-based
lnstruction

lnternational exposure
to sources of
experience, information
and technical
assistance

Attachments

Exchanges

Reading lists and
bibliographies

Field trips

12. Evaluation of Training Programmes

It is essential that an evaluation be carried out at the end of each training

programme. A suitable form or questionnaire should be designed in advance

for filling in by particiPants.

End-of-course evaluations are not always truly reflective of participant reaction.

An evaluation three to six months later, inquiring also about the use of the

training course to the participant's work, can be very useful'

when appropriate there could also be a test, examination or intervaew to

assess the input received by the participants.

Suitable suggestions, ideas and comments received from the participants,

however general, may be useful in organising similar training programmes in

future for similar or other groups.

Evaluation will reveal the lacunae, if any, in carrying out the needs analysis,

designing the programme and implementing it. The training group should

careiully assess what changes should be made for the future'

Distance Education

Formal training
provided
internationally
e.g. BPST, lndia
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THE COMMONWEALTH, THE COMMONWEALTH PARLIAMENTARY

ASSOCIATION AND OTHER REGIONAL AND INTERNATIONAL GROUPINGS

The aim of this programme is to provide parliamentary staff at various levels with the

necessary information to understand the need for, and to utilise the benefits of,

international co-operalion especially within the Commonwealth and its various arms

and agencies, primarily the Commonwealth Parliamentary Association (CPA).

It is suggested that these discussions be set, where relevant to the group, against a

consideration of the place of public relations and public education in a parliamentary

selup. The responsibility of parliamentary staffs to contribute to strengthening public

faith in democratic institutions would be a good starting point. The need to involve

young people in an understanding of the operations of democratic institutions is a

matter of special concern.

SECTION 1

The Commonwealth

The Organisation and its Membership

Historical Development

Mission Statements
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Commonwealth Heads of Government Meetings (CHOGM)

The various arms of Commonwealth work (governmental, parliamentary,

non-governmenta l)

Recent developments in the Commonwealth

Special events in the Commonwealth, e.g. Commonwealth Day

Sport in the Commonwealth

INFORMATION MATERIALS:

Communiques, Declarations and other documentation (including the

Harare Declaration and the Millbrook Action Programme)

Reports of the Commonwealth Secrelary-General

Directory of Commonwealth Organisations (Commonwealth Secretariat,

1991)

Commonwealth Day Handbook for Schools (Commonwealth Secretariat,

3rd edition, 1992)

Statements by the Commonwealth Secretary-General and the

Secretary-General of the Commonwealth Parliamentary Association

(see also Reports of CPA Annual Meetings and of Regional

Conferences)
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SECTION 2

The Commonwealth Parliamentary Association

Aims and organisation

The Constitution

The General Assembly

The Executive Committee

How Branches operate

Membership and fee structure

The Annual Commonwealth Parliamentary Conference

The Small Countries Conference

The Commonwealth Women Parliamentarians Group (CWPG)

Regional Conferences

Seminars and other activities

Special events

lnformation and reference activities

The training of Parliamentary Staff

Funding and other assistance available from or through CPA

INFORMATION MATERIALS:

The Constitution of the CPA

Aims, Organisation, Activities (updated every year, available frc,m CPA

Headquarters)

Annual Reports

The Parliamentarian: the Journal of the Parliaments of the

Commonwealth (published quaterly)
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SECTION 3

The Commonwealth Secretariat

its structure and operations

meetings of Heads of Government (CHOGM) and Ministerial Meetings

functional activities

The Commonwealth Fund for Technical Co-operation

a The lnter-Parliamentary Union

The UN's role in parliamentary work

lnter-Parliamentary Conferences (two per yeaQ

other activities

differences in operation betwen the IPU and the CPA

b Regional and other GrouPings

- possibilities for co-oPeration

SECTION 4
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SECTION 5

lnternational Co-operation

- fellowships

- attachments

Problems

internships

exchange of experience opportunities

offers of technical assistance and their utilisation

networks of information

publication and information distribution

in furthering co-operative schemes

paucity of information

poor distribution internationally of available information

poor distribution of information internally

gaps in information flow between Miniskies concerned with technical

assistance and Parliaments

--,

transferability of knowledgable staff

lack of focal points for training and information activities
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SECTION 6

Public Education and Public Relations

Public faith in democratic institutions

contributing to knowledge of the Commonwealth and the CPA

involving young people in public education activities including model

Parliaments, model Heads of Government (or Ministerial) Meetings

utilising opportunities such as Commonwealth Day: talks and activities

at schools and universities, competitions and other award schemes

L.
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