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22.  Transcripts of the oral evidence will be provided about a week after the event
The HCDC Limson Officer will ask Officials to screen it to correct any factual
errors The transcript of any "closed" session will also have to be annotated to show
which parts are classified More detailed instructions will be circulated with the

transcript.

Administrative Arrangements

23.  Oral evidence sessions are usually held on Wednesday afternoons at the House
of Comumons, starting at 15 00. Evidence sesstons are normally held in Committee
Room 15 or 16 but this 1s not usually known until a few days before hand

24.  On the day, the HCDC Liaison Officer will meet the team of witnesses and
supporting officials at the Reception Desk at the Whitehall entrance of Old War
Office Building at 14 30 hrs to escort them to the appropriate Committee Room  the
House

25  All witnesses and officials will need to collect pre-arranged passes (see
paragraphs 29 and 30) on route to the Hpuse i order to enter the House. All
witnesses and officials will need to pass through a securnity barmer while thewr
briefcases/bags will go through a baggage check (a similar arrangement to those at
arports)

26. On arrival, witnesses will have to wait in the corridor outside the Comnuttee
Room untif they are mvited to enter by the Clerk. Witnesses will go n first through
the “public” entrance, followed by supporting officials and then the public Once the
evidence session star(s, witnesses would not generally leave the room, although
others present, mcluding Committee Members, will come and go at will

27. For security reasons, witnesses and officials should ensure they take all their
personal belongings (such as coats, briefcases, bags etc) with them into the
Commuttee Room They should not be left in the Committee Cormdor Coats may be
hung on the coat hooks mside the Commuttee Room  These are located on the wall to
the right of the door leading into the Commuittee Room

Televising of Evidence
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28. Until the Committee room has been assigned, it is not possible to confinm if the
sesston will be televised, but it is usual for Ministenal evidence to be taken in front of
the cameras If the event 1s televised, 1t 1s possible to purchase a video tape recording
afterwards at a cost of £175 +VAT. This can be done through the HCDC Liatson
Officer. Separate advice on the presentational aspects of giving evidence m front of
TV cameras can be given if required.

Lavout of Committee Room

29.  The Committee Room will be laid out with a horseshoe table (around which
the Members sit) and a long table at the open end of the horseshoe (where the
witnesses sit) Committee members and witnesses will all have nameplates on the
table 1n front of them If witnesses prefer to be seated in a different way from that
mdicated by their name plates, 1t 1s acceptable to change them around on entering the
room. It is, however, better to notify the HCDC Liaison Officer beforehand 1f there
1s a preferred seating arrangement. Supporting officials should sit in the row of seats
immediately behind the witnesses. The public and journalists will sit i any other
available seats m the rows behind.

Committee Members

30 Short biographies of Comunittee Members can be obtammed from the HCDC
Liaison Ofticer 1f required by witnesses It 1s very unusual for all of the members to
be at an evidence session and often, they will only attend part of the session and
some will come and go during the evidence session. [t will not be known who 1s
going to attend until the session starts. Bruce George MP, the Chairman, is
mvariably i the chair and he will usually make a few opening remarks and then move
swiftly on to the Q&A sesston Most questions will be directed to the princtpal
witness who may then choose to defer to one of the supporting witnesses to answer
Each Committee Member present will concentrate on a particular area of questioning
which other Members may follow up with supplementary questions. Each Commuttee
Member will not necessarily ask all their questions in one go They may very well
have two or three opportunities during the session depending on the Chairman
Members should be addressed by name and Bruce George as “Chairman’™

Opening Statement from Principal Witness

31 On occasion, the principal witness may also offer to make an openmng statement
(which should be no longer than 5 minutes max). The HCDC Liaison Officer must be
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forewarned 1f the principal witness intends to make an opening statement so that the
Committee Clerk can be notified in advance. The Committee will expect to have a
copy of the opening statement 1 advance of the sesston, therefore a copy should be
passed to the HCDC Liaison Officer beforehand

Supporting Witnesses

32,  Notwithstanding the fact that the session 1s a public event, the presence of a
large number of officials in the second row, and obviously 1n support, can give the
impression that the witness 1s not confident with lus/her brief Consequently,
witnesses are advised to take along the minimum amount of support staff The
HCDC Liaison Officer will require confirmation of who is attending the
evidence session (witnesses and supporting staff) a few days beforehand so that the
necessary arrangements can be made regarding access to the House

33 Supporting officials can pass notes forward to witnesses but should not speak
unless the principal witness has agreed with the Committee Chairman that this 1s
acceptable.

Passes

34 Day passes will be provided by arrangement with the HCDC Liaison Officer
Passes are 1ssued at the Cannon Row Pass Office, Derby Gate, which is located just
off Whitehall on the way down to the House (down the side road by the Red Lion
pub) The Pass Office 1s on the right-hand side - you will see a small ramp going mto
the building on the right at the end of the road

Further Guidance

35  Please contact the HCDC Liaison Officer for clanfication on any of these
arrangements or further guidance

TVP|R |03 2



