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To start

About select committees

We vote for people to represent us in
Parliament. We call these people
Members of Parliament. We also call
them MPs.

Parliament is a group of people who make
laws and check what the Government is
doing.

House of Commons select committees
are small groups of MPs from different
political parties. They check the work of
the Government. The MPs choose one MP
to be in charge of the committee. We call
this person the Chair of the committee.

Select committees are helpful and can
make the Government change its
approach.




You can see a list of select committees at
this link.

What select committees do
Select committees look at:

e the work of Government departments

e how new laws will work

e how the Government spends money.

For example a select committee can look
at a big issue like climate change. Climate
change means changes in the Earth’s
weather conditions over many years.
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https://committees.parliament.uk/committees/?SearchTerm=&House=Commons&Active=Current

When the select committee looks closely
at a topic it is called an inquiry.

In an inquiry, the select committee invites
people from the Government to answer
questions.

The committee also invites people outside
of Parliament for information.

Committees want to hear from people
with experiences that can help them
understand something.

The information is called evidence.

You can send evidence to a committee in
writing using the committee’s website.




Sometimes committees ask people to
speak to them in person. This is called
giving oral evidence.

After the select committee has received
its evidence it normally writes a report
and sends it to the Government.

The report says:

e what they found out

e what they think needs to change.

The Government looks at the report and
has to write back to the select committee.




Part 1. How a select
committee works

Select committees look for information
about the subject they are looking at.
This is called an inquiry.

When a select committee starts a new
inquiry it calls for evidence.

A call for evidence invites people who

know about the topic to help with
questions about the subject.

Evidence is information that helps the
select committee carry out its inquiry.

Evidence can be written down or spoken.




The committee asks people from the
Government to answer questions.

They ask people outside of Parliament for
information and ideas too.

You can read about the call for evidence:

e on Parliament’s website

A person who gives oral evidence to a
select committee is called a witness.




A witness can be:

e an academic from a university

e a person from a group or association

e a Government minister

e a person with personal experience
of the subject matter.




Part 2. Giving oral evidence

Oral evidence is when withesses answer
questions asked by the committee.
Sometimes there are a few witnesses

and sometimes there is just one. We
sometimes call these sessions “hearings”.

You can get an email asking you to help
the committee by giving oral evidence.

People can watch online on
www.Parliamentlive.tv

People can read the questions and
answers on the committee’s website.
This is called a transcript.


http://www.parliamentlive.tv

How the committee staff can
help you

Committee staff will send you an email
to invite you to give evidence.
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i
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i You can go to Westminster to say your

evidence or stay at home and answer
questions through a video link.
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The Committee staff will explain the sorts
of questions the committee will ask you.

The staff will answer any questions
you have.




If you go to Westminster to give
evidence

Committee staff will tell you which room
to go to. There is a drawing of how the
room looks at the end of this document.

Some meetings are on TV. You can watch
here: www.Parliamentlive.tv/Committees

Here is a 10-minute video about how to
get into Westminster: Accessibility at UK
Parliament

Video linking

If the committee agrees for you to talk to
them using a video link, committee staff
will talk to you beforehand to help you set
up your computer or device.

10


https://www.youtube.com/watch?v=FdBXMvmJfJI
https://www.youtube.com/watch?v=FdBXMvmJfJI

If there are other witnesses giving
evidence before you

You can arrive earlier to hear their

evidence. This is so that you can talk
about the previous witnesses’ evidence.

If you want to claim back your costs
You can talk to the committee staff about
help to pay for travel to Westminster.
Sometimes the committee staff can help

with booking and paying for a ticket to
travel.

If you need help

We want to look after you. Committee
staff can make reasonable adjustments.

Reasonable adjustments are ways to help
you take part in giving evidence to a
select committee inquiry. This includes:

e taking part using a video link

e British Sign Language interpretation
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e having a person help you with mobility
or communication needs

e taking you through a quieter entrance
than our main visitor entrance

e ramps or step-free routes

e support if giving evidence upsets you

e keeping you safe.

How you can help committee staff
Please tell committee staff these things:
e your name

e if you are representing an organisation,
your job title

e if you need help with travel or moving
around
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e any costs you are going to ask for help
paying

e if you know that what you are going to
talk about is also being heard in a
court

e if you need to say your evidence in
private, not in front of the public or not
recorded.

Before the session

Committee staff will send you a survey
asking questions about you such as your
gender. Your answers are anonymous and

will help the committee to know if it hears
from a range of people.

Timing

Allow 2 hours to give your oral evidence.
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£ Arrive at Westminster 30 minutes before
# ¥ the hearing. There is a map at the end of
JliF this document.
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If you are doing a video link, try to join
10 minutes early to check the sound and
pictures are working OK.

Arriving at Westminster

You will go through a security checkpoint
to enter the House of Commons.

If we ask you to come to the Palace of
Westminster, please come to the
Cromwell Green entrance, opposite
Westminster Abbey.

14




Look for a Visitor Assistant who will help
you. Visitor Assistants wear a navy blue
uniform with a blue/green necktie.

==\ If we ask you to come to Portcullis House,

i | LS INSWYI TV

please come to the Victoria Embankment
entrance.

If you need step-free access there are
ramps and a lift.

Let the staff know if you need an
accessible parking space.
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We will have water for you. Please do not
consume other drinks or food during the
session.

-~ The session is filmed and the recording
will be on the internet forever.

Covid-19

Staff will tell you if you need to take a
test or wear a mask when you are in
the building.

Let committee staff know if you have
symptoms of Covid-19 or test positive
before the session.
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During the session

The Chair is the Member of Parliament
who is in charge of the session.

The Chair opens the session and invites
the witnesses to say who they are.

The MPs on the committee ask the
witnesses questions.

It is important for you to be honest and
open.

You can say if you do not have anything
to add to what the other witnesses
have said.

If you think a question is unfair or you
do not know the answer you can tell
the Chair.
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You can ask for more time to think about
an answer or get advice.

You can offer to write to the committee
if you get more information after the
hearing. Send any other information
you promised as soon as possible.

You can watch a recording of a previous
session on
www.Parliamentlive.tv/Committees

to see how they work.

— w Hl'lf,} There are rules about how to behave in
i E i1 Parliament called a code:
Parliament’s Behaviour Code.

{mi
il
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http://www.parliamentlive.tv/Committees
https://www.parliament.uk/globalassets/documents/conduct-in-parliament/ukparliamentbehaviourcode.pdf

The code says people must be respectful
and polite.

You have a right to complain about any
bullying, harassment, or sexual
misconduct before or after the hearing.
You can make a complaint using this
webpage: Independent Complaints and

Grievance Scheme (ICGS).

e After the session

\ " survey

Committee staff will send you another
survey about giving evidence to the
select committee.

Your answers are anonymous and help
the committee to do things better in
future hearings.
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https://www.parliament.uk/about/independent-complaints-and-grievance-scheme/
https://www.parliament.uk/about/independent-complaints-and-grievance-scheme/
https://www.parliament.uk/about/independent-complaints-and-grievance-scheme/
https://www.parliament.uk/about/independent-complaints-and-grievance-scheme/

@ Transcript

Transcript

Transcripts of evidence

A transcript is a document that records
what people said in oral evidence.

It is published on the committee’s website
a few days after the hearing.

If you see any mistakes in the transcript
send a separate note to committee staff.
The note will be added to the evidence
either as a footnote or as a separate
document.

What happens next

The committee carefully looks at
everybody’s evidence to help them
make decisions.

The committee writes a report.

If the report mentions your evidence it will
be listed in a footnote.
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Report

The committee puts a complete list of
witnesses and written submissions at the
back of its report.

The committee sends its report to the
House of Commons and the Government
and you may get a copy.

You must not share this with anybody until
the report is published.

21




Part 3. Giving evidence in
writing

Select committees invite calls for
evidence on their website.

You can send in written evidence on the
committee’s website.

Written evidence: is when a witness
writes down answers to the questions
the committee asks on their website.

You can ask to have the questions or give
your answers in a different format. This is
called making reasonable adjustments.

The questions and everyone’s answers are
written down so people can read them on
the committee’s website.
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You can ask to have your name hidden.

Who can send in written evidence?

V‘\“ Anyone can send in written evidence to
an inquiry.

The committee wants to hear everyone’s
opinions.

You might know about the topic because
of your work or study, or you may have

personal experience of it, like using health
services.
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You don’t have to answer all of the
questions in the call for evidence.

You can look at an example of published
written evidence here: Digital, Media,
Culture and Sport Committee’s published
written evidence for its inquiry,
Economics of music streaming.

How to take part

When the committee wants your help,
they put this on their website:

This inquiry is currently accepting
evidence
The committee wants to hear your views. We welcome submissions from anyone with

answers to the questions in the call for evidence. You can submit evidence until
Friday 15 October 2021,

Read the call for evidence before submitting

Click on the dark blue box and follow the
steps on the website.
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https://committees.parliament.uk/work/646/economics-of-music-streaming/publications/written-evidence/
https://committees.parliament.uk/work/646/economics-of-music-streaming/publications/written-evidence/
https://committees.parliament.uk/work/646/economics-of-music-streaming/publications/written-evidence/
https://committees.parliament.uk/work/646/economics-of-music-streaming/publications/written-evidence/
https://committees.parliament.uk/work/646/economics-of-music-streaming/publications/written-evidence/

ngﬁ\ Contact the committee staff if you need
\\QJ help to send your evidence.

4 2 -
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We can help you to send it in a different
format or give you more time to prepare
your evidence.

We want to help you.

Tips about how to write useful

- evidence
E ° kegp your evidence short and to the
point

e try to answer the questions the
Committee has asked

e make sure your evidence is all your
words
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This is wha
@\ e write in plain English

1

e number your paragraphs

N

w

e you do not have to write about every
point the committee has asked about

—— | e write facts about what you know or
— what has happened to you

e tell us what you want to happen and
say why

e tell usif there are important questions
for the committee to ask the
Government.

How to send your evidence

e write your document in Microsoft Word

of
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e keep it short

e keep it simple

Some important things

If you know something is going through a
court you must not speak or write about it.

If you need help with a problem that is
just about you contact your local MP.

Be honest in the evidence you send to
a committee. If you think you made a
mistake, tell the committee staff as
soon as possible.
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Part 4. What happens next

>
|

o This is what we do with the written
evidence.

The committee looks at all the written
submissions and uses the information
to write its report for the Government.

The committee puts most of the evidence
on its website. People can search for it or
google it.

i  Month
I'-. T 2 3 s s e 7 |
1 B 7 10

It can take time before the evidence is put
on the website. It stays there forever.
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Questions

Here is some more information
about written evidence

1.

There are times when the committee
will not use what you send them.
They will not use it if:

it is very long

it has rude or offensive information
it is about an individual issue

the information is private

it does not answer any of the
questions in the call for evidence

. You must not share your evidence with

anybody until the committee has
published it on its website.
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Report

3. The committee puts a full list of written

submissions in its report.

4. You may ask for your evidence to be

anonymous — meaning we’ll publish
your evidence, but not your name or
details that could identify you.

You may ask for your evidence to be
confidential or private — meaning we
will read your evidence but we won’t
publish it.

The committee can decide whether
evidence is kept anonymous or
confidential.

The committee is careful about
personal or sensitive information.
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7. If you want us to keep your name or
your evidence private, tick the box on
the website to say so when you are
sending it to us. Please explain why
you are asking for this.

8. The law says we must look after your
personal information. This is called
data protection.

The committee makes a report

After hearing evidence, the committee
makes a report.

The report says what the committee
thinks the Government should do.
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The report will be on the committee’s
website.

The committee asks the Government to
read its report.

N\O"‘*hT

xl Month

1

The Government should reply to the report
within two months. Then the reply will go
on the committee’s website.

8 09 10 1 12 15 14
1516 17 18 18 20 21
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Committees and Parliamentary
privilege

Your written and oral evidence is
protected by Parliamentary privilege.

This means you can give evidence safely.
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Remember that giving evidence in public
will be on the record. People will be able to
see or read it on Parliament’s website
forever.

Talk to committee staff if you are worried
about giving your evidence. See the
section, How to contact us on page 35.

Thank you

We know that it can take a lot of time to
prepare evidence for select committee
inquiries.

Select committees play an important part
in helping Parliament hold the
Government to its word.
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Without your efforts, this would not be
possible.

So we wish to thank you for helping us.
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How to contact us

To email or call a select committee
directly, look at the committee’s webpage.
You can find a list of all select committees
on Parliament’s website. Or you can
google the committee to find the
webpage.

If you have general questions about select
committees call:

House of Commons Enquiry Service
Freephone: 0800 112 4272

Telephone: 0207 219 4272

Email: hcenquiries@Parliament.uk

Text phone: dial 18001 219 4272
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https://committees.parliament.uk/committees/
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Other information and videos about
select committees

Click on the underlined words to go to the
link.

Find out more about select committees

in both the House of Commons and the

House of Lords

Watch a video about what select
committees do

What the select committee room looks
like

Press
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Members \"5};,
e 6 o o o °

w
[+F]
wy
g o @ Chair
g Shorthand Writer
@ Clerk
- o
Public e 6 o o o /
Members ,55


https://www.parliament.uk/about/how/committees/select/
https://www.parliament.uk/about/how/committees/select/
https://www.parliament.uk/about/how/committees/select/
https://www.youtube.com/watch?v=cTtP39bLYBg&t=2s
https://www.youtube.com/watch?v=cTtP39bLYBg&t=2s
https://www.youtube.com/watch?v=cTtP39bLYBg&t=2s
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What the words mean

Anonymous - you can ask for your evidence to be anonymous
meaning we’ll publish your evidence, but not your name or
details that could identify you.

The Chair of the committee is the Member of Parliament who is
in charge of the session.

Confidential - you can ask for your evidence to be confidential
or private meaning we will read your evidence but we won’t
publish it.

Data protection - the law says we must look after your personal
information. This is called data protection.

When a select committee starts a new inquiry it calls for
evidence. A call for evidence invites people who know about the
topic to help with questions about the subject.

Evidence is information that helps the select committee carry
out its inquiry. Evidence can be written down or spoken.

Oral evidence - when witnesses answer questions asked by the
committee.

Written evidence - when someone writes down answers to the
questions the committee asks on the Parliament website and
sends it to the committee.

Inquiry - select committee inquiry - when the select
committee looks closely at a topic.
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Parliament - a group of elected people who make laws and
check what the Government is doing.

Reasonable adjustments - ways to help you take part in giving
evidence to a select committee inquiry.

Transcript - the questions and answers are written down so
people can read them on the committee’s website.
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