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G l o s s a r y  a n d 
a b b r e v i a t i o n s  l i s t

ANAO Australian National Audit Offi ce

anticipation rule Relates to members not anticipating discussion 

of a matter that is on the Notice Paper 

ANZACATT Australia and New Zealand Association 

of Clerks-at-the-Table

ASGP Association of Secretaries General of Parliaments

ASIO Australian Security Intelligence Organisation

ASIS Australian Secret Intelligence Service

AusAID Australian Agency for International Development

AUSPIC The government photographic service

AWA Australian Workplace Agreement

CPA Commonwealth Parliamentary Association

CSIRO Commonwealth Scientifi c and Industrial 

Research Organisation

CVP Citizenship Visits Program

DPS Department of Parliamentary Services

DSD Defence Signals Directorate

IiP Investors in People

NATA National Association of Testing Authorities

OH&S occupational health and safety

OH&S Act Occupational Health and Safety 

(Commonwealth Employment) Act 1991

PEO Parliamentary Education Offi ce

PRO Parliamentary Relations Offi ce
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SES Senior Executive Service

SMCG Senior Management Coordination Group

SMSP Senators’ and members’ service portal

standing orders the permanent rules of procedure of 

the House of Representatives
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C o m p l i a n c e  i n d e x

Requirement Page

Letter of transmittal iii

Table of contents v

Index 172

Glossary 168

Contact offi cer ii

Internet home page address and internet address for report ii

Clerk’s Review 2–5

Departmental overview 7–13

Overview description of department 7–13

Role and functions 7

Organisational structure 7–8

Outcome and output structure 8–11

Variation to outcome and output structure 8

Report on performance 16–54

Outputs and contribution to outcome 16–54

Targets set out in PBS/PAES 85–93

Purchaser–provider arrangements 75

Variations to performance targets None to report

Narrative discussion and analysis of performance 16–54

Trend information 16–54

Factors, events or trends infl uencing departmental performance 2,4,12,27, 
30, 50, 68

Signifi cant changes in nature of principal functions/services None to report

Service charter customer service standards, complaints 
data, and the department’s response to complaints

80–81, 119–120

Discussion and analysis of fi nancial performance 12

Summary resource table by outcome 13

Management and accountability 57–82

Corporate governance 57–62

Main corporate governance practices 57

Senior executive and their responsibilities 57–58



171

H
o

us
e 

o
f R

ep
re

se
nt

at
iv

es
 A

nn
ua

l R
ep

o
rt

 2
0

0
4

–0
5

R
ef

er
en

ce
s

Requirement Page

Senior management committees and their roles 58–60

Corporate and operational planning 60–61

Identifi cation and management of signifi cant fi nancial or operational risk 62

Certifi cation of compliance with the Commonwealth 
Fraud Control Guidelines

62

Ethical standards 57

Determination of remuneration for Senior Executive Service employees 73, 152

External scrutiny 63–64

Signifi cant developments in external scrutiny 63

Judicial decisions and decisions of administrative tribunals None to report

Reports by the Auditor-General, a parliamentary 
committee or the Commonwealth Ombudsman

63

Management of people 65–74

Assessment of human resources management 65–66

Workforce planning, staff turnover and retention 67–69

Training and development 69–71

Occupational health and safety 74

Productivity gains 42

Statistics on staffi ng 117–118

Certifi ed agreement and AWAs 73

Performance pay 72

Assets management 76

Purchasing 75

Consultants and competitive tendering and contracting 77

Number of new consultancy services contracts let 
during the year and total expenditure on them

None to report

Number of ongoing consultancy contracts active in the 
reporting year and total actual expenditure on them

None to report

Competitive tendering and contracting contracts let and outcomes None to report

Access by Auditor-General No exemptions

Contracts exempt from AusTender None to report

Commonwealth Disability Strategy 67

Financial statements 125–166

Specifi c legislative reporting requirements

Advertising and market research 78

Ecologically sustainable development and environmental performance 79

Freedom of information 64

Occupational health and safety 74

Other reporting requirements

Discretionary grants None to report

Correction of material errors in previous annual report None to report
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S u b j e c t  i n d e x

2003 Autumn and Winter sittings, 26

2004 general election 9 October, 2, 37 

impact on committee work, 37, 39

2004 Spring sittings, 26

2005 Survey Feedback Action, 80

A

A House for the Nation, 32, 36

abbreviations, 168–169

About the House magazine, 

30, 36, 78, 114, 120

access services, 49

accommodation services, 48–49

accountability, 57–82

addresses, ii, 121–122

administrative tribunal decisions, 63

advertising, 78

advisory services, 18–19, 25

annual report 2003-04, 2, 27, 58, 62, 68, 90

annual report 2004-05

contents, v–vi

website, ii

anticipation rule, 20, 63, 169

appendices, 83–122

archives management, 24, 71

Asia Pacifi c Parliamentary Forum, 44

Asia–Pacifi c region

parliamentary delegations, 44–45, 107–112

assets management, 76

Association of Secretaries General 

of Parliaments, 5, 45

Attorney-General’s Department, 28, 78

Audit Charter, 59

Audit Committee, 58–59

audits and reviews, 59

advising members, 71

Bills in Progress and BillsNet, 4

corporate decision-making, 71

messenger services, 67

printing services, 4, 52, 67

service charters, 62

Special Appropriations, 63

staff policies and practice, 66

telephone queries from the public, 71

AusAID, 41

Australia and New Zealand 

School of Government, 21

Australia and New Zealand Society of 

Clerks-at-the-Table (ANZACATT), 5, 21

Australian Constitution

lecture on section 109, 3

Australian Equivalents to the International 

Financial Reporting Standards, 59

Australian National Audit Offi ce, 41, 63, 71

audit report, 125

Australian National University, 41

Australian Workplace Agreements, 67, 73, 82

B

bilateral relationships, see 

international relations

bills

in bound volumes, 23

private members’, 22

processing and drafting, 22–23, 28, 94–95

statistics, 22, 94–95

subscription agreement, 23

Bills in Progress system

review and redevelopment, 4, 26

BillsNet system

review and redevelopment, 4, 26

briefi ngs, 18, 27

see also debriefi ngs

Budget statements, portfolio, 8, 16, 29, 37, 47

business plans, 27, 58, 60, 61

information technology, 26

printing services, 52

risk assessment, 62
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C

Canprint Communications, 23

captions service, 3, 19

certifi ed agreements, 5, 67, 68, 73, 82

Chamber, 19–21

practice and procedures, 19–20

record of proceedings, 19, 23

Chamber and Main Committee (Output Group 

1.1)

budget allocations, 13, 16

description, 16

expenditure, 16

outcomes and outputs, 17

outlook, 28

performance, 17–27

staff training, 21

see also Chamber Research Offi ce, Clerk’s 

Offi ce, Main Committee, Table Offi ce

Chamber Research Offi ce, 8, 11, 16, 17

advisory services, 25

Procedural Records System, 24

publications, 24–26

Chief Executive’s Instructions folder, 81

Chief Financial Offi cer

Audit Committee, 58–59

China

parliamentary delegation, 44–45

Chris 21 software system, 73

Citizenship Visits Program, 34

increased demand and funding, 12

civics education programs, 36

Clerk Assistant (Committees), 7–8, 11, 58–59

Clerk Assistant (Table), 4, 

7–8, 11, 17, 35, 58–59

Clerk of the House of Representatives, 2, 5, 

7-8, 46, 57, 82

Clerk’s Review, 2–5

Setting the Direction address, 61

Clerks at the Table, 17

Clerk’s Offi ce, 16, 17

clerks on duty at the table, 17

Clerk’s Statement of Skills, 81

Comcare, 74

Comcover benchmarking survey, 62

CommDocs system, 3, 4, 41, 42, 50–51, 54

trials, 4, 41

Committee, Main, see Main Committee

committee activity, 4, 40–41, 97–98

statistics, 18, 85–86, 89–90, 94–95

committee documents

online access, 3, 4, 39, 50

committee inquiries and reports, 37–38, 

39–41, 97–106

advertising expenditure, 78

online register, 39, 50

Committee of Members’ Interests

secretariat support, 16, 20

Committee of Privileges, 21

secretariat support, 16, 20

Committee Offi ce, 8, 11, 37–42

monthly debriefi ngs, 21

pamphlets, 114

refurbishment, 49

Committee services (Output Group 1.3)

budget allocations, 37

description, 37

expenditure, 37

outcomes and outputs, 38

outlook, 42

performance, 37–41

staff training and development, 41

see also Committee Offi ce

Commonwealth Disability Strategy, 67

Commonwealth Electoral Act 1918, 78

Commonwealth Ombudsman, 63

Commonwealth Parliamentary Association, 

44

Education and Training (Trust) Fund, 46

Commonwealth Procurement 

Guidelines, 50, 75

Community awareness (Output Group 1.2)

budget allocations, 13, 29

description, 29

expenditure, 29

outcomes and outputs, 30

outlook, 36

performance, 30–36

see also Liaison and Projects Offi ce,     

 Parliamentary Education Offi ce

compensation claims, 74

competitive tendering and contracting, 77

compliance index, 170–171

computer storage, 27

computer supply, 50

computing network, 23

conference attendance, 21, 44

consultants, 77

Consultative Committee, 59–60

contact directory, 121–122

contracts, 77

corporate governance, 57–62

corporate plan, 7, 60–61, 65

credit card controls, 59

custody of records, 24

D

Daily Program, 20

debriefi ngs

outgoing delegations, 45, 92

staff, 18, 21

see also briefi ngs
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deemed document mechanism, 24

delegations, 44–45, 107–112

draft manual, 45

incoming, 3, 44–45, 107–109

outgoing, 44–45, 110–112

DeltaView document comparison 

technology, 23

Department of Finance and 

Administration, 45, 63

Department of Foreign Affairs and Trade, 45

Department of Parliamentary Services, 3, 5, 7

environment report, 79

Events in Progress development, 3, 19

information technology, 26

maintenance services, 49

monthly television program, 32

new venue for Main Committee, 21

relationship with Department of the   

 House of Representatives, 82

security, 12, 47

services free of charge, 77

tender for supply of computers, 50

Department of Prime Minister and Cabinet, 45

Department of the House of Representatives 

Certifi ed Agreement 2004–05, 73

Department of the Senate, 3, 5, 7, 47

Events in Progress development, 3, 19

joint funding, 11, 35, 44

Parliamentary Education Offi ce, 35

Deputy Clerk of the House of Representatives, 

7–8, 21

briefi ngs on procedures, 21

Consultative Committee, 59–60

Deputy Clerk roster, 21

Deputy Speaker’s staff, 53

disabilities, people with, 67

new building code, 49

Disability Discrimination Act 1992, 67

disallowable instruments, 23–24

Discrimination, Bullying and 

Harassment Prevention Policy, 74

document comparison technology, 

see DeltaView

document management, 23–24, 26

document provision, 20

see also CommDocs system, 

online services

E

ecologically sustainable development, 79

Education Centre, 35, 36

education programs, 33, 35, 36

electronic publishing, 51

electronic services, 21

committee reports, 39, 50

legislation management, 26

online delivery of documents, 3, 20, 24, 26, 

39, 41, 50–51, 54

precedent database, 26

procedural database, 24

record of proceedings, 23

see also online services

email alert service, 30, 31

email communication protocols, 20

employment, see staff

Employment retention strategies 

for older workers, 68

Environment Protection and Biodiversity 

Conservation Act 1999, 79

environment report, 79

equity, 67, 74, 118

ethical standards, 57

European Union, 45

Events in Progress system, 3, 19, 27

Executive, 7, 57–58

executive coaching program, 71

exit interviews, 68

expenditure

advertising, 78

salaries and allowances, 53, 73

training and development, 68–69, 71

external scrutiny, 62

F

Federal Parliamentary Press Gallery, 31

feedback, 2, 17

About the House magazine, 30

Chamber Research Offi ce, 25

CommDocs, 51

committee services, 38, 39, 40, 42

expected business, 30

Events in Progress system, 19, 27

media liaison services, 31

Members’ services, 48, 52

publications, 17, 30

school visit certifi cates, 51

seminar program, 31

staff departing, 68

staff training and development, 3

Votes Offi cer’s Minutes, 23

see also members’ survey, staff survey

Finance Offi ce, 8, 11, 68, 81

Finance Procedures and Chief 

Executive Instructions, 81

Financial Management and 

Accountability Act 1997, 46, 57

fi nancial performance summary, 3, 12–13
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fi nancial statements, 123–166

Fortieth Parliament, 2

bills in bound volumes, 23

legislation, 17

proceedings and papers, 23

Forty-fi rst Parliament

legislation, 17

standing orders, 4, 18–19, 20

fraud control, 62, 81

freedom of information, 64

Freedom of Information Act 1982, 64

G

glossary, 168–169

governance review, 59

graduate placement program, 68–69

Guidelines for Discrimination, Bullying 

and Harassment Prevention, 74

H

Hansard, 23, 40

harassment contact offi cer network, 74

hardware services, 50

see also information technology

health and safety of staff, 74

hospitality, offi cial, 59

House Calls university lecture program, 31

House of Representatives

Dissolution, 31 August 2004, 37

guide, 116

record of proceedings, 

see Votes and Proceedings

sittings statistics, 18, 85, 94

House of Representatives Practice, 

fi fth edition, 4, 25

House of Representatives Standing 

Committee on Family and 

Human Services, 40

House Update, 48

human resources information 

management system, Chris 21, 59

I

In House, 57

Indonesia

parliamentary delegations, 45

information services, 48

Information Systems and 

Publishing Offi ce, 8, 11, 48

information technology

Chamber and Main Committee, 

20, 26–27, 28

Committee services, 41

Members’ services, 47, 50–51, 53

Infosheets series, 25, 115

innovations and developments, 

2–3, 27, 58, 62, 68, 90

inquiries, committee, 37–38, 39–41, 78, 97–106

Inter-Parliamentary Union, 5, 44, 45

interdepartmental cooperation, 45, 46, 58, 82

see also Department of Parliamentary 

Services, Department of the Senate

internal accountability, 81

international relations, 43–46

internet services, 50–51

internship program, 35

Interparliamentary relations 

(Output Group 1.4)

budget allocations, 43

description, 43

expenditure, 43

outcomes and outputs, 44

outlook, 46

performance, 43–46

staffi ng structure, 46

see also Parliamentary Relations Offi ce

Interparliamentary Study Program, 45

intranet services, 50–51

Investors in People, 60

   accreditation, 66

J

job-sharing, 5

Joint Committee on the Broadcasting 

of Parliamentary Proceedings

secretariat support, 11, 20

Joint Committee on Publications, 

see Publications Committee

joint committees, see 

parliamentary committees

K

knowledge management, 4, 41, 61, 70–71

see also records management

Knowledge Management Steering 

Committee, 61, 70–71, 81

KPMG, 59, 62

L

laptops, 27

lecture program, 5, 29, 31

legislation

subordinate, 24

see also bills

legislative activity, 17, 20, 22, 28, 85

legislative drafting services, 9, 17, 22, 89, 120

legislative instruments, 23–24

Legislative Instruments Act 2003, 23

legislative structures, 57
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legislative work

bills processing and drafting, 22–23

statistics, 17–18, 85–86, 89–90

letter of transmittal, iii

Liaison and Projects Offi ce, 8, 11, 29

monthly television program, 32

library services, 77

list of members, 115

M

mail services, 52, 60, 67

Main Committee, 21

Deputy Clerk roster, 21

new venue, 21

record of proceedings, 23

see also Chamber and Main 

Committee (Output Group 1.1)

maintenance services, 49

management and accountability, 55–82

management committees, 58–60

market research, 78

mature age staff, 67, 68

media liaison services, 31, 36

inquiry into media coverage, 31

members

information about, 29, 50

orientation seminar, 18, 48, 62

printing allowance, 51

published list, 115

salaries and allowances, 51, 52–53, 59

members’ bulletin, 48

members’ guides, 116

members’ handbook, 62

Members’ Information Database, 50, 53

members’ salaries, 52-53

Members’ services (Output Group 1.5)

budget allocation, 47

description, 47

expenditure, 47, 53

management and administration, 52–53

outcomes and outputs, 48

outlook, 53–54

performance, 47–53

see also Information Systems and 

Publishing Offi ce, People Strategies 

Offi ce, Serjeant-at-Arms’ Offi ce

members’ survey, 2, 62, 89, 119–120

Chamber and Main Committee services, 17

committee services, 38, 39

drafting service, 22

Members’ services, 48

People Strategies Offi ce, 52–53

printing services, 51

Serjeant-at-Arms Offi ce 

services, 49, 52, 120

suggestions, 120

see also feedback

messenger services, 52, 67

Microsoft Australia, 3

Migration Amendment (Detention 

Arrangements) Bill, 27

N

NATA, see National Association 

of Testing Authorities

National Archives of Australia, 4, 24, 71

National Association of Testing Authorities

Certifi cation Services International, 66

National Library of Australia, 50

New Zealand Parliament

staff study visit to Table Offi ce, 23

non-inquiry support services, 39

non-ongoing staff, 2, 35, 39, 69

Notice Paper, 20, 26

O

occupational health and safety, 74

Occupational Health and Safety 

(Commonwealth Employment) Act 1991, 74

Offi ce of Parliamentary Counsel, 3, 28

Offi ce of the Offi cial Secretary to 

the Governor-General, 7

offi ce relocations, 48–49

ongoing staff, 2

online services, 3, 20, 23, 35

committee reports, 39, 50

information about members, 29, 50

information about the House, 

5, 29, 30, 35, 50

online delivery of documents, 3, 

4, 20, 24, 26, 41, 50–51

precedent database, 26

printing services to members, 51

procedural database, 24

publications, 35, 114–115

security training, 71

skills and knowledge inventory, 81

see also electronic services

operational initiatives, 80–81

organisational reviews, 67–68

organisational structure, 7–8, 11

outcome and output structure, 8–11

current, 10

previous, 9

outlook 2005-06, 4–5, 82

Chamber and Main Committee, 28

committee services, 42

community awareness, 36

interparliamentary relations, 46

members’ services, 53–54

output costing, 59

Output Group 1.1

performance, 16–28

see also Chamber and Main Committee
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Output Group 1.2

performance, 29–36

see also Community awareness

Output Group 1.3

performance, 37–42

see also Committee services

Output Group 1.4

performance, 43–46

see also Interparliamentary relations, 

Parliamentary Relations Offi ce

Output Group 1.5

performance, 47–54

see also Information Systems and 

Publishing Offi ce, Members’ 

services, People Strategies Offi ce, 

Serjeant-at-Arms’ Offi ce

output groups

price, 13

output structure, 8–11, 27

outreach activities, 5, 29–36, 55

overviews

Clerk’s, 2–5

departmental, 7–14

P

Pacifi c region parliaments

delegations, 44–45, 107–112

training support, 46

Parliament, Fortieth, see Fortieth Parliament

Parliament, Forty-fi rst, see 

Forty-fi rst Parliament

parliamentary assistants program, 35, 52

parliamentary committees

inquiries and reports, 37–38, 39–41, 97–106

parliamentary computing network, 23

parliamentary cycle, 2, 3, 4, 28, 47, 53

parliamentary delegations, 44–45, 107–112

draft manual, 45

incoming, offi cial and unoffi cial, 

3, 44–45, 107–109

outgoing, 44–45, 110–112

Parliamentary Education Offi ce, 

11, 30, 33, 35, 36

Advisory Committee, 35

Education Centre, 35, 36

parliamentary internship program, 35

Parliamentary Papers Series, 24, 28

Parliamentary Relations Offi ce, 8, 11, 43-46

Parliamentary Service Act 1999, 

7, 47, 57, 62, 65, 74

Parliamentary Service Values and 

Code of Conduct, 16, 57, 65

Parlinfo, 26

part-time staff, 5, 35

pay rises, 53, 73

people management, 65–74

see also staff

people strategies plan, 65, 66–74

People Strategies Offi ce, 8, 11, 52–53, 68

PeopleSoft software system, 73

performance assessment, staff, 72, 81

performance improvement, 27, 36, 41, 46, 53

performance indicators, 85–93

purchasing, 75

performance information, 85–93

Output Group 1.1, 16–28

Output Group 1.2, 29–36

Output Group 1.3, 37–42

Output Group 1.4, 43–46

Output Group 1.5, 47–54

planning and evaluation, 60–61

plans and planning

business, 26, 61, 62

corporate, 60–61

people strategies, 65, 67–74

Portfolio Additional Estimates 

Statements, 16, 29, 37, 47

Portfolio Budget statements, 8, 

16, 29, 37, 43, 47, 58, 60, 62

precedents, 4, 16, 25, 26

Presiding Offi cers, 24, 35, 45

Information Technology Advisory Group, 50

printing services, 51–52

review, 4, 52, 67

private members’ bills, 22

Procedural Digest, 26

Procedural Extracts, 26

Procedural Record System, 24

Procedure Committee, see Standing 

Committee on Procedure

procedures and practices, 25

advice, 18

guide, 114

training, 18, 21, 31

proceedings of the House, see Events 

in Progress, Votes and Proceedings, 

Votes Offi cer’s Minutes

procurement, 58

Privileges Committee, see 

Committee of Privileges

Project Committee

new venue for Main Committee, 21

projects, 32, 36

Protective Security Coordination Centre, 71

public information and education, 

25, 26, 28, 30, 36

see also online services

publications, 114–116

Chamber and Main Committee, 

17, 19, 20, 23, 24, 25–26

Community awareness, 29, 30, 32, 36

Members’ services, 48

subscriptions, 23, 30, 31
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Publications Committee, 20, 24, 28 

secretariat support, 16, 20

purchasing, 75

Q

Queensland University of Technology, 21

R

re-establishment of committees, 2, 3, 39

recess activities, 3, 23, 41, 47–48, 50

records management, 4, 24, 28, 70–71

references, 167–174

Register of Committee Reports 39, 50

Requirements for Annual Reports, 77

research, 24

risk management, 59, 62

role, departmental, 2, 7

rule of relevance, 20

S

school visits, 29, 30, 32–33, 113

certifi cates, 51

peak times for bookings, 33

Scottish Parliament’s Justice 1 Committee, 40

secretariat support, 11, 16, 18, 20, 37–41

security, 47

Chamber and committee rooms, 29, 47

funding, 12, 82

portable electronic devices storage, 27

security awareness training online, 71

Security Management Board, 47

Selection Committee

secretariat support, 16, 20

tabling and debate of reports, 20–21

seminar program, 5, 18, 29, 31, 35, 36

Senate bills, 22, 95

senators’ and members’ service portal, 50, 51

senior management, 57–58

Senior Management Coordination 

Group (SMCG), 48–49, 58

Serjeant-at-Arms, 7–8, 11, 120

Audit Committee, 58–59

contact details, ii, 121

knowledge management, 70–71

Security Management Board, 47

Senior Management 

Coordination Group, 58

Serjeant-at-Arms’ Offi ce, 8, 11, 16, 29, 48

accommodation services, 49

messenger services, 52

service charters, 52, 62

shadowing program, 27

skills and knowledge inventory, 81

Sky News, 32, 36

SMCG, see Senior Management 

Coordination Group

social justice, 67, 74, 118

software services, 50, 71

see also information technology, 50

Speaker of the House of 

Representatives, 11, 20

Speaker’s Offi ce, 11, 53

Special Appropriations, 63

staff, 2–3, 8–9, 11, 121

Australian Workplace 

Agreements, 67, 73, 82

certifi ed agreements, 5, 67, 68, 73, 82

classifi cations, 2, 5, 117–118

with disabilities, 67

executive, 7–8, 121

fl exibility, 39, 42, 69

performance assessment, 72, 81

professional activities, 5, 21, 43

salaries and allowances, 59, 73

see also workplace relations

staff newsletter, 57

staff of public offi ce holders, 11, 53

staff recruitment, 2–3, 40, 52, 67, 68

advertising expenditure, 78

university students, 62, 68–69

staff retention, 68

staff statistics, 68–70, 72–74, 117–118

staff survey, 80

see also feedback

staff training and development, 65, 69–71

external placements, 3, 41, 45–46

external programs, 3, 21

in-house programs, 3, 18, 21, 27, 50, 74, 75

induction of new staff, 42, 48, 71

leadership, 5

see also procedures and practices

Standing Committee on Procedure, 20, 28, 63

anticipation rule, 20

inquiry into media coverage, 31

secretariat support, 16, 20

tabling and debate of reports, 20-21

Standing Committee on Publications, 

see Publications Committee

standing orders, 4, 18–19, 20, 24-25, 116

clerical errors, correction, 19

electronic procedural database, 24

stationery, 51

statistics, 85–98, 117–118

bills, 22

committee activity, 40

delegations and visitors, 32–34, 44

House sittings, 18, 85, 94–95

maintenance and transport, 49

parliamentary committees, 40, 97–106

staff, 68–70, 72–74, 117–118

subordinate legislation, 24

Studybank, 71
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summary of resources, 13

T

Table Offi ce, 8, 11, 16, 17

bills processing, 22–23

document management, 26

Events in Progress, 19

technology, 23, 26-27

tabling of documents, 20–21

telephone services, 49, 71

television services, 3, 19

monthly program, 30, 32, 36

temporary employment register, 2, 69

temporary staff, 2, 39, 69

tenders, 76

training, see staff training

transport services, 49

travel contract, 58

U

university lecture program, 31

V

videoconferences, 40–41

visitors, 32–36, 44–45, 113

Education Centre, 35

peak times for galleries, 32–33

see also parliamentary 

delegations, school visits

Votes and Proceedings, 20, 23, 24, 26

Votes Offi cer’s Minutes, 23

W

website, ii, 114

Work of the Session, 17, 26

Workforce planning, 67

Working with the House seminar, 31

workplace diversity, 74, 118

workplace relations, 58, 59–60

Workplace Relations Act 1996, 57, 65

Workshare’s DeltaView document 

comparison technology, 23

Y

Your Key to the House, 116
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