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SPCB(2011)Paper 25 
29 June 2011 

 
USE OF PARLIAMENTARY RESOURCES – ANNUAL REPORTS/ 
NEWSLETTERS 
 
Executive summary  
 
1. The SPCB is invited to consider whether publications issued by 2 
Members during the last parliamentary session meet the guidance on the use of 
parliamentary resources and external communications.  
 
Issues and Options 
 
2. The SPCB agreed and issued guidance to all Members in November 2009 
on the use of parliamentary resources and external communications to ensure 
consistency on, among other issues, newsletters and annual reports.  We 
received complaints towards the end of the last parliamentary session relating to 
publications produced and issued by 2 Members claiming that the guidance had 
been breached.   
 
Complaint A 
 
3. A complaint was made on 24 February 2011 by a former constituency 
Member about an annual report issued by a regional Member which had been 
circulated within the former Member’s constituency.  A copy of the annual report 
is attached at Annex A for the SPCB’s information.  The complaint was based on 
the content of the report, that the report contained the party affiliation of the 
Member and the timing of issue of the report. 
 
4. Members are entitled to identify their party affiliation provided it is in 
accordance with the guidance and therefore this part of the complaint has no 
substance and the complainant has been informed accordingly.  The timing of 
the report was also not an issue as it had been issued prior to the cut off date of 
28 February which the SPCB had set. 
 
5. In respect of the complaint about the content our view was that while the 
majority of the report is compliant with the guidance there were references 
criticising another political party included in the articles on Post office closures 
and the Vale of Leven Hospital.  Such references are not in accordance with the 
guidance.  In addition, the centre spread promotes more generally and on a 
national basis the achievements of the Scottish Government.  The primary 
purpose of annual reports and newsletters is to inform constituents about a 
Member’s work.  
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6. We therefore ascertained the number of reports issued and wrote to the 
Member advising him that we considered there to be a breach of the guidance 
relating to the content of the report and seeking repayment of the costs.  The 
Member was also advised that if he did not agree with the interpretation he could 
seek a view from the SPCB.  The Member has asked that the matter be 
considered by the SPCB. 
 
Complaint B 
 
7. We received 2 separate complaints from members of the public dated 24 
February and 25 February 2011 about an annual report issued by a Member.  A 
copy of the annual report is attached at Annex B for the SPCB’s information.  The 
complaints were based on the content of the report being political in both tone 
and content. 
 
8. The sections of the publication in question relate to the article on the 
council tax freeze which is alleged to be party political and therefore in breach of 
the guidance.  Concerns were also raised over the strap line “Good News for 
Central Scotland from the Scottish Government”.  While much of the annual 
report is relating to local issues it could be argued that the article on the council 
tax freeze is more about government policy.  This is also the case about the strap 
line and could therefore be interpreted as a breach of the guidance. 
 
9. It was also claimed that the annual report focuses on only one part of the 
region from which the Member was elected.  We do not consider this element of 
the complaint has any substance as the member is not restricted in the 
circulation of such reports, although over the course, as a regional Member and 
in accordance with the Code of Conduct, Regional MSPs have a responsibility to 
all those in the region for which they were elected. 
 
10. The Member has asked that the matter be considered by the SPCB. 
 
11. As both Members have asked for the complaints to be considered by the 
SPCB, the SPCB is invited to determine each matter.  A copy of the guidance 
covering newsletters and annual reports is attached at Annex C to assist the 
SPCB.  
 
Resource Implications 
 
12. We are still working on the calculations on the expenditure on the 
publications and will advise further at the meeting.  
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Governance issues 
 
13. The guidance provides that Members are responsible for ensuring that the 
guidelines on newsletters and annual reports are fully complied with.  If they have 
not been, a Member might be asked to repay any costs involved. 
 
14. Section 2 of the Scotland Act 1998 provides that the proceedings of 
Parliament shall be regulated by standing orders.  Rule 1.6 of the Standing 
Orders provides that Parliament may lay down a code of conduct for members. 
The provisions of the Code of Conduct have been adopted by resolutions of the 
Parliament and apply to every member (section 2.1.1). The Code of Conduct 
therefore has a statutory basis, and section 7.2.11 obliges MSPs to comply with 
policies and procedures adopted by the SPCB.  
 
15. While in the past Members have been asked to repay in full the costs of 
any publication where it is deemed that the guidance has been breached, the 
SPCB might wish to give consideration to repayment of a proportion of the costs 
where it is considered that any breach is more minor in nature. 
 
Publication Scheme 
 
16. This paper should not be published until such time as the issues have 
been finalised.   
 
Next steps 
 
17. To notify each Member of the SPCB’s decision. 
 
Decision 
 
18. The SPCB is invited to consider and determine: 
 
18.1. Complaint A 
 
18.2. Complaint B 
 
18.4 And determine if there has been a breach whether the costs should be 
repaid in full or a proportion of the costs.   
 
 
 
 
 
Allowances Policy 
June 2011 
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Annex A 
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Annex C 
 
D. Newsletters and annual reports 
 

D1. What is the purpose of a newsletter or annual report? 
 

 
A newsletter or annual report, produced using parliamentary resources, should 
inform constituents about a Member’s work.  It can be used to consult with 
constituents or local groups, or to provide information about how to contact 
Members. 
 

D2. How should I pay for the costs of my newsletter or annual report? 
 

 
The costs of a newsletter or annual report including stationery, printing and 
distribution can be met from the Capped (postage and stationery) Provision, the 
Office Costs provision of the Reimbursement of Members’ Expenses Scheme or 
from both.   
 
Where the newsletter or annual report is being produced externally Members 
should satisfy themselves that the work has been undertaken to their satisfaction, 
authorise the invoice for payment and annotate on the invoice whether the costs 
should be charged to the Capped Provision, the Office Costs provision or specify 
how it should be split between them. 
 
Members should note that invoices not annotated with payment instructions will 
be automatically charged to the Capped Provision, provided sufficient resources 
are available, if not, the remaining balance will be charged to the Office Cost 
provision.  
 
The invoice should be submitted for payment to the Allowances Office.  
 
 

D3. How do I identify it as parliamentary publication?  
 

 
The Parliament’s corporate identity must appear in any publication.  (Section B 
provides advice on the use of the corporate identity). 
 
In addition each publication must include a note explaining that the costs are met 
from Parliamentary resources.  The wording of such a note, which must be 
clearly visible, should be as follows:  
 
‘The costs of this publication have been met out of parliamentary 
resources’. 
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D4. Who can receive a newsletter/ annual report? 
  

 
Parliamentary newsletters and other publications can be distributed to all 
constituents or a targeted local group, for example residents affected by a 
development scheme. 
 
Communications should not be distributed outside a Member’s electoral area. 
 
 

D5. Can any political material be included in the same mail drop as 
newsletters/ annual reports? 
 

 
No.  Parliamentary resources must not be used to meet the cost of 
distributing any non-parliamentary material. 
 
 

D6. What can be included in a newsletter/ annual report? 
 

 
Without being too prescriptive the following material can be used in any 
newsletter/ annual report: 
 

 Information about the Member  
 Factual information about Parliament, debates etc 
 Details of surgeries and how to get in touch 
 Factual material about work undertaken by the Member 
 Factual information about local public services e.g. the local authority 
 Surveys/questionnaires relating to important local matters  

 
 

D7. Can I describe myself in a publication as the [party name] MSP? 
 

 
If a Member wishes to refer to their political party in any communication, they 
should do so by using the following template to describe themselves: 
 

“[Communication] issued by [Name]  
Member of the Scottish Parliament for [constituency/ region] (party 
affiliation in brackets)” 
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D8. Are there any limitations on what can be included in a newsletter/ 
annual report? 
 

 
Yes, Members must ensure that newsletters or annual reports do not include 
any of the following: 
 

 Material that promotes, criticises or campaigns for or against anyone 
seeking election 

 Perspectives, comments or arguments with the intention of promoting 
the interests of any person, political party or organisation you support, 
or damaging the interests of any other such person, party or 
organisation 

 Fund raising 
 Surveys or questionnaires linked to party political or national 

campaigning 
 Business activities, or to obtain any personal benefit. 

 
 

D9. What about the content of newsletters and annual reports?  
 

 
The content of any publication should not seek, directly or indirectly, to 
compare a Member’s party favourably with another, promote one party at the 
expense of another party or seek to undermine the reputations of political 
opponents. In this context, the selective use of statistics should also be 
avoided.  
 
 

D10. Are photographs permissible? 
 

 
Yes, but these must not display party campaign slogans or campaign 
material.  
 
 

D11. In a publication can I refer to the Government by its party label? 
 

 
You can refer to the Scottish Government, the Government or the minority 
Government (as examples), but you should not refer to the Government by 
party. 
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D12. Do I require the newsletter/ annual report to be cleared by anyone 
before it is printed? 
 

 
No, all newsletters and annual reports should be produced in accordance with 
this guidance. The responsibility rests with the Member to comply with the 
guidance. 
 
Should any Member wish to seek advice on the content of any publication to 
reduce the risk of any complaint being upheld a draft of the publication can be 
submitted to the Allowances Office for advice prior to printing (contact 0131 
348 6609).   Advice on the use of the corporate identity is available from the 
corporate publications team (0131 348 5366). 
 
 

D13. Is it possible to issue a joint newsletter/ annual report with an MP or 
MEP? 
 

 
Yes, but Members wishing to produce a joint publication with an MP or MEP 
must ensure the entire content is free of party political or campaigning 
material.  Members who wish to include material not allowed under this 
guidance shall fund the whole cost of the publication from another 
source. 
 
Members must also be aware that the use of political party logos is not 
permitted on any joint publication. 
 
 

D14. What if I want to outsource the printing of any communication? 
 

 
The outsourcing of printing by a Member to a local firm, for example for any 
bulk printing of an annual report, is permissible.  Members should ensure that 
they receive value for money when outsourcing any printing and this would 
normally mean obtaining competitive quotes.  
  
On receipt of an invoice, Members should authorise the invoice for payment 
and annotate on the invoice whether the costs should be charged to the 
capped provision, the Office Costs provision or specify how it is to be split. 
 
Members should note that invoices not annotated with payment instructions 
will automatically be charged to the Capped (postage and stationery) 
Provision, provided sufficient resources are available, if not, the remaining 
balance will be charged to the Office Cost provision.   The invoice should be 
submitted for payment to the Allowances Office.  
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Improper use of newsletters and annual reports 
 
Members are responsible for ensuring that these guidelines are fully complied 
with. If they have not been, a Member might be asked to repay any costs 
involved, and may also expose themselves to allegations of misuse of 
parliamentary stationery.  
 
Members attention is drawn to the Members’ Code of Conduct (paragraph 
7.2.14).  Members are reminded that official stationery and mail is for use only 
as part of official Parliamentary business. It must not be used for any other 
purpose, including party political purposes. 
 
Enquiries 
 
Any enquiries on newsletters and annual reports should be addressed to the 
Allowances Office on 0131 348 6609. 
 

 


