PRESS RECOGNITION PANEL BOARD MEETING
8th meeting of the Press Recognition Panel
13:30, Tuesday 30June 2015
Times Room, 107 – 111 Fleet Street, London EC4A 2AB
AGENDA
Board meeting – public session
1.

Welcome

Chair

13:30

2.

Declarations of interest

Chair

13:30

3.

Minutes of the meeting held on 26 May 2015
outstanding actions and matters arising
For approval

4.

Update on the forward plan of work
Paper PRP33(15)
For noting

SU/RS/SE

13:35 – 13:55

5.

Update on consultation events to date and
stakeholder meetings
Paper PRP34(15)
For noting

SU/SE/HP

13:55 – 14:10

6.

Premises options for September 2015
Paper PRP35(15)
For decision

SU/HP/HPr 14:10 – 14:30

7.

Governance Framework update
Paper PRP36(15)
For decision

SU/JS2/HP 14:30 – 14:45

8.

Update on resourcing issues
Paper PRP37(15)
For decision

SU/JS2/HP 14:45 – 14.55

9.

Finance report June 2015
Paper PRP38(15)
For noting

SU/JS2

14:55 – 15:10

10.

Any other business
Including comments from the floor

Chair

15:10 – 15:15

11.

Close of public meeting of the Board

15:15

BREAK

15:15 – 15:30

Author: Holly Perry

Date: 21 June 2015

13:30 – 13:35
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Board meeting – confidential session
12.

Finance report – confidential update
Verbal
For decision

DW/SU/JS2 15:30 – 15:45

13.

Quarterly review of risk register
Paper PRP39(15)
For decision

SU/HP/HPr 15:45 – 16:30

14.

Meeting close
 Dates for Board meetings in 2016

16:30

Date and time of next meeting: Thursday 23 July 2015, 10:00 to 17:00 – exact timings and
venue to be confirmed. Latest version of forward plan of Board policies attached.

Author: Holly Perry

Date: 21 June 2015
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DRAFT 02

PRESS RECOGNITION PANEL
Minutes of the
meeting of the Press Recognition Panel Board
held on 26 May 2015 at 107-111 Fleet Street, London EC4A 2AB
7th

Present:

Dr David Wolfe QC (Chair), Harry Cayton, Emma Gilpin-Jacobs,
Carolyn Regan, Harry Rich and Tim Suter

In attendance: Susie Uppal (Executive Director), Rick Borges (Regulatory
Manager), Sadie East (Communications and Stakeholder
Manager), Jonathan Gorvin (Regulatory Manager), Holly Perry
(Head of Governance), Rosalind Stevens (Regulatory Manager),
Megan Archer (JS2 Ltd)
BOARD MEETING – PUBLIC SESSION
Welcome and Apologies
9.

The Chair welcomed Members and attendees to the seventh meeting of
the Press Recognition Panel Board.

10.

The Chair also welcomed the members of the public who were in
attendance, who confirmed that they were happy to be named as having
been present:
 James Connal, Capital PR
 Dr Evan Harris, Associate Director, Hacked Off Campaign (from
paragaph 27)
Declaration of members’ interests

11.

There were no new declarations to note.
Minutes of the meeting held on 21 April 2015, outstanding actions and
matters arising

12.

The minutes of the meeting held on 21 April were approved subject to
amending the wording at the end of the last bullet of paragraph 5 to ‘acting
lawfully’. The Chair would sign a copy of the minutes as a correct record.

13.

The log of outstanding Board actions was noted and agreed.

14.

In relation to matters arising, the Board noted that:
 action 16 – the Board agreed that the most appropriate time for the
Chair to write to the House of Lords Communications Select
Committee was the point at which new membership had been
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confirmed post the General Election;
action 19 – in relation to the National Audit Office’s (NAO) audit of the
Panel’s accounts, Megan Archer reported that JS2 Ltd had been
liaising with NAO regarding the use of the SORP framework for the
Panel’s accounts. The NAO had been unable to advise formally
whether or not the Panel should adopt the SORP framework, but
confirmed that they did audit accounts which used this framework
(which was widely used in the charity sector). NAO was expected to
respond formally to JS2 Ltd shortly, and the Board would be provided
with a further update at the 30 June 2015 meeting;
action 24 – JS2 Ltd were now progressing the action to take forward
the necessary arrangements to secure Board insurance, following
Gavin Sturge’s departure. The Board requested a full update on
progress at the 30 June 2015 meeting.

Update on resourcing issues – paper PRP28(15)
15.

The Board considered a short update paper prepared by Holly Perry
which updated the Board on the actions taken since the 21 April 2015
meeting in relation to resourcing to support the approach to recognition and
the overall work programme.

16.

The following points were noted in discussion:
Staff resourcing
 the Executive Director clarified that the role of the Research Officer
would be to collate and codify responses to the consultation, and
would be offered on a fixed term, three month contract. The job title
had been considered carefully, but it had proven difficult to think of an
alternative job title that was meaningful;
 the Executive Director clarified that there may be a need for a piece of
research to be carried out, which had not yet been separately
budgeted for in 2015/16. The intention was to submit a paper to the
Board in September or October setting out the options for
commissioning research;
 in relation to Mark Ogle, who was assisting with media handling
around the consultation, it was agreed that 10 days was an appropriate
length of contract;
 it was reported that Sheraine Rowe had joined the Panel as
Communications and Events Coordinator on a fixed term, three month
contract;
HR policies and contracts and HR services
 the Executive Director reported that the staff contract paperwork had
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now been received from Peninsula, however it was legalistic in tone
there were some inaccuracies (for example it referred to the PRP as
“the company”) and required some reworking to reflect the Panel’s
values and approach. It was agreed that the Executive Director would
issue the original version once accurate to staff as soon as possible,
and would follow up with Peninsula, asking if they could redraft the
documentation in a more user-friendly style;
Premises
 the Executive Director reported that she had now extended the
contract with Regus at Wood Street by two months, as agreed by the
Board on 21 April 2015, and had negotiated £500 worth of free
meeting room space per month as part of the negotiations;
 work was underway to secure the services of commercial surveyors to
provide options on suitable premises available from the end of
September. There would be no cost for this work. Proposals for future
accommodation options would be presented to the Board’s 30 June
2015 meeting;
Finance support
 Harry Rich, the Board Member with designated financial responsibility
on behalf of the Board, would be meeting JS2 Ltd on 1 June 2015, and
he would provide a report back to the Board at the next meeting;
Information Technology and website




17.

IT problems were ongoing, arising from the size of the shared line
supplied by Regus and this was continuing to significantly impact on
the Panel’s download speed. The Board requested that the Executive
Director write to Regus on the Board’s behalf, setting out formally the
Panel’s concerns with this and other issues relating to the service;
the work on file sharing and back up arrangements were close to
conclusion.

In summary, the Board:
 noted the further staff and contractors who had been engaged since
21 April 2015;
 noted the update in relation to HR activity;
 noted the update regarding the Panel’s premises arrangements;
 noted the update regarding finance support;
 noted the update regarding IT; and
 noted the update regarding the Panel’s website.
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Finance Report May 2015 – paper PRP29(15)
18.

The Board received a paper which set out a bank-reconciled set of
accounts as at 31 January 2015 for the Board’s consideration. Megan
Archer of JS2 Ltd was in attendance to present the figures, and to respond
to the Board’s questions. It was emphasised that the format had been kept
relatively simple – comments and suggestions from Board Members were
invited on the detailed information that ought to be included in future
reports. An explanation was provided of how the surplus had come about.

19.

It was agreed that a footnote would be added to the income and
expenditure reports in future to explain any variances (in addition to being
covered in the text of the cover paper).

20.

The Board:
 noted the positon regarding the Panel’s income and expenditure as at
30 April 2015, including the net surplus after costs of £60,016;
 noted that JS2 Ltd would continue to provide updates on the Panel’s
financial position at monthly meetings of the Board; and
 noted that a further sum of money was expected to be transferred to
the Panel from the Exchequer via the Ministry of Justice early in the
new financial year, and a further update would be provided at the 30
June 2015 meeting.
Final draft business plan and budget 2015/16 – paper PRP30(15)

21.

The Board considered a paper which attached the final draft business plan
and budget for agreement and sign off.

22.

The Board raised the following points in discussion:
Business plan
 some specific textual amendments were agreed, including:
- the penultimate sentence of the Chair’s foreword would be
redrafted to read, ‘I am committed to establishing independent
oversight of an effective system of press self-regulation in the UK.
That system will help to secure the public interest and ensure we
continue to have a free and vibrant press which acts in
accordance with the lessons learned through the Leveson
Inquiry’;
- the final sentence of the Executive Director’s introduction would
be redrafted to read, ‘There is a lot of work to do to a challenging
timetable and I am confident that the focused and flexible team I
have put in place will be able to deliver a robust and effective
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-

recognition system’
references to ‘standards’ would be amended to ‘approach’
throughout the document;
the wording ‘and other materials’ would be added to the reference
in the second objective under objective 5 to the website; and
a check would be undertaken in relation to the consistency of the
language with the wording of the Panel’s document setting out its
mission and approach.

Budget
 some specific textual amendments were agreed, including:
- an amendment to the comments column on page 13 from
‘awarded’ to ‘granted’.
23.

The Board:
 agreed the business plan for 2015/16 subject to the comments
raised in discussion; and
 agreed the budget for 2015/16.
Update on stakeholder meetings – paper PRP31(15)

24.

The Board considered a paper which updated the Board on the latest
position with regard to the meetings with those with an interest in the
Panel’s work, further to the update provided at the Board’s 21 April 2015
meeting.

25.

The following points were raised in discussion:
 it was noted that the minutes attached to the paper were draft, and
had not yet been agreed by the attendees;
 in terms of general trends and themes coming through, it was noted
that the hyperlocal sector was potentially a significant player, many of
the larger of which were likely to meet the ‘relevant publisher’
definition. It was also noted that smaller hyperlocals might opt to be
part of a recognised regulator, in order to secure cover for the risk of
litigation costs (or threat of litigation costs);
 in relation to hyperlocals, the boundaries, definitions and cut off points
were unclear, and the picture, particularly in relation to digital
developments, was very fast moving;
 in relation to the meetings with IPSO, the Financial Times and the
Guardian, it was clear that while there was no appetite for seeking
formal recognition, each had shown interest in the Panel’s work and
were keen to contribute to the discussion. There was a high degree of
interest in interpretation of the criteria;
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26.

beyond the meetings yet to be confirmed or scheduled, and the
planned consultation events taking place across the UK during June
and July, the Board agreed that there was no need for further
meetings with stakeholders to be scheduled for the time being. The
Panel’s position was to welcome ongoing discussion and dialogue with
any interested party, however these discussions would now be held
over to a different phase of work. The exceptions to this were adjacent
regulators (including the ASA, Ofcom, ATVOD and others) which
needed to be engaged specifically in the forthcoming consultation
process.

In summary, the Board
 noted the draft minutes of the stakeholder meetings held on: 6 May
2015 with academics from Cardiff University; 12 May 2015 with William
Perrin of Talk About Local; 12 May 2015 with IPSO; 13 May 2015 with
Guardian & News Media; and 13 May 2015 with the Financial Times;
 noted the planned meetings with the Independent group and National
Union of Journalists on 26 May; and
 agreed that no further stakeholder meetings were required at the
present time, beyond the consultation events taking place in June and
July 2015.
Final plans for public consultation – Paper PRP32(15)

27.

The Board received a paper which provided an update on the plans for
consulting on proposals for receiving and assessing applications for
recognition, further to the paper considered at the 21 April 2015 Board
meeting. Board Members had also had the opportunity to comment by
email to a more developed version of the consultation plan between
meetings.

28.

The following points were raised in discussion:
 it was noted that the consultation period would run from 8 June to 31
July 2015;
 in relation to the Welsh language, it was noted that the Welsh
Language Act 1993 did not apply to the Panel however in keeping with
the Panel’s commitments set out in its Welsh language policy, the
consultation document would be translated into Welsh;
 the Board noted that invitations had been issued to some 800 contacts
on the Panel’s database. The Panel had been asked to consider
running an event in Bristol in addition to the scheduled events. It was
agreed if assistance could be secured in relation to hosting an event,
this would be followed up;
 the launch event would take place at the London School of Economics,
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29.

and would be hosted by Damian Tambini. As well as the Panel Chair,
other panel members would include William Perrin of Talk About Local
and Jonathan Heawood of IMPRESS;
the event in Birmingham on 8 July would be particularly targeted at
hyperlocals, but would be open to all;
a webinar was taking place on 15 June, and other Board Members (in
addition to the Chair) were welcome to join;
in terms of collecting feedback, notes would be taken by a member of
the staff team at each event, and responses from individual attendees
would also be heavily encouraged;
a significant number and range of third sector bodies – both local and
regional – had been invited to each event;
the Chair was now attending all events, and so would lead on
introducing the events – the Chair would prepare some bullets for the
events and would share these with Board Members. A ‘frequently
asked questions’ document was also being prepared and would be
circulated;
the Head of Governance would be in touch with Board Members
individually regarding travel arrangements;
it was noted that there would be proactive media during the
consultation period, and local media would be utilised for the individual
events;
in relation to advertising, free advertising would be pursued wherever
possible. Where this wasn’t possible, it was agreed that there would be
advertising in local press. It was agreed that the Chair and Emma
Gilpin-Jacobs would sign off the final text for the advert.

Subject to the points raised in discussion, the Board agreed the plans for
consultation.
Closing discussion

30.

The Chair invited the members of the public who were in attendance to
make any observations and to raise any questions. following points were
made by the visitors:
Evan Harris, Hacked Off
As the Panel’s profile increased, it was possible or even likely that articles
would begin to appear in the press that were not entirely accurate – Dr
Harris asked whether the Panel planned to ensure that the public were not
misinformed by inaccurate or misleading coverage. The Chair responded
that the Panel was very conscious of this risk, and had staff, Board
Members and others in place with expertise in this area who would help to
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manage such an eventuality. The Panel would respond to all misleading or
inaccurate press coverage requesting letters of correction.
Any other business
31.

The Chair reported that he would shortly be in touch with individual Board
Members to arrange one-to-one meetings, to be completed in the next
month to six weeks.
Date and time of next meeting

32.

The Board noted that the next scheduled meeting of the Board would be
held on Tuesday 30 June 2015, 10.00 to 17.00 (exact timings to be
confirmed).

1
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PRESS RECOGNITION PANEL
Log of outstanding Board actions as at 22 June 2015
Actions completed from previous meetings have been removed from the log
Actions outstanding from the meeting held on 26 May 2015
Paper PRP27(15) Final draft framework for recognition and draft consultation
paper
1.
Responsibility delegated to the Chair and Executive Director to finalise the
consultation documentation
Completed - The Chair and the Executive Director approved the
documentation and the consultation was launched on 8 June 2015
Update on visual identity work – tabled paper
2.
Acronym PRP to be adopted, as well as logo and visual identity, with
immediate effect, with the accompanying strapline ‘independently
overseeing press regulation’
Completed – All formal documents, website and executive emails now
adopt the new branding and acronym with accompanying strapline
Outstanding actions
3.
Chair to write to House of Lords Communications Committee once the new
membership has been confirmed following the General Election
Completed – A letter was sent out to Lord Best on 22 June 2015 along
with copies of our consultation document. A copy was circulated to the
Board and also placed on our website.
4.

PRP’s use of SORP framework for the accounts to be reviewed. NAO
expected to respond formally to JS2 and Board to be provided with a
further update at the 30 June 2015 Board meeting
Progressing – an update is provided in paper PRP36(15) on the 30 June
2015 meeting agenda

5.

JS2 Ltd now progressing action to take forward necessary arrangements
to secure Board insurance, following Gavin Sturge’s departure. Full update
on progress to be reported to Board on 30 June 2015
Progressing - an update is provided in paper PRP37(15) on the 30 June
2015 meeting agenda

Paper PRP28(15) Update on resourcing issues
6.
Paper to be submitted to the Board in September or October 2015 setting
out the options for commissioning research
Progressing - an update is provided in paper PRP33(15) on the forward
plan of work on the 30 June 2015 meeting agenda
7.

Executive Director to issue the contract paperwork to staff as soon as
possible, and ask Peninsula to redraft the documentation in a more userfriendly style
1

Progressing – The Executive Director has spoken to Peninsula who are
finalising the documentation and are setting up HR Online. The preliminary
paperwork should be ready to distribute shortly. They will also be asking
one of their representatives to come in to see us about providing more
bespoke documentation.
8.

Proposals for future accommodation options to be presented to the
Board’s 30 June 105 meeting
Progressing – an update is provided in paper PRP35(15) on the 30 June
2015 meeting agenda

9.

Harry Rich, Board Member with designated financial responsibility on
behalf of the Board to meeting JS2 Ltd on 1 June 2015 and provide a
report back to the Board at the next meeting
Progressing – Meeting held; Harry Rich will provide a verbal update
under the Finance Report June 2015 item, paper PRP38(15)

10.

Executive Director to write to Regus on the Board’s behalf, setting out
formally the Panel’s concerns with download speed and other issues
relating to the Regus service
Progressing – Executive Director wrote to Regus on 28 May 2015 setting
out the Panel’s concerns in relation to: meeting room availability, internet
speed, shredding, telephony, blinds and issues with billing. A round table
discussion took place on 2 June with Regus to discuss the issues. There
has been some progress since, and it was agreed that regular update
meetings would take place so that progress could be kept under review.

Paper PRP29(15) Finance Report May 2015
11.
A footnote would be added to the income and expenditure reports in future
to explain any (significant) variances
Progressing – This amendment has now been actioned and future reports
will include such notes – see paper PRP38(15) on the 30 June 2015
agenda
12.
A further sum of money expected to be transferred to the Panel from the
Exchequer via the Ministry of Justice early in the new financial year and a
further update to be provided to the Board at the 30 June 2015 meeting
Progressing – The Chair will provide a verbal update as part of the
confidential session at the meeting on 30 June 2015
Paper PRP31(15) Update on stakeholder meetings
13.
Adjacent regulators (including the ASA, Ofcom, ATVOD and others) to be
engaged specifically in the forthcoming consultation process.
Progressing – These stakeholders were included in the consultation
invitation communications that were sent out. The Executive Director will
provide a verbal update on the latest discussions at the meeting.
Paper PRP32(15) Final plans for public consultation
14.
Panel to consider running an event in Bristol in addition to the scheduled
events – on the basis that assistance could be secured in relation to
hosting an event
2

15.

16.

Completed – No assistance could be found in relation to hosting and it
was determined that it was therefore not cost effective to add Bristol to the
schedule of consultation events
Notes to be taken by a member of the staff team at each consultation
event, and responses from individual attendees to be heavily encouraged
Progressing – Note taker attending each event, and individual responses
are being encouraged
Chair to prepare some bullet notes for the events and share with Board
Members; FAQs to be prepared and circulated
Progressing – A briefing pack and FAQ’s circulated to all PRP attendees
before each consultation event.

Actions outstanding from the meeting held on 21 April 2015
Paper PRP18(15) Update on the outline framework for recognition
17.
An equalities impact assessment to be published alongside publication of
the consultation response document in September 2015
Completed – A question has been incorporated in the consultation
regarding equality and diversity impacts, and a response will be produced
as part of the consultation response document in September 2015.
Paper PRP20(15) Update on resourcing issues
18.
Executive Director to give some thought to succession arrangements for
each member of the team – in some areas, there was cover in place, but in
other areas, gaps would result in issues emerging
Completed – Contract terms require agencies to replace agency staff if
they leave during the term agreed. The updated risk register, which covers
this risk is provided in paper PRP39(15) on the 30 June 2015 meeting
agenda.
19.

JS2 Ltd to feed into discussions at Board level in relation to internal and
external audit arrangements, and establishing an audit and risk committee
Progressing – A paper will be presented to the Board’s 30 June meeting
on internal and external audit arrangements, and the establishment of an
Audit and Risk Committee.

Actions outstanding from the meeting held on 25 March 2015
House of Lords Communications Committee report
20.
Chair to write to the Committee to respond to the questions for the Panel
included in the report
Completed – see action 3 above
PRP12(15) Draft risk register
21.
Changes to be made to the risk register to reflect the Board’s comments,
and Board to review risk register on a quarterly basis
Progressing – An update is provided in paper PRP39(15) on the 30 June
2015 meeting agenda. The risk register has been added to the forward
plan for consideration by the Board on a quarterly basis.
3

PRP17(15) Finance Report March 2015
22.
Executive Director to write to the National Audit Office to seek confirmation
that the NAO would be auditing the Panel’s accounts
Progressing – See action 4 above.
Actions outstanding from the meeting held on 27 February 2015
Any other business
23.
Chair to meet with individual Board Members to undertake one-to-one
meetings, to be completed in the next month to six weeks
Completed – all sessions had been completed as at 10 June 2015.
Recommendations in relation to the formal annual appraisal of Board
Members and evaluation of the Board will be brought to the July Board
meeting.
Actions outstanding from the meeting held on 13 January 2015
Matters arising
24.
Gavin Sturge taking forward necessary arrangements to secure Board
insurance; further meeting taking place with broker; proposal to be put to
the Chair and subsequently the Board for approval
Progressing – See action 5 above
Actions outstanding from the meeting held on 5 December 2014
PRP02(14) Governance Framework
25.
The potential for live streaming of business meetings to be investigated
Completed – Costs are prohibitive and the fact that all public papers are
published on the website and meetings are open to the public mitigates
against incurring the cost.
26.

A decision on laptops for Board Members to be considered at a future
meeting together with a decision on paperless Board meetings and the
adoption of BoardPad
Progressing – An update is provided in Paper PRP37(15).

Paper PRP05(14) Board Members’ remuneration
27.
Remuneration rates for the Chair and Board Members to be subject to
review after one year of operation, and annually thereafter
Progressing – remuneration rates subject to public consultation and
added to the forward plan for re-consideration in November 2015

4

PRP33(15)
PRESS RECOGNITION PANEL
UPDATE ON FORWARD PLAN OF WORK
Meeting: 30 June 2015

Status: For noting

Lead responsibility: Susie Uppal, Executive Director
Contact details: Rosalind Stevens, Regulatory Manager and Sadie East,
Communications and Stakeholder Manager
Purpose
1. The purpose of this paper is to update the Board on the work that needs to be
undertaken and decisions made to ensure that the PRP is ready to receive
applications for recognition from September 2015.
2. The Board is invited to note the high level work plan.
Executive Summary
3. Our consultation on how we propose to handle applications for recognition will
close on Friday 31 July 2015. We are on track to be open to receive
applications by September 2015, provided we keep to the very tight timetable
for analysing the consultation responses, publishing the summary of these and
finalising our application process.
Strategic Objective
4. The PRP Business Plan for 2015/16 sets out our objective to develop and
implement an effective and proportionate system for dealing with applications
for recognition from press self-regulators. Our decision to consult publicly on the
process before finalising it demonstrates how the PRP is seeking to act fairly,
guided by the principle of understanding the public interest; and acting openly,
asking questions, and using the widest possible range of evidence available to
us to make our decisions.
Analysis
5. Annex A summarises the tasks that need to be completed (a) in order for PRP
to be open for recognition applications in September 2015 and (b) to fulfil its
other responsibilities under the Charter. These work streams are organised
around eight main themes:

1

i.
ii.
iii.
iv.
v.
vi.
vii.
viii.

Statement: Summary of consultation responses and PRP’s response.
Guide for Applicants.
Operational manual for staff and Board members handling applications.
Consultation on ad hoc and cyclical reviews.
Website development.
Consultation on fees and charging.
Preliminary work required for State of Recognition report.
Assessment of applications for recognition

6. The plan will be developed and enhanced as work continues.
Communications
7. We have a communications strategy in place, which we will continue to develop
to support our ongoing work deliverables.
8. Planning is underway for phase two of the website redevelopment, which will
include a new site structure, revised look and feel and page layout. It will also
include ensuring that the site adheres to accessibility requirements and provides
data which can be used to measure site usage. This phase will also include
work to develop new areas of the site for information about the applications
process and an area to submit applications – the requirements for this are
currently being scoped.
Risks
9. Given the tight timetable for the turnaround of our consultation analysis, we will
update the Board on consultation responses at the June and July meetings on
any consultation responses received by those dates; and, if exceptionally the
need arises, by email on other dates.
10. The PRP is currently consulting on the approach that should be adopted on pre
application engagement with any press self-regulators who wish to apply for
recognition (Para 61 and 62 of our consultation document refers). This area of
work may need to be expedited once the consultation period has ended.
Recommendations
11. The Board is invited to note the work plan.
Timeline for future work
12. Following the close of consultation on 31 July, the focus of our work from then
until mid-September will be on work streams i – iii and v above.
2

13. We aim to publish both the Summary of consultation responses and the Guide
for Applicants in early September 2015 in advance of the PRP opening for
applications. The Board will be asked to approve both documents for publication
at the August 2015 meeting.
14. An initial outline of the Summary and the Guide will be available to the Board for
comment at the July meeting. A number of sections cannot be completed until
the consultation period has ended and the responses have been analysed.
Attachments
Annex A – Post consultation work plan and timetable

3

Annex A
Work stream

Key deliverables

Timescale for
completion

Timing of Board
discussion

Published Statement.

Draft Statement to be
distributed to the Board on
18 August.

Board will be updated on
responses received at June
and July Board meetings (or
if exceptionally the need
arises by email on other
dates).

Statement: summary of
consultation responses and
PRP response


Summary and analysis
of consultation
responses.



Impact assessment of
proposals (including
equalities impacts) and
resultant amendments
to recognition process.

Draft statement for approval
by the Board on 25 August
2015.

Guide for applicants







Develop and agree PRP
policy on preapplication engagement
and advice drawing on
consultation responses
and examples from
broad range of relevant
organisations.
Finalise application
process.
Agree FOI, DPA and
equality duty policies in
the context of the
application process.
Develop call for
evidence process and
procedures.

Published Guide for
recognition framework
including:

Outline of Guide to be
circulated to Board on 16
July 2015.

Board to comment on the
outline on 23 July 2013.

Pre-application
engagement;

Draft of the Guide to be
circulated to the Board on
18 August 2015.

Board to approve final Guide
on 25 August 2015.

Application form (or
cover note);
Self-assessment matrix;
Call for evidence form
and procedures;
FOI, DPA and equality
procedures in the
context of the
application;
Record keeping policy;





Develop format of
seal/certificate of
recognition.
Integrate application
documentation into

Assessment process;
Publication format for
outcome;
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development of website
architecture project.

Certificate/seal of
recognition

Operational manual




Develop internal tools
for assessing an
application and
publication of decision.
Agree any training
required for Board
members,

Operational manual
including:
Guidance on validation
and verification of
evidence and
indicators.

Draft proposals for
operational manual for
circulation on 18 August.

For noting at 25 August
meeting.

Final draft of manual for
circulation on 15
September.

For noting at 22 September
meeting.

The website
redevelopment is due to be
complete by end August.

The Board will be kept
regularly updated on this
work as it develops.

Assessment matrix.
Evidence pack for
Board assessment and
report.
Format for publication
of outcome of decision.

Website




Phase 2 of website
redevelopment to
enhance structure,
content, functionality
and look and feel.

Re-developed website
including functionality
to support applications
process.

Work is underway to clarify
the requirements for
additional functionality to
support applications.
Subject to this, work will be
completed to coincide with
the PRP opening for
applications.

Development of area of
website to provide
information on
applications process
and any additional
functionality required.

Consultation on ad hoc and
cyclical reviews


Develop approach to
cyclical and ad hoc
reviews.

Consultation
document.

Scoping report for
circulation to the Board on
15 September 2015.

Scoping report for discussion
on 22 September.
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Develop guidance on
how reviews will be
undertaken for
inclusion in Guide.

Internal guidance.

Revised Guide to
include published
processes.

First draft of consultation
document for circulation to
the Board on 10 December
2015.

Draft consultation document
for comment on 17
December.

Final draft of consultation
document and revised
version of Guide for
circulation to the Board in
January - March 2016.

Final consultation document
for approval in January March 2016.

Consultation on fees and
charging


Develop approach to
fees and charging,
consult and publish
fees.

Options analysis of
Initial options analysis for
different fee structures. circulation to Board on 10
December.
Consultation
Initial draft/final
document.
consultation document(s)
for circulation to the Board
Published fee
in January - March 2016.
structures.
Proposed fee structures for
circulation to the Board in
March/April 2016.

Approval of approach on 17
December.

Approval of draft and final
consultation documents in
January-March 2016.

Approval of fee structures
for publication in
March/April 2016.

State of recognition report


Progress report on press
recognition.

Input to PRP ARA 201415 and ARA 2015-16 on
recognition
developments, if
required.
Report to Parliament
and Scottish Parliament
on state of recognition.

Draft input to ARA for
circulation to Board on 13
October, if required.

Board to discuss ARA at 20
October meeting, if required.

Initial proposals for
preliminary work to be
done for distribution to the
Board on 13 October.

Board to approve proposals
for at 20 October meeting.

Board to note preliminary
Findings and draft outline
work and research findings
report(s) to be circulated to and approve draft outline of
the Board by April 2016.
state of recognition report at
April 2016 meeting.
(including consideration of
content to be included in
PRP ARA 2015-16, if
required).
6

Final draft of state of
recognition report to be
circulated to the Board by
September 2016.

Board to approve final state
of recognition report by
September 2016.

All processes to be in place
to accept applications by
September 2015.

Timing to be determined
following receipt of an
application.

Assess any applications for
recognition


Validation process



Granting recognition

Board Pack for
assessment.
Notification to
applicant.
Public Statement of
outcome.

Documentation for Board
approval of application to
be prepared in accordance
with timetable agreed
following consultation.
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PRP34(15)
PRESS RECOGNITION PANEL BOARD
UPDATE ON CONSULTATION EVENTS TO DATE AND STAKEHOLDER
MEETNGS
Meeting: 30 June 2015

Status: For noting

Lead responsibility: Susie Uppal, Executive Director
Contact details: Sadie East, Communications and Stakeholder Manager and Holly
Perry, Head of Governance
Purpose
1. The purpose of this paper is to update the Board on progress to date with
delivery of our consultation on receiving and assessing applications for
recognition, which launched on 8 June 2015 and runs to 31 July 2015. The
paper also provides an update on recent stakeholder meetings.
2. The Board is invited to:
2.1. note the update on the consultation; and
2.2. note the recent stakeholder meetings.
Executive Summary
3. The consultation on the PRP’s plans for receiving and assessing applications for
recognition was launched on 8 June and runs to 31 July. This report provides an
update on the consultation launch and activity to date as well as setting out plans
for the remainder of the consultation period. The paper additionally provides an
update on the latest round of stakeholder meetings.
Strategic Objective
4. The PRP has committed to values of openness and transparency and at one of
its earliest meetings, agreed an Openness, Transparency and Consultation
Policy which sets out a commitment to consult as widely as possible with those
affected by the PRP’s work.
5. At its meeting on 21 April 2015, the Board agreed that the purpose of the
consultation was to:
 communicate with stakeholders and the public to increase understanding
about the framework put in place by the Royal Charter and the role of the
Press Recognition Panel; and
 listen to the views of stakeholders and feed these into the development of
the Panel’s proposals for how it considers and decides on applications for
recognition from press self-regulators.
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Analysis
Consultation launch
6. The consultation went live on the PRP website on the morning of Monday 8
June. At the same time the website was updated to reflect the PRP’s new visual
identity.
7. The consultation was launched with a debate held at the LSE, hosted by
Damian Tambini, Director of the Media Policy Project. David Wolfe was joined
on the panel by Jonathan Heawood and Eve Saloman. Around 50 people
attended the event and engaged actively in the debate.
8. Attendees included a number of journalists and the event resulted in some
media coverage (see Media activity section below).
9. National and regional press releases were issued, emails were sent to all the
contacts on our database and tweets went out to promote the launch of the
consultation.
10. The launch activity resulted in a significant increase in interest in our
consultation events.
Media activity
11. The consultation was launched to the media with a press release which resulted
in neutral to positive national news coverage which outlined the purpose of the
consultation and where each event was being held.
12. The consultation launch event at the LSE resulted in another largely neutral to
positive national story covering the debate and again mentioning the
consultation events and the latest work by the PRP.
13. At national and specialist level, the Chair has been interviewed by Press
Gazette and interviews are planned with the Independent and Radio 4 Media
Show on the consultation and role of the PRP. Work is continuing to secure
other opportunities.
14. Local and regional media in the locations of the consultation events have
targeted with a bespoke press release announcing the consultation event;
letters to editors for publication with details of the events; and offers of an
interview by phone with the Chair or face to face at the event (for both print and
local radio outlets). An interview was conducted for Manchester North
Community Radio.
15. Editors have not tended to see the value of the events as a news story,
particularly given the PRP’s role as “recogniser of the regulator of the press”,
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which meant the consultation events weren’t necessarily an opportunity for the
public to raise complaints.
16. Letters to editors have proved more successful, being printed in various
publications and online in Belfast, Glasgow and Manchester so far.
17. We will continue to work on this strategy for Cardiff, Birmingham, London and
Durham events.
Consultation events
18. Three consultation events have taken place so far, in Belfast, Glasgow and
Manchester. All three were interesting and useful sessions. A broad range of
people have attended the events including members of the public, journalists,
academics and lawyers and there has been a good balance between providing
information about the PRP and discussion which can feed into the consultation.
19. We also ran a live webinar session. The Chair talked about the PRP and the
consultation and then answered questions which participants submitted live.
The webinar is now available to download from our website which will enable
more people to view the session.
Website
20. A new section of our website was created to host the consultation document,
online questionnaire and information about the consultation events.
21. There are two ways of submitting a consultation reports via the website. An
online consultation form and in addition, the PDF of the consultation document
on the website provides the functionality for people to complete the consultation
questionnaire and add their comments to the recognition matrix and then submit
as their consultation response.
Printed consultation document
22. A hard copy consultation document was produced and copies have been given
out at events and have been sent, with a covering letter, to all the stakeholders
we have met with over the past few months.
Responses received
23. To date we have received three consultation responses from members of the
public. Two were received via the online form and one was via an interactive
PDF.
24. An update on responses received and summary of the key themes will be
presented to the Board at its 23 July 2015 meeting.
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Update on recent stakeholder meetings
25. Since the Board’s 26 May 2015 meeting, the following stakeholder meetings
have taken place:





26 May 2015, Independent group – the notes are available on the
website here;
26 May 2015, National Union of Journalists (NUJ) – the notes are
available on the website here;
4 June 2015, IMPRESS – the notes are attached at Annex B – these are
restricted as they have not yet been agreed with IMPRESS; and
18 June 2015, DCMS – the notes are attached at Annex C – these are
restricted as they have not yet been agreed with DCMS.

26. The Board is invited to note the recent stakeholder meetings.
Communications
27. In addition to the work on the consultation outlined above, the consultation has
been promoted via emails to our contacts database, Twitter and on our website.
Flyers have been distributed at events and a number of our stakeholders have
tweeted about the consultation and forwarded information to their own contacts.
We have chased key contacts for each event location by phone to promote
attendance at the consultation events.
28. In addition, an advertisement has been placed in one local paper for each of the
locations we have visited (printed copy and online).
Risks
29. A detailed analysis of risks was set out in the paper on the plans for the
consultation which the Board considered at its May meeting. These included the
risk of raising our profile leading to criticism, keeping the consultation focussed
and attracting a good number and range of attendees to attend events and
participate in the consultation more widely. We are continuing to actively manage
these risks.
Recommendations
30. The Board is invited to:
30.1. note the update on the consultation; and
30.2. note the recent stakeholder meetings.
Next steps
31. Further consultation events are planned as follows:
30 June – London
3 July – Durham
8 July – Birmingham
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14 July - Cardiff
32. Work will continue to promote the consultation and the events in each location
to encourage stakeholders and the public to take part.
33. Consideration is being given to publishing consultation responses as they are
received. We did not indicate in the consultation document that we planned to
publish responses before the end of the consultation period so we will need to
seek permission before publication. A decision on when to begin publishing will
be taken on the basis of the number of early responses received.
34. The consultation closes on 31 July 2015. Responses are being analysed as
they are submitted and this work will continue into August.
35. A summary of feedback from the consultation and our response will be
published alongside our final processed for receiving and considering
applications.
Attachments
Annex A – Notes of first three consultation events (restricted)
Annex B – Notes of meeting with IMPRESS, 4 June 2015 (restricted)
Annex C – Notes of meeting with DCMS, 18 June 2015 (restricted)
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PRP35(15)
PRESS RECOGNITION PANEL BOARD
PREMISES OPTIONS FOR SEPTEMBER 2015
Meeting: 30 June 2015

Status: for approval

Lead responsibility: Susie Uppal,
Executive Director

Contact details: Holly Perry, Head of
Governance and Hamish Pringle,
Programme Support Manager

Purpose
1.

The purpose of this paper is to update the Board on the property search for
serviced offices and to seek the Board’s view on the following options:
1.1 give three months’ notice to Regus and begin negotiations with them
with a view to remaining in our existing offices at Wood Street,
negotiating a longer term lease (of up to three years) on more favourable
terms and an improved service agreement (including on meeting space and
internet speed);
1.2 give three months’ notice to Regus and actively seek new serviced
office accommodation on a minimum lease term of 18 months to three
years. The new serviced offices would need meet our minimum
requirements as set out in Annex A. The cost of this solution should be on
similar or better terms than currently budgeted;
1.3 give three months’ notice to Regus and investigate the cost of moving
to unserviced offices and seek to fit out the offices in such a way to
ensure that our minimum needs are met; and
1.4 give consideration as to the preferred length of term, on the basis that
the longer the term, the better the rate that will be secured.

2.

Subject to the points raised in discussion, the Board is asked to delegate
authority to the Executive Director to enter into negotiations and finalise a more
suitable office solution from the end of September 2015.

Executive Summary
3.

The PRP moved from 107-111 Fleet Street to serviced offices at 88 Wood
Street at the end of March 2015. The basis for agreeing the contract and taking
on the space included the following principal criteria – light, airy and modern
office; dedicated Board meeting space; sufficient space for other meetings.

4.

While we have been content with the quality of the office space, all meeting
rooms have now been rented out as office space and this has caused us
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significant issues – Board meetings have to take place at 107-111 Fleet Street,
and there is no space for the staff to conduct confidential meetings.
5.

The Board accepted that we would have to pay a premium to have the flexibility
of short term office space. The issues with meeting space at 88 Wood Street
(together with a range of other matters previously discussed with the Board and
set out in paragraph 8 below), we now have the opportunity to decide whether
to move to a longer term contract (a commitment of 6 to 12 months) or move to
more favourable rates for longer term occupation – either with Regus or with
another serviced office provider. We should also consider the option of leasing
space directly.

6.

An initial search by external property advisers suggests that there is a possibility
that we might be able to secure better office accommodation in the locality that
might better meet our needs, which can be obtained for a similar or slightly
lower price than we are currently paying.

7.

If we want to significantly reduce our office accommodation costs we would
need to move further out from the centre of London – for the purposes of this
paper, this option has been ruled out.

Our current position
8.

We are currently paying a monthly rent of £6,739 plus VAT for serviced office
space at 88 Wood Street. As reported at the 26 May 2015 Board meeting, we
have been experiencing service issues, including:




9.

a lack of meeting rooms - meeting space is dependent on whether office
space is vacant as there is currently no dedicated meeting room space. We
continue to have our Board meetings in Fleet Street and have to book
additional meeting room space in neighboring offices. The cost of this
additional meeting room space is approximately £2,000 per month. In
addition there is also no space for staff to have informal discussions or eat
their lunch away from their desks; and
internet and wifi access has been poor - this has caused problems with both
printing and accessing documents that are shared in the “cloud”. Telephone
calls cost an additional £100 per month.

Our monthly office costs are in the region of £10,100 per month inclusive of
VAT (office, meeting room space at Regus and meeting room space at Fleet
Street). If this is extrapolated we will be spending approximately £121,200 per
annum on office and meeting space on current terms (on the basis that the
Executive Director has negotiated £500 of free meeting room space per month,
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and the fact that the stakeholder meetings have now concluded means that
realistically the annualised figure is likely to be less than this).
10.

Whilst the Wood Street offices are in a good, central location, in a modern, fit
for purpose building, they do not meet our requirements in relation to meeting
space or the staff facilities we need on site. There is no guarantee that this will
change or that the service standard will improve, however the Executive
Director and Head of Governance are now meeting Regus on a three-weekly
basis to discuss service related issues. There is certainly a willingness to try to
resolve the issues and this is why one of the options presented to the Board is
to give three months’ notice to Regus and begin negotiations with them
with a view to remaining in our existing offices but with an agreement
that there would be an improvement in service and in contractual terms.

11.

As a result of these issues the Board has asked us to look at alternative
accommodation to see whether we can reduce the cost and at the same time
improve the facilities available.

Search Criteria
12.

Following the Board meeting in May, we have done some preliminary testing of
the market to see if we could reduce our current costs and provide the
necessary facilities to allow our organisation to operate efficiently and
effectively.

13.

We approached two commercial property agents with an outline brief, a copy of
which is attached at Annex A. The initial search was restricted to central
London and specifically the Holborn, Chancery Lane, City, and the Farringdon
area as the agents advised that the City currently provides the best value for
money in the current market because supply is greatest in this area.

Serviced office search
14.

To date we have viewed four properties - details are attached in Annex B. The
proposals are confidential and should be regarded as indicative only as it is
highly unlikely that these properties will still be available for rent in three
months’ time i.e. the current notice period that we have to give to Regus. The
intention is to give the Board a sense of the range of options currently available
on the market. In summary, the offices viewed can be summarised as follows
(all figures quoted are inclusive of VAT):
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Location
Transport Access
Feel on entry
Office Space
Type of Office
Service Standard
Staff Break out space
Meeting Room Space
Cost per month (approximated)

Regus

Little Britain

3 Lloyds Avenue

80 Coleman Street

36 Whitefriars

Modern

Classical and Modern

Funky

Classical and Modern

Classical and Funky

10,100

10,100

7,500

8,700

9,000

Summary of Proposals
15.

The four proposals we have received to date suggest that we should be in a
position to secure better value for our money in the market. There is definitely
serviced office space in our current search area that meets our requirements
as set out in the brief and are within our current expenditure. There is also
room to negotiate on these rentals. A further option for the Board to consider is
therefore for us to give three months’ notice to Regus and actively seek
new serviced office accommodation.

Alternative options
16.

In addition to using specialist agencies, we have also looked at the following
options of obtaining shared office space through:
 Crown Estate
 PSA1
 Others

17.

PSA has advised us that their current tenants look likely to extend their tenure,
and will be making a decision at their Board meeting in June. A verbal update
will be provided at the meeting on the latest developments in relation to the
potential for sub-letting PSA space.

18.

The Crown Estate does not currently have any serviced office space available
and have been slow to respond to requests for information in relation to
shared space. However, we are continuing to follow up with them.

Leasing space

1

Board Member Harry Cayton is Chief Executive of the Professional Standards Authority for Health
and Social Care.
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19.

Leasing space is a further option for consideration which would require us to fit
out the space based on our future needs and requirements.

20.

The main advantages of leasing unserviced offices are as follows:
 greater certainty of tenure; and
 certainty of provision of services to the standard we require.

21.

The main disadvantages of leasing unserviced office space are as follows:
 small leasehold space in the City is very rare and difficult to come by;
 timing – whole process is likely to take a minimum of five or six months
taking into account sourcing property options, contract negotiation and
fit out;
 length of lease and lease terms - Landlords will require a minimum of
three years of positive accounts history (or payment of 12 months’ rent
deposit in advance);
 Hidden costs - We would be responsible for stamp duty, landlord
alternations, dilapidations, service charge increases, refurbishment and
fit out costs, survey of premises, a schedule of condition, landlords
consent for the sub let/ assignment of lease, insurance, rate increases,
solicitors costs and acquiring fees (this service is not free). A copy of
the hidden costs supplied by Devono is attached in Annex C.

22.

Devono’s office space calculator suggests we would need 1,800 sq ft, which is
just over three times the space we currently occupy at Wood Street. This
would provide a small reception space, a tea point/break out area, a small
comms office, open plan space for 10 people and two meeting room spaces.

23.

Based on rental costs for the Barbican area the range of costs for rent for this
type of space range between £136,000 and £292,000 (this excludes cleaning,
utility, and maintenance costs). On this basis, the cost of two year lease costs
would exceed the market cost for serviced offices.

24.

Based on this information, the Board is invited to consider the option of giving
three months’ notice to Regus and investigating the cost of moving to
unserviced office.

Length of term
25.

A further matter that the Board should give consideration to is the length of
term - whether for serviced, shared or leased space - on the basis that the
longer the term, the better the rate that will be secured.

26.

The Board is invited to consider the preferred length of term in relation to
the preferred option.
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27.

The implications of decisions taken by the Board as set out in this paper are as
follows:
 Budget – as indicated for each option
 Legislation – our Public Sector Equality Duties will need to be taken into
account, to ensure access for all staff and visitors. Assurance will be given
that any changes to our office accommodation comply with accessibility
requirements.
 Resources – sufficient budget is available to meet the resource
requirements set out.
 Equality, Diversity and Inclusion – as indicated under ‘legislation’.

Devolved Nations
While the Royal Charter covers the whole of the UK, there is currently no
equivalent of the Crime and Courts Act in Northern Ireland or Scotland and so,
at least for now, there is little justification or need for an office presence in
either of them; and, as between Wales and England, the greater focus of the
work and the organisations with which we deal is England/London. We will
continue to keep this under review.

28.

Communications
29. There are no specific implications in relation to communications, other than the
need to update stakeholders of our new address if we decide to move.
Risks
30. There are a range of risks involved in any office move. Failure to secure the
required premises will affect the Panel’s ability to operate effectively and
efficiently. Premises is included as a risk in the latest version of the risk register,
presented in a separate paper at this meeting (paper PRP39(15) refers).
Recommendations
31. The Board view is sought in relation to whether to:
31.1 give three months’ notice to Regus and begin negotiations with them
with a view to remaining in our existing offices at Wood Street,
negotiating a longer term lease on more favourable terms and an
improved service agreement (including on meeting space and internet
speed);
31.2 give three months’ notice to Regus and actively seek new serviced
office accommodation. The new serviced offices would need meet our
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minimum requirements as set out in Annex A. The cost of this solution
should be on similar or better terms than currently budgeted;
31.3 give three months’ notice to Regus and investigate the cost of
moving to unserviced offices and seek to fit out the offices in such a
way to ensure that our minimum needs are met; and
31.4 give consideration as to the preferred length of term, on the basis
that the longer the term, the better the rate that will be secured.
Attachments
Annex A – Property brief
Annex B – Detailed property proposals (restricted)
Annex C – Hidden costs of leasing space (restricted)
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ANNEX A
Property Brief
Current position
We are a small team of staff currently renting accommodation in open plan office
space (570sq ft) from Regus at 88 Wood Street, London EC2V 7RS. The offices are
serviced and there are good transport links to Wood Street with easy access to St
Pauls, Moorgate and Barbican tube stations.
Requirements and desired outcomes
The simple aim is to reduce our costs and ensure that we have access to necessary
facilities to allow the organisation to operate efficiently and effectively.
We also want the office to provide an environment that allows staff to work and
engage with each other and visitors in a professional manner on one site.
Requirements
Location
The offices will ideally be located within Holborn, Chancery Lane, the City, or the
Farringdon area. We could widen the search if moving away from the City meant
cheaper the accommodation. For comparison purposes it would be helpful if we
could be provided with one or more options further out, but still within central London
and near mainline/tube stations (e.g. within the circle line). There needs to be good
local amenities for staff to get lunch etc. and good amenities generally.
Transport
The offices need to be within 5 to 10 minute walk of a tube station and have good
bus connections and connections to mainline train stations.
Capacity
The offices needs to be capable of comfortably seating 8 to 10 staff, ideally with
break out space which is partitioned off, so as to allow for confidential meetings when
required.
Serviced offices
Which must have fast reliable internet speed (20mbps min), shredding, recycling,
cleaning, furnished, light and airy, catering on site for meetings, manned reception,
hours of access, security (we often have lone working when individual staff either get
in early or leave late etc.).
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Ideally, it would be helpful to have IT support on site, video conferencing facilities,
print, scanning and copying facilities, a café and communal area, shower and bike
facilities.
Type of office
We would prefer modern offices, however, we would consider contemporary offices
or ‘funky’ offices if they meet the required needs set out above. We need to have
offices that fit our values i.e. professional, open, transparent, welcoming and
proportionate.
Meeting rooms
We require access to a main board room that can accommodate up to 20 people in a
boardroom style. We have need of this service for one day each month and currently
book up to 12-18 months ahead. The Boardroom would need IT and AV facilities.
We will want to have access to a smaller meeting room for 4 to 6 people on a regular
basis. We would require that there was adequate facilities on site to ensure that we
could gain access to this type of space.
Length of lease
At present we are on a three month rolling lease with Regus. We would consider
entering into a longer term agreement for a period of 1 to 3 years with a break clause
of not more than 6 months. We are flexible about this and would welcome advice as
to the best way to secure value for money.
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PRP36(15)
PRESS RECOGNITION PANEL BOARD
GOVERNANCE FRAMEWORK UPDATE
Meeting: 30 June 2015

Status: for approval

Lead responsibility: David Wolfe, Chair
and Susie Uppal, Executive Director

Contact details: Holly Perry, Head of
Governance

Purpose
1.

The purpose of this paper is to present an update to the Board on internal and
external audit arrangements, and draft terms of reference for a proposed Audit
and Risk Committee for approval, and a draft business continuity policy for
approval, following discussion of the overarching Governance Framework at the
Board’s first meeting held in December 2014.

2.

The Board is invited to:
2.1 note the update on the proposed format for the financial statements and
the position in relation to internal and external audit arrangements;
2.2 approve as interim positions to be adopted pending further consideration in
the light of public consultation the policies attached at Annexes A and B:
 Annex A – draft terms of reference for an Audit and Risk Committee;
 Annex B – draft business continuity policy;
2.3 delegate authority to the Head of Governance and Executive Director to
finalise the drafts and place on the Panel’s website for public consultation.

Executive Summary
3.

A number of high priority governance policies and policy statements were
presented to the Board’s first meeting on 5 December 2014 for consideration
and approval. A timetable was also agreed for the consideration of the
remaining elements of the Panel’s governance framework for approval at
subsequent meetings of the Board. This paper presents the draft terms of
reference for an Audit and Risk Committee and a draft business continuity
policy for the Board’s consideration and approval as interim policies for
consultation.

4.

The Chair of the Board is the sponsor of this area of work, although the Royal
Charter is clear that it is the responsibility of the Board to determine its
governance arrangements.
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Strategic Objective
5.

The functions of the Press Recognition Panel are determined by the Royal
Charter (para 4.3) as public functions. As a public body, the Panel needs to
establish robust governance arrangements appropriate to its business, scale
and culture. The arrangements should combine efficient decision-making with
accountability and transparency.

Analysis
Accounting framework update
6.

Board Members will recall that on 5 March 2015, the Interim Finance Director
met Paul Keane (DCMS lead) and Sajid Rafiq (MoJ lead) of the National Audit
Office (NAO). It transpired that the NAO had not been consulted at the point
that the Royal Charter was being drafted which would, in the normal course of
events, have happened. Since March, JS2 Ltd have been in communication
with NAO in relation to their engagement as the Panel’s external auditors,
including establishing what sort of audit engagement this should be. JS2 Ltd
have provided the following update on the latest position:

7.

NAO has confirmed that they have received confirmation from the MoJ that the
PRP is completely independent and that neither the MoJ nor HMT are
providing any frameworks for the Panel. The NAO has advised that it would be
a conflict of interest for them to advise formally on the accounting framework
for the PRP. However, NAO did suggest that they can advise on whether or not
they can audit against proposed frameworks.

8.

In reviewing similar organisations it is clear that most are constituted as Non
Departmental Public Bodies (NDPBs) and as such they are required to follow
the Government Financial Reporting Guide (FReM) in the preparation of
financial statements. As confirmed by the NAO, the PRP is independent of all
government and is not a NDBP. The application of the FReM is therefore not
an option.

9.

Looking at UK Generally Accepted Accounting Principles in the UK the
remaining options are to follow the International Financial Reporting Standards
(IFRS), the Financial Reporting Standard Applicable in the UK and Republic of
Ireland (FRS 102) or the specific standard for smaller entities, currently FRSSE
but to be replaced with a small company regime within 102.

10.

Whilst organisations can choose to adopt IFRS, it is the required format for
listed companies and it is specifically designed to make comparability between
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entities easier for investors across regions. There does not appear to be a
specific benefit to the PRP in adopting this framework.
11.

FRS 102 includes specific reference to “Public Benefit Entities” and appears
appropriate to the PRP’s status.

12.

There is a Statement of Recommended Practice (‘SORP’) based on FRS 102
specifically for registered charities. JS2 Ltd is awaiting confirmation that it
would be inappropriate to adopt the Charities SORP (FRS 102). However, JS2
Ltd should be able to include much of the best practice applicable to charities
within our the PRP document.

13.

JS2 Ltd will discuss this proposal with the NAO with a view to receiving their
confirmation that they are able to audit the PRP against the FRS 102
framework.

14.

A further, verbal update will be provided by JS2 Ltd at the meeting.

Internal and external audit arrangements
15.

For background reference, the Board will recall that at its 27 February 2015
meeting, a Finance Policy was approved which included the following sections
on internal and external audit (these were redacted from the version of the
policy that was issued for public consultation, pending agreement of the
arrangements by the Board):
12. Internal Audit
12.1 The Accounting Officer will ensure appropriate provision of internal
audit services to review, appraise and report on the adequacy of Panel’s
systems, both financial and non-financial. The internal audit approach
will be risk based.
12.2. The internal audit service may be provided by a contractor via a
competitive tender process, where the Accounting Officer considers that
this will provide value for money.
12.3 Subject to available funding the Accounting Officer will have the
right to commission specific internal audit projects as appropriate.
12.4 The internal audit function will have the right of access to any
document, information, or explanation they require from any colleague or
member in order to carry out their duties. This right is not limited to
financial information or accounting records.
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12.5 Finalised copies of all internal audit reports will be supplied to the
Board (or to an Audit and Risk Committee if constituted).
13. External Audit
13.1 The Comptroller and Auditor General is responsible under the
Royal Charter for examining, certifying and reporting on the statement of
accounts each financial year.
13.2 Staff of the National Audit Office (NAO) have a statutory right of
access to any document, information, or explanation they require in
order to carry out their duties. This right is not limited to financial
information or accounting records and includes access to documents etc.
held by third parties, e.g. contractors/sub-contractors, as may be
required for value for money audits. The Accounting Officer will also use
best endeavours to secure access by the NAO to any other documents
held by third parties as necessary.
13.3 The NAO will consult with the Finance Director and the Accounting
Officer with regard to the draft audit strategy and the audit strategy will
be presented to the Board (or to an Audit and Risk Committee if
constituted). The letter of representation, the management letter and
any interim reviews will be discussed with the Finance Director prior to
final reports being submitted to the Board.
13.4 Finalised copies of all reports, including the NAO’s management
letter, will be supplied to the Accounting Officer and to the Board.
16.

The Board is invited to note the update on the proposed format for the financial
statements and the position in relation to internal and external audit
arrangements.

Policies for approval
Audit and Risk Committee terms of reference
17.

The Royal Charter (section 12) sets out a number of requirements placed on
the Board in relation to accounts. It is good practice for boards to establish an
audit committee of three, or in the case of smaller organisations two, nonexecutives. In smaller organisations the chair may be a member of, but not
chair, the committee in addition to the non-executive Board members.

18.

Proposed terms of reference for the Board’s consideration are attached at
Annex A. These have been drafted with reference to a review of a number of
other regulators arrangements, as well as those of non-departmental public
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bodies. Reference was also made to HM Treasury’s document entitled Audit
and Risk Committee Handbook, published in April 20131 (Annex D of this
handbook, page 39, sets out suggested terms of reference).
19.

The Board will need to satisfy itself that at least one member of the Committee
has ‘recent and relevant financial experience’ - where this cannot be achieved
through the appointment of a Board member, an independent member i.e. non
Board member should be appointed.

20.

It is recommended that the Board adopts (at least as an interim position
pending consultation before adoption of a final position) the Audit and Risk
Terms of Reference attached at Annex A.

21.

Board members are invited to consider the options for membership of the
proposed Committee, and timing of a first meeting.

Business continuity policy
22.

A policy on business continuity aims to ensure that the Panel’s critical business
functions will either continue to operate despite serious incidents or disasters
that might otherwise have interrupted them, or will be recovered to an
operational state within a reasonably short period of time.

23.

A draft business continuity policy is attached at Annex B, which has been
drafted with reference to HM Government’s publication, How prepared are
you? Business Continuity Management Toolkit2. As policy envisages that
business continuity plans will be developed for each of the key areas of activity,
and a template is attached to the policy at Appendix 1. A worked up example,
looking at IT services, is attached at Appendix 2. The intention would be to test
these plans on an annual basis.

24. It is recommended that the Board adopts (at least as an interim position
pending consultation before adoption of a final position) the draft business
continuity policy attached at Annex B.

1

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/206978/audit_and_risk_
assurance_committee_handbook.pdf
2

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/137994/Business_Conti
nuity_Managment_Toolkit.pdf
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Communications
16. Once agreed in principle by the Board, the draft policies will be published on the
Panel’s website as consultation drafts. Policies will then be reviewed by the
Board on a regular basis, incorporating feedback received via public
consultation.
Risks
17. There are significant reputational risks if the Panel does not adopt adequate
governance procedures and policies (and in many respects, the Panel ought to
be setting an example to the press regulators and therefore operating at the
highest standards of governance). Development of these policies in a short
timeframe requires resources. The prioritisation conducted by the Board at its
meeting in December 2014 is intended to balance the risks involved.
Recommendations
18. The Board is invited to:
 note the update on the proposed format for the financial statements and
the position in relation to internal and external audit arrangements;
 approve as interim positions to be adopted pending further consideration
in the light of public consultation the policies attached at Annex A and B:
o Annex A – draft terms of reference for an Audit and Risk Committee;
o Annex B – draft business continuity policy;
 delegate authority to the Head of Governance and Executive Director to
finalise the drafts and place on the Panel’s website for public
consultation.
Timeline for future work
19. The interim draft policies will be uploaded to the Panel’s website once they have
been amended to reflect comments raised in discussion.
20. The forward plan of Board policies indicates the intended timescale for
presenting remaining elements of the Governance Framework to the Board for
consideration and approval as interim position statements pending consultation.
Attachments
Annex A – Draft Audit and Risk Committee terms of reference
Annex B – Draft business continuity policy
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ANNEX A
PRESS RECOGNITION PANEL
DRAFT AUDIT AND RISK COMMITTEE TERMS OF REFERENCE
Purpose
The purpose of the Audit and Risk Committee (ARC) is to support the Board in its
responsibilities in terms of control, governance and risk management. Its detailed
remit is to:
1. Promote the highest standards of propriety in the use of funds by the PRP, to
be satisfied that arrangements are in place to encourage efficiency,
effectiveness, proper accountability and value for money for the use of those
funds.
2. Advise the Board on anything that affects the financial health, probity or
external reputation of the organisation.
3. Ensure the system of internal controls of the PRP complies with all necessary
requirements.
4. Ensure the internal systems within the organisation promote a climate of
financial discipline and internal control which will help to reduce the opportunity
for financial mismanagement, will satisfy the Board that it will achieve its key
objectives and targets and that the organisation is operating in a manner which
will make most economic and effective use of resources available.
5. Ensure that the identification of key risks that threaten the achievement of the
PRP’s objectives is carried out and that a register of these risks is maintained.
6. Ensure that the PRP has a strategy in place to manage risk including
monitoring of the satisfactory operation of that risk management strategy, and
ensuring arrangements are in place to raise the awareness of risk.
7. Challenge and hold the Executive to account on aspects of the Committee’s
role set out above as appropriate.
The Committee’s duties are as follows:
8. Review the PRP’s internal and external financial statements, reports and
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annual accounts ensuring they reflect best practice, comply with appropriate
guidance and are produced in a timely manner.
9. Provide an independent opinion on the adequacy of risk management by:




commenting on proposals for implementation of risk management and
expressing an opinion on their overall adequacy;
receiving reports concerning the effectiveness of controls in each area of
major risk;
commenting annually on the effectiveness of risk management activity in
the organisation on the basis of audit reports received and the internal
audit annual report.

10. Review the nature and scope of external audit, consider external audit
reports and management letters and ensure that the external auditor has the
fullest co-operation of the organisation.
11. Consider and advise the Board on its annual and long-term internal audit
programme and consider internal audit reports reviewing the effectiveness of the
PRP’s internal control systems, including changes to the annual audit plan.
12. Recommend the appointment, fees and termination of employment of the
internal audit service.
13. Make recommendations to the Board in order that it may be assured that
internal controls of the organisation are fit for purpose, effective and give value
for money.
14. Review the operation of the Board’s governance framework.
15. Consider any matters referred by the Board, or internal audit service.
16. Oversee policies on fraud/financial irregularity including any action taken
under that policy.
17. Assess from time to time its own effectiveness and report its findings to the
Board.
Membership, Chair, Secretary and Quorum
18. The Committee shall consist of up to three members (in light of the size of the
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Panel, the Chair of the Board may be appointed a member of the Committee,
although this is not generally regarded as best practice). One of the members
shall be nominated by the Board Chair to chair the Committee. In the absence of
the Committee Chair, the remaining members present shall elect a member to
chair the meeting.
19. The Committee may co-opt an independent member who is independent of
the Board in order to fill any skills gaps.
20. Appointments will be made by the full Board, after recommendation by the
Chair. Appointments are made for a period of up to three years or until the
Member’s appointment to the Board expires; whichever is the sooner.
Appointments will be extendable by one additional period of three years.
21. If the Chair of the Board is not a member of the Committee, the Chair of the
Board will be free to attend meetings on a ‘by invitation’ basis.
22. Only Members of the Committee have the right to attend and participate at
Committee meetings. However, other individuals such relevant executives or
other advisers considered appropriate by the Chair may be invited to attend for
all or part of any meeting.
23. The Committee may ask any or all of those who normally attend but who are
not members of the Committee to withdraw to facilitate open and frank
discussion of particular matters.
24. The Committee will be provided with the opportunity to meet internal and/or
external auditors, without members of the executive present to discuss any
issues of concern or interest.
26. The quorum necessary for the transaction of business shall be two members.
Members’ attendance via telephone or video-link is permissible for the purposes
of determining a quorum.
27. A duly convened meeting of the Committee at which a quorum is present
shall be competent to exercise all or any of the authorities, powers and
discretions vested in as outlined in these terms of reference, or exercisable, by
the Committee.
28. Where the Chair of the Committee considers it appropriate, decisions may be
taken by email. An audit trail of decisions taken by email will be maintained.
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29. In the event that a decision is required by vote, where the Committee has the
authority to make a final decision, the Chair will have the casting vote. In the
instance of a tied vote where a recommendation is being made to the full Board,
the outcome of the vote will be reported to the Board.
Access
30. Representatives of the PRP’s internal and external audit services will have
free and confidential access to the Chair of the Audit and Risk Committee.
Frequency and Notice of Meetings
31. The Committee shall normally meet at least three times a year. The Chair of
the Committee may call additional meetings as s/he deems necessary.
32. Unless otherwise agreed, notice of each meeting confirming the venue, time
and date together with an agenda of items to be discussed and supporting
papers, shall be forwarded to each member of the Committee and any other
person required to attend, no later than five working days before the date of the
meeting.
Minutes of Meetings
33. A minute the discussion, decisions and actions of all meetings of the
Committee shall be prepared, including recording the names of those present
and in attendance.
34. Minutes of Committee meetings shall be circulated promptly to all members
of the Committee once agreed by the Committee Chair.
Accountability & Reporting Responsibilities
35. The Committee is accountable to the full Board.
36. The draft minutes of the Committee meeting will be circulated to the next
meeting of the full Board, along with a report from the Committee Chair
highlighting any issues for the Board’s discussion/consideration.
37. The Committee will approve a statement in the annual report about its
membership, role and remit for the preceding year timed to support finalisation of
the Accounts and the Governance Statement, summarising its conclusions from
the work it has carried out during the year.
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Other
38. The Committee shall review its own performance, constitution and terms of
reference to ensure it is operating at maximum effectiveness and recommend
any changes it considers necessary to the full Board for approval.
39. The Committee is authorised by the Board to investigate any activity within its
terms of reference.
40. The Committee is authorised by the Board to obtain, at the Panel’s expense,
outside legal or other professional advice on any matters within its terms of
reference.
Review
41. These terms of reference form part of the PRP’s Governance Framework and
will be reviewed annually.
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ANNEX B
Press Recognition Panel Business Continuity Policy – consultation draft
Definition
Business Continuity Management (BCM) is about identifying those parts of our
business that we cannot afford to lose and planning how we would maintain
these if an incident occurs.
Implementation
To implement business continuity, we need to identify:
 our key products and services;
 the critical activities and resources to required to deliver these;
 the critical risks to these activities; and
 how we will maintain these critical activities in the event of an incident
(loss of access to premises, loss of utilities etc.)
Objectives and strategy
Our Business Continuity Management Policy aims to ensure that systems and
plans are designed to address significant disruptions that might affect our
capabilities to perform our day-to-day activities.
These are likely to include
 Loss of staff and Board Members
 Loss of systems
 Loss of access to premises
 Loss of key suppliers
 Disruption to transport
We will identify the critical risks that relate to the above groups and develop
Business Continuity Plans for each to ensure that there are plans in place to
address any major disruption to our services.
We will follow nationally accepted best practice in this area and we will aim to
comply with the Business Continuity Management Standard (BS25999).
We will also follow the six stages set out in the HM Government Toolkit which
provides best practice guidance on preparing for emergencies. This toolkit is
attached in Appendix 1.

Roles and responsibilities
It is essential that this area of work has the full support of the Board and the
Executive.
The following paragraphs set out the key roles the Board and the Executive have
for delivering this area of work and ensuring that it is actively managed on an
ongoing basis:
The Board will review this policy on an annual basis to ensure we have robust
and sensible plans in place.
The Executive Director is responsible for the Business Continuity of the
organisation. She will review our Business Continuity Plans and critical risks on
an annual basis. As part of this review, the plans will be challenged and tested
and updated as required. We will also link this review to a review of our main
identified risks to ensure that all the know risks are covered by this process.
Staff will be trained internally as required and the plans that are developed will
be developed with the relevant parties.
Corporate standards and guidance
This policy, plans, templates and guidance documents will be stored on our
shared office website on Microsoft Office 365 and updated annually

Appendix 1 - Business Continuity Management
Service/Product
Impact
First 24 hours
24 to 48 hours
Up to one week
Up to two weeks
Maximum Tolerable Period of Disruption (MTDP)
Recovery Time Objective (RTO) set
Define what activities are required to deliver the service/product

Quantify the resources you require to maintain the acitivities at
an acceptble level and meet the RTO.
These may include
People
Premises
Technology
Information
Supplies and Partners
The Questions to ask yourself tab sets out some of the questions
that you may want to consider when doing this.

Appendix 2 - Business Continuity Management
Service/Product
Impact
First 24 hours

IT Services

Up to one week
Up to two weeks

Affects our ability to
operate
Affects our ability to
operate
Business Critical
Business Critical

Maximum Tolerable Period of Disruption (MTDP)

2 days

Recovery Time Objective (RTO) set

5 days

Define what activities are required to deliver the service/product

The internet services are critical for our e-mail and cloud server access. Currently all our files are stored in Microsoft 365. Online support
for PRP laptops is provided by Anderson McKenzie Consulting Ltd. Colin McKenzie is our first point of contact (tel 01628 200 000)
colin@amcl.eu Regus supply the internet access to the building.

Quantify the resources you require to maintain the acitivities at
an acceptble level and meet the RTO.

Internet
Regus are required to supply internet services as part of our contract. As we are on a serviced office contract, we would firstly have the
ability to move to a different Regus office. We would also have the ability to work from home using our encritpted laptops if the internet
services go down as all the documents are stored on Microsoft 365.

24 to 48 hours

These may include
People
Premises
Technology
Information
Supplies and Partners
The Questions to ask yourself tab sets out some of the questions
that you may want to consider when doing this.

We could work on this basis for a limited period without damage to the way we operate. Meetings could still take place in the office or offsite
if required and team meetings could be undetaken through web meeting portals.
Telephone contacts are listed in the BCM manual.
Should a problem occur it would need to be reported to Regus locally at Wood Street. They would check whether this was a localised
problem to our office or whether this was affecting other tennants.
If the matter could not be resolved locally it would be escalted to their central IT team and each case is prioritised on a case by case basis.
At each of these stages we would be informed of what the problem is and when it is likely to be resolved. If it the problem is likely to take
more than 24 hours to resolve all staff members have got access to internet services at home and could work from home to avoid disruption
in the short term.
If the problem is likely to be longer term i.e. over 48 hours we would look to find alternative office accomodation to be relocated to in another
Regus office building whilst the problem was resolved.
PCs and printer
These are supported by Anderson McKenzie Consulting on a remote basis. Colin's contact details are suppied above. He is able to
respond to issues as required and to date response times have been generally within 1 hour of the query being raised.

PRP37(15)
PRESS RECOGNITION PANEL BOARD
UPDATE ON RESOURCING ISSUES
Meeting: 30 June 2015

Status: for noting and approval

Lead responsibility: Susie Uppal,
Executive Director

Contact details: Holly Perry, Head of
Governance

Purpose
1.

The purpose of this paper is to provide an update to the Board on actions taken
since the 26 May 2015 meeting in relation to resourcing to support the approach
to recognition and overall work programme. A report on insurance is also
included in this paper, further to the Board’s request for a full update at the
meeting on 26 May 2015.

2.

The Board is invited to:
2.1 note the update on insurance;
2.2 note the update in relation to HR policies and contracts;
2.3 note the update in relation to premises;
2.4 note the update regarding the Panel’s website; and
2.5 agree next steps in relation to paperless Board papers.

Executive Summary
3.

The Board is being updated in respect of a number of implementation issues
that have been progressed since the 26 May 2015 meeting.

4.

The Executive Director is the sponsor of this area of work. The work to prepare
this paper has been undertaken by Susie Uppal, Executive Director and Holly
Perry, Head of Governance.

Background and analysis
Insurance
5.

As previously reported to the Board, a review of insurance policies is being
undertaken to assess the adequacy of existing insurance policies and identify
potential areas where additional cover may be considered.

6.

An initial review of existing insurance policies has been carried out by Nick
Rudnai of CaSE Insurance, a charity specialist firm of insurance brokers.
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7.

Four policies are currently in place – Directors and Officers, Professional
Indemnity, Employee Personal Accident and Office. The policies were
discussed with the Executive Director and Megan Archer from JS2 Ltd and
initial comments and recommendations are as follows:


Both the Directors and Officers, and Professional Indemnity policies
have been taken out with Chubb Insurance. The initial assessment was
that the products were good and cover appeared appropriate. It is
recommended that either the policies should be combined in the future or,
if kept separate, they should be underwritten by the same insurance
company.



The Employee Personal Accident policy is also underwritten by Chubb
and was assessed as good value for the cover provided. The amounts
payable in the event of an accident are to be reviewed in light of current
staff salaries. The details provided on maximum salaries and payroll costs
need to be updated following recent additions to staff.



The Office insurance policy, taken out with AXA, was identified as a
standard policy suitable for typical clerical office. As such, it is not tailored
to the particular working practices of the Press Recognition Panel. It is
recommended that the policy should be reviewed with particular reference
to cover for working away from the office.



The need for Cyber cover was discussed and considered likely to be
expensive. Any specific concerns regarding website and social media are
likely to be able to be addressed in other policies.

8.

A meeting between Nick Rudnai, the Executive Director and Megan Archer has
been arranged for 1 July 2015 to review the policies in detail and to provide
specific recommendations for the Board’s consideration at the 23 July 2015
meeting.

9.

The Board is invited to note the update in relation to insurance.

HR polices and contracts
10. At the meeting held on 26 May 2015, it was agreed that the Executive Director
would issue the HR policies developed by Peninsula to staff, including policies
on annual leave, working hours, sickness, disciplinary procedures, health and
safety etc. It is anticipated that the policies will be finalised and made accessible
to staff by early July, along with HR Online, an online holiday and record
keeping system.
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11. The Board is invited to note the update in relation to HR activity.
Premises
12.

A separate paper is provided on the agenda in relation to the proposals for
office accommodation beyond September 2015. Paper PRP35/15 refers.

13.

Following discussion of a number of concerns with the Regus contract
discussed at the Board’s 26 May 2015 meeting, the Executive Director wrote to
Regus setting out in detail the nature of the concerns and requesting action to
rectify the position. The Executive Director and Head of Governance met
Regus to discuss the points on 2 June, and will now be meeting Regus on a
three-weekly basis to ensure progress on resolving matters continues.

14.

The Board is asked to note the update regarding the Panel’s premises
arrangements.

Website
15.

Sherry Design have incorporated the work on visual identity into the re-skin of
the website which went live on 8 June 2015 with the launch of the consultation
on the recognition criteria and approach. An online consultation form is also
available. Board members are invited to review the new look website, if they
have not already done so.

16.

The Board is invited to note the update regarding the Panel’s website.

Paperless Board papers
17.

The Board will recall that at its first meeting on 5 December 2014, it considered
whether or not to adopt paperless meetings of the Board. The paperwork
presented to the Board at that meeting (as part of the update on
implementation issues, paper PRP03/14 refers) is attached at Annex A.

18.

At the meeting on 5 December, the decision on paperless Board meetings and
the adoption of BoardPad was deferred. Since then, all Board Members have
been issued with hard copies of Board papers, alongside electronic copies of
the papers.

19.

The cost of producing the paper versions of Board packs is estimated at £125
a month, including printing and collating costs and postage. On top of this, it is
estimated that the dispatch process takes approximately half a day of the Head
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of Governance’s time each month (liaising with the printers, picking up papers,
parcelling papers and taking them to the Post Office).
20.

It had been envisaged that Board Members would need to be issued with
dedicated PRP laptops in order to facilitate the online access of Board packs
(as well as access to their PRP Zimbra accounts). However, Board Members
are now accessing their PRP accounts via their personal devices (laptops,
iPads etc.) and BoardPad could be uploaded to these devices. A device would
need to be purchased for any Board Member without one. Costs for the
purchase of IT kit is expected to be minimal.

21.

Costs for the purchase of BoardPad (on a minimum three year contract) are set
out in Annex B and are as follows:
·
·

Administration licence:
£3,125 per annum
User access licence (per user): £375 per annum, per user

22.

Board Members already receive the papers electronically (as attachments in an
email – normally one PDF per paper) so an additional option - which would
incur no cost - is to invite Members to consider whether or not they could
manage with receiving electronic papers only in future.

23.

The Board is invited to consider and agree next steps in relation to paperless
Board papers.

24.

The implications of decisions taken by the Board as set out in this paper are as
follows:





Budget – the cost of purchasing BoardPad software has not been included
in the 2015/16 budget.
Legislation – HR policies and procedures are required now that executives
are in post.
Resources – sufficient budget is available to meet the resource
requirements set out in the paper.
Equality, Diversity and Inclusion – the work on the website included
ensuring its accessibility for people with disabilities.

Devolved Nations
25. There are no specific implications/differences in relation to the areas of work
covered in this paper and the devolved nations.
Communications
26. There are no specific communications issues in respect of this paper.
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Risks
27. There are a range of risks involved in the areas of work covered in this paper.
Failure to secure the required services will affect the Panel’s ability to operate
effectively in its early period of existence.
Recommendations
28. The Board is asked to:
28.1
28.2
28.3
28.4
28.5

note the update on insurance;
note the update in relation to HR policies and contracts;
note the update in relation to premises;
note the update regarding the Panel’s website; and
agree next steps in relation to paperless Board papers.

Attachments
Annex A – Extract from Board paper on paperless Board meetings
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ANNEX A
Extract from Board papers, 5 December 2014
1.

The interim Governance Manager has investigated the options for software to
facilitate the production and dispatch of Board papers.

2.

The two most widely used products on the market were investigated, however
one was based in the USA (Diligent Boardbooks) and was therefore ruled out
on this basis. The second product, BoardPad, is widely used by public bodies
that have adopted paperless Board meetings. BoardPad is also now in
widespread use within UK Boardrooms including 26 companies in the
FTSE100. Well over 600 companies and organisations use BoardPad for all
their meetings and more than 12,000 Board Members now access their Board
papers in this way. A few examples of regulation companies that are currently
using BoardPad are Ofcom, Ofwat, Ofqual and the Financial Reporting
Council. Some case studies can be viewed by following this link:
http://www.boardpad.com/clients/ .

3.

BoardPad is a subsidiary of ICSA (the Institute of Chartered Secretaries and
Administrators). ICSA is the chartered membership and qualifying body for
individuals working in governance, risk and compliance, including company
secretaries. The professional body has a strong reputation, and this provides
considerable assurance as to the product. BoardPad holds all its hosting within
the UK (with datacentres in Feltham and Docklands). 24 hour support for
company secretaries and Board Members is also included in the fees. A
brochure, fact sheet and security summary is attached at Appendix 1.

4.

A breakdown of BoardPad’s pricing structure which is set out below:
Summary of Fees: Fees are annual recurring fees, subject to an initial
contract term of 3 years1 and are broken down as follows (fees are inclusive of
implementation and training for both the company secretary and Board
Members, though it is important to point out that the software is highly intuitive
and the estimated time required for training of Board Members is no more than
an hour or two at the most):
ICSA Boardroom App (IBAL)’s hosted service:
·
·

1

Administration licence:
£3,125 per annum
User access licence (per user): £375 per annum, per user

The initial contract term is subject to a notice period of 60 days. To date, no organisation has
decided to terminate its contract with BoardPad.

5.

There is a low cost option which the Board may wish to consider. Some public
bodies do operate paperless Boards through relying on PDF dispatch of
papers (or use of simple software packages which are very low cost e.g. PDF
Expert Enterprises, at a cost of £3 per user per month). However, the
functionality of these options is very restricted compared with the tailored
board paper production and dispatch software and there may also be
questions relating to security and availability of technical support.

6.

The Board is invited to note the update regarding IT, and agree the following:
 the adoption of a paperless approach to Board business,
 the purchase of laptops for Board Members; and
 the purchase of BoardPad software for Board meetings.

BoardPad helped us make
significant time and paper savings
as we no longer produce any
paper board packs.
Andrew Green, Assistant Company Secretary, Marks & Spencer

Introducing BoardPad
BoardPad is a meeting and document collaboration solution
that turns directors’ devices into highly secure digital board
and meeting packs. Available on the Apple iPad and the
Windows 8/RT platforms, BoardPad provides:
l The right information
l To the right people
l In the right format
l At the right time

BoardPad has exceeded our
expectations to deliver and
manage effective communication
to our board members. We wanted
a flexible, customisable, trusted
solution – we have not been
disappointed!
Tim George, Deputy Company Secretary, Carillion plc

Why BoardPad for Directors?
With BoardPad, directors can securely view meetings and
documents, on or offline from any location. Papers for multiple boards
can be securely segregated in one application, and are delivered
instantly, including last-minute changes. No more bulky board and
meeting packs, late deliveries, or lost and stolen documents. Plus:
Enhanced security

Reading Room

l Strong password policies

l A digital document sharing area for
storing key company information or news

l Full encryption of your data
l Configurable individual document
password policies
l Configurable data delete options in
case of loss or theft

l Private or shared Reading Rooms
l Link Reading Rooms and their data to
specific meetings and agendas

Intuitive annotation tools

Resolutions

l Add notes, signatures, voice annotations,
bookmarks, highlight and free draw on
your digital board pack, plus more

l Fully supports board resolutions

l Send annotated documents and
summaries via email or print them
(if enabled)
l Track different versions of documents
with annotations preserved between
versions

l Quickly and confidentially record votes in
both online or offline mode
l Optionally see a summary of voting for
individual resolutions

With BoardPad in place, the Group
is looking at saving an average of
£5,400–£9,000 and about 10 days of
work previously required to prepare
board and committee packs.
Secretarial team, SThree plc

Why BoardPad for Meeting
Organisers?
BoardPad Connect is the administration platform for BoardPad
that manages meetings, documents and other important board
information. It gives meeting organisers full control and visibility across
the entire meeting management process, reducing the time, cost and
the effort required to produce board papers and securely deliver them
on time.
Simplified meeting and
document management

Increased security and
control

l Pre-defined and customisable meeting
templates

l Simple admin options to manage
access to information

l A colour coded dashboard highlighting
tasks that require action and meetings’
status

l Print and email restrictions for
individuals or the entire Board

l Dynamic agenda lists

l Remotely delete documents and
annotations

l Drag and drop functionality for adding
documents to agenda items

l Access to sensitive documents at
a specific time

l An ability to email documents directly to
BoardPad Connect

l Quickly approve or disallow device
access
l Create and manage Reading Rooms

The project management was
fabulous. I was fully informed as
to what was happening at each
step of the way, lots of confirmation
emails, and all in a reasonably short
space of time.
Karen Palfrey, Assistant Company Secretary, Family Investments

A personalised approach
Before implementing BoardPad, we will work together with your
organisation to ensure your first paperless board meeting runs
smoothly.
Our dedicated team of
specialists provides:
l Guidance and assistance in preparing
you for your first paperless meeting
l On-site or remote bespoke training
sessions to both individual directors
and board administrators
l An appointed Project Manager
l Dedicated 24/7 support for both
directors and administrators
l Live support specialists

To ensure that we continue
to meet your needs, we also
offer:
l Regular product updates
l A dedicated Account Manager
l Post-implementation meeting to get your
feedback
l Yearly review meetings
l Regular user group meetings
l Feature requests forum

BoardPad has been remarkable.
The feedback revealed from
directors and meeting organizers
has been overwhelmingly positive.

BoardPad has been impressive
and helped us save up to £1,500 per
annum on printing and distribution
costs alone not to mention the
re-gained time costs.

Bill Reynen, Chief Technology Officer, University of Illinois Foundation

Debbie Hawkes, Assistant Company Secretary, Wates Group

About us

Global reach – local support

ICSA Boardroom Apps Limited (IBAL) is a software company of
the Institute of Chartered Secretaries and Administrators (the ICSA)
and a sister company of ICSA Software International. We enable
secure meeting and document collaboration through our innovative
combination of governance expertise and the development of the
latest, user-friendly technology.

UK

USA

Waterman House
41 Kingsway
London
WC2B 6TP
United Kingdom

340 Shirley Road
Southampton
Hampshire
SO15 3HJ
United Kingdom

99 Hawley Lane
Suite 1007
Stratford
CT 06614
USA

T +44 (0)20 7497 5511

T +44 (0)23 8078 9107

T +1 (203) 377 1500

UAE

Australia

Hong Kong

l Guidance and support from the ICSA,
a globally recognised governance and
compliance authority

Executive Office 17
Building 12, 1st Floor
Internet City
PO Box 500299
Dubai
UAE

Level 33
Australia Square
264 George Street
Sydney
NSW 2000
Australia

Suite 1059
Central Building
1–3 Pedder Street
Central
Hong Kong

Support

Users include:

T +971 (0)43 754 906

T +61 (0)2 8096 8300

l 24/7 support

l 2500+ users worldwide

l Offices in UK, USA, Europe, UAE,
Hong Kong and Australia

l 9 of the top 20 Forbes global 2000
companies

We provide services to:
l 4 of the top 20 Forbes global 2000
companies
l Over 22 of the FTSE 100 listed
companies
l Over 600 boards
l Over 12,000 directors

ICSA Software International –
our sister company
l Over 20 years governance and entity
management experience

T +852 3975 2767

l Over 78 of the FTSE 100 as clients

info@boardpad.com
www.boardpad.com
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PRESS RECOGNITION PANEL BOARD
FINANCE REPORT – JUNE 2015
Meeting: 30 June 2015

Status: for noting

Lead responsibility: Susie Uppal,
Executive Director

Contact details: Holly Perry, Head of
Governance

Purpose
1.

The purpose of this paper is to update the Board on the finance positon as at 31
May 2015.

2.

The Board is invited to:
 note the latest financial position; and
 note the adjustment to the budget for 2015/16.

Background and analysis
Finance
3.

At the meetings held on 5 and 18 December 2014, the Board noted that
finance reports would be added to the agenda for each Board meeting.

4.

A bank-reconciled set of management accounts as at 31 May 2015 is attached
at Annex A. The current net surplus after costs is £560,336. Total costs for the
month of May were £187,918 against a budget of £207,849 which has created
a variance of £19,931. Details of the variances and an explanation of why they
have arisen are detailed against the relevant budget lines (as requested by the
Board at the 26 May 2015 meeting).

5.

JS2 Ltd will be in attendance at the meeting to answer any detailed questions
about the format that Board Members may have.

6.

Harry Rich, in his capacity as Board Member with responsibility on the Board’s
behalf for financial matters, met JS2 Ltd in early June, and Harry will provide a
verbal report back on the key issues discussed at the meeting.

7.

The Board is invited to note the latest position regarding the Panel’s finances.

Budget
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8.

The 2015/16 budget has been adjusted following identification by JS2 Ltd of an
incorrect formula in their work papers underlying the calculation of the budget
for staff salaries. The adjusted budget for Salaries and NIC is £489,000 and the
budget total expenditure is £934,000. The Board is asked to note the
adjustment to the budget for 2015/16.

Second bank account
9.

In order to manage one of the identified risks in the PRP’s corporate risk
register relating to holding all financial assets in one organisation, JS2 Ltd are
now investigating the opening of a second bank account with a second banking
institution. Two of the main clearing banks will be approached, subject to any
specific recommendations received from the Board, to see what accounts they
can make available and the Board will be asked to make a selection.

Devolved Nations
10. There are no specific implications/differences in relation to the areas of work
covered in this paper and the devolved nations.
Communications
11. There are no specific communications implications to draw out.
Risks
12. A robust and defensible position in relation to the Panel’s finances is required in
order to avoid reputational damage and to ensure compliance with Managing
Public Money.
Recommendations
13. The Board is invited to:
 note the latest financial position; and
 note the adjustment to the budget for 2015/16.
Timeline for future work
14. JS2 Ltd will continue to provide updates on the Panel’s financial position at
monthly meetings of the Board.
Attachments
Annex A – Management accounts as at 31 May 2015
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Press Recognition Panel
Balance Sheet as at 31 May 2015
May-15
£

£

Mar-15
£

£

Current Assets
Current account
Deposit account

28,829
565,468

Cash at bank

Prepayments
Third Part Deposit

594,297

Net Current Assets / (Liabilities)

738,291

14,517

15,543

13,320

13,320

Sundry debtors

Creditors: amounts falling
due within one year
Trade creditors
Credit Card
Social security and other taxes
Sundry creditors and accruals

47,981
690,310

27,837

38,263
15,250
8,285

28,863

12,610
3,683
2,770
61,798

19,063

560,336

748,091

748,091

748,091

Funds brought forward
Funds at March 31 2015
Surplus/(deficit) for the period to May 31 2015

(187,755)
560,336

748,091

ANNEX A - Press Recognition Panel
Period Ended May 31 2015

Actual

Budget

£

£

MOJ
Other
Bank Interest

163

-

Total Income

163

Variance
£

2015-16 Budget

Comments

£

Income

2,100,000

1,000

(837)

1,000

(837)

2,106,000

6,000

Board costs

Board Salaries & NIC
Board Travel & Subsistance

10,503
88

12,000
667

1,497
579

72,000
4,000

Total Board Costs

10,591

12,667

2,076

76,000

Consultation Events & Launch
Consultation Document & Translation
Website & Visuals

11,100
17,068

10,550
17,100

(550)
32

25,000
17,000
32,000

Total Communications Costs

28,168

27,650

(518)

74,000

Salaries & NIC

75,842

76,938

1,096

489,000

HR & Recruitment
Serviced and Virtual Offices
Meeting rooms
Travel & Subsistance
Information Technology
IT hardware
Audit & Accountancy
Printing & Stationery
Insurance
Legal
Finance Charges

39,348
18,201
3,210
5,490
670
4,922
387
1,069
20

61,160
16,767
4,000
500
333
5,167
833
1,667
167

21,812
(1,434)
790
(4,990)
(337)
245
446
598
147

68,000
103,000
24,000
8,000
3,000
2,000
41,000
5,000
10,000
30,000
1,000

Total Overheads

149,159

167,532

18,373

784,000

TOTAL COSTS

187,918

207,849

19,931

934,000

(187,755)

(206,849)

19,094

1,172,000

Reserves Bfwd

748,091

748,091

Reserves Cfwd

560,336

541,242

Communications

Overheads

Surplus/(deficit) for year

19,094

758,000
1,930,000

The salary and NIC budget has been adjusted to reflect a correction to the underlying salary
spreadsheet.
Recruitment fees were budgeted on the basis of initial invoices. Fees were renegotiated and
some expenditure reflected in prior year accounts.

Expenditure includes £5,300 re configuration of Office 365

PRESS RECOGNITION PANEL BOARD
DRAFT FORWARD PLAN OF BOARD POLICIES
NB allocation of items is indicative only – items may be moved if urgent or unexpected issues arise which require decision
Items for consideration at every business meeting:



Draft minutes, actions and matters arising
Finance Report

Meeting Date (2015)
Thursday 23 July
(HR leaving at 12.00)

Strategy session (generally 10.00 -13.00)
Draft process and procedures and accompanying
guidance notes for recognition framework
Arrangements for reviewing Board performance
Arrangements for the appraisal of Board Members

Tuesday 25 August

Consideration of responses in relation to the
consultation
Final framework of recognition for approval
Process and procedures for approval

Tuesday 22 September

Scoping report to approach to cyclical and ad hoc
reviews

Business meeting (generally 14.00 – 17.00)
Confirmation of third phase of Governance
framework documents including: anti-bribery
policy; whistleblowing (by staff) policy; treasury
policy; IT policy; and Finance policy
Records management, including retention and
disposal policies

Nominations Committee terms of reference
Remuneration Committee terms of reference
Health and safety
Draft Equality Scheme and Action Plan
Corporate social responsibility

Tuesday 20 October

Wednesday 18 November
(HC apologies)

Review of banking arrangements

Thursday 17 December

Draft approach to fees and charging, consultation
and publication of fees

Updated 22 June 2015

Environment / sustainability
Quarterly review of risk register
Annual report and accounts 2014/15
Draft Scheme of delegation (from Executive
Director to other members of the Executive)
Outline plans for the report on the success/failure
of the recognition system
Board Members remuneration
Arrangements for succession planning for the
Board (Board Member recruitment)
Annual Governance Framework review
Quarterly review of risk register

