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GUIDANCE NOTE G

Information Activities during a General Election

S The general principle governing intormauon activities during a General
Election 1s to do everything possible to avoid compettion with Pariiamentary
candidates for the attention of the public. [n addition, it has alwayvs been
recognised that special care must be taken during the course of an Election

since information material produced with complete impartiality which would

be accepted as obiective in ordinary times, may excite criticism during an

Election period when feelings are running high.

25 This paper gives guidance as to how these principles should be applied.
Part [ deals with the work of Information Offices in regard to free media and

Part II with Paid Media.

3. The Electuon penod should be taken as from the date the General

Election is announced, although between that date and the dissoiution of

Parliament it 1s in order for the Government to clear business, and make

announcements of decisions already taken which would not be appropriate

after the dissolution.

PART I - Free Media and Departmental Activities

4. Dunng an Election campaign the Government retains its responsibility

to govern and Ministers remain in charge of their Departments. While

essential business must continue, by custom Ministers should observe

discretion as regards the iniuation of any new action of a continuing or long-

terrn character. Guidance on this and other matters, dealing with such

things as bnefing, the role of special advisers and use of Government
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l property, can be found in the Election Guidance pack issued by the Cabinet
Office (of which this 1s Note G). Coples can be requested trom Permanent

Secretanries offices.

B Departmental [nformation Services may therefore properly continue to
discharge during the Election period their normal functon only to the extent
of providing factual explanation of current Government policy, statements and
decisions. They must be particularly careful not to become involved in a

parusan way in Election i1ssues.

0. During the Election period Ministers will continue to have access to the
Cab-E-Net database consttuung definitive statements of Government policy.
Any updating of lines to take, however, should be confined to matters of fact
in order to protect the system from serving, or appearing to serve, a party
political purpose: lines to take should be confined to factual explanations of
existing Government policy. Similarly the strategic diary should be reviewed
by private offices when the Election is called in the light of their action on
their own diary and confined to Government announcements and official

engagements during the campaign period (not beyond). Departments should

refer to the Election Business Unit in cases of doubt.

7 Rules for the guidance of Departmental Information Officers should be

broadly as follows:

Press Relations

a: [n response to questuons Departments should, where possible,
provide factual information by reference to published matenal. Specific
requests for unpublished matenal should be handled according to the

Code of Practice on Access to Government [nformation.
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D. There 1S no objection to 1SsSUIng routine factual press ncticas - {or
example figures whnich are issued on a monthly or regular Sasis - or
drawing attention to and as necessar. summarising reports ot puolicly-

owned oodies. independent committees etc which a Department is

requ.ired o publish.

cl Statements which refer to the future intentions ot the
Government should not ordinanly be handled bv a Department. [t
would be better if they were made by the appropriate Minister in a
political speech which would be handled by the Party orzanisaton.
Where a Minister considers it necessary to hold a press conterence to
make clear the Government's policies on a partcular subject of

immediate Importance, then clearly his or her Department must provide

facilities and give guidance.

d. Statements or comments referring to the policies, commitments
or perceived intentions of Opposition parties should not be handled by

Departments.

2, There 1s a danger that announcements of new items of
Government expenditure or commitments to invest i1n the !{uture, if
handled by the Press Office, would be cniticised as providing support for
the Party in power. On the other hand, there are bound to be fairly
routine announcements of this kind, and it might be inappropriate if
they were 1ssued through a political speech and the Party machine, to
avoid an outside risk of controversy. Provided a Press Notice i1s couched
- 1n entirely non-controversial language, there should be no objection to
the normal procedure. I[n particular, it is preferable to avoid, in the
Press Notice or in the background notes to editors, any recapitulation of
the Government's past achievements in the field which 1s the subject of

the announcement. Ulumately, each case must be judged on its ments.




Press Articles, Interviews and Broadcasts by Ministers

8. The normal rules governing press articles, interviews and broadcasts by
Ministers are relaxed during the Election period but arrangements tor such
arucles and interviews will normally be made on the poliucal network. Care
should be taken bv Information staffs in arranging anv press interviews for
Ministers during this period because of the possibility that such interviews
would have a strong political content. [nformation Officers should remember
that the distinction between political and Ministenal broadcasts will be under
very close scrutiny duning this period. They should not arrange broadcasts

through official channels unless they are quite satisfied that the subject 1s

non-controversial.

1 o Parliamentary Candidates

9. Press releases sent to Members of Parliament should cease on the

Dissolution of Parliament.
Factual Information

10. The provision of factual information to members of the public, all
Parliamentary candidates or to organisations should be in accordance with
the Code of Practice on Access to Government [nformation and the general
election guidance i1ssued by the Cabinet Secretary. Where there i1s any doubt

requests should be referred to the appropnate Minister's Pnivate Office.

PART II - Paid Media

|l a. Exhibitions which formm part of a privately sponsored

exhibition should not be withdrawmn; but self-contained official

exhibitions or pnivately sponsored ones advocating a politically
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l contentious policy should not be kept open or opened during the

Election pernod.

Window Displays. ~Normal display of factual informauon on

otfictal premises mayv continue but promotional displavs should

be withdrawn or withheld.

b. The Central Film Library and the COI Photographs Library w1ll

operate as usual but the political party organisations will be

asked, as i1n previous elections, to agree that films and

photographs from the libraries will not be used by the parties

during the Election period.

e Printed material should not normally be given any fresh

distmmbution in the United Kingdom dunng the Election peniod, in
order to avoid any competition with the flow of Election matenal.
The effect on Departments which distribute posters and leaflets

to the public is as follows:-

L. Posters. The normal display of existing posters on official

premises may continue but efforts should not be made to
seek display elsewhere. Specific requests by employers,
trade unions etc for particular posters may, however, be

met in the ordinary way.

11 Leaflets. Small numbers of copies of leaflets may be
iIssued on request to members of the public and to
Parliamentary candidates. Bulk supplies should not be
iIssued to any individuals or organisations without

appropnate approval.
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Export promotion stones [or the overseas services will continue

to be sought by COI staff but it must be made clear on each

nccaslon that this informarton 1s needed for use aoroad.

Official "filler" films and radio tapes transmitted in intervals or

oublic service periods of TV and radio programmes may ©oe

limited 1n consultation with the BBC and ITC companies.

Advertising. New advertising campalgns will in general be

postponed and running campaigns closed. Some advertising, for
example recruitment, health and safety might, however, be

specifically approved to continue.

Research. Field work involving interviews with the public or

sections of it will be postponed or abandoned although regular,

continuous and ongoing statistical surveys may continue.

Intermet. Similar principles to those set out above apply to

maternal published on Intermet and other open data networks.

Facilities for Overseas Visitors

12. Tours for official visitors from overseas are arranged by the Foreign and
Commonwealth Office. [t will be in the British interest to provide
opportunities for these visitors to see how the Election is conducted; and the
following instructions are being issued in connection with the arrangements
to be made for them (they are on similar lines to those approved by the

political parties in previous General Elections).
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l 4, Tours by official visitors during the election period

Where 1t 1s practicable and acceptable to the golitical partes,
arrangements will be included i1n the programmes for visits to
Party neadquarters and committee rooms and arrangements may
also be made to attend political meetings. Transport may be
provided for these purposes if necessary, out the visitors will not

be accompanied.

[n addition, arrangements may be made to see polling stations
and attend the countng of votes; if so, Regional Officers will be
authorised to ask for the assistance of the Returning Officer 1n
providing these tacilities; and may escort the party it the visitors

so desire and provide transport if necessary.

b. Other journalists from overseas

Any foreign journalist - press, television or radio - not being an
official visitor, who may ask for assistance should be given the

addresses of the central or local Party offices.

Facilities for Information Material for Overseas Use

13. The permission of the political parues will be sought for any

photography, filming and sound recording in particular constituencies, for

UuSE€ OVEerseas.

14. In any case of doubt about the application of this guidance in a
particular case, Departmental Information Officers should consult the Head of
the Government I[nformation Service (0171 273-3757), their Permanent

Secretary or the Elecuon Business Unit, Cabinet Office (0171-270 0242).
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Copies of more general guidance to civil servants on answenng quenes t{rom.
or providing intormation to. the public or political parues can be obtained

from anv of the above sources or the otfice of the Cabinet Secretary.

Election/Guidance.G
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GUIDANCE NOTE H

/;?" istical Activities during a General Election

IJ.'
Introduction
L. This note gives guidance on the conduct of statistical activities in

Government Departments and their Agencies durning a General Election
campaign. [t 1s being circulated by the Head of the Government Statistical
Service to Heads of Profession for Statistics and to Survev Control Liaison
Officers in Departments and Agencies. [t 1s in accordance with the general
principles identfled in the Election Guidance issued to Heads of Departments
by the Cabinet Office, of which it forms Note H, and in keeping with the
specific guidance issued to Departments on how to deal with enquinies and
requests for information in the Election period. The Head of the Government
Staustical Service is responsible for promoting the integricy of official statistics

and should be consulted in any cases of doubt about the application of this

guidance.

Key Principles

2. During a General Election period (from the day on which the Election is
called to the day after polling day) statistical activities should continue to be

conducted 1n accordance with the Official Statistics Code of Practice and the
Code of Practice on Access to Government [nformation, while taking great
care to avoid competition with Parliamentary candidates for the attention of

the public. Civil servants must take care to ensure that they do not engage in
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or appear to engage in partv politics or be used for party political curposes.

This leads to some kev guidelines.

Guidelines

/ e The greatest care must continue to be taken to ensure that information

s presented impartially and objectvely.

4. Regular statistical press notices, bulleuns and publications will
continue to be issued and published. Ad hoc press notces, bulletins or
publications should be released where a release date has previously been
published or release in the Electuor period has been clearly intended.

S. Special care must be taken over any face to face briefing and in
producing commentary for inclusion in announcements of statistical
publications 1ssued during the Election period. Commentary which would be
accepted as imparual and objective analysis or interpretation at ordinary
times may excite cnticism dunng an Election. [t may therefore be prudent to
limit announcements of publications to simple statements of title, coverage,
price and availability, with further commentary issued after the election as
necessary. Ultimately each case must be considered on its own ments and
the content of the announcement left to the discretion of the departmental
statistician, seeking advice from the Head of Profession for Statistics as

appropnate.

o. Departments should handle requests for factual information from
candidates, organisations and members of the public in accordance with
general guidance issued by the Cabinet Secretary and the Code of Practice on
Access to Government Information. There should be even-handedness in
meeting factual information requests from candidates from different political
parties. If there is any doubt about requests for information, for example if
they require information which is other than factual, they should be referred

to the appropnate Minister's prnivate office. The Cabinet Secretary's office or
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the Election Business Unit :n the Cabinet Office should be consuited :n cases

of difficulty.

7. Requests tor advice on the interpretation or analysis of statistics should

be handled with care, and the guidance in paragraphs > and 6 is appropriate.

8. Requests for guidance on methodology should continue to be met.

9. Requests for small numbers of copies of leailets, background papers or
free publications which were available before the Election period may
continue to be met but no bulk issues to individuals or organisations should
be made without appropriate approval. Regular mailings of statistical

bulletins to customers on existing mailing lists may continue.

10. Regular, conunuous and ongoing surveys to individuals, households,
businesses or other organisations may continue. So may ad hoc surveys

which are directly related to and in support of a continuing statistical seres.

11. Ad hoc surveys to individuals, households, businesses or other
organisations may give rise to controversy or be related to an Election issue.
Where this 1s likely departments may consider postponing or cancelling them.
[f this 1s inapproprniate guidance should be sought from the Departmental
Head of Profession and, if necessary, the approval of the Minister concerned
should be sought for any such ad hoc survey during the Election period.
Each case will be judged on its ments, including any costs which would be
incurred through cancellauon. Non-controversial surveys, not directly related
to any Election issue, may proceed, subject to the usual survey control
requirement to obtain Ministenal approval for surveys of businesses and local

authcnties.

Election/ Guidance.H
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'y GUIDANCE NOTE I

Use of Government Progert_y

l. Neitner Ministers, nor any other Parliamentary candidates, should

involve Government establishments in the General Election campaign by

visiting them for electioneering purposes.

2. [n the case of NHS property, decisions are for the relevant NHS Trust
but should visits be permnitted to, for example, hospitals, the Department of
Health and the Scotusl. Office advise that :..ere should oe no disruption to
services and the same facilities should be offered to other candidates. [n any
case, it 1s advised that Election meetings should not be permitted on NHS

premises.

3. Decisions on the use of other public sector and related property must
be taken by those legally responsible for the premises concerned .- for
example, for schools, the Governors or the Local Education Authority or Trust
Board, and so on. I[f those concemed consult Departments, they should be
told that the decision is left to them but that they will be expected normally to

treat the candidates of all parties in an even-handed way.

4. Bodies, such as Training and Enterpnise Councils, which are private
companies but take civil servants on secondment and have close associations
with Departments, should be reminded of the need for the civil servants in
their employ to avoid compromising their political impartiality. Departments
may also wish to warn such bodies that the period of the campaign will be
very sensitive and they may wish to take this into account when making press
announcements or devising programmes.

Election/Guidance I

© PRONI HSS/13/54/24



© PRONI HSS/13/54/24

GUIDANCE NOTE J

Major Public and Senior Civil Service Appointments

18 All Cuvil Service appointments requiring approval by the Prime
Minister, other Civil Service posts likely to prove sensitive (eg Agency Chiet
Executives) or major public appointments (including any requining the Pnme
Minister's approval) should effectively be frozen until the Elecuon. This
applies to appointments where a candidate has already accepted a wrntten
offer. The individual concerned should be told that the appointment will be

subject to confirmation by the new Administrauon after the Election.

25 [t 1s recognised that, should this procedure result in the cancellation (or
substantial delay) of an appointment by the new Administration, the relevant
Department could be vulnerable to legal action for breach of contract. by a
disappointed candidate who had already accepted a wrntten offer. To reduce

the risk of this happening, Departments might wish to:

- recommend to their Secretary of State the advisability either of
delaying key stages in the process, or of consulting the Opposition (eg
on a short-list of candidates or a single name for final selection) where

an appointment is likely to take effect just before or after an Election;

- issue a conditional letter of offer, making it clear that the formal
offer of the appointment will need to be confirmmed by a new
Administration in the event of an Election being called before the

appointment takes effect.




3. [n cases where an appointment is due t© end between the
announcement of the Election and Election Dayv, and no announcement has
been made concerning the new appointment, it will normally be possible for
the appolntment to be left vacant untl incoming Ministers have been able to
take a decision either about re-appointment of the existing appolntee or the
appointment of a new person. This situation 1s also likely to applv to any

appointments made by Letters Patent, or otherwise requiring Roval approval,

since it would not be appropriate to invite Her Majesty to make a conditional
appointment. [n the case of Senior Civil Service posts, Departments may wish
to delay the launch of any open competition during an Election period, to give

any incoming Minister the option of deciding whether to follow this approach.

4. [n those cases where an appointment 1s required to be made, 1t 1s
acceptable to re-appoint the existing appointee (or, in the case of senior Civil
Service positions, allow temporary promotion or substitution) for a period of
up to six months. This will allow time for new Ministers to take a decisian for
longer term appointment. [n any cases of doubt, and particularly where
circumstances make it difficult to apply these temporary arrangements,
Departments should consult the Prime Minister's Office, even if the

appointment is not one on which the Pnime Minister would normally be

consulted.

Election\Guidance.J
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appoiniments, eg to stamutory boards. for which they are rcsponslble > mers . ;
y : should not procesd with major public or Civil Service appomm‘ —'El;ese ,4 '

should wherever possible be frozen until after the Election. In any cases of :

doubt, Ministers should consult me even if the appointment is not one on wh:chl

- would normally be consulted.

5. During the Election campaign. particular care should be taken by Ministers to
ansure that they adhere to section 55 of Questions of Procedure for mesters ~ ze
tha; ~civil servants should not be asked to engage in activities likely to call n
guestion their political imparuality or ‘0 give rise to the criticism that people paid
trom public funds are being used for Party political purposes”. In dxschaxgmg
any Government engagements. Ministers should seek to avoid a'canng the
impression that they are using the engagements for Party poliacal purposes.
Neither Mirusters (nor any othier Parliamentary candidates), should vis{t
Governument property for electioneering purposes during the campaign. The use

of otficial transport during the Election campaign should adhere to the following

guidelines.

5. During the General Election period, Mirusters may continue to use, for

oificial purposes. Government funded transport - ie official cars provided from
the Go~ernment Car Service. or scheduled or special flights paid for by the
Govarnment. Offic:al transpornt should not be used for journeys connected with
:ne Zlec:ion. or in a Minister’s constituency, except: !

a. wnen a Minister is in his or her constituency or at another Election

engagement and is unexpectedly called back on urgent official busm
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b. when it would be more expensive to travel from London (or the
Minister's office where this 1s outside London) to an official engagement
and back again. than (o travel directly from the Election engagemen: to the
official engagement. In these circumstances, however, Ministers should
;onsider using Party or private transport to travel between the Eieci:on ard
»:Ticiai engagements, and charging the cost of this to the Government if

:R1s would be cheaper;

.. +nen a Minister s ravelling from an official engagement i an
Clccuon engagement in the Minster's own constituency. within s
-2z:0nable distance of London (or the Minister's office where this :3
cutside London), where the Minster has a house 1in which he or ik
niends to spend the night, and other means of transport are not
::reenientlv avatlable. [n thus case, the journey by official car sieuid o2
‘o rthe Minister's house. and other ransport should be used for he :oum::
‘rom the house to the Election engagement.

“Whar: :ne securicy authorites exceptionally consider it essential for Mimsters to

2o 2 o use thetr official cars for private or Party purposes, they mayv 10 so.

stes . .truster should only very rarely have to use a special flight rather :fan an
JIT.io. 2ar o travel to an Election 2ngagement. and. with ths excepuon of ~I0O
~linioizrs, iney should not do so without my express permission.

~= 2maciple of collective rasponsibility continues to appiv during the

;amr iz, slthough Minusters may wish to range wider in their speeches -han
~c:T... .ne normal rules govarning press articles and interviews by Mimsters
ire 27 >u; in Questions of Procedure for Ministers, paragraphs 90-96. Arar

Sariizrmeat has been dissolved reater freedom is allowed. Ministers may zive
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- 4.

Interviews (o the press and, as during previous campaigns, when Parhament has

been dissolved they may also write articles in any newspaper promoung thc
Government's aims or defending its policy. No payment may, however bc 5

accepted for such articles. As soon as the Election is over, the normal mles vnll

again apply.

e o - e .

8. Candidates and spokesmen wul be invited to broadcast on behalf of theu'
Party during the Election. All arrangements for such broadcasts should be made
:hrough Conservative Central Office, not tirough Departments. Mi.m'.siers may |
be asked. particularly after Nomination Day, to take part as candidates in .-
constituency broadcasts on local radio or television. Ministers are free to aécéét |
such invitations as they think fit; but should not accept payment for them. Whilc

there may be the occasional case where it would be right for a mestertoacccpt

an invitation to broadcast on overseas radio or television during the Election
period, such invitations should not be sought and should normally be declined.

9. I am establishing an Election Business Unit in the Cabinet Office, under the
supervision of Robert Cranborne. As well as providing general advice to
Deparunents on the handling of enquiries, the Election Business Unit will co-
ordinate enquiries from Conservative Central Office and others on issues
requiring inter-departmental checking of statements to ensure therr facmal
accuracy and consistency with Government policy. Detailed guidance will be
issued separately to all Departnents giving advice on the handling of all

correspondence and enquiries during the Election period.

10. [ am copying tus minute to Ministers in charge of Departments.

17 \d~eah 1Q0Q7
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