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Introduction

The Library at the University of Southampton has a particularly strong collection of British Official Publications.  For example, we have a complete holding of House of Commons Papers from 1801 to the present.

We currently have a subscription for most items published by The Stationery Office (previously Her Majesty's Stationery Office), so if you are looking for anything published by TSO/HMSO there is a very good chance that it will be in the library.  An ever-increasing amount of official publishing is now being undertaken by the government departments themselves, rather than by TSO/HMSO, and we gather as much of this as possible. The majority of new items are also published on the web, but they do not always remain in the same place.  However, the National Archives now have a procedure to regularly archive central government websites.  Visit www.nationalarchives.gov.uk/webarchive and/or see below (page 7) for more information.
We receive two deliveries of official publications each week, so if you are looking for something very recent, there is a good chance we will have received it.
Because of the volume of documents and the different types of documents, it can be difficult to trace Official Publications.  We hope this guide will help you to find items in the Hartley Library.  If you require further assistance, please ask at the Subject Enquiry Service on level 3 or contact Joy Caisley (jc5@soton.ac.uk or libenqs@soton.ac.uk).
Finding out what there is

There are a number of ways to find out what is published.  Some of the sources will vary according to date of publication, therefore this guide will concentrate on how to find late twentieth and early twenty-first century publications.  If you require information on older, or indeed on very recent, official publications, you may find useful links in the ‘What’s Online’ section below (pages 5-8)  
Start with WebCat as records for many official publications now appear on WebCat. All received since July 1995 are included, along with many, but not all, earlier ones.  In some instances there will also be a link to the full-text.  In the Ford Collection you will find an A5 help guide, ‘Finding items in the Ford Collection: interpreting WebCat references’, the text of which is appended to this guide.  If you don’t find what you need in WebCat, see below for more suggestions.
*
HMSO/TSO Catalogues


These are available in the General Reference area on Level 3, located at Z 2009.  They date from the early years of the 20th century onward.  They list all parliamentary publications (i.e. House of Commons Papers and Bills, House of Lords Papers and Bills, and Command Papers) and non-parliamentary publications produced by HMSO/TSO.  There is a subject/title/author index to the annual catalogues.

*
UKOP Online


United Kingdom Official Publications Online lists publications from 1980 onwards.  In addition to listing all TSO/HMSO's output, it also indexes non-parliamentary publications not published by TSO/HMSO (e.g. `green' papers, guidance, departmental circulars, press notices).  Whilst the Ford Collection will have paper copies of many of these, some from the years 1980-2000 will only be on microfiche. The Hartley Library holds a complete set of these microfiche (known as COBOP: Catalogue of British Official Publications).  They are currently housed near the Enquiry Service on Level 3.  N.B. Chadwyck-Healey stopped producing these microfiche at the end of the year 2000.  At the same time they removed the microfiche numbers from the UKOP records!  To find the microfiche numbers we now need to use the printed Catalogue of British Official Publications not published by HMSO, which is shelved at Parliamentary Papers Reference Z 2009 (at the end of the Ford Collection).

 

To access UKOP: www.ukop.co.uk
password required for use off-campus.

*
Ford Lists


The Ford Lists (or Breviates) are annotated lists, arranged by subject, of a selection of Parliamentary and non-Parliamentary documents.  Seven volumes cover the years 1833-1983.  They are shelved at Parliamentary Papers Reference J 301.H9 at the end of the Ford Collection on Level 3.

The Ford selections form the basis of the pre-1995 WebCat records, therefore not all publications we stock are included.  For information on other digital full-text versions of older papers, see ‘what’s online’ below (pages 5-8).


The work set in motion by the Ford Lists was continued by the Southampton series on policy-making in Britain.  The purpose of this series was to focus on individual issues in one volume.  Law and order: a select guide to the official publications, edited by Frank Gregory is available at Z/KB 1 GRE on Level 3.  Education 1979 - 1997: the Conservative impact is shelved at 379.123 KEL (on Level 1).
*
There are various other sources available in Parliamentary Papers Reference, many of which will be particularly useful if you are searching for older material, e.g. Subject Catalogue of the House of Commons Parliamentary Papers 1801-1900, edited by Peter Cockton.  If you need help deciding which index is right for your purposes please ask for advice.  

Where are they?

Most British Official Publications are on Level 3, in the Ford Collection.  See separate sections for more information on access to specific types of documents.

*
Parliamentary Papers.  
· Command Papers, House of Commons Papers and House of Commons Bills from 1979/80 are on the open shelves on Level 3. They are arranged by parliamentary session.  Older papers are in remote storage as the entire set from 1801- 2009/10 is now available for members of the University via the online service, House of Commons Parliamentary Papers, http://parlipapers.chadwyck.co.uk/home.do  Needs Institutional login off-campus 
· House of Lords Papers and Bills are currently in mobile shelving on Level 3.  They are arranged by parliamentary session.  Please note that (a) our Lords materials are complete only from 1956/57 onwards and (b) digitised versions of Lords materials are not so readily available as those for the Commons.  

*
Non-Parliamentary Papers.  These are in boxes on open shelves, arranged by year of publication then by department.

*
The COBOP Microfiche Collection (see UKOP above) is in the cabinets near the enquiry service on Level 3.  They are arranged in fiche number order.

*
Hansard, i.e. Parliamentary debates, is on open shelves on Level 3.

We buy extra copies of:

· Items that we expect to be in great demand. These extra copies are shelved with main library stock and are available for loan.
What's Online?

A great quantity of material is now available online, and much is in progress.  Some is freely available, some subscription-based, some only for the academic community.  The full-text online sources listed below are all currently accessible to members of the University of Southampton.  The list is, roughly, chronological, but there are overlaps and gaps.  Note that not all of the sources cover the same types of materials.

(Roughly) Chronological full-text sources:

Parliament Rolls of Medieval England 1275-1504, (or Rotuli Parliamentorum).  

Access via www.british-history.ac.uk 

This forms part of our subscription to the premium content of British History Online, so if working off-campus you will need to either login or have VPN on your computer.  (We also have a CD of this, shelved at Hist Sources quarto DA 41 GIV, along with a 16 volume set published in 2005.  This provides parallel texts in Latin, Middle French/Middle English and English.) 
British History Online

www.british-history.ac.uk
This has a growing collection of freely available historic parliamentary and legal materials, including the House of Commons Journals (1547-1699 and 1830) and House of Lords Journals (1509-1793 and 1830-1832).  Associated materials include some diaries of Parliamentarians and pre-1801 parliamentary debates etc.  Members of the University of Southampton can also login to access premium (subscription) content. 
State Papers Online, Part 1, The Tudors, 1509 - 1603
This collection may be of interest also. Institutional login needed if off-campus. For more information and for links to this and other similar sources, see http://library.soton.ac.uk/history/primarysources
House of Commons Parliamentary Papers: HCPP (1688 – 2009/10)

http://parlipapers.chadwyck.co.uk/home.do  Needs Institutional login off-campus.

This includes very much more than House of Commons Papers.  In addition to the core of Commons publications (i.e. Commons Papers, Commons Bills and Command Papers, 1801 – 2009/10) it offers Hansard (1803-2005) for both the Commons and the Lords (but also see below, page 7, for more on Hansard online).  An extensive collection of  late 18th Century materials, as described below, completes the current content of HCPP, so if you need to search over 300 years of full-text parliamentary materials, I recommend starting here.
The 18th century materials in HCPP were gathered and digitised by our Library Digitisation Unit.   Covering the ‘long 18th C’, i.e. 1688-1834, this has all volumes of the Journals of both Commons and Lords, but also provides access to everything else ‘official’ which we could find in collaboration with other libraries, i.e. bills and acts (both private and public), debates, and papers of both Commons and Lords.   This offers us access to many resources we don’t have in paper.

Histpop: The Online Historical Population Reports Website 

www.histpop.org Freely available to all.

The core of this service is 200,000 pages of census volumes (1801-1931) and reports of the Registrar-General (1837-1920).  The ‘pop’ in Histpop does not stand for popular, and they regard their service as being for expert users, not family historians.

For recent parliamentary materials, free official sources are now very good. For example, Hansard, Select Committee Reports and Bills are now clearly organised and archived on the Parliament website.  The publication section of the gov.uk website hosts Command Papers and House of Commons Papers, whilst Legislation also has its own site.  There is a real recognition that this material needs to be arranged and made freely and readily accessible for users in the future.
· www.parliament.uk – see ‘quick links’ to Committees, Bills, Hansard. 
· www.gov.uk/government/publications  - primarily 2005/6 onward, but some key older documents and some ‘other papers’, including inquiry reports and government responses which were not published as Command Papers.
· www.legislation.gov.uk
The three listed above are free and publicly available services, but members of this university also have access to Public Information Online, offering full PDFs of parliamentary papers from session 2006/07 onwards.  In addition, Lords Papers have been digitised back to 1983 on Public Information Online.  Also included are papers from the devolved assemblies (Scotland, Northern Ireland and Wales) and a selection of non-parliamentary documents.  www.publicinformationonline.com
(on-campus only).

UK Government Web Archive from the National Archives.

The National Archives is preserving digital government information by regularly archiving UK central government websites.  This currently happens about three times a year.  For criteria and advice on using this free and publicly available service, see www.nationalarchives.gov.uk/webarchive/information.htm
It is also worth reading their tips on finding content, as Google searching frequently does not find the documents within the archived pages.

www.nationalarchives.gov.uk/documents/tips-on-finding-content-web-archive.pdf
Hansard (The Debates of Parliament) has being digitised, 1803-2004/05, under the auspices of the House of Commons Library.  
http://hansard.millbanksystems.com/.  
For more recent editions of Hansard (Commons November 1988 onwards and Lords November 1995 onwards) use the Parliament website, www.parliament.uk/business/publications/hansard/
Both the above are freely available for all, but members of the University can also access Hansard from 1803-2005 via House of Commons Papers (HCPP) see above.  
Ireland, Scotland and Wales online
There are also e-sources for all of the other parts of the British Isles, both historic and current.  Some readers will remember a service called EPPI: Enhanced British Parliamentary Papers on Ireland, 1801-1922. As a service, this no longer exists, but PDFs of the majority of the EPPI documents can be seen via WebCat. WebCat cannot support full-text searching within the documents, so if you do not know the titles we advise you to use DIPPAM - Documenting Ireland: Parliament, People and Migration. www.dippam.ac.uk. DIPPAM has the EPPI content and a range of other materials.

The Stormont Papers offers access to the Parliamentary Debates of the devolved government of Northern Ireland from June 7 1921 to the dissolution of Parliament in March 28 1972
http://stormontpapers.ahds.ac.uk/index.html
For materials since the inception of the devolved assemblies (1999):

Scottish Parliament

www.scottish.parliament.uk
Northern Ireland Assembly

www.niassembly.gov.uk
Welsh Assembly

www.Wales.gov.uk
All of the above web sites contain extensive documentation, e.g. reports of debates, bills, committee reports.  Members of the University of Southampton can also access Public Information Online (see above – page 7) which includes papers from the devolved assemblies.
What’s not available online?

The trickiest area is non-parliamentary, i.e. documents produced by or for government departments but which are not presented to parliament. Current documents will usually appear on the website of the government department, but in the past some documents have moved or departments have changed names and/or web addresses.  The UK Government Web Archive is working to mitigate the effects of such changes, see page 7 for a paragraph on this service.   
The other ‘gap’ in the provision of online versions is with regard to House of Lords papers and bills.  Their recent Committee reports and bills are well covered on the Parliament website.  Public Information Online (available to members of the University) has Lords papers from 1983 onwards and Lords bills from 2006 onwards.  18th C Lords documents are on HCPP (see above), but there is a paucity of online 19th and 20th century Lords documents.  Some were re-printed in the Commons set, but not all.  Please ask for advice as necessary.    
Related online indexes

Whilst these won’t (often) provide you with full-text, indexes such as UKOP and Justis Parliament provide valuable information and cover different time scales/different types of materials.  See library web pages for links: http://library.soton.ac.uk/resources
Weekly Information Bulletin (WIB)
From 1978/79 to 23rd July 2011this was published every week whilst Parliament was sitting.  From April 2010 it became an e-only publication but is currently suspended.  The information it gathered is now available in various places on the Parliament website and links can be found via the old WIB page, along with all issues of the WIB itself.  http://www.publications.parliament.uk/pa/cm/cmwib.htm
A mine of information for all matters parliamentary, it had a partner, the Sessional Information Digest, produced at the end of each parliamentary session which cumulated and indexed much of the information previously given in the Weekly Information Bulletin.  The Hartley Library holds both these titles from their inception, i.e. from 1978/79 onwards for WIB and from 1983/84 for the Sessional Information Digest. They are shelved after the Commons Hansards on Level 3.  http://www.publications.parliament.uk/pa/cm/cmsid.htm
The Weekly Information Bulletin “attempt[ed] to paint a complete picture of the transactions of the House".  It did this by listing the business (past and forthcoming) and publications of parliament.  If you are ‘bill tracking’ for the years when only WIB  was available, you may still find this useful – see the example and explanation below, from the 2007/08 cumulative `Complete list of Public Bills before Parliament this session'.
Later bills (2002/03 onwards) can be easily tracked via http://services.parliament.uk/bills/ , see for example, http://services.parliament.uk/bills/2007-08/criminaljusticeandimmigration.html noting the links to ‘all bill documents’ including research publications and to ‘all previous stages’.  It’s easier online as the links are built in, but for those earlier, the example below shows how to interpret a typical WIB entry for a bill.
CRIMINAL JUSTICE AND IMMIGRATION (G) David Hanson/Lord Hunt of Kings Heath 

(introduced in 2006-07 and carried over to 2007-08)

Commons: (130, 2006-07) 1R: 26.6.2007 2R: 8.10.2007 Prog: 8.10.2007 MR: 8.10.2007 CO: 8.10.2007 PBC: 16, 18, 23 & 25.10.2007 

Commons: (1, 15, 2007-08) 1R: 7.11.2007 *2R: 7.11.2007 PBC: 20, 22, 27 & 29.11.2007 Prog: 9.1.2008 Rep: 9.1.2008 3R: 9.1.2008 

Lords: (15, 2007-08) 1R: 9.1.2008 2R: 22.1.2008 Comm: 5, 6, 26 & 27.2; 3, 5, 10 & 12.3.2008 Rep: 26.3; 2, 21 & 23.4.2008 3R: 30.4.2008 

Commons: (15, 2007-08) Prog: 6.5.2008 LA: 6.5.2008 

Lords: (15, 2007-08) CA: 7.5.2008 

RA: 8.5.2008 (Ch. 4)

This shows the numbers assigned to the various printings of the bill (in brackets after 'Commons' and 'Lords', the dates of the readings in both houses (e.g. 2R; 8.10.2007 means that the second Commons reading was on the 8th of October 2007), if a bill has been passed to a Public Bill Committee (PBC) in this case on the 16th, 18th, 23rd and 25th October.  In the example above there are other stages - the Weekly Information Bulletin explains all the abbreviations.  Finally, the enactment of this bill is noted by the Royal Assent (RA) being given.  
The information above leads to the bills, to the dates of debates on both houses, and to the Public Bill Committee debates. 
Committees.  WIB also noted the work of the Standing/Public Bill and Select Committees; dates of meetings and publications ensuing can be traced. For contemporary information on Committees see www.parliament.uk/business/committees/ 
‘White’ and ‘Green’ Papers are listed.  ‘White’ papers, statements of government policy, are generally published as Command Papers (see below).  ‘Green’ papers are consultation documents which are not often published in a traditional form and are therefore often difficult to trace.  The Weekly Information Bulletin listed these documents every week.   These documents will also be indexed by UKOP (see page 4).  WebCat includes consultation papers received by this library since July 1995.

Each issue also listed the previous and forthcoming week’s business in the House of Commons. 

In addition to the documentary references WIB could be useful for latest Parliamentary information, listing the state of the parties, by-elections etc.  All of this can now be found on the Parliament website, but historic data may not always be so easy to locate.
Parliamentary Publications

Papers and Bills of the House of Commons and Command Papers

These three types of document are treated in a similar fashion by this library.  They are shelved together and are indexed in the same way.  

Where are they? On open shelves on Level 3 from 1979/80 onwards. For earlier papers, we encourage use of either the online services (see above, pages 5-8) or the microfiche (1801 to 1944/45), in cabinets near the Enquiry Service on Level 3.  Please note that Command Papers are shelved immediately after the House of Commons Bills and Papers for each session even if not yet bound.
The majority of recent documents are now freely available, full text, on the internet.  Use www.parliament.uk as a starting point.  For Command Papers go the gov.uk website, which brings together web pages of all government departments.  https://www.gov.uk/government/publications
How are they arranged?  They are arranged by Parliamentary Session.  Traditionally this would have started in October/November, but changes to the parliamentary calendar were introduced by the Coalition government, meaning future sessions will begin in the spring. To effect this change there was one long parliamentary session, 2010/2012.  Within each session they are arranged in the order Bills, Papers, Command Papers, and numerically within those sequences.  Prior to 1979/80 a subject arrangement was used.  For the parliamentary sessions from 1980/81 -1985/86 some were A4 whilst others were A5 size.  Consequently some are out of their numerical sequence and are in separate volumes.  An inserted page will alert you to this.   

What sort of material is included?
· House of Commons Bills.  For example:

Banking (Special Provisions) Bill.  House of Commons Bills 2007-08, 73

· House of Commons Papers - reports of select and standing committees, reports of regulatory bodies (e.g. OFWAT), accounts of publicly funded bodies.  For example:

Foot and mouth disease 2007: a review and lessons learned.  House of Commons Papers 2007-008, 312
· Command Papers - in this series can be found 'White Papers', or statements of government policy and intentions.  Amongst other papers in the command series are reports of government departments and royal commissions.  For example:

The governance of Britain: war powers and treaties: limiting executive powers.  October 2007. Cm 7239 

How to find out what there is and where it is
A variety of sources can be used.  You might start with WebCat but please be aware that not all documents received prior to July 1995 will appear on WebCat.  For publications from 1980 onwards try UKOP (see page 4). For recent publications, use the HMSO/TSO Catalogues.  If you know the Parliamentary session you can use the index to that session which is shelved as the last volume for each session. For pre 1980 material, if you don't know the session use one of the various indexes available in Parliamentary Papers Reference, e.g. the Ford Lists (see pages 3-4 above).  If you need to conduct a systematic, all-embracing search of House of Commons materials, see page 6 above - House of Commons Parliamentary Papers: HCPP (1688 – 2009/10). 
Papers and Bills of the House of Lords

The library holds all Lords Papers and Bills from 1956/57 onwards. There are some earlier volumes, please ask the staff at the Enquiry Desk on Level 3 if you need help.

Where are they?  In the mobile shelving on Level 3.
A range of recent publications, e.g. Lords Select Committee reports, are also available via www.parliament.uk
How are they arranged? They are arranged by Parliamentary Session. (Traditionally this would have started in October/November, but changes to the parliamentary calendar were introduced by the Coalition government, meaning that future sessions will begin in the spring. To effect this change there was one long parliamentary session, 2010/2012.)  Within each session the bills are followed by the papers.  When bound the bills are arranged alphabetically by title. The papers follow a subject arrangement. The only form of index to the papers and bills of an individual session is the `General table of contents' at the start of the first volume for that session.

What sort of material is included?
House of Lords Bills.  For example:



Climate Change Bill. House of Lords Bills, 2007-08, 9.
Please bear in mind that bills will pass between the two Houses of Parliament.  If you wish to see the Commons versions you will need to turn to the House of Commons bills.

House of Lords Papers - consists primarily of reports of committees.  For example:



House of Lords. Select Committee on the European Communities.  The Euro. House of Lords Papers 2007-08, 90.
How to find out what there is and where it is
The sources referred to above, regarding House of Commons publications, also list and index House of Lords papers and bills.  (i.e. UKOP, HMSO/TSO Catalogues, Ford Lists, WebCat).  Volume 1 of each parliamentary session has a `General table of contents' that shows in which volume papers and bills for that session appear.

Hansard (for both the House of Commons and the House of Lords)
Hansard, or to give its proper title, Parliamentary Debates (Hansard) Official Report is the official record of what has been said in both houses of parliament.  As such it carries a "substantially verbatim" report of proceedings.  There are two separate sequences for the two houses.  All bound volumes of Hansard are on the open shelves on Level 3. 
Hansard is also freely available online via the Parliament web site, www.parliament.uk/business/publications/.  Contemporary online Hansard begins with November 1995 for the Lords and November 1988 for the Commons.  ‘Historic Hansard’, i.e. 1803-2005, is also available with links from the same page and is available for UoS members via the House of Commons Parliamentary Papers database (see above, page 6).
The library receives only the bound (permanent record) volumes of Hansard, so if you need recent debates look online.
Each volume has its own index.  Cumulative indexes covering each parliamentary session are produced.  For the House of Commons this appears (quite some time after the end of the session) as a separate volume.  The House of Lords sessional index is bound in with the last volume of debates for that session.
How to find what you need using Hansard's own indexes.
As Hansard has its own indexes, finding references is generally straightforward. Older volumes are not indexed so fully. A Hansard index is one alphabetical listing by subject, by speaker and by title of bill.

If you know the date of the debate you can often bypass the need to use the index and just turn direct to the relevant volume.  If, however, you only have a rough idea of the date an index will help.  If the sessional index is used the reference will be volume number, followed by column numbers.  If using an index to an individual volume only the column numbers will be given.

If you don't know the date there are a number of ways to resolve the problem.



* 
Try a few Hansard indexes if you have a vague idea of the date.



* 
You could try fixing the date by using a newspaper index, the Times Index (a printed index) which is near the Times microfilms, or one of our newspaper databases, such as NexisUK.  



* 
If quite recent try the Parliament website, or the Weekly Information Bulletin (see above).

Alternatively, use Justis Parliament, which indexes Hansard from 1979 onwards. If you have problems please ask the staff at the Level 3 enquiry desk, or Joy Caisley who may be able to offer further help.



www.justis.com (UoS password needed for off-campus use)

Look out for Written Answers as much information is transmitted in this way.  If the index to the Commons Hansard has a letter `W' after the column number this is referring to a written answer.  Written answers do not appear in the main body of the text, but in a separately numbered sequence at the back of each volume.  N.B. that prior to 1984 italics (rather than a letter `W') were used to denote Written Answers.  Fewer written answers are provided in the House of Lords, where they are indexed by the letters `WA' in italics.
Also look out for WH, which stands for Westminster Hall, and denotes debates held there rather than in the main chamber.  These will be records of ‘adjournment debates’, and are printed after the main debates but before the written answers.

Another recent device is the Written Ministerial Statement denoted by the letters WS. See also Standing Committee Debates/ Public Bill Committee Debates (below)

Standing, or Public Bill, Committee Debates

These are a part of Hansard but are bound separately.  They are shelved near the House of Commons Hansards. The role of these Committees is to examine the detail of a bill, and the Debates record that examination in full.  Please note that not all bills will be referred to a standing committee but are discussed by a `Committee of the House' and the record of those debates or public bills will be in the main Hansard volumes. 

The standing committee debates are arranged by parliamentary session and were arranged by the letter of the committee, e.g. the 2004 Clean Neighbourhoods and Environment Bill was discussed by Standing Committee G. Committee Debates from 1997/98 onwards are available via the Parliament web pages, www.parliament.uk
N.B. The name ‘Public Bill Committees’ was introduced from the start of the 2006/07 parliamentary session. Public Bill Committees are simply arranged by the name of the bill they are reviewing.
To find out if there is or has been a standing committee for a bill try using the Weekly Information Bulletin (see above) or UKOP.  A reference in UKOP will look like this:



House of Commons. Standing Committee B.



Education (Student Loans) Bill: 1st sitting, Tuesday 12th December 1989/ Standing Committee B. - London: HMSO, 1989.....Parliamentary Debates: House of Commons official report [1989-1990]

It is more difficult to trace Standing Committee debates prior to UKOP and the Weekly Information Bulletin.  The index to Hansard will alert you to the fact that something has been referred to a Standing Committee, but will not always tell you which one!  As there is no index to the earlier Standing Committee volumes themselves, this can be a little tiresome.  Please ask us for help when necessary.

There are other standing committees: Scottish, Welsh, Northern Ireland, Statutory Instruments and European.

All parts of Standing and Public Bill Committee debates are on the open shelves.
White Papers

`White papers' are issued by the government as statements of policy and often include proposals for legislative change.  They are generally printed as Command Papers so please turn to the section on Papers and Bills of the House of Commons and Command Papers (pages 10-12) for guidance on tracing white papers.   

House of Lords and House of Commons Journals

These volumes record the proceedings of the two houses, day by day.  That is, they record what happened but not what was said - for debates see Hansard.  The Hartley Library holds the Commons Journals from 1547 onward. The Lords Journals are complete from 1509 onwards.  They are not on the open shelves.  We cannot guarantee instant access, so please provide advance notification if you wish to see these.  Or, see above (page 6) for online provision.
Early Day Motions

Early Day Motion or EDM is the term used to describe notices of motions given by Members that are not generally expected to be debated.  Effectively, the tabling of an EDM is a device to draw attention to an issue and to elicit support for it by the means of inviting other Members to add their signatures to the motion.  Members may also table amendments to existing motions.

Few libraries, including the Hartley, have printed EDMs.  However, there is an Early Day Motions web site which contains the full text of EDMs from 1989/90 onwards.
www.parliament.uk/business/publications/business-papers/commons/early-day-motions/
The database is updated nightly with the text of new EDMs added the previous day, and signatures added to existing motions.  
Non-Parliamentary Publications

Green Papers

What are they?
Green papers set out for discussion and consultation proposals which are still at an early stage.  Their publishing history is a little confusing - the first one was issued as a non-parliamentary paper, throughout the 1970s they were generally treated as Command Papers.  After some twenty years during which most green papers were non-parliamentary there has been another resurgence of the green paper as Command Paper!

What sort of material is included?
The range of subjects covered by green papers is wide, e.g. draft amendments to the Highway Code, Boundary Commission proposals, ideas to change the law on squatting.... For example:



Department for Communities and Local Government.


Modernising empty property relief.  


Consultation Paper.



9 July 2007.
How to find out what there is and where it is
First check WebCat. Then for tracing green papers, post 1980, try UKOP.  The Weekly Information Bulletin used to list green papers, but there is currently no general listing.  For the more recent green papers the best source will be the relevant government department’s website, although once the consultation period ends the documents may be archived.     

Although the Hartley Library tries to obtain printed copies of green papers we cannot always do so.  To find them:

1. If you have a date and department for a non-parliamentary green paper, first look in the Ford Collection Non-Parliamentary Papers boxes.  They are arranged by year of publication, then alphabetically by issuing department.

2. If not there, and dated from 1980-2000 we have a microfiche collection, called ‘COBOP’ which includes many non-HMSO/TSO green papers.  See the section on UKOP (page 4 of this guide) for guidance on locating the microfiche.

3. If the green paper is a Command Paper, follow the steps in the section above, ‘Papers and Bills of the House of Commons and Command Papers’. Note – We have all Command Papers.
4. Recent green papers can nearly always been found via the issuing department’s website (see www.gov.uk for an alphabetical listing of departments).

Departmental circulars, guidance notes etc.
There are a number of documents that are published by HMSO/TSO that are not parliamentary papers, but are directly related to government policy.  Also in this section can be found items published by the government departments themselves, for example Green Papers.  These form part of the Ford Collection we call 'Non-Parliamentary Publications'.  All of the items in this section, if received since July 1995, are listed on the library's catalogue, WebCat, but only a small selection of those received earlier are on WebCat.  Pre-1995 non-parliamentary items can be traced via UKOP and/or the TSO/HMSO Catalogues.  
The non-Parliamentary Publications are arranged by year of publication, then alphabetically by issuing department.  For current material, you may find it valuable to investigate departmental web pages via www.gov.uk.
Some serial non-Parliamentary Publications are shelved at Ford Collection (A).  For example, Aircraft Accident Reports, annual reports of some regulatory bodies.  Most of these are listed by series title on the library’s catalogue.
House of Commons Library: Research Papers, Reference Sheets, Background Papers  

These documents are written by research staff of the House of Commons Library.  Some describe the background to proposed legislation and outline the measures in individual bills.  Others take the form of briefings on a topic of interest or concern, e.g. the European Union, or energy security.  They can be a quick and useful way of marshalling facts and references.

They are arranged numerically and are shelved at Ford Collection (A). With effect from January 1998 all House of Commons research papers are full text on the internet and we no longer receive paper copies.  For these and other briefing documents, see the searchable site at:
www.parliament.uk/business/publications/research/ 
Statistical Information

The Government Statistical Service is the largest single provider of statistics in this country.  Many of those statistics are published by HMSO/TSO and therefore available in the Hartley Library.  Most of the statistical series are on mobile shelving on Level 3 in the HA/ section, and are listed by title on the library's catalogue.  Some examples:-



Monthly Digest of Statistics



Social Trends



Annual Abstract of Statistics 


and a wide range of Census documents.

All the above are shelved at HA/HA 1121. 

A few statistics series are produced as Command Papers (e.g. Prison Statistics and Annual Reports often include basic statistics).  See the section on House of Commons Papers & Bills for guidance on tracing Command Papers.

Also see http://library.soton.ac.uk/data for valuable information regarding print and online statistical sources
Also see www.ons.gov.uk, the Office for National Statistics official web site, where much economic and social data can be accessed free of charge.
Acts and Statutory Instruments

Acts and Statutory Instruments are on Level 3 of the Hartley Library, along with other Law materials. Note the printed set only shows these as originally enacted. If you wish to see recent Acts and SIs you could also use the full text web service:-

www.legislation.gov.uk
This includes Acts and SIs but dates of coverage vary according to publication type.  Browsing via www.legislation.gov.uk/browse can be a helpful way to see the range of material and dates included.

Using the internet to find official information

The sources already referred to in this guide have proved to be the most effective and most stable sources for tracing official information.  Do be aware that web resources can and do disappear or move.  Older materials can be archived, or discarded altogether.  (For example, many documents from the Conservative government were moved after the 1997 election.)

How you use the internet to find official information will depend on what you need to know and how much you already know!  To trace a reference start with WebCat, but be aware that not all of our pre-1995 stock is recorded.  UKOP (1980 onwards) is the official bibliography of British Official Publications, so should be comprehensive.  For full text of recent documents use either the parliament web page or individual departmental pages.  For very recent information press releases can be most valuable.  (web addresses appear in this guide, and the web page on British Official Publications has links to relevant sites).

Also see “What’s Online” section above (pages5-8)
Other sources of information

*
House of Commons Public Information Office, London, SW1A 0AA.  Telephone 020 7219 4272



Email: hcinfo@parliament.uk


The Public Information Office provides an excellent service and even when they do not have the answer themselves, will generally know to whom to refer.  A telephone queuing system is in operation. See http://www.parliament.uk/mps-lords-and-offices/offices/commons/hcio/ for brief guides and FAQs which may help you find an answer yourself.
 Advice on more historic documents and on non-published items may best be directed to the Parliamentary Archives, see www.parliament.uk/archives.  This site also leads to Portcullis, the catalogue of items held by the Parliamentary Archives.
*
Most government departments have a library or information unit.  Up to date contact information can be found on most departmental websites.

*
All government departments can be accessed via:  www.gov.uk

*
Press Releases can be useful, for the full text of press notices from most government departments (and related agencies), see   



www.wired-gov.net
Need some background information?

For general information about Parliament and its workings some of the books in the library may help.  See JN 550 on Level 3.

For more detail Erskine May's Treatise on the law, privileges, proceedings and usage of parliament  (at JN 555 on level 3) is an undisputed authority.

Dod's Parliamentary Companion (current edition at Gen Ref JN 501, back issues at per J) is an excellent `quick reference' source which lists MPs and provides other basic information.
The House of Commons and House of Lords both provide information on various aspects of Parliament.  They provide brief authoritative explanations of procedure etc.  Topics covered include:-  



Making laws


General election results

These are available on the internet via www.parliament.uk/about/faqs/
Scotland, Wales and Northern Ireland

We are no longer collecting documents from the Scottish Parliament and Northern Ireland Assembly.  Those we hold have been relegated to remote storage. The Welsh Assembly opted for a primarily electronic publishing programme so we only have a few paper publications from the Welsh Assembly, also in remote storage.  Online provision for documents from the devolved assemblies is comprehensive and freely available.  (Also see above page 7)
Scottish Parliament



www.Scottish.parliament.uk

Northern Ireland Assembly



www.niassembly.gov.uk

Welsh Assembly



www.Wales.gov.uk
All of the above web sites contain extensive documentation, e.g. reports of debates, bills, committee reports.  University of Southampton members can also use the online service Public Information Online for documents from the devolved assemblies.  If you wish to know more about the Scottish Parliament, and especially about the documentation, see Moore & Munro: Scottish Official Publications, shelved at PP Ref Z2055.  
Citing references to Official Publications

It is difficult to trace any ‘official’ rules for the citation of official publications.  If you are preparing a bibliography for a journal article, dissertation etc. please seek advice from the editor/supervisor.  When citing electronic sources many of the same rules apply, but you might like to look at some of the guides to good practice which are now available.  

Two basic principles:
*
be as comprehensive as possible to ensure that anybody reading the citation can locate the item in question.  (e.g. parliamentary session, as well as date of publication, is invaluable in tracing parliamentary materials).

*
be consistent.
Examples:
House of Commons Paper
National Audit Office:  Progress in completing the new British Library.  HC 637, 1995-96. HMSO 1996.

House of Lords Paper
House of Lords Select Committee of the House of Lords on Medical Ethics.  Special report on medical ethics.  HL 67, 1992-93. HMSO 1993.

House of Commons Bill
House of Commons Bill 1992-93 (202).  Representation of the People Bill.  HMSO. 1993.

House of Lords Bill
House of Lords Bill 1989/90 [82].  Broadcasting Bill.  HMSO. 1990.

Command Paper
Royal Commission on Environmental Pollution 19th report : sustainable use of soil.  Cm 3165. HMSO. 1996.

Hansard (debate)
HC Deb, 6th Ser, (10 May 1995), vol 259, cc 747 - (a speech by Mr T Newton on a white paper on drugs).

A written answer in Hansard.

HC Deb, 6th Ser, (1 May 1995), vol 259, c 90w (a Question by Mrs Roche on police cells).

House of Lords Hansard would be cited in the same way, using HL.

Non-Parliamentary Publication (published by HMSO)
Audit Commission for Local Authorities and the NHS in England and Wales.  In the line of fire: value for money in the fire service. HMSO. 1995.

Non-Parliamentary publication published by government department itself
Dept of the Environment.  Improving Standards in Houses in Multiple Occupation: consultation paper linked to the Housing White Paper "our future homes".  Dept. of the Environment 1995.

Acts
Protection of Badgers Act 1992. (Can also be cited by year and, `chapter number'.  This example would thus be 1992, c.51.)

Statutory Instruments
Income Support (Pilot Scheme) Regulations.  SI 1996: 1252 (ie SI number 1252 for the year 1996).

Appendix: copy of printed A5 guide which can also be found at shelf-ends in the Ford collection.
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Finding items in the Ford Collection: interpreting WebCat references
The location information on WebCat will only tell you if the item is 
Parliamentary, 


or,


Non-Parliamentary
You need to click on the Full Catalogue Details to help you find the document

There are six main types of documents you will find on WebCat which are in the Ford Collection. They are:

· House of Commons Papers (abbreviated - HC)

· House of Commons Bills 

· Command Papers (currently abbreviated - Cm)

· House of Lords Papers  (abbreviated – HL)

· House of Lords Bills

· Non-Parliamentary (or departmental) Papers
For parliamentary materials (i.e. the first five above) you will need all of the following:

(a) the Parliamentary Session (e.g. 2006-07), but if that is not given you will at the very least need the year of publication,

(b)  the document type (e.g. House of Commons Bills) and

(c)  the paper or bill number within that group.  

So – to find the Environmental Audit Committee’s report on the voluntary carbon offset market you need to look at the full details on WebCat which will show that the Parliamentary Session was 2006/07, it’s a House of Commons Paper, and the paper number is 331.     (continued on next page)
House of Commons documents are arranged by Parliamentary session, and in each session they are now shelved in this order: 

· Commons Bills, 

· Commons Papers, 

· Command Papers.  

Within each of those sequences they are in numerical order.  They are currently on ranges 21c-23c.  The final volume for each session, the Sessional Index, is useful for checking paper numbers etc. (Prior to the1979/80 session Commons documents were organised by subject, not by number, but still by parliamentary session.)

House of Lords Papers and Bills are in the mobile shelving near the printer-release station. Bound volumes are arranged by parliamentary session, then Bills in alphabetical order by title, then Papers by the names of the Lords’ Committees (e.g. the European Union Committee).  Un-bound parts are boxed in numerical order, bills first, then papers. The only ‘sessional index’ to these is in volume 1 of the bound set.

Note – these are the official arrangements for Commons and Lords documents, and any library with a complete collection of these would organise them in this way.
For non-parliamentary materials you will need to know both:

(a) 
the calendar year (e.g. 2004) and 

(b) 
the issuing department (e.g. Home Office, Land Registry).
Non-parliamentary documents are in pamphlet boxes on ranges 18c-19d. They are arranged first by calendar year, then by the issuing body or government department in alphabetical order. Note that where a department’s name begins with Ministry of or Department of, the body of that name will be the important part (e.g. Department of Health is under H for Health rather than D for Department).

Other documents in the Ford Collection:  You may also see reference to Ford Collection (A) which is on ranges 19e-20a, Parliamentary Debates (ranges 20b-21c), Standing Committee/Public Bill Debates (ranges 21a-21b) or Parliamentary Papers Reference – also known as P.P.Ref (range 23c).  

Older documents: note that all Ford Collection items from July 1995 onwards appear on WebCat, but the collection has a long history. A selection of older items is also catalogued on WebCat. Pre 1979/80 Commons documents are in a locked stack, so we encourage you to use either the online ‘House of Commons Parliamentary Papers’ service or the nearby microfiche set. The basic finding-guidance on this sheet will help if you have references, but you may wish to look at our web site or the green printed British Official Publications guide should you need to trace older materials.

Enquiries: Please contact staff at the Subject Enquiry Desk if these guidelines do not help. It is likely that more complex enquiries regarding this material may not be answered quickly and you may be asked to e-mail for a fuller answer, or an appointment.    (July 2014)       

Glossary of terms used regarding British Official Publications 

Bills  -  to help track the progress of bills through parliament, use the Weekly Information Bulletin, see pages 9-10.

White Paper  -  statement of government policy, generally precedes legislation, see pages 10-12 and 15.

Hansard  -  verbatim report of debates in both House of Commons and House of Lords, see pages 13-14.

Green Paper  -  consultative document, see pages 15-16.
Select Committees  -  these are set up by the Houses of the Commons and the Lords to consider particular subjects.  Both the evidence, and any ensuing report, are published as House of Commons/Lords Papers, see pages 10-12.

Standing or Public Bill Committees  -  these consider legislation in great detail.  See the section on Standing  and Public Bill Committee  Debates, pages 14-15.

Ford Collection  -  The Library's British Official Publications collection, on Level 3.

COBOP - Catalogue of British Official Publications - a microfiche collection (1980 - 2000) of departmental publications not published by HMSO/TSO, see page 4.

Justis Parliament - Index to parliamentary information, including index to Hansard.  See page 13
UKOP Online  - United Kingdom Official Publications Index, 1980 -, see page 4.

Non-Parliamentary  -  term used to indicate a publication that is related to the work of parliament, but not a `parliamentary' paper, i.e. not a Paper or Bill of either House.

Parliamentary Papers Reference (or P.P. Ref), a collection of indexes to (mainly older) official publications at the end of the Ford Collection on Level 3.

Written Answers - these form part of Hansard and sometimes provide detailed information (for example statistics) - see pages 13-14.

Joy Caisley,

Law and Official Publications Librarian

July 2014
2

