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Audience Council Scotland 
 

 

The BBC’s Governance Structure 

The Royal Charter is the constitutional basis for the BBC. It sets out the public 
purposes of the BBC, guarantees its independence and outlines the duties of 
the BBC Trust and the BBC Executive Board.  The Agreement sits alongside 
the Charter and provides detail on many of the topics outlined in it.  It also 
details the BBC's funding and its regulatory duties. 
 
The Trust has established a set of Protocols which set out how the BBC Trust 
will carry out its functions as required by the Charter and Agreement.  The 
Protocols also clarify the Trust’s processes and the respective roles and 
responsibilities of the BBC Trust and the BBC Executive Board. 
 
The Trust has also established a set of policies, codes and guidance which set 
out how the Trust works in more detail. 
 
The Charter specifies that the Trust should establish a number of Committees 
to help it to carry out its functions.  It also provides for separate Audience 
Councils, which advise the Trust on how well the BBC is promoting its Public 
Purposes from the perspective of licence fee payers, and serving licence fee 
payers, in different parts of the UK. 
 

What are “Terms of Reference”? 

Terms of Reference describe the purpose and structure of a committee, 
meeting or any similar group who have agreed to work together to accomplish 
a shared goal. Terms of Reference have been established for each of the 
Trust’s Audience Councils and Committees to outline their particular purpose.  

 

 
 

What this document covers

This document is the Terms of Reference for the Audience Council Scotland.  
It explains the purpose of the Council, which brings the diverse perspectives 
of licence fee payers in Scotland to bear on the work of the Trust.  This 
document should be read in conjunction with BBC Protocol F3 – Audience 
Councils. 

 



 

 

Audience Council Scotland 
 
1. Purpose of Audience Council Scotland 
1.1 The Audience Council Scotland (ACS) is an advisory body to the BBC 
Trust. 
 
1.2 The purpose of the ACS is to bring the diverse perspectives of licence fee payers 
to bear on the work of the Trust, through the Council’s links with diverse 
communities, including geographically-based communities and other communities 
of interest within Scotland. 

 
2. Membership and Attendance 
 
2.1 The Council consists of twelve (12) members, made up of: 
 
(a) the Chairman of the Council, who will be the Trust member for Scotland; and 
 
(b) eleven ordinary members, who will be appointed by the BBC Trust. 
 
2.2 Membership of the Council should, as far as possible, broadly reflect the 
population of Scotland. The procedures for the Trust appointing members is set out 
in BBC Protocol F3 – Audience Councils. 
 
2.3 Members take advice from the Chairman of the Audience Council or Chief Adviser 
Scotland regarding potential conflicts and inform the Chairman of the Council and the 
Chief Adviser Scotland if their circumstances change, or may change, 
in a way which could lead to a potential conflict of interest. This includes standing 
for election at local government level or above. 
 
2.4 The Council is advised and supported by the Trust Unit team for Scotland. 
 
2.5 The Council sometimes requires attendance from employees of the BBC 
Executive where relevant to Council business. 
 
2.6 The Council may also invite external advisers and licence fee payers to Council 
meetings, subject to the approval of the Chairman. 

 
3. Quorum 
 
3.1 A quorum of Council members will normally be required before the Council can 
undertake any of its functions or duties. The quorum necessary for the ACS is seven 
Council members. 
 

4. Notice, Frequency and Agenda of Meetings 
 
4.1 The number of full meetings of the Council is determined by the Chairman and 
varies according to volume of business. Meetings are scheduled so that audience 
issues can be conveyed to the Trust in a timely manner. 
 



 

 

4.2 Notice of each meeting confirming the venue, time and date together with an 
agenda of items to be discussed is normally sent to each member five working days 
in advance of the meeting. 
 
4.3 Meetings may be cancelled at the discretion of the Chairman. 
 
4.4 Agendas for Council meetings are determined by the Chairman. Council agendas 
will normally be aligned to the Trust’s annual published business plan, as well as 
reflecting audience issues which may arise in the different nations. 

 
5. Chairing of meetings 
 
5.1 The Trust member for Scotland chairs Council meetings. 
 
5.2 In the absence of the Trust member for Scotland, and unless a member has been 
nominated in advance by him/her for this purpose, members of the 
Council present may choose a Chairman from among themselves to chair that 
meeting. 

 
6. Minutes of meetings 
 
6.1 The Secretary to the Council, or a nominated deputy, writes minutes of the 
proceedings and decisions of all meetings of the Council, including recording the 
names of those who attended. 
 
6.2 Minutes of the Council meeting are put to the next meeting for approval. 
Approved minutes are signed by the Chairman of the Council and kept as a 
permanent record in the BBC’s archive. They are also published online. Any 
redactions to the published version of the minutes must be consistent with the 
Freedom of Information Act 2000. 
 
6.3 A report of the Council’s proceedings is circulated to all members of the Trust 
before the following Trust meeting. 

 
7. Functions and Duties 
 
7.1 Perform the duties outlined in BBC Protocol F3 (“Audience Councils”) in 
relation to the Council’s role to:   
(a) Provide an annual assessment of BBC performance in Scotland – providing its 
assessment to the BBC Trust, at least once per year, on how well the BBC serves 
audiences in Scotland, from the perspective of licence fee payers.   
  
(b)  Identify emerging issues of importance to audiences – advising the Trust on 
issues that concern BBC audiences in Scotland, with a particular focus on issues 
which the Trust can address.  This will include recommending future priorities for 
BBC services for consideration and approval by the BBC Trust.   
 
(c)  Provide input into the Trust’s decision-making – providing advice to the 
Trust, from the perspective of licence fee payers in Scotland, on significant matters 
which the Trust is considering.  This will primarily inform the Trust’s regular (five-
yearly) reviews of each BBC service as well as proposed major changes to BBC 
services.   



 

 

 
7.2   The Audience Council will undertake this role through : 
 

(a) an understanding of the audience in Scotland gained through engagement 
and analysis of research and other data 

(b) direct connection with a range of audiences and communities of interest in 
Scotland 

(c) discussion among Council members, and with members of the BBC Trust and 
management.  
 

7.3  In addition to Audience Council Scotland meetings, members from all four 
Audience Councils meet together at least once per year to discuss issues of relevance 
to licence fee payers across the United Kingdom.   

 
8. Conduct of Members 
 
8.1 Members are not paid for their services. However, reasonable out-of-pocket 
expenses incurred as a result of their work as an Audience Council member are 
payable. The policy relating to the payment of these expenses is outlined in the 
Audience Council Members’ Expenses Policy (Annex 1). 
 
8.2 Members are expected not to make public or media comment including on social 
media on behalf of the Audience Council, or in relation to matters discussed by it, 
without the prior approval of the Chairman of the Audience Council and the Chief 
Adviser, Scotland.  However, members are free to broadcast and contribute to the 
media in a private or professional capacity about matters unrelated to their role as 
an Audience Council member, but must use discretion as to the frequency and 
character of such broadcasts or contributions.   
 
8.3 Audience Council members will receive and be party to sensitive information 
relating to the BBC during the course of their work.  Members are required to keep 
such information confidential. 
 
8.4 As part of the BBC’s formal accountability structure, members’ names and 
positions are a matter of public record and may be published by the BBC Trust or 
made available on request. Personal details, including addresses and telephone 
numbers, are treated as confidential and are not be passed to any individual or 
organisation outside the BBC without prior consent.  Members are placed under the 
same obligation not to disclose each other’s details to third parties without the 
agreement of the relevant member, under the terms of the Data Protection Act. 

 
9. Terms of Reference Review 
 
9.1 These terms of reference are established by the BBC Trust. 
 
9.2 The Council will review its performance and terms of reference each year and 
make any recommendation to amend the terms of reference to the Trust. 
 



 

 

Annex 1 – Expenses policy 
and guidelines for Audience 
Council members  
Introduction 
1.1 The Audience Councils Protocol states that “members are not paid for their 

services. Reasonable out-of-pocket expenses incurred as a result of their work 
as an Audience Council member are payable.”  

1.2 This policy and guidance is provided to assist Audience Council members in 
making any necessary claims.  

1.3 This policy and guidelines apply to members of all four Audience Councils and 
the regional panels in England, as well as the Listeners' Panels in the Channel 
Islands. 

Policy  
Approach to expenses for Audience Council members 

2.1 Travel, accommodation and reasonable subsistence is provided to Audience 
Council members when undertaking their duties.  

2.2 Audience Council members are able to recover expenses that are reasonably 
and necessarily incurred through the course of their duties.  

2.3 Any expenses incurred should be as a result of agreed Audience Council 
business (see A2.5 - A2.7 below) and are for direct costs incurred, unless 
stated otherwise in this guidance.  

2.4 The BBC Trust Unit will normally book travel and accommodation on behalf of 
Audience Council members – it would not normally be expected that these 
costs are incurred directly by Audience Council members.  

Audience Council business 

2.5 Audience Council business is generally classified as attendance at meetings of 
the Audience Council and audience outreach events.  

2.6 There may be certain events which Audience Council members are asked to 
attend as representatives of that Council and with a particular business remit. 
These are classed as official Council business.  

2.7 From time to time the BBC Executive may invite Council members to 
corporate or public events which they are hosting, such as screenings and 
recordings. These invitations are issued to Audience Council members as 
guests and are not classed as necessary Council business, unless explicitly 
agreed by the relevant National Trustee. 



 

 

 
 

Transport 

3.1 Audience Council members should use the lowest cost means of travel and fare to 
attend council business. This will generally mean use of public transport, or use of 
own vehicle where mileage can be claimed.  

Rail 

3.2 Train travel should be by economy class only and by the cheapest possible ticket 
(usually advance booking made by the BBC Trust Unit). In exceptional 
circumstances (e.g. for health reasons) the National Trustee can authorise 
upgraded travel for Audience Council members.  

3.3 Rail travel can be booked in advance by the team assistant with tickets provided in 
advance or collected at the station. Alternatively, Audience Council members can 
purchase tickets and submit the receipts along with other expenses.  

Taxi 

3.4 Taxis can be booked for Audience Council business purposes by the team assistant 
and will be paid directly. Audience Council members may also book taxis for 
individual travel and receipts detailing the journey travelled and cost should be 
submitted with any expenses claim.  

Flights 

3.5 Any flights taken for Audience Council business must be booked through the BBC 
Trust Unit.  

3.6 The team assistant will book flights required and provide Audience Council 
members with an electronic ticket.  

Use of personal vehicles 

3.7 Audience Council members who use their own car to attend Audience Council 
meetings and events will be reimbursed at the BBC rate, in line with the HMRC 
advisory rate. Mileage rates are also available for other types of vehicle e.g. 
motorbike.  

3.8 Audience Council members can also claim reasonable parking costs and any 
necessary road or bridge tolls.  

3.9 Where possible, BBC parking facilities should be used. BBC car parking facilities 
are available on some BBC sites, sometimes on a first come, first served basis. 
BBC Trust Unit staff will inform Audience Council members if parking is available 
and whether there is any booking process.  

 



 

 

 
 

Accommodation 
4.1 Accommodation can be provided to Audience Council members when attending 

business if the distance between a member’s home and the location of the 
meeting/event is too far to enable travel on the day. The provision of 
accommodation for Audience Council members is at the discretion of the National 
Trustee.  

4.2 Accommodation must always be booked by the BBC Trust Unit for Audience 
Council members. Exceptions must be agreed in advance by the National Trustee.  

4.3 Hotels will be booked within the standard BBC rate unless there are extenuating 
circumstances including limited choice and convenience. These rates are currently: 
room only £75; room and breakfast £85. A higher rate (max £115 for room and 
breakfast) may be necessary for bookings in central London.  

4.4 Bills for accommodation are settled directly via the BBC’s procedures, however 
most hotels will ask for a credit card to be provided to secure any additional 
spend.  

4.5 The BBC will not cover incidental expenses incurred during an overnight stay on 
Audience Council business. This includes newspaper, hotel videos, minibar/bar, 
laundry services or gym visits.  

 

Meals 
5.1 Audience Council members will generally be provided with meals when Council 

business extends over a meal time.  

5.2 Council members are entitled to claim for the direct costs of meals associated with 
an overnight stay on Council business. Members may charge:  

 (a) Breakfast £6  

 (b) Lunch £6  

 (c) Dinner £16  

5.3 If certain meals have been provided – for instance breakfast with the 
accommodation charge or lunch with Audience Council business – only additional 
meals may be claimed.  

 



 

 

 
 

Phone calls 
6.1 The cost of telephone calls relating to Audience Council business may be claimed 

on production of an itemised bill.  

6.2 The BBC Trust Unit will organise conference calls for Audience Council business to 
be charged to the BBC and will provide call in details to facilitate this (e.g. through 
use of free-call numbers).  

 

Other costs  
Caring costs 

7.1 Some Audience Council members incur additional expense in attending Council 
business to cover the costs of caring for a child or another dependent who is in 
their care. Arrangements should be approved in advance by the National Trustee.  

7.2 Reasonable expenses may be covered where, without the replacement care, the 
carer would not be able to attend the Audience Council meeting or engagement 
event. If, for instance, the person cared for normally attends a day care service on 
the day of the meeting, care cannot be reimbursed.  

7.3 Audience Council members are entitled to claim for the direct cost of replacement 
care (ie childcare or the care of a dependent adult) while on Audience Council 
business to a maximum of £10 per hour and £60 per claim.  

7.4 Within these limits replacement care will be funded for the duration of the 
meeting being attended and reasonable travel time.  

7.5 Claims must be accompanied by an expenses form for caring costs and a receipt 
from the carer. Replacement care must be arranged by the Audience Council 
member and claimed as an out of pocket expense.  

Additional needs 

7.6 Additional expenses may be incurred to facilitate the work of Audience Council 
members with a disability or an impairment. This may relate, for instance, to 
particular needs with regard to travel or equipment.  

7.7 The BBC Trust Unit will make every effort to facilitate these needs and minimise 
the necessity for direct out-of-pocket expenses by the Audience Council member.  

Receiving BBC services 

7.8 The BBC does not usually reimburse Audience Council members for the costs of 
equipment or subscriptions to receive BBC, or indeed any other broadcasters’, 
services 

7.9 Audience Council members make the same consumer choices as the general 
audience as to what broadcasting services they wish to access. It will normally be 
assumed that, upon appointment, members have access to mainstream radio and 
online services, and one of the major digital TV platforms (DTT, DSAT or cable).  



 

 

 
 

7.10 The BBC may on occasion provide a short term loan of equipment to an Audience 
Council member in order for the member to understand a new or emerging 
technology or allow as an expense the costs of accessing a BBC service which is 
not available on all digital platforms in order to assess the service as part of 
Audience Council business.  

Chairing Audience Council England’s panels 

7.11 The Audience Council England members may incur stationery, printing and 
telephony costs associated with their role as chairs of the Audience Council 
England’s panels. Reasonable expenses will be covered on submission of a 
declaration of incidental expenses.  

 

Claiming expenses 
8.1 This policy and guidance will be provided to all Audience Council members as part 

of their induction programme.  

8.2 The BBC Trust Unit will provide expenses forms which must be completed, signed 
and dated with each submission. Receipts for all expenses need to be provided. 
Claims without receipts need to be approved personally by the relevant National 
Trustee.  

8.3 The BBC Trust Unit will provide assistance to Audience Council members in 
completing claims.  

8.4 In line with BBC policy, expenses should be submitted within three months of costs 
being incurred. Expenses submitted outside the three-month window require 
approval by the relevant National Trustee.  

8.5 The BBC Trust Unit can provide guidance to Audience Council members regarding 
expenses. Individual claims that fall outside of the policy and guidance provided in 
this document require approval prior to being incurred by the relevant National 
Trustee.  

8.6 Audience Council members are asked to seek guidance from BBC Trust Unit staff 
before incurring any costs not anticipated in this guidance.  



 

 

 
 

 

Version Date of 
publication 

Approved by 
the Trust 

Summary of changes since previous version 

1.1 February 2011 20 January 2011 n/a 

1.2 November 2012 21 November 
2012 

To reflect changes in Trust Unit structure  

 


