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The compliance form

In the BBC compliance responsibility lies with output teams, alongside editorial responsibility. The Editorial
Guidelines, referrals to, and advice from Editorial Policy, can inform the judgments that are essential to the
editorial compliance of BBC output. Knowledge of the Guidelines is essential and all makers of content for the
BBC are contractually obliged to work within them.

The BBC compliance obligations require that all content that is NOT live is reviewed before broadcast or
publication and the results of that review is recorded and kept. BBC Comply is one of the systems provided for
that purpose and holds records as ‘compliance forms’.

The BBC requires all Production Executives responsible for content to complete and sign the compliance form
to confirm compliance with the Editorial Guidelines, to demonstrate that it has a robust compliance process
and to ensure high ethical and editorial standards are being maintained.

It is therefore essential that the form itself is completed by a senior member of the production team (Producer
level or above) who is familiar with the content and who has viewed the final edit. It is a requirement that all
forms (for both independent and in-house programmes) must be signed by the BBC Executive Producer.

More detailed information for the BBC Content Division can be found in the Compliance Policy document on
the BBC Commissioning website.

To navigate to a specific section of this helpcard, please click on the relevant heading within the Navigation
section.

How to get access

To request access to BBC Comply, please contact your Team Administrator. If you do not have or do not know
your Team Administrator, please contact BBC Compliance using this form.

Navigation > <]

The options in the navigation will depend on your permissions.

When you open BBC Comply, the landing page will automatically open. The navigation bar will be
displayed on the left:

) {

u Programmes: Create new compliance forms, or search for existing forms for a

D O

Home: Opens the landing page

programme.

Programme History: See all forms alongside all transmissions for all versions of a given 0
core UID

Forms: View all forms for all versions of a programme in the system for a given core UID



https://www.bbc.co.uk/editorialguidelines
https://www.bbc.co.uk/editorialguidelines
https://www.bbc.co.uk/editorialguidelines
http://www.bbc.co.uk/commissioning/tv/production/articles/compliance-tv-online
http://www.bbc.co.uk/commissioning/tv/production/articles/compliance-tv-online
http://www.bbc.co.uk/commissioning/tv/production/articles/compliance-tv-online
http://www.bbc.co.uk/commissioning/tv/production/articles/compliance-tv-online
https://ptk-compliance.tools.bbc.co.uk/#/contact-support
https://ptk-compliance.tools.bbc.co.uk/#/contact-support

You can also contact the support team from here.

Help: For helpcards, an overview of compliance, help with compliance questions, and release notes.

Expand: Widens the navigation bar so you can see the headings in the navigation

Create a new compliance form for a programme

To create a new form:

®» Click on Programmes

®» Click on New on the right

3 B Programmes Y Filters ¢ Sort = PerPage =+ New
C
Q Found 271135 Resulis
D uiD Series Name Episode Title Programme Status
) Art of Persia Form Edited” 25/09/2024 1116
I 2Fi02 Artof Persia ART OF PERSIA Submitted
7KINR O Wild 1sles 2092173 OU Wild Isles 2022/23: Grassland Form Ediled: 23/09/2024 10.54

®» Alternatively, click on Programmes and select New Programme

-

Programmes

FIUGIanneEs
New Programme

Firstly, you need to find your programme via the UIDto confirm the u

programme details from the BBC’s commissioning system. If the UID is

found, the high level details about the programme you are creating will

be displayed so you can confirm it is the correct one.

®» In UID, type the Unique ID for your content including the version number of the programme you wish to
create, for example ABCD123A/02, and click on Find

B New programme

D uiD * /01 ¥ Cancel

o) Team * BBC Public Service - PTK

=+ Create from existing X Cancel

®» Click on Create to create a new form for the programme, or

= Click on Create From Existing to copy details from a pre-existing compliance form to a new form; this is
particularly useful if you are creating a new version of a programme which has been edited and has a new
suffix, such as /02

If a compliance form already exists for this programme, the details will be displayed, along with the current
programme status:




9 K New programme
0
D uip* J/02l X Cancel

h h
I J/02 Homes Under the Homes Under the

Hammer 20 Win 16/17  Hammer LM

Once a new compliance form has been created, the programme details for the new compliance form will
display, and its status will automatically be set to ‘In Progress’.

For further details about the different statuses of compliance forms, please refer to the Form Status section of

this helpcard.

UID not found

If the UID is correct but the programme cannot be located in the BBC’s commissioning and scheduling system,
for example a programme with late delivery, the following message will display:

9 K New programme
Q

0 UID* ZXYW123E/01 v X Caificel

.G This UID has not been found as it has not been formally commissioned in WhatsOn.

Do you wish to create a form with UID ZXYW123E/01 for quick turnaround?

Team ™ BBC Public Service - PTK

4 Create from existing X Cancel

If you are certain this is the correct UID, you can still create a compliance form.

®» Click on Create

Invalid UID

If the UID you entered is invalid for example it isn’t in the right format, you will receive a message saying the
“UID is poorly formatted”.




K New programme

UID* zxyw123/01 [*UIDis poorly formatted ] S Carcal

A

This UID has not been found as it has not been formally commissioned in WhatsOn.

Do you wish to create a form with UID ZXYW123E/01 for quick turnaround?

Team * BBC Public Service - PTK

=+ Create from existing X Cancel

The correct format should be LLLLNNNL/NN, where L is a letter, and N is a number.

Open a programme
Now that the form has been created, you can open the form to view and complete it.

To open a programme:

®» From the Programmes page click on the relevant row




u Programmes Y Filters % Sort = PerPage = New
Q. Found 271119 Resulis

uiD Series Name Episode Title Programme Status

TX VERSION : Episode 22, Weapons Form Edited: 11/09/2024 15:47

Deadly 60 Series 1 Special, V02 fitle sequence edited Ready For Submission

Form Edited: 10/09/2024 10:34

The One Show 24/25: London Studio The One Show 24/25: London Studio In Progress

Form Edited: 10/09/2024 10:10

Purple Crystal (2023) Purple Crystal (2023)
Submitted

The programme is split into two sections:

K Programme

0 Programme. Details about the programme, based on its UID
Programme

0 Form. Details of the current form for that programme
Commissioning Information

The Programme tab Series Name

The Programme tab displays the details ofthe pro

ramme.

K Programme

Deadly 60 Series 1| . Ellog B View Report

Programme

Commissioning Information

Series Name *  Deadly 60 Series 1 ~/  Episode Number 7 + SletDuration 0 28 10

Original Title * Tx VERSION : Episode 22, Weapons 5% Alring Order Supplier Name No supplier information found

Published Title * Deadly 50 «/  Transmit Order >7 ~/  Supplier ype Unknown

Version Reason Original version ~/  SuperGenre Children's v Delivery Date 04/12/2012 8 v
Genre Children's Factual v

Compliance Information

Alternative Title Commissioned For ™ O Pre-Watershed O Post-Watershed

Original BBC Executive Programme Summary

Wendy Darke v Children's factual wildlife programme. Target audience 7 - 12 year clds . Presenter Steve Backshall and his

team travel the world in search of animals to add to his Deadly 60 list. P

Current BBC Executive
Does The Programme Include

X Telephone number X Email Further Details

X Postal address + Website

X Programme related interactive site X Trail “

X Action line X Call to action X MRPL

The Commissioning Information section is not editable as the data will automatically be populated by the
BBC’s commissioning and scheduling system.

Your permissions will depict what you will or won’t see in the Programme tab.

®» |In Programme Summary, type a short summary (not a full synopsis) for the programme




®» |n Alternative Title, type your own title if the one shown isn’t what you expect. The
Alternative Title does not feed through to any other part of the system; it is optional and is for your own
use

® |n Original BBC Executive, type the name of the BBC Executive who was originally responsible for the
programme

= |n Current BBC Executive, type the name of the new BBC Executive responsible for the programme if it has
changed from the original

= Select Pre- or Post-watershed based on when your programme was commissioned for

Pre- or Post-watershed is mandatory, and one option must be selected to move to the next part of the form.

®» |In Programme Includes, indicate if any of the options available have been included in your programme;
when a ‘Programme Includes’ option is selected, a text box will display so further details can be entered

®» On a new form, the Restrictions section will be blank. This section is Read Only, and is used when a
programme is being considered for repeat; if you have the relevant permissions, it will display any
restrictions on the content

®» Once changes have been made, click onSave

A red flag willdisplav in the Programme tab, in the Commissioning Log B view Report

Information section, if a red flag complaint has been reported.

To access the compliance form related to the programme: I’ Programme

®» Click on Form Programme

The Form tab Commissionina Information

The form is split into four main sections which are shown at
the top of the form:

Programme Deadly 60 Series 1 I —

[ Compliance Events Referrals Sign Off ]

Complied Transmissions

0 Transmissions. Select or enter the transmissions or publications you are aware of for the programme.
Available transmissions from the schedule are shown beneath, and can be selected

0 Compliance Events. Add compliance events for the programme to identify issues or concerns which should
be flagged prior to TX

0 Referrals. Add details of any referrals that have been made for specific compliance events, for example to
the BBC’s Editorial Policy team or Legal department




0 Sign Off. Production and BBC Executive confirm the programme has been viewed, that the information in
the form is detailed and accurate, and the programme has been made and delivered in compliance with
the BBC Editorial Guidelines and is suitable for the TX slot(s) that is assigned in the form

Each of these sections is explained in more detail later in this helpcard.

Form Status

In the top right, the form will display one of the following statuses:
ElLog B View Report

0 In Progress. The form has been started and someone is working on it;

these forms can be edited

0 Ready for Submission. Someone in the production has clicked Ready for Submission on the Sign Off section
of the form. You can reject, sign off, or submit a form that is ready for submission

0 Submitted. The BBC Executive has clicked Submit on the Sign Off section of the form and is happy with the
compliance form; this form is locked preventing further changes. To make amendments, a new form must
be created

0 Rejected. There are errors within the compliance form, and it has been rejected. As soon as a form is
rejected, it can be edited

The form’s status will also be reflected in Programmes:

B Programmes Y Filters ¢ Sort = PerPage -+ New

Q. Found 271119 Results

uiD Series Name Episode Title Programme Status

) TX VERSION : Episode 22, Weapons ited- 11/09/2024 15:47
Deadly 60 Series 1 Special, V02 title sequence edited | |

) ) arm Edited 10/09/2024 10:34
The One Show 24/25: London Studio The One Show 24/25: London Studio

ool Crvetal (2023 Burle Crstal (2099) orm Edited: 10/09/2024 10:10
urple Crystal { ) urple Crystal ( ) _ Submitied

If a form was migrated from the old Compliance Manager system, Migrated will appear next to

the status:
4 Programme

Programme o omeem Ve P g b e § o el = Log View Report
Transmissions Compliance Events Referrals Sign Off Migrated Data Current Forn - IN PROGRESS (2)-Migrated V' {

Transmissions

The transmission page is where all transmissions of their programme that you are aware of should be stated.

There are two ways to allocate transmissions to a compliance form:

0 Select a scheduled transmission, or

0 Manually add a transmission; this is useful if the programme has not yet been scheduled, or the production
believes the programme is being scheduled at a time that isn’t in the Scheduled Transmissions list

When selecting the transmission for a form, please remember you are complying this programme for those

specific slot(s).




Denton codes and Notes from compliance managers will be visible in the Form tab in the Transmission section,
against the specific transmission, if they have been applied. Notes from compliance managers will also be
displayed.

Allocate available transmissions

To allocate an existing transmission or publication to the compliance form:

®» In Transmissions, in Available Transmissions, click on Add to Current Form for the relevant transmission
you wish to allocate or attach to the form. The transmission will move from Available Transmissions to
Complied Transmissions

Compliance Events Referrals Sign Off Current Form - INPROGRESS (1) V' §

Complied Transmissions
Add the transmission(s) (from 'Available transmissions' below) for the programme you are complying. Only leave this section empty if transmission is unknown

TX Date/Time Channel Denton Codes Transmission Notes Form

Available Transmissions

TX Date/Time Channel Denton Codes

06/06/2024 00:30:30 (Scheduled) BBC1 Network l =+ Add to current form l
Cannot see your transmission? You can manually add it here: [l SN Rl eee]

If there is no ‘Available Transmission’ for the correct ‘TX Date/Time’, please refer to the Manually add and

allocate new transmissions section of this helpcard.

In Complied Transmissions, the Form column shows which form has been linked to which transmission.

In the following example, Form 1 created in January was allocated against the first transmission. Then a new
form (Form 2) is created a year later because the content is due to be repeated; it is allocated against the new
repeat transmission. Then a third form is created and allocated, the year following, etc.

Add the transmission/s (shown as 'available' below) for the programme you are complying. Only leave this slot empty if transmission is unknown

D —
TX Date/Time Channel Denton Codes Transmission Notes Form
03/10/2024 15:00:00 (Scheduled) BBC1 Network 3
21/05/2023 14:05:00 21/05/2023 14:05:25 (Scheduled) BBC1 Network 2
31/08/2022 14:59:38 31/08/2022 15:00:04 (Scheduled) BBC1 Network 1
03/02/2022 06:30:00 (Scheduled) BBC2 Network 1
01/02/2022 14:59:04 01/02/2022 14:59:57 (Scheduled) BBC1 Network 1
N/

®» Click on Compliance Events to move to the next section of the form




To view the various forms, click on the drop down menu on the top right; by default, the
drop down menu will always display the form you are viewing:

Current Form - SUBMITTED (3) WV

Current Form - SUBMITTED (3)

Previous Form - SUBMITTED (2)

Previous Form - SUBMITTED (1)
mission is unknown.

Transmission Notes

Manually add and allocate new transmissions

You will need to create a new transmission for the compliance form if the programme has not yet been
scheduled and the Complied Transmissions section is empty, or if the programme is being scheduled at a time
that isn’t displayed in the Complied Transmissions.

To allocate a new transmission to the compliance form:

®» Click on Add Transmission

< .
Programme Form Deadly 60 Series 1 I - ——— Log B View Report

Compliance Events ~ Refemrals  Sign Off

Complied Transmissions
Add the transmission(s) (from 'Available transmissions' below) for the programme you are complying. Only leave this section empty If transmission is unknown

TX Date/Time Channel Denton Codes Transmission Notes Form

Available Transmissions

TX Date/Time Channel Denton Codes

Cannot see your transmission? You can manually add it here| =+ Add transmission

10




®» From the Channel drop down list, select the relevant

channel for the transmission

Channel

® In the date field, type the date of the transmission; e v

alternatively, click on the calendar picker and select the (03/02/2025 1] 19:00:00 O]

date

l03/02/2025 | O]

®» |n the time field, type Time, state the time of the transmission slot; alternatively, click on the time picker
and select the time for the

|19:00:00| @]

transmission slot

You will not be able to enter the time for the transmission until the transmission date is completed.

®» Click on Create; the manually added transmission will be displayed in Complied Transmissions
Compliance Events Referrals Sign Off Current Form - IN PROGRESS (1) V1§

Complied Transmissions
Add the transmission(s) (from "Available transmissions' below) for the programme you are complying. Only leave this section empty if transmission is unknown.

TX Date/Time Channel Denton Codes Transmission Notes Form

i -00:0q (M
03/02/2025 19:00:0Q (Manually added) BBC1 Wales 1

®» Click on Compliance Events to move to the next section of the form

Compliance events
A Compliance Event has three elements:

1. Atimecode
2. Comments which provide more detail about the compliance issues

3. The compliance questions that have been applied

Transmissions Compliance Events Referrals  Sign Off

Compliance Questions < S ew Event i HE Questions
Comments Questions

Legal Issues \‘
1 Legal Issues X ] 55 N s **Please note: 02 vevrsion is due to re- Search questions.. Q
editing of the D60 titles (no changes to the
Strong Language / Gestures programime)
R 4
2 Strong, most offensive # X
| I
x
Q

7

Timecode

3 Any other which may offend X O A great White Shark is seen to catch and Search questions...

then eat a seal. The animal isn't seen to = ,

4  Strongest Racial Language (as listed by sufferastherachion cuts from:the catchito 11 :?ensmve content issues (Other Issues Affecting
OFCOM, see 'Compliance Form Questions X the eating. ransmission)

and Help' page) *

5  Any other discriminatory language or content

that may offend X

Enter text... ~#  Search questions..

O
\ 10 00 00
|

6  Sexual content

X

7 Sexual innuendo / reference

2 Nudit: v




To complete a new compliance event:

®» |n Timecode, type the timecode for the beginning of the event; press Tab to move to the next section of
the timecode

®» |In Comments, enter the details of the compliance event for that particular timecode.

= |n Questions, in Search questions, begin to type the nature of the Compliance Question; as you type, the
Compliance Question that contain the typed characters will display; click on the relevant question or use
the arrow keys to select it and press Enter

Transmissions Compliance Events Referrals Sign Off Current Form - INPROGRESS (1) V'

‘ -eg = ‘ Timecode Comments Questions

1 Legal lssues X O« W **Please note: 02 version is due to re- st Q
editing of the D60 titles (no changes to the
programme) 2. Strong, most offensive (Strong Language /
Gestures)
2  Strong, most offensive X & 3. Any other which may offend (Strong Language /
Gestures)
3 Anv other which mav offend X a A areat White Shark is seen to catch and -

®» Alternatively, drag the Compliance Question from the left pane onto Questions for the specific timecode

Compliance Questions < IAlI Events Expanded

‘ Timecode Comments Questions

.] **Please note: 02 version is due to re-
1 Legal Issues X
el 00 00 00 editing of the D60 titles (no changes to th
programme

[ 2  Strong, most offensive X
3 Any other which may offend X O A great White Shark is seen to catch and
10 01 19 then eat a seal. The animal isn't seen to
4  Strongest Racial Language (as listed by suffer as the action cuts from the catch to
OFCOM, see 'Compliance Form Questions X the eating.

and Help' page)

5 Any other discriminatory language or content

Press Tab to quickly navigate through all the Compliance event fields.

Sometimes, several Compliance Questions might apply to a single event; for example, in a gritty drama, a
scene might contain Strong Language (2) and Violence (8).

If a new event is created with the same timecode as an existing event, it will automatically merge with the
existing event when the page is saved.

®» To create a new Compliance Event, click on + New Event. If you have a lot of events, create multiple New
Events at the outset and then press Tab to complete them consecutively

] A Events Expanded

Timecode Comments Questions
o **Please note: 02 version is due to re- Search questions... Q
00 00 00 editing of the D60 titles (no changes to the
programme)
“
Oe A great White Shark is seen to catch and Search questions... Q
10 01 19 then eat a seal. The animal isn't seen to

Sensitive content issues (Other Issues Affecting

suffer as the action cuts from the catch to 41 :
: Transmission)
the eating.
%
U Enter text... % Search questions... Q

10 00 00

12




®» Once all the Compliance Events have been entered, click on Save

®» Click on Referrals to continue to the next section of the form

For further details about Compliance Events, please refer to the Guidance Notes in Help.

Change the Compliance Events view
Compliance Events can be viewed in two ways:

0 By Timecodes to order the timecodes and group all the events in that timecode

0 By Question to order the events by question To change the view:

®» Click on Timecodes or Questions as required

T

Timecode Comments Questions
o **Please note: 02 version is due to re- Search questions.. Q
00 00 00 editing of the D60 titles (no changes to the = o e T
programme) Py 2 Strong, most offensive (Strong Language / Gestures)x
O A great White Shark is seen to catch and Search questions...
10 01 19 then eat a seal. The animal isn't seen to
suffer as the action cuts from the catch to 41
the eating. P

‘All Events Expanded’ shows the full comments by default. To reduce the comments to two rows
only, click on ‘All Events Expanded’ to turn it off. If vouwish to reapply it, click on ‘All Events
Collapsed’:

4+ New Event

Timecode Comments Questions

E

[ All Events Collapsed ]

O **Please note: 02 version is due tore- ¢
00 00 00 editing of the D60 titles (no changesto 4

arch questions...

2 Strong, most offens

ve (Strong Language / Gestures)x

o A great White Shark is seen to catchand 5+ Search questions... Q

then eat a seal. The animal isn't seento 4 -
Sensitive content issues (Other Issues Affecting

S B
Transmission)

Referrals
The BBC Comply system is ONLY USED TO RECORD whether the programme has been referred to anyone; it
does not notify the referrer. This will assure the Compliance Managers that the production team has spoken to

the correct people when they review the forms.

Please refer to the BBC Editorial Guidelines for more details about referrals.

= Click on the appropriate person or team shown at the top of the form; when one is selected, it will turn
purple and the form will be displayed

13



http://www.bbc.co.uk/editorialguidelines/
http://www.bbc.co.uk/editorialguidelines/
http://www.bbc.co.uk/editorialguidelines/

Transmissions Compliance Events Referrals Sign Off Current Form - INPROGRESS (1) V'

Please add the detail of any referrals that have been made. If a referral type is highlighted with a star % below, adding referral detalil is highly recommended.

[ =+ Mandatory Director, Editorial Policy & Standards = Other referral to Editorial Policy ~ = Legal =+ Head of Department = Channel Controller

No referrals have been added to this form.
Vv ITACU

Issues *

Referred To

First Name * Last Name * Role *

Date: dd/mm/yyyy 0

Transmissions Compliance Events REETE Sign Off

Please add the detail of any referrals that have been made. If a referral type is highlighted with a star % below adding referral detail is highly recommended.

+ Mandatory Director, Editorial Policy & Standards + Other referral to Editorial Policy + Legal * + Head of Department + Channel Controller % § + ITACU

No referrals have been added to this form.

= |f Mandatory Director, Editorial, Policy & Standards is selected, from the Mandatory Referrals drop down
list, click on the No option to toggle the required referral number and title to Yes and click on Save; if
required, you can search for the referral number or title at the top of the window

Mandatory Referrals [® Save X Close
)
Search
Referral number, title

Broadcast a serious allegation resulting from our own journalism
without giving those concerned an opportunity to reply. (6.4.27)

Portray a real person in a significant way in a drama against the
2 wishes of the individual portrayed, or their surviving near o
relatives. (6.4.29)

[
=

Use unattended recording equipment on private property without}
permission of the owner, occupier or agent. (7.4.15)

|
=
o

Broadcast any recording, including a telephone call, originally
made for note-taking purposes. (7.4.23)

Except for daily news gathering, door-stepping by phone, or in
person, without prior approach. (7.4.32)

Include people on the phone, or in person, on a live
entertainment programme without their knowledge. (7.4.20)

=

2 =<

o )
]

14




To save scrolling down the list, search for the referral number or title at the top of the window:

Mandatory Referrals Save X Close

Search
Referral number, title

Broadcast a serious allegation resulting from our own journalism [m
without giving those concerned an opportunity to reply. (6.4.27)

Portray a real person in a significant way in a drama against the
wishes of the individual portrayed. or their surviving near

For example, tvping ‘secretly’ reduces the list to Referral number 7.
Mandatory Referrals [® Save X Close

Search
secretly

Broadcast secretly recorded material made by others and not
gathered according to BBC Editorial Guidelines. (7.4.21) See Em
notes above.

Save X Close

You can then click the No toggle to change it to Yes. You can continue searching and changing
the No toggles for other mandatoryv referrals. When vou have vour last one selected, click on
Save. If vou want to see all of vour selected referrals before clickhg Save, clear the search
criteria.

®» |n the Issue box, type details about the issue, and why it was referred

® For legal issues, you should only indicate the subject of the legal issue, such as contempt or privacy; YOU
MUST NOT type in details about the advice given. Full details are provided in the Guidance Notes in Help

In First and Last Name, type the name of the person you made the referral-to
In Role, type the role of the person you made the referral to

®» |n Date, type the date the referral was discussed with the named person; alternatively click on

the Calendar picker £ and select the date of the discussion

®» Click on Save

Please add the detail of any referrals that have been made. If a referral type is highlighted with a star ¥ below, adding referral detail is highly recommended.

rds = Other referral to Editorial Policy ~ < Legal =+ Head of Department X Channel Controller [l SRI7e8

= Mandatory Director, Editorial Policy & Stan

No referrals have been added to this form.
+/ Channel Controller

Issues *
Strong language

Referred To

First Name * Last Name * Role *

Sam v Jones v Compliance Manager v

. v
Pate™ 46,00/2024 o

Do
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Depending on the compliance question selected, a referral might be recommended A vellow
star will displav to remind vou to add the referral details.For example, if vou select ‘Strong, most
offensive’ language, a vellow star is added to‘Channel Controller’ to identify that this should
have been referred:

Please add the detail of any referrals that have been made. If a referral type is highlighted with a star % below, adding referral detail is highly recommended.

= Mandatory Director, Editorial Policy & Standards = Other referral to Editorial Policy =4 legal = Head of Department X Channel Controlle I =+ [TAcU

No referrals have been added to this form.
+/ Channel Controller

®» Once the details of each referral for the content is listed, click on Sign Off to move to the last stage of the
form

Sign Off
The BBC production team should complete the Production section of the Sign Off so the BBC Executive can give
the final sign off.

Independent Production Companies

For independent production companies, the Executive Producer is responsible for signing off the compliance
form in the Production section.

To confirm the form is ready for submission, either manually complete
the Production section or click on the Head icon (see right) which will

) ] ) First Name* Enter first name
autofill your details; you will only need to manually enter the

Submission Date. Division/Company* Enter division/company

® In Production, in the First and Last Name boxes, type your name Submission Dete® aclimm/yyy

® In Position, type your role within the production

= In Division/Company, type your division if you work for BBC Studios, or your Production
Company if you work for an independent production

In Phone Number, type your contact telephone number

In Email Address, type your email address at the Production Company or at the BBC

®» In Submission Date, type today’s date; alternatively, click on the Calendar picker == and select today’s
date

= Click on Save; you can return to any section of the form to alter it, if required
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Transmissions Compliance Events Referrals m Current Form - INPROGRESS (1) Vi

Production autofill

First Name * gam +/ LastName* peacock +/ Position * Series Producer
Division/Company * NHU Phone Number * (7123 456789 +/ Email Address * sam.peacock03@bbc.com v
Submission Date *  15/11/2024 [m]

| [®) Save I W Clear IL"

BBC Executive autofill

®» When the form is ready to be submitted, click on Ready for Submission

®» In the confirmation window, in Comments, type some comments if you wish to alert the BBC Executive to
anything

= Select the checkbox to confirm you have viewed the programme, and the information in the form is full
and accurate

Submit Sign Off X Close

Comments

VZ

lj A | confirm that | have viewed the programme and the information in this form

is full and accurate. The programme has been made and delivered in compliance
with the BBC Editorial Guidelines and is suitable for the TX slot(s) that have
been allocated to the form. | have reviewed all 49 compliance questions and
recorded all the relevant events that include compliance issues.

= Click on Ready for Submission; the form’s status will change to ‘Ready for Submission’

The production now needs to contact the BBC Executive to advise them the form is ready for sign off.
Independent production companies, excluding BBC Studios, need to contact the BBC Independent Delivery
Unit (IDU) team.

®» Copy the URL for the form or note the UID for the programme

®» Email the URL or UID to the relevant BBC Executive or IDU person advising them it is ready for sign off

There is no system notification to the recipient. It is essential you advise them when the form is ready for their

sign off.

The BBC Executive will then review and submit the compliance form to confirm it is complete and correct; this
will change the status of the form to Submitted. When the form has a Submitted status, it cannot be edited.

There is no system notification from the Executive Producer or IDU to the production either. If the form has
been rejected, the form’s status will change and the BBC Executive or IDU contact will email the production to
inform them.
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Home .

Home opens the landing page:

. E]E BBC Comply

0D o

Programmes e

The PTK system for compliance was launched in Sepiember 2018. The system has undergone a rebuild as of Oclober
2024, but noficeable changes shoulkd be minor and not impact daily function and use. Should you notice anything amiss

then piease contact the Support feam using the Contact bution or at compliance.support@bbc.co.uk (ofher means of
contact are given in the Help section below). Support feam colleagues will then respond and invesiigate.

2 Who should be using PTK compliance?

You should use PTK Compliance to enter details for all pre recorded
programming on the BBC's networked television channels and their
regional variants - BBC One, Two, Three and Four - CBBC and
CBeebies — and on English Regions and BBC Red Button (also referred
to as BBCi).

All other users not included above should confinue to comply here if done
S0 previously, i ing pre-i ded progi ing from BBC Sport. Digital
teams supplying content newly to linear channels should confir
requirements at first point of contact. Special arrangements for BBC News
and BBC Parliament programming scheduled on the network channels will
continue

Live programmes must be complied using the Editorial Policy live
guidelines. The BBC Executive Producer must be present in the gallery
during live shows prodi by i i

=g

BBC Compliance Policy

BBC Editorial Guidelines

B Wnat do you need to do?

Editors and Producers throughout the BBC, as well as those in Independent
Producfi must and submit a compliance form to
confirm that they have complied with the BEC's high ethical and editorial
standards as encompassed in the Editorial Guidelines.

Our compliance obligations require that all content that is NOT live is

before or and the resuits of that review
recorded and kept. PTK Compliance is one of the systems provided for that
purpose and holds records as ‘compliance forms’

The form is designed to record the whole range of issues that Production
may face during the making of a programme and record any referrals
(including Mandatory Referrals to Director, Editorial Policy and Standards)
that may have been made. It may be examined in the light of any complaint
made to the BBC, or fo the overall broadcast regulator Ofcom.

If you are a new user, you will need to apply for an account, either as in
your Delivery Pack (for Independents) or via your Team Administrator (for
BBC staff). Help with understanding compliance at the BBC, with
completion of the form, and help cards and video tutorials that explain some
of the steps required, is all available under the query icon at the botiom of
the menu on the left.

A completed compliance form is part of the delivery requirements for BBC
TV and should be submitted by your delivery date. More information about
delivery is available here.

Help Cards

Useful Links

BBC Wales

BBC Scotland

BBC Northem Ireland
BBC Sport

BBC Children's

BBC Studios (CRBA)
CRBA Contacts

Red Button

OFCOM Website

The Programmes view shows the programmes with compliance forms. You will only see compliance forms
relevant to your team.

The Programmes view will display the UID, Series Name and Episode Title of each form, and will also show the
status of the form, and the date/time it was last edited:

0D o

¥ Programmes

Q Found 271135 Results

uiD Series Name
2F/02 Art of Persia
'7K/03 OU Wild Isles 2022/23
:B/01 Pointless 23/24 - 30

e I) Y/01 Ludwig

[

Y Filters ¢ Sort = PerPage - New

Episode Title

Art of Persia
ART OF PERSIA

OU Wild Isles 2022/23: Grassland
Grassland

Pointless 23/24 - 30

Suspect

Suspect

Programme Status

Form Edited: 25/09/2024 11:16

Form Edited: 23/09/2024 10:54
In Progress

Form Edited: 22/09/2024 16:21
In Progress

Form Edited: 18/09/2024 15:52

Form Edited: 18/09/2024 15:44
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Use filters to find a programme

You can use filters to display compliance forms for programmes that only meet the criteria you specify.

To view the filter options available:

®» Click on Filters
———

Y Filters = $ Sort = PerPage 4 New

Proaramme Status
Apply filters
Filters can be applied using the following criterion:

0 Programme Details
By UID, Series Name, Original Title, Published Title, Alternative Title, Form Status, Programme Summary,
Event Keyword

The Event Keyword filter allows you to search for keywords for compliance events across all your forms; for

example, an Event Keyword filter using the keywords Tower and Fire would return all programmes which

contain these two words in the form.

0 People & Teams
By Production, BBC Executive, Team, Supplier Name or Supplier Type

0 Dates
By Linked Tx Date, Last Edited Date or Tx Channel

0 Migrated (to view forms from legacy systems)
By Programme Name, Working Title, Episode Title, or Tx Date or Tx Channel

0 Warnings (to view any forms with a red flag complaint)
By Red Flag Case ID

As you select data for your filters, an indicator will display over the relevant heading to show the number of
criteria applied:

B Programmes Y Fittrs® ¢ Sort | # PerPage | + New

IHOhElnCANEEl People & Teams Channel & Dates  Migrated Data  Warnings

(%) = (2]

Series Name Form Status

Form Status In Progress Ready For Submission v Submitted Rejected

[Form Status Submitted X  Series Name Ludwig X ] il ClearAll Filters

Q Found 3 Results

= To minimise filters once they have been applied, click on Filters again

If you view a programme from the Programmes homepage with filters applied, they will still be applied when

you return to the Programmes page.

Clear filter

To clear afilter:
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® Click on the cross next to the specific filter; alternatively, click on Clear All Filters

B Programmes YFilters ® | ¢ Sort = PerPage + New

IHOLEnCANEE People & Teams Channel & Dates  Migrated Data  Warnings

W m @
Series Name Form Status
Form Status In Progress Ready For Submission v Submitted Rejected

Form Status Submitte Series Name Ludwi il ClearAll Filters

Q Found 3 Results

Sort

Programme compliance forms can be sorted either by Last Edited or Series Name To sort your

programmes:

®» Click on Sort

z

E F'rogrammes Y Filter: | ¢ Sort &= PerPage = New

O

(=8I Series Name

0

Last Edited Ascending e Descending

Q, Found 271135 Results

uiD Series Name Episode Title Programme Status
. Art of Persia Form Edited: 25/09/2024 11:16
Fl02 Artof Persia ART OF PERSIA Submitted
OU Wild Isles 2022/23: "
| F Edited: 23/09/2024 10:54
K/03  OU Wid Isles 2022123 Grassland -
Grassland nrrogress

®» Click on Last Edited or Series Name as required

®» Click on Ascending or Descending as required

Per page

® Click on Per page to specify how many results you wish to view per page

ﬁ Programmes Y Filters ¢ Sort = PerPage = New

Per Page 10 e 25 50 100

Audit History of the compliance form

An audit history is automatically tracked for a compliance form. It shows the audit details of the sign off and
when a new form is created.
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To view the audit history:

®» Open the compliance form for the relevant programme

®» Click on Login the top right corner(see right)

The audit history will be displayed:

Audit Log X Close

Date User
Form created at: 24/09/2024 15:38:06

24/09/2024 153806

Form created at: 24/01/2020 0:43:42

24/01/2020 0:43:42

30/01/2020 11:04:19

30/01/2020 11:04:19

30/01/2020 11:04:19

30/01/2020 11:04:19

S

Programme History

Form version - Field

2 - New form version created

1 - New form version created

1 - Status (production)

1 - Phone (production)

1 - Division / Company (production)

1 - Position (production)

El Log

Action

New form version created

New form version created

'in-progress' to 'ready-for-submission'

Setto '07

Set to 'Documentary Unit'

Set to 'Series Producer'

45LIC SERVICE

B View Report

The Programme History shows all forms alongside all transmissions for all versions of a given Core UID; it gives

you a snapshot of the programme and its history. Any linked red flags, Denton codes and other indicators are

also displayed.

To open the history of a programme:
®» Click on Programme History

",'Bl ‘D Programmes History

3 Programme History
\ i.e. ABCD123E
' Programmes History |

[ N

®» |n Core UID, type the UID of the programme (excluding the version after the forward slash), in the format

LLLLNNNL, and click on Find

D Programmes History

Core UID (i.e. ABCD123E) * | |LLNNNL

®» Click on Report for the relevant programme version on the right of the schedule; A list of all
transmissions for each version of the programme, and their associated forms, will be returned
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D Programmes History

Core UID (i.e. ABCD123E) *

uiD Version Descriptor TX Date & Time TX Channel Wwarnings Form Status

Persia

Form Edited: 22/01/2020
101 Original version Mo Transmission 11:50 ﬂ/

In Progress (1

Persia

Form Edited: 25/09/2024
102 Credits Amended, Editorial No Transmission Q 1:16 &

sumics A B

Form Edited: 25/09/2024
/02 Credits Amended, Editorial No Transmission 1:16 A

e <(B)

Form Edited: 25/09/2024
102 Credits Amended, Editorial Mo Transmission 116 A

sumies [8 5]

Form Edited: 25/09/2024
/02 Credits Amended, Editorial No Transmission 1:16

| susmics B )|

102 Credits Amended. Editorial 29/01/2024 20:00 BBC4 @

Forms O

The Forms page displays all forms for all versions of a programme in the system for a given UID. It provides a
quick snapshot of the forms and their current status (form status, last edited date, allocated transmissions),
and also identifies whether the programme has any red flags, Denton codes, and if it is ready for TX.

To view all the forms in BBC Comply for a programme:

®» Hover over Forms and click on Forms

® |n Search, type your search criteria, for example the UID in the format LLLLNNNL/NN, and press Enter
A list of forms with that UID will be returned. In this example, all programmes containing ‘Louis Theroux’ were
returned:
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[ Forms Y Filters © % Sort I Per Page

ZEOIEINNEIVEETE People & Teams  Channel & Dates  Migrated Data  Warnings
W ¢

Series Name

Series Name  gnter Series Name

Series Name louis theroux X il Clear Al Filiers

Q Found 106 Resulls

# Form Reason Last Edited/Form Status  Issues Transmission Details

/01 | Louis Theroux: Docs That Made Me

EX B

I1 A 17/07/2018 12:50 (1) 18/07/2018 06:00 @

/01 | Louis Theroux 18/19 Deal 4

24 iPlayer 06/10/2020 08:37 (M) Invalid date (BBC Online)
In Progress @ il
14 28/02/2019 13:28 (S) 10/03/2019 22:00 (BBC2 Network)
@ @ (S) 04/03/2019 21:00 (BBC2 Network) (§) (B

/02 | Louis Theroux Talking to Anorexia

2 A 31/07/2018 14:20 (1) 29/10/2017 21:00 (BBC2 Network)
B
140 19/10/2017 14:54 P (1) 29/10/2017 21:00 (BBC2 Network)

[ suwmices JEYE

Help

Compliance.Supporti@bbe.co.uk
0303 080 1815

Compliance Support Form

What is Complance?
What is PTK?
Compliance Form Questions & Help
Help Cards
Give Feadback
Release Notes
0 Link to the helpcards which guides Preferences
users through BBC Comply
Please refer to Help to:

0 Find out more about BBC Comply
Contact Support via email, telephone or form
Give Feedback

View Release Notes

OO O O &

Set your preferences
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FAQs

Repeat programmes

If the programme is repeated shortly after, and is a straight repeat, you need create a new compliance form:

»
»

»

Navigate to the latest submitted form.

Click on the 3 dots in the top of the form page and then select ‘New form’ or ‘Copy Form’. New form
will append a blank form on the same UID. Copy Form will append a new copy of the most recent form
on the same UID.

= Log B view Report

Current Form - SUBMITTED (1) V&
=+ New form
# Change Form Owner
[ Copy Form
-+ Add Red Flag

s Form

If New form was selected, enter a New form reason and click on ‘Create New Form’

X Close

Are you sure that you want to add a new form for this programme?

The new form will be in an 'in progress' status. and no longer submitted.

New form reason *

Team * BBC Public Service - PTK

[=] Create New Form

OR
If chosen Copy form was selected, then enter the UID of the version that is being repeated, you will see
a green tick once the UID format is met, then enter a New form reason.
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Copy Form

Are you sure that you want to copy this form?
IT the UID exists in PTK Compliance, this form will be appended as the latest form.

ITitis a new UID, the programme details from this programme will be copied and this will become the first form.

UID* FKBQ362D/03

New Form Reason

8 op o

=  Finally, a summary of the copy will pop up, where you will need to choose Copy form again.

DD O

Copy Form

Please confirm that you want to copy this form.

FKBQ362D/02 FKBQ362D/02

Big Cats 24/7 Series 2 > Big Cats 24/7 Series 2

»

Reversioned programmes

A reversioned programme is an edit of the original, for example this could be where swearing is bleeped,
technical glitch is edited out or a SIGNED version of a programme. The original would normally have the suffix
of /01, with subsequent versions being /02, /03 etc.

For programmes that are reversioned, this normally where new versions of a programmes will share the same
core UID but have a different suffix; for example, if the programme already has versions with suffixes /01’ and
‘/02’, the new version that would be typed here would be given the suffix /03’

Please make sure you only enter UID’s that have been following an edit.

®» Click on Programmes and select New Programme;

®» In UID, type the UID for the new version of the programme. Normally, new versions of a programme will
increase the suffix by one digit; for example, if the programme already has versions with suffixes /01’ and
‘/02’, the new version that would be typed here would be given the suffix /03’

® Click on Find; if the form does not exist, a message will display confirming ‘This UID has not been found as
it has not been formally commissioned in WhatsOn’

® Click on Create to create a blank form, or Create From Existing to copy the information from an existing
form.
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K New programme
UID*  ABCD123E/02 v X Cancel

This UID has not been found as it has not been formally commissioned in WhatsOn.

Do you wish to create a form with UID ABCD123E/02 for quick turnaround?

Team * BBC Studios Scotland

m =+ Create from existing ] X Cancel
=4

= |n Select Programme to Copy, type the UID for the programme you wish to copy the form from, select the
version of the programme from the drop down list, and click on Create

Select Programme to Copy X Close

Please select which programme you want to copy the form information from.

UID ABCD123E/01|

ABCD123E/01 Boarﬂers

®» |n Series name, type the name of the Series
®» |n Episode name, type the name of the episode
®» Click on Create

New Programme X Close

Series name *

Episode name *

All the details from the previous form will automatically be copied across to the new form and can then be
edited and submitted as described earlier in this helpcard.

Print a report as a PDF
To PDF a report:

26




®» |n the Form tab, click on Report

®» When the report opens in the browser, right click and select Print

®» From the printer menu, select Print to PDF as the printer option The resulting PDF can be saved or printed

as required.

There are conflicts between the information stored in BBC Comply and

WhatsOn

Periodically a banner may appear above the programme details when you open a programme:

§4 Programme

> MacUilleim The Other Brian Wilson | EsILE

A\ There are conflicts between the information stored in PTK - Compliance and WhatsOn. Click Here to Fix

Commissioning Information tion

Main Nataile

This banner shows that the data in WhatsOn, the BBC’s commissioning and scheduling system, has been
updated. You can choose to bring the updated data into BBC Comply.

As the individual data may conflict at different times when it is updated in the WhatsOn (the BBC’s
commissioning and scheduling system), you may need to repeat the process.

To resolve this (it’s not mandatory):

®» Click on the textClick Here to Fix

4§ Programme

Programme

=t MacUilleim The Other Brian Wilson | B30 G

A\ There are conflicts between the information stored in PTK - Compliance and WhatsOi]. Click Herﬁ to Fix

Linear Pronaramme Informatinn

®» A list of the data in BBC Comply and WhatsOn will then be displayed. Select the data you wish to pull into
BBC Comply from WhatsOn; by default, all the WhatsOn data will be selected and marked in green.

Select the information you would like to keep X

Compliance
Series name X MacUilleim The Other Brian Wilson
Episode name x 01
Delivery date X empty
Version reason X empty
Duration % 00:00:00
Commissioning X empty
department
Commissioning « empty
type
Genre X empty
Super Genre X empty

Save X Cancel

=
=
a8
I
(=]
S

+ Brian Wilson 2014/15

+ Brian Wilson 2014/15, 1

v 04/08/2014
+ Original version
v 00:58:00

+ No supplier information found

X Unknown

+ Documentaries - Other

+ Factual

®» Click on Save
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Changes in the Allocated Transmission (in red text)

If there is red text displayed next to an Allocated Transmission, this indicates a change in the scheduled
transmission slot from the date it was originally allocated.

In the example below, the transmission was originally selected as 10/07/2018 21:42:00, but now the slot has

changed to 2 days earlier at 12:42:00:

Transmissions Compliance Events Referrals Si

w0

Complied Transmissions
Add the transmission(s) (from 'Available transmissions' below) for the programme you are complying. Only leave this section empty if transmission is unknown.

TX Date/Time Channel Denton Codes Transmission Notes Form

10/07/2018 21:01:5% 12:42:00 -2d Scheduled BBC1 Network 1

A0d ISITESSIO

Available Transmissions

TX Date/Time Channel Denton Codes

13/07/2018 22:36:00 BBC1 Wales
13/07/2018 21:01:34 BBC1 Network

Cannot see your transmission? You can manually add it here: [ R EE]

Glossary

0 Available Transmission
A list of available scheduled transmissions, which can be used to allocate from. This is a list of the
transmissions — you will need to add them to the form to allocate them

0 Broadcasts
This shows all published broadcasts for the programme

0 Compliance Event
A compliance event is made up of three elements: a timecode, comments which provide more detail
about the compliance issue and the related compliance question

0 Complied Transmission
The transmissions that are known about, and therefore allocated (or linked) to the compliance form

0 Denton
The Content Guidance Code (known as a Denton) and description, visible on some compliance forms and
their report view, are for the use of Channel and Nations Compliance Managers only. They signal they need
for on-air announcements (for linear) and guidance labelling (for iPlayer and online) which they will
arrange

0 Event Keyword
Search across all comments for compliance events across all your forms

0 Form reason
The reason why the new form was created
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In Progress
The form has been created and is currently being worked on by someone. The form is editable

Linked Tx date
This allows you to filter on any linked or allocated transmissions attached to a form

Manual Transmission
This enables you to allocate a transmission which has not been scheduled yet

Ready for Submission

The form has been completed and the production team have marked it as ready for a BBC Executive to
complete the final submission. The form is locked if you are in production, but is editable if you are a
Compliance Manager or BBC Executive

Red Flag

The red flag icon indicates that a complaint, at Stage One of the BBC’s Complaints

Procedures or above, or via Ofcom, has been received by the relevant Divisional team and this has been
logged on the compliance form.

A Red Flag can only be added by Compliance Managers and may indicate a complaint at any stage: Just
Received, In Progress, or Concluded. It may also indicate a legal issue.

Only serious complaints will be noted in this way, as the outcome may affect the compliance status of the
content as available, or for future repeats

Rejected

The form has been reviewed by the BBC Executive and has been rejected for a reason. This unlocks the
form for Production to make the relevant changes and then re-submit it

Submitted

The form has been reviewed by the BBC Executive and has been submitted. This locks the form and it can
no longer be edited

UID / suffix

The UID is the Unique Identifier for a programme, which is represented as an eight character combination
of letters and numbers in the format LLLLNNNL/NN. The first version of a programme or piece of content is
usually given the suffix /01, and subsequent versions or edits are given the suffixes /02, /03 etc. Other
suffixes may be seen carrying other number sequences from legacy processes, such as /51

WhatsOn
The BBC’s commissioning and scheduling system
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