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Formal Report Guidance Pack 
 
Key contact for queries: 
 
Democratic.services@hullcc.gov.uk  
 
What is the purpose of this pack? 
 
This pack provides advice and guidance on the production of formal reports to help 
you prepare for submission to Committees and/or to inform a decision record.  
 
Who is this pack for? 
 
Any officer or member who is submitting a formal report to a committee or is 
preparing a report to inform a decision record.  
 
What is a formal report? 
 
A formal report requires a decision to be made – even if the decision is simply to be 
assured or not or is asking for recommendations to be made before they are passed 
onto a decision maker for consideration and agreement. 
 
The decision can be any kind of decision (key or non-key) excluding specific internal 
procedural matters which are covered by informal internal reports.   
 
Exceptions are: 
 
1.  Referring a matter from one committee to another for inclusion in a work 

programme or on agenda. 
2.  Changes to committee work programmes. 
3.  Any other minor procedural decisions. 
 
All formal reports must include: 

 
 Purpose and Summary – the first paragraph should outline why you are 

bringing this report to this Committee or decision maker.   
 

The second part of this section must include a brief executive summary of the 
key issues that your report covers.  This should be easy to read, avoid 
technical jargon and enable the reader to get a clear understanding of the key 
issues in a short period of time.  
 
It is important that this section of your report is finalised as early as possible 
so that you can submit it to the Committee and Scrutiny Team for inclusion on 
the work programme.   
 

 Recommendations- should include a consideration of and any mitigation to 
risks.  Generally, although there are a few exceptions, recommendations 
should not be “for the Committee to determine the way forward” and should 
give the decision maker a clear officer recommendation drawn from the 
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options presented.  Therefore, all reports should be geared towards 
supporting and justifying the recommendation against the other options in the 
report.  In cases where there are no clear preferable options the 
recommendation should clearly state this.  

 
You need to ensure that recommendations include all decisions which will 
need to be made to take the matter forward to implementation, or to the next 
stage.    
 

 Area Impact –   If you intend to submit your report to Area Committees you 
must fill in this section and make sure it is relevant to the individual Area 
Committee you are submitting it to. Area Committees can make decisions 
about issues which are within current policy and relate to a specific issue 
within their own boundaries.  You must not use a “catch all” paragraph that 
can be replicated across the areas if you are submitting to more than one Area 
Committee.   
 

 Background – Any relevant background details which will help inform the 
Committee or decision maker.  This must be relevant to the 
recommendation(s) being made. 

 
 Issues for consideration – You can use sub-headings within this section if it 

improves your report structure.  Make sure you give enough information to 
allow a fully informed, reasonable, and lawful decision to be made.  Decision 
makers are often not familiar with highly technical or specific language so try 
to use plain English and avoid acronyms and abbreviations, or if these are 
really necessary include a glossary.   

  
Ensure this section of your report outlines why you are proposing the 
recommendations within the report and not the other options.  In the case of a 
report with no preferred option, give full accounts of the strengths and 
weaknesses attached to each option. 
 
You should also consider: 
 
 -  Whether there is a need for an equalities impact assessment 
 -  The impact on the environment including air quality 
 

 Equalities Impact Information – This is a key element within your report,a 
and it must always be included as your report may be rejected if it has not 
been completed.  Even if you do not believe, following full consideration, that 
any decision resulting from your report will have an impact on any group 
(including staff) with protected characteristics you must explain why you do not 
believe this to be the case and cite your evidence. You must always submit an 
EIA screening tool or the full EIA with your report. 

 
You should consider/include: 
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 Options and risk assessments – options should always be realistic, 
achievable and lawful.  If you have previously considered options which, after 
analysis, turned out to be unachievable you can draw attention to this within 
the issues for consideration section of the report.   

 
A risk assessment must be conducted for each option presented, this is a 
general assessment of risk to the authority and specific risks around Legal, 
Human Resources and Finance should be included within this section. 
 
 
Ensure that you have clearly shown the key risks within the report as well as 
the benefits.  Key risks must show a risk score as well as the action being 
taken to prevent the risk occurring. Guidance on scoring risk is given in the 
Council’s Quick Guide to risk available from the Council’s Corporate Planning 
and Improvement Team (phone 613538 or 613062). 

 Does the report have relevance to equality or affect any group with protected 

characteristics? If not explain why not. 

 

 Is there an impact on any staff with different protected characteristics?  

Explain what the impact is/may be. 

 

 Is there an impact is on the community with regard to people with different 

protected characteristics?  

 

 Describe the evidence used to assess the impact(s) 

 

 Based on your evidence what, if any, actual or likely adverse effects on any 

group with protected characteristics have been identified or may arise from the 

decision. 

 

 What actions have been identified to mitigate or minimise against any likely 

adverse effects on any protected group 

 
 

 Based on your evidence does the impact advance equality of opportunity in 

any way for any protected group and how does it do so? 

 

 Based on your evidence does the decision help foster good relations with any 

protected group in any way and how does it do so? 

 
 

 Describe the evidence base have you used for your 

recommendations/conclusions  

 

For further information please see the guidance on the intranet 

http://theintranet.hullcc.gov.uk/policies-and-procedures/equalities/equality-analysis
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 Consultation - Detail the relevant consultation that has been undertaken and 
how this has influenced the recommendations.  Consultation should take place 
when you are starting to prepare your report.  Usually your consultees should 
include Scrutiny, Legal, Human Resources, Finance and the Climate Change 
Advisor, however you may also have other parties you need to consult 
depending on the subject of your report – remember that a decision can be 
“called in” if it is felt that the scope of consultation has not been adequate. 

 
 Conclusions – This section gives you the opportunity to summarise why you 

have proposed the recommendations contained in the report over the other 
options outlined.   

 
 Implications Matrix – The implications matrix ensures that you have 

consulted with relevant bodies and have considered issues such as 
environmental impact.  It also ensures that you have completed all of the 
stages in the production of the formal report and provides a checklist for both 
you, as the report author, and the Committee and Scrutiny Team. 

 
Format standards 
 
To assist readers, you must use the report template and follow corporate standards 

on formatting: 
 

 All text must be in Arial 12 point 
 All text must be aligned to the left and unjustified 
 Date formats must be 12 November not 12th November or 12/11 

 
For further information on the corporate format and identity standards please consult 
the intranet. 
 
What else do I need to know? 
 
A formal report must have input from Finance, Human Resources and Legal at 
drafting stage.  It is not acceptable to rely on the Chief Officer commenting process 
alone as this process is designed to capture assurance statements only. 
 
All reports should be written on behalf of your Corporate Director, the only exceptions 
to this are the Monitoring Officer, Section 151 Officer and the Assistant City Manager 
Audit and Fraud, when submitting a report in connection with their statutory duties.   
 
 
 
 
Cabinet 
All Cabinet reports must be approved by the Corporate Strategy Team (CST) first.  
You will need to ensure that you build this into your timeframe.  Schedules for 
Cabinet are available on CMIS.  Following approval by CST reports will then be 
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submitted to Cabinet Working Group (CWG) followed by Cabinet.  This can be a long 
process but must be adhered to.   
 
Committees in Common 
All Committees in Common reports must be approved firstly by the Integrated 
Commissioning Officer Board followed by the Corporate Strategy Team (CST).  You 
will need to ensure that you build this into your timeframe.  The schedule for 
Committees in Common is available here.  Following approval by CST reports will 
then be submitted to Cabinet Working Group (CWG) followed by Committees in 
Common.  This can be a long process but must be adhered to.   
 
Executive Commissioning Committee 
All Executive Commissioning Committee (ECC) reports must be approved by the 
Corporate Strategy Team (CST) first.  You will need to ensure that you build this into 
your timeframe.  The schedule for the ECC is available here.  Following approval by 
CST reports will then be submitted to the ECC Working Group followed by the 
Executive Commissioning Committee.  This can be a long process but must be 
adhered to.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  


