
Town Clerk’s Service                Governance Code 

 

Process 

Establish when the decision needs to be made  

Liaise with the Committee and Scrutiny Team to 
determine suitable meeting date and enable entry into 

the Committee work programme 

Confirm submission dates and deadlines 

 
Committee Full Formal Reports – all excluding Cabinet and Planning Committee 

For all decision making and significant issue reports 

Help 

Early stage involvement in issues can be critical to their smooth flow 
through the decision making pathways.  You may not have a report at 

this stage – you may want to consider producing a short briefing 
paper.  In any event for a report to appear on an agenda the Committee 
and Scrutiny Team need to be consulted so that it can be added to the 

appropriate work programme 

Draft Formal Report 
 

Liaise with Committee and Scrutiny to add to Work 
Programme 

 

Check if the report or part of its contents should be 
exempt 

 

Submit your report through your directorate approval 

process 

Send report for Chief Officer comments via email 

Use the schedule to determine when you need to submit your report 

through the different stages of the process 

Use the guidance and templates provided with the Formal Report Pack 
of the Governance Code 

Programme  

If you do not ensure that Committee and Overview and Scrutiny are 
aware of and have added your item to the Committee Work your item 

may be delayed 

All reports should be open to the public unless they pass the public 
interest test and fall into a category of exemption.  You must be able to 
justify why your report is exempt as the exemption may be challenged 

at the meeting.  Use the General Guidance Pack for the Governance 
Code for more assistance 

This stage must be completed and you will be asked to confirm you 
have done this through the implications matrix section of the report 

template 

Once you have established your decision date you can work back 

through the process to find out when you need to begin 

Attend Committee to present your report 

This gives Legal, Finance, Human Resources and Scrutiny a final 
opportunity to provide formal comment on the content, conclusions 

and recommendations of your report 
 

Upload final complete report to relevant Committee on 
CMIS   

 


