TO ASSIST SEARCH FUNCTIONALITY PLEASE ENSURE THE DOCUMENT PROPERTIES
REFLECT THE TITLE/AUTHOR OF YOUR REPORT:

File>info> insert report title and ensure author is Hull City Council

Please ensure all text in blue (including this box) is addressed and deleted prior to submission.

snd City Council

Report to the Insert name of
committee or decision maker
Please select date of Wards: ldentify affected wards

Committee/Decision

\ Enter report title — this is the text that will appear on any agenda

Report of the Insert title of the relevant Director

Report Status:

This item is exempt due to

Click here to select grounds for exemption

Guidance:

The public may be excluded from meetings whenever it is likely in view of the nature
of the business to be transacted or the nature of the proceedings that exempt
information would be disclosed.

You must specify the reasons why the public interest in disclosing the contents
outweighs the public interest in the contents remaining exempt.

A Committee can determine to open your report to the public if it believes that the public
interest test is not met.

Click here to enter details relating to the Forward Plan

Insert the Forward Plan reference number (delete this section if not applicable)

1. Purpose of the Report and Summary

Guidance:

This section of your report should include brief information to enable a casual reader to
identify the key points of your report and what outcomes are intended to be achieved by
the decision.
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Your role as report author is to provide objective professional advice to enable the
decision maker to take account of all aspects of the situation and arrive at a reasoned and
justified decision.

Your report should be, as far as possible, written in Plain English and avoid overly
technical language. Abbreviations and acronyms should be written in full the first time
they appear with their abbreviation of acronym in brackets to ensure clarity for the reader.
All reports should be written in Arial 12 point and unjustified alignment (to the left), and
follow the numbering guide established within this template.

Key points to include:

1.1.1.1. Define the purpose of your report.

1.1.1.2. Be clear on the decision required e.g. to award a contract/make a
funding award/go out to tender/formally adopt a policy.

1.1.1.3. State clearly what you asking to be determined.
1.1.1.4. Define why the decision needs to be made.

1.1.1.5. Define what the decision (whichever option is agreed) seeks to
achieve.

1.1.1.6. For more information please refer to the guidance in the Governance
Code.

2. Recommendations

Guidance:

This section requires a clear and concise statement of the decision/s you are advising
should be made.

The information provided will be used to permanently and publicly record the decision if it
is agreed and therefore should be written in a clear and accessible format, in plain English
and include all elements of the decision.

Key points to include:

2.1.1. All decisions which will need to be made to take the matter forward.

2.1.2. The decision required e.g. to award a contract/make a funding award/go
out to tender/formally adopt a policy.

2.1.3. The associated costs and/or financial implications

2.1.4. The length of any contract and any options to extend.
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2.1.5. Any delegations which are required e.g. authorisation to award a contract/
distribute grant funding/enter into a lease agreement, who those
delegations are provided to and any consultation requirements in relation to
those delegated decisions.

2.1.6. Should not be a vague statement. i.e. ‘agree the delegations set out in
section 5.4 of this report’.

2.1.7. Ordinarily should follow the format: To do>In respect of
what/whom>Cost>Over what period of time.

3. Reasons for Recommendations
Guidance:

This section requires clear and concise statements as to why you are recommending the
decision (above) should be made. It is important that you clearly communicate what
outcome you intend to achieve through making the decision setting out what difference the
decision is intended to make.

The information provided will be used to permanently and publicly record why the decision
maker made the decision and therefore should be written clearly, in an accessible and
easy to understand format, in plain English and include all elements of the decision.

It is important to note that any decision the Council makes may be subject to challenge.
Providing the rationale (reasons) for your recommendations helps to ensure that the
Council is clear, open and transparent in why a decision was made, is less likely to be
considered a decision that no reasonable authority would make and therefore is less
susceptible to legitimate/successful challenge.

Key points to include:

3.1.Reasons must be clear & support your recommendation/s.

3.2. Explain why your recommendation is objectively the best approach to take of all
options proposed.

3.3.Use supporting evidence to substantiate your reasons where possible/appropriate.
3.4.You must include reasons to support each recommendation.

3.5.Remember that the reasons provided will form part of the permanent record of the
decision and help to inform readers about the rationale and context of the decision
and mitigate the risk of challenge.

4. Key Organisational Impacts

Guidance:
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This section will assist a decision maker in understanding the potential impacts of the
decision they are being asked to make.

The information provided will help decision makers to ensure that decisions are helping
to contribute to the delivery of our strategic plans and can be adequately measured
and monitored to ensure the outcomes remain effective for the Council and the
residents of the City.

4.1. Impact on other Executive Committees (including Area Committees) and
decision makers:

Key points to include:

4.1.1. How your proposed recommendation/s impact on other Executive
Committees

4.1.2. How your proposed recommendation/s impact on or hold to account
decision makers — do they impose any limitations on their decision making
i.e. a policy which must be followed or a funding/budget envelope.

4.1.3. Detail any involvement impacted decision makers have had on your
proposed options and consider any consultation you have undertaken with
decision makers who may be impacted.

4.1.4. Are other Executive Committees considering any related or consequential
issues and how have you/will account for this.

4.2. Contribution to the delivery of the Community Plan, the Council Plan and/or
Area Plans:

Guidance:

This section outlines how the decision will help delivery against the ambitions and
priorities within these key strategic documents.

You should not simply state that the decision will contribute and must include a
short narrative as per the “key points to include, below”.

Key points to include:

4.2.1. How will your proposed options assist in the delivery of priorities within the
Plans? Be specific about which priorities the decision will contribute to i.e.
This decision supports the Community Plan ambition to adapt to flooding
and heatwaves and the West Area Plan ambition to ensure that we are
adaptive to climate change and build resilience to living with water through
ensuring the Council has comprehensive and up to date information in
relation to flood risk and management which will inform our approach to
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4.3.

4.4.

service delivery. The Plans can be found here: Community Plan and Area
Plans

4.2.2. How will your proposed options account for and/or support activity of other
partners? This should be in terms of partners contributions to the plans.

4.2.3. How will you ensure that any achievements which assist in the delivery of
priorities are managed, measured and reported?

Impact on other key strategies/business plans:

Guidance:

This section allows you to relay how the decision will impact on any other key
organisational strategies and plans, what this impact may be, what opportunities it
creates and/or how it may be mitigated (if necessary).

You should think about what other services may be affected by the decision and if
there might be any impact. In addition, where appropriate you should consider all
key strategies and how the decision may contribute and/or impact eq. How does
the decision contribute or link to work around culture and heritage or ensuring a
sustainable and environmentally friendly city.

Key points to include:

4.3.1. How will your proposed recommendation/s assist in the delivery of any
other key strategies/business plans i.e. a recommendation to do X may
support delivery of policy/strategy Y through Z.

4.3.2. Consider the key strategies of partners and the potential impact your
recommendations may have.

Equalities Impact Information

Key points to include:

4.4.1. Does the report have relevance to equality or affect any group with
protected characteristics? You should consider any impact on staff and/or
the community. If not explain why not.

4.4.2. Describe the evidence used to assess the impact(s) and detail any actual or
likely adverse effects which may arise from the decision.

4.4.3. What actions have been identified to mitigate or minimise against any likely
adverse effects identified.
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4.4.4. Based on your evidence does the impact advance equality of opportunity
and/or help foster good relations in any way for any protected group and
how does it do so?

4.4.5. For further information please see the guidance on the intranet

4.4.6. If you have undertaken a full Equalities Impact Assessment you can simply
reference this in this section and include as an appendix.

5. Consultation

Guidance:

5.1. Detall the relevant consultation that has been undertaken and how this has
influenced the recommendations.

5.2.Detail how you have ensured that consultation was relevant and took place with all
interested parties.

6. Background
Guidance:

This section defines the problem, sets the context for the decision you are seeking and
leads into the “Issues for consideration” section which should include the discussion of the
issues in detail.

Key points to include:

6.1. Detail the background as to why a decision is sought - this must be relevant to the
decision being sought. Consider:

6.1.1. The type of problem — is it exceptional or unique, is it generic and/or routine,
is it new business which will become mainstreamed?

6.1.2. The pertinent observations and/or issues i.e. there has been a change in
the law.

6.2. Detail any history and/or context which means a decision must be made —
consider:

6.2.1. How the situation has arisen.

6.2.2. What our approach is currently.

6.2.3. Include supporting data where appropriate.
6.3. Detail any best practice/theoretical approaches.
6.4. Include any statutory/legal requirements.

7. Issues for Consideration
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Guidance:

In this section you should clearly identify all issues that the problem (as defined in your
background section) has given rise to. You should explain clearly all elements of each
issue, discuss your considerations, present your evidence and detail any legal, financial,
service, community or other implications.

Key points to include:

7.1.Consider any points raised by consultation or as a result of responding to the
implications matrix.

7.2.Detail the current key issues which mean a decision must be made — what
outcome are you intending to achieve.

7.3.Discuss any considerations you have given to address the problem/decision
required.

7.4.Set out all steps which are required both pre & post decision.

7.5. Consider what conditions/boundaries resolutions/decisions need to operate within
i.e. detail are we enabled to do by the legislation/constitution.

7.6.Discuss the evidence you have considered which has led you to your
recommended option/s

8. Options and Risk Assessment

Guidance:

You must demonstrate a consideration of all practical and legal options in relation to each
issue, even if they are not preferred. You must include all implications (including financial)
of each option to assist the decision maker in making a fully informed decision based on
the evidence presented. These issues must not be over simplified. Options MUST be
genuine and practical.

If your decision is significant, you must include a full risk assessment either within the
report or as an appendix.

Key points to include:

8.1. Give objective advice on the range of options, including risks & mitigations (in brief
as these need to be clearly set out in the next section.)

8.2.Include all possible, practical & legal options even if they are not your preferred
option.

8.3.Include financial, HR and any other implications

9. Comments of the Monitoring Officer (Town Clerk)
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9.1. To be completed by the Monitoring Officer.

10.Comments of the Section 151 Officer (Director of Finance and Transformation)

10.1. To be completed by the Section 151 Officer.

11.Comments of the Assistant Director OD & HR and compliance with the Equality

Duty

11.1. To be completed by the Human Resources City Manager (Addressing any
staffing implications and compliance with the Equality Duty)

12. Comments of Overview and Scrutiny

12.1. To be completed by Overview and Scrutiny (and to include reference
number).

13. Comments of the Portfolio Holder you must include relevant Portfolio Holders

title

(Delete this section if this is not an Executive Decision).
Please include both the Portfolio Holder name and title
PLEASE NOTE:

You must secure comments from any Portfolio Holder which this decision impacts upon
AND if this decision is a procurement matter you must include the comments of the
Portfolio Holder with responsibility for procurement.

Insert name of Corporate Director

Contact Officer: Insert your name Telephone No.: Insert your contact number

Officer Interests:  None (Note — this must be none DELETE THIS NOTE)

Background Documents: - A list of background documents/sources must be included.
These documents are then available (if not exempt) for public inspection.
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Implications Matrix

This section must be completed and you must ensure that you have fully
considered all potential implications

This matrix provides a simple check list for the things you need to have considered within
your report

If there are no implications please state

I have informed and sought advice from HR, | Click here to select
Legal, Finance, Overview and Scrutiny and the
Climate Change Advisor and any other key
stakeholders i.e. Portfolio Holder, relevant Ward
Members etc prior to submitting this report for
official comments

| have considered whether this report requests | Click here to enter
a decision that is outside the Budget and Policy
Framework approved by Council

Value for money considerations have been | Click here to enter
accounted for within the report

The report is approved by the relevant | Click here to enter
Director/Assistant Director

| have included any procurement/commercial | Click here to select
issues/implications within the report

| have considered the potential media interest in | Click here to enter
this report and liaised with the Media Team to
ensure that they are briefed to respond to media
interest.

I have included any equalities and diversity | Click here to enter
implications within the report and where
necessary | have completed an Equalities
Impact Assessment and the outcomes are
included within the report

Any Health and Safety implications are included | Click here to select
within the report

Any human rights implications are included | Click here to select
within the report
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| have included any community safety | Click here to select
implications and paid regard to Section 17 of
the Crime and Disorder Act within the report

I have liaised with the Climate Change Advisor | Click here to select
and any environmental and climate change
issues/sustainability implications are included
within the report

| have considered how the decision may | Click here to select
contribute or impact on culture and heritage
within the city.

I have included information about how this report | Click here to enter
contributes to the Community Plan/ Area
priorities within the report

| have considered the impact on air quality, | Click here to select
carried out an appropriate assessment and
included any resulting actions or opportunities
necessary to improve air quality in the report.

| have considered the impact on Children | Click here to enter
Looked After and Care Leavers and any
resulting  actions/implications have been
included within the report.
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