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Process 

Establish when the decision needs to be made and check 
deadlines throughout the process 

Involve Overview and Scrutiny, Legal, Finance, Human 
Resources and the Climate Change Advisor to ensure early 

stage involvement 

Is it a key decision? 

Cabinet 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. 

Enter into Forward Plan 

Draft formal report 

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

Upload onto to CMIS for CWG.  You will be required to attend 
CWG to present the report 

Send report for comments via email 
 

Advice on whether your decision may be a Key Decision can be found at the 
Decision Flowchart  

The Forward Plan is a digest of Key Decision to be made.  28 days notice 
must be given before a decision is made.  Process charts and guidance for 

entries into the Forward Plan are available through the Decision Making 
Pack.  If a decision is required without giving 28 days notice you must seek a 

General Exception.  Please refer to the Special Circumstances pack for 
more information. 

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. 

Upload report onto CMIS for Area 
Committee/Planning/Licensing/Health and Wellbeing 

Board/Scrutiny Commission if their comments are required  

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

recommendations of your report. 
 

The report should be emailed to the following generic inboxes –  
 
Legal Reports 
Human Resources Reports 
Finance Reports 
Scrutiny Reports  
 

Amend report and resend 
for comments via email 

Notify DSO for inclusion 
on the work programme 

NO YES 

The DSO will advise you as to whether the report will be 
considered by CST 

Upload onto CMIS for CST if required.  You will requested to 
attend the meeting if the report is being considered 

Were changes requested to the report? 

YES NO 

Send report through your internal directorate approval process 

Upload final version of report onto CMIS for Cabinet 

Attend Cabinet meeting to present the report 

It is the report authors responsibility to upload documents onto CMIS.  For 
help and support you should contact Committee Services on 61(5015) or 

email democratic.services@hullcc.gov.uk 

Committee and Scrutiny Services have a procedure in place to ensure that 
comments from Committees and Commissions are collated and circulated to 

Cabinet members prior to the meeting 

http://hcc-068.hullcc.gov.uk/akshull/users

