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1. PURPOSE OF REPORT - HEADINGS ARIEL 11

1.1 This section should contain a brief statement as to the purpose of the report (e.g. to
recommend to Members that they decide to ....... ). If this is a report for a scrutiny
committee that is to be referred to Cabinet for decision, there must be included within
this section a sentence which explains that the report is seeking the views of
Members prior to its presentation to Cabinet.

2. SUMMARY

2.1  All reports must include a short summary of the report. With the expectation the
relevant cabinet member will present the report at cabinet or council, the cabinet
member will use this section to explain the report.

3. RECOMMENDATIONS

3.1 This section would set out the recommendations of the Director concerned.

4. REASONS FOR THE RECOMMENDATIONS

4.1 The minutes record the reasons for making any decisions reached. It is therefore
essential that reports set out clear “reasons” for making the decision as recommended.

5. THE REPORT




5.1

5.2

7.1

The precise nature of this part of the report will vary from one issue to another and
according to the background info which needs to be provided. The section should set
out what options are available to the decision maker and why the option
recommended for approval has been chosen.

Conclusion

Pulls together any themes running through the report/rounding up the issues
referenced in the main body of the report section and which option is recommended
for approval.

ASSUMPTIONS

This section should set out what assumptions have been made in proposing the
recommendations in the report. The assumptions could include, amongst other
things, inflation, costs, expenditure, population, policy, service demand etc. If no
assumptions have been made or were thought necessary, then this should be stated.

SUMMARY OF INTEGRATED IMPACT ASSESSMENT

In this section please copy the summary you have included in Section 12 of the
Integrated Impact Assessment (ll1A) ‘Reason(s) for Recommendation’. This summary
should conclude the key points raised by the IlA, including what it tells you, what
data/evidence you used, any significant impacts identified and how any negative
impacts (if any) were mitigated.

If your report is an Information Only item then a completed IIA is not necessary at
this stage, however an IIA must be drafted when the proposal/project reaches the
formative stage and then updated as the proposal/project develops. A completed IIA
must be included in any final reports going forward for a decision. The IIA should be
included as a hyperlink which will require a request to IT Helpdesk for it to be
created.

[Link to full Integrated Impact Assessment
http://sc-aptdkenl/KENTICO/Departments/Equalities-and-Welsh-
Language/Socio-Economic-Duty.aspx



http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/Socio-Economic-Duty.aspx
http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/Socio-Economic-Duty.aspx



http://sc-aptdken1/KENTICO/getattachment/ab780120-3a2b-47f9-bff0-f383462fbb98/Corporate-Plan-2018-23.aspx
http://sc-aptdken1/KENTICO/getattachment/ab780120-3a2b-47f9-bff0-f383462fbb98/Corporate-Plan-2018-23.aspx



http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/WBFG-Act-2015.aspx
http://www.caerphilly.gov.uk/My-Council/Strategies,-plans-and-policies/The-Well-being-of-Future-Generations-(Wales)-Act
http://your.caerphilly.gov.uk/publicservicesboard/
http://your.caerphilly.gov.uk/publicservicesboard/
http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/Translating.aspx
http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/Translating.aspx
http://sc-aptdken1/KENTICO/Departments/Equalities-and-Welsh-Language/Translating.aspx
mailto:equalities@caerphilly.gov.uk
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12.

12.1

Author:

FINANCIAL IMPLICATIONS

There must be a section outlining the financial implications of the
report/recommendations and a clear statement as to how these implications
(immediate and long term) will be funded —the Head of Corporate Finance/Section
151 Officer must be consulted. Where there are no financial implications the report
can simply state that there are none. If there are assumptions being made about
funding, then they need to be stated here.

PERSONNEL IMPLICATIONS

There must be a section outlining any personnel implications of the report. The Head
of People Services must be consulted. If there are no implications the report can
state that there are none.

If the subject of the report relates to a restructure of a Service Area, a Welsh
Assessment on the vacant posts, after any ring fencing exercise has been
undertaken, will be required. Guidance on undertaking a Welsh Assessment can be
found in Guidance On Assessing The Welsh Needs Within Posts. http://sc-
aptdkenl/KENTICO/Departments/HR/Policies-Procedures/Recruitment-
Guidance-On-Assessing-The-Welsh-Needs.aspx

CONSULTATIONS

If any consultee expresses views which differ from the recommendations, the author
must include them in this section and as part of the main body of the report state
whether the author is of the view that they have been addressed satisfactorily in the
report, whether they can/should be incorporated in the recommendation and if not
incorporated into the recommendation then why not.

STATUTORY POWER

This is to identify the enabling statutory power(s) for the decision under
consideration. It should also state whether the power(s) are the responsibility of full
Council or Cabinet and if it has been delegated to officers. If you have any queries on
powers, please consult the Monitoring Officer/Head of Legal Services.

URGENCY (CABINET ITEMS ONLY)

All Cabinet decisions will be subject to a “call-in” procedure whereby the relevant
Scrutiny Committee can ask for the implementation of the decision to be delayed until
it has considered the matter and, if the Scrutiny Committee is so inclined, to ask
Cabinet to reconsider its decision. The only exceptions will be items where the call-in
request is not in accordance with the call-in procedure or the decision needs to be
implemented urgently. If this is the case the report should state that this is so, and
explain why. The Chairman of the Council must agree both that the decision
proposed is reasonable in all circumstances and to it being treated as a matter of
urgency.

name, title and email address


http://sc-aptdken1-t/KENTICO/Departments/HR/Policies-Procedures/Guidance-On-Assessing-The-Welsh-Needs-Within-Posts.aspx
http://sc-aptdken1/KENTICO/Departments/HR/Policies-Procedures/Recruitment-Guidance-On-Assessing-The-Welsh-Needs.aspx
http://sc-aptdken1/KENTICO/Departments/HR/Policies-Procedures/Recruitment-Guidance-On-Assessing-The-Welsh-Needs.aspx
http://sc-aptdken1/KENTICO/Departments/HR/Policies-Procedures/Recruitment-Guidance-On-Assessing-The-Welsh-Needs.aspx

Consultees:

Insert names and titles and email address, one under the other.
Consultees will be the Chief Executive, , relevant Directors, Head of Legal
Services and Monitoring Officer, Head of People Services, Head of
Corporate Finance/s.151 officer, other relevant Heads of Service, Cabinet
Member(s), Chairman and Vice Chairman of the relevant Scrutiny
Committee and local ward Members. Any consultee comments should be
incorporated in the report with the view of the officer whether the
comments are accepted or not.




Background Papers:

This section should set out a list of the background papers available for inspection which
disclose any facts or matters on which, in the opinion of the report author, the report or an
important part of the report is based and have in his/her opinion been relied on to a material
extent in preparing the report but do not include published works. A telephone number of a
person to contact if you wish to inspect those papers should be included. In the case of
exempt background papers a sentence to the effect that “Background papers are exempt" is

sufficient.

Appendices:

Appendix 1 Title of Appendix 1 if used
Appendix 2 Title of Appendix 2 if used
Appendix 3  Title of Appendix 3 if used



