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Report to	Text [insert name of committee]
Date of meeting	Text [insert date of meeting]
Lead Member / Officer	Text [insert name(s)]
Report author	Text [insert name(s)]
Title	Text [insert name(s)]
[Remove all blue guidance notes before submitting.]
[Please note that the Chief Executive has agreed that reports may only be five A4 sides or less in length (plus any necessary appendices) and must be submitted complete by the deadline provided by Democratic Services. This is usually 10 working days before the meeting.]
[Include paragraph numbers for reference purposes.]
1. [bookmark: _Toc17454621][bookmark: _Toc17454622]What is the report about?
Sub-heading (delete as needed)
1.1. Text here
2. What is the reason for making this report?
Sub-heading (delete as needed)
2.1. Text here
[Section notes: If making the report to seek a decision insert: ‘A decision is required on (insert subject)’
If making a report for information insert: ‘To provide information regarding (insert subject)’]
3. [bookmark: _Toc17454623]What are the Recommendations?
Sub-heading (delete as needed)
Text here
[Section notes: Insert a brief paragraph detailing what your recommendation(s) is. If you have undertaken a Well-being Impact Assessment, you must include the following recommendation:]
3.1. That the Committee confirms that it has read, understood and taken account of the Well-being Impact Assessment (Appendix [insert no.]) as part of its consideration.
4. [bookmark: _Toc17454624]Report details
Sub-heading (delete as needed)
4.1. Text here
[Section notes: Please be clear and concise in the detail and if reference is to be made to other reports/documents please include them as appendices. This section should include appropriate background information.]
5. [bookmark: _Toc17454625]How does the decision contribute to the Corporate Priorities?
Sub-heading (delete as needed)
5.1. Text here
[Section notes: Please insert a paragraph about how the decision/information is going to contribute towards the corporate priorities, or provide other benefits to the community. Please state if the decision/information has a positive, negative or neutral contribution to the Council becoming Net Carbon Zero and Ecologically Positive by 2030. More information on these two goals can be found within the Council’s Climate and Ecological Change Strategy- www.denbighshire.gov.uk/climate-change] 
6. What will it cost and how will it affect other services?
Sub-heading (delete as needed)
6.1. Text here
[Section notes: The following areas should be thought about as a minimum when drafting the report:
· Additional resources needed (staffing or financial)
· ICT
· Legal
· [bookmark: _GoBack]Marketing and communications
· Effects on the environment, biodiversity, wildlife and habitats
· Emission of Carbon (buildings, fleet, staff commuting, business travel, waste, supply chain) and absorption of carbon (grassland, woodland).
· If there are no implications on a particular service area do not mention them.]

7. [bookmark: _Toc17454626]What are the main conclusions of the Well-being Impact Assessment?
Sub-heading (delete as needed)
7.1. Text here
[Section notes: The completed Well-being Impact Assessment report can be downloaded from the website and should be attached as an appendix to the report. The main conclusions from your impact assessment report should be pasted into this section. Please explain who was involved and at which stage the impact assessment was undertaken.
When is an impact assessment required?
A Well-being Impact Assessment will generally be required for decisions or proposals for change in order to comply with the Equality Act 2010, the Well-being of Future Generations (Wales) Act 2015 and the Welsh Language Standards. If you are unsure about whether one is required, consider the following:
Not everything needs to be impact assessed. It is a matter of professional judgement as to the proportionality of the process compared with what you are impact assessing. As a rule, reports to Cabinet and Council will nearly always require one, whilst update reports to Scrutiny committees may not.
You should also consider the risk of not impact assessing a proposal. 
If an impact assessment is not required, please justify this and explain why.
If you are still unsure, take a look at the FAQs on the intranet or speak to your Line Manager.
About the Well-being Impact Assessment
The Well-being Impact Assessment is an integrated impact assessment. This means it has been designed to assess likely impact on the social, economic, environmental and cultural well-being of Denbighshire, Wales and the world. It will help you to consider the sustainability of your approach and impact on people who share protected characteristics, the Welsh language, biodiversity, health, economic development, and so on. A Well-being Impact Assessment will support you to develop your thinking and consider ways to enhance the contribution that could be made to the well-being of future generations. You are advised to use the Well-being Impact Assessment website as early as possible, as part of a group, and more than once as your proposal develops.]
8. [bookmark: _Toc17454627]What consultations have been carried out with Scrutiny and others?
Sub-heading (delete as needed)
8.1. Text here
[Section notes: Please detail here what consultations have been carried out with Scrutiny Committees, officers or external bodies/groups and the responses received as a result of the consultation?]
9. [bookmark: _Toc17454628]Chief Finance Officer Statement
Sub-heading (delete as needed)
9.1. Text here
[Please include the statement of the Chief Finance Officer here, if one is required (statements are mandatory for reports to Cabinet, Council and for delegated decisions).]
10. [bookmark: _Toc17454629]What risks are there and is there anything we can do to reduce them?
Sub-heading (delete as needed)
10.1. Text here
[Section notes: Risks mentioned here should be those risks associated with taking the recommended action/decision, NOT risks with the current situation that provide justification for the proposed change. For guidance on risk assessments contact the Strategic Planning Team on extension 6291.]
11. Power to make the decision
Sub-heading (delete as needed)
11.1. Text here
[Section notes: This refers to the statutory basis (duty or power) which enables the decision to be taken e.g. Section XXI of the ABC Act 1936. Please liaise with the Legal Department if unsure of the relevant Act/Sections in operation.
Consider also any relevant parts of the Policy framework, for example the Constitution or a previous Cabinet report.
General notes:
· The report should be written in plain English or Welsh, and with all acronyms explained
· Use the Heading and font styles embedded in this document. Please do not reduce the font size or spacing in order to reduce the size of the document
· Reports and appendices should be sent to Democratic Services in Word, Excel etc., rather than in .pdf form if it requires translating (if an Excel document is likely to present formatting problems or includes information in the spreadsheet that is not to be published please discuss this with the Committee Officer. A correctly formatted pdf of the Excel document may be required in such cases).]
Accessible Website Documents
· Most reports to Council or one of the principal committees are public reports available on its website. The Council has a statutory duty to design these documents so they are readily accessible to people with disabilities that could otherwise make reading the documents difficult.
It is the report author’s responsibility to ensure that committee documents submitted to Democratic Services are checked and comply with accessibility requirements (including testing using Word’s accessibility checker). Please refer to the guidance under the ‘Communications Toolkit’ section on Linc.
Welsh Translation
· Covering reports and appendices of up to 4 sides per report require translating. 
· Normally, the Committee Officer receiving your report will arrange for the translation into Welsh of committee documents. However, if you have used images and tables that require ‘alternative text’ to help readers understand information presented in pictures and other objects you will need to make sure that you supply a Welsh version with the alternative text embedded. Please discuss this with the Committee Officer for your meeting at the earliest opportunity (committee reports are generally published a week in advance of the meeting).
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