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	Summary:
	Provide a brief synopsis of the key questions that your report sets out to answer and any recommendations (4 – 6 lines is sufficient).


________________________________________________________________
1.         Introduction 

Please provide an overview of the topic you are being asked to address, referencing any key policies, pieces of legislation or local strategies (max. 3 paragraphs).
2.
 Body of Report
Use the questions set out by Members in their Report Request form (where applicable) as your subheadings and answer each question in turn.  Each question should have a separate numbered heading (e.g. 2.1, 2.2, 2.3), with bullet points under each heading. 

Please be as succinct as possible; if extra information is required, attach this as an appendix.
e.g:

Why has this service seen an increase in referrals?

· First paragraph
· Second paragraph etc

What customer evaluation has taken place?

· First paragraph etc
· Second paragraph.

3.
Related Issues
Please outline any related topics that have an impact on the questions you have been asked to respond to.  Follow the same numbering system as above.
4.  
Next Steps 
Please outline any future key decisions or actions that are relevant to Members’ questions.  Bullet points should be used where possible.
5.
Equality Implications

Please outline implications for equality and if appropriate make reference to any equality impact assessment that has been made.
6.  
Recommendations

	Recommendations:
Members of the Education, Learning & Skills Policy Overview and Scrutiny Committee are asked to:

(Provide details of the actions that Members are requested to take as a result of reading this report.  Please avoid recommending: ‘Members note for information only’)
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