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	Meeting Date
	[Date] 
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	[Title – the title should be brief and clearly relate to the content of the report] 

	Owner 
	[The name and position of the ultimate owner of the matter at hand. It should only be one person and it may be different to the author and/or presenter. E.g. if a project, this should be the project sponsor.]

	Author 
	[The name and position of the person(s) who has written the report.] 

	Presenter
	[The name and positions of the person(s) presenting the report to the committee, if applicable.]  

	Recommendation
	The Senate is invited to XXX	Comment by Black, Sophie: A concise statement of the outcome you require from the committee. Where this includes financial/resource commitments, the parameters of such commitments, MUST be very clearly stated.
Approve: Where the committee is being asked to give FINAL approval on a matter or course of action. This must be on the clear recommendation of a prior committee (or accountable individual if no prior committee). 
Recommend: Where the committee is being asked to recommend a proposal on to another committee. 
Discuss: There is no apparent action or decision for the committee to take but substantive consideration of the topic is required (i.e., it is not just for note). 
Note: There should be no apparent action or decision for the committee to take e.g., updates or reports for information only.
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	To canvas opinion
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	University Strategy
	Additional Considerations (Tick all that apply )	Comment by Jeavons, Emma: Please confirm which considerations are relevant to your report and provide details within the coversheet.
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	Risk
	

	
	Equality, Diversity and Inclusion	Comment by Black, Sophie: If you are recommending a new or revised policy, practice or process you will need to complete an Equality Impact Assessment (EIA) screening (see supporting ED&I guidance).
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	Executive Summary 	Comment by Black, Sophie: A coversheet should precede all reports provided to senior committees. This should be no longer than 2 sides of A4 and single line/6pt spacing, left justified and Calibri 11 should be used throughout. For short reports (i.e., 2 pages or less) please use this template for the entire paper.

	1. Context and Background 
[Give a brief outline of the context/background. This section should be a maximum of half a page.]
2. Key Points
[Summarise clearly in bullet points or short paragraphs, the significant points that you want the committee to focus on and which enable the required outcomes from the committee.
If further information is included in the coversheet, please cross-reference if appropriate to any sections in the report which provide crucial detail or advise where further detail may be available upon request.
Please include any critical deadlines and dependencies.]
3. Risk, Equality and Environmental Sustainability Considerations/Impacts 
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