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	Report to Policy Oversight Group 

	Meeting Date
	[Date] 

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

	Owner/ UEB Lead/ Sponsor
	[The name and position of the ultimate owner of the matter at hand. It should usually 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 or UEB 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
	POG  is invited to note/ discuss/ approve/ recommend	Comment by Black, Sophie: A concise statement of the outcome you require from the committee.
This must be within the committee’s remit.
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.

	Purpose of Report (Tick all that apply ) 

	To provide assurance
	
	To obtain approval
	

	Regulatory requirement
	
	To highlight an emerging risk or issue
	

	To canvass opinion
	
	For information
	

	To provide advice 
	
	To highlight student or staff experience
	

	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.
Guidance is available here: https://warwick.ac.uk/services/gov/committeesecs/templates/guidance_notes_for_committee_reports_edi_risk_and_sust_for_web.pdf
	

	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).
	
	

	Environmental and Social Sustainability
	
	

	Executive Summary 	Comment by Jeavons, Emma: 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 Aptos 11 should be used throughout. For short reports (i.e., 2 pages or less) please use this template for the entire paper.

	1. Report Purpose  
[Give a brief outline of the context/background.  This should cover why the paper is coming specifically to this committee and how is it relevant to its terms of reference.  If the report has been to another committee(s), explain what input they have had.  How has the report evolved and developed?  Are the other committees providing assurance or recommending approval?  Explain what added value and perspective this committee brings.]
2. Key Points
[Summarise clearly in 250 words or less and 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.
Cross-reference if appropriate to any sections in the report which provide relevant 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 
[bookmark: _Hlk89958698][Consideration MUST be given to the potential impacts and implications of the proposal. Consider the points and examples in the supporting guidance document here and outline summary details in the coversheet, with further details provided in the main body report.]
4. Consultation
[Please confirm where e.g., other Committees (which must all be listed in the Route Map below) and with what departments or people the Policy has been consulted on.  
You must ensure that the Chief Operating Officers of the Faculties have been consulted prior to submission to POG – their contact details can be found on the respective Faculty webpages (https://warwick.ac.uk/fac/).  
Key departments you should consider are: IDG; CCSG; People Team; Estates; Finance Office; Social Inclusion; Research and Impact Services; Health and Safety; Governance Services; Education Operations; Wellbeing; Conduct and Resolution; Compliance and Assurance; Legal and Compliance; AFRC Chair; the Students’ Union.]
5. Publishing
[Consider whether policies should be published for external access. Certain policies, such as discipline, grievance, and sexual misconduct, are already required under OfS Condition E6 to be accessible to individuals outside the University.]
6. Action Required
[Expanding on the recommendation, explain what is being asked of the Committee.] 



	Route Map for this Report 	Comment by Black, Sophie: Please fill in where this item/report been discussed/approved previously and where will it go next.
This can include committees and/or  other consultation or discussion groups.

	Committee 
	Date
	Reference
	Action Requested/Taken 

	[Committee/Group Initials]
	[DD Month Year]
	00X-[initialsDDMMYY]
	e.g. Recommended. 

	[Committee/Group Initials]
	[DD Month Year]
	00X-[initialsDDMMYY]
	e.g. To approve.
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