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EXECUTIVE COVER SHEET 

Report No: B/BS/03-17 

Agenda Item: 11 

Report to: THE BOARD OF SCOTTISH FIRE AND RESCUE SERVICE 

Meeting Date: 27 APRIL 2017 

Report Title: PREPARING CORPORATE LEVEL PAPERS 

Report 
Classification: 

FOR DECISION  

 

Prepared by: Rab Middlemiss, Board Support Team 

Sponsored by: 
Mark McAteer, Director of Strategic Planning, Performance and 
Communications 

Presented by: Rab Middlemiss, Board Support Team 

 

Links to Strategy 

This links to SFRS Strategic Plan 2016-19 through our priorities of Governance and Social 
Responsibility, incorporating the following associated key strategic objectives: 

 We will continue to ensure that our decision making processes are transparent and evidence 
led. 

 We will develop a performance framework that enables the effective management of risk and 
supports effective scrutiny, challenge and improvement. 

 We will embed effective communication and engagement in all that we do. 
 

 

Governance Route for Report Meeting Date Comment 

SLT Policy Meeting  7 September 2016 Noted – Feedback given 
to Board Support Team 

SLT Performance Meeting 24 April 2017 For noting 

SMT Meeting  26 April 2017 For noting 

SFRS Board Meeting 27 April 2017 For approval 

 

1 Purpose 

1.1 
 
 

The purpose of this report is to seek feedback from the Scottish Fire and Rescue Service 
(SFRS) Board regarding the proposed revised template and guidance for preparing and 
presenting Corporate level papers (i.e. papers being presented to the Board, Strategic 
Leadership Team (SLT) and Senior Management Team (SMT)). 
 

 

SCOTTISH FIRE AND RESCUE SERVICE  

The Board of Scottish Fire and Rescue Service 
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2 Summary 
Main 
Report 
Ref: 

2.1 
 
 
 
 
 
2.2 
 
 
 
2.3 
 
 
 
 
 
 
2.4 
 
 
 

Audit Scotland’s report of the SFRS in May 2015 recommended that SFRS 
should: “provide papers that are timely with an appropriate level of detail. There 
should be a balance between quantity and quality and papers should differentiate 
between operational information and information the Board needs for strategic 
decision making”. 
 
In response to the recommendation a number of improvement actions have been 
undertaken within SFRS. The last of these is to develop and implement a 
standard template and guidance for preparing Corporate level papers. 
 
A trial of a draft template and guidance notes for preparing Corporate level 
papers was presented at the Chairs Meeting on 30 June 2015 and SLT Business 
Briefing session on 29 August 2015 for comments and feedback. These were 
approved at the SLT Policy Meeting on 7 September 2016 and a trial was 
undertaken from October – December 2016 after which feedback has been 
sought from users and incorporated within this paper and appendices. 
 
It is proposed that the final versions of the template and guidance documents are 
presented to the SLT and SMT for noting and feedback, then presented at the 
Board meeting on 27 April 2017 for approval subject to any amendments. 
 

2.1 
 
 
 
 
 
2.2 
 
 
 
2.2 
 
 
 
 
 
 
2.4 
 
 
 

 

3 Recommendation 
Main 
Report 
Ref: 

3.1 The Board are requested to approve the contents of this report along with the 
standard template and guidance notes attached at Appendix A and B, subject to 
any amendments deemed necessary. 

 

 

 

4 Key Strategic Implications 
Main 
Report 
Ref: 

4.1 
4.1.1 
 

Financial 
There are no key strategic financial implications arising from the 
recommendation set out in this paper. 
 

 

4.2 
4.2.1 
 

Legal 
The standard template and guidance notes for preparing Corporate papers are 
the final pieces of work, aimed at addressing the Audit Scotland 
recommendation from their report of the SFRS in May 2015. 
 

 

4.3 
4.3.1 
 

Performance 
The implementation of this proposal will address the Audit Scotland 
recommendation from their report (as above) and thereby ensure continuous 
improvement of strategic decision making. 
 

 

4.4 
4.4.1 
 

Environmental & Sustainability 
There are no key strategic environmental and sustainability implications arising 
from the recommendations set out in this paper. 
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4.5 
4.5.1 
 

Workforce 
The guidance notes at Appendix B are designed to help staff who are tasked 
with preparing Corporate level papers. These guidance notes will therefore 
ensure there is consistency in the preparation, submission, layout and content of 
papers presented at Corporate meetings of the Service.  
 

 

4.6 
4.6.1 
 

Health & Safety 
There are no key strategic health and safety implications arising from the 
recommendations set out in this paper.  
 

 

4.7 
4.7.1 
 

Engagement 
An extensive pilot exercise has been undertaken with feedback collated from a 
number of users. This has been utilised to make the proposals contained within 
the revised versions of the template and guidance documents attached to this 
report. Further feedback on these revised versions will be considered when 
presented at SMT, SLT and Board meetings prior to implementation. 
 

 

4.8 
4.8.1 
 

Timing 
This paper and the proposals contained within are intended to ensure that all of 
the items of work related to this recommendation contained within the Audit 
Scotland report is implemented. 
 

 

4.9 
4.9.1 
 

Equalities 
The existing Equality Impact Assessment – Board Operating Arrangements, has 
been reviewed and there are no issues arising from the implementation of this 
proposal.  
 

 

4.10 
4.10.1 
 
 
 

Risk 
Failure to implement this proposal, subject to any amendments, would result in 
the recommendation from Audit Scotland and the identified areas of 
improvement not being fully addressed. Potentially there would be insufficient 
information which the Board, SLT and SMT needs for strategic decision making 
being presented within future papers. 
 

 

 

5 Core Brief 

5.1 The Director of Strategic Planning, Performance and Communications asked the Board to 
approve the proposal for preparing and presenting Corporate level papers following a 
recent trial of a draft version. The proposal will ensure there is consistency in the 
preparation, submission, layout and content of papers presented at Corporate meetings of 
the Service (i.e. Board, SLT and SMT). 
 

 

6 Appendices 

6.1 
 
6.2 

Appendix A – Corporate Level Papers Template 
 
Appendix B – Guidance for Preparing Corporate Level Papers 
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PREPARING CORPORATE LEVEL PAPERS 

 

1 PURPOSE 

1.1 
 

The purpose of this report is to seek approval from the SFRS Board regarding the proposed 
revised template and guidance for preparing and presenting Corporate level papers (i.e. 
papers being presented to the Board, SLT and SMT). 
 

 

2 BACKGROUND 

2.1 
 
 
 
 
2.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
2.3 
 
 
2.4 
 
 
 
 
 

Audit Scotland’s report of the SFRS in May 2015 recommended that SFRS should: “provide 
papers that are timely with an appropriate level of detail. There should be a balance 
between quantity and quality and papers should differentiate between operational 
information and information the Board needs for strategic decision making”. 
 
In response to the recommendation, the following work has been completed: 

 a scheduler is now in place for coordinating the timely completion of papers going to the 
Board and its Committees; 

 

 the purpose and format of Board Strategy Days have changed to make them more 
strategic in nature, with the introduction of briefing notes now being a key feature; 

 

 a session was held at a non-executive workshop on 1 December 2015, to determine the 
Board’s information needs and how this information should be presented to the Board in 
terms of the style, form and content of papers going to the Board and its Committees for 
consideration; 

 

 the outcomes of the 2014 CIPFA Board Decision-making workshop were reviewed at 
the above workshop and a generic information set relevant for all decisions was 
identified; 

 

 a review of best practice was undertaken and advice from key SFRS staff was sought 
(e.g. Equalities Manager, Legal Services Manager, Risk Manager, etc), and 

 

 a trial of a draft template and guidance notes for Preparing Corporate Level Papers was 
presented at the Chairs Meeting on 30 June 2015, and SLT Business Briefing session 
on 29 August 2015 for comments and feedback. These were approved at the SLT Policy 
Meeting on 7 September 2016 and a trial was undertaken from October – December 
2016 after which feedback has been sought from users and incorporated within this 
paper and appendices. 

 
The standard template and guidance notes attached at Appendix A and B are the final items 
of work, aimed at addressing this Audit Scotland recommendation. 
 
After considering feedback from the pilot trial of the new format of reports, the following key 
changes have been incorporated within the proposed standard template and guidance 
notes: 

 Have a single Main Report section – This is intended to prevent duplication of 
information by removing the additional Summary Report section; 

 

SCOTTISH FIRE AND RESCUE SERVICE  

The Board of Scottish Fire and Rescue Service 
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2.5 
 

 Move the Background and Discussion sections towards the start of the report – 
As there would only be one main report these matters should be considered for each 
report going forward. These would be placed within the running order of Purpose, 
Background, Main Report and Key Strategic Implications followed by Discussion and 
Recommendation sections (Appendix A); 

 

 Move the Key Strategic Implications section so that it is after the Main Report – 
This is to enable these to be considered in a more logical sequence for the reader; 

 

 Change the ‘Engagement’ section within Key Strategic Implications to 
‘Communications & Engagement’ section – This is to reflect the wider scope of this 
and include additional guidance for authors of reports; 

 

 Add ‘Training’ to the areas being considered under Key Strategic Implications – 
As this can often have a significant impact and the inclusion of this will assist decision 
making processes where applicable; 

 

 Amend wording / terminology within the Risk section of Key Strategic 
Implications – This is to ensure it captures current work to amalgamate the Directorate 
and Corporate Risk Registers into a single entity; 

 

 Amend guidance in relation to Core Brief section – Providing a generic example to 
enable a more consistent approach to be followed by report authors;  

 

 Change the Appendices section to Appendices / Further Reading – To enable 
hyperlinks to additional sources of information to be included where applicable; 

 

 Add further guidance within the Sponsored By, Governance Route for Report and 
Key Strategic Implications sections -  To provide clarity to authors of the expected 
contents within these parts of reports, and 

 

 Revise formatting of Template Report – To enable alignment of text with numbering 
in columns and address other minor formatting issues identified. 

 
It is proposed that the final versions of the template and guidance documents are presented 
to the SLT and SMT for noting and feedback, then presented at the Board meeting on 
27 April 2017 for approval, subject to any amendments. 
 

 

3 DISCUSSION 

3.1 
 
 

The Board should consider the contents of this report including the template and guidance 
documents and provide feedback on any proposed amendments which could be 
incorporated within final versions for implementation. 
 

 

4 RECOMMENDATION 

4.1 
 
 

The Board are requested to approve the contents of this report along with the standard 
template and guidance notes attached at Appendix A and B, subject to any amendments 
deemed necessary. 
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Report No:  

Agenda Item:  

Report to:  

Meeting Date:  

Report Title:  

Report 
Classification: 

FOR DECISION / INFORMATION / NOTING *Delete as appropriate 

 

Prepared by:  

Sponsored by:  

Presented by:  

 

Links to Strategy 

 

 

Governance Route for Report Meeting Date Comment 

   

   

   

 

1 Purpose 

1.1 
 

 

 

2 Background  

2.1 
 

 

 

3 Main Report 

3.1 
 

 

 

4 Key Strategic Implications 

4.1 
4.1.1 
 

Financial 
 

4.2 
4.2.1 
 
 

Legal 
 

SCOTTISH FIRE AND RESCUE SERVICE 

Insert Name of Meeting 
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4.3 
4.3.1 
 

Performance 
 

4.4 
4.4.1 
 

Environmental & Sustainability 
 

4.5 
4.5.1 
 

Workforce 
 

4.6 
4.6.1 
 

Health & Safety 
 

4.7 
4.7.1 
 

Timing 
 

4.8 
4.8.1 
 

Equalities 
 

4.9 
4.9.1 
 

Risk 
 

4.10 
4.10.1 
 

Communications & Engagement 
 

4.11 
4.11.1 
 

Training 
 

 

5 Discussion 

5.1 
 

 
 

 

6 Recommendation 

6.1 
 

 
 

 

7 Core Brief 

7.1 
 

 
 

 

8 Appendices/Further Reading 

8.1 
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GUIDANCE NOTE 

 

 

 

Writing Papers for the Senior Management 

Team, Strategic Leadership Team, the Board, 

and its Committees 
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1. INTRODUCTION 

1.1 This guidance note is designed to provide clarity regarding the preparation and 

management of reports presented at meetings of the Senior Management Team (SMT), 

Strategic Leadership Team (SLT), the Board and its Committees, collectively known as 

“Corporate Meetings”. 

 

2 PURPOSE 

2.1 The purpose of this guidance note is to ensure consistency in the preparation, submission, 

layout and content of reports presented at Corporate Meetings of the SFRS. 

 

3 SCOPE 

3.1 The guidance note applies to Directors, Heads of Functions, Deputy Assistant Chief 

Officers (DACO) and Directorate managers with responsibility for supporting the 

aforementioned staff.  Reports going to the following meeting forums should be prepared 

in line with this guidance note: 

 The Board,  

 Committees/Sub-committees of the Board, 

 SLT, and 

 SMT. 

 

4 PROCESS FOR PRODUCTION AND SUBMISSION OF REPORTS 

4.1 In order to be consistent in the preparation and submission of reports for any Corporate 

Meetings, the following process should be followed: 

 All reports must be approved by the sponsoring Director, before submission to the 

relevant Business Support Team; 

 Reports are to be prepared and laid out in accordance with this guidance and the 

direction given within Appendix A.  The sponsoring Director is to ensure that the 

report is completed and presented in accordance with this guidance note. 

 Reports must be submitted in line with the deadlines set by the relevant Business 

Support Team, unless advanced approval is sought.  This is to allow time to prepare 

reports and distribute them in good time prior to each meeting. Missing deadlines 

generally means that Board and SLT Members have less time to consider and make 

enquiries about an item in advance of the meeting; this is not the best basis on which 

to get the thorough consideration and attention the paper merits. 
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5 STANDARD TEMPLATE 

5.1 The SFRS has adopted a standard template for all reports going to Corporate Meetings. 

This template is attached at Appendix B. The template is intended to be multi-functional 

so that it can accommodate a range of purposes. This is because some reports will 

provide information on a range of issues, while others are specific proposals where a 

decision is required. 

5.2  The Main Report requires recommendations to be presented, and if applicable, information 

such as any financial and equality implications, or risks. This section should cover as much 

information as required in relation to the complexity of the proposal(s) contained within. 

There will be occasions when this should be relatively succinct, such as when routine / 

monitoring reports are to be presented. Each report is to be prepared in accordance with 

the guidance at Appendix A. A blank template is attached at Appendix B and is available 

on the SFRS Intranet for download. 

 

6 THE STYLE OF REPORTS  

6.1 Reports should be as succinct as practicable whilst conveying sufficient detail to enable 

informed decisions to be considered. These reports should be written in Plain English. A 

useful summary of the concept of Plain English is set-out at Section 6.2 below: 

6.2 “Despite the name, Plain English is only partly about language. It also emphasises the 

importance of document design. Any document needs a clear layout, in sections or 

paragraphs that express the structure of the information, with effective headings and 

subheadings to identify local content. Adequate white space between sections and in lists 

also makes information more accessible. Where language comes in, it’s broadly a matter 

of seeking simple, everyday words whenever possible, and speaking more directly to the 

reader. Sentences need to be shorter and less intricate, with punctuation that ensures 

reliable reading. An average of 20 words is recommended, though individual sentences 

will of course vary around that. The most important principle of Plain English is to keep 

the reader in mind as you write. Think of yourself as communicating to someone across 

the table, and of how each sentence sounds.”

6.3 There are some basic style rules that apply to reports prepared for Corporate meetings of 

the SFRS. These are:  

 Avoid the use of personal pronouns – ‘I’, ‘we’, ‘you’ etc. Reference should be made to 

the position or body being referred to.  

 Acronyms – apart from the most self-evident acronyms that will be readily known, the 

standard practice of providing the full text and acronym in brackets in the first 

instance and thereafter the acronym, should be used.  
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 Personal names – Generally the provision of names of individuals within reports 

should be accompanied by the relevant title – e.g. Chief Officer, Ms, Mr etc. The use 

of personal names should be included in the sections stating whom the paper was 

prepared by, sponsored by and presented by, though generally the use of personal 

names should be avoided in these reports wherever possible and the use of 

individual roles incorporated instead. 

 Font – Arial 11 point is used for all text.  

 Use the active voice (e.g. ‘The Board decided’ rather than ‘it was decided’) and put 

statements in positive form as it makes the meaning clearer (e.g. ‘it was possible’ 

rather than ‘it would not have been impossible’).  

 Use simple concrete language and fewer words – for example ‘the reason why is 

that’ can be replaced by ‘because’.  

 Stick to the same tense and keep it simple – avoid forms like ‘it would have been’ if ‘it 

was’ can be used.  

 Use shorter sentences and avoid joining sentences together with and’s and but’s. 



7  SUPPORT 

7.1 Further guidance and support in the preparation of reports going to Corporate Meetings 

can be obtained from the Board Support Team. 

 

8 ASSOCIATED DOCUMENTS/REFERENCES 

8.1 References 

 SFRS Website– Board Section 

 Standing Orders for Meetings of the Board, its Committees and Sub-committees 

 Plain English Website 

http://www.firescotland.gov.uk/about-us/sfrs-board.aspx
http://www.firescotland.gov.uk/about-us/sfrs-board.aspx
http://www.firescotland.gov.uk/media/437120/SFRS_Corporate_Governance_Standing_Orders_for_meetings.pdf
http://www.firescotland.gov.uk/media/437120/SFRS_Corporate_Governance_Standing_Orders_for_meetings.pdf
http://www.plainenglish.co.uk/
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 APPENDIX A - GUIDANCE NOTES FOR COMPLETING THE REPORT 

 

 

 

Report No:  

Agenda Item:  

Report to: 

Insert name of meeting 

 

(Note: When determining the appropriate Executive Board(s) and/or Senior 
Management Group(s) that reports should be presented to, reference should 
be made to their respective Terms of Reference. The SMT, SLT, Board and its 
Committees are clearly within the scope of this reporting format and guidance. 
Other groups should be considered on their own merits in consultation with 
line managers) 

Meeting Date: Insert meeting date 

Report Title: Insert title of report 

Report 
Classification: 

FOR DECISION / INFORMATION / NOTING *Delete as appropriate 

For Noting: Information that SMT/SLT/Board/Committees should have regard 
to in discharging their duties, but where a formal decision is not required. 

For Information: Information that is useful background information, but not 
required for any immediate decision. 

For Decision: A decision is required based upon the information provided and 
is a matter reserved for whichever Corporate Meeting the report is being 
presented to. 

 

Prepared by: Insert title / role of person who prepared report 

Sponsored by: Insert title / role of Director who sponsored report 

Presented by: Insert title / role of person who will present the report 

 

Links to Strategy 

Reports should demonstrate a clear link to the SFRS’s strategic priorities. Aim to use five lines to 
summarise these linkages and as a minimum reports should in some way be supporting the 
outcomes and strategic objectives stemming from the Strategic Plan. 

 

Governance Route for Report Meeting Date Comment 

The governance routes for reports should be 
discussed with line managers and sponsors as 
necessary to enable the most appropriate route to 
be followed for noting information or decision 
making, thereby ensuring effective corporate 
governance.  
If applicable, list the meetings/forums that have 

Date report went to 
committee, or date it 
is planned to go to 
committee. 

If applicable, what 
was the outcome 
with any relevant 
brief details. 

SCOTTISH FIRE AND RESCUE SERVICE 

Insert Name of Meeting 
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already considered the report and/or further 
meeting forums to which the report will be 
presented. See example below: 

Engagement Committee 09 March 2017 Noted – Feedback 
given 

Strategic Leadership Team 
 

16 March 2017 Noted – Feedback 
given 

SFRS Board 27 March 2017 Approved 
 

 

1 Purpose 

1.1 
 

In this section, aim to use no more than five lines to outline what the report is about and 
what it is endeavouring to achieve.  The paragraph should be clear and concise and 
should state why the report is being submitted. 

 

2 Background  

2.1 
 

This section should provide the context. Matters to be covered include: 
• Previous SMT/SLT and/or Board/Committee consideration of the issues; 
• Relevant external context that brings the issue before the meeting forum (e.g. 

legislation, government policy, etc.); 
• Relevant SFRS policies, delegations, strategic directions or precedents; 
• The background and relevant history of the issue(s). 

 
For reports seeking a decision, this section should provide SMT, SLT and/or the Board 
with enough history and context to proceed with understanding and confidence to consider 
the issues under the next section. In essence it provides the framework within which a 
matter is analysed and determined. This section should be relatively short (up to 1 page), 
with sub-headings being used if they will help to provide clarity and better understanding of 
the issues. If there is a need for more detail, for example in the form of reference 
documents such as policies, legislation, etc, these should be included as appendices or 
links within the Appendices/Further Information section.  
 
For reports that are for noting or information this section can be longer with relevant sub-
headings. Typically committee reports that can provide a range of information will use this 
section and therefore the Discussion Section of the report can be removed from the Main 
Report. 

 

3 Main Report 

3.1 
 

The Main Report should provide suitable and sufficient information for noting or detail any 
proposal(s) that require a decision to go forward to a meeting of SMT, SLT, the Board or 
its Committees. This should include the current position within SFRS. The recommended 
length of the Main Report is between 4-6 sides (excluding any appendices). 

 

4 

Key Strategic Implications (Note: - These sections are here to prompt the author to 
consider the implications, and to highlight them even if they are well known or don't 
require specific action or decision. Therefore Key Strategic Implications sections should 
only be marked as being, “Non-applicable”, as an exception following due consideration of 
this guidance) 

4.1 
4.1.1 
 

Financial 
If applicable, aim to use five lines to outline any financial investment required to deliver the 
proposal. Demonstration that the proposal is consistent with the wider financial strategy of 
the SFRS is also key. If the financial implications are complex, ensure sufficient detailed 
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information is included in this section or Main Report as necessary. Confirmation and sign-
off from Finance and Contractual Services that they have been consulted and there is 
budget availability should also be stated. 

4.2 
4.2.1 
 

Legal 
If applicable, aim to use five lines to outline any legal implications of the proposal. If the 
legal implications are complex, ensure sufficient detailed information is included in this 
section or Main Report as necessary. Consultation with Legal Services may be required 
when completing this section, especially when the legal implications are complex. If Legal 
Services have been consulted, this should be stated. 

4.3 
4.3.1 
 

Performance 
If applicable, outline what measures, linked to strategy will be used to monitor 
performance, and/or what reporting back to SMT/SLT and/or Board will occur during and 
after implementation. If the performance implications are complex, ensure sufficient 
detailed information is included in this section or main report as necessary 

4.4 
4.4.1 
 

Environmental & Sustainability 
If applicable, aim to use five lines to outline the environmental /sustainability implications 
of the proposal i.e. in what way will the proposal have an impact (positive or negative) on 
SFRS: mitigating and minimising its environmental impact in the delivery of its routine 
business; the effective management of utilities; carbon management, and sustainable 
management (e.g. transport and travel, sustainable procurement etc). If the environmental 
and sustainability implications are complex, ensure sufficient detailed information is 
included in this section or main report as necessary. Consultation with Finance and 
Procurement may be required when completing this section, especially when the 
implications are complex. If Finance and Contractual Services have been consulted, this 
should be stated. 

4.5 
4.5.1 
 

Workforce 
If applicable, aim to use five lines to outline any employee implications of the proposal. 
This may also include implications around Health, Safety and Wellbeing. If the workforce 
implications are complex, ensure sufficient detailed information is included in this section 
or main report as necessary. Consultation with People and Organisational Development 
(POD) may be required when completing this section, especially when the workforce 
implications are complex. Please state if POD have been consulted. 

4.6 
4.6.1 
 

Health & Safety 
If applicable, aim to use five lines to outline the health and safety implications of the 
proposal i.e. in what way will the proposal have an impact (positive or negative) on the 
management and performance of health and safety risks. If the health and safety 
implications are complex ensure sufficient detailed information is included in this section 
or main report as necessary. Consultation with Health, Safety and Wellbeing (HSW) may 
be required when completing this section, especially when the implications are complex. If 
HSW have been consulted, this should be stated. 

4.7 
4.7.1 
 

Timing 
If applicable, outline the timing for implementation and any internal and/or external 
deadlines. 

4.8 
4.8.1 
 

Equalities 
This section should state whether an Equality Impact Assessment (EIA) was carried out.  
If no EIA was carried out, then an explanation of why the issue was screened as ‘not 
relevant’ to the General Equality Duty should be given.  If an EIA was carried out, append 
it to the Main Report and in this section, provide a brief summary of the equality issues 
identified and recommendations. If the Equality and Diversity function has been consulted, 
this should be stated. 

4.9 
4.9.1 
 

Risk 
For reports requiring a decision, the significant risks associated with the report or not 
agreeing the report, together with the mitigating controls must be outlined within the Main 
Report.  Where these significant risks are already identified within the Strategic or 
Directorate risk register this reference should be outlined. Where new risks are identified 
relating to the report, the directorate risk register should be updated accordingly. If the 
Risk and Audit function has been consulted, this should be stated. 
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4.10 
4.10.1 
 

Communications & Engagement 
If applicable, aim to use five lines to outline the level of communication and engagement 
that has taken place and/or may take place with relevant internal and external 
stakeholders. If communication and engagement has taken place, in what form, who was 
involved and what were the outcomes in getting the report to this level of consideration by 
SMT, SLT, Board or its Committees. If the engagement implications are complex, ensure 
sufficient detailed information is included in this section or main report as necessary. This 
should include any intention with regards to presenting the approved policy/decision 
suitably to political, partner, media, staff and any other stakeholders going forward. If the 
Communications and Engagement function has been consulted, this should be stated. 

4.11 
4.11.1 
 

Training 
If applicable, add information related to any training implications identified from proposals 
contained within the report and the impact this will have on other training related activities. 
If the training implications are complex, include further detailed information in the Main 
Report. If the Training and Employee Development (TED) function has been consulted, 
this should be stated. 

 

5 Discussion 

5.1 
 

This section provides the detailed argument in relation to any proposal going before SMT, 
SLT or Board for a decision. The content and length will vary considerably depending on 
the complexity of the proposal, but the following matters should always be considered for 
inclusion: 
• A clear and detailed statement of the proposal; 
• The arguments and reasons behind any proposal; 
• The objective and expected outcomes; 
• The costs and benefits; 
• The pros and cons; 
• The realistic options that might be available, underpinned by options appraisal 

methodology. When the options being presented are relevant to any policy, project or 
programme with implications for expenditure/use of resources then the Appraisal and 
Evaluation section of the Scottish Public Finance Manual (SPFM) should be referred 
to. More detailed guidance is also found in Her Majesty’s Treasury (HMT) Guidance 
(The Green Book), which has been adopted by the Scottish Government and applies 
to the SFRS. 

• The views of relevant stakeholders or interested parties; 
• The implications of any decision and/or the risk that might be involved; 
• The alignment with strategic and budget frameworks. 

 
Any sub-sections that cover these matters must be set out in a logical sequence and 
structure using appropriate headings and paragraphing. Where necessary appendices can 
be used to provide appropriate reference material (e.g. complex data). 
The Discussion section should conclude with a summary statement if the topics are 
lengthy and complex. 
 

 

6 Recommendation 

6.1 
 

This section should be used to further outline the options that were considered and explain 
why the preferred option was chosen. 
Ensure that you detail what is being proposed and whether or not a decision is needed, 
similarly if the report is being provided for information or noting. If the paper is for decision, 
your recommendation must outline clearly and precisely what approval you are seeking, 
and if relevant, the option preferred by the SMT, SLT, Board, Committee, etc, as 
applicable. There should be no ambiguity about what decision is required. If the paper is 
for noting or information, keep the recommendation short (e.g. that the 

http://www.gov.scot/Topics/Government/Finance/spfm/appraisal
http://www.gov.scot/Topics/Government/Finance/spfm/appraisal
https://www.gov.uk/government/publications/the-green-book-appraisal-and-evaluation-in-central-governent
https://www.gov.uk/government/publications/the-green-book-appraisal-and-evaluation-in-central-governent
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SMT/SLT/Board/Committee note the contents of this report, with specific reference to….) 
 

 
 

7 Core Brief 

7.1 
 

This section should only be populated for Board and SLT Reports.  
Use no more than five lines to provide a very brief overview of the report. This overview 
will be used to prepare the Board/SLT Core Brief. The following provides an example: 
“The Director of Strategic Planning, Performance and Communications asked SLT to 
approve a proposal for preparing and presenting Corporate level reports. The proposal will 
ensure there is consistency in the preparation, submission, layout and content of reports 
presented at Corporate meetings of the Service (i.e. Board, SLT and SMT).”   
 
A further sentence is then added post-meeting by the relevant Business Support Team to 
outline the Board or SLT discussion/decision prior to being included in the Core Brief. 
 

 

8 Appendices/Further Reading 

8.1 
 

Appendices should be denoted by a letter and the respective title (e.g. Appendix A – 
Proposed Report Template).  
Links to further reading should be added, where applicable (e.g. Further reading – Scottish 
Public Finance Manual (SPFM), Finance Guidance Notes: 
http://www.gov.scot/Topics/Government/Finance/spfm/GuidanceNotes ) 

 
 
 

http://www.gov.scot/Topics/Government/Finance/spfm/GuidanceNotes
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APPENDIX B – STANDARD TEMPLATE 

 
 

Report No:  

Agenda Item:  

Report to:  

Meeting Date:  

Report Title:  

Report 
Classification: 

FOR DECISION / INFORMATION / NOTING *Delete as appropriate 

 

Prepared by:  

Sponsored by:  

Presented by:  

 

Links to Strategy 

 

 

Governance Route for Report Meeting Date Comment 

   

   

   

 

1 Purpose 

1.1 
 

 

 

2 Background  

2.1 
 

 

 

3 Main Report 

3.1 
 

 

 

4 Key Strategic Implications 

4.1 
4.1.1 
 

Financial 
 

4.2 
4.2.1 
 

Legal 
 

SCOTTISH FIRE AND RESCUE SERVICE 

Insert Name of Meeting 
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4.3 
4.3.1 
 

Performance 
 

4.4 
4.4.1 
 

Environmental & Sustainability 
 

4.5 
4.5.1 
 

Workforce 
 

4.6 
4.6.1 
 

Health & Safety 
 

4.8 
4.8.1 
 

Timing 
 

4.9 
4.9.1 
 

Equalities 
 

4.10 
4.10.1 
 

Risk 
 

4.11 
4.11.1 
 

Communications & Engagement 
 

4.12 
4.12.1 
 

Training 
 

 

5 Discussion 

5.1 
 

 
 

 

6 Recommendation 

6.1 
 

 
 

 

7 Core Brief 

7.1 
 

 
 

 

8 Appendices/Further Reading 

8.1 
 

 
 

 

 


