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Foreword

The role of scrutiny has enormous potential and provides excellent opportunities for non-Cabinet

Members to be involved in bringing forward improvements in the way the Council works that will

have a positive and lasting impact on the residents of Crawley.

Key roles in the scrutiny process are

• to ensure greater public accountability

• promote efficiency

• increase transparency in the democratic process

If local democracy is to be successful then scrutiny also needs to be successful.

Promising progress has been made in the last few years as people realise the potential that scrutiny

has to offer. 

Improvement has come about through learning from others and by adopting many of the ideas 

promoted by the Centre for Public Scrutiny. 

We have also been, and we will continue to be, innovative in our approach to the work. 

The position at Crawley is not yet perfect and there is still much to do but with an on-going 

determination to improve and to learn by both Members and by officers we will succeed.

As scrutiny is a Member-led function, any success relies on the commitment of the Members.

To ensure continuing progress and success there must be

• correct selection of topics to scrutinise

• rigorous and effective challenge to proposed decisions

• adoption of a ‘critical friend’ approach

• realisation of the need to add value

If these are done then 

• the scrutiny function will become more firmly embedded in the work of the Council

• there will be greater public confidence and engagement

• the scrutiny function will become even more effective

At the end of the day, scrutiny will only be effective if Members are committed to its principles and

ideals.

This guide provides a practical framework to promote effective scrutiny. As well as explaining scrutiny

procedures, it allows the Overview and Scrutiny Commission and its Panels to develop new and more

innovative approaches to their work.

This guide is intended to be a living document which will change and evolve, improving as it does so,

but it will always remain a vital tool for use by both Members and officers.

I commend it to you.

Councillor Bob Burgess

Chair, Overview and Scrutiny Commission
Updated September 2008
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Introduction

Like at many other authorities, scrutiny has in the past struggled to make its mark at Crawley. But with the 

commitment of Members, Scrutiny Support Team and Senior Officers it has demonstrated that it can become a 

powerful tool for improvement and a friendly ‘watchdog’ of the public interest.  

For scrutiny to really work, it must be Member driven, with Officers primarily providing specialist and administrative

support. Without pro-active and innovative Members, scrutiny is meaningless and ineffective. 

The aim of this guide is to explain Crawley’s scrutiny process, how it works, the powers and responsibilities scrutiny

has and how they should be used to add value to the work of the Council, make a difference to the local community

and hold the Council’s main decision makers (the Cabinet and senior management) to account.  This guide is

designed as a tool for all Members, as well as officers and people from outside organisations involved in scrutiny. It

provides a basic explanation and some ground rules for how scrutiny should operate in Crawley.  It is based on the

relevant sections of the Council’s Constitution (Article 6 on the Overview and Scrutiny Commission and on the

Scrutiny Procedure Rules) and accepted good scrutiny practice.

This guide will evolve constantly as scrutiny evolves and develops its role. The Scrutiny Support Team would welcome

any comments on its progress.
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1. What is Scrutiny?
The Oxford dictionary defines scrutiny as: ‘a close observation’ and ‘a

critical investigation.’ 

However putting these two definitions into context has proved to be a

difficult question to answer for local government, as almost every Senior

Officer, Scrutiny Officer and Councillor seems to have a different idea.

Councils where scrutiny works well have balanced the examination of

both ‘Close Observation’ and ‘Critical Investigation’.

Close Observation 

This refers to scrutiny’s role in examining Council policies and services in

an impartial way, looking for improvements to ensure that the Borough

is served as well as possible. Scrutiny can also investigate anything that

might a major impact on the Town, this does not necessarily have to be

a Council run, or a public service.

With scrutiny being Member led, it can provide a different perspective

officers are unaware of. This is the overview element of the

Commission’s work. 

Critical Investigation

There are times when scrutiny should challenge the actions of the

Cabinet on behalf of the public interest. For example, if a service is per-

ceived to be failing, or the Cabinet has made a decision that is not in

the town’s best interests, it is vital that there is a strong scrutiny struc-

ture in place, able to investigate, challenge and hold to account.  

Why is Scrutiny Important? 

Scrutiny is important in the same way any examination or investigation

is important. It is about assessing the situation and trying to make

things better, it is about learning and improving. 

Scrutiny enables non-Cabinet Members to improve services and policies,

and on behalf of the local community, look at issues of concern to them

and to challenge and hold the Cabinet and senior officers to account for

their actions. 

Where Scrutiny fits in within CBC

As illustrated in the diagram above, the Overview and Scrutiny

Commission within Crawley Borough Council enjoys a position inde-

pendent of the Cabinet but responsible to Council. Unlike the Cabinet,

the Commission is not a decision making body. It also has no power

over individual decisions of the Regulatory Committees. However, it may

look at the process of how these decisions are made.   

Cabinet Members may not serve on scrutiny committees. Scrutiny can

include (non-voting) people from outside the council

Any Member can call in items from the Cabinet for consideration by

Council. The Commission and Cabinet can refer matters of interest to

each other. 

Brief Background

Scrutiny was introduced by the Local Government Act 2000.

Under the Act, scrutiny must have the power to:

• Review or scrutinise any decisions, functions or actions of the 

Cabinet

• Make reports or recommendations regarding any of the functions 

of the Cabinet

• Review or scrutinise any decisions, functions or actions which are 

not the responsibility of the Cabinet

• Make reports or recommendations regarding any functions which 

are not the responsibility of the Cabinet

• Make reports or recommendations to the Council on matters which 

affect its area or inhabitants

• Require members of the Cabinet and officers to attend meetings 

and answer questions

• Invite people from outside the Council to attend meetings

Future

The powers of scrutiny will be strengthened as a result of the Local

Government and Public Involvement in Health Act 2007. New legisla-

tion will strengthen scrutiny powers…

Councillor Call for Action:

Whilst we are awaiting further government guidance on the matter later

in 2008, current expectations are that….

The ‘Councillor Call for Action,’ a provision of the Local Government and

Public Involvement in Health Act 2007 will enable any Member to refer

a local government issue to the OSC on behalf of residents, if the issue

was unable to be resolved through the usual channels. The Commission

will consider the issue and determine whether to conduct a scrutiny

review into the matter or not, make reports or recommendations to the

Council or the Cabinet. It is likely that this provision will be implemented

late 2008. 

Local government matters do not include local crime and disorder issues

or any matter in a category that the Secretary of State may exclude by

order. 

Crime and Disorder:

Under the Police and Justice Act 2006, (as amended by the Local

Government and Public Involvement in Health Act 2007) the Council

must ensure that it has a crime and disorder committee (in Crawley’s

case it will be the Overview and Scrutiny Commission) with the power:-

(i) to review or scrutinise decisions made, or other action taken, 

in connection with the discharge by the responsible 

authorities of their crime and disorder functions;

(ii) to make reports or recommendations to Council or Cabinet 

with regard to the discharge of those functions.

Members who are not members of the crime and disorder committee

(i.e.: OSC) will be able to put local crime and disorder matters (a matter

concerning crime and disorder (including, in particular, forms of crime

and disorder that involve anti-social behaviour or other behaviour
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adversely affecting the local environment), or the misuse of drugs, alco-

hol and other substances which affects all or part of the electoral area

for which the councillor is elected or any person who lives or works in

that area.) on this committee’s agenda and have them discussed.

It is thought that this provision will also be implemented later in 2008.

Further government guidance regarding Crime and Disorder is anticipat-

ed to be produced later in 2008. It is expected that it will cover aspects

such as asking questions of the Responsible Authorities Partnership as a

way of holding it to account, scrutinising the annual statement that the

Responsible Authorities Partnership is required to produce and the dis-

cretionary scrutiny of matters known to be causing concern locally.  
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2. The Overview and Scrutiny
Commission 
The Commission

The Overview and Scrutiny Commission (OSC) is responsible for all the

Council’s scrutiny functions. It consists of 10 Members, none of whom

may be on the Cabinet. Commission membership is determined accord-

ing to the political balance of the Council. 

It is good scrutiny practice for the Chair of the OSC to be a Member of

the one of the Minority Groups and that the Vice Chair should be from

a different political group to the Chair.

The Commission has the power to review all Council services, and scruti-

nise any of its decisions. It can also review anything in the Borough

which has a major impact on local people. This does not necessarily

have to be a Council run, or a public service. 

The Commission can appoint scrutiny panels (time limited) which con-

duct focused reviews and report back to the Commission with their find-

ings.

What the Commission does… 

i) Forward Plan and Referral

As part of the overview element of the Commission work, Members

examine the Forward Plan at every Commission. The Forward Plan

details reports that will be coming forward to the Cabinet in the next

four months. It also details the key decisions to be taken, which are

those costing or saving more than £100,000, affecting two or more

Council wards or having a major impact on one ward.

The Commission can refer reports off the Forward Plan. Referral means

that the Commission Members ask that a particular report be put before

the OSC on its way to the Cabinet, to allow them to scrutinise and com-

ment on the proposals before the Cabinet makes its decision.

The intention of this process is for the Commission to view reports which

it considers it could add value to. It can also prompt further investiga-

tion into the reasons behind the proposals if the Commission feels it is

appropriate. 

Referral is one the Commission’s most commonly used powers. 

The Commission can also ask for a provisional referral whereby

Members of the Commission are sent a draft copy of the report, so that

they can more easily decide whether or not to refer it to the

Commission.  This practice has effectively reduced the number of refer-

rals that need to be considered by the Commission.

Appropriate use of referrals, especially regarding controversial issues,

should help prevent decisions taken by the Cabinet, being Called-In.

Any Councillor can ask for an item to be referred from the Forward Plan,

if they can provide justification for its examination by the Commission.

It is also possible for the Cabinet to refer its reports to the Commission,

where they feel that the OSC may be able to add value to the report.

If a Key Decision has not been included on the Forward Plan a decision

may still be taken subject to either Rule 15 or Rule 16 (for more informa-

tion see Access to Information Procedure Rule 15 and 16 of the

Constitution).

ii) Comments to the Cabinet

Once an item has been referred, at the OSC, the Commission has the

opportunity scrutinises the report to see if they can add value or high-

light areas that may need improvement/ amending before the report is

ratified by the Cabinet.

The OSC can invite the relevant Portfolio Holder(s) and Officer(s) to the

meeting, to answer any questions, they might have.

Once the discussion has concluded, the Chair gathers together the key

views and amendments expressed by the Commission, to form a con-

sensus opinion. This makes up the basis of the comments of the OSC to

the Cabinet. If a differing set of views are expressed, these too will be

included within the comments.

At the Cabinet meeting, the Commission’s Chair will then feed the

Commission’s comment on the report, to the Cabinet.

iii) Requested Attendance

As part of the scrutiny element the Commission and its Panels can

invite/require any:

• Cabinet Member including Leader, 

• Committee Chair, 

• Director including Chief Executive

• Head of Service 

to attend and to explain, any decision taken within their remit, how any

of their actions have implemented Council policy and their performance.

It is good scrutiny practice for people summoned in such a way to be

given advance notice of the questions that they are likely to be asked.

Whilst this should not detract from Councillors’ ability to hold people to

account, officers and Members will be able to give much fuller and more

useful explanations with a little advance notice.

iv) Policy Framework Documents and Budget Procedure 
Rules

The Commission are entitled to examine all Policy Framework

Documents (PFD) as part of the consultation process, before the PFD

are sent to Council for approval. PFD’s are the Council’s major plans and

strategies (as detailed in Policy Framework Procedure Rules in the

Constitution).

The Commission has a number of budgetary duties, including consider-

ing any Members’ comments on the Council’s financial strategy when it

is reviewed annually by the Cabinet. 

The OSC also has powers where it believes a Cabinet decision is not, or

would not be, in accordance with the budget.  If it suspects this of

occurring it must follow the specific guidance as set in the Budgetary

Procedure Rules in the Constitution.

v) Call-In 

This is the strongest power of non-Cabinet Members and should be

used sparingly. Call-In is not a function of the Commission, but it does

have a role to play in the Call-In process. 

Call-In is when one or more Member believes that a Cabinet decision

has not been made in accordance with the Council’s principles of deci-

sion-making. These principles are detailed in Article 13 of the

Constitution. 
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Once a Member has indicated that they wish to Call-In an item they

must state the principle(s) and how they fell it has been breached.

The decision then is suspended until the next meeting of Council subject

to the Member who called in the decision obtaining, the support of

three other Members of the Council within five working days.

If the Council upholds the Call-In, but the decision is within the

Council’s policy framework, the decision can be referred to the Overview

and Scrutiny Commission, for their investigation, before passing it on to

the Cabinet for a final decision. 

If the decision has already been to the OSC, it can only be referred back

to the Commission if there is new material.  

Decisions made by individual Cabinet Members can also be Called-In if

they breach the Council’s principles of decision making. Members have

five days from the date of the publication of the Members Information

Bulletin in which the decision is published, to call it in. The Member call-

ing in the decision would then need to obtain, the support of three

other Members of the Council within five working days.

Some items can be protected from being called in if the delay in their

implementation would be seriously against the Council’s or the public’s

interests. This must be approved by the Chief Executive or his/ her nomi-

nee and a report explaining why the item was protected from call-in

must be submitted to the next meeting of Council. 

vi) Scrutiny Reviews

Ideas for scrutiny reviews can come from anywhere; they could be sug-

gestions from Members, Officers or the public. 

The Commission should take great care when deciding what reviews

should be carried out and must be aware of exactly what the review is

trying to achieve, how this will be done and the resources available.

Time can be wasted on ill thought out reviews. 

The Commission will then set the Panels’ terms of reference, draft scope

(the areas of work which reviews are expected to cover), the number of

Members on the Panels and appoint the Panel’s Chair from the mem-

bership OSC. 

The Commission are regularly updated by each of the Panel Chairs their

work.

Further information on Scrutiny Panels can be found in Chapter 3.

vii) Performance Monitoring 

The Commission also receives regular updates by the Performance

Monitoring Scrutiny Panel (PMSP) which monitors the Council’s perform-

ance on the Commission’s behalf. The PMSP is the only ongoing panel. 

viii) External Scrutiny 

The Commission has the power to investigate any matters “which affect

the authority’s area or the inhabitants of that area” (Local Government

Act 2000). 

External scrutiny must have a clear community benefit, particularly as it

will almost certainly involve resources from outside the Council. All public

bodies suffer from a considerable amount of Government scrutiny and

targets; they may be reluctant for more! 

External witnesses cannot be forced to contribute and great care should

be taken to avoid antagonising agencies the Council works with. But in

extreme cases, this does not stop the Commission using the media to

shame unhelpful organisations. 

How the Commission Operates

An agenda will be produced by the Scrutiny Team, in consultation with

the Commission’s Chair, at least five clear working days before the date

of a meeting (excluding both the publication and meeting days).

Included will be:

• Minutes of the last Commission

• Declarations of Interest and Whipping Declarations

• Public Question Time 

• Examination of the latest Forward Plan

• Any reports requested by the OSC

• Reports referred off the Forward Plan from the Cabinet (if any)

• Updates on current Scrutiny Panels/ their final Reports

• Questioning of requested Attendees (if any)

• A supplementary agenda to cover any urgent items 

Any Member of the Council can ask for a relevant item to be added to

the agenda, in consultation with the Chair.   

Members should always bring their copy of the Cabinet agenda to the

meeting of the Commission.

Scrutiny is designed to be a non political function. However if

Commission Members have been whipped they must declare this before

discussion starts on the item concerned. 

Public question time is limited to 15 minutes (or longer at the Chair’s

discretion). Members of the public can participate on other items on the

agenda with express permission of the Chair. 

The Commission is keen for other non Cabinet Members to attend its

meetings and they are welcome to speak on any item – with the Chair’s

permission. 

Cabinet Members are welcome to attend the Commission, particularly

when reports under their portfolio are to be discussed. For key decisions/

controversial reports Cabinet Members are normally invited to attend,

by the OSC Chair, to introduce the report and to answer questions. 

Cabinet Members are also regularly invited to the Commission to dis-

cuss their portfolios and to take questions from the OSC.

Chair of Overview and Scrutiny Commission

It is good scrutiny practice for the Chair of the OSC to be a Member of

the one of the Opposition Parties and that the Vice Chair should be

from a different political group.

The Chair should act as scrutiny’s advocate across the Council and will

work closely with the Vice Chair and scrutiny officers, meeting with

them as necessary. 

At the OSC, the Chair has an important role, as it is his/her responsibility

to ensure that the Commission acts as a non partisan body. The Chair

should act as an impartial where an item is controversial, allowing all

sides to have a fair say. 

When the Commission formulates any comments to the Cabinet, it is

the Chair’s role to convey the consensus view expressed by the

Commission Members. Or if there was a mixed set of views expressed,

ensure that the different views were fed back to the Cabinet.

If a vote is required on any issue, the Chair has a casting vote but they

can decline to use it.  
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The Chair also attends the Cabinet to present the Commission’s com-

ments on referred reports.

The Chair will be consulted about the Commission’s agendas and will

also be sent draft minutes of the meetings for correction or comment. 

Should the Chair be away for any meeting of the Commission, the Vice

Chair will fulfil the role.
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3. Scrutiny Panels and Reviews
Scrutiny reviews are an excellent way of adding value and achieving

change. The Overview and Scrutiny Commission establishes the ‘time

limited’ Scrutiny Panels, subject to resource constraints. The Panels scru-

tinise specific Council policies, services or other relevant local issues.

The size of a particular Panel will be decided by the Commission which

will also appoint one of its Members to be the Chair of the Panel. The

membership of Scrutiny Panels is normally political balanced and the

Party Groups will nominate their representatives for the remaining

places on the Panel from their non-Cabinet Members.

Selecting Reviews

Topics for reviews can come from anywhere. Members are encouraged

to come up with ideas, as are Officers and the Public.

Selecting the reviews is an important responsibility of the Commission

and must be done with great care to assess whether a proposed topic

would make a good review. Badly chosen reviews can lead to huge

amounts of wasted time and work, with little gain. It will be impossible

for Members to review everything they want and reviews must be 

prioritised. 

Urgent items may come up from time to time, that might require a

review. Ensuring that there is significant capacity/resources available is

therefore important.

To submit a topic, the Scrutiny Suggestion Form (shown at Appendix 1)

should be completed. This will then be used to develop a Draft Scoping

Framework (shown at Appendix 2) in consultation with Officers. 

At the Scrutiny Away Day, Commission Members examine the proposals

for the current year. They will analyse the potential topics, using the

Scrutiny Suggestion Form and the Draft Scoping Framework. A scrutiny

scoring form is also used to aid Members in their topic assessment.

Scrutiny Panel Process

The below diagram details the Scrutiny Panel process

* Or appropriate Committee

What Cannot be Reviewed

It is important for the Commission to be aware of what it can review. As

has been stated previously, the Commission has the power to review

anything which impacts on the lives of Crawley residents. 

However Scrutiny cannot deal with individual complaints or individual

decisions made by regulatory Committees i.e. the Development Control,

Licensing and Standards Committees. Also no Member may be involved

in scrutinising a decision in which he/ she has helped make. They could

and should be called as witnesses for the review. 

Final Reports

Once a scrutiny review has come to a conclusion and the Panel has

developed a set of recommendations, a final report for the OSC will be

produced. Included within this report will be the following integral ele-

ments, the Panel’s objectives/aims, what the review has entailed, i.e. wit-

ness sessions, site visits and other evidence gathering, the Panel’s work-

ings and findings, and crucially the final recommendations with their

justifications.  

The Chair can write the final report or work with the Scrutiny Officer on

its production. The Panel will agree the final report before the Chair

presents it to the Commission and the relevant Committees. 

NB: As scrutiny is not a decision making body, its reviews must either be

approved by Council or by the body (e.g. the Cabinet or other

Committee) that has the authority to make that decision before they

can be implemented. 

Scrutiny Panel Chairs

The Panel Chairs will be a member of the Commission itself and are

responsible for the running of their review. The Panel will be supported

by a dedicated Scrutiny Officer and the appropriate lead Officer.

Prior to the start of the Panel the Chair will work with the relevant

Officers to compile the draft scoping framework and to plan the struc-

ture of the review. 

Once the review has been completed the Chair will have the option to

write the Panel’s final report or to work with the Scrutiny Officer. It is

also customary that the Chair will present it and the Panel’s findings to

the Commission and the relevant Committees. 

Witnesses

Witnesses can be anyone whose knowledge or experiences could con-

tribute to a review, be it an Officer, a Cabinet Member, a member of the

public, a representative from a local organisation or an expert in the

topic area. 

Cabinet Members and Officers can be required to attend while all others

are by invitation. The Council can pay costs for witnesses. 

Witnesses will be sent an agenda of the meeting they are attending, a

copy of meeting minutes and the Panel’s final report. It is also usual to

send a list of likely questions to the witness. This is down to the Chair’s

discretion. These questions are often developed by the Panel prior to the

meeting in consultation with the Scrutiny Officer. 

If a witness is unable to attend a panel meeting, they are welcome to

submit written evidence.

Co-Optees

Individuals from outside the Council, with particular expertise in the

area under review, can be co-opted onto a panel to act in an advisory

capacity. Their knowledge can be used to provide a wider perspective

and help develop new approaches and solutions. This is at the discretion

of the Overview and Scrutiny Commission.
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4. Other Information
Councillors’ Roles 

Scrutiny needs Members to be active, interested and willing to go out

and work on their own. A Council where Members are being led by

Officers is a place where scrutiny is failing. 

Commission Members should be promoting and taking the lead on

scrutiny. However Scrutiny Panels need the services of other non-

Cabinet Members that are willing and an understanding how Scrutiny

process works. 

Councillors on panels and the Commission are strongly encouraged to

go out and do their own research, visits or other relevant work and

report it in. 

It is accepted good scrutiny practice for Members to adopt a critical

friend approach which helps them provide rigorous and effective chal-

lenge. 

Training sessions on scrutiny are organised for all Members and there

are regional events and other networking opportunities available. 

Scrutiny Support Team 

The Scrutiny Team provides administrative support to the Commission

and Scrutiny Panels. Its officers have the tricky task of being responsible

to both the wishes of the Members they support, as well as senior

Council staff. 

The tasks of the scrutiny section include:

• Acting as advocates for scrutiny across the Council  

• Supporting meetings of the Commission and panels by preparing 

agendas, writing minutes/ notes and giving procedural advice

• Advising Members on appropriate topics for review and doing 

research on relevant issues as required

• Arranging site visits and attendance of witnesses at meetings

• Writing panel reports for the Commission 

• Giving any other scrutiny related assistance as might reasonably be 

expected by Members on the Commission or panels

The Scrutiny Support Team is the primary reference point for queries

and information about the Commission and its panels. 

Public Participation

Public involvement is always welcomed in Scrutiny; from attending the

Commission to ask a question, during public question time to suggest-

ing a topic for a scrutiny review. 

Members of the Public can also be co-opted on to Scrutiny Panels (as

detailed previously). Also due to the more informal approach of Panels,

members of the public may be allowed to ask questions during the

review, with express permission of the Chair.

All Scrutiny meetings are held in public. Occasionally there may be an

item on the agenda that has been deemed to contain exempt informa-

tion, then in this instance the public would be required to leave.

Written evidence/ questions from the public may also be considered as

part of the review or by the Commission.

10



Appendix 1 – Scrutiny Suggestion Form
Please complete this form if you would like an area or topic to be considered for review by the Overview and Scrutiny Commission.  Guidance for

completing the form is attached.  Please return completed forms to the Scrutiny Support Team in the Legal and Democratic Services Division at

Crawley Borough Council. 

Name: .................................................................................................................

Suggested topic: .............................................................................................

Contact Details: ...............................................................................................

Date of Request: .............................................................................................

Proposed scope / focus of review

Your rationale and the evidence for selection

Desired outcomes/objectives

Other comments

(Please continue on a separate sheet if required)

N.B. Scrutiny does not look at individual complaints or the decisions of any regulatory Committee (Development Control, Licensing & Standards)
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SCRUTINY SUGGESTION FORM – GUIDANCE NOTES

These guidance notes are intended to assist in the completion of the form.  If you have any queries on the form or require any further information

on selecting topics for review please consult the Scrutiny Guide or contact one of the members of the Scrutiny Support Team – Telephone Number:

01293 438697 or 438549 or scrutiny@crawley.gov.uk

Proposed scope / focus of review
1) Identify precisely what will be reviewed to provide focus and

direction.

2) If appropriate, identify what will not be included in the review and

outline why.

Your rationale and the evidence for selection
1) What are the reasons and evidence for reviewing the topic and the key issues? 

2) Are they good ones which will stand up to scrutiny themselves?

e.g. 

a) Is the issue important to local people?

b) What is the strength of Member interest?

c) Is there any evidence of dissatisfaction with the service or under performance?

d) Does the review have the potential to make a difference?

e) The focus must be on improving services, performance, policies or decisions for residents and/or significant savings.  

Desired outcomes/objectives
1) What are the outcomes the review is seeking or expected to

achieve?

2) How will it benefit or impact on the local community and add real value to the work of the Council to justify the time and effort?

3) How will the outcomes assist in achieving corporate priorities? If so, identify which ones.

4) How will it improve local accountability?

Other comments
1) Any other information, proposals or queries.

e.g. How will the subject be reviewed and is this achievable by the resources available?

2) The Commission needs to be aware of any impact on the ability of officers to deliver services especially small teams where there is likely to be 

a disproportionate impact.

3) What sort of timescale is involved? 

4) Need to check what else has happened, is happening or is planned in the areas being considered in order to avoid duplication or wasted effort 

( i.e. have regard to the wider programmes of reviews recently completed, being undertaken or programmed e.g. Best Value Reviews, Service 

Review Investigations and Corporate Projects etc.).

5) Are there other, more suitable, ways of investigating or picking up

the issues?

6) Identify any particular risks.
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Appendix 2 – Scoping Framework 

Title of Review: …………………………………………………………………………

PART1: THE REVIEW

Section 1 - Terms of Reference

Section 2 – Reasons for the Review

Section 3 - Key Objectives of Review

Section 4 - What will not be included in the scope (and why)

PART 2: EVIDENCE GATHERING AND PLANNING

Section 5 - Key Documents and Background Information

Organisation Name/Position Reason for Inviting

Section 6 - Witnesses to be invited



Location/Event Date Purpose of Visit

Section 7 - Site Visits and Attendance at Events

Section 8 - Community Engagement Proposals

Section 9 – Planning the Panel’s Work Programme

Section 10 - Resources and Responsibilities

PART 3: ADMINISTRATIVE CHECKLIST

Chair/lead Member of Scrutiny Panel

Other Members of Scrutiny Panel

Possible co-optee(s)

Lead Officer(s)

Scrutiny Support

Portfolio Holder

Head of Service

Director

Date Details: (e.g. witnesses, objectives etc.)

Projected start date

1st panel meeting 

2nd panel meeting

Site Visit

3rd panel meeting

4th panel meeting

x panel meeting

Projected completion date

Section 11 - Reporting Arrangements

Section 12 - Monitoring/Feedback Arrangements

Section 13 - Approvals

Committee/Body Date

Final report of Panel to Overview and Scrutiny Commission

Final report to Cabinet (as appropriate)

Final report to other Committee, full Council or Body (as appropriate)

Body/Committee Details Date

Details By whom Date

Terms of reference agreed OSC

Scoping Framework - drafted

Scoping Framework - first agreed Panel or OSC

Scoping Framework - latest update Panel
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Appendix 3 – Useful Information 
Useful Network 

South East Employers (SEE) is an Employers’ organisation which has an

established Elected Members and Scrutiny Officers Networks to which

CBC belongs.  These networks provide opportunities to discuss and

exchange information and best practice around scrutiny and identify

key issues.  They also usually meet twice a year.

Useful Websites

www.cfps.org.uk     www.idea-knowledge.gov.uk 

www.lga.gov.uk www.westsussex.gov.uk

Useful Publications

The following publications are available, some as free downloads, from

the CfPS website at www.cfps.org.uk :

• The Development of Overview and Scrutiny in Local Government, 

ODPM (2002)

• The Good Scrutiny Guide, CfPS (2006 – 2nd edition)

• Guidance for District Councils, CfPS (2004) 

• Successful Scrutiny, CfPS (2004, 2006 and 2007)

• Overview and scrutiny in local government: a handbook for elected 

members, CfPS (2006)

• Putting it into Practice: The Questioning Technique, CfPS (2007) 

• Scrutiny Bites, CfPS (2007) 

• Life of the Party, CfPS (2007)

• How to win friends and influence partners, CfPS (2008)

• The Independent Minded Governor, CfPS (2008)

• Library Monitor No. 7: Community Engagement, CfPS (2008)
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Appendix 4 – Constitution Article 6
– Overview and Scrutiny Commission
Terms of reference

The Council will appoint an Overview and Scrutiny Commission with the

following terms of reference to discharge the functions conferred by sec-

tion 21 of the Local Government Act 2000 or regulations under section

32 of the Local Government Act 2000:

1. The performance of all overview and scrutiny functions on behalf of 

the Council.

2. The appointment of task-orientated, time-limited scrutiny panels, 

with membership that reflects the political balance of the Council 

and the setting of such terms of reference and duration as it 

considers appropriate to fulfil those functions by carrying out 

overview and scrutiny on functional matters or cross-cutting themes 

or with an area focus. 

3. To receive requests from the Cabinet for scrutiny involvement in 

policy review and development and decide how to respond.

4. To monitor the Cabinet’s Forward Plan and, where appropriate, 

comment on proposals prior to the Cabinet taking a decision.

5. To receive all appropriate performance management and budget 

monitoring information. (This function may either be carried out by 

the Commission or by one of its panels).

6. To approve and co-ordinate an annual overview and scrutiny work 

programme, noting the programme of any scrutiny panels it 

appoints so as to ensure that the Overview and Scrutiny 

Commission’s and scrutiny panels’ time is effectively and efficiently 

utilised.

7. To ensure community and voluntary sector organisations, users of 

services and others are appropriately involved in giving evidence to 

relevant scrutiny panels.

8. To undertake Best Value Reviews of the Council’s services and to 

monitor the implementation of previously completed Best Value 

Reviews.

9. To review the implementation of other completed scrutiny reviews.

10. Where appropriate, to review any other issue affecting the Borough 

but for which the Council is not directly responsible.

General Matters

1. Overview and Scrutiny Commission

The Overview and Scrutiny Commission has responsibility for all

overview and scrutiny functions on behalf of the Council. It has a remit

to review or scrutinise the full range of the Council’s activities.

Specifically the Commission undertakes policy review, looks closely at

decisions the Cabinet is going to take, and oversees the work of the

Cabinet. It therefore has an overview of activities across the Council.

2. Scrutiny Panels

The Overview and Scrutiny Commission may establish time-limited

scrutiny panels, the number to be running at any one time to be subject

to resource constraints. These panels will be charged with carrying out

an in-depth investigation into a specific service area or policy or any

issue of genuine importance to the town. Each panel will work to a spe-

cific brief set out by the Commission and will report to the Commission.

Membership of the scrutiny panels may be drawn from the Commission

itself and/or from other non-Cabinet Members of the Council. The pan-

els will be politically balanced. Membership will depend on the knowl-

edge and expertise required to deal with the matter in hand, as long as

the principle of independence is not compromised. The Commission will

appoint the Chair of each panel from the membership of the

Commission and agree the other panel members in consultation with

the party group secretaries.

Choosing the topics for the scrutiny panels to work on is a key task for

the Commission. It will be impossible for the scrutiny panels to cover all

the Council’s activities and there is therefore a need to prioritise particu-

lar issues. It will also be important for the Commission to hold some

capacity in reserve for urgent issues that may emerge.

Specific functions

(i) The Overview and Scrutiny Commission (and its panels) may:

(a) review and scrutinise the decisions made by and the performance of

the Cabinet and Committees and Council employees both in 

relation to individual decisions and over time;

(b) review and scrutinise the performance of the Council in relation to 

its policy objectives, performance targets and particular service 

areas;

(c) review other issues which might have impact on quality of life in the

Borough;

(d) review any matter relating to, or arising out of, any issue that has 

previously been referred to scrutiny;

(e) review and scrutinise the performance of other public bodies in the 

area and invite reports from them by requesting them to address 

the Overview and Scrutiny Commission or panel and local people 

about their activities and performance;

(f) question and gather evidence from any person (with their consent); 

and

(g) question members of the Cabinet and Chairs of Committees and 

Directors/Heads of Service about their decisions and performance, 

whether generally in comparison with service plans and targets over 

a period of time, or in relation to particular decisions, initiatives or 

projects;

In addition, the Overview and Scrutiny Commission may:

(h) make recommendations to the Cabinet (if the proposals are 

consistent with the existing budgetary and policy framework), to a 

committee where the matter falls within its terms of reference or to 

the Council as appropriate (e.g. if the proposal would require a 

departure from or a change to the agreed budgetary and policy 

framework or if it relates to the outcome of a best value review).  

Where the Council is to receive the report, a copy of the report will 

be submitted to the Cabinet held in the same cycle.  The Cabinet 

may comment upon the report and these comments will be 

presented to the Council at the time the report is considered.

(i) exercise overall responsibility for the finances made available to 

them;
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(j) exercise overall responsibility for the work programme of the 

employees employed to support their work. 

(ii) The Overview and Scrutiny Commission (and its panels) will conduct

their proceedings in accordance with the Scrutiny Procedure Rules 

set out in Part 4 of this Constitution.

(iii) The remit of the Overview and Scrutiny Commission (and its panels)

is not to perform the function of an appellate body nor to examine 

individual complaints.

(iv) The Overview and Scrutiny Commission will not normally be 

responsible for the development of new policies.  This function will 

be carried out by the Policy Development Forums (see pages 376 of 

this Constitution), except where policy development arises from the 

Overview and Scrutiny Commission reviewing current policy in which

case the Commission may, as part of the review, recommend new 

policies.

Role of Chair of Overview and Scrutiny Commission

(i) To oversee and provide leadership, management and strategic 

direction to the Overview and Scrutiny Commission and process.

(ii) To develop and promote the role, profile and impact of overview 

and scrutiny.

(iii) To develop a knowledge of the Council and how it relates to other 

organisations and the community.

(iv) To develop the skills set for a successful chair of overview and 

scrutiny.

(v) To chair meetings of the Overview and Scrutiny Commission 

impartially, encouraging contributions from all Commission 

Members;

(vi) To consider how Scrutiny work might be assisted by:-

• arranging informal discussions outside the committee process or 

undertaking visits 

• inviting outside contributors to attend Overview and Scrutiny 

Commission meetings 

• calling for reports from Directors or Service Heads or commissioning

research.

(vii) To produce a report for submission to the Cabinet, at a Committee 

or the Council as appropriate.

(viii) To present review reports at the Cabinet, at a Committee and/or at 

the full Council.

Scrutiny and the Forward Plan

Following the publication of the Forward Plan, Members will be invited

by the Head of Democratic Services to indicate which items, if any,

should be scrutinised prior to consideration by the Cabinet. Items should

not be identified for overview and scrutiny commission consideration if

a Member’s queries could easily be answered by reference to the appro-

priate Head of Service or relevant Cabinet Member.
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