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Outline and recommendations 
 
This report provides the Local Democracy Working Group (LDWG) with an update on the 
development of a new report template and guidance, as recommended by the Local 
Democracy Review. 
 
The new report template and guidance have now been produced and officers are starting to 
use them. Writing reports using the template and taking account of the guidance should 
make Council reports more consistent and easier to understand. Feedback from councillors 
and officers and the public will be used to improve the template and guidance further over 
the next few months. By April 2020, officers will be required to make sure all reports are in 
this new format and style.  
 
In this report, the Local Democracy Working Group (LDWG) are asked to note the work 
undertaken to date and the proposed next steps for implementation. 
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Timeline of engagement and decision-making 
 
May 2018 – Mayor Damien Egan promises to launch a review that will make the Council 
‘even more democratic, open and transparent’ 
 
July 2018 – Full Council agrees to establish a Local Democracy Review Working Group 
consisting of eight councillors. They are tasked with making recommendations about how 
the Mayor and Council could enhance their openness and transparency, increase public 
involvement in Council decisions and promote effective decision-making 
 
September 2018 to January 2019 – the Working Group gathers evidence from a wide 
range of residents, community groups and local councillors (including an online 
questionnaire completed by over 700 respondents, workshops at four secondary schools 
and attendance at over 40 events) 
 
January to March 2019 – the Working Group collects their evidence into a final report, 
which identifies 57 recommendations for change 
 
March/April 2019 – Mayor & Cabinet and Full Council agree the report and  
recommendations 
 
April 2019 to March 2020 – the retained Local Democracy Working Group oversees 
delivery of the recommendations 

 

Reason for lateness and urgency 
 
The report has not been available for five clear working days before the meeting and 
the Chair is asked to accept it as an urgent item. The report was not available for 
dispatch on 10th December 2019 because of the pre-election period. The report cannot 
wait until the next meeting because this was the only suitable date available in the 
Council calendar in advance of Christmas based on member availability and decisions 
are required to enable work to progress in advance of the next scheduled meeting. 
 

1. Summary 
 

1.1. This report provides the Local Democracy Working Group (LDWG) with an update on 
the development of a new template and guidance for Council reports. 

 

2. Recommendations 
 

2.1. The LDWG is recommended to: 
 

 Note the work undertaken to date and proposed next steps for implementation 
 

3. Policy context 
 

3.1. The recommendations of the Local Democracy Review are consistent with all the 
Council’s corporate priorities (outlined in the Corporate Strategy 2018-22) as effective 
decision-making underpins the delivery of every commitment within the strategy. 
However, the recommendations are particularly relevant under the priority of: 
 

 Open Lewisham – Lewisham is a welcoming place of safety for all where we 
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celebrate the diversity that strengthens us 
 

4. Background  
 
4.1. Recommendation #19, #20, #21, #23 and #24 of the Local Democracy Review are 

part of the ‘Openness & Transparency’ theme. They sit under the thematic area of 
‘Language & Reporting’, with Cllr Kelleher as LDWG Champion. 
 

4.2. These recommendations state that: 
 

 Recommendation 19: An improved style guide and template for all officer 
reports should be developed and introduced to consistently improve the 
accessibility and standard of reports. 

 Recommendation 20: The report template and guidance should require a 
clear ‘plain English’ summary and a ‘timeline of engagement and decision-
making’ to be present at the beginning of every report. 

 Recommendation 21: Underpinning the development of the improved style 
guide to improve the accessibility of reports, consideration should be given to 
utilising appropriate tools such as the Flesch Reading Ease Readability 
Formula, and also to seeking appropriate support and accreditations. 

 Recommendation 23: An open channel/portal should be provided for people 
to provide direct feedback on the accessibility of reports and publications so 
there is ongoing learning and improvement based on direct feedback from 
citizens. 

 Recommendation 24: A Glossary of Terms should be provided in reports 
where necessary to explain some of the key phrases used in local government 
(‘jargon’ shouldn’t be used and reports should be plain English). 
 

5. Work to date and next steps 
 

5.1. The implementation of these recommendations has been divided into three phases: 
 

 Development (Autumn 2019) – research best practice, establish Plain English 
and accessibility principles, test feedback processes, engage key officers and 
members, align template with Corporate Strategy priorities and draft report-
writing guidance 

 Transition (December 2019 to March 2020) – share new template and 
guidance internally, brief senior officers on key changes, pilot new approach, 
gather feedback from report authors and residents. The template and 
guidance will then be reviewed and refreshed to reflect feedback and further 
training will be provided to report-authors 

 Implementation (April 2020 onwards) – the new template and guidance will 
become standard policy for all public reports. Public feedback will be 
continuously monitored and disseminated to officers in order to continuously 
improve the accessibility and readability of reports 
 

5.2. The new report template includes a timeline of engagement and decision-making, a 
Plain English summary and a glossary explaining any technical terms used in the 
report. The accompanying guidance provides support for officers when drafting their 
report, particularly in relation to financial, legal, crime and disorder and equalities 
implications. Officers are also required to clearly state any climate change and 
environmental implications, health and wellbeing implications and social value 
implications (if the report is recommending an award of contract).  
 

5.3. In addition, the report template is fully compliant with the Council’s accessibility policy 

https://lewisham.gov.uk/contact-us/send-us-feedback-on-our-reports


  

Is this report easy to understand? 
Please give us feedback so we can improve. 

Go to https://lewisham.gov.uk/contact-us/send-us-feedback-on-our-reports 

whilst the guidance summarises the Plain English Campaign’s ‘Plain English 
Principles’ and provides links to online ‘readibility’ tools.  
 

5.4. A link to a short online form will be included in the footer of every report, which will 
enable residents to provide direct feedback on the accessibility of reports and 
publications, specifically whether they are: 
 

 Written in plain language 

 Brief and to the point 

 Provides a summary of key points 

 Free from jargon or technical terminology 

 Clearly formatted 

 Contain a glossary 
 

5.5. Feedback will be evaluated on a regular basis and shared with report authors, 
Agenda Planning and DMT’s to ensure learning and improvement in report writing 
practice. 
 

6. Financial implications  
 
6.1. The Local Democracy Review was delivered with a budget of £10k, primarily by using 

existing expertise and resources within Corporate Policy. No further budget was 
allocated for the delivery of the 57 recommendations and there is an expectation that 
implementation will be achieved within existing resources wherever possible (given 
the Council’s ongoing budget savings process). If additional financial resources are 
required for the delivery of a specific recommendation, officers will provide a separate 
report with detailed financial implications for consideration by the appropriate 
decision-maker. 

 

7. Legal implications 
 

7.1. The Councils constitution follows the legal requirements relating to council decsion 
making. The new format should enable council still to produce reports that set out the 
rationale for its decisions in accordance with legal and constitutional requrements. 
 

8. Equalities implications 
 

8.1. The key driver behind the development of a new template and guidance is to improve 
the quality, accessibility and consistency of Council reports. This work, together with 
the online feedback form, will enhance residents’ understanding of Council business 
and decision-making, thus enabling them to become more involved in local 
democracy.  

 

9. Climate change and environmental implications 
 

9.1. There are no specific climate change and environmental implications arising from this 
report. 
 

10. Crime and disorder implications 
 

10.1. There are no specific crime and disorder implications arising from this report. 
 

11. Health and wellbeing implications  
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11.1. There are no specific health and wellbeing implications arising from this report. 
 

12. Background papers 
 

 Local Democracy Review: Report Of The Working Group (Spring 2019) 
 

13. Glossary 
 

Term Definition 

Local Democracy Review 

The Local Democracy Review was a councillor-led review of local 

democracy in Lewisham, which made recommendations about 

how the Mayor and Council could enhance their openness and 

transparency, increase public involvement in Council decisions 

and promote effective decision-making. 

Local Democracy Working 

Group 

The Local Democracy Working Group is a group of eight 

councillors who are responsible for implementing the 

recommendations of the Local Democracy Review during 

2019/20. 

Plain English 
Clear and unambiguous language, without the use of technical or 

difficult terms. 

Jargon 
Special words or expressions used by a profession or group that 

are difficult for others to understand. 

 

14. Report author and contact 
 

14.1. If there are any queries about this report, please contact Charlotte Parish (Principal 
Officer – Policy, Service Design & Analysis) by email 
(charlotte.parish@lewisham.gov.uk) or telephone (020 8314 6101). 
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