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SCRUTINY

TASK AND FINISH PANELS GUIDANCE NOTES

Introduction
1. Task and Finish Scrutiny Panels are established by the Overview and Scrutiny Committee in
order to deal with ad hoc projects or reviews included in the annual work programme for Overview
and Scrutiny.

2. Task and Finish Scrutiny Panel status will be restricted to those activities which are issue-
based, time limited and non-cyclical in character and have clearly defined objectives.

3. Task and Finish Panels as with all Overview and Scrutiny must be member led. The
members should control the agenda and have ownership of the work programme.

Scoping Phase

4, (Pre Scoping) Before their first meeting with the Chairman, the Lead Officer should hold an
informal meeting with any officers that may be connected to the topic to be reviewed to try and
establish any and all issues related to the subject, so that that the Lead Officer on meeting with the
Chairman, has some background information to submit.

5. (Scoping) At the start of a Task and Finish Panel the Lead Officer will draft the Terms of
Reference in conjunction with the Chairman of the Panel. The Panel will then meet to discuss the
Terms of References and decide how they are to achieve their goals. An emphasis must be put on
clear and realistic objectives, which are timely and time limited.

6. Terms of Reference and objectives should, if at all possible, be defined using the SMART
objective framework:

Specific Measurable Achievable Realistic Time Limited
7. The life cycle of a Task and Finish Panel will look like this:
Creation of Objective Investigation
e . e
Panel Setting
Report / . .
Recommendations Conclusion Evalss\t/lizcvand




Investigation Phase

8. Before any conclusions can be drawn, evidence must first be gathered. All available sources
must be tapped, making the most of the expertise within the Council, any outside organisations and
public opinion if applicable.

9. The investigation phase can be handled as a full group review or as a ‘delegated tasks’
approach, with individual members or small sub groups, gathering evidence to bring back to the full
Panel.

10. Any reports by officers to a Task and Finish panel should provide relevant evidence and
background but should not make any recommendations. They should be done in an informal style,
and not mirror the house Cabinet, Portfolio Holder style of reports.

11. If thought necessary outside bodies should be involved in the evidence gathering phase,
either by inviting that organisation to give a one off presentation or by co-opting an outside member
onto the Panel for the duration of the Panel’s life in a non-voting capacity.

12. Creativity and imagination should be used in gathering evidence. Ways can and should be
found of getting the views of groups who may be overlooked. Perhaps the review should be
publicised and contributions invited, the use of community venues encouraged and feedback
provided to participants.

Witnesses and Questioning

13. When gquestioning witnesses, questions should be kept brief, clear and to the point. Start
with broad questions first and then narrow down the focus. Remember to use ‘follow ups’ to obtain a
clearer explanation. The use of pre-meetings could be used to organise the Panels approach to the
guestioning of ‘witnesses’ and to get the most out of the session.

14, Remember the panel is not there to trip people up, “grill” them, apportion blame or to make
their life difficult. Rather it is to understand the issues affecting the topic under review and how it
affects the District Council and its residents.

Gathering Evidence

15. Methods of evidence gathering should be as systematic and objective as possible, not just
anecdotal. Use a variety of approaches and not just rely on a single source. Some different ways
that evidence could be gathered are:

Statistical Surveys;

Focus Groups and Workshops;
Public Meetings;
Self-advocacy groups;

Street surveys;

Site visits;

Mystery Shopping.

Panel members should carry out these tasks, design the survey forms or prepare the questionnaires
themselves. Officers are to be used in an advisory capacity only.



Report and Follow-up

16. The concluding report will need to be clear, concise, evidence based with illustrative
anecdotes. All the evidence gathered should be listed and if thought appropriate summarised. There
will need to be clear, realistic and specific recommendations formulated so that progress can be
measured and followed up. The report should (wherever practicable) ask for responses to its
recommendations within a realistic time period. (A draft format of a Task and Finish report is
attached.)

17. The report should, if thought appropriate, be promoted to the public, e.g. through a press
release and/or publicised via our website.

18. A mini-review of outcomes be carried out after an appropriate period (not later than six
months (if appropriate) after the end of the panel). The results of this review should be reported
back to the main Overview and Scrutiny Committee. The entire Panel should not be involved in this
follow-up review. The Chairman on his/her own or a small sub-group of two or three members would
be enough. They could provide the full panel with a short written report on their findings if
necessary; otherwise a verbal report would suffice.
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