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The Report cover sheet

The Executive summary cover sheet must be provided for all committee reports by the report author for the attention of the Executive Leadership Team (ELT) or otherwise and should only by exception exceed two pages.

Please note, only sections highlighted in yellow can be edited. This is to ensure report formatting remains consistent. If a section is not relevant, please note N/A, (see section 5). Please continue to ensure that the font on both the cover sheet and report remains Arial, size 12.

Committee reports are numbered/referenced from 1 January each year i.e. ELT 23/001 (January 2024). The cover sheet must cover the following headings: 

1. Recommendations:

Use the drop down facility according to the following:

For approval/endorsement/information/discussion:  Information

Please ensure the drop down selection is correct. 
· Items for information will not usually be discussed at the meeting.

· Items for discussion/information do not require endorsement/approval. 

· Items for endorsement, the meeting or Committee will not have the final authority for granting approval, but those attending the meeting or Committee are invited to provide their support for the proposal to move to another Committee or to the Board. 

· Items for approval, the Meeting/Committee/Board must have the authority to approve. 

2. Purpose:

State why the paper is being presented. Previously this may have stated ELT, Board or the Committee. The refreshed intention is for the same cover sheet to be used as the report progresses through various forums (for example from ELT to Committee and the Board if appropriate).

See the following example text:

· “To provide the Year End report for the financial year 2023-24 for the subsidiary and related companies…….”.

As opposed to stating:

· “To provide ELT/Committee/Board/Academic Board the Year End report for………….”.

3. Executive Summary:

Please provide a summary of the report outlining the key points/risks, detailing enough information to assist members/the audience in making a decision without reference having to be made to the full report. 

4. Strategy 2030, Related Supporting Plans:

If applicable, indicate which of the supporting plan(s) the report relates to, as referenced within the Liverpool John Moores Strategy 2030. Staff can also access the supporting plans online.

5. Office for Student (OfS) Considerations: 

Please indicate the Condition of Registration this report relates to, if applicable. 

Conditions can be found at: Conditions of registration - Office for Students.

6. Equality Impact Assessment (EIA) Considerations 

We are expected to analyse the impact of our current, intended or draft policies, processes, procedures and practices to ensure that they do not have any negative, adverse or detrimental impact on the protected characteristics listed in the Equality Act 2010.

Please refer to the following section of the website, which outlines the University’s approach to impact assessments: LJMU Equality Impact Assessment Documents. 

Guidance documents contained above, should be used to inform the reports when policies, strategies, regulations, procedures, guidelines, etc are recommended for information, discussion, endorsement or approval. Please provide a short summary of any relevant considerations on this section of the cover sheet.
7. Other Professional Body/Regulatory Considerations, (including country-specific quality/government oversight bodies), not including the OfS: 

This is only applicable to the Academic Quality and Standards Committee.

If applicable, please use this section to confirm how the paper responds to and/or aligns with the requirements of a Professional, Statutory or Regulatory Body (excluding the OfS), including any country-specific quality/government oversight bodies, for example the Chinese Ministry of Education.

Report authors should ensure that they identify the applicable Professional, Statutory or Regulatory Body. For example, “The portfolio has been produced to inform the Health and Care Profession Council’s (HCPC) performance review process”.

8. Financial Implications/Risk Analysis:

To be detailed within the report, but the cover sheet may state, for example:

· “……The financial implications and risk analysis are discussed throughout the report……”. 

Please then provide a short summary, (no more than 3-4 sentences).
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