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If a Ward Councillor has concerns regarding the speed of progress or action at any stage 
they can request that the matter be considered at an Overview Select Committee agenda 
meeting with the Ward Councillor(s), the relevant Scrutiny Commission Chair and the 
Divisional Director invited. 
 
The lead officer to copy Democratic Support into all correspondence to allow update of the 
monitoring report. 

Petition passed by Democratic 
Support to Divisional Director 

Lead officer identified  

Lead officer investigates and 
consults petitioners / ward 
councillors / partners and 
prepares pro -forma 

Monitoring of pro-
forma by relevant 
Scrutiny 
Commission  
Chair 

Supported  Further scrutiny 

Democratic Support 
update monitoring as 
closed 

Stage 1 

Assessment  
Petitions Scheme to be 
completed within 10 
working days of receipt 

Stage 2 

Investigation and 
decision 
 
Department to investigate 
and agree a response with 
Cabinet lead – OSC to 
receive monitoring reports 
on progress  
to be normally completed 
within 2 months  – not 
exceed 3 months 
 
In special circumstances 
where 3 month deadline will 
be exceeded petitioners to 
be fully informed 

Stage 3 

Scrutiny 

 
Scrutiny of response 
and resolution of 
issues 

Stage 4 

Close 

Public 
right of 
appeal to 
Scrutiny  

If proforma not 
completed within three 
months issue referred 
to OSC agenda 
meeting 

Referred to OSC agenda 
if Scrutiny Chair sees as 
best practice to share 

Throughout 
the process 
Democratic 

Support 
Officer will 
chase every 
month for 

OSC 
monitoring 

Cabinet Lead to consider 
pro forma / response 
created by lead officer and 
determine way forward 

Democratic Support invites 
relevant Scrutiny Commission 
Chair, Ward Councillor and 
Divisional Director / Cabinet Lead 
to the next OSC agenda meeting 
to discuss how to progress 
 

 
 
 
Lead officer sends a 
letter to petitioners 
and ward Councillors 
finalising the 
response and 
actions the 
recommendation as 
appropriate 

Supports 
action 

Refer to 
OSC / 
possible 
referral to 
Cabinet 

If policy change 
read report 
prepared for 
Cabinet 


