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Template for Committees / Sub-Committees / Groups to Exception Report to Senior Committee / Board
Exception Reports
	[bookmark: _Hlk137645845]Name of Committee/Sub Committee
	

	Chair of Committee
	

	Senior Officer Supporting Committee
	

	Date Committee Held
	



	Key Decisions and Matters Considered by the Committee / Sub Committee

	· Provide a brief summary of the key decisions made by the Committee, and other substantive matters discussed.

	Concerns identified and being managed at Committee/Sub Committee level

	· Explain the concern, what corrective actions will be taken, by when and by whom to address the issue, and where progress will be overseen.

	Matters Requiring Board/Committee Consideration

	· Be very clear about the reasons for escalation and what you are seeking from the Committee/Board. 
Advise if a separate paper is being prepared and the timescale for presentation.

	Key Risks and Issues

	· Set out the risks above tolerance levels being overseen by the Committee/Sub Committee which are being escalated for review/action, with the following information:
· Risk ref, description, and current score.
· Mitigation in place and planned, and level of assurance with regard to reducing risk.

	Date of Next Meeting

	· 

	Substantive Committee/Sub Committee Business for the Next Meeting

	· 
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