
         Appendix 6 
 
 

Scrutiny Witness Charter 
 
 
Attending an Overview & Scrutiny Commission (OSC) or Scrutiny Task and Finish (STF) 
group meeting as a witness is often a new experience for people.  Breckland Council 
recognises the need to support witnesses.  We will keep witnesses informed throughout the 
scrutiny process to try and ensure that the experience is as stress-free as possible. 
  
The Council will: 
  
1.   Inform the witness of the time, date and place of the scrutiny meeting at which their 
evidence is to be taken. 
  
2.   Inform the witness of the matters about which the scrutiny body wish to ask them. Inform 
the witness of any documents that the OSC or STF group wishes to have produced for them. 
  
3.   Provide reasonable notice of all of the requirements of the scrutiny body to enable the 
witness to respond in full at the earliest opportunity. 
  
4.   Provide copies of all relevant reports, papers and background information. 
  
5.   Arrange for the Chair of the scrutiny meeting to introduce himself/herself to the witness 
prior to the proceedings.  
  
6.   Ensure that all witnesses are treated with courtesy and respect and that all questions to 
witnesses are made in an orderly manner as directed by the Chairman of the meeting. 
  
7.   Ensure where appropriate that the witness is provided with information about claiming 
witness expenses.  
  
8.   Following the proceedings, write to the witness and where appropriate, inform them of 
the outcome. 
  
9.   The Council’s protocol on Member/Officer Relations will apply to all internal witnesses. 
  
NOTES OF GUIDANCE FOR WITNESSES 
  
 1.     Who will be at the scrutiny meeting? 
  
          Scrutiny meetings are all held in public and the press and media may be present.  In 
practice, unless it is a high profile issue it is rare for there to be more than one journalist 
taking notes.  Members of the public are always welcome, but are not usually present in 
large numbers.  Members of the scrutiny body will be elected councillors. A Member 
Development/Scrutiny Officer will be present (usually the person you’ve had contact with 
about attending the meeting), and a Committee officer will minute the meeting.  Other 
officers with an interest in the scrutiny topic(s) on the agenda may be present. 
  
2.      What happens when I arrive to attend a scrutiny meeting? 
  
          Upon arrival at the venue for the scrutiny meeting you will normally be met by 
someone from the Member Development team.  The Member Development/Scrutiny Officer 
will make contact with you prior to the meeting to confirm the arrangements, and where 
possible give you an indication of when your evidence is likely to be heard and explain the 
format for the meeting.  If you have any particular anxieties or questions then you should not 
hesitate to raise these with the Member Development/Scrutiny Officer.   The Chairman of the 
scrutiny meeting will also introduce her/himself to you before the start of the meeting. 
  



3.      What happens when I give evidence? 
  
          Witnesses are welcome to attend the entire meeting or can wait outside the meeting 
venue until the relevant agenda item.  When you are called you will be shown to a seat at 
the table with the members of the scrutiny body.  Members of the scrutiny body will ask you 
questions in an orderly and respectful manner as directed by the Chairman of the meeting. 
  
Remember: 
  
(i)     take your time and speak slowly and clearly; 
  
(ii)     ask for questions to be repeated if you do not understand or cannot hear; 
  
(iii)    if you are not sure of the answer then say so.  
  
After you have finished giving your evidence you are free to leave if you wish to do so.  
  
  
4.      Can I claim expenses? 
  
          If as a result of being asked to attend a Scrutiny meeting you have incurred 
expenditure then you are entitled to claim reasonable ‘out of pocket’ expenses.  You should, 
where possible, obtain receipts of any expenditure.  If you would like to claim for your 
expenses, please ask the Member Development/Scrutiny Officer.  The Council does not 
reimburse the expenses of witnesses employed by Breckland Council. 
 
 
 


