Top Ten Hints and Tips – Planning and Scoping Scrutiny
1. Be very specific about the subject and the scope of work

a. Be as precise and clear  as possible

b. Avoid going off track/looking at an area of work which may be too large and possibly be another subject

c. Have a process in place to record all evidence and notes

d. share the scope with officers – it’s good to bounce off ideas

2. Share your thoughts and plans with officers

a. Meet with Head of Service/equivalent  share your idea

b. Be very clear about the area of work
c.  and what you expect from the officers

d. Give them an opportunity to share their thoughts (remember it’s a partnership)

3. Keep to timescales and agreed targets

a. Avoid unnecessary delays /disorganised

b. Meet when you say you will

c. Do what you say you will do

d. Let the coordinator know of you cannot keep to the agreed timescale

4. Make sure all members have a part to play

a. Utilise the skills, experience and knowledge of fellow members

b. Speak to other Housing providers and if possible other service providers

c. Ensure the work is evenly distributed
d. Have regular contact to make sure everyone is on track

5. Share your plans with others 
a. Remember if anything changes inform officers etc

b. Have key milestones in place as soon as possible

6. Have the important dates from your housing provider
a. Board dates

b. Committee dates

c. Important events that may affect your project

7. Recording important information
a. Strengths, weaknesses and areas for improvement

b. Have a form to do this 

c. Every contact /interview etc should be recorded

8. Have the evidence
a. Cannot be hearsay

b. Check what you are told

c. Triangulation

9. Agree how it is to be reported

a. Utilise the officers

b. Ask for independent help

10. Enjoy the journey

a. Share your learning

b. Start again remembering where you may have to improve from the last piece of work

Aome extras…

· Debrief during the process

· Debrief staff to keep them on side

· Get your scrutiny on the agenda for team meetings of staff

