
Introduction to committee management system 1

modern.gov

 

 
 

 
 

 
Introduction to the  

Committee Management System (CoMS)  
Public Version 

 
 
 
 
 

 
 

 
 
 
 
Date:   Revised October 2005 



 

  

 
 
 
 
CONTENTS 
 
1. Introduction.......................................................................................................3 
1.1 Overview.............................................................................................................3 

1.2 What does it achieve? ........................................................................................3 
1.3 Who can use the system?..................................................................................3 
1.4 Where to find the CoMS system ........................................................................4 

2. How does the system work?...........................................................................6 

3. Councillors’ Details..........................................................................................9 
3.1 Viewing the Councillors’ Details .........................................................................9 

4. Parish Council Details ...................................................................................11 

5. Calendar ..........................................................................................................12 

6. Accessing Information...................................................................................13 
6.1 Searching for Documents.................................................................................13 

6.2 Agendas/Meetings............................................................................................15 

6.3 Exempt Reports................................................................................................16 

6.4 Forward Plans ..................................................................................................16 

6.5 Decisions ..........................................................................................................17 

7. Subscribe to Updates ....................................................................................18 

8. USER POLICY STATEMENT..........................................................................20 
 
 
 
 
 
 
 
If you have any problems with these instructions or have comments to make 
on how they can be made clearer, please contact Simon Hill on 01992 564249  



 

  

1. Introduction 

1.1 Overview  
 
The Committee Management System (CoMS) provides information relating to 
Councillors, meetings of the Council and information relating Councillor activities 
(E.g. outside bodies).  

1.2 What does it achieve? 
 
The system has been introduced to speed up the process for compiling agendas, 
reports and minutes and to make it easier for all Members of the Council, staff and 
members of the public to access such documents and information about the Council 
and its Committees. 
 

1.3 Who can use the system? 
 
The system is open for use by all.  The system is accessed from the homepage of 
the Council’s internet site. All users must abide by the user policy appended to this 
manual. 



 

  

1.4 Where to find the CoMS system 
Log onto the Council’s Website at: 
 
www.eppingforestdc.gov.uk 
 
the following screen will appear: 
 

 
 
In the title bar click on ‘local democracy’ 



 

  

The following screen will appear: 
 

 
 
 
You are now in the new system and have access to all the information through the 
links down the left hand side of the page or through the links in green on the page. 
 
Information that is available to members of the public is accessible via the Council’s 
web site; however exempt information will not be accessible.  
 



 

  

2. How does the system work? 
When documents are published by the Council, you can receive an e-mail 
notification. When you receive this notification it will look like this: 
 

 
 
 
The two blue underlined sections give a direct link to the intranet and internet 
agendas. 
 
The email also lists items for consideration at the meeting. 
 



 

  

 
However it is also possible, by clicking on the What’s New link on the menu bar on 
the left hand side, to view the most recent and up to date developments as follows:  
 
 

 
 
The information published in the current week will automatically appear. You can use 
the arrow keys to change the dates to the week you are interested in.  
 



 

  

 
By clicking on the link (highlighted in blue and underlined), you will be taken straight 
into the document which will appear as follows: 
 
 
 

 
 
You then have a number of options (starting at the top left of the screen): 
 

1. Attendance Details - gives details of all Councillors who are expected to attend 
 
2. Agenda Frontsheet –shows the front page of the agenda. 
 
3. Agenda Reports Pack- provides a full electronic version of the whole agenda 

in PDF format. 
 
Alternatively, if you are interested in a particular report only or in a particular section 
of the agenda, scroll down the page and click on the appropriate link.  
 
 
 



 

  

3. Councillors’ Details 

3.1 Viewing the Councillors’ Details 
 
To view information on Councillors, click on “Councillors” on the contents menu on 
the left of the screen. 
 

 
 
These can be viewed alphabetically, by political party or by ward. Click on the 
appropriate link. 
 
To search for a Councillor - type in part of the councillor’s name and press the go 
button. 
 



 

  

 
To see more information about a Councillor click on their picture and this will display:- 
 
 

 
 
Details of the chosen member are shown including: 
 
Name, ward, other Councillors in the same ward, attendance, declarations, register 
of interests, contact information, appointments and term of office 



 

  

4. Parish Council Details 
To view the Parish Council details, Click on “Parish Councils” in the contents menu. 
 

 
 
For more information click on the Parish Council name. 
 
 



 

  

5. Calendar 
To display a list of meetings, Click on “Calendar” 
The Calendar can be displayed either in a monthly view, by clicking on “Month” 
 

 
 
Or in a weekly view, by clicking on “Week” on the Calendar Document 
 
To find out more information about a meeting, click on the name of the meeting in the 
calendar.  
 
The Calendar also works back to the year 2000. 



 

  

6. Accessing Information 

6.1 Searching for Documents 
 
 Click on “Search” in the contents menu on the left of the screen.  
 

 
 
Text Searching 
 
You can search for words or phrases that relate to the information you are looking for 
in the top box on this screen.  The information can be typed in as a phrase or as 
keywords. 
 
For help Click on “Tips for Searching” at the bottom of the screen. One method is to 
put quotation marks around keywords if you want the search to take them literally. 
For instance, if you type the following query:  

 
“Willingale Road Allotments” the search will literally look for the complete phrase 
Willingale Road Allotments. But if you type the same query without the quotation 
marks, all documents are searched for the words individually and will show all 
references. 
 



 

  

Type your Words or phrases, Click on the Search Button 
 
Search results are displayed: 
 

 
 
From here you can view the Agenda, Minutes and decisions and any 
documents/reports matching your search query by clicking on the item you are 
interested in. 
 
By clicking on “View Hits in Document” you can see how many references there are 
to the word or phrase in that document. This is particularly useful when dealing with a 
large document. Rather than scroll through the whole document, you can choose to 
see the page on which the wording appears, together with up to 3 pages for 
contextual purposes.  
 
Note: In this context the word “hits” does not have the usual meaning of the 
number of times the web site has been visited. 



 

  

6.2 Agendas/Meetings  
 
To search for a meeting or to view a specific agenda: Select “Meetings” from the 
contents menu 
 
A list of meetings that are available for viewing are displayed. 
 

 
 
Choose the meeting you require by clicking on the name of the committee. 
Remember that you may have to click on pages 1,2 etc or All to display the 
Committee you wish to see.  



 

  

 
This will bring you to the “Browse Meetings” screen: 
 

 
 
To view further information about a particular meeting, click on the meeting date.  

6.3 Exempt Reports 
 
Certain reports published by the Council are not available to the public because they 
contain information that falls into “confidential” categories set out in the Local 
Government Acts. 
 

6.4 Forward Plans 
 
 Forward Plans are in the development stage and will be released shortly. 



 

  

6.5 Decisions 
 
To view Decisions 

 
 Select Decisions, from the Contents menu,  
 Select the parameters for the date published by clicking the arrows 
 Select Decision Makers from the drop down list 

Select a Decision Status from the drop down list  (any/for call-in/approved/to 
be reconsidered) 

 
The screen will show decisions made within the timescale specified, the date the 
decision was published, the last date for call-in and how many Members have called 
the decision in, if any.  
 
To view the decision click on the highlighted title. The Decision Details are displayed 

 
 



 

  

7. Subscribe to Updates 
 
To subscribe to updates and receive an email informing you that your chosen topic is 
to be considered and/or your chosen ward will be affected by an issue: 
 
Click on “Subscribe to Updates” 

 

The following screen will appear: 

 

 
 
If you are a new user click on Register as a new user and enter details as 
requested. 
 



 

  

Click on Keywords, Wards or Committees you wish to be kept informed of 
publication of reports or minutes. 
Click submit a request for updates – emails will then be sent to you advising of the 

publication of relevant information. 

  

 



 

  

8. USER POLICY STATEMENT 
 
The following statement sets out the framework for the use of the Committee 
Management System (COMs): 
 
• Use of the system is restricted to normal business practices. 
 
• All Users must use the Committee Management System in a professional and 

courteous manner. 
 
• Users having access to the application ‘Issue manager’ must not misuse the 

system to the discredit of the Council or to corrupt the application or in any way 
intentionally effect the efficient operation of the Council’s democratic processes. 

 
• Adequate protections are in place to prevent Users viewing or downloading 

restricted material.  
 
• The provisions of the Local Government Acts will be adhered to. No unauthorised 

transmission of any restricted document to parties external to the Council is 
permitted. 

 
• Methods are in place for appropriate officers to have access to restricted 

documents which shall be the responsibility of the Head of Service to agree. 
 
• Personal use of the system is not permitted without any express permission from 

the Council. 
 
• Any Users found attempting to abuse the system will have their access rights 

revoked. 
 
• Heads of Service will ultimately be responsible for ensuring there is no misuse of 

the system, software or hardware; by staff in their own service area. 
 
• Users must adhere to other ICT related policies of the Council and all provisions 

in Staff related policies when using the COMs system. 
 
• Use of the system via the internet site is governed by other policies.  
 
This policy applies to all Users and all Users must comply with it.  
 
Research and Democratic Services: 
 
(i) Is the owner and administrator of the system; and 
(ii) Manages the COMs system in accordance with this policy.  
 
The Head of Research and Democratic Services is responsible for developing and 
maintaining this policy. 
 



 

  

 
This policy does not breach your rights under the Human Rights Act or the 
Regulation of Investigatory Powers Act. 
 
This policy is effective from : 25 May 2005 
 
Policy breaches 
 
A breach of Council policy controlling the use of ICT/COMS services may result in 
restricted access to Council information technology resources.  Also, disciplinary 
action may apply under other Council policies and guidelines. 
 
Scope 
 
This policy applies to all Council employees, Members, contractors and agents with 
either a Council owned or personally-owned computer or workstation used to connect 
to the Council’s network or using their own hardware to access the system either 
from a VPN or the internet. This policy applies to remote access connections used to 
do work on behalf of the Council, including reading or sending email and viewing 
intranet/internet web resources.   


