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	Section One – PROJECT OVERVIEW

	Health and Safety are seeking to improve the management of information on the use, location, and quantity of high risk materials in use across the University in order to comply with the following regulations:
· Anti Terrorism Act – Schedule 5 pathogens/toxins

· Control of Substances Hazardous to Health Regulations

· Genetically Modified Organisations (Contained Use) Regs

· Radioactive Substances Act – Registration of Holdings

· Ionising Radiation Regulations – Monthly Return of Disposals

· Nuclear Safeguards Act – Uranium

· High Activity Sealed Sources Regulations

· Chemical Weapons Convention

· Precursor Chemicals

· Nanotechnology

Currently each School maintain their own records, and provide an update to H&S at agreed intervals.  H&S then rekey this information into one of a number of locally developed Access databases, depending on the relevant legislation.  H&S use the databases to create reporting at the required time for the different bodies.  This process is time consuming and resource limitations mean that the information cannot be updated as frequently as H&S would wish.
In addition, there are limits on how much of some substances can be held in the same building, which can currently be hard to monitor as multiple Schools can be co-located.  There are also limits as to how much radioactive waste can be disposed of each month, which is currently tracked using excel spreadsheets.  Real time tracking of this would allow early warning alerts to be sent when nearing limits, making it easier for the University to comply with the mandatory legislation.

It is proposed that an online solution is developed, with EASE authentication, which will be used to record the use of high risk materials across the University.  H&S will be responsible for keeping the reference data up to date (i.e. list of substances which must comply) and for managing different security levels for users.  Users in the Schools will enter details of their use of high risk materials directly into a central system, which can be updated more frequently.  This will make it easier for the University to comply with mandatory legislation, will improve management information, and will introduce significant efficiencies across the process.

Users will need the ability to record the location of the substances so that H&S can track the quantities of restricted substances and of radioactive waste and send warning alerts as necessary.
Reporting is an essential requirement as H&S must report to numerous bodies on the legislation detailed above.  Formats can change, therefore H&S need to be able to modify and create reports without input from Applications.  Users of the system will also have reporting requirements.




	Section Two – PROJECT DETAILS

	This section should define clear boundaries for the project and specify exclusions to make clear to the project sponsor and team any elements that are not included in the project scope. Clear understanding of the project scope is essential to enable realistic cost and benefit estimates to be prepared and allow informed decisions to be made by the project sponsor and other stakeholders.


	2.1  Business Objectives 
Clearly state the objectives of the project in terms of the business requirements to be addressed.  An objective should be a statement describing what the project is trying to achieve. Each objective should be written so that it can be evaluated at the conclusion of the project.  A well-formed objective will be Specific, Measurable, Attainable/Achievable, Realistic and Timebound (SMART).


	No.
	Description

	1
	To provide Schools with the capability to record use of regulated substances online

	2
	To provide real time tracking of radioactive waste by location

	3
	To provide H&S with ability to review levels of regulated substances by location

	4
	To reduce manual intervention by H&S in the collection of data

	6
	To enable H&S to generate reporting for regulatory bodies

	7
	To enable H&S to create and modify reporting


	2.2 Project Deliverables 


	No.
	Deliverable 
	Limitation 

	1
	Online solution (Admin and User)
	

	2
	EASE Authentication
	

	3
	Reporting Capabilities
	

	4
	
	

	5
	
	

	6
	
	


	2.3 Project Timescales – Milestones and Multi Year Projects
Milestones – a milestone is a scheduled event signifying the completion of a major project activity.  Milestones are used as project checkpoints to review how the project is progressing and re-evaluate the work. The most important project milestones should be identified - as a minimum record the desired start date for the project and the dates for any important deliverables. 

Hard Milestones - If a project milestone has a time dependency, e.g. it must be completed by a particular date it is referred to as a ‘hard milestone’.  Usually these milestones will be based on the University’s business cycle but can also be driven by legislative requirements or availability of resources. Please list any hard milestones and the reasons for the dependency, e.g. milestone X must be completed in time for start of academic year or milestone Y must be completed by April 2012 to comply with legislative requirements.
Multi-Year Projects - the University planning process requires resources to be allocated against an annual programme. In some cases projects will not fit conveniently within the University’s financial year. This may be due to timing for a short well defined project e.g. a new service is required for start of term and work has to start in the previous financial year. Alternatively this may a large change project that will take several years of concerted effort to achieve. For multi year projects please indicate the major stage breakdown of the project by financial year and the timing of outputs. e.g. deliver business case by December 2012, Tender by April 2013, Choose Supplier by October 2013, Implement system by January 2014 following year, etc.  


	Milestone
Date
	Description (including reason if Milestone Date is hard)
	Hard (Y/N)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	Financial 

Year
	Breakdown of Project Stages/Deliverables by Year

	2011/12
	Only required for projects that need to start early i.e. in the current financial year

	2012/13
	

	2013/14
	

	2014/15
	


	2.4 Project Stakeholder(s)

Stakeholders are people or organisational units who have an interest in the project. Any group(s) of users that will be affected by the project should be identified as should any other service providers that will be consulted or have a role to play in delivering the project or subsequent services.



	Stakeholder
	Description of stakeholder and role in project
	Informed Y/N

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


	2.5 Project Risks 
Risk is the uncertainty that comes from making any change - every project involves risk. A project risk may or may not happen but if it occurs it will have a material impact on the success of the project. Project risks often cannot be eliminated but they can be managed. Identify the most important risks for this project and any management actions required to reduce the negative impact on the project or the probability of the risk occurring. 

For Impact Low / Medium/ High to be agreed between Programme Manager and Sponsor

For Probability  Low = < 10%, Medium = 10%-50% and High = > 50%

Action Type is typically either:

· Monitor - accept the risk but continue to monitor

· Share - share the risk with a third party 

· Reduce – take action to reduce the impact or probability

· Remove - eliminate the risk entirely

· Transfer - move the risk to a third party

For Action Type also provide a short description of the action(s) proposed.



	No.
	Risk Description
	Impact /
Probability 
	Action Type and Description 

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	

	5
	
	
	


	2.6 Other Relevant Information 
Provide other relevant information about project. This may include: 
· Additional contextual information to supplement details provided in earlier sections
· Specification of business or financial constraints on the solution

· Specification of technical constraints on the solution e.g. must use preferred University technologies   

· Specification of business or financial constraints on the solution

· Accessibility requirements and how these may be addressed
· References which will illustrate or clarify the capabilities to be delivered e.g. web resources or other documents, locations using a similar service, potential service providers etc


	


	Section Three – PROJECT CATEGORY and STRATEGIC ALIGNMENT

	3.1 Project Category
 Options are:
· Essential/Compliance (EC) - projects that must be done as they are based on regulatory compliance or technology obsolescence, e.g. HESA returns, Tax Year-end changes or an upgrade to the version of the Oracle RDBMS. To confirm the classification the justification must include the impact of delaying the project to a later year
· Discretionary/Very Important (VI) projects that business areas really want to do as they give major benefits or deliver service improvements etc


	Project Category

   
	EC



	3.2 Project Funding

Indicate the funding source for the project. Options are:
· Sponsor Funded (SF) – projects whose full costs are to be funded through by the sponsoring unit or via an external grant etc. For these projects the project sponsor must confirm that the services will be sustainable after the project is complete
· Core Grant Funded (CF) – projects whose internal (UoE) costs are to be funded from the core grant (please note that any external costs for hardware, software and consultancy etc will generally need to be paid for by the sponsoring unit – these additional costs should be specified in Section 4.3 below)
· Ring Fenced Funding (RF) – projects whose internal (UoE) costs are to be funded from the core grant with IS staff costs taken from a ring fenced resource allocation e.g. funds set aside for College developments or ECA (please note that any external costs for hardware, software and consultancy etc will generally need to be paid for by the sponsoring unit – these additional costs should be specified in Section 3.3 below) if this funding source is selected please also indicate the ring fenced allocation from which funding is to be drawn

For all projects, regardless of funding source, it is essential that UoE resource providers are made aware of any potential demands on their resources as part of the proposal development process and their agreement to proceed confirmed before the project is submitted as part of the annual planning process.   



	Funding Source

	SF/CF/RF  - Indicate funding source and identify ring fenced allocation if RF 


	3.3 Strategic Alignment and Other Justification

The project should be aligned to University (or College/Support Group) Strategic Goals, Enablers or Themes as detailed in the current University Strategic Plan published at: 

http://www.ed.ac.uk/schools-departments/governance-strategic-planning/strategic-planning/strategic-plan-2008-12 Other important project justifications may include operational efficiency, cost reduction, income generation and cost reduction.



	Strategic Goal, Enabler or Theme
	Alignment Description 

	
	

	
	

	
	

	
	

	Other Justification
	Description

	
	

	
	

	
	

	
	

	
	


	Section Four – PROJECT BENEFITS, COSTS AND PROCUREMENT  REQUIREMENTS

	4.1  Benefits (over 5 years)
Provide the estimated benefits and costs over a 5-year period on the basis of the information currently available. 
Tangible Benefits – describe the benefit and the method used to calculate the value e.g. for a time saving identify how the financial value has been calculated providing details of any assumptions made regarding the number of staff or students impacted etc.

Intangible Benefits – benefits where there is no associated financial saving are intangible, e.g. increased access to the user community. Describe intangible benefits and associated assumptions.

Benefits Realisation – provide details and timing of monitoring to ensure benefits are realised


	Tangible  - Description and Value
	Assumptions

	
	

	
	

	
	

	
	

	
	

	Intangible – Description
	

	
	

	
	

	
	

	
	

	
	

	Benefits Realisation

	

	

	

	

	


	4.2  Benefits and Costs Summary (over 5 years) 
This summary and should be taken from the Detailed Benefits and Costs Worksheet completed to accompany this proposal.


	5 Year Summary
	IS 
	CSG 
	SASG
	Colleges inc Students
	External Costs
	Total

	Benefits
	£
	£
	£
	£
	£
	£

	Costs
	£
	£
	£
	£
	£
	£


	IS Apps Days
	

	Benefit/Cost Ratio =
	 0.0

	The costs and benefits are estimated based on a professional assessment of the information available at the time this proposal was prepared. The actual costs and benefits of the resulting projects may vary from these estimates.


	4.3 Funding/Resource Requirements 
The proposal may be dependant on additional funding or resources which have to be secured independently of the annual planning process, e.g. money for hardware/software/consultancy (or other external costs) or additional staff resources. Provide details below of any additional funding/resource requirements and confirm whether or not the sponsor has secured the additional funding/resources required.



	Requirement
	£Value
	Funding Arrangements and Provider(s)
	Secured (Y/N)

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	4.4 Procurement Requirements (including Outsourcing)
Where there are no external costs this should stated as “Not Applicable”. Where procurement activity is required Procurement Office should be informed as early as possible so that they can assist with cost estimation and plan any assistance that may be required for project procurement activities.


	Have you considered outsourcing as a potential source for some or all of the services to be delivered by this project? Please provide details. Guidance on Outsourcing
	


	Total Cost of Goods & Services

(over 4 yrs)
	Description of Goods and Services to be procured 
(All procurement activity must be in accordance with the rules laid out Scottish Procurement Policy Handbook. Guidance on Procurement )
	Procurement Office Informed? 
Yes/No

	< £50 k
	
	

	> £50 k
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