
[bookmark: _Toc157170603]Research And Service Evaluation - Proposal Form
Please complete the proposal form for your research or service evaluation and in conjunction with the Risk Assessment tool and provide other necessary documents (see page 5). 
Please send all documents to research@havering.gov.uk. If you have any queries or require assistance, feel free to contact us via email.
	Title of project:
	

	Short Description (max 70 characters)
	

	Type of project 
Please select if your project is research or service evaluation. While these are distinct activities, in local authority context it can be more challenging to differentiate. This will only be used for internal record keeping and the same governance process will be used for both. 
	Research 	☐
Research uses structured, organised and reproducible methods to produce new information or knowledge and/or provide a new interpretation of existing information.
Service evaluation 	☐
Service evaluation is a rigorous and structured assessment of a completed or ongoing activity, intervention, programme or policy that will determine the extent to which it is achieving its objectives and contributing to decision-making.

	Risk assessment outcome for this project
Risk assessment tool can be found here. 
	Low ☐  Medium ☐  High ☐  


	Estimated Start Date:
	Start Date

	Estimated End Date:
	Estimated End Date



	Details of Lead and Supervisor 

	Lead Name:
	

	Job Title:
	

	Organisation:   
	

	Team (Internal applicants only)
	

	Email Address:
	

	Phone Number:
	

	Who is overseeing this work? (Name and email)
Note: this could include Head of Service, academic supervisor or line manager.
	



	Details of Funder

	Organisation:   
	

	Please provide details regarding funding the Council will receive as part of this work (if any) or required to spend (if any). Include the amount and breakdown of what the funding will be used for.
	



	Background and Aims of the Project

	What is the research or service evaluation question that you are going to address? 
	

	Is this research project part of an academic course/study?  If yes, please describe the course and give the name of the academic institution.
	Yes 	☐	No	☐
Further details:

	Why are you undertaking this project? What is new and/or important about this project?
Note: Consider, what is new and important of this work. Please include any prior research in this area that you are aware of. 
	

	How does this project align with the Havering’s Corporate Plan?
	

	Does the project involve any other Local Authorities? If yes, please provide the names of the Local Authorities. 
Note: if the project includes four or more local authorities and involves social care (children or adult), approval from the Association of Directors of Children’s Service (ADCS) or the Association of Directors of Adult Services (ADAS) is required. 
	Names of local authorities:




	Public & community involvement

	Please detail your plans to engage the public and community.
If activities have taken place to date, outline how they have influenced your research proposal.
Note: if you are not including the public and community in your proposal, please explain why it is not applicable.
	


	
	Participants / Accessing Data

	Please provide details about the participants / target population for your research or service evaluation:
· Who will be involved
· How they will be recruited and how will you obtain explicit informed consent
· If participants are known to the researcher, please detail how risk will be managed 
	

	If accessing existing data, what data and from what sources?
Note: If you are accessing personal or confidential data, please attach your Data Sharing Agreement and Data Protection Impact Assessment (DPIA). 
	

	Will participation in the research or service evaluation be incentivised in any way? (If yes, how?)
	Yes ☐      No ☐  



	Methodology and Techniques

	If you are collecting new data, what methods will be used? 
(E.g. online survey to collect quantitative data about a service)
	

	How have you considered equality issues in your project, including the potential positive and negative impacts on participants with protected characteristics?
Protected characteristics - age, sex, disability, sexual orientation, race, marriage and civil partnerships, religion or belief, pregnancy and maternity, gender reassignment and language barriers 
	

	How will you analyse the data? 
(E.g. thematic analysis of qualitative data or statistical analysis of quantitative survey data)
	



If you are accessing personal or confidential data, you can reference the Data Sharing Agreement and Data Protection Impact Assessment (DPIA) in this section. All other research must provide the details here. 
	Data Handling & Storage

	Who will have access to the data?
	

	How will the information be stored?
	

	How will data be transferred (if applicable)?
	

	How long will you keep the data?
	

	How will you ensure confidentiality and anonymity of data?
	


			
	Publication and Feedback

	Provide a timeline for when and how you will share the findings of your research with the RGP and participants. 
Note: The RGP would like to receive feedback on the outcomes of research projects in a timely manner to inform the council’s decision-making.
	

	Are you intending to publish your findings so that they are publicly available, e.g. in a peer-reviewed journal or online platform? 
Note: any reports intended for publication must be approved by the RGP prior to publication.
	Yes ☐      No ☐  
If yes, provide details:

	How have you considered equality issues in your research’s potential findings, including the potential positive and negative impacts your research or service evaluation may have on individuals with protected characteristics?
Protected characteristics - age, sex, disability, sexual orientation, race, marriage and civil partnerships, religion or belief, pregnancy and maternity, gender reassignment and language barriers 
	



	Supporting documents
Please provide copies of the following documents (where appropriate) and any other accompanying information alongside the proposal form for the Research Governance Panel approval.  

	Risk assessment tool (required for all)
The level of risk will determine for route needed for approval. The risk assessment tool can be found here – https://www.havering.gov.uk/downloads/file/2744/risk-assessment-tool  
Completion of the risk assessment tool is required for all submissions.
	Yes ☐      

	Approvals from other bodies 
Research or service evaluations conducted by external individuals will likely require approval from other bodies such as university ethic committees or NHS ethic committees. 
External researchers will need to provide evidence of this approval to inform our research governance processes. 
	Yes ☐      N/A ☐  


	ADCS / ADAS application/approval
For social care projects that involve four or more local authorities, approval must be sought and attained from Association of Directors of Children’s Service (ADCS) or the Association of Directors of Adult Services (ADAS).
	Yes ☐      N/A ☐  


	Data Protection Impact Assessment (DPIA)
All individuals (internal and external) requesting access to personal or confidential data, you will need to complete a DPIA and share the outputs as part of this submission. 
	Yes ☐      N/A ☐  


	Data Sharing Agreement
If you are an external researcher requesting access to personal or confidential data, you will need to share a signed Data Sharing Agreement established with the relevant service in the London Borough of Havering. 
Additionally, if you have any other Data Sharing Agreements as part of this work, please share them. 
	Yes ☐      N/A ☐  


	DBS approval 
DBS approval is required for projects involving direct interactions for children and young people. 
	Yes ☐      N/A ☐  


	Project Timeline 
This document will provide an overview of estimated dates for key stages in your project, e.g. dates for recruitment, data collection and data analysis. 
While not essential for submission, it supports the Research Governance Panel in identifying any potential conflicts with corporate activities that may affect your project.
	Yes ☐      N/A ☐  


	Consent forms / assent forms for participants
This is required for all project involving primary data collection.
	Yes ☐      N/A ☐  


	Participation information sheet 
This information you will share with participants regarding the research or service evaluation. This may also signpost to local support for sensitive topics. This is required for all project involving primary data collection.
	Yes ☐      N/A ☐  


	Copies of any questionnaires/surveys  
If surveys or questionnaires are serving as your data collection method, this is required. 
	Yes ☐      N/A ☐  


	Interview/focus group questions
If focus groups or interviews are serving as your data collection method, this is required. 
	Yes ☐      N/A ☐  






	For Panel use only

	Comments/requirements for further information:



	For internal applications only (To be completed by Head of Service)

	By returning this form electronically, I confirm that I have read the project proposal, proposal form and the associated risk assessment tool. I believe that with the measures proposed the project is a 
Low ☐  Medium ☐  High ☐  risk project. 
I also confirm that the conditions have been satisfied for this project, and I would support this work being undertaken.

	Name:
	

	Job Title:
	

	Date:
	Click here to enter a date.



2
