Notification form for new surveys of businesses and local authorities Form SC1                          
(Please refer to GAP5 for guidance and contacts)

	GENERAL INFORMATION

	1. Survey Title
	

	2. Survey Contact
	

	Name: 
	

	Position (e.g. Project officer, client, contractor):
	

	Directorate and Division (if applicable) :
	

	Address:
	

	Telephone:
	

	Email:
	

	3. CSU reference(s), (if applicable)
	     

	4. Contractor name

    What is the total cost of the research contract? (excluding HSE management of the survey)
	        

          

	5. What is the target population? 
	

	6. What information will the survey seek?
	

	7. When is the fieldwork due to start and end?
	


	GOOD SURVEY PRACTICE

	8. Why is the survey necessary? (e.g. can the information be obtained from a previous study or through an administrative source?).
	

	9. Will the sample(s) be drawn from the Inter-Departmental Register (IDBR)? If not, please provide justification.  For more information see the guide to using the IDBR
	

	10. What steps have been taken to keep the sample size to the minimum necessary?
	

	11. What other steps have been taken to minimise the costs respondents will incur in complying with the survey (e.g. limiting the number of questions)?
	


	12. Have any special steps been taken to minimise the compliance costs for small businesses?  
	

	13. Is it planned to consult potential respondents and/or to pilot the questionnaire(s)?  (Please explain if not).
	

	14. Will the results of the survey be made available to respondents and published? (Please explain if not).
	

	15. What is the burden placed on respondents in terms of the estimated compliance cost? 
	


	  (Please refer to the cost calculator).
	


	DECLARATION

	
	

	I certify that I have consulted Good Survey Practice guidelines and complied to the best of my ability.

	Name:
	

	

	Documents submitted to the SCLO:
	Check box where appropriate

	
	

	This Survey Control Form – obligatory.
	 FORMCHECKBOX 


	Compliance cost calculator (Excel Spreadsheet) – obligatory.
	 FORMCHECKBOX 


	Confirmation of good practice from contractor – obligatory.

(Check box if already written into contract). 
	 FORMCHECKBOX 


	SCS approval, if compliance cost exceeds £10,000 – obligatory.
	 FORMCHECKBOX 


	Project Record Form (PRF/CSU1) – obligatory (if applicable).
	 FORMCHECKBOX 


	Supporting documentation, e.g. contractor’s proposal – desirable.
	 FORMCHECKBOX 
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