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HOW TO INSTALL AND USE THE

IMPACT ASSESSMENT

TEMPLATE
The technical bit...

Following feedback from government staff on the Version 1 of the Impact
Assessment template, the Better Regulation Executive has endeavoured
to address the issues identified. However, unless the template is installed,
and used, as per the following instructions, we cannot guarantee that it
will function correctly.

Installing the Template
Opening the Template
Using the Template

SIMPLE

AS POSSIBLE
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1. Installing the template

Download the IA template from the BRE website at:
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http://www.bis.qgov.uk/policies/better-requlation/policy/scrutinising-new-regulations/preparing-impact-assessments/

The template uses customised code or macros to run certain features. If the template has not been installed
correctly, these macros will be disabled and the template cannot function properly.

Before using the template, you or your IT support team should install the template in a trusted location
for opening files - normally the templates folder on your local or shared drive. Because the location is trusted,
when you create a new document or open an existing document based on the template in this location, the

macros will be enabled automatically.

If you are already confused consult your IT support team.

If you try to open the template from locations that are not trusted, depending on your security settings, you will be
warned that the macros have been disabled or that the template may not open.

To install the template correctly on your local drive, please follow the instructions for your version of MS
Word below. If you want all users to have access to the same template then it may be better to store the
template in the workgroup templates folder on your shared drive. If your users will need access to the template
away from the network (e.g. on a laptop working from home) then it should be stored in the user templates folder

on each computer.

ms word 2003

Template files must be stored in the correct template
folder.

There is a User templates location for you to store
templates on your local hard drive. There may be others
available but this is the default location that is treated as
a trusted source for opening files.

The folder location can be found by opening Word and
selecting Tools | Options | File Locations. Highlight User
templates and click the Modify button to see the full file
path.

Use My Computer or Windows Explorer to copy the
template to the default template folder. Some IT
departments set the default template folder as a hidden
folder so you may need to change the setting. In My
Computer or Windows Explorer, Tools | Folder options |
View tab | look down the list for Hidden files and folders
and select Show hidden files and folders.

Confused? Consult your IT support team.

)

General Edit

Spelling & Grammar

Print

Save

Wiew
Security

User Information Carnpatibility

File: locations

File tvpes: Location:

Documents
Clipart pictures

Y.L bnigel\My Document s

C:h. . AMicrosofth Templates

Workgroup templates
AutoRecover files
Tools

Skartup

C:h L AApplication DatalMicrosoft word
Cih L WMicrasoft OFficel\OFFICEL L
Cah L WMicrosof Y word | STARTUP

Cwwr

The default location is treated as a trusted source For opening Files, IF vou
change a location, make sure that the new location is secure,

Close

ok |
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MS Word 2007 EXECUTIVE

Template files must be stored in the Word 2007 default location.
There is a User Templates location for you to store templates on your local hard drive. There may be others
available but this is the default location that is treated as a trusted source for opening files.

The folder location can be found by opening Word, clicking on the Office Button and selecting Word Options |
Trust Center. Click the Trust Center Settings button and then select Trusted Locations. Highlight User
Templates and click the Modify button to see the full file path.

Use My Computer or Windows Explorer to copy the template to the default template folder. Some IT
departments set the default template folder as a hidden folder so you may need to change the setting. In My
Computer or Windows Explorer, Tools | Folder options | View tab | look down the list for Hidden files and
folders and select Show hidden files and folders.

Trust Center. @
Trusted Publishers
Trusted Locations
Trusted Locations - . : . . .
Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make
Add-ins sure that the new lacation is secure.

Path Description Date Modified
ActiveX Settings

Ch..l niApplication Data\Microsoft\Templates, Word 2007 default location: User Templates
Choapplication Data\Microsoft'Word'\Startup',  Word 2007 default location: Startlp
Message Bar C:\Pragram Files\Microsaoft Office\Templates', Word 2007 default location: Application Tem...

Macrao Settings

Privacy Optians

Path: Ch\Documents and Settings'nigel_n&Application Data\Microsoft\Templates),
Description: Waord 2007 default location: User Templates

Date Modified:
Sub Folders: Disallowed

Add newlocation...] [ Remaove ] ’ Madify...

|:| Allow Trusted Locations an my network {not recommendeadj
|:| Disable all Trusted Locations. Only files signed by Trusted Publishers will be trusted,

Ok l ’ Cancel

2. Opening the template

The best way to use templates is to store them in the default template folder (see Section 1 Installing the
template) then create new documents based on the template and ensure you use .doc files for maximum
compatibility. You should not need to open the .dot template file to change the template nor should you create
new .dot templates.

The macros and customised code are saved with the template, not with any documents that you create from
the template. Therefore, if you separate a document from its template, for example by sending it to someone to
review who does not have the template installed, the automated functionality and custom toolbar features will
be lost. The document will retain the formats, styles and layout, it just loses the macros and toolbars.

To open the template and create a new document, follow the instructions for your version of MS Word
below.
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Templates E|

M S WO I'd 2 O O 3 General | Legal Fleadings || Letters & Faxes | Mail Merge | Memos | Other Documents || Publications | Reports
Bl | 1 HEE
- Preview

Blank Document. ‘Web Page E-mail Message

Open Word and go to File | New, click
On my computer... under Templates.

In the General tab window, select
Impact Assessment template Ver.2.0
ensure the Document button is
checked under Create New and click
OK.

Preview not available.

Create Mew
(® Document () Templake

’ Templates an Office Online ] [ Ok ] [ Cancel

: A new document based on the template will appear in the
S nle oo Sl e s 3 background. In the foreground a window entitled Set Impact
Assessment Stage will appear. Select the stage from the drop
down menu and click OK. The options are: Development/Options;
j Consultation; Final; Enactment; and Post-Implementation
Review.

Choose Impact Assessment stage:

| Development/Options

The document will come to the foreground with the selected
Sz ‘ stage displayed in the field at the top right of the first page and
customised toolbars providing access to features of the template
will load under the Word toolbars displayed below the main Word
menu.

ok

I Document2 - Microsoft Word : : E‘

! Fle Edt Wew Insert Formabk  Tools  Table  Window  Help Type aquestion for help = X

QS EH OGRS B0 8 ) a B e e B

I
(]
111
iii
.
o
[
4
b
1
i

u
| i AddjRemave Policy Options = | Insert/Delete Signature ~ | Set Security Classification | Set 14 Stage | Paste Without Format !

| EBHeadingl Style | EEHeading2 Style | EEHeading3 Style | EBBodyPara Style | EEBullet Style | EBMumber Style !

(54 Document is Protected | Togale Track Changes | Accept or Reject Changes... | Comment | Footroke... | v d l

Customised ) E Impact Assessment (1A)

TOOIbar . Lead department oragency: 1A No:
. Date: 01/01/2010
- Other departments or agendies: Stage: DevelopmentOptions

Source of intervention: Domestic

- Type of measure: Primary legislation

Contact for enquiries:

- q_Summary: Intervention and Options

What is the problem under consideration? Why is gov t intervention necessary?
Maximum of 8 lines

C3oeo

a0 w g

BE]= @ ¢ | 3
Page 1 Sec 1 16 At 06" lm 2 ol 1 English L1k
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MS WOI’d 2007 My Templates |
. . G =] & EEa
Open Word, click the Office Button and & - & Previen
click New. Select My templates... under pldank - Mormalll.dot NormaEmal..
Templates.
In the window, select Impact Rieyielpotiayaiabicy
Assessment template Ver.2.0.dot,
ensure the Document button is checked
under Create New and click OK.
Create Mew
(#iDocument ) Template
[ o4 l [ Cancel ]

. A new document based on the template will appear in the
Set Impact Assessment Stage X background. In the foreground a window entitled Set Impact
Assessment Stage will appear. Select the stage from the drop
down menu and click OK. The options are: Development/Options;
j Consultation; Final; Enactment; and Post-Implementation
Review.

Choose Impact Assessment stage:

| Development/Options

The document will come to the foreground with the selected
Cancel ‘ stage displayed in the field at the top right of the first page. Click
the Add-Ins tab and customised toolbars providing access to
features of the template will display in the menu ribbon.

When you save the document for the first time, you should
select Word 97-2003 Document (*.doc) document type for
compatibility with users of earlier versions of Word.

I./E,; = B = Document2 [Compatibility Mode] - Microsoft Word Tahlz Toals - = X
Ly =
- Home Insert Page Layout References Mailings Review View Add-Ins Acrobat Design Layout L7

Add/Remaove Policy Options = Insert/Delete Signature = Set Security Classification Set IA Stage Paste Without Format

Changes Comment Footnote ?

Accept or Rej

(£) Document is Protected Toggle Track Chang

EBEHeadingl Style EBHeading2 Style EBHeading3 Style EBBodyPara Style EBBullet Style EBMumber Style

Custom Toolbars

|-1-|-ﬂ§|-1-|-2-|-3-|-4-|-5-|-5-|-?-|‘8-|-9-|‘1D-|@1-|-12-|-13-|-14-|-15-|-15‘|-17-|-$-|-19- lim|

Customised - Title: Impact Assessment (1A) |I

Toolbar - A No:
- Lead department or agency: .
N Date: 01/01/2010

- Other departments or agencies: Stage: Development/Oplions

Source of intervention: Domestic

Type of measure: Primary legislation

Z Contact for enquiries:

. Summary: Intervention and Options

What is the problem under consideration? Why is government intervention necessary?
Maximum of 8 lines

t il e
Page:1of6 | Wordsi1/L,476 | &  English (U.K) EEIE | 200%,.(5) Y
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The template has been designed with a combination of form fields and tables in the Summary sections
(including the Policy Options) and form fields, tables and free text areas in the Evidence Base and the
Annexes. We strongly recommend that you navigate in the Summary sections using the tab key to
advance to the next field and the shift + tab keys to return to the previous field to ensure that the
placeholder is entirely selected before entering any text.

A quirk in the way that Word works with form fields in tables means that precisely selecting text strings in
some parts of the template is impossible. When the document is protected, you can place the cursor at any
point in a form field with a single click, double clicking will select the word and treble clicking will select the
entire field content. Double clicking the first or last word in a field will also select the entire contents of the
field.

Text selection in the Evidence Base and additional Annexes works normally.

The following features are available from the customised toolbars in Word 2003 or
from the Add-Ins tab in Word 2007:

Add/Remove Policy Options

Use the Add Section For New Policy button when you want more than one policy option in your IA. Each one
you add is numbered sequentially according to its position in the document not by when it was added. Use the
Remove Policy Option button to remove policy options. The remaining options will automatically renumber
sequentially. Dialogue windows will ask you where you want to add the new policy option or which existing
policy option you want to delete.

Insert /Delete Signature

At the bottom of the first page of the IA, there is a space where the Minister, Chief Executive or Chair
responsible for the policy must sign it off (see page 10). You can use a prepared signature graphic at this
point. To insert the graphic when your IA has been approved by the responsible signatory, use the Insert
Signature Graphic command from the Insert/Delete Signature menu. A window will open so that you can
browse and select the graphic before clicking the Insert button. When you insert the graphic it will be scaled
and positioned automatically. Inserting a graphic automatically enters the date when the signature was added.
You can edit this date manually if you need to amend it. If you need to remove a signature graphic, use
Delete Signature Graphic from the same menu. This will also remove the date.

Set Security Classification
Use this button to select and apply a security classification that will appear in the header of each page. There
are five classifications to select from: Protect; Restricted; Confidential; Secret; and Top Secret.

Set IA Stage

The stage of the IA is selected from the pop-up window that appears when a new document is created from
the template. You may want to change the stage of an existing document, however. For example, if an 1A is
moving from consultation to final stage, you may want to keep the original version by saving as a new
document and amending the stage. Use this button to select the new stage and the stage and any dependent
text, e.g. the sign off, will be updated to reflect the stage selected. When you select Post Implementation
Review, you will be prompted to confirm the change. This is because there is some content in the existing
version that will be lost if you continue with the change. You should click Yes only if you have saved a version
of the original IA.
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Paste Without Format

Many of the text fields in the template are protected, pre-formatted, form fields which do not support additional
formatting such as tabs, bullets, bold, italics etc. They will also ignore any formatting applied to text that you
copy and paste from another document. The Evidence Base and the Annexes sections are, however,
unprotected and you can copy prepared text from another document and paste it into these sections.
However, because there is a risk that the introduction of external text may not conform to the standard format,
we recommend that text from external documents is copied in the normal way but then pasted into position
using this button. You can then use the EB styles (see below) on the toolbar to apply heading and paragraph
formats consistent with the template.

EEI Document - Microsoft Word

! Fle Edt Wew Insert Format Tools  Table  ‘Window  Help
RN NEREIIE RGN N =N - A
4 ] 1 lacu=

4
4

. [3 S [ §§|;ﬁ  120% v@l.ugead!
= . Ji= s EESE [ L B2 . !:

(54 Document is Protected | Tracking Changes is OFf | Accept or Reject Changes. .. | Comment | Footrote, ., | = !

! EEHeadingl Style | EEHeading2 style | EEHeading3 style | EEHeading# Style | EBBadyPara Style | EBEulet Style | EBMumber Style !

: add/Remave Palicy Options ~ | Insert/Delete Signature = | Set Security Classification | Set 1A Skage | Paske without Format !

Document is Protected

The template uses form fields that have to be protected. However, some features of the template will only
work when the template is unprotected. Use this button to turn protection on or off. Features in the toolbar that
require an unprotected document to work are greyed out and disabled when the document is protected. You
must protect the document again when you have finished using these features. Please note that if you have
more than one document opened based on the |A template, changing the status on one document will change
the declared status on all of them. To avoid confusion, we strongly recommend that you have only one
document based on the template opened when you use this button.

You will need to unprotect document to enable and use the following features, and
protect the document again, once you have finished using them.

Track Changes is On/Off

Use this button when you want to turn track changes on or off. You are strongly advised to track changes only
when editing the free text in the Evidence Base and Annexes, and to turn track changes off before making
any changes to the fields or using any of the Policy, Signature, Classification or Stage features.

Accept or Reject Changes

Use this button to open the Accept or Reject Changes window and use it in the normal way to review changes
that have been tracked in the document.

Comment

Use this button to insert a comment at the point where the cursor has been placed. Comments can be deleted
by right clicking on them when the document is unprotected.

Footnote

Use this button to open the Footnote and Endnote window. It inserts a footnote at the point where the cursor
has been placed. Footnotes can be deleted by right clicking on them. Please use footnotes in the Evidence
Base and Annexes only.

Spellcheck

This tool opens the Spelling window and runs the spelicheck from the beginning of the document. This is a
custom tool that includes spell checking of the fields and it can only be run when the document is protected.
EB Styles

Use the buttons to apply standard styles to text in the Evidence Base to keep the formatting consistent.
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It should be easy to understand, and where relevant relate BRE

to the legislation or regulation to which the IA relates. Do nBeELTLITFoﬁ
not use the words “Impact Assessment” as part of the title. EXECUTIVE

leading the development of the policy/legislation. } .
Date IA is published

Unigue departmental Acronym
/ Provide the name of the Department or Agency + nnnn

Thle: J ™ ment {14) _
a Domestic: When the

Lead dep ROF Agency: i A i i
Date: D010 ' / _Governn’_lent is proposing the
i intervention;
Other departmernts of agencies: Stage: Final / EU: When the proposed
Souwrce of intervention: Domesiic .

intervention implements an EU
From drop-down menu : whether the r il obligation;

legislation underpinning the IA is primary or Comtact for enquiries: International: from an
international source other than
the EU.

What is the problem unidler consideration? Why is government intervention necessay 7 Nameu telephone & e-mail
Maxirnuimof 8 lines €—

<

Type of measure: Primary leaislation
el

secondary legislation, or whether it is a
non-legislative measure (Other)

Summary: Intervention and Options

Give evidence and nature of
the problem, including its scale
and the context in which it
arises or has arisen;

the probability that it will occur
What are the policy objectives and the intended effects? and its likely frequency;
Maxirnurm of 8 lines who it will impact on; and

who is best placed to
manage/resolve the problem?

State clearly the objectives of
the policy and the impacts
intended, what the policy is
intended to achieve.

What pelicy options have been consideredd, inchuding any altemativestoregulation ? Please pistify prefermed
option {further details n Evidence Base)

Maximurn of 10 lines
This information may change
throughout policy development
and stage at which the IA is
published. It is important for
non-regulatory options to be
considered from the outset.

Willthe policy bereviewed? [twillfwill nat be reviewed. ¥ applicable, set review date: Month/Yeart —]_ e
What is the basis for thisreview? Flease select. Fapplcable, set sunset clause date: Mnnthr‘r’eark A date for PIR should ordlnanly

Are there amangements in place that will allow a systematic collection of monitoring ‘r‘esIND be set _OUt in the final stage IA.
information for future policyreview? A PIR is normally expected 3-5

SELECT SIGHATORY Sicnvoff For finsl propossl stage Impact Assessments: years after implementation.
| have read the Impact As sessimeftt amnd [ arm satisfied that () it represents a B ad reas arable
o5 1s,

view of the expected costs, benefits and impact of the policy, and (b} the benefits justify the ¢ . . . .
If the legislation is subject to a

Signed by the responsible SELECT SIGHATORY: Date: sunset clause set out the date

7

The Minister, Chief Executive or the chair
responsible for the policy is required to sign
off published Impact Assessments at the
Consultation, Final/Enactment, and PIR

Date signature is This could involve use of

inserted will appear existing arrangements or
automatically, but can require the collection of new

stages. Ministerial declarations vary at
different public stages.

Use the ‘Insert Signature Graphic’ from the
Insert/Delete Signature menu button

be edited, if so you policy specific information.
wish.




The year chosen for the constant price BRE
presentation of the estimates. All monetised costs and benefits BETTEOH

should be expressed in £m EXECUTIVE
Present Value Base Year: This is

normally the year in which the estimates
are undertaken or policy decisions taken. The length in years of the life of

the policy. Use ten years, unless

Summary: Analysis and Evidence =IRes [ skKMl (here are good reasons to choose
Descriptipn: a different period.
Price Base | PUBasY | TmePeriod, | et Benefit (Presert Vakie (PU) () <1 IIASLGL monetised benefit less total
Vear Vear Vears Low: Oplional | High: Oplional | Best Estimate: monetised costs
COSTS & Total Transition Average Anwal Total C a

fEm} (Constant Price)  Vears | (esel, Transiion) (C onstant Price) (Presemvaﬂftf Includes all monetised costs and
Low Ominna| Optigna| Omionm benefits over the ||fe Of the policy,
High Optinnal Optional Optional expressed in Present Value
Best Estimate terms.

Description arkl scale d’kwmmwlcuﬁsl n affected g'uq

W azirnum of § ines In order to reflect the inherent
uncertainty, you may want to
provide ranges of the estimates
of benefits and costs

Cther key non-monetised costs by Tnan affe cted groups’
Maximurm of & lines

The Best Estimate must be
provided and will be the most
likely point in the range

May involve particular industries, sectors,

firm size, social groups or regions

BENEFITS (£m) Total Transition Average Annual Total Benefit |

(Constant Price)  “vears | (exd. Transtion) (Constart Price) \ [P re=sent Walue) These are the costs and beneﬁts
Low Optianal Optianal | \ Optional that will reoccur in every year
High Cption| Optional |\ Optional while the policy measure remains
Best Estimate in force (although the scale of the

Description amd scale of key monetisedd benefits by Toain affe cted groups’
M axirmurm of 4 lines

impact may change over time).
These are expressed as an

annual average (over the life of
\ the policy).

Cther key non-monetised bet
M axirnurm of & lines

Tl affected groups’

These are transient, or one-off
costs or benefits that occur,
which normally relate to the
implementation of the measure.

iscountrate (%) -
Bl Default discount rate 3.5%.

Monetised costs and benefits
should normally be based on
market prices as they usually

reflect the best alternative uses
Direct impact on business (Equivalent Annwial) £mi): Inscopeof 002 Measame qualifies as that the goods or services could

Costs: __| Benetes: | net: vesmo A [iouT ) be put to. Other forms of

Initially, 0100 quantification could be used
' where appropriate

Key assammjionssensitivitiesiisks
M axirmurm of & lines

These should be tested to ensure your costs and

benefits estimates used for your final recommendation
are not driven by a particular assumption.

Following One In, One Out methodology:
Direct impacts include more than just
direct expenditure. A regulation which
imposes a restriction, or determines how

will apply to only
primary and
secondary UK INs include all measures with formal
legislation, central government backing arising

an agent should act/operate e.g. Working
Time Regulations, has a direct cost (the
opportunity cost of doing something
else/differently), although this may not
necessarily be direct expenditure.

which impacts from implementing regulation; A

on business and measure can be considered an OUT if
the civil society it reduces the burden of costs on
organisations businesses and civil society orgs.



Hampton Pples
aimed at reducing
unnecessary
burdens on
business, without
compromising
regulatory regimes.

Legislation bearing on
business can only
commence on 6th
April or 1st October
each year

-Enforcement, Implementation and Wider Impacts
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Choose one of
the options. If
‘other’, specify in
the field available
next to the menu: If your proposal
goes beyond the
minimum
requirements of the
EU Directive that it
implements, you will
need to make the
case for this in the
Evidence Base

This refers to the

What is the geographic coverage of the policyfo\g}ion? \ Optior}é change in the cost
From what date will the policy be implemented? | [ owofiz010 of enforcement with
Which isall il enforce the pol respect to the
ich organisation(s) will enforce the policy? \ / N existing situation.
What is the annual change in enforcement cost (£m)? \ / The change in cost
Does enforcement comply with Hampton principles? v /| Yes/No may be positive or
Does implementation go beyond minimum EU requirements? " | Yes/MNo negative. Use
What is the CO, equivalent change in greenhouse gas emissions? Traded: Non-traded: constant prices.
{Million tonnes CO; equivalent) —— | ]
Does the proposal have an impact on competition? ‘WeslNo If it app?arsdthat N
What proportion (%) of Total PV costs/benefits is directly attributable t sts: Benefits: g?f:rcfgrzcgc tisﬁs Qro
primary legislation, if applicable? & y
—— —— - - sector that may
Distribution of annual cost (%) by organisation size Micro <2 Small\ Medium | Large have a sianificant
(excl. Transition) (Constant Price) . g
N impact on
Are any of these organisations exempt?\ Yes/No Yesto Yes/No YQS,-‘NO Yes/No emissions of

y

greenhouse gases,
you do not need to
conduct a full
Greenhouse Gas
Impact Assessment

To reduce the
disproportionate
regulatory burden
faced by micro and
small business,

careful consideration
must also be given to
exemption of these
categories. Consult
BIS’s guidance.

This refers to the % of cost
that falls into the different
categories of organisations
by size (below), not per
organisation within each

category.

Micro <10 employees
Small < 50 employees
Medium < 250 employees
Large 250+

Consult the OFT’s
guidance on
Competition
Assessment to help
you consider the
effect of different
policy options on
competition

Primary legislation |1As should

include costs and benefits that relate
directly to primary legislation and
future secondary legislation, enabled
by the primary legislation. Break
down the costs /benefits that occur

directly from primary legislation over
the total present value cost / benefit
of primary legislation
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The Government has developed a range of tests to ensure that policy development is joined up and that
individual policy proposals take account of the Government's broad policy objectives. Some of the tests

are designed to help policy—makers monetise costs and benefits, whether economic, environmental or
social. Other tests enable policy—makers to identify non—monetised costs and benefits, or to identify the
differential impacts of policy proposals.

Specific Impact Tests: Checklist

Set out in the table below where information on any SITs undertaken as part ofthe analysis of the policy
options can be found in the evidence base. For guidance on how to complete each test, double-click on
the link for the guidance provided by the relevant department.

Please note this checklist is not intended to list each and every statutory consideration that departments
should take into account when deciding which policy option to follow. It is the responsibility of
departments to make sure that their duties are complied with.

Does your policy option/jproposal have an impact on...? Impact Page ref
within 1A

Statutory equality duties’ A es/No &
Statutory Equality Duties Impact Test guidance

Economic impacts

Competition Competiion Assessment Impatt Test guidance Yes/No
Small firms Small Firms Impact Test quidange Yes/No
Environmental impacts

Greenhouse gas assessment Greenhnlse Gas Assessment Impact Test guidance Yes/No
Wider environmental issues wider Envirbnmental lssues Impact Test guidance Yes/No
Social impacts

Health and well-being Heath and Welkbelng Impact Test guidance Yes/No
Human rights Human Rights Impact Test guidance Yes/No
Justice system Justice Impact Test guidance Yes/No
Rural proofing Rural Proofing Impact Test guidance Yes/No
Sustainable development Yes/No
Sustainable Developrment Impact Test guidancyg

Public bodies including Whitehall departments are required to
consider the impact of their policies and measures on race,
disability and gender. It is intended to extend this consideration
requirement under the Equality Act 2010 to cover age, sexual
orientation, religion or belief and gender reassignment from April
2011 (to Great Britain only)

Where the use of Specific Impact Assessments provides evidence contributing to the identification or
guantification of (monetised and non-monetised) costs and benefits resulting from the policy options, the
results should be set out in the main Evidence Base and included in the Summary: Analysis & Evidence
page.

Where the tests yield information relevant to an overall understanding of policy options, the detailed
results may be annexed to the Impact Assessment

13
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The Evidence Base should include a mixture of narrative, analysis and research that support the

answers given on the summary pages of the IA template.

Evidence Base (for summary sheets) — Notes

Use this space to set out the relevant references, evidence, analysis and detailed narrative from which
you have generated your policy options or proposal. Please fill in References section.

References

Include the links to relevant legislation and publications, such as public impact assessments of earlier
stages (e.g. Consultation, Final, Enactment) and those of the matching IN or OUTs measures.
3

No. | Legislation or publication
1
2
3
4

+ Add another row

Annual Profile of monetised

costs is for the preferred
option only

Evidence Base
Ensure that the information in this section provides clear evidence of the information provided in the
surnmary pages of this form (recommended maximum of 30 pages). Complete the Annual profile of
monetised costs and benefits (transition and recurring) below over the life of the preferred policy (use
the spreadsheet attached ifthe period is langer than 10 years).

The spreadsheet alzo contains an emission changes table that you will need tafill in if your measure has
an impact on greenhouse gas emissions.

Annual profile of monetised costs and benefits* - (Em) constant prices 4

Y, Y, Y, Y, Y, Ys Y, Y: Y, Y,

Transition costs

Annual recurring cost
Total annual costs
Transition henefits
Annual recurring benefits
Total annual benefits

® For non-monetized benefits please see summany pages and main evidence base section

E-I_uj el Click here to see the
spreadsheet design —

Ik rosaft Cffice
Excel lilo Hmhe et for use when costs are

calculated for more
than 10 years

The information must stand up to external scrutiny — i.e. it should be accessible to the lay reader, and
external parties with an interest must be able to contest the data. It should also be consistent with the

HM Treasury Green Book guidance on appraisal and evaluation.

14



Evidence Base (for summary sheets)

There is discretion for departments and regulators as to how to set out the evidence base. However,
desirable that the following points are covered:

Problem under consideration;

Rationale for intervention;

Policy objective;

Description of options considered (including do nothing);

Costs and benefits of each option (including administrative burden);

Risks and assumptions:

Direct costs and benefits to business calculations (following OlIOO methodology);
Wider impacts;

Summary and preferred option with description of implementation plan.

Inserting text for this section:

Replace the notes on this page with the text for the evidence base.

To maintain consistent formatting, apply Styles from the toolbar. The Paste Without Format toolbar
hutton can he used to paste text from other documents in the current style here.

It is particularly important that the Evidence Base set out clear evidence that justify the inclusion in the
analysis of any monetised as well as non-monetised cost or benefits, and show how the headline costs

BETTER
REGULATION
EXECUTIVE

it is

and benefits have been generated, by clear and transparent presentation of figures and any assumptions
used. Maximum 30 pages recommended

15



Annexes BETTER

REGULATION
Annex 1 should be used to set aut the Post Implementation Review Plan a5 detailed below, Further EXECUTIVE
annexes may be added where the Specific Impact Tests yield irformation relevant to an overal
understanding of policy options.

Annex 1: Post Implementation Review (PIR) Plan

A PIR should be undertaken, usually three to five wears after implementation of the policy, but
exceptionally a longer period may e more appropriate. If the policy is subject to a sunset clause, the
review should be carried out sufficiently earty that any renewal or amendrment o legislation can be
enacted before the expiry date. A PIR should examine the extent to which the implemented regulations
have achieved their objectives, assess their costs and benefits and identify whether they are having ary
unintended consequences. Please set out the PIR Plan as detailed below. If there is no planto do a PIR
please provide reasons Delow.

Basis of the review: [The basis of the review could be statutory (forming part of the legislstion), i.e. s surset clause o & duty to
reviewy | of there could be a political commitmert to reviesy (PIR)];

Review objective: [I= it intended a= & proportionate check that regulation is operaing a= expected to tackle the problem of
concern’?; of a3 awider exploration of the policy approach taken?; or as a link from policy objective to autcome?)

Review approach and rationale: [z g. describe herethe review approach (in-depth evaluation, scope review of manitoring
data, scan of stakeholder viewes, gc.) and the rationale that made choosing such an approach]

Baseling: [The curent (baseling) position againg which the change introduced by the legislation can be measured)

Success criteria: [Criteris showing schievement of the policy ohjedives as set out in the final impact assessment; criteria for
modifying ar replacing the policy |  does not achieve its objectives]

Monitoring information arrangements: [Frovide further details of the plannediexisting arrangements in place that wil
allewy @ systematic colledtion systematic collection of manitaring infarmation for future palicy reviess]

\

Reasons for not planhing a i&W: [f there iz no plan to do a PIR please provide ressons here)

Add annexes here.

Monitoring how the policy is working in practice is a core element
of sound policy making. For this reason it is a key stage in the
Where the tests yield ROAMEF policy cycle.
information relevant to an *Monitoring should at the very least involve keeping in regular
overall understanding of policy contact with representatives of those subject to regulations and to
options, the detailed results agencies responsible for enforcement;
may be annexed to the Impact «It may also include routine collection of data, for example relating
Assessment to compliance rates, pecuniary costs, success indicators etc.

Resources devoted to PIR should be proportionate to the likely benefits accruing from PIR. It is for
Departments to assess the likely benefits and determine their approach to PIR. However, the likely
benefits of a PIR are driven by two main factors:

*The impact of the policy;

*The ability of the Department to change policy in response to lessons learned.
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Where original text and data is shown you should consider whether it is relevant to the

new headings used and amend as appropriate.

Ttle:
Lead dep o agency:
Other departimerts of aget :

Summary: Inter ention a cl Options

What wasthe problem
tdaxirmurm of 8 lines

ment {1A)

1A Ho:

Date: 010172010

Stage: Post Implermentation R eviewy
Source of intervertion: Domestic
Type of measare: Primary leaislation

\

Comtact for emuiries:

vder oS on? Whywas governimert intervertion necessaly 7

J
What werethe policy objecti Al the ntended effects ?

tdaxirmurm of 8 lines

How have the IDIWWI? Please highlight any unintendled consequences.
i zximum of 10 lines

What wasthe original commitmert date to review this policy? oMy ¢—e— o
K you didl not mestthe orignal commitimert date to review this policy please explan win

Maximumof 3lines

SELECT SIGHATORY Signeoff For Post Implementation Review Impact Assessments:

| have read the 1A and Lam satisfied that itrepres ents a fair amd proportionate assessment of the
impact of the podicy.

Sigmedd by the responsible SELECT SIGHATORY: T

Chief economists should sign
off the robustness and

The Minister or the Chief Executive
responsible for the policy is required to sign

accuracy of the costs, benefit
and impact analysis - but not
sign the 1A

off published Impact Assessments at the
PIR stage.

Name, telephone & e-mail of

the person carrying out the PIR
IA.

You should summarise the
extent to which the objectives
and success criteria of the
policy are being met. You
should also identify if the
implementation of the policy
gave rise to unintended
consequences. This box is a
summary only; the analysis
underpinning the conclusions
should be recorded in the
Evidence Base.

You will also need to confirm
whether you have carried out
the PIR to the timetable
originally planned in the
Final/Enactment IA. The date
for review contained in the final
stage IA is not a binding
promise. There may be good
reasons for Departments to
decide nearer the time to
change the date for review. In
such cases, you should give
the reasons behind the decision
to delay or forego the planned
review.




If the Final IA was loaded and the IA stage changed to PIR, the original text and figures will be displayed. BETTER

REGULATION

) ) EXECUTIVE

Summary: Analysis and Evidence Folicy Option 1
Desoiption:

Price Base | PV Base Time Periodl et Benefit (Present Value (PV)) {fm)

Veu Ve Vears Low: Optional | High: Optional | Best Estimate:

COSTS (£m) Total Transition Average Anmwial Total Cost

[Constant Prce)  “rears | (exd. Transtion) (Constant P ice) [FPresent Walue)

Low Ciptianal Optianal Optional I hould add h

High Ciptional Optional Optional A PIRS SHIBUIE R RIEESS T
- guestions of whether the

Best Estimate

policy is working as intended.
Some qualitative evaluation of
the actual costs and benefits
is intrinsic to this question.

Desoption amd scale of key monetised costs by Tnan dfe cted groups”
Maximurmof & lines

A ‘desktop review’ will not in
most cases be expected to
include a full re-estimation of
actual costs and benefits. The
recommended approach is to
ask the question: do | have

Other key non-monetised costs by an affected groups’
Maximurmof & lines

Total Travsition Average Annual Total Benefit :
BENEFITS {£m) (Constant Price)  vears | (exdl, Transiﬁonj(c.:ﬁs“}am Price) (Present Waluz) reason to believe that th.e
Low Optional Optional ATl €Xpected costs or benefits
- - - - were materially inaccurate? If
High Ciptianal Optianal Optional . . s
- the answer is yes, it is likely to
Best Estimate

be proportionate to amend the

Description amd scale of key monetised benefits by Tnain afected groups’

Waxirurn of 5 lines estimates, consistently with

the principle of proportionality

Where the likely benefits

arising from a PIR are
assessed as high, a higher-
intensity PIR is expected. For
example, in most cases,
policies imposing burdens
above £50m a year should be

Other key non-monetised benefits by Tnain affected groups’
Maximumof 4 lines

Key assumjionssensitivitiesrisks Discoumntrate (%)

subject to a full review. The
Maximurmnof 8 lines

resources devoted to a full-
scope review are likely to be
significant.

In conducting a full-scope
review you are also expected

Direct mpact on business (Equivalent Annual) fm: In scopeof GIO0?  Measame qualifies as to re-estimate th_e monetised
Costs: | Benefis: | Het: YesiNo N costs and benefits.

Initially, OI00
will apply to only
primary and
secondary UK

Following One In, One Out methodology:
Direct impacts include more than just
direct expenditure. A regulation which

imposes a restriction, or determines how INs include all measures with formal

central government backing arising
from implementing regulation; A

an agent should act/operate e.g. Working
Time Regulations, has a direct cost (the
opportunity cost of doing something
else/differently), although this may not
necessarily be direct expenditure.

legislation,
which impacts
on business and
the civil society
organisations

measure can be considered an OUT if
it reduces the burden of costs on
businesses and civil society orgs.




Enforcement, Implementation and Wider Impacts %ELILE?E
Wihat is the geographic coverage of the policyioption? Options
Fromwhat date was the policy implemented?? 012010
Wehich organisation(s) enforceds) the policy? Where original
Wihat is the annual change in enforcement cost Em)? text and data is
Does enforcerment comply with Harmpton principles? es/ho shown you should
Croes implermentation go beyond minimum EU recuirerments? fesito consider whether
What is the CO. equivalent change in greenhouse gas emissions? Traded: Hon-tracded: it is relevant to the
(Million tonnes 0. equivale nt) new headings
Does the proposal have animpact on competion? fesito used and amend
What propariion (%) of Total PY costsibenefts is directly attibutable to Costs: Benefits: as appropriate.
prirmary legislation, if applic akle?
Distibution of annual cost &) by organisation size Micro <20 Smal Medium | Large
[exdd. Transifion) (Constant Pricz)
Are any of these organisations exempt? esiMo | Yes/Mo | Yes/Mo | Yes/Mo | YesiMo

Specific Impact Tests: Checklist

Set outin the table helow where information an any 51Ts underaken as part of the analysis of the palicy
options can he found in the evidence hase. For guidance on how to complete each test, double-click on
the link for the guidance provided by the relevant department.

Please note this checkist is not intended ta list each and every statutory consideration that deparments
should take into account when deciding which palicy option to follow. It is the responsibility of
departments to make sure that their duties are complied with.

Cioes your palicy optionfproposal have an impact on,.. % Impact Pageref
within 1A

Statutory equality duties!' YesMo
Statuto ry Equality Duties Impact Test quidan o=

Economic impacts

Competiion Competition Assessmentimpac Test quidanc= YesMo
Small irms Small Fims Impact Test quidancs YesiHo
Environmental impacts

Greenhouse gas assessment Grenhouse & as Assessment Impac Test quidance YesMo
Wider erwvironmental issues wiider Environmertal Issues Impact Test guidan e TesiMo

Social mpacts

Health and wel-being Health and wfell-being Impacg Test quidan e YesMo
Hurman rights Human Rights Impad Test guidan o= YesMo
Justice systerm Jusfice Impa et Test quidancs YesiMo
Fural proofing  Bural Proofing Impact Test guidance YesiMo
Sustainable development YesMo

Sustainable Developmentimpad Test guidan e

! Public bodies nclding Wihiehall depatments are requiredto considerthe impact oftheir policies and measures on aee, disabilty and
gender. b s intended to estendthis consdergion requirement underthe bquakty Set 2010 to cover age, seoal onentation, relgon or belet and
gender regssignment from Aprl 2011 to Grea Britain orby)l The Tookit provides advice onstabutony equalioy duties for public authorties with a
remi in Morthem reland.

In conducting a full-scope review you are also expected to re-examine each of the relevant specific

impact tests.
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BETTER
The Evidence Base of the IA at the PIR stage should be updated in light of the new information EXECUTIVE

and evidence collected during routine monitoring and as a result of conducting the PIR

Evidence Base (for summary sheets) — Notes

IUze thiz space to set out the relevant references, evidence, analysis and detailed narrative from which
wou have generated your policy aptions ar proposal. Flease fill in References section.

References

Include the links to relevant legislation and publications, such as public impact assessments of earlier
stages (e.g. Consultation, Final, Enactment) and those of the matching 1N or OUTs measures.

Neo. | Legislation or publication
1
2
3
4

+ Add another row

. for the preferred option onl
Evidence Base

Ensure that the information in this section provides clear evidence of the infarmation provided inthe
surnmary pages of this form (recommended maximum of 30 pages). Complete the Annual profile of
monetised costs and benefits (transition and recurring) below over the life ofthe preferred policy (use
the spreadsheet attached if the period is longerthan 10 years).

The spreadshest also containg an emission changes table that you will need ta fill in if your measure has
an impact on greenhouse gas emissians.

Annual profile of monetised costs and benefits* - (£m) constant prices VL

Tl:l -...- i -'lr“- l‘lrg l‘lr_q, l‘lr; l‘lrg T_r -.r$ -.r$

Transition costs

Annual recuring cost
Total annual costs
Transition benefits
Annual recurring benefits
Total annual benefits

* For non-monetised benefits please see summany pages and main evidence base section

l‘ﬁ_u'] < Click here to see the
Microsoft Ofice spreadsheet design — for use
Ercel Workshe et when costs are calculated for

more than 10 years.

The information must stand up to external scrutiny — i.e. it should be accessible to the lay reader, and

external parties with an interest must be able to contest the data. It should also be consistent with the
HM Treasury Green Book guidance on appraisal and evaluation.
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Evidence Base (for summary sheets)

There is discretion for departments and regulators as to howe to set out the evidence base. However, it is
desirable that the following points are covered:

+ Froblem under consideration;

+ Rationale for intervention;

« Policy objective;

« Costs and benefits of the policy,

« Rizsks and assumptions;

+ [irect costs and benefits to business calculations (following OI00 methodology);

« ‘Aiderimpacts;

+« Please give an indication of the resources you used to undertake the post-implementation review;

+« Provide details of the results of your PIR.

The 1A Toolkit provides maore details of what can be expected from a PIR.

Inserting text for this section:

Feplace the notes on this page with the text for the evidence baze.

To maintain consistent formatting, apply Styles from the toolbar. The Paste Without Format toolbar
button can be used to paste text from other documents in the current style here.

It is particularly important that the Evidence Base set out clear evidence that justify the inclusion in the
analysis of any monetised as well as non-monetised cost or benefits, and show how the headline costs

and benefits have been generated, by clear and transparent presentation of figures and any assumptions
used. Maximum 30 pages recommended

Annexes

Annexes may be added to provide further information about non-monetary costs and benefits fram
opecific Impact Tests, if relevant to an overall understanding of policy aptions.

Add annexes here.
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Spreadsheet used for where life of policy exceeds 10 years

and to calculate impact on greenhouse gases

(] Ble Edit Wew Inset Fomat Toos Data Window  Hep

HRN=A" RERENI= NS AW NN R AR

BRI |

Eoe ke W R R

Type 3 questionforhelp v _ @ X

131, By g | e replyuth Changes..._EndRavew. J

: - B I U|E=E D% 0 €| Y s T Y |
A30 - &
A B ¢c ol E  Fle v 1 [yl k] [ M=
1 |Annual profile costs and benefits - (Em) constant prices
2 Yo Y4 Yz Y3 \f Ys Ys Y7 \f] \£)
3 |Transition costs 12345
4 |Annual recurring cost 12345| 12345
5 |Total annual costs
6 |Transition benefits
7 |Annual recurring benefits 12345 12345 12345 12345
8 |Total annual benefits 12345| 12345
9 |
10|
| 11]
| 12]
13|
14|
|15 |
16|
[ 17 ]
| 18]
19|
20|
| 21|
| 22|
123 L
| 24 |
25 L
i« « » whAnnual costs & benefits  Emission changes / < i
ioen- s |Awoshepes N N OO Al BRI D -L-A-===ad]
Ready UM

B3 Microsoft Excel - Worksheet in Document1

(2] Ble Edt Wiew Insert Format Toos Data  Window  Help Type aguestion for help ' = @ X

V=T = PENEI e VA A e s A | =% i) e bt @ i 50 |2 By gR ) oReply with Chngez. end Review, .. J
; el S0 < B I U ST En ool o) o) B dre e sl s Eal
F22 A &
Al B \ € | D | E | F JelH][1Ju][k[L[M[N[O]PF
1
RPN version of GHG guidance used: — CERTETIRIR |
3
T Emission Changes* (MtCO2e) - By Budget Period Emission Changes (MtCO2e) - Annual Projections
I CB1,2008-2012 CE I, 2013-2017 CBEI; 2018-2022 | 2008 2009 2010 2071 2012(2012 2014 2015 2016 2017
| 6 | Traded 0 0 0
7 Power sector Non-traded 0 0 0
8 Traded 0 0 0
|9 Transport Non-traded 0 0 0
| 10 | [ workplaces & Traded 0 0 0
11 Industry Non-traded 0 0 0
| 12 | Homes Traded 0 0 0
13 Non-traded 0 0 0
14 Traded 0 0 0
|15 | Waste Non-traded 0 0 0
| 16 | Ariculti Traded 0 0 0
17 grieuture Non-traded 0 0 0
18 " Traded 0 0 0
| 19] Public Non-traded 0 0 0
| 20| |[Total Traded 0 0 0 o|ojojofoflofojO0OfO]|oO
21 MNon-traded 0 0 0 Ol0J]0jJO0oJOojJOo]JOojJOofO]o@O
] % of lifetime emissions
below traded cost
£ Cost comparator 1
i H M d -cr il % of lifetime emissions
below non-traded cost
ﬁ comparator
24]
25

iraw e |5 | Adroshapest S\ [ A dl < 6] o [ Sy B A==

zaal

26 * Important note: Please enter net emission savings as positive numbers and net emission increases as negative numbers.

W« » i\ annual costs & benefits Y Emission changes

o =

BEE |

Back to IA

Back to PIR IA
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