Task 8 - Other Competent Authorities

Your authority PLP will be sent two or more emails asking for information. Incidentally, these will come from a special email address set up for just this purpose. Please answer the questions as accurately as possible: if your answers cannot be processed you will be asked again.
Your authority
Email 1 – about the authority

This will be about your authority and will ask four questions. All authorities must answer questions 1, 2 and 3. Any authority using even one ELMS forms service form needs to respond to question 4.

	Question
	Meaning
	Example
	Length Limit
(characters including spaces)

	1. Short name of your authority
	Name your authority would use in normal conversation. 

This wording will be placed inside sentences like "You need to send your form to Ambridge Council"
	Ambridge Borough Council
	35

	2. Formal name of your authority
	Name your authority would use is formal correspondence
	Royal borough of Ambridge and Greater Archer
	70

	3. Your authority brand colour
	The preferred colour of your authority for displaying on the form header, if you are using the ELMS/businesslink.gov.uk services for any formality.

This should be a 24bit RGB colour, in hexadecimal. If your authority is using it's own forms for all applications then please enter 'None'
	FFCC00
	 

	4. Your logo
	This must be a graphic of no more than 145px wide and 85px high, supplied as a GIF file. Its background must be solid white.

Any file that does not have the right aspect ratio will be padded out with surrounding white space: we will not change the size or aspect ratio.

Any logos that do not meet the requested format will be returned.

Please either send a URL, if it is a GIF already on your site (make sure this is for the graphic not the page it is on) or attach the file.
	 
	 


Questions 3 and 4 are asking for graphical information in a very standard manner and your authority’s communication unit should be able to provide this information easily.

There are some screenshots available on the ELMS Portal website (http://elmsportal.businesslink.gov.uk/authority/tasks/9) in the document ‘screenshots.pdf’) that should assist in selection of appropriate answers.

Formalities
Email 2 - Formalities

Your authority will receive one email requesting information for each formality BIS is aware of and one extra for “anything else” (which you either fill in from scratch or reply “None” to). Generally the questions will be pre-populated with what we already know.

Mode 1 formalities (where you offer your own online service) will require answers to questions 1,2, 4. Mode 3 formalities (using the forms service) will need all questions answering. For each formality you will be requested to confirm or answer the following:

	Question
	Requirement
	Example
	Maximum Length
(including spaces)

	1. Mode 1 or Mode 3
	Mode 1 (your own online formality) or Mode 3 (ELMS forms)

This is only asked to verify your answers
	 
	 

	2. Formality name
	The name identifying the whole regime
	Waste packaging accreditation
	120

	3. Transaction name 
	Description of each transaction - or service - within a regime (see note below)
	- Apply for Registration

- Apply for Exemption
	120

	4. Form name
	This is the form name used in the PSC transaction journey no the 'official' name or your form
	 Application form 
	Please aim for 25, but 50 is possible 

	5. The Governing regulation(s)
	As is should be shown on the PSC and in your forms. You are recommended to keep this to a minimum when there is one main piece of legislation and a number of minor pieces.
	Producer
Responsibility
Obligations
(Packaging Waste)
Regulations 2007 
	200 

	6. Fee required? 
	If a fee is changed for the transaction 
	Yes or No 
	 

	7. Applicant needs to calculate fee 
	If a fee is variable depending on the details of an application or the applicants circumstances 
	Yes or No 
	 

	8. Tacit Consent? 
	No, if an overriding reason of public interest means that allowing this is undesirable, otherwise, Yes.
	 Yes or No
	 


Please Note - Tacit Consent:
As part of this exercise, if you are using the forms service, you will have to finally determine whether tacit consent will apply to your formalities or not. The default for every formality will be "yes": i.e. if the authority does not answer within a reasonable time period, authorisation is deemed granted.

Tacit consent should only be set to no where there is a reasonable risk of harm to any of the areas listed below, if tacit consent were given automatically, OR where legislation is explicit about tacit consent not being possible:

· Welfare of children and vulnerable adults 

· Public safety 

· Environment 

· Animal welfare 

Broadly, these four tests will apply to other competent authority answers and the answer given should align with the IPM returns for your covering legislation.
 
Where your authority is a regulator operating in a particular part of the UK, we strongly recommend you discuss your answers with your peers in the other parts, so that you can agree consistent answers where possible.

Tacit consent periods, the fees themselves and so forth will be set up by your ELMS administrator on the live system, so we don’t ask about them in advance.
Note on transaction names:

· If you are offering Mode 1, the terminology should be consistent with the titling you give the start page of your transaction. 

· For Mode 3 users, you will get offered a set of terms similar to those listed in the example. Please think carefully about changing them as they may reduce consistency across the PSC. 

· Some authorities will have single online formality or forms that cover a range of regimes (e.g. different sorts of care homes) – we will need you to answer for each one covered. 

· If one transactional service covers several aspects of a regulatory lifecycle, such as applications and variations together, then your transaction name should reflect this. 

Additional content for Mode 3 formalities
Every mode 3 transaction (or service) will have a preamble or landing page known as the PIP (“Process Initiation Page”). Please see ’PIP_details.pdf’ on the ELMS Portal website (http://elmsportal.businesslink.gov.uk/authority/tasks/9).
Its intention is to give someone enough information to start filling in the form. Your site should contain detailed guidance:

1. It must offer general guidance compliant with article 7 – discussed further in Task 14, the website toolkit. 

2. It can offer specific guidance on filling the form. 

Each authority controls the first two paragraphs of text on the PIP through the ELMS Self Service. Each can be 500 characters long. Given the material on your website this should be enough to cover the basic points you are expected to get across.

Where necessary we can add content to the “Further Details” panel but this has to be managed through the businesslink.gov.uk content management service. The content will be common for local authorities but it can be set-up for competent authorities.

If required please complete the table in the 'pipfurtherdetails.doc' (on the ELMS Portal website, see link above) and then send it to elms@businesslink.gov.uk with a subject of “PIP Further Details”. This extra material should be essentially static: once the system has gone live, you will not be able to get it altered frequently.
