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	Data Collections and Research Request Application Form


When completing this form please refer to the guidance notes which should give you all the relevant supporting information to complete this form (available at:

http://www.justice.gov.uk/publications/research-and-analysis/courts/index.htm)
Title of research / data collection request

	


Section 1

Applicant details

1. Applicant details
	Principal contact name
	

	Job title
	

	Organisation
	

	Location
	

	Telephone
	

	Email
	

	Date
	


Business Sponsor details

2. HM Courts & Tribunals Service HQ Business Sponsor’s details
	Name
	

	Job title
	

	Location
	

	Telephone
	

	Email
	


Section 2

Research / Data Collection details

3. 
What is the latest date for approval by the HM Courts & Tribunals Service Heads of Regional Support Units (and if relevant, to issue a Data Sharing Agreement (DSA) and/or a Privileged Access Agreement (PAA)).
Note: Remember to take into account an estimate of the time needed to complete the approval process. If this is less than eight weeks from receipt of full details by the HM Courts & Tribunals Service DAP secretariat, please explain why and why urgency is now required.

	


4. Type of request
	a) a new data collection
	 FORMCHECKBOX 


	b) a change to a current data collection
	 FORMCHECKBOX 


	c) a research request from within HM Courts & Tribunals Service or the Ministry of Justice
	 FORMCHECKBOX 


	d) an external research request
	 FORMCHECKBOX 



Please give a brief summary

	


5. 
Please give the key details of your changes to data collection / the aims and objectives of your research

Attach a methodology and any supporting documentation.  It is important that there is a clear business process devised in order for there to be clarity about the impact on HM Courts & Tribunals Service staff. Therefore a full methodology at this stage is highly desirable and any lack of clarity may well delay your application.

If your research does include interviews or focus groups with court / tribunal staff or judiciary, you must supply an outline of the areas under discussion or, where possible, the questions in advance. If you are seeking questionnaire responses then you should supply a copy of the  questionnaire with this completed application form.

	


6. What is the anticipated start date and duration of this data collection / timetable for this research?

	


Section 3

Collection method
7.  (a) What collection method/s do you propose to use?
	Online (web based collection) e.g. OPT
	 FORMCHECKBOX 


	Email
	 FORMCHECKBOX 


	Extract from existing systems
	 FORMCHECKBOX 


	     If so, which IT system?
	

	

	
	

	Other electronic (e.g. spreadsheet or disk)
	 FORMCHECKBOX 


	Telephone
	 FORMCHECKBOX 


	Paper
	 FORMCHECKBOX 


	Interview
	 FORMCHECKBOX 


	Other (please give details below)
	 FORMCHECKBOX 


	

	
	

	(b) If interviews are included, please specify:
	

	Court / tribunal admin staff
	 FORMCHECKBOX 


	Court / tribunal legal staff
	 FORMCHECKBOX 


	Court / tribunal staff and judiciary
	 FORMCHECKBOX 


	Judiciary only
	 FORMCHECKBOX 



You must supply an outline of the areas under discussion or where possible, the questions in advance.

Note: If your request or part of your request is to interview or hold focus groups with the judiciary please contact the relevant business sponsor for further details, as there are additional separate arrangements for judicial involvement.  
Similarly, if the proposed activity only involves the judiciary, then no DAP application is required and contact should be direct with the appropriate Business Sponsor (see Note 7b in the Guidance Notes).
Section 4

8. Impact assessment

Give an estimate of the burden for each HM Courts & Tribunals Service Business Area affected, indicating in person days how long it will take each business area to complete the exercise and remember to include all levels of staff – e.g. if the proposed data to be gathered includes Cluster/Area or Regional staff. A ‘person day’ is equal to 7.2 hours.
If your request includes looking at unanonymised data held within case files, you must remember to take into account the time it will take for court / tribunal staff to retrieve and replace files, from various (including off-site) storage arrangements.  Whether HM Courts & Tribunals Service staff or not, general access to court files is not allowed.
	Business area
	Estimated person days for each business to provide the information
	State number of location to be visited/affected. If ‘All’ see Qu.11

	
	Per Court/Office
	Total
	

	Crown Court
	
	
	

	Magistrates’ Courts
	
	
	

	County Courts
	
	
	

	Royal Courts of Justice
	
	
	

	Tribunals 
	
	
	

	Regional & Cluster/Area Offices
	
	
	

	HQ (specify area)
	
	
	

	Other (please specify)
	
	
	


9.   Please list the proposed court/s and/or offices which will be contacted / visited / affected by your proposed activity
	


10. Will your research / data collection have any immediate or future positive resources savings for HMCTS?

 (e.g. reduced data collection/removal of processes)
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If so, please give details below.
	


11. If ‘All’ or a majority of locations, is stated above in Qu.8, for any business type, please give explicit reasons why a sample is not appropriate
Note: if detailed low-level analyses are not required, sample surveys should be the default option.

	


12. Are the estimates above and the collection’s design supported by any consultation exercises, pilots or other tests of the proposal?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, please give details below.

Note: Please state who was involved; or, if yet to take place, is there sufficient detail set out in the answers to Questions 4 & 5 and in any attached methodology?

	


13. Are you seeking response to a questionnaire?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, please attached a copy of the questionnaire to this form, ensuring the methodology accompanying the answer to Qu. 5 clearly explains who it is to go to and how proposed to be handled.

Section 5

Case identification/extraction – access to/use of personal data
	14. Do you require access to case files, documents or other records held by HM Courts & Tribunal Service which are not available to the public?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No




If Yes, you will need to provide with this form a CV for every individual who will have access to the case files, whether on site at a court or by having access to the data while held securely elsewhere.  Then, once approval has been given, apply through the Business Sponsor for a Privileged Access Agreement (PAA) (see Guidance Notes 14).

Applying for a Privileged Access Agreement (PAA)

In an agreed and secure way, you will need to identify the case files you wish to inspect before the PAA is issued.  Please set out below the exact data you hope to extract from them and what arrangements, if any, you have made to identify the cases involved.
	


	15. How many cases are to be reviewed/extracted?
	


16. Please list the personal data which is planned to be extracted
	


17. Have you identified the cases already?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If so how?  And if not, how do you propose to do so?
	


18. Will you be providing the courts/hearing centres with a list of case files/data to be extracted?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, is this list being provided by HM Courts & Tribunal Service?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If No, (e.g. proposed to be by Ministry of Justice statisticians), then permission must be sought from HMCTS Performance & Analysis Team (PART) in order to proceed.

19. How will the information be stored?
	


20. Who will be responsible for analysing the data?  What is your analysis methodology?
	


Section 6

Link to Government Objectives
21. What MoJ Departmental Objectives or other key ‘targets’ does the application support?
Note: State explicitly which are directly involved. If ‘none’, give reasons why the proposal should be recommended / approved.
	


22. Who supports this proposal?
Note: State which Ministers and/or senior staff are aware of the proposal and which support it. If you have already approached the court or tribunal manager/s involved, please state if you have and whether they support your application.

	


23. What are the benefits of the data collection / research request to the Ministry of Justice and HM Courts & Tribunals Service?

	


	24. Do you intend to share this information with other researchers, the MoJ, HM Courts & Tribunals Service, other government agencies or others?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, please provide detail and explain what data protection controls you will employ and how you will GUARANTEE the security of the data?


	


	25. Have you considered getting this information from other agencies / sources?

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No



	

	If Yes, what information is to be obtained from them?


	


	If No, explain why the data can only be obtained from the courts/hearing centres


	


	26. Are 'protected characteristics' data under the Equalities Act 2010 to be collected? (e.g. age, disability, gender reassignment, marriage & civil partnership, race, religion or belief, sex, sexual orientation)
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If Yes, please state

Age




 FORMCHECKBOX 

Disability



 FORMCHECKBOX 

Gender Reassignment

 FORMCHECKBOX 

Marriage and civil partnerships
 FORMCHECKBOX 

Race




 FORMCHECKBOX 
 16+1 (Self-defined)

 FORMCHECKBOX 
  4+1 (Observed)

Religion



 FORMCHECKBOX 

Sex (Gender)



 FORMCHECKBOX 

Sexual Orientation


 FORMCHECKBOX 

Other (Please state below)

 FORMCHECKBOX 



	


27. Is the information intended for publication or other release?
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If No, please give reasons why not

	


Note: Open Government guidelines and the Freedom of Information Act assume most data can be released unless there are specific confidentiality issues.
If Yes, please give details of the publication or release strategy

	


Before you return your completed application you must make sure that you have included the following documents.

Checklist (please tick the appropriate box for any attachment) 

	a)
	A full methodology, detailing the elements relating to court / tribunal access. Including: which courts / hearing centres; sample size; type of case record involved – e.g. files/computer systems; method of identification; interviews / questionnaires/focus groups (see Qu.5)
	 FORMCHECKBOX 


	b)
	Where formal senior judicial approval is required, relevant documents 

confirming approval and any supporting documentation, if already obtained (see Qu.7b)
	 FORMCHECKBOX 


	c)
	The names of all the people involved in your study who could have access to unanonymised court / tribunal data, with CVs for each (see Qu.13)
	 FORMCHECKBOX 



Return your completed form to:

Umesh Mistry at: 

umesh.mistry@hmcts.gsi.gov.uk 

or on 

020 3334 6671
And for any queries or assistance with completion of the form
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