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Guidance:
Introduction 
This template is to be used to provide the required evidence and supporting information for a Category B change proposal relating to Traffic Signs Manual (TSM) Chapter 8.
All change proposals shall be submitted via an online form, and most submissions are required to provide evidence and supporting information.  Before proceeding, please ensure that the correct form is being used based on the category of change applicable to the proposal:
· Category A: Typographical or grammatical error - Minor updates to correct spelling mistakes, grammatical errors, or other editorial issues. The evidence and supporting information questions can be completed directly on the online submission form. No template is required to be completed.
· Category B: Comprehension or clarity changes – Changes to wording or graphics which are proposed to facilitate the correct interpretation of the code of practice, removing ambiguity. Select this category if the submission seeks to clarify existing wording and extends upon something already included within Chapter 8. Please use this template to provide the required additional evidence and supporting information.
· Category C: Introduction of, or change to, single or multiple items or sections - Introduction of a new way of working, layout, or product. Select this category if the submission seeks to introduce something that is not currently included within Chapter 8. Please use the Category C template to provide the required additional evidence and supporting information.
Full guidance on the Chapter 8 Change Control Process can be found on the National Highways website, here.  

Any information provided as part of the submission could be made available publicly as part of a Freedom of Information (FOI) Request.  Any personal information that is protected under the General Data Protection Regulation (GDPR) shall not be shared.


Structure 
The online submission form will capture the following core information:
· Details about the people involved with the submission.
· Outline information on the proposed change. 
· Please note that the “summary of the change or clarification proposed” question is also included in this template, so that content can be drafted here prior to submission. 
This template supplements the information collected via the online submission form, capturing the more detailed information that is required to effectively assess the submission.

Question 1 begins on the next page





Proposed Category B change details

1) What is the title of your submission?
	Click or tap here to enter text.


2) Please use the space below to provide a summary of the change or clarification proposed. 

	Click or tap here to enter text.


3) What wording is proposed to be included (or amended) within the latest version of Chapter 8?
· If the proposed change refers to an existing section/s of Chapter 8, please include the Section, Sub-Heading and Item reference/s. 
· If the proposed change is a new addition to Chapter 8, please specify where this may sit within the structure of Chapter 8.

	Click or tap here to enter text.


4) Please confirm that the submission meets the following criteria. Provide further detail in the text box below, if required.
	To my knowledge, the proposal does not create a departure from a DMRB standard.	
	☐


	Click or tap here to enter text.


5) Please use the space below to explain the potential impact the proposed change might have. Please include:
· The outcomes expected to be achieved through the implementation of the change (such as Safety, Customer, Delivery, Environmental, Efficiency)
· Any benefits that could be realised.
· The impact the change may have on affected and influential stakeholders.
	Click or tap here to enter text.


Question 6 begins on the next page.

6) Please complete a Safety Risk Assessment (such as GG 104) and send your assessment to us alongside this template. The risk assessment should be appropriate for the change you are submitting.

Use the box below to provide brief details on the risk assessment. Please include the following:
· Clearly define the specific safety question that is being considered.
· If GG104 Safety Risk Assessment has been undertaken, advise us of GG 104 categorisation; A, B or C and therefore level of safety governance required.
· Identify any key safety risks and how they are to be treated.
· Advise of safety risk outcome recommendation(s). 
	Click or tap here to enter text.


7) If required, please provide any legal advice that has been undertaken that would support this submission (for example, alignment to Traffic Signs Regulations and General Direction 2016 and Road Traffic Regulations Act 1984).
	Click or tap here to enter text.


8) Please inform if the submission has any impact outside of Chapter 8 (for example: guidance, training, vehicle design, or impact to codes of practice such as the Red Book).
	Click or tap here to enter text.


9) Please provide any additional information that supports the submission.
· Also use this space to list / hyperlink any supporting documentation that will be provided.
	Click or tap here to enter text.


Next Steps:
Once you’ve completed the online submissions form, we’ll ask you to send us this document along with any additional evidence that may support your submission (for example: full safety risk assessments and legal advice documents).
The online submissions form can be accessed from the National Highways guidance page, linked here. 
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