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Request to Initiate a Standard or Approve a Standard for Publication   
	
	
	



	Standard title
	

	Standard Reference Number:
	

	Proponent/Sponsor
	

	
	




	Request Details

	Request  
	<<Select one>>
The Sponsor requests ratification of the new or amended Standard in accordance with delegation DA 1.05. Approval of Operational Policy for Business Group.

The Sponsor requests approval to initiate a new or amended Standard.


	Revised or new standard
	Select one
Choose an item.

	Hyperlink to standard
	<<Provide hyperlink to existing standard or draft new/revised Standard as applicable>>

	Supporting documents 
	<<Insert links to key supporting documents here >>  







	Comments
	Highlight key risks, context, urgency in relation to the Standard







 
	Proponent
	Sponsor

	
____________________
Signature/date:
	
____________________
Signature/date:



Submit via email:  standards@nzta.govt.nz



Part 1. Initiation case 
	Standard Initiation Case 

	Catalyst (why intervention was initiated)
	Select Catalyst
Choose an item.


	Problem / opportunity definition
	Summarise below or attach relevant documentation that describes:
· broad operating context and current state 
· nature, scope, and scale of the problem/opportunity
· relevant stakeholders, interests, views and how problem/opportunity affects them.
· special factors involved in problem/opportunity e.g., Road to Zero, health, safety etc.
· root causes vs symptoms of problem/opportunity. 
· why existing measures won’t solve/address the problem/opportunity e.g. access, behavioural biases, incentives and decision-making etc 

	Benefits identification 
	Summarise below or attach relevant documentation that describes:
· benefits and/or broad outcomes of addressing the problem/opportunity in neutral terms (i.e. allows consideration of all relevant options and doesn’t pre-empt selection of a solution). 
· any limitations imposed on commissioning.
· who is expected to use or apply outcomes/outputs

	Options assessment and identification of preferred option
	Summarise below or attach relevant documentation that describes:
· the range of options considered for resolving the problem/addressing the opportunity (note that harmonisation with existing or planned AUSTROADS standard should be considered, where relevant)
· the assessment criteria used to assess the options (e.g., costs, risk, feasibility, benefits, impacts on stakeholders, initial implementation considerations)  
· the options analysis and conclusion about the preferred option 

	Priority
	Summarise below or attach relevant documentation that describes the indicative priority (high/medium/low) of the new Standard/Standard revision. Consider sector impact, scale of the problem/opportunity/benefit, legal requirements, strategic fit, etc.


	Complexity of change
	Provide high-level assessment of the complexity of the change, including internal and sector behavioural and procedural changes, resourcing requirements, capability uplift requirements, communications, etc.  

	Development plan
	Summarise below or attach a high-level development plan for the Standard:
· Identify key team members, sponsor and governance (if any).
· Programme
· Consultation and engagement
· Assurance
· Key risks and mitigation
· Any relevant drafting principles and requirements




	
Part 2. Development summary
2.1 Standard description and scope 
	Purpose and scope

	Problem and opportunity definition
(Clear and brief problem statement)


Benefits identification
(Describe benefits of solving the problem)


Confirmation of preferred option
(If you have completed and ‘initiation case’ – confirm that the Standard is still the preferred option and will address the problem and provide the identified benefits).

Scope and objectives of the standard



	Standard categorisation

	
Type of standard 
(specification, guide, procedure, operational policy, etc)

Phase or activity to which standard applies 
(eg, business case, pre-implementation, delivery, etc)

Target audience/stakeholders 
(eg, Professional Services, Contractors, Project Managers, etc)






2.2  Project plan/documentation
	Project plan

	Summarise below or attach relevant project planning documents that demonstrates:

Roles, responsibilities and accountabilities 
Key project roles and responsibilities and personnel (e.g., Waka Kotahi Sponsor, Project Manager, consultant/supplier)

Identify Sponsor

Working, steering or governance group arrangements


Consultation and engagement


Key risks and mitigation


Quality management/assurance
Quality management plan

Internal/external peer reviewers

Functional/practice reviews (eg, legal, procurement, etc)

Research, trial and pilot activities
Including consideration of national/international standards and research, e.g., Austroads, AS/NZS, NTRO, CAPTIF





2.3 Collaboration
	Consultation and engagement

	[bookmark: _Hlk143607680]Summarise below or attach documentation that identifies the consultation and engagement process, and key stakeholders engaged and consulted during development. 
· Identify business units and groups consulted with in Transport Services and Waka Kotahi.
· Identify Waka Kotahi SMEs, practice leads, Māori partners, and communities of practice engaged/consulted.
· Identify representatives from approved organisations/local road controlling authorities engaged/consulted.
· Identify external stakeholders (industry and professional groups and organisations, suppliers, community and advocacy organisations, other government agencies and local government)



	Feedback

	Summarise below or attach documentation of the following:

· stakeholders engaged (number and organisation, business unit etc).
· key feedback and feedback themes
· key changes to Standard development and implementation resulting from feedback
· key feedback that was not accepted or resolved
· risk and mitigation for unaccepted/unresolved feedback








2.4 Assurance
	Development process

	Summarise or provide documentation that demonstrates that the Sponsor and/or Governance Group has had substantive involvement in the Standards development, directing and assuring:

· that development of the Standard has been robust and in general accordance with requirements and good practice,
· that changes to scope, approach or method have been agreed and that negative impacts to the overall objectives, benefits, outputs and have been addressed or mitigated,
· that risks have been appropriately identified and managed,
· that the project management and quality management plan has been implemented and verified


	Discipline and practice reviews  (e.g., technical, commercial, legal and Māori Partnerships)

	Summarise or provide documentation that demonstrates that assurance (including peer reviews, detail checking, coordination checks and practice reviews) and any required approvals have been undertaken/completed with respect to the following (as relevant):

· engineering, technical and constructability/serviceability
· legal, financial, procurement and commercial
· Māori partnerships 
· health and safety, safety in design, safe systems, environmental and sustainability
· value for money and whole of life costs
· broader outcomes


	Drafting principles and editorial

	Summarise or provide documentation that demonstrates that assurance has been undertaken with respect to the following:

· conformance with drafting principles
· editorial (substantially free from typographical and grammatical errors)
· style guidance and templates, and accessibility requirements

	Benefits and outcomes

	Summarise or provide documentation that confirms:
· that the identified problem/opportunity is addressed by the Standard, 
· identified benefits are delivered in a fit-for-purpose manner



Part 3 - Impact assessment
	Implementation cost and value for money

	Summarise or provide documentation that estimates the cost of implementation of the Standard.  For revised Standards, include an estimate of the incremental cost and the total cost.

Confirm the whole-of-life costs in comparison to other options considered during preferred option assessment, and the relative value for money.



	Implementation risks and uncertainties

	Identify and summarise significant residual risks associated with publication and implementation of the Standard. 

Identify significant uncertainties with performance and/or cost of implementation. 

(Mitigation to identified in implementation plan).



	Impacts to current commercial agreements 

	
Identify and summarise any impacts to current commercial agreements, ie, will the standard be applied retrospectively to existing commercial agreements.  

For Standards that are included in the commercial agreements, will the Standard
· Apply to existing commercial agreements/contracts via a variation.
· Apply to new agreements/contracts from date of publication.

For Waka Kotahi internal Standards indicate whether the Standard will (select one): 
· Apply to existing NZ Transport Agency Waka Kotahi internal activities from date of publication.
· Apply to existing NZTA internal activities from the next change in project/activity phase


	Impacts to other standards, proformas and processes

	Summarise any Standards that will require amendment or withdrawal upon approval/publication of this Standard. 

This includes removing or amending conflicting or out of date requirements, guidance and references.



	Other impacts

	Identify any other impacts that may result in significant change in practice, behaviours, functions and/or activities or that may otherwise require change management. 

(Change management to be identified in implementation plan).







Part 4 - Implementation Plan 
	 Draft implementation plan

	Summarise below or attach relevant documentation that describes:
· Communicating the change to stakeholders (e.g., inclusion in Waka Kotahi newsletters and website, industry liaison group meetings, industry group presentations, communities of practice, Transport Services communications channels (e.g., senior manager blogs). 
· Training and workshops for stakeholders.
· Embedding or coordinating the change with other Standards (plan to seek amendments or withdrawal of interdependent Standards, i.e., removing or amending conflicting or out of date requirements, guidance and references).
· Where relevant, the plan to seek variations to existing commercial agreements to include the new or revised Standard. 
· When the Standard will be next reviewed (for new Standards the review cycle should generally be no more than two years, for existing Standard amendments the review cycle should generally be no more than five years).
· Plan to monitor the implementation and effectiveness of the Standards, and how stakeholders can provide relevant feedback.
· Document management – where final Standard documents (workings, native document files, final document pdf, and approvals) will be stored (include links). 
· Inclusion of the Standard on Waka Kotahi website(s) (identify location) and on the Standards Catalogue.
Note that any post-approval conditions should be identified in the final implementation plan.





Notes:  
· These forms are aligned with the business case model and related principles.
· In developing the standard and completing these forms keep in mind the business case principles and the related practice note. 
· The effort and detail associated with completing these forms should be fit for purpose and proportional to the complexity of the standard and the related change. 
· The intent of the forms is to guide the documentation and information required for initiation of standard development or approval of standard for publication.  You may link information rather than repeating it in the form; however, it should be clear and easy for the person assessing the request to review.
· For minor/maintenance updates (eg, correcting minor errors, references, etc) approval may be sought via a brief email (standards@nzta.govt.nz) – the email should cover off the details of the Standard and the change and any risks or change management implications.  
· The form is split into a cover sheet and four parts.
· Cover sheet – complete and submit with all requests to initiate or approve a Standard
· Part 1 (Initiation case) – complete and submit for approval to start development of a new Standard or revision of an existing Standard.
· Part 2 (Development summary), Part 3 (Impact assessment), Part 4 (Implementation plan) – complete and submit for approval to publish a new or revised Standard.
· If you are seeking approval of Standard but have not had approval to initiate the development then complete and submit Part 1 through Part 4.
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