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Appendix C Readiness Toolkit Cross Reference Guide and Glossary


A) Cross‑reference table

	Tool (no. & name)
	Theme 
A. Foundations Project Management
B. Digital, Data and AI Capability Building
	What the tool does
	Where the Readiness Guide links to it

	3.1 Maturity Matrix (Excel)
	A and B
	Capability scoring across Governance, Evidence & Data, Digital & Innovation, Engagement, Delivery & Resourcing, Monitoring 
	Theme F – Skills & Resources (skills audit, capacity roadmap, pooled models, training); Theme E – Digital & Innovation (use maturity models for data stewardship, GIS/data engineering, accessibility/content, delivery).

	3.2 Initiation Pack (Word)
	A
	Kick‑off pack & PID: agenda, roles & responsibilities, RACI, master Gantt, comms outline, acceptance criteria.
	Theme A – Role Assessment (explicitly references Initiation Pack for early stakeholder mapping/working arrangements); Theme G – Project Delivery Plan (PM process from the start; timetable, milestones, budget; integrate comms and evidence plans). Theme G Project Delivery Plan

	3.3 Governance Tool and User Guide: Terms of Reference Pack (Word)
	A
	ToR template defining decision‑making structures, gateways, quorum, escalation, approval logs.
	Theme C – Governance & Working Arrangements (set up ToR and gateways early, including interim ToR); Theme G – Project Delivery Plan (align working arrangements and statutory decisions).

	3.4 Evidence Commissioning Suite (Word)
	A
	Templates for briefs, standards/licensing/interoperability checklist, QA, cross‑boundary sharing/MOUs, timelines, risks.
	Theme B – Evidence & Data Audit (audit, gaps, joint evidence, engage NESO/NISTA, manage evidence pipeline/MOUs); Theme G – Project Delivery Plan (Evidence Strategy; inter‑agency agreements/shared platforms).

	3.5 Engagement Pack (Word)
	A
	Stakeholder map, outreach patterns (incl. seldom‑heard), plain‑English FAQ, 60–90s explainer script/storyboard.
	Theme D – Engagement Strategy (early engagement, involve right stakeholders, innovative practice, narrative, member engagement, comms plan with glossary/tone); Theme A – Role Assessment (identify key stakeholders; SDS added‑value narrative).

	3.6 SDS Monitoring Briefing Note (Word) - Updated from Interim IIA Builder

	A
	A concise briefing note setting out an interim approach to SDS monitoring. Pending clear national directions on SDS monitoring, it aligns to current legislation and practice via SEA/SA monitoring frameworks and reporting conventions, and will be updated when SDS‑specific guidance is published.

	Theme G – Project Delivery Plan: set out delivery and reporting arrangements; manage uncertainty via an interim approach. Theme B – Evidence & Data Audit: maintain an evidence audit trail and plan SA/SEA from the start.


	3.7 SDS Copilot (Q&A pattern) (Word)
	B
	Safe AI usage pattern with citations, ‘can’t answer’ fallback, audit trail, zero‑PII guardrails, DPIA checklist.
	Theme E – Digital & Innovation (adopt safe AI with human‑in‑the‑loop, DPIA, transparency); Theme B – Data foundations (AI as assistant for summarising/drafting FAQs).

	3.8 Delta‑Update Register (Excel)
	B
	Structured change‑log for policy/legislation; batch minor updates; flag material changes.
	Theme A – Role Assessment (track emerging guidance/regulations); Theme G – Risk Assessment Strategy (plan for legislative uncertainty). Theme E 

	3.9 Legislative Radar (Word)
	B
	Monitoring guide & cadence for national policy/legislation; feeds the Delta‑Update process.
	Theme A – Role Assessment (account for nationally prescribed content and track emerging guidance); Theme G – Project Delivery Plan / Risk (monitor political/legislative timing risks). Theme E

	3.10 RAID Log (Excel)
	A
	Consolidated Risks, Assumptions, Issues, Dependencies with probability/impact/mitigations/owners.
	Theme G – Project Delivery Plan (Risk Assessment Strategy: LGR/devolution impacts, legislative uncertainty, timetable alignment, election timing).



B) Glossary of Planning & Digital Terms 	Comment by Guest User: can these be alphabetical for quick reference	Comment by Paul Frainer: These can be reordered automatically to alphabetical when you upload them into your website backend 
Scope: Definitions reflect how terms are used across the Readiness Guide and the Toolkit.
Planning & Governance
· SDS (Spatial Development Strategy): A statutory, sub‑regional plan forming part of the Development Plan, setting a vision‑led framework for the broad location of development and infrastructure over the long term.
· SPA (Strategic Planning Authority): The accountable body preparing the SDS—may be a combined authority, county council, or strategic planning board, depending on local governance arrangements.
· Development Plan: The legal suite of plans used for decision‑making (e.g., SDS, Local Plans, Neighbourhood Plans, Supplementary Plans).
· Local Plan: A district/borough/city‑level statutory plan; SDS and Local Plans must align as parts of the Development Plan.
· NPPF (National Planning Policy Framework): National policy setting out plan‑making requirements against which SDS/Local Plans are prepared and examined.
· Role Assessment: Early scoping of the SDS purpose, scope, and relationships to other plans/strategies, used to frame evidence and engagement.
· Terms of Reference (ToR): Document describing membership, roles, decision gateways, quorum, escalation routes, and approval mechanisms for SDS governance.
· Service Level Agreements (SLA): explanation
· Statement of Common Ground (SoCG): A formal record of cross‑authority/stakeholder agreements on strategic matters.
· Memorandum of Understanding (MoU): A non‑statutory agreement setting roles, info/data sharing, and collaboration arrangements.
· Risk Assessment Strategy: The structured approach to identifying and managing programme risks (often operationalised in a RAID log).
Evidence, Data & Assessment
· Evidence Base: The body of studies, datasets and analysis underpinning the SDS (proportionate to strategic decisions).
· Evidence Commissioning: Specifying, procuring and assuring new studies/datasets, with standards for licensing, interoperability, and QA.
· Integrated Impact Assessment (IIA): Combined assessment framework (e.g., equality, health, sustainability) tracking outcomes with indicators, baselines and targets.
· SA/SEA (Sustainability Appraisal / Strategic Environmental Assessment): Statutory assessment processes considering environmental, social, and economic effects of the strategy.
· Indicator (IIA/Monitoring): A measurable metric with baseline, target, source and reporting cadence used to evidence outcomes.
· Data Catalogue: The register of datasets with owners, sources, licences, refresh cycles and caveats—foundation for an “evidence hub.”
· Geospatial Observatory: A simple, shared mapping environment that aggregates authoritative layers for strategic screening/analysis (not site‑level decisioning).
· Open Standards: Common, published data and technical formats enabling reuse and interoperability across organisations and tools.
· PSGA / OS licensing: Public Sector Geospatial Agreement arrangements governing re‑use of Ordnance Survey data.
Delivery, Programme & Engagement
· PID (Project Initiation Document): The core brief for an initiative—scope, objectives, governance, milestones, budget, risks.
· RACI: Roles/Responsibilities matrix: Responsible, Accountable, Consulted, Informed.
· RAID: Risks, Assumptions, Issues, Dependencies consolidated register.
· Gateway: A formal decision point in the programme (e.g., Options → Draft → Pre‑submission).
· Stakeholder Map: Visual/structured inventory of stakeholders, their influence/interests, and engagement approach.
· Seldom‑heard groups: Communities typically under‑represented in formal engagement, requiring targeted, inclusive outreach patterns.
· Plain‑English FAQ: Concise, non‑technical Q\&A used to explain the SDS narrative and choices.
· Time Boxing: a productivity technique that involves allocating a fixed, maximum unit of time to a specific activity during which you focus exclusively on that task.
· Communications Plan: Internal/external messaging, audiences, channels, materials and cadence aligned to SDS milestones and risks.
Digital, AI & Assurance
· Maturity Matrix (SDS): A structured self‑assessment of capability across key domains (governance, data, digital, engagement, delivery, monitoring).
· DPIA (Data Protection Impact Assessment): Assessment of privacy risks and mitigations when processing personal/sensitive data.
· PII (Personally Identifiable Information): Data that can identify an individual—must be protected/avoided in public‑facing AI workflows.
· AI “human‑in‑the‑loop”: A control principle where AI assists but a human remains accountable for decisions and public outputs.
· API‑first: Designing systems and datasets so they can be programmatically accessed and integrated from the outset.
· WCAG 2.2 AA: Accessibility standard ensuring content works for users with disabilities across web/PDF outputs.
· MVP (Minimum Viable Product): The smallest useful version of a product (e.g., an initial Evidence Hub) that can go live and iterate.
· Change Control / Delta‑Update: Lightweight mechanism to track and implement minor/major changes to guidance, legislation and tools without redrafting everything.
· RAG status: Red/Amber/Green status used to signal health or risk levels of items (e.g., legislative timetable, dependencies).

C) Appendix: Acronyms (quick list)
 API Application Programming Interface
 DfT Department for Transport
 DPIA Data Protection Impact Assessment
 EA Environment Agency
 HE Homes England
 IIA Integrated Impact Assessment
 LGA Local Government Association
 LGR Local Government Reorganisation
 LGP Local Growth Plan
 LNRS Local Nature Recovery Strategy
 MHCLG Ministry of Housing, Communities & Local Government (referenced historically)
 MoU Memorandum of Understanding
 NESA/NESO National Energy System Operator
 NPPF National Planning Policy Framework
 NISTA National Infrastructure and Service Transformation Authority
 PAS Planning Advisory Service
 PID Project Initiation Document
 PII Personally Identifiable Information
 PSGA Public Sector Geospatial Agreement
 QA Quality Assurance
 RACI Responsible, Accountable, Consulted, Informed
 RAID Risks, Assumptions, Issues, Dependencies
 RAG Red/Amber/Green (status)
 RESP Regional Energy Strategic Planning (cycle)
 SDS Spatial Development Strategy
 SEA/SA Strategic Environmental Assessment / Sustainability Appraisal
 SoCG Statement of Common Ground
 SPA Strategic Planning Authority
 ToR Terms of Reference
 WCAG Web Content Accessibility Guidelines
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