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This is the first of several Updates aimed to provide transparency to researchers around the administrative processes used by the UBS Administrative Office based in Greenwich House. 
The purpose of this UBS Admin Office Procedures Update is to provide you with information about revisions recently made to the Non-Regulatory Research requests template and the process by which requests are now being processed. 
In accordance with the minimum tasks set out by AWERB ASPA schedule 3 Part 2, paragraph 6(3) stipulates that AWERBs must carry out the tasks set out in Article 27 of the Directive, the following of which are relevant to Non-Regulatory Research:
· ‘advise staff dealing with animals in the licensed establishment on matters relating to the welfare of the animals , in relation to their acquisition, accommodation, care and use.
· advise on the application of the 3Rs, and keep it informed of relevant technical and scientific developments.
· establish and review management and operational processes for monitoring, reporting and follow-up in relation to the welfare of animals housed or used in the licensed establishment.’
In previous years, AWERB has been discharging these functions in relation to Non-Regulated Research requests at arm- length, through receipt of summary information presented in the AWERB Annual Report.  
UBS is receiving an increasing number of requests from researchers to undertake research overseas or to set up collaborative research using animals overseas.  Through the increase in these requests it became apparent that the Non-Regulatory Research request template in use at the time, was not suitable.  The template was therefore reviewed and two new templates were produced early in 2020 and were considered by AWERB in February, the third followed shortly after.  
The suite of Non-Regulated Research request forms are designed to be used for the following purposes:
a) Non-Regulated animal research undertaken at the University or elsewhere in the UK (V2.0 Non reg form 27.02.2020)
b) Overseas animal research project/collaborations or the obtaining of animal tissues or materials from overseas sources (V1.5 Request to work overseas or source animal materials from non-UK sources 28.02.2020 and supporting document: V1.5 Working with animals overseas 31.03.2020)
c) Non-regulated use of animals for teaching purposes (V1.1. Non reg form Teaching 21.04.2020).
As a general rule, these templates should be fully completed, where appropriate discussed and countersigned by the NVS and NACWO, and submitted to the UBS Admin Office (ubsHOLicencing@admin.cam.ac.uk) to be booked into AWERB since requests need to be counter signed by the AWERB Chair before work begins.  All signed Non-Regulated Research requests should be e-mailed to the UBS Admin Office and copied to Anne-Marie Farmer, Maggie Gentry and Debs Flack.  All requests should be renewed and therefore reviewed every 12 months with new forms completed and signed off by the role holders detailed at the end of each form.    
The first Non-Regulated Research template will be relatively familiar to those of you who used the previous version.  However, the new version requests more information.  The Overseas and Teaching templates were also modelled on the original template.  This means the format used for all forms is similar.  
If your plan to undertake research on animals that does not require project licence authority you can either contact your biofacility NACWO or visit the UBS website: https://www.ubs.admin.cam.ac.uk/named-persons/restricted-access to obtain the most up to date version of the template.  Please complete the template fully before sending it to your biofacility NACWO who will discuss your request with your NVS.  If they feel information is missing or not clear, they may ask further questions.  The reason for this step is to avoid unnecessary delays when your request comes to AWERB.  Your NACWO and NVS will forward your signed request to UBS Admin.  
The request should be given a file name using the following convention:  Date (when submitted)_Surname of the researcher_Your facility name or Name of Overseas country (whichever is applicable)_initials of NVS_NACWO (e.g. 2020.06.01_Bloggs_Madingley_KJ_MD).
All the following requests must come to AWERB before work begins:
a) Requests for the non-regulated use of animals which involve buying in animals
b) Requests for Overseas research collaborations and Overseas research proposals using animals
c) Requests to source animal tissues and material from Overseas sources
d) Requests for non-regulated use of animals for teaching purposes
e) Requests where either the NVS and/or NACWO feel AWERB should consider the request before work begins.
All other requests, such as the use of culled excess stock will come to AWERB retrospectively through an annual review of the data collected by MCMS.  The AWERB Annual Report will continue to provide an overview of all Non-Regulated Research requests received during the reporting year.  All completed requests are filed centrally on the UBS K: drive for 3 years in accordance with AWERB record keeping requirements.
Concern has been raised that the introduction of the new process will cause unnecessary delay, particularly to work that has previously received permission from the NVS and NACWO.  However, this should not be the case if requests are completed as soon as the need is identified.  The NVS and NACWO have requested 5 working days to consider each request and priority will be given to booking these requests into AWERB.  With two AWERB meetings each month, this should minimise the time it takes UBS Admin to handle these requests.  
As with all processes we have introduced, we will keep this one under review and make adjustment as necessary to refine and improve the process for you.  Therefore, if you have comments you would like to pass on to me about the process that can lead to improvement in the process for others I would like to hear from you.
With best wishes Anne-Marie
The following page sets out in two tables the process steps depending on the type of request.






Non-Regulated UK and Teaching requests:
	
	Task
	Person responsible

	Step 1
	Either contact your Biofacility NACWO or go to the UBS website for the template
	Researcher

	Step 2
	Fully complete and sign the template before sending to your Biofacility NACWO
	Researcher

	Step 3
	Within 5 working days, the NACWO and NVS will review request and provide the researcher with a response as to what happens next.  This will either be:
a) Further information is required and an explanations as to why.  Where this applies steps 2 and 3 iterate, or
b) Request has been counter signed and submitted to UBS
	NACWO and NVS

	Step 4
	UBS Admin books request in to AWERB
	UBS Admin

	Step 5
	AWERB.  Normally the research is not asked to attend
	AWERB

	Step 6
	Within 5 working days, AWERB recommendation will be sent to the researcher which will either be:
a) AWERB comments to be attended to, or
b) AWERB chair’s signature
	UBS Admin



Overseas requests:
	
	Task
	Person responsible

	Step 1
	Notification of an overseas request tend to come will either come from the University Research office or from a researcher
	

	Step 2
	A copy of the Overseas template and Animal Welfare policy will be sent to the researcher
	UBS Admin 

	Step 3
	Fully complete and sign the template before sending to the UBS Director and Deputy Director for Governance and Welfare (D/DDGW)
	Researcher

	Optional Step 3b
	For some requests, it may be appropriate to discuss the research request with the NVS and NACWO for the biofacility located within the Department.  The completed from should be sent to the D/DDGW.
	Researcher

	Step 4
	Within 5 working days, the D/DDGW will provide the researcher with a response as to what happens next (the NVS and NACWO will be copied in if they have signed the form).  
[bookmark: _GoBack]This will either be:
a) Further information is required and an explanations as to what and why.  Where this applies, steps 3 and 4 iterate, or
b) Request is booked into AWERB and the researcher advised whether they should attend
	D/DDGW

	Step 5
	AWERB.  In some cases this may involve attendance by the researcher
	AWERB

	Step 6
	Within 5 working days, AWERB recommendation will be sent to the researcher which will either be:
a) AWERB comments to be attended to, or
b) AWERB chair’s signature and where appropriate will be signed by the NVS and NACWO attending AWERB 
	UBS Admin
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