
Review & triage of new tool 
requests

1 month prior

Project Initiation / 
Assign SPAs
Weeks 1-26

Literature Reviews
Weeks 1-26

Data Analytics
Weeks 1-26

Stakeholder 
Mapping

Weeks 4-8

Board Engagement 
to request EWG 

membership
Weeks 4-8

Send letters to 
Boards requesting 

membership
Weeks 8-12

Schedule diary 
dates for EWG 

meetings
Weeks 8-12

Prep EWG 
paperwork & 

comms
Weeks 12-16

Engage with EWGs 
via comms ahead of 

first meeting
Weeks 16-26

EWG Week 1: ToR, 
Lit Review, Survey

EWG Week 2: 
Background 

methodology, 
analytics

EWG Week 3: Tool 
functionality, LoC

EWG Week 4: Tool 
functionality, LoC, 

BOXI

Analyse survey 
results

Weeks 39-42

Consider decision 
matrix

Weeks 39-42

Consider new tool 
Requests

Weeks 39-42

Draft summary 
report

Weeks 44-46

Reconvene EWG:
Relay findings and 
decision making 

back to members
Weeks 47-48

EAG
Weeks 47-58

QPC
Weeks 47-58

Publish
Weeks 47-58

Recommendations to Scottish 
Ministers

Weeks 59-60
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14 months

Appendix 19 Staffing Level Tool Review Process
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