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Appendix 1 
 
BUSINESS CASE FOR CHANGE  
 
<INSERT NAME OF SERVICE> 
 
<DATE> 
 
<VERSION> 
 
 
1. When should a case for change be developed? 
 
A case for change is needed when any change is proposed that could impact upon the delivery of a service, an established working pattern, the delivery of a service, the location of a group of people* 
 
* Not an exhaustive list 
 
If in doubt about whether or not to draft a case, please speak to your line manager and / or your HR Business Partner 
 
2. Who should complete a case for change? 
 
It depends upon the individual circumstances of the proposed change. 
 
It may be that a Service Manager is proposing a change to a local working pattern that will impact upon the members of staff within a particular team; or it may be that a Head of Service is looking to introduce a new rota that will impact upon a larger group of staff across the whole service. 
 
Ultimately, the ‘best’ person to develop the case for change will depend upon the change being proposed and who is best placed to describe the reasons for and outcomes of the change. 
 
3. When should it be developed / completed? 
 
The prospect of change is often unsettling within a work setting and the ‘not knowing’, fuelled by rumour and uncertainty is frequently more damaging if left unchecked. 
 
A case for change should be developed and signed off as soon as possible after the proposed change is identified, to ensure that staff are kept as informed as possible and engaged with facts rather than guess work and gossip. 
 
4. What should be included in a case for change? 
 
The purpose of the case is to outline where the service / team currently is, where it needs to be and how it is proposed to get to that point. 
 
So, for instance, if it is proposed to change from a 5 day working week to a 7 day working week due to a change in service / contract requirement by the commissioner, the case for change would outline: 
 
The current position - operated on a 5 day per week basis 
The proposed position – operated on a 7 day per week basis 
The reason for the change – due to commissioning requirements 
The options as to how to achieve that change and any financial or workforce implications each option may have 
 
Ultimately, a case for change is intended to be a document that clearly outlines the what and why a change is proposed and facilitates honest, open and meaning engagement and discussion about the proposed change. 
 
An Equity and Quality Impact Assessment (EQIA) must be completed alongside any case for change and updated during the consultation if there are changes to the initial proposals. The final version, once the case for change is agreed, must be approved through the EQIA process before any implementation. Equity and Quality Impact Assessment (lch.oak.com)   
 
 
5. Who should be sent the case for change go once completed?  
 
A case for change should be ‘owned’ by its Business Unit so senior management within the unit should be sighted on the change and the implications of the proposed change – be those service / contract delivery based, employee or financial in nature. 
 
In order to develop and finalise the case, support and professional input will be needed from Human Resources and Finance colleagues. 
 
  
6. Does it need formal sign off by (Director/General Manager/Head of Service) before commencing? 
 
Contingent of the scope and scale of the change will determine who is required to authorise the change. 
 
1. Introduction 
 
 	<Explain the service, who commissions it, why the need to change> 
 
2. Background 
 	<Explain current situation / structure> 
 	 
3. Case for change  
 	<Explain why need to change / aim> 
4. 	Options / proposed change 
<insert options considered and proposed change.  Give rationale – positives / challenges for choosing proposed option over other options> (this could be via a table) 
5. 	Financial implications 
 	<insert details of financial implications i.e. current costs v costs of proposed  	option 
6. 	Workforce implications 
 <how the proposed change will affect staff i.e. risk of redundancy, change of  working patterns / base, changes to job descriptions> 
7. 	Next steps / Timescales 
 
Actions will always include engagement and consultation with Staffside colleagues (14 to 45 days dependent upon the numbers of staff affected by change across the 
Trust) and may also include employee engagement events – stakeholders/public/employees, launch event – followed by individual consultation. 
 
	Action 
	Timescale 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 

	 
	 


 
Please ensure that you discuss the detail of this section and what needs to happen and when with your HR Advisor. 
8. 	Consultation circulation  
<list of key stakeholders / other services or any personnel who may be affected by the change> 
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