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	Business case process

	This document sets out the processes for business case preparation, approval and monitoring which are in accordance with the Trust’s Standing Financial Instructions.  The current business case templates and documents are embedded documents in this paper and these should be used unless otherwise agreed.  All communication and questions regarding business cases for both capital and revenue should be routed to business.cases@mkuh.nhs.uk
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2. Business case preparation

A business case should be prepared using the standard MKUH template (for cases up to £100k there is a Short-form Template, all others use the Standard Template).  The business case author should ensure that all relevant stakeholders are consulted and this is documented in the paper and that the financial input is signed off by the relevant Financial Business Partner.  Once prepared the business case should be sent to the Financial Programme Manager (FPM) at business.cases@mkuh.nhs.uk.  The case will be logged and issued with a unique reference which will be used to track the case’s progress through the various approval levels.  The FPM will be responsible for version control and ensuring feedback is recorded and integrated into the business case as it is progressed towards approval.  The FPM will ensure that the case is reviewed and sign-off is completed before being submitted for approval.



3. Business case approval process for capital expenditure for items in the Capital Plan 

(see Appendix 1 for Capital Plan approval process)



 




Dra



4. Request for capital not in the capital plan or new revenue expenditure not in Budget












Only for items over £500k






5. Capital spend execution and monitoring

Once a business case is approved the following process is followed:






















Appendix 1

Capital Plan Approval Process
Capital expenditure is approved as part of the annual planning process.  Capital is classified as either:

1. Business as Usual (BAU) which is to maintain the estate and infrastructure of the Trust on an ongoing basis.  This type of capital is funded by the Trust out of its own resources.

2. Strategic Capital which is to make large scale capital investments to develop the estates and infrastructure of the Trust.  This type of capital investment would normally require additional funding either from the DoH of some other source.

The level of the both types of expenditure is set out in the annual plan and approved by the Board ahead of the start of the financial year.

The constituents of the BAU capital plan is derived through the following process:








Appendix 2 

Strategic Projects Approvals Process  

 

·  For urgent cases 



Draft



Appendix 3
Investment  Limits Trust SFI’s (Standing Financial Instructions)

The table below highlights the spend authority limits by the various boards.

	Board 
	Limits
	Capital
	Revenue

	Clinical Board Investment Group (CBIG) 
	All
	Recommendation only
	Recommendation only

	Executive Directors
	Up to
	£50,000
	n/a

	Capital Control Group
	Up to
	£100,000
	n/a

	Management Board
	Up to
	£1,000,000
	£1,000,000

	Trust Board
	Greater than
	£1,000,000 +
	£1,000,000 +

	 
	 
	 
	 

	Other Boards and Committees
	 
	 
	 

	Strategic Modernisation Programme Board
	Recommendation Only - Business cases to be presented at Management Board and Trust Board based on authority Limits.

	Finance & Investment Committee
	For review and information purposes only.


If items are not in capital plan then only Management Board and Trust Board can authorise and authority levels are halved.


New funding request or change








No





Is there budget?





Yes





New Funds Are Required





Reutilise Existing Budget





Value of change is LESS than £10k Pay and/or £5k non-pay





Value of change is GREATER than £10k Pay and/or £5k non-pay





No further approval required – treat as normal budget





Approval by ED (available weekly)


� EMBED Word.Document.12 \s ���








No





 Prepare Revenue Business Case





apital Business Case








Go to page 2





Yes





C Prepare Capital Business Case





apital Business Case








Is value > £5,000? 


AND


Useful life of > 2 years?





Non-pay or Revenue?





Pay





Capital or Revenue?





Divisional Financial Business Partner needs to sign-off financials before submission 





FPM will forward for approval only after detailed review ensuring business case is complete and accurate and functional sign-off  is complete 





For medical equipment the case should be shared with the Medical Equipment & Training Manager for input





Strategic cases 


Go to Appendix 2





Approval Process


(see detailed approval process below)








Business case reviewed by FPM before submitting for approval/recommendation to ensure complete and accurate





Prepare Business Case using standard Trust template


� EMBED Word.Document.8 \s ���� EMBED Word.Document.8 \s ���


Note: there is an optional first step for revenue cases to take short case to ED’s for recommendation prior to completing full template this should be used if the writer is unclear on whether a business case would be supported











Business case submitted to business.cases@mkuh.nhs.uk


 and FPM will log and a unique identifier is issued 


(Note: all business cases must be routed through FPM not direct to ED/Management Board/CBIG/CCG)








Item is not in capital or revenue plan





Go to Page 4





Item is in capital plan 








Go to Page 3





Emergency cases up to £1m


(note: can use emergency template if standard template not already prepared) 


� EMBED Word.Document.12 \s ���





Non-urgent Business Cases





Is the Business Case <£100k?





Yes


£5-100k





No


>£100k





Director of Finance and Chief Executive for approval





Capital Control Group (CCG) for approval





Clinical Board Investment Group (CBIG) for recommendation 


(note BAU only not strategic)





Approved - reported to Management Board “to note” 


(see page 5 Capital Execution and Monitoring)





Approved (see page 5 Capital Execution and Monitoring) 





Approved (see page 5 Capital Execution and Monitoring) 





Only for capital over £1m 





Finance & Investment Committee for recommendation





Trust Board for approval


>£1m





Management Board for approval


£100k to £1m





Emergency cases up to £0.5 m


(note: can use emergency template if standard template not already prepared) 


� EMBED Word.Document.12 \s ���





Non Urgent Business Cases





Executive Directors meeting for recommendation





Order interchangeable of submission to ED’s and CBIG (suit to timing of meetings)








Clinical Board Investment Group (CBIG) for re prioritisation /recommended from contingency





DoF and Chief Exec for  approval and/or Executive Directors





Approved (go to page 5 Capital Execution and Monitoring) 





Management Board for approval


Up to £500k





Approved - reported to Management Board “to note” 


(see page 5 Capital Execution and Monitoring)





Finance & Investment Committee for recommendation





Approved (go to page 5 Capital Execution and Monitoring) 





Trust Board for approval


>£500k





Finance Programme Manager (FPM) will inform the business case owner of the approval of their business case








REVENUE








Finance will adjust the relevant budget in line with the approved business case 








CAPITAL


Business case owner to complete a Capital Order Form & submit a Quotation, PPQ (Medical Equipment only) and E-Form (Medical Equipment only) 


� EMBED Excel.Sheet.12 ���


and email to:


capital.orders@mkuh.nhs.uk











Capital Coordinator reviews the order form, and, if complete, places in Finance ‘Pending’ Folder on shared Capital drive.











Expenditure incurred and monitored as part of normal budget monitoring








Items of medical equipment are reviewed by the 


Medical Equipment & Training Manager to ensure the equipment is in consistent with other Trust equipment 














Capital Coordinator to populate Medical Equipment Tracker 
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Finance rep reviews order form, and populates final section on form.  Once approved and budget verified, form is placed in ‘Approved’ folder on shared Capital drive








Capital Coordinator to input requisition on SBS Oracle 











Purchasing Dept to review requisition and create a Purchase Order 











Capital Coordinator to input order details onto RAM (Asset Tracking System)








Capital Coordinator to receipt order on SBS Oracle once invoice has been received or when business case owner can advise goods have been delivered











Capital Coordinator to maintain RAM with updated receipting information 








Projects are monitored throughout the year by FPM in conjunction with business case owner/project manager








Monthly reports to business case owner of spend versus plan











Capital bids assembled by Divisions and Directorates and scored using standard scoring system in line with Trust Objectives and with reference to the Trust Risk Register





Scored capital bids from Divisions and Directorates submitted to CBIG and prioritisation finalised within the Trust’s financial envelope for BAU capital





CBIG prioritised capital plan submitted to ED’s for recommendation





Capital plan authorised by Management Board to form the BAU Annual Capital Plan





Urgent Strategic Business cases


Is the project under £1m





Non-Urgent Strategic Business Cases





Strategic Modernisation Programme Board (SMPB) for recommendation.





Director of Finance and Chief Executive for approval





Is the Business Case over £1m





Approved – reported to Management Board to note


(see page 5 for Capital Execution and Monitoring)





Yes





No





Management Board for Approval





Management Board for Recommendation and Trust Board for Approval








Raising a Capital Order
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		Reference Number:

		[Request from Finance] 

		



		Date:

		

		Version:

		

		



		Business Case Title:

		



		Value:

		Capital:


Revenue (part year effect and full year effect):



		Division/CSU/Dept:

		



		Author:

		



		SRO:

		



		Executive Sponsor:

		



		Approvals Sign-off 

(if steps missed below please state why)



		EDs 


Meeting Comments:

		



		CBIG 

Meeting Comments:

		



		CCG Comments:

		



		Mgt Board Comments:

		





1 PATIENT EXPERIENCE

The following bullet points summarise the benefits to Patients arising from the scheme proposals:


· xxx


2 EXECUTIVE SUMMARY

2.1  Purpose 


The Unit is seeking capital/revenue investment of £x for the purpose of …


2.2  Driver for change (delete as appropriate)

The investment is being sought in response to risk(s) identified with…or The investment is being sought to support an opportunity to….Note alternatives considered and whether than case can be delayed by one year (if not, why not?)


2.3  Trust strategies  (delete as appropriate)

The investment aligns to the following Trust Strategies/Objectives (delete as appropriate); 


1-Improve Patient Experience, 2-Improve Clinical Safety, 3-Improve Clinical Effectiveness, 4-Deliver Key Targets, 5-Developing a Sustainable Future, 6-Develop Robust and Innovative Teaching and Research, 7-Remain Well-Governed and Financially Viable, 8-Improve Workforce Effectiveness, 9-Make Best Use of the Estate, 10-Develop into a Good Corporate Citizen  (Delete/Order as necessary)


2.4  Operational Impact 

2.4.1 Patient care: (delete as appropriate)

The impact on patient care will be …or The proposal has no impact on patient care…


2.4.2 Trust performance (delete as appropriate)

The impact on the Trust performance metrics will be …or The proposal has no impact on the Trust performance metrics …


2.4.3 Operational (capacity) impact  (delete as appropriate)

The proposal will affect operational capacity in the following areas (both during and post-implementation)…


or The proposal has no impact on operational capacity…

2.4.4  Impact on other areas

Complete PAM if this is appropriate or state that not relevant/not required.  Note any IT considerations if relevant including EPR impact/compatibility.  Note impact on others divisions, support services and corporate.




[image: image2.emf]Premises Assurance  Template v12 - August 2016.xlsx




2.5 Financial impact  (delete as appropriate) 

The scheme requires a capital (or revenue) investment of £x, which includes a contingency amount of £x (x%). The scheme is being funded from (Clinical Income, Budget Virement within Division, Trust Reserves, Trust Capital, Charitable Funds, DH, Local Authority, 3rd Party, Other). The net impact of the investment on the I&E account in the current year is £x, and £x recurrently. The proposed investment is budgeted/un-budgeted.  Note Net Present Value and IRR if appropriate.



[image: image3.emf]Finance Schedule.xlsx




2.6  Contractual consequences  (delete as appropriate)

The contractual consequences (for both Clinical Income and Supplier-side transactions) of the scheme are …


or The proposal has no impact on current contractual arrangements…[note any procurement considerations].

2.7  Workforce implications  (delete as appropriate)

The Trust’s Headcount will increase/decrease by x WTE as a consequence of this proposal, reflected in the following skill mix changes…or The proposal has no impact on Headcount/skill mix…


2.8  Implementation Timescales  

Following business case approval the project will take x weeks/months to fully implement, with an anticipated ‘go live’ date of xxxxxxx.


2.9 Risks & opportunities


Note material risks (and mitigation) and opportunities


2.10  Sponsorship  

The Unit has engaged with the following internal and external stakeholders to secure sponsorship of the proposal….

3 DUE REGARD SCREENING

		Impact


(please indicate Yes or No for each question)

Note that if any box contains a ‘Yes’ then a full DUE REGARD assessment is required to be undertaken.




		Race/

Ethnicity

		Sex

		Religion or Belief

		Gender Reassignment

		Sexual Orientation

		Age

		Marriage & Civil Partnership

		Pregnancy & Maternity

		Disability



		Do different groups have different needs, experiences, issues and priorities in relation to the proposed change?

		

		

		

		

		

		

		

		

		



		Is there potential for or evidence that the proposed change will not promote equality of opportunity for all and promote good relations between different groups?

		

		

		

		

		

		

		

		

		



		Is there potential for or evidence that the proposed change will affect different population groups differently (including possibly discriminating against certain groups)?

		

		

		

		

		

		

		

		

		



		Is there public concern (including media, academic, voluntary or sector specific interest) in potential discrimination against a particular group or groups?
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Change of Use code





						Definition			Use			Sign-off			Code








						No Material change in use infrastructure services or layout			Any			CSU			O





						Same Use - Change of capacity, replacement equipment or infrastructure services			Clinical			Division/IPC/FM			A





									Non-Clinical			Division/FM			B





						Change of use, New or additional Equipment, Change of Layout or New Build			Non-Clinical to Clinical or material alteration to clinical service			Division/IPC/FM			C





									Clinical to Non-Clinical or material alteration to non-clinical service			Division/IPC/FM			D











Premises Assurance checklist


						Premises Assurance Checklist - to be completed & retained by Project Manager & noted or appended in business case


						Element			Change Code															Typical action			Check (Y/N/na)			Reference			Comments/Response


									O			A			B			C			D


						Access & Transport												Yes			Yes			Review access routes and obstacles for Staff, visitors or patients (see also wayfinding) locally & within hospital perimeter, Review transport and internal transfer arrangements						PS17, HTM 07-07 (DH 2009)


						Asbestos												Yes			Yes			Check register, notify authorised/competent persons of intent, update records						SAQ Safety S12


						Asset Register						Yes			Yes			Yes			Yes			Is the business case clear regarding the location of the asset? Ensure this location is reproduced on the order? Record the change of location of assets. 						PS4 - ASSETS IN ACTION (NHS Estates 2003)


						Capacity						Yes			Yes			Yes			Yes			Review against HBN and other space standards; Health Safety & Welfare at Work Regulations						SAQ - Effectiveness E1, PS3, PS16 HAI-Scribe (HFS 2007), Statutory check


						Catering												Yes			Yes			Inform Catering Services Manager of any changes in requirements						PS16 HAI-Scribe (HFS 2007)


						Cleaning 						Yes			Yes			Yes			Yes			Notify Domestics Services Management of any change in requirements, resources, schedules and audit. Are there changes in consumables required. Privacy curtains - changes to replacement frequency - consider revenue implications. 						PS16 HAI-Scribe (HFS 2007)


						Communications			Yes			Yes			Yes			Yes			Yes			Review and update door signage. Update Intranet & internal telephone directories. Notify IT & Switchboard of any changes made and changes to telephone, printer access, bleep or point of contact requirements. Notify Post Room if affected.


						Data Protection & Confidential Waste												Yes			Yes			Consider security of confidential data. Modify confidential waste contract if required.  Is Patient identifiable data on equipment earmarked for disposal? How will data be managed on new equipment?						Statutory check


						DDA			Yes			Yes			Yes			Yes			Yes			DDA Audit/Workstation assessments. Individual changes for patient, staff or public access and enablement. Dementia assessment, also contrast for partially sighted.						Statutory check.  Design features to assist patients with dementia in hospitals


						Electro-magnetic interference						Yes			Yes			Yes			Yes			Do/are proposed equipment changes cause/affected by electro-magnetic interference or other EMR (gamma, x-ray)? Is environmental protection against EMR adequate?


						Entertainment						Yes						Yes						Is there a Patient Entertainment requirement?


						Environmental Impact and Sustainability						Yes			Yes			Yes			Yes			Is there a change to the trust's carbon footprint arising from a change in use or equipment modernisation? Do New or refurbished facilities meet the needs of the local community, providing good quality healthcare in convenient, accessible and adaptable premises?						PS 7, HTM 07-02 EnCO2de - PS12, PS17, HTM 07-07 (DH 2009)


						Estates PPM												Yes			Yes			Changes to PPM requirements. O&M manual requirement. Test and Commissioning certificates.						SAQ - Safety S2, S5 & S6


						Equipment/EBME						Yes			Yes			Yes			Yes			Is existing equipment being re-located or disposed of, or additional purchased? Notify EBME, Equipment Library or Estates. Are additional RFID Readers required? Does the equipment need assembly? If so, ensure the quote is for supply & installation. Can the equipment be used and stored safely. Are there additional infrastructure requirements (to include telephone, data, nurse call, power & back up (UPS) systems)? are there technical commissioning costs?						SAQ - Safety S2, S5 & S6


						ERIC												Yes			Yes			Notify Facilities Information Manager of changes to space and room usage						SAQ - Finance & VfM F1


						Fire 						Yes			Yes			Yes			Yes			Notify Fire Safety Advisor. Undertake Fire Risk assessment. Change in requirements for Fire Detection and alarm, security override  points, alarm linked doors. Zone changes - update switchboard & fire escape plans,						PS11, HTM 05-01, Statutory check


						Floor Plans												Yes			Yes			Update AutoCAD drawings and register, update site maps


						Heating Ventilation & A/C												Yes			Yes			Are changes in cooling systems, humidity, ventilation rates, relative pressure required?


						Infection Prevention & Control						Yes						Yes			Yes			Notify IPC Management. Review IPC measures including Bed spacing, Handwashing requirements & finishes. Floors, walls, ceilings, doors, windows, interior design, fixtures and fittings are designed, installed and maintained according to hospital acquired infection risks						PS3, PS16 HAI-Scribe (HFS 2007)


						Laundry & Linen 						Yes						Yes			Yes			Notify Support Services Management of any change in requirements. Are there changes to replacement frequency? Consider revenue implications.  Identify appropriate storage & access.						PS3, PS16 HAI-Scribe (HFS 2007)


						Patient Experience						Yes						Yes						Incorporate Feedback from PET or Local surveys, Members or Stakeholder organisations - Arrange post-contract feedback						SAQ - Patient experience P2, P5


						Planning												Yes			Yes			Local Authority Planning requirement? Building Regulation Approval						SAQ - Safety


						Plumbing services						Yes						Yes			Yes			monitoring system updated, hot cold and drinking water, changes to maximum temperature? Legionella prevention. Dosing points and testing regime required.						SAQ - Safety S7; PS10, HTM 04-01, PS16 HAI-Scribe (HFS 2007)


						PMG, Piped and ducted services						Yes						Yes						changes: to include number of outlets, piped or bottled medical gases, All new areas that are having piped gases will need therapeutic equipment - Flowmeters and Suction Units along with suction canisters. Where suction canisters are needed wall brackets will be required. 						SAQ safety S5, S13


						Privacy and Dignity						Yes						Yes						check compliance or changes including single-sex accommodation. Does the design allow flexibility according to levels of demand?						PS2 - ENHANCING PRIVACY AND DIGNITY (NHS Estates 2002)


						Procurement, Purchasing & Supplies						Yes			Yes			Yes			Yes			Inform change of delivery requirements. Is storage capacity adequate, secure and accessible? Follow SFIs , EU rules on Procurement						PS14 - HBN 00-08 ESTATECODE


						Resilience and Emergency Planning						Yes			Yes			Yes			Yes			Assess the impact and vulnerability of the scheme on business function						PS13 - HBN 00-07 RESILIENCE PLANNING


						Security			Yes			Yes			Yes			Yes			Yes			Consider Keys/locks/code changes. Review CCTV coverage, signage, recording, monitoring. Is there a requirement for sign-off by LSMS?						SAQ Safety S8


						Self-harm/Ligature Risks 												Yes						Risks to be identified and mitigated						SAQ Safety S10


						Trust Objectives			Yes			Yes			Yes			Yes			Yes			Does the business case highlight the alignment of the proposals with the Top 10 Trust Objectives?						PS8 - FRAMEWORK GUIDANCE FOR THE ESTATES CONTENT OF BUSINESS CASES (NHS ESTATES 2004)


						Waste collection						Yes			Yes			Yes			Yes			Notify Support Services of changes to type of waste, storage, bin requirements, handling, frequency changes. 						PS3, PS16 HAI-Scribe (HFS 2007)


						Way-finding												Yes			Yes			Review, remove and replace way-finding signs


						Wired services 						Yes			Yes			Yes			Yes			changes to include: telephone, data, TV, nurse call, power, back up systems						SAQ - Safety S5


						Windows												Yes			Yes			Any changes in requirements? locking, obscured glazing, blinds - blackout, washable or slats						Statutory check


						Working Environment						Yes			Yes			Yes			Yes			Is the working Environment acceptable under Health, Safety & Welfare at Work Regulations, 1992? Will the acoustics be adversly affected? Is ventilation adequate or appropriate? Identify changes in  requirements for task lighting and daylighting.						Statutory check
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Finance Template


			Financial Template For Revenue Cases Less than £500m


												CYE			CYE 			FYE			FYE 


			Income			Type			Detail 			Activity ( contacts/patients etc)			£			Activity ( contacts/patients etc)			£


			(detail relevant to the case 


						ie In-patient - Elective/Non elective			ie PBR tariff


						Out-patient - New/Follow Up


			Total Income





			Pay												CYE						FYE


			WTE			Band			Description						£						£








			Total Pay





			Non Pay - Direct Costs ( Revenue)





			For Cases Involving Capital


			Depreciation


			Equipment Maintenance - where applicable


			Installation/minor works less than £5k


			Temporary costs ie hire of equipment 


			Total Non Pay





			Total Costs





			Overheads @ 25% for activity cases, 10% for non activity cases





			Total Costs inc Over Heads





			Net Contribution/(Net Cost)








			For cases which include capital up to £1m the capital costs need to be separately identified  to the revenue costs 








			Capital Costs			Cost ( ex Vat)			VAT			CYE			FYE


			ie type of equipment/cost									£			£








			Total Capital Costs





			For revenue cases greater than £500m and capital costs greater than £1m a net present value calculation is required  see NPV tab for a proforma








NPV & IRR


			Net Present Value/Cost Schedule





						Years


			Cash flow Summary			0			1			2			3			4			5			Total


						£			£			£			£			£			£			£


			Income (+ve)						1															1


			Pay (-ve)																					0


			Non Pay - revenue (-ve) 																					0


			Non Pay -Capital ( -ve)			-1																		-1


			Net Cash inflow/(outflow)			-1			1			0			0			0			0			0





			Discount Factor @3.5%			1			0.966			0.934			0.902			0.871			0.842





			Net Present Value (NPV)			-1			0.9661835749			0			0			0			0			-0.0338164251





			Internal Rate of Return (IRR)			0%





			IRR is the interest rate required to bring the net present value to zero.


			It is the interest date that would result in the present value of the capital investment or cash outflow being equal to


			 the value of the total returns over time, or cash inflow





			Note:


			Year 0 is used for the capital outlay


			The costs will exclude non cash items such as depreciation























                                                                                    [image: ]



Request for Emergency Approval

Division/CSU/Corporates Area:

Title:

Reference:





Description

Brief summary





Context

Summarise the request and set out why this is an emergency.











Financial summary

Include financial impact, procurement method and include details of quote/s received/other financial assessment, and whether in budget/capital plan or not (or other source of funding).











Alternatives

Set out the risk of not progressing with this business case immediately.











Recommendation

Summarise recommendation including timing of spend.













Name:

Job title:

Date:



1

Please keep this paper to one page if possible adding essential additional information as an appendix as appropriate.
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Request for Emergency Approval

Division/CSU/Corporates Area:

Title:

Reference:





Description

Brief summary





Context

Summarise the request and set out why this is an emergency.











Financial summary

Include financial impact, procurement method and include details of quote/s received/other financial assessment, and whether in budget/capital plan or not (or other source of funding).











Alternatives

Set out the risk of not progressing with this business case immediately.











Recommendation

Summarise recommendation including timing of spend.













Name:

Job title:

Date:



1

Please keep this paper to one page if possible adding essential additional information as an appendix as appropriate.
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Sheet1

		Request for Capital Order

		Please complete every blue cell.  There are drop down options on lines 5, 13, 23, 25 and 27. Lines 32 & 33 are to be completed if ordering Medical Equipment.  Medical Equipment must be agreed with the Estates & EBME departments.  Line 36 onwards to be completed by the Capital Department. A requisition will only be raised when the form is fully completed.																														Project Ref:





		Type of Order:										Project Name:														Project Item Ref:



		Name of Originator:								Contact No:								Department:								Division:						Date:



		Contractor / Supplier:



		Whole Business Case Value:		£						Approved By:								Approval Date:								Business Case No:



		Is Quotation Attached:								Order Value:								Ex VAT								Inc. VAT

		On letterhead/email quote acceptable below £1,000





		Order Description 





		Lead In / Delivery Date:								Expected Completion Date:



		Asset Information - MUST be completed by Requester

		Location Code:												Asset Life (years):												New Code:



		Category Code:												Item Code:														Finance Approval of Asset Information:



		Component Code:		S - Land Site & External Works										Classification:				N/A														Comments: 





		If Ordering Medical Equipment



		Is the Pre Purchase Questionnaire attached: (available from supplier)																Has the Appendix E form been completed and attached:(Found in the Equipment Asset Management Policy)







		To be completed by the Capital & Finance Department

																		Analysis 1 Code

		Cost Code:		RD8N						000000				0081												Finance Approved:



		Requisition Number:								Purchase Order Number:								Purchase Order Date:										Funding:



																										Funding Source:



		Receipt Number:								Receipt Date:								Receipt Value:		£						Relevant Asset:

																				£

																				£						Finance Comments:



		Cash Flow:				Month:												Value:		£

		Is the project/Equipment now in place & working? Date:																Has an invoice been received?										Invoice No:



		Comments:







Sheet2

		YesNo		Management__Unit				NewCode				PlantEquipCategoryCode				Project Reference				Location Code										Delete										Add

		Yes		A01000 - General Os/Gynae/GUM				B - Buildings				F - Other engineering plant and equipment (15 years)				NEWB-16				DD1 - A&E		DD1		A&E		Accident/Emergency: DGH						AA00 - Fire Alarm Systems				AA00		Alarm system general

		No		A01001 - GUM Clinic				P - Plant & medical equipment				O - Short life engineering plant and equipment (5 years)				BACKM-16				GG2 - Accommodation 		GG2		Accommodation		Accommodation: DGH						AB00 - Anaesth.Resus Equip				AB00		Anaesthetic resus equip general

				A01A12 - Early Pregnancy Unit				T - Transport				P - Medium life engineering plant and equipment (10 years)				IT-16				M2Z - Acute Block		M2Z		Acute Block		Acute Block Holder						BA00 - Batteries & Chargers				BA00		Batteries and chargers

				A012000 - Outpatients				I - IT equipment				Q - Long life engineering plant and equipment (15 years)				OTHEQ-16				M1Z - Acute Land		M1Z		Acute Land		Acute Land Holder						BB00 - Heat Source General				BB00		Heat source general

				A02000 - Genito-Urinary				F - Furniture				G - Ambulance vehicles (7 years)				INTAN-16				BC1 - Finance		BC1		Finance		Acute Unit Finance Dept						BC00 - Blinds & Curtains				BC00		Blinds and curtains

				A03001 - Outpatients				V - Equipment for set up of new build				G1 - Other vehicles (7 years)				CONT-16				M00 - Unknown		M00		Unknown		Acute:unknown areas/blocks						BUIGEN - Building General

				A03002 - Colposcopy				SL - Software Licences				H - Furniture (10 years)								GA1 - Admin MKNHSFT		GA1		Admin MKNHSFT		Admin: DGH						CA00 - Clocks General				CA00		Clocks general

				A03003 - Hysteroscopy Clinic				LT - Licences & trademarks (purchased)				I - Office equipment (5 years)				Project Item Reference				GSP - Admin Luing Cowley		GSP		Admin LC		Admin: Luing Cowley						CB00 - Cold Water Supply				CB00		Cold water supply

				A03ADU - Antenatal Day Assesment				PA - Patents (purchased)				I - Computers & IT equipment (2 years)				NB0001 - Capital Projects Officer -FY15 £60K				ME1 - PGC1		ME1		Admin: PGC1		Admin: PGC1						CC00 - Call Systems General				CC00		Call systems general

				A04000 - ADAU				IT - Information technology (internally generated)				INT - Intangible IT equipment (2 years)				NB0002 - New Main Entrance				AL1 - Anaesthetics		AL1		Anaesthetics		Anaesthetics						CD00 - Convrs/elevtrs/rolls				CD00		Conveyors/elevators/rollers

				A05000 - ADAU				DE - Development expenditure (internally generated)				H1 - Soft furnishings (7 years)				NB0003 - Radiotherapy and Cancer Centre				AA1 - Audiology Acute		AA1		Audiology Acute		Audiology: DGH						CE00 - Ceilings General				CE00		Ceilings general

				A06000 - EPAU				OP - Other (purchased)				K - Short life medical and other equipment (5 years)				NB0004 - Eaglestone Energy relocation				AAP - Audiology Luing Cowley		AAP		Audiology LC		Audiology: L Cowley						DA00 - Domestic Equipmt Gen				DA00		Domestic equipment general

				A07000 - GUM Clinic				OI - Other (internally generated)				L - Medium life medical equipment (10 years)				NB0004 - Multi-storey (additional deck)				GSC - Stores		GSC		Stores		BOPD: In Store/Elsewhere						DB00 - External Drainage				DB00		External drainage

				A08000 - Ward 08				G - Goodwill				M - Long life medical equipment (15 years)				BM0001 - Capital Emergency Contingiency				AC1 - Cardio Acute		AC1		Cardio Acute		Cardiology: DGH						DC00 - Drainage Internl Gen				DC00		Drainage internal general

				A09000 - Ward 09				AUC - Intangible Assets Under Construction				N - Mainframe IT installations (8 years)				BM0002 - Phased Refurb Ward (P1 & 2) Bathrooms				GD1 - Catering		GD1		Catering		Catering						DR00 - Doors Generl Externl				DR00		Doors general

				A10000 - Ward 10								V - Set up costs in new buildings (10 years)				BM0003 - Replace various Vinyl Flooring Wards				DJ2 - CCU		DJ2		CCU		CCU/Ward 6: DGH						EA00 - Medical Equip Generl				EA00		Medical equipment general

				A11001 - Maternity Delivery												BM0004 - Wards Kitchen Refurb to EHO std  				AK3 - Pathology 		AK3		Pathology		Cellular Pathology: DGH						EB00 - Electric Installation				EB00		Electrical Installation

				A11002 - Midwifery				TypeofOrder				YesNoNA				BM0005 - Redcoration of Phase 1 Theatres				AK4 - Chemical Pathology 		AK4		Chem Path		Chemical Pathology: DGH						EN00 - Engineering General

				A11003 - Community Midwifery				Building Works				Yes 				BM0006 - Replace Flooring Main Circulation Areas				AK9 - Clinical Pathology 		AK9		Clinical Path		Clinical Haematology: DGH						ENGGEN - Engineering Gneral

				A13000 - Outpatients				Medical Equipment				No				BM0007 - Replace Flooring Main Circulation Areas				GM2 - IT		GM2		IT		Computer Offices: DGH						EW00 - External Work				EW00		External work

				A05000 - Ward 05				Information Technology				n/a				BM0008 - Redcorate for the Environment				BC2 - Contract Management		BC2		Contracts		Contract Management						FA00 - FIRE FIGHTING SERV.S				FA00		Fire fighting services

				A06000 - Milton Mouse				Plant and Machinery								BM0009 - Wall Protection & Handrails corridor				AQ3 - CT Scan 		AQ3		CT Scan		CT Scan : DGH						FB00 - Floors & Coverings				FB00		Floors and coverings

				A07000 - Paediatrics				Furniture and Fittings								BM0010 - Refurbish Cook Chill Dept				GS2 - Day Surgery 		GS2		Day Surgery		Day Surgery: Ward 17						FC00 - Finishes Internl Gen				FC00		Finishes internal general

				A07001 - Luing Cowley				Project Management				Component Code				BM0011 - Emergency Lighting - Site wide 				AFP - Dermatology Luing Cowley		AFP		Dermatology LC		Dermatology: L Cowley						FF00 - Fixtures & Fittings				FF00		Fixtures and fittings

				A07002 - CDC				Intangible Assets				1 - Building Shell				BM0012 - Asbestos Removal / Encapsulation (#1006)				GG1 - Domestics		GG1		Domestics		Domestics: DGH						GA00 - Gardening Equipment				GA00		Gardening equipment

				A07A10 - Outpatients								2 - Frame				BM0013 - Refurbishment/Replacement of Fire Doors				GC2 - EBME		GC2		EBME		E.B.M.E.: DGH						GB00 - Fittings - group 1				GB00		Fittings - group 1

				A15000 - NeoNatal								3B - Internal, Wall, Floor and Ceiling Finishings				BM0014 - Replace and upgrade Fire Dampers				DS2 - Endoscopy 		DS2		Endoscopy		Endoscopy: DGH						GG00 - Grounds and Gardens				GG00		Grounds and gardens

				B01000 - Accident & Emergency								4 - Fixtures & Furnishings				BM0015 - Theatres Phase 1 & 2 Changing Room				AD1 - ENT Acute		AD1		ENT Acute		ENT: DGH/027						HA00 - Heating Installations				HA00		Heating installations

				B02000 - Outpatients								5 - Sanitary/Disposal/Water/Gas/Heat/Protective Instal				BM0016 - New Academic Centre				ADP - ENT Luing Cowley		ADP		ENT LC		ENT: Luing Cowley						HB00 - OHW and CWS				HB00		Ohw and cws

				B04000 - Medicine				ItemCode				90 - Site & External Works				IT0001 - Dragon Module to facilitate digital dict				BC3 - Finance		BC3		Finance		Finance/Resources						INT - Intangible Assets				INT		Intangible Assets

				B05000 - Cardiology				AA00 - Fire Alarm Systems				S - Land Site & External Works				IT0002 - Paging Replacement (Next Gen)				ABP - Genito Urinary Luing Cowley 		ABP		GU LC		Genito Urinary: L Cowley						IS00 - Internal Structures				IS00		Internal structures

				B05001 - Angiography				AB00 - Anaesth.Resus Equip				Dwelling - Dwelling				IT0003 - Physical Server Replacement				AK2 - Haematology 		AK2		Hauematology		Haematology: DGH						KA00 - Kitchen Equipment Fixed				KA00		Kitchen equipment fixed

				B05002 - Lung Function 				BA00 - Batteries & Chargers				N/A				IT0004 - Patient Bedside TV Replacement				DJ1 - ITU		DJ1		ITU		ITU: DGH						LA00 - Laboratory Equipment				LA00		Laboratory equipment

				B06000 - Dermatology				BB00 - Heat Source General								OT0001 - Upgrade to Ventilation System W1&2				ME2 - Library 		ME2		Library		Library: PGC1						LB00 - Laundtry Equip. Fixed				LB00		Laundry equipment fixed

				B07000 - Endoscopu				BC00 - Blinds & Curtains								OT0002 - Site Way Finding and Signage				AQ2 - Breast Clinic		AQ2		Breast Clinic		Mammography: DGH						LC00 - Lifts				LC00		Lifts

				B09001 - Coronary Care Unit				CA00 - Clocks General								OT0003 - Ward 5 Isolation Room Upgrades				DP2 - Maternity Delivery 		DP2		Maternity/Del		Maternity/Delivery: DGH						LD00 - Lighting				LD00		Lighting

				B09002 - Cardiac Rehab Services				CB00 - Cold Water Supply								OT0004 - Lighting Env Improvements Med Records				BMP - Medical Audit		BMP		Medical Audit		Medical Audit						LE00 - Ladders General				LE00		Ladders general

				B10000 - Angiography				CC00 - Call Systems General								OT0005 - DDA Improvements				AK5 - Microbiology 		AK5		Microbiology		Microbiology: DGH						MA00 - Medical Furniture				MA00		Medical furniture

				B11000 - Diabetes				CD00 - Convrs/elevtrs/rolls				Classification				OT0006 - Physiotherapy Department Refurbishment				ME3 - Nurse Education Post Grad Centre		ME3		Nurse Educ PGC2		Nurse Education: PGC2						MB00 - Med.Gas;Vacuum;Air				MB00		Medical gas/vacuum/air

				B12000 - Infection Control				CE00 - Ceilings General				PPE - Plant, Property & Equipment AUC				OT0007 - LV2A Electrical Generator Upgrade				AE1 - Dietetics		AE1		Dietetics		Nutrition/Dietetics: DGH						MD00 - Non Medical Furniture				MD00		Non medical furniture

				B14000 - Outpatients				DA00 - Domestic Equipmt Gen				INTANGIBLES - Intangibles AUC				OT0008 - Car Park work				AHP - Obs & Gynae Luing Cowley		AHP		Obs & Gynae LC		Obs & Gynae:L. Cowley						NA00 - Non-Med;Gas;Air;Vac				NA00		Non medical /gas/air/vacuum

				B15000 - MacMillan Unit				DB00 - External Drainage				N/A				OT0009 - Ret Cam 3				MD2 - Occupational Health 		MD2		Occ Health		Occ Health: Acorn Centre						PA00 - Protective Installns				PA00		Protective installations

				B16000 - Ward 01 CDU				DC00 - Drainage Internl Gen				Funding				OT0010 - Replacement of 2 General X-Ray Rooms				AG1 - Opthalmics		AG1		Opthalmics		Ophthalmics: DGH						PC00 - Physio Equip Electrl				PC00		Physio equipment electrical

				B17000 - Ward 02				DR00 - Doors Generl Externl				P-Purchased				OT0011 - Diathermy /Suction Machines				AGP - Opthalmology Luing Cowley		AGP		Opthalmology LC		Ophthalmology: L Cowley						PD00 - Physio Equip Mech				PD00		Physio equipment mechanical

				B18000 - Ward 03				EA00 - Medical Equip Generl				D - Donated				OT0012 - Vascular/ Musculo Skeletal Ultrasound 				AI1 - Oral Surgery 		AI1		Oral Surgery		Orthod/Oral Surgery: DGH						PE00 - Portable Tools				PE00		Portable tables

				B19000 - Ward 04				EB00 - Electric Installation				GG - Government Granted				OT0013 - Replacement Letter Folding Machine				AIP - Orthodontics		AIP		Orthodontics LC		Orthodontics: L Cowley						PI00 - Plumbing Internal				PI00		Plumbing internal

				B20000 - Ward 07 Stroke Unit				EW00 - External Work				L - Leased				OT0014 - Replacement Car Park barriers				AN1 - Orthopaedics		AN1		Orthopaedics		Orthopaedics: DGH/027						PX00 - Plumbing Ext. & Roof				PX00		Plumbing external and roof

				B21000 - Ward 15				FA00 - FIRE FIGHTING SERV.S								OT0015 - Single Sex Accommodatoin in Endsocopy				AG2 - Orthoptic Luing Cowley 		AG2		Orthoptic LC		Orthoptic Dept: L Cowley						RA00 - Refrigeration Plant				RA00		Refrigeration plant

				B22000 - Ward 16				FB00 - Floors & Coverings				Funding Source				OT0016 - Replacement of Monitoring Equipment 				DGP - Paediatrics Luing Cowley 		DGP		Paediatrics LC		Paediatrics: L Cowley						RG00 - General Roofing				RG00		General roofing

				B23000 - Ward 22				FC00 - Finishes Internl Gen				C - Contingency				OT0017 - Replacement of NIV machines Respiratory				GM1 - Patient Services		GM1		Patient Serv		Patient Services: DGH						SA00 - Servery/Wash Equip				SA00		Servery and wash up equipment

				B24000 - Ward 14				FF00 - Fixtures & Fittings				CF - Charitable Funds				OT0018 - Replacement Cardiology Imaging Platform				MA1 - HR		MA1		HR		Personnel: DGH						SB00 - Treat Plant-Small				SB00		Sewage plant

				B25000 - Ward 14				GA00 - Gardening Equipment				P - Planned				OT0019 - Desouter maxi driver cordless				AM1 - Pharmacy 		AM1		Pahrmacy		Pharmacy: DGH						SC00 - Sterlzng;T/CSSD Equip				SC00		Sterilising/cssd/tssd equipment

				C02001 - Audiology				HA00 - Heating Installations								OT0020 - Lithotripter (Urology)				AOR - Physio O Wells		AOR		Physio O Wells		Physio: O. Wells/Queens						SD00 - Storage Equipment				SD00		Storage equipment

				C03001 - Ophthalmology				HB00 - OHW and CWS								OT0021 - Transport monitor (DoCC)				AO2 - Physion WD 12		AO2		Physio WD 12		Physio: WD 12 DGH						SE00 - Services Equipment				SE00		Services equipment

				C03002 - Orthoptics				INT - Intangible Assets				Location Code				OT0022 - Desouter cordless mini driver				AOB - Physion BCH		AOB		Physio BCH		Physiotherapy: BCH						SF00 - Soft Furnishings				SF00		Soft furnishings

				C03003 - Optometry				IS00 - Internal Structures				A01000 - General Os/Gynae/GUM				OT0023 - Anaesthetic Machine SA2 (Theatres)				AOQ - Physio Child Development Centre		AOQ		Physio CDC		Physiotherapy: Child Centre										SI00		Special Installations

				C04000 - Eye Clinic				KA00 - Kitchen Equipment Fixed				A01001 - GUM Clinic				OT0024 - Haemo Filtration Unit (DoCC)				AO1 - Physiotherapy		AO1		Physio Acute		Physiotherapy: DGH						SI00 - Special Installations				TA00		Transport

				C07001 - General Head & Neck				LA00 - Laboratory Equipment				A01A12 - Early Pregnancy Unit				OT0025 - 2 off - Ventilators (DoCC)				AOJ - Physio Stony Stratford		AOJ		Physio SS		Physiotherapy: Stony Stratford						SITE - Site 

				C07001 - General Orthopaedics				LB00 - Laundtry Equip. Fixed				A012000 - Outpatients				OT0026 - 4 Operative Hysteroscope				AOA - Physion Ward 14		AOA		Physio Wd 14		Physiotherapy: WD 14						TA00 - Transport

				C08000 - Ward 19				LC00 - Lifts				A02000 - Genito-Urinary				OT0027 - Ultrasound machine: Logic 200 - W10				AOK - Physio Wolverton		AOK		Physio Wolv		Physiotherapy: Wolverton						VA00 - Ventilation Systems				VA00		Ventilation systems

				C09000 - Ward 21				LD00 - Lighting				A03001 - Outpatients				OT0028 - Laparoscopic Needle Holders				DAX - Pool Equipment		DAX		Pool Equip		Pool equipment: Ward 12						WA00 - Warning Systems				WA00		Warning systems

				C04001 - ENT				LE00 - Ladders General				A03002 - Colposcopy				OT0029 - Stores reconfiguration				GP1 - Portering		GP1		Portering		Portering: DGH						WB00 - Waste Displ;Sany.Ware				WB00		Waste disposal/sanitary ware

				C10001 - Outpatients				MA00 - Medical Furniture				A03003 - Hysteroscopy Clinic				OT0030 - MES				DP1 - SCBU		DP1		SCBU		S.C.B.U.: DGH						WC00 - Water Treat.& Equip				WC00		Water treatment equipment

				C10002 - Orthodontics				MB00 - Med.Gas;Vacuum;Air				A03ADU - Antenatal Day Assesment				OT0031 - Leases				DM1 - Theatres Phase 1		DM1		Theatres P1		Theatres: DGH						WD00 - Workshop Equipment				WD00		Workshop equipment

				C10003 - Vascular				MD00 - Non Medical Furniture				A04000 - ADAU				OT0032 - Sexual Health Contract Services				DM2 - Theatres Phase 2		DM2		Theatres P2		Theatres: DGH/Phase 2						WS00 - Walls Extnal General				WS00		Walls external general

				C10004 - Blood Room				NA00 - Non-Med;Gas;Air;Vac				A05000 - ADAU				OT0033 - A&E phase2				DS1 - TSSU		DS1		TSSU: DGH		TSSU: DGH						WW00 - Windows & Fittings				WW00		Windows and fittings

				C10005 - PAU				PA00 - Protective Installns				A06000 - EPAU				OT0034 - Stand By Generator				DDE - Ward 1		DDE		Ward 1: DGH		Ward 1: DGH						XA00 - X-Ray Equipment				XA00		X-ray equipment

				C11000 - Outpatients				PC00 - Physio Equip Electrl				A07000 - GUM Clinic				OT0035 - Empty space above Angio Ph1				DAU - Ward 11		DAU		Ward 11: DGH		Ward 11: DGH						ZB00 - Business M/C & Comprs				ZB00		Business machines and computers

				C12000 - Outpatients				PD00 - Physio Equip Mech				A08000 - Ward 08				OT0036 - Empty space above Angio Ph2				DAW - Ward 15		DAW		Ward 15 : DGH		Ward 15 : DGH						ZC00 - Contrls/Instruments				ZC00

				CO1000 - Outpatients				PE00 - Portable Tools				A09000 - Ward 09				OT0037 - Other - fit out / contingency / IT				DAC - Ward 16		DAC		Ward 16 DGH		Ward 16 DGH						ZD00 - Dialysis Equipment				ZD00		Dialysis equipment

				FAM001 - Family Planning				PI00 - Plumbing Internal				A10000 - Ward 10				OT0038 - DOCC Ventilation				DDG - Ward 18		DDG		Ward 18: DGH		Ward 18: DGH						ZE00 - Electronic Med.Equip				ZE00		Electronic medical equipment

				MAP000 - Maple Unit				PX00 - Plumbing Ext. & Roof				A11001 - Maternity Delivery				OT0039 - Barium Room				DAH - Ward 18 DGH/026		DAH		Ward 18:DGH/026		Ward 18: DGH/026						ZL00 - Electronic Lab Equip				ZL00		Electronic laboratory equipment

				C13001 - Surgery				RA00 - Refrigeration Plant				A11002 - Midwifery				OT0040 - Phase One Kitchen and Bathroom upgrade				DAJ - Ward 19		DAJ		Ward 19:DGH/026		Ward 19: DGH/026						ZM00 - Audiometric Equip.Gen				ZM00		Electronic measurement/test

				C14001 - Colo-Rectal Care				RG00 - General Roofing				A11003 - Community Midwifery				OT0041 - John Summers				DDM - Ward 20		DDM		Ward 20: DGH		Ward 20: DGH						ZP00 - Physio.(Electronic)				ZP00		Physiotherapy/electronic

				C15001 - Ward 18				SA00 - Servery/Wash Equip				A13000 - Outpatients				OT0042 - MSCP Upgrade				DDK - Ward 3		DDK		Ward 3: DGH		Ward 3: DGH						ZS00 - Communication Systems				ZS00

				C16000 - Temp				SB00 - Treat Plant-Small				A05000 - Ward 05				INT0001 - MS Core Client Access Licences				DG3 - Ward 4 Paediatrics		DG3		Paeds WD4 Acute		Ward 4 Paediatrics						ZT00 - Teaching & Rec. Equip.				ZT00		Teaching and recreation equipment

				C16001 - Ward 20				SC00 - Sterlzng;T/CSSD Equip				A06000 - Milton Mouse				INT0002 - Email Accreditation				DGI - Ward 5 & Paediatrics		DGI		Paeds WD5 Acute		Ward 5 & Paediatrics:DGH

				C17000 - Day Surgery Unit				SD00 - Storage Equipment				A07000 - Paediatrics				INT0003 - EPR				DAM - Ward 7 Medical		DAM		Ward 7 Medical		Ward 7 Medical

				D01001 - Dietetics				SE00 - Services Equipment				A07001 - Luing Cowley								DPO - Ward 8		DPO		Ward 8: DGH		Ward 8: DGH

				D02001 - Pharmacy				SF00 - Soft Furnishings				A07002 - CDC								DPQ - Ward 9		DPQ		Ward 9: DGH		Ward 9: DGH

				D03001 - Physiotherapy				SI00 - Special Installations				A07A10 - Outpatients								GC3 - Estates		GC3		Estates		Works/Estate: DGH

				D06001 - Anaesthetics				VA00 - Ventilation Systems				A15000 - NeoNatal								AQ1 - X-Ray Acute		AQ1		X-Ray Acute		X-Ray: DGH

				D06002 - Acute Pain Services				WA00 - Warning Systems				B01000 - Accident & Emergency								AQ4 - X-Ray Mobile		AQ4		X-Ray Mobile		X-Ray: Mobile Unit

				D06003 - Chronic Pain Clinic				WB00 - Waste Displ;Sany.Ware				B02000 - Outpatients								AQ6 - X-Ray OPD		AQ6		X-Ray OPD		X-Ray: OPD MKGH

				D09001 - Dept of Critical Care				WC00 - Water Treat.& Equip				B04000 - Medicine								AQJ - X-Ray Stony Stratford		AQJ		X-Ray Stony		X-Ray: Stony Stratford

				D10001 - Ward 17 - DBU				WD00 - Workshop Equipment				B05000 - Cardiology								AQ5 - X-Ray Ultrasound		AQ5		X-Ray Ultra		X-Ray: Ultrasound

				D13001 - Main X-Ray				WS00 - Walls Extnal General				B05001 - Angiography								122/F01001 - 11 Lampitts Cross		122/F01001		Residential		11 Lampitts Cross

				D14001 - Outpatients				WW00 - Windows & Fittings				B05002 - Lung Function 								146/F02001 - 24 Lampitts Cross		146/F02001		Residential		24 Lampitts Cross

				D15001 - Breast Screening				XA00 - X-Ray Equipment				B06000 - Dermatology								153/000 - External Grounds		153/000		Ext Grounds		External Grounds

				D16001 - Outpatients				ZB00 - Business M/C & Comprs				B07000 - Endoscopu								160/001 - Eaglestone Health Centre		160/001		EHC		Eaglestone Health Centre

				D14001 - Common Pathology				ZD00 - Dialysis Equipment				B09001 - Coronary Care Unit								177/002 - Old Outpatients		177/002		Old OPD		Old Outpatients

				D16001 - Microbiology				ZE00 - Electronic Med.Equip				B09002 - Cardiac Rehab Services								184/003 - Ward Block Old MKGH		184/003		Ward Block Old		Ward Block Old MKGH

				D17001 - Cellular				ZL00 - Electronic Lab Equip				B10000 - Angiography								214/007 - Ambulance Station 		214/007		Ambu station		Ambulance Station South

				D18001 - Mortuary				ZM00 - Audiometric Equip.Gen				B11000 - Diabetes								221/008 - Main Block		221/008		Main Block		Main Block

				D19001 - Haematology				ZP00 - Physio.(Electronic)				B12000 - Infection Control								238/009 - Ward Block 9		238/009		Ward Block 9		Ward Block 9

				D20001 - Chemical Pathology				ZS00 - Communication Systems				B14000 - Outpatients								245/010 - Pathology 		245/010		Pathology		Block 10 Pathology

				D21001 - Histopathology				ZT00 - Teaching & Rec. Equip.				B15000 - MacMillan Unit								28-Milton Mouse		28		Milton Mouse		Milton Mouse Ward 5 Extension Block 33

				D22001 - Theatre Phase 1								B16000 - Ward 01 CDU								344/026 - Main Ward Block		344/026		Main Ward Blk		Main Ward Block

				D23001 - Theatre Phase 2				Analysis 1 Code				B17000 - Ward 02								351/027 - Theatres Admin Block		351/027		Theatres/Admin		Theatres/Admin Block

				D24001 - Ambulatory Care Unit				X3138 - Capital Works				B18000 - Ward 03								TC - Treatment Centre		TC		Treatment Cntr		Treatment Centre

				E01001 - Block Holders				00140 - Medical Equipment				B19000 - Ward 04								313/022 - Luing Cowley 		313/022		LC		Luing Cowley

				E06001 - Plant Areas				00150 - IT				B20000 - Ward 07 Stroke Unit								337/025 - Pathology/Stores		337/025		Path/Stores		Pathology/Stores Block

				E07001 - Public Areas				00160 - Plant Machinery 				B21000 - Ward 15								MOD - Modular Ward		MOD		Modular		Modular Ward

				E10001 - Staff Areas				00170 - Furniture & Fittings				B22000 - Ward 16								368/028 - Endoscopy 		368/028		Endoscopy		Endoscopy Block

				F01000 - Accommodation Services				00190 - Project Management				B23000 - Ward 22								375/029 - Cook Chill		375/029		Cook/Chill		Chill Cook End Unit

				F02001 - Cook Chill Unit				00210 - Intangible Assets				B24000 - Ward 14								320/024 - Temp Offices & Ward 21		320/024		Temp Office		Temp Offices & Ward 21

				F02002 - Eaglestone Restaurant								B25000 - Ward 14								EC - Energy Centre		EC		Energy Cntr		Energy Centre

				F03001 - Eaglestone Restaurant								C02001 - Audiology								29 - Macmillan 		29		Macmillan		MacMillan Cancer Care Unit Block 34

				F04001 - Domestic Services								C03001 - Ophthalmology								191/004 - Eaglestone Boiler House		191/004		Boiler House E		Eaglestone Boiler House

				F05001 - EBME								C03002 - Orthoptics								207/005 - Eaglestone Generator		207/005		Generator E		Eaglestone Generator

				F06001 - Estates Services								C03003 - Optometry								252/011 - Main Boiler House		252/011		Boiler House M		Main Boiler House

				F06002 - Workshops								C04000 - Eye Clinic								269/012 - Estates Office		269/012		Estates		Estates Office

				F07001 - Linen Services								C07001 - General Head & Neck								276/013 - Post Grad Centre Phase 1		276/013		PG Phase 1		Post Grad Centre Phase 1

				F08001 - Facilities Dept								C07001 - General Orthopaedics								306/019 - Post Grad Centre Phase 2		306/019		PG Phase 2		Post Grad Centre Phase 2

				F09001 - Support Services								C08000 - Ward 19								283/015 - Child Development Centre		283/015		CDC		Child Development Centre

				F09002 - Car Parks								C09000 - Ward 21								382/829 - Gas Bottle Store		382/829		Gas Bottle		Gas Bottle Store

				F09003 - Postal Services								C04001 - ENT								30 - Ward 22 		30		Block 38		Ward 22 Block 38

				F10001 - Telecommunications								C10001 - Outpatients								31 - Offices Block		31		Offices 39		Offices Block 39

				F11000 - Equipment Library								C10002 - Orthodontics								ANGI - Angio/Cardiology 		ANGI		Angio/Cardio		Angio/Cardiology

				F11001 - Nurse Training								C10003 - Vascular								CARD - Cardiology Portacabin		CARD		Cardio Prtacbn		Cardiology Portacabin

				BOI000 - Eaglestone Boiler House								C10004 - Blood Room								MSCP - Multi Storey Car Park		MSCP		MSCP		Multi Storey Car Park

				BOI001 - Phase 01								C10005 - PAU								CRS - CRS Building		CRS		CRS		CRS Building

				BOI002 - Phase 02								C11000 - Outpatients								MV1 - Medium Voltage Generator 		MV1		MV Generator		Medium Voltage Generator

				BOI003 - Eaglestone Calorifier								C12000 - Outpatients								ANGIO - Cardiology 		ANGIO		Cardiology		Cardiology

				BOI004 - New Endoscopy								CO1000 - Outpatients

				BOI005 - Post Grad Centre								FAM001 - Family Planning

				CAL000 - Eaglestone								MAP000 - Maple Unit

				CAL001 - Phase 01								C13001 - Surgery

				CAL002 - Phase 02								C14001 - Colo-Rectal Care

				CWA000 - Phase 01								C15001 - Ward 18

				CWA001 - Phase 02								C16000 - Temp

				EST000 - Workshops								C16001 - Ward 20

				GEN000 - Eaglestone								C17000 - Day Surgery Unit

				GEN001 - Phase 01								D01001 - Dietetics

				GEN002 - Phase 02								D02001 - Pharmacy

				HVI000 - HV Intake Room								D03001 - Physiotherapy

				LIF000 - Lift Plantrooms								D06001 - Anaesthetics

				MCA000 - Phase 01								D06002 - Acute Pain Services

				MCA001 - Phase 02								D06003 - Chronic Pain Clinic

				MCA002 - Treatment Centre								D09001 - Dept of Critical Care

				MEG000 - Medical Gasses								D10001 - Ward 17 - DBU

				MVA000 - Phase 01								D13001 - Main X-Ray

				MVA001 - Phase 02								D14001 - Outpatients

				MVA002 - Treatment Centre								D15001 - Breast Screening

				P01000 - Plantroom 01								D16001 - Outpatients

				P02000 - Plantroom 02								D14001 - Common Pathology

				P03000 - Plantroom 03								D16001 - Microbiology

				P04000 - Plantroom 04								D17001 - Cellular

				P05000 - Plantroom 05								D18001 - Mortuary

				P06000 - Plantroom 06								D19001 - Haematology

				P07000 - Plantroom 07								D20001 - Chemical Pathology

				P08000 - Plantroom 08								D21001 - Histopathology

				P09000 - Plantroom 09								D22001 - Theatre Phase 1

				P10000 - Plantroom 10								D23001 - Theatre Phase 2

				P11000 - Plantroom 11								D24001 - Ambulatory Care Unit

				P12000 - Plantroom 12								E01001 - Block Holders

				P13000 - Plantroom 13								E06001 - Plant Areas

				P21000 - Plantroom 21								E07001 - Public Areas

				P22000 - Plantroom 22								E10001 - Staff Areas

				P23000 - Plantroom 23								F01000 - Accommodation Services

				P24000 - Plantroom 24								F02001 - Cook Chill Unit

				P25000 - Plantroom 25								F02002 - Eaglestone Restaurant

				P26000 - Plantroom 26								F03001 - Eaglestone Restaurant

				P27000 - Plantroom 27								F04001 - Domestic Services

				P28000 - Plantroom 28								F05001 - EBME

				PLA000 - Minor Plantrooms								F06001 - Estates Services

				PLA001 - Eaglestone Tank Room								F06002 - Workshops

				PLA002 - Post Grad Centre								F07001 - Linen Services

				PLA003 - Luing Cowley								F08001 - Facilities Dept

				PLA004 - Cook Chill Unit								F09001 - Support Services

				PLA005 - South Plantrooms								F09002 - Car Parks

				PLA006 - Workshops								F09003 - Postal Services

				PLA007 - Endoscopy								F10001 - Telecommunications

				PPMCON - Contract PPM Asset								F11000 - Equipment Library

				PPMPPM - PPM Assets								F11001 - Nurse Training

				SGE000 - Steam Generation 								BOI000 - Eaglestone Boiler House

				SITSIT - MKGH Site								BOI001 - Phase 01

				SS1000 - Not Known								BOI002 - Phase 02

				TRA000 - Clinical Waste								BOI003 - Eaglestone Calorifier

				TRE000 - Plantroom								BOI004 - New Endoscopy

				WAT000 - Water Treatment								BOI005 - Post Grad Centre

				G01001 - Finance & Performance								CAL000 - Eaglestone

				G04001 - ICT								CAL001 - Phase 01

				G05001 - Patient Services								CAL002 - Phase 02

				G06001 - Supplies & Procurement								CWA000 - Phase 01

				H01000 - Human Resources Dept								CWA001 - Phase 02

				H01001 - Chapel								EST000 - Workshops

				H01002 - Hospital Radio								GEN000 - Eaglestone

				H01003 - Social Services								GEN001 - Phase 01

				H01004 - Voluntary Services								GEN002 - Phase 02

				H02000 - Human Resources								HVI000 - HV Intake Room

				H02001 - Not Known								LIF000 - Lift Plantrooms

				H03001 Occupational Health								MCA000 - Phase 01

				H04001 - Post Graduate Centre								MCA001 - Phase 02

				J01002 - Bank Office								MCA002 - Treatment Centre

				J02001 - Clinical Effectiveness								MEG000 - Medical Gasses

				J02002 - Nursing Management 								MVA000 - Phase 01

				J02003 - Clinical Operations								MVA001 - Phase 02

				J02004 - Research & Development								MVA002 - Treatment Centre

				J02005 - Night Services								P01000 - Plantroom 01

				J05001 - HSDU								P02000 - Plantroom 02

				J06001 - McMillan Nurses								P03000 - Plantroom 03

				K01001 - Cancer Services								P04000 - Plantroom 04

				K01002 - Service Development								P05000 - Plantroom 05

				K01003 - Public Health								P06000 - Plantroom 06

				K04001 - Medical Records								P07000 - Plantroom 07

				K05001 - Backcare								P08000 - Plantroom 08

				DOC000 - Doctors Trainin								P09000 - Plantroom 09

				NUR000 - Nurse Training								P10000 - Plantroom 10

				ACU000 - Watling Ward								P11000 - Plantroom 11

				ANN000 - Chaffron Ward								P12000 - Plantroom 12

				ZZZZZZ - Not Known								P13000 - Plantroom 13

												P21000 - Plantroom 21

												P22000 - Plantroom 22

												P23000 - Plantroom 23

												P24000 - Plantroom 24

												P25000 - Plantroom 25

												P26000 - Plantroom 26

												P27000 - Plantroom 27

												P28000 - Plantroom 28

												PLA000 - Minor Plantrooms

												PLA001 - Eaglestone Tank Room

												PLA002 - Post Grad Centre

												PLA003 - Luing Cowley

												PLA004 - Cook Chill Unit

												PLA005 - South Plantrooms

												PLA006 - Workshops

												PLA007 - Endoscopy

												PPMCON - Contract PPM Asset

												PPMPPM - PPM Assets

												SGE000 - Steam Generation 

												SITSIT - MKGH Site

												SS1000 - Not Known

												TRA000 - Clinical Waste

												TRE000 - Plantroom

												WAT000 - Water Treatment

												G01001 - Finance & Performance

												G04001 - ICT

												G05001 - Patient Services

												G06001 - Supplies & Procurement

												H01000 - Human Resources Dept

												H01001 - Chapel

												H01002 - Hospital Radio

												H01003 - Social Services

												H01004 - Voluntary Services

												H02000 - Human Resources

												H02001 - Not Known

												H03001 Occupational Health

												H04001 - Post Graduate Centre

												J01002 - Bank Office

												J02001 - Clinical Effectiveness

												J02002 - Nursing Management 

												J02003 - Clinical Operations

												J02004 - Research & Development

												J02005 - Night Services

												J05001 - HSDU

												J06001 - McMillan Nurses

												K01001 - Cancer Services

												K01002 - Service Development

												K01003 - Public Health

												K04001 - Medical Records

												K05001 - Backcare

												DOC000 - Doctors Trainin

												NUR000 - Nurse Training

												ACU000 - Watling Ward

												ANN000 - Chaffron Ward

												ZZZZZZ - Not Known
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1 PATIENT EXPERIENCE

The following bullet points summarise the benefits to Patients arising from the scheme proposals:


· xxx


2 EXECUTIVE SUMMARY

2.1  Purpose 

The Unit is seeking capital/revenue investment of £x for the purpose of …


2.2  Driver for change (delete as appropriate)

The investment is being sought in response to risk(s) identified with…or The investment is being sought to support an opportunity to….Note alternatives considered and whether than case can be delayed by one year (if not, why not?)


2.3  Trust Strategies  (delete as appropriate)

The investment aligns to the following Trust Strategies/Objectives (delete as appropriate); 


1-Improve Patient Experience, 2-Improve Clinical Safety, 3-Improve Clinical Effectiveness, 4-Deliver Key Targets, 5-Developing a Sustainable Future, 6-Develop Robust and Innovative Teaching and Research, 7-Remain Well-Governed and Financially Viable, 8-Improve Workforce Effectiveness, 9-Make Best Use of the Estate, 10-Develop into a Good Corporate Citizen  (Delete/Order as necessary)


2.4  Operational impact 

2.4.1 Patient Care (delete as appropriate)

The impact on patient care will be …or The proposal has no impact on patient care…


2.4.2 Trust performance (delete as appropriate)

The impact on the Trust performance metrics will be …or The proposal has no impact on the Trust performance metrics …


2.4.3 Operational (capacity) impact (delete as appropriate)

The proposal will affect operational capacity in the following areas (both during and post-implementation)…


or The proposal has no impact on operational capacity…

2.4.4 Impact on other areas

Complete PAM if this is appropriate or state that not relevant/not required.  Note any IT considerations if relevant including EPR impact/compatibility.  Note impact on others divisions, support services and corporate.


2.5 Financial impact  (delete as appropriate)

The scheme requires a capital (or revenue) investment of £x, which includes a contingency amount of £x (x%). The scheme is being funded from (Clinical Income, Budget Virement within Division, Trust Reserves, Trust Capital, Charitable Funds, DH, Local Authority, 3rd Party, Other). The net impact of the investment on the I&E account in the current year is £x, and £x recurrently. The proposed investment is budgeted/un-budgeted.


2.6  Contractual consequences  (delete as appropriate)

The contractual consequences (for both Clinical Income and Supplier-side transactions) of the scheme are …


or The proposal has no impact on current contractual arrangements…[note any procurement considerations].

2.7  Workforce implications  (delete as appropriate)

The Trust’s Headcount will increase/decrease by x WTE as a consequence of this proposal, reflected in the following skill mix changes…or The proposal has no impact on Headcount/skill mix…


2.8  Implementation timescales  

Following business case approval the project will take x weeks/months to fully implement, with an anticipated ‘go live’ date of xxxxxxx.


2.9 Risks & opportunities


Note material risks (and mitigation) and opportunities


2.10  Sponsorship  

The Unit has engaged with the following internal and external stakeholders to secure sponsorship of the proposal….

BUSINESS CASE DETAIL


2.1 Purpose of the investment

The Unit is seeking capital/revenue investment of £x for the purpose of …


2.2 Driver for change

2.2.1  Risk or opportunity 

Is the principal driver for change a response to an operational risk or is it pursuing an opportunity? Briefly describe…..


2.2.2  Risk assessment  

The risk outlined above has been captured and escalated through the Department/CSU/Divisional/Trust Risk register.


The risk rating is x, based on a Severity score of x and a Likelihood score of x.


The risk was recorded on Datix on xx/xx/xx, with a reference number xxxx and has a scoring of x. The risk assessment form is attached as an appendix.
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2.2.3  Strategic context  

Support the case for change with National/Regional/Local context, market/competitor strategies, best practice and benchmarking where appropriate (include summary text within the body of the business case and embed relevant detailed reports).

2.2.4  Options considered

(i) ‘Do Nothing’ option  

Describe the likely consequences of doing nothing.


(ii) The preferred option  

Give details of the chosen solution for investment, identifying how it satisfies the requirements outlined above. 


(iii) Alternative option(s)  

Briefly describe at least one other option considered and why they were dropped in favour of the preferred option. A tabulated non-financial options appraisal is required for all Estates, IT and Medical Equipment capital projects with costs greater than £100k, and revenue Service Development schemes exceeding £200k.


2.3 Trust strategies

The proposed investment aligns to the following Trust Strategies/Objectives (complete where applicable):


		Trust Strategy/Objective:

		Evidenced By:



		1. Improve Patient Experience

		



		2. Improve Clinical Safety

		



		3. Improve Clinical Effectiveness

		



		4. Deliver Key Targets

		



		5. Developing a Sustainable Future

		



		6. Develop Robust & Innovative Teaching    & Research

		



		7. Remain Well-Governed and Financially Viable

		



		8. Improve Workforce Effectiveness

		



		9. Make Best Use of the Estate

		



		10. Develop into a Good Corporate Citizen

		





2.4  Operational impact

In terms of the preferred option:

2.4.1 Impact on patient care


Describe impact including any relevant metrics 


2.4.2 Impact on the Trust performance 


What is the impact on the Trust Dashboard metrics from the proposed investment?


2.4.3  Impact on capacity 

(i) Post change 

What is the impact on operational capacity (outpatients/beds/bed days/theatres) of the change? Is the capacity currently available? How will extra capacity be created?


(ii) During the Implementation 

What is the impact on operational capacity (outpatients/beds/bed days/theatres) during implementation?


How is this being dealt with?


2.4.4 Impact on other areas


(i) Other clinical divisions


Are there any ‘disturbance’ factors for other Clinical Divisions (decanting/relocations, noise, utility suspensions etc.) and how are these being ‘brokered’?

(ii) Support services 

What is the impact on Support Services capacity (Imaging, Pathology, Pharmacy, Hotel Services, Estates, IT, HR) resulting from the change?


Is the capacity currently available?


How will extra capacity be created?


(iii) Premises Assurance Model 

The Estates and Facilities team have been consulted and a Premises Assurance Assessment has/has not been completed. Embed a copy if completed.
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(iv) IT systems and Electronic Patient Records compliant 

Has this case been reviewed by the IT department to ensure it is EPR Cerner compliant? Note any other IT compatibility considerations.

2.5 Financial impact

2.5.1 Investment required 

The Unit is seeking capital/revenue investment of £x. Capital costs are inclusive of VAT with the exception of professional fees.


The scheme will/will not involve the disposal of fixed assets with a current net book value of £x.


This investment is/isn’t included in the FY14 capital plan/prioritised cost pressure list.


2.5.2 Source of funding

It is anticipated that funding for the scheme will be provided by…. (Clinical Income, Budget Virement within Division, Trust Reserves, Trust Capital, Charitable Funds, DH, Local authority, 3rd Party, Other). 

2.5.3  Financial model  


Complete embedded finance schedule and include tables as appropriate. 

The business case has a Net Present Value of…..and delivers an Internal Rate of Return of   %.
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2.5.4 Capital risk (capital cases only)

The investment sought of £x includes a contingency sum of £x (or x%) at this stage of design development. These relate to potential additional costs for unforeseen costs.  For equipment purchases, where there is a requirement to undertake a tender process, between 5-15% contingency should be added but where a tender process is not required then the quoted prices should be used in the case and quotations attached as appendices.  For building works below £100k, 10% contingency should be used and for building works above £100k, between 10-20% contingency should be added.

2.6 Contractual considerations

2.6.1 Income and commissioning


The incremental income generated by this case is £x; this will be generated through the current/new contract with x. The Contracts team have confirmed that this contract variation is deliverable and that the income can flow from the modelled date.

2.6.2 Procurement and supplier considerations


In terms of the non-pay costs required to deliver this scheme new/amended contracts with x will be required. The Purchasing team have confirmed that these arrangements are deliverable within the timeframe.


or The procurement value falls below the OJEU limit and the goods/services will be procured via a simple purchase order. Three quotes have been obtained from xxxx in accordance with the Trust’s SFIs.   


or The procurement value falls below the OJEU limit and the goods/services are being procured through xxx who are a framework supplier. 


2.7 Workforce and HR

2.7.1 Staffing numbers 

The Trust’s Headcount will increase/decrease by x WTE as a consequence of this proposal, reflected in the following skill mix changes…


or This proposal has no impact on Headcount/Skill Mix…


2.7.2 Structure charts 

(Structure charts of the ‘before’ and ‘after’ organisational structure should be included where the investment is being fulfilled by skill-mix changes.) The current and new structures are shown below….

2.7.3 Staff consultation 

A consultation process involving staff-side will/will not be required (as a consequence to changes in working terms and conditions) for this proposal.


2.7.4 Training 

This scheme will/will not have the following training implications …


2.7.5 Recruitment considerations 

Will these post(s) be difficult to fill? Are there mission-critical processes (eg. Royal College approval) to consider? Are market forces going to impact on the recruitment process? 


2.7.6 Tenure

Are the posts to be recruited to substantive/fixed term/locum/agency/bank?

2.7.7 Job plans 

If the case relates to change to clinical staff  job plans are required to show the impact ie  before and after impact of the change. 


Where there are fundamental changes to roles’ and a new job description is required the HR Business Partner needs to review this to ensure that there is parity in roles and to quality assurance the job description(s), ensuring were the posts have  been evaluated under Agenda for Change and the grades have parity across the organisation.


2.8  Implementation

2.8.1 Timescales


Following business case approval the project will take x weeks/months to implement, with an anticipated ‘go live’ date of xxxxxxx. 


		Activity

		No. Weeks

		Dates Start - Finish



		Scoping/Design

		

		



		Planning Consent

		

		



		Contracting/Advertising

		

		



		Delivery Lead-Time

		

		



		Works/Installation/Commissioning

		

		



		Practical Completion/”Go Live”

		

		



		Post-Project Evaluation

		

		



		TOTAL

		

		





2.8.2 Implementation governance Arrangements 

Who is the SRO? Who is the Project Manager? Who else sits on the project team and how is the project going to be governed?


2.8.3 Support services resources 

Estates/IT/EBME/Infection Control/Purchasing/HR/Others have all been involved in drawing up the implementation plan and have committed appropriate resource to the scheme.

2.8.4 Deliverables: KPIs and systems for measuring performance of the scheme.

		KPIs

		Target

		Systems



		

		

		



		

		

		





(Please outline the specific KPIs that will be measured. The targets this scheme is planned to meet. Outline the system in place that will monitor the respective KPI).

2.9 Risks & opportunities

Identify and outline mitigating actions for any risks associated with the delivery of this business case.  Note opportunities.

2.10  Stakeholder engagement

Stakeholders engaged during business case development: 

		Name

		Title

		Representing

		Internal / External



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





All of the above stakeholders have received and reviewed the latest version of this business case and have consented to its submission.


3  Due Regard screening

		Impact


(please indicate Yes or No for each question)

		Race/Ethnicity

		Sex

		Religion or Belief

		Gender Reassignment

		Sexual Orientation

		Age

		Marriage & Civil Partnership

		Pregnancy & Maternity

		Disability



		Do different groups have different needs, experiences, issues and priorities in relation to the proposed change?

		

		

		

		

		

		

		

		

		



		Is there potential for or evidence that the proposed change will not promote equality of opportunity for all and promote good relations between different groups?

		

		

		

		

		

		

		

		

		



		Is there potential for or evidence that the proposed change will affect different population groups differently (including possibly discriminating against certain groups)?

		

		

		

		

		

		

		

		

		



		Is there public concern (including media, academic, voluntary or sector specific interest) in potential discrimination against a particular group or groups?

		

		

		

		

		

		

		

		

		





Note that if any box contains a ‘Yes’ then a full DUE REGARD assessment is required to be undertaken.


4. Revision history

		Version

		Date

		Amendments

		Authored/Approved By



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





This template should be used for all investment bids (both Capital and Revenue) in excess of £100,000. If your scheme has in excess of £1m of costs then contact the Finance Programme Manager who can discuss alternative documentation with you, in line with the Trust’s Investment Policy.


Change of Use code





						Definition			Use			Sign-off			Code








						No Material change in use infrastructure services or layout			Any			CSU			O





						Same Use - Change of capacity, replacement equipment or infrastructure services			Clinical			Division/IPC/FM			A





									Non-Clinical			Division/FM			B





						Change of use, New or additional Equipment, Change of Layout or New Build			Non-Clinical to Clinical or material alteration to clinical service			Division/IPC/FM			C





									Clinical to Non-Clinical or material alteration to non-clinical service			Division/IPC/FM			D











Premises Assurance checklist


						Premises Assurance Checklist - to be completed & retained by Project Manager & noted or appended in business case


						Element			Change Code															Typical action			Check (Y/N/na)			Reference			Comments/Response


									O			A			B			C			D


						Access & Transport												Yes			Yes			Review access routes and obstacles for Staff, visitors or patients (see also wayfinding) locally & within hospital perimeter, Review transport and internal transfer arrangements						PS17, HTM 07-07 (DH 2009)


						Asbestos												Yes			Yes			Check register, notify authorised/competent persons of intent, update records						SAQ Safety S12


						Asset Register						Yes			Yes			Yes			Yes			Is the business case clear regarding the location of the asset? Ensure this location is reproduced on the order? Record the change of location of assets. 						PS4 - ASSETS IN ACTION (NHS Estates 2003)


						Capacity						Yes			Yes			Yes			Yes			Review against HBN and other space standards; Health Safety & Welfare at Work Regulations						SAQ - Effectiveness E1, PS3, PS16 HAI-Scribe (HFS 2007), Statutory check


						Catering												Yes			Yes			Inform Catering Services Manager of any changes in requirements						PS16 HAI-Scribe (HFS 2007)


						Cleaning 						Yes			Yes			Yes			Yes			Notify Domestics Services Management of any change in requirements, resources, schedules and audit. Are there changes in consumables required. Privacy curtains - changes to replacement frequency - consider revenue implications. 						PS16 HAI-Scribe (HFS 2007)


						Communications			Yes			Yes			Yes			Yes			Yes			Review and update door signage. Update Intranet & internal telephone directories. Notify IT & Switchboard of any changes made and changes to telephone, printer access, bleep or point of contact requirements. Notify Post Room if affected.


						Data Protection & Confidential Waste												Yes			Yes			Consider security of confidential data. Modify confidential waste contract if required.  Is Patient identifiable data on equipment earmarked for disposal? How will data be managed on new equipment?						Statutory check


						DDA			Yes			Yes			Yes			Yes			Yes			DDA Audit/Workstation assessments. Individual changes for patient, staff or public access and enablement. Dementia assessment, also contrast for partially sighted.						Statutory check.  Design features to assist patients with dementia in hospitals


						Electro-magnetic interference						Yes			Yes			Yes			Yes			Do/are proposed equipment changes cause/affected by electro-magnetic interference or other EMR (gamma, x-ray)? Is environmental protection against EMR adequate?


						Entertainment						Yes						Yes						Is there a Patient Entertainment requirement?


						Environmental Impact and Sustainability						Yes			Yes			Yes			Yes			Is there a change to the trust's carbon footprint arising from a change in use or equipment modernisation? Do New or refurbished facilities meet the needs of the local community, providing good quality healthcare in convenient, accessible and adaptable premises?						PS 7, HTM 07-02 EnCO2de - PS12, PS17, HTM 07-07 (DH 2009)


						Estates PPM												Yes			Yes			Changes to PPM requirements. O&M manual requirement. Test and Commissioning certificates.						SAQ - Safety S2, S5 & S6


						Equipment/EBME						Yes			Yes			Yes			Yes			Is existing equipment being re-located or disposed of, or additional purchased? Notify EBME, Equipment Library or Estates. Are additional RFID Readers required? Does the equipment need assembly? If so, ensure the quote is for supply & installation. Can the equipment be used and stored safely. Are there additional infrastructure requirements (to include telephone, data, nurse call, power & back up (UPS) systems)? are there technical commissioning costs?						SAQ - Safety S2, S5 & S6


						ERIC												Yes			Yes			Notify Facilities Information Manager of changes to space and room usage						SAQ - Finance & VfM F1


						Fire 						Yes			Yes			Yes			Yes			Notify Fire Safety Advisor. Undertake Fire Risk assessment. Change in requirements for Fire Detection and alarm, security override  points, alarm linked doors. Zone changes - update switchboard & fire escape plans,						PS11, HTM 05-01, Statutory check


						Floor Plans												Yes			Yes			Update AutoCAD drawings and register, update site maps


						Heating Ventilation & A/C												Yes			Yes			Are changes in cooling systems, humidity, ventilation rates, relative pressure required?


						Infection Prevention & Control						Yes						Yes			Yes			Notify IPC Management. Review IPC measures including Bed spacing, Handwashing requirements & finishes. Floors, walls, ceilings, doors, windows, interior design, fixtures and fittings are designed, installed and maintained according to hospital acquired infection risks						PS3, PS16 HAI-Scribe (HFS 2007)


						Laundry & Linen 						Yes						Yes			Yes			Notify Support Services Management of any change in requirements. Are there changes to replacement frequency? Consider revenue implications.  Identify appropriate storage & access.						PS3, PS16 HAI-Scribe (HFS 2007)


						Patient Experience						Yes						Yes						Incorporate Feedback from PET or Local surveys, Members or Stakeholder organisations - Arrange post-contract feedback						SAQ - Patient experience P2, P5


						Planning												Yes			Yes			Local Authority Planning requirement? Building Regulation Approval						SAQ - Safety


						Plumbing services						Yes						Yes			Yes			monitoring system updated, hot cold and drinking water, changes to maximum temperature? Legionella prevention. Dosing points and testing regime required.						SAQ - Safety S7; PS10, HTM 04-01, PS16 HAI-Scribe (HFS 2007)


						PMG, Piped and ducted services						Yes						Yes						changes: to include number of outlets, piped or bottled medical gases, All new areas that are having piped gases will need therapeutic equipment - Flowmeters and Suction Units along with suction canisters. Where suction canisters are needed wall brackets will be required. 						SAQ safety S5, S13


						Privacy and Dignity						Yes						Yes						check compliance or changes including single-sex accommodation. Does the design allow flexibility according to levels of demand?						PS2 - ENHANCING PRIVACY AND DIGNITY (NHS Estates 2002)


						Procurement, Purchasing & Supplies						Yes			Yes			Yes			Yes			Inform change of delivery requirements. Is storage capacity adequate, secure and accessible? Follow SFIs , EU rules on Procurement						PS14 - HBN 00-08 ESTATECODE


						Resilience and Emergency Planning						Yes			Yes			Yes			Yes			Assess the impact and vulnerability of the scheme on business function						PS13 - HBN 00-07 RESILIENCE PLANNING


						Security			Yes			Yes			Yes			Yes			Yes			Consider Keys/locks/code changes. Review CCTV coverage, signage, recording, monitoring. Is there a requirement for sign-off by LSMS?						SAQ Safety S8


						Self-harm/Ligature Risks 												Yes						Risks to be identified and mitigated						SAQ Safety S10


						Trust Objectives			Yes			Yes			Yes			Yes			Yes			Does the business case highlight the alignment of the proposals with the Top 10 Trust Objectives?						PS8 - FRAMEWORK GUIDANCE FOR THE ESTATES CONTENT OF BUSINESS CASES (NHS ESTATES 2004)


						Waste collection						Yes			Yes			Yes			Yes			Notify Support Services of changes to type of waste, storage, bin requirements, handling, frequency changes. 						PS3, PS16 HAI-Scribe (HFS 2007)


						Way-finding												Yes			Yes			Review, remove and replace way-finding signs


						Wired services 						Yes			Yes			Yes			Yes			changes to include: telephone, data, TV, nurse call, power, back up systems						SAQ - Safety S5


						Windows												Yes			Yes			Any changes in requirements? locking, obscured glazing, blinds - blackout, washable or slats						Statutory check


						Working Environment						Yes			Yes			Yes			Yes			Is the working Environment acceptable under Health, Safety & Welfare at Work Regulations, 1992? Will the acoustics be adversly affected? Is ventilation adequate or appropriate? Identify changes in  requirements for task lighting and daylighting.						Statutory check
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Finance Template


			Financial Template For Revenue Cases Less than £500m


												CYE			CYE 			FYE			FYE 


			Income			Type			Detail 			Activity ( contacts/patients etc)			£			Activity ( contacts/patients etc)			£


			(detail relevant to the case 


						ie In-patient - Elective/Non elective			ie PBR tariff


						Out-patient - New/Follow Up


			Total Income





			Pay												CYE						FYE


			WTE			Band			Description						£						£








			Total Pay





			Non Pay - Direct Costs ( Revenue)





			For Cases Involving Capital


			Depreciation


			Equipment Maintenance - where applicable


			Installation/minor works less than £5k


			Temporary costs ie hire of equipment 


			Total Non Pay





			Total Costs





			Overheads @ 25% for activity cases, 10% for non activity cases





			Total Costs inc Over Heads





			Net Contribution/(Net Cost)








			For cases which include capital up to £1m the capital costs need to be separately identified  to the revenue costs 








			Capital Costs			Cost ( ex Vat)			VAT			CYE			FYE


			ie type of equipment/cost									£			£








			Total Capital Costs





			For revenue cases greater than £500m and capital costs greater than £1m a net present value calculation is required  see NPV tab for a proforma








NPV & IRR


			Net Present Value/Cost Schedule





						Years


			Cash flow Summary			0			1			2			3			4			5			Total


						£			£			£			£			£			£			£


			Income (+ve)						1															1


			Pay (-ve)																					0


			Non Pay - revenue (-ve) 																					0


			Non Pay -Capital ( -ve)			-1																		-1


			Net Cash inflow/(outflow)			-1			1			0			0			0			0			0





			Discount Factor @3.5%			1			0.966			0.934			0.902			0.871			0.842





			Net Present Value (NPV)			-1			0.9661835749			0			0			0			0			-0.0338164251





			Internal Rate of Return (IRR)			0%





			IRR is the interest rate required to bring the net present value to zero.


			It is the interest date that would result in the present value of the capital investment or cash outflow being equal to


			 the value of the total returns over time, or cash inflow





			Note:


			Year 0 is used for the capital outlay


			The costs will exclude non cash items such as depreciation
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Risk Assessment Form


			Risk Assessment Form
(To be completed by the member of staff identifying the risk)


			Risk Title									Lack of Digital Biopsy Specimen Unit


			Datix Reference / ID
(If known)																		Assessment Undertaken


																					Date:			9th September 2013


			Risk Register									Departmental									By:			Barbara Parsons


			Division									Core Clinical & Support Services									Assessment To Be Reviewed


			CSU (if applicable)									Diagnostic & Screening									Date:			01/01/2014


			Risk Type									Clinical Risk									Additional Information


			Risk Source (e.g. Incidents)									Equipment									Current method used consists of digital images of breast tissue being imaged on slides , using the second x-ray room, which in turn affects workflow through the room and causes delay and possible deterioration of the specimen whilst waiting for access. Images are inferior in quality and magnification detail to that aviable form a digital specimen cabinet which can be located outside clinical rooms or in the room where the biopsy took place


			Monitoring Committee
(e.g. Divisional CIG)									Divisional CIG


			Step 1 - Identification																								Step 2 – Who Are At Risk?


			No.			Describe the risk using the following headings:
If…     Then…     Leading to…


			1			If a digital specimen cabinet is not purchased to be used in conjunction with the new  vacuum assisted biopsy unit, then there is a risk to patients of under-diagnosis or inadequate diagnosis of breast tissue,  which in turn will lead to repeat procedures, in an effort to provide a clear indication of accurate breast sampling of the suspicious lesion. Clinicians could be at risk from being unable to confirm accurate breast lesion sampling . Worst case scenario may include litigation cases for the Trust																					Patients, Clinicians


			2			If a digital specimen cabinet is not purchased, the Trust will then not be able to compete with neighbouring Trusts who already offer this service. Nor will the service be attractive to private investors without the required full complement of accessory equipment. Both scenarios will lead to a resulting loss of income or potential new income for the Trust																					Patients, Trust Finance, Trust Objectives not met


			3			If a digital specimen cabinet is not provided for diagnostic imaging purposes,then there will be no seamless link with the digital workflows from diagnosis through to surgery and pathology. Breast surgeons now have access to a digital specimen cabinet per-operatively from a unit situated in Phase Two theatre block, but post operative imaging of breast slices from the histopathology department will not be imaged as accurately as they should- this is now carried out in the Breast Imaging department to assist pathologists identify the areas that require further processing prior to diagnosis																					Patients, Clinicians, Trust Objectives not met


			4			If a digital specimen cabinet is not provided for diagnostic imaging purposes,then the Trust will be unable to satisfy the recent recommendations of the NHSBSP External Quality Assurance Visit Report. Use of a digital specimen cabinet following breast biopsy has been standard practice for some time. Also local commissioners for the breast screening service will be expecting a high level of expertise and accuracy in diagnosis from the service provided by the Trust. This could lead to them commissioning services elsewhere																					Patients, Stakeholders, Trust Objectives not met


			Step 3 –  Initial Risk Rating


			Score the initial risk rating 
(Note: Upon entering consequence and likelihood,
the risk rating will calculate automatically)																					Severity / Consequence			Likelihood						Risk Rating


																																	0


			Step 4 – Existing Controls In Place/Immediate Actions (i.e: Measures in place to manage this risk).


			No.			List existing controls/Immediate Actions/Where information may be found


			1			Breast tissue biopsy samples are imaged on slides in the Breast Imaging Unit, with detail and magnification factors  inferior to that of a dedicated cabinet, resulting in poor visualistaion of faint calcifications that could indicate malignant disease


			2			A second x-ray room is required to image the slides, which disrupts workflow through that area and delays the "fixing" of the biopsy sample in formalin pots following its imaging, with possible deterioration of the biopsy sample


			3			This is not best practice to move around the department with exposed tissue on slides, waiting for access to a x-ray room to image the slides


			Step 5 –  Current Risk Rating


			Score the current overall risk rating
based on the existing controls
(Note: Upon entering consequence and likelihood,
the risk rating will calculate automatically)																					Severity / Consequence			Likelihood						Risk Rating


																																	0


			Risk Assessment - Continuation
(To be completed by the Line Manager of member of staff identifying risk)


			Step 6 – Proposed Risk Action Plan


			List the additional controls/actions to be introduced.  
Grade the impact you expect the proposed actions to have on the risk.																					Severity / Consequence			Likelihood						Risk Rating


			Additional Control/Action									Lead Name						Expected Completion Date


			Purchase a digital biopsy specimen unit									Requires Trust Board approval via a Short Business case( in progress 09/09/2013)						TBC															0


																																	0


																																	0


																																	0


			Note:  If the recommended additional controls / risk treatment are introduced 
the Severity/Consequence and/or Likelihood may be reduced.


			Step 7 – Cost of Implementing Risk Action Plan (where known and where applicable)


			Cost						Initial outlay to purchase unit £40,000 +VAT, with annual full maintenance contact of £4,000 +VAT or PPM contract @ £1800 +VAT pa												Cost Type						Actual


			Step 8 – Residual Risk Rating


			With all the proposed actions in place 
what do you expect the level of risk to be?
(I.e. The level of risk remaining. This allows for comparison with initial risk)																					Severity / Consequence			Likelihood						Risk Rating


																																	0


			Following discussion at Clinical Improvement Groups (for Core Clinical Services this is 
via the Business Unit Meeting).  If the risk cannot be satisfactorily resolved then the risk 
should be escalated to the Care Standards Committee by contacting the Risk Management Team.


												Severity / Consequence


												None			Minor			Moderate			Major			Catastrophic


						Likelihood						1			2			3			4			5


						Rare			1			1			2			3			4			5


						Unlikely			2			2			4			6			8			10


						Possible			3			3			6			9			12			15


						Likely			4			4			8			12			16			20


						Almost Certain			5			5			10			15			20			25
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Dropdown Menus


			Departmental						Compliance						Anaesthetics						Clinical Risk						Actual						CAS Alert						Audit Committee


			CSU						Core Clinical & Support Services						Cancer & Pharmacy						Non-Clinical Risk						Estimated						Complaints						Compliance Committee


			Divisional						Corporate						Child's Health						Corporate Risk												Data Protection						CSU Clinical Improvement Group (CIG)


			Trust						Facilities						Clinical Support Services						Financial Risk												Documentation						Deparment/Service Governance Meeting


									Finance & IT						Compliance																		Equipment						Divisional CIG


									Human Resources						Corporate																		Freedom of Information						Finance Committee


									Medicine (Unplanned Care)						Diagnostic & Screening																		Guideline						Infection Prevention Control Committee


									Operations						Emergency Medicine																		Health and Safety						Information Governance Steering Group


									Patient Care						Facilities																		Incidents						Management Board


									Surgical (Planned Care)						Finance & IT																		IT Infrastructure						PAS User Group


															Head & Neck																		IT Systems						Performance Review Board


															Human Resources																		Maintenance						Quality Committee


															Medicine																		Medical Records						Transformation Programme Board


															Musculoskeletal																		Occupational Health						Trust Board


															Operations																		Patient


															Patient Care																		Security


															Surgery																		Training


															Theatres																		Unit Risk Assessment


															Women's Health
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Request for Reallocation of Budget



Division/CSU/Corporates Area:

Description:



The current situation

Summarise the current situation including financial position and set out the driver for change.















The proposed solution

Set out proposed change including financial effect versus current budget and current expenditure levels and any change in WTE’s and bands. Note: please ensure financial effect checked with your FBP prior to submission.















Risks

Set out any risks (and state whether high, medium or low) or state none if not considered material.











Recommendation

Summarise recommendation including timing of change.













Name:

Job title:

Date:
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Please keep this paper to one page if possible adding essential additional information as an appendix as appropriate.
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