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GUIDANCE FOR SUBMITTING BUSINESS CASES AND

SEEKING APPROVAL FROM THE

PBC GOVERNANCE SUB-COMMITTEE

The purpose of this document is to set some principles and provide guidance to PBC Groups when considering setting out a business case proposal and seeking approval from the PBC Governance Sub-Committee.

It is intended that this guidance will enable more efficient progression of business cases and their subsequent approval in the latter stages of the process.

A process for submitting business cases was approved by the Board in November 2007 as part of the review of the PBC Governance Sub-Committee.  A copy of the process is attached (see PAGE 3).
This guidance should be read in conjunction with the recently issued PCT document – “Practice Based Commissioning (PBC) Revised Framework 08/09: Increasing Autonomy and working towards World Class Commissioning”.  This recent document outlines a ‘Fast Track’ process for Localities operating at Level 3 for approving PBC business cases in recognition that the existing system for approving business cases through the PBC Governance committee is not suited to business cases with relatively little risk and those requiring relatively small investment to improve outcome measures.  The ‘Fast Track’ process is in accord with the process outlined below.
1. The earlier you begin to share and discuss your ideas with key stakeholders and the earlier first drafts are made available and shared, the smoother the process should be.

2. Your business case proposal must fit with the priorities already included in your commissioning plan.  Only in exceptional circumstances will a proposal that is not included in your commissioning plan be considered.
3. When cases for change are in the early developmental stage (e.g. first summary available), please share with key colleagues within the PCT (finance, public health, commissioning, human resources and corporate affairs) to seek views and identify any issues that will need to considered and addressed prior to submission to the PBC Governance Sub-Committee.  
4. Face to face meetings are the most effective way of seeking views and discussing issues, so consider convening a ‘business group’ to discuss your case in more detail with key stakeholders.  To enable this to happen, a regular time slot has been set aside on the first, third, and fifth (where this occurs) Monday of each month between 3-5pm at Charter House.  For a specific timed appointment, please contact AD Commissioning & Performance (Jean Cobb).
5. It is important that your Locality AD (Suzanne Novak or Nicky Poulain) is aware of your idea and that any early first drafts are discussed and shared with them.

6. If you are not planning to use the ‘Fast Track’ process, an early indication of intention to bring to the PBC Governance Sub-Committee should be sent to Jean Cobb for agenda planning purposes.

7. Consider sharing your proposed scheme with other PBC Groups to establish whether there is any interest in progressing a business case for a wider population.

8. Your business case must have the approval of your PBC Executive Board and the support of your PBC Group. 

9. A Commissioning Case for Change Support Form (see PAGES 4-5) must be completed for all cases (including those using the new ‘Fast Track’ process).

10. All the issues set out on the Support Form must be addressed within the Business Case proposal.  The PBC Support Manager should consider whether there are other issues that need to be addressed that are pertinent to this case.
11. The PBC Support Manager should then distribute the Support Form to key stakeholders for sign off (Finance, Commissioning, Public Health, Corporate Services and Human Resources).  Where there are issues that the key stakeholders wish to draw attention to, they must annotate the support form with their comments.
12. If the business case does not have a Support Form, signed by key stakeholders, it will not be accepted onto the agenda for the PBC Governance Sub-Committee.
13. Some changes of services involve risks, e.g. assumptions regarding changes of behaviour.  Not all risks can be totally eliminated.  If the Support Form identifies significant risks, the business case should clearly explain the steps that will be taken to manage the risks.  The PBC Governance Sub-Committee will assess whether the degree of risk is acceptable.
14. To enable the latter stages of this process to be managed effectively and in a timely way (remember: individuals may be on annual leave), this part of the process should occur at least 4 weeks before the PBC Governance Sub-Committee.  An example of timings is attached (see APPENDICES 1 and 2).
15. You must send the completed Support Form and the finalised business case to Suzanne Novak or Nicky Poulain at least 10 working days before the PBC Governance Sub-Committee meeting.

16. If the PBC Governance Sub-Committee approves your business case, confirmation of approval will be sent to the PBC Group.

17. If your business case is not approved, the PBC Governance Sub-Committee will identify its reasons for not supporting the case and will outline any actions required.  The business case may then be re-submitted with the additional info.   

18. If agreement cannot be reached, the PEC will be asked to make a final decision.

19. Finally, before taking any procurement action (Any Willing Provider or formal tendering process), please discuss with Jean Cobb.

If you require any further information or clarification regarding the above, please contact Jean Cobb, Suzanne Novak or Nicky Poulain.

March 2008
This guidance needs to be read in conjunction with:

· Practice Based Commissioning (PBC) revised Framework 2008-09 : Increasing autonomy and working towards World Class Commissioning – dated xxxxxxxxxxxxx

· The Framework for Practice Based Commissioning for Hertfordshire PCTs 2007-08
· The PBC LES 2008/09 service level agreement dated 1st April 2008

· Guidance for PBC Groups: Writing a Business Case – dated xxxxxxxxxxx
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Commissioning Case for Change Support Form

This form must be completed and accompany all cases submitted to the PBC Governance sub-committee

Is this project

(
Spend to save

· Disinvestment and reinvestment in another service

· New investment

Additional information may be attached if required

	Supported by
	Issues considered including
	Signature & Date

	Acute Commissioning
	· How much budget will need to be transferred?

· From which budget?

· Does the relevant Acute Trust recognise and accept the risk of loss of income?

· Will this commissioning case for change, support the delivery of ASR trajectories?

· Has appropriate activity data been used?


	

	Finance
	· Are the financial plans correct?

· Does the proposal offer value for money?

· Is the sensitivity analysis correct?


	

	Public Health
	· Will this proposal reduce health inequalities?

· Will this proposal improve equity of access?

· Will this proposal meet identified health need?

· Will the suggested clinical pathway lead to the suggested benefits?

· Is the proposal based on evidence of good practice?

· Will the proposal improve the quality of patient experience?


	

	Human Resources
	· What, if any workforce groups(s) are currently providing the service(s)?

· What organisation(s) do these workforce groups work for?

· Are there any TUPE implications with the proposed change?


	

	Corporate Services
	· Does the proposal have stakeholder support?

· Have risks been adequately identified and addressed?

· Does the proposal comply with Standards for Better Health?

· Do the proposals comply with Standing Financial Instructions and other relevant procurement rules?
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