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USER CHANGE REQUEST

	System:     


	Other systems affected: 

	Originator:  
	NHS Board:  
	Tel No: 

	Point of Contact: 

(if different from originator)
	 User Ref. No:

(if applicable)


	Date notified :  
	 Software Version installed:

(if known / applicable)

	Functional Area:        

(e.g. screen xx, module yy)


	Communication

Type (E enhancement ): 

                       Priority:

  
	Priority (H/M/L):  

	Minor or Major Change: 

	Documents enclosed (Y/N):    


	Help Desk No:

(If applicable)

	

	MINOR  / MAJOR Change  

Note :Guidance on the level and type of information required for MAJOR and MINOR developments is available as hidden text which can be viewed by toggling the [¶] symbol on the MS Word toolbar.

Whilst the same form is being used, MAJOR Development Proposals will need to contain full and comprehensive explanations to justify the scale of the change and the expenditure.  MINOR Development Proposals can contain shorter responses however it is nonetheless important to convey sufficient clarity about the change proposed.  

	Background and Justification

	1. Change Requested – what changes need to be made? 
MINOR and MAJOR - State the actual requirement and outline the proposed solution.  Make clear which system(s) will be modified and in what way.
	

	2. Change Background – how has the change arisen, why now? 

MINOR – State in one or two sentences what has given rise to the change e.g. has there been a policy change, was a requirement missed, are service users dissatisfied, etc. 

MAJOR – Provide a full explanation about why the change has arisen and why it is now necessary.
	

	3. Change Sponsor(s) – who has endorsed the change so far?
MINOR and MAJOR – Mention who originally identified the change requirement and who has reviewed the change, e.g. has it been discussed at a User Group

MAJOR – In addition, make clear who would be willing to attend the relevant PMG to champion the change, should that become necessary.
	

	4. Coverage - who and what will be affected by the change?
MINOR and MAJOR - Be clear about which Health Boards / Stakeholders will be affected and in what way.  Does this meet the 50% coverage criteria of the PMG prioritisation principles.  

MAJOR – In addition, be explicit about whether or not all the organisations and groups affected have they agreed to the change.
	

	5. Benefits – why is the change required, what efficiencies or improvements will arise if the change is implemented?

MINOR – State what benefits will be realised through this development.

MAJOR – Provide greater detail about the benefits to be delivered, including who will be the beneficiaries ,when the benefits will be realised, and what confidence level is there the benefits will be measured.
	

	Key Considerations
	

	6. Dependencies with other systems/releases and vice versa. 

MINOR – Mention if there are other actions, decisions, system changes, release dates that could have a bearing on the changes proposed.  Also make clear, what systems/releases and work would be affected by the change itself

MAJOR explain the full  implications of each dependency. 
	

	 7. Timescale Implications

MINOR – Provide the date by when the change/development is required to be delivered/implemented.

MAJOR – Declare and explain in full any key dates, such as when the development work must commence/complete or when the aspects of the implementation or rollout become critical. 
	

	8. Risks if approved

(for Major Changes declare Probability/Impact Levels)

MINOR – State the main risk(s) that could affect the successful development, delivery and/or implementation of the change and indicate their severity.

MAJOR – Define and assess the probability and impact of risks associated with the development proposal and highlight how the highest level risks will be managed. 
	

	9. Risks if not approved

(for Major Changes declare Probability/Impact Levels)

MINOR – State what risks remain if the development proposal is not approved.

MAJOR – Define and assess the probability and impact of the residual risk if the development proposal is not approved.  Explain what would need to happen to manage these risks
	

	For NISG use only



	Date received:  
	Date Product Support notified:

	Test Track (TR) No. 



	Date Tech Sub Group Notified: 


	Date Development Team Notified:


	

	Date rejected:
	
	LINKED TO (TR No.)



	Comments from Technical Sub Group:




Completed forms should be submitted to the NISG Service Desk:

nss.nisgservicedesk@nhs.net
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