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[bookmark: _Toc227697781][bookmark: _Toc227697976][bookmark: _Toc227700900][bookmark: _Toc227701104][bookmark: _Toc227785446][bookmark: _Toc227697780][bookmark: _Toc228395129]Before you start
Before submitting your request, it’s important to confirm that you have the following in place by checking the boxes to the left of the item. These items are essential and support you to complete your request so that it can progress timely and successfully.  

☐  	Sponsoring programme
☐ 	Senior Responsible Owner (SRO)
☐  	Initial business justification
☐  	New Work Request approval and reference
If you have not been through the New Work Request approval process, please contact england.dataservices.businessmanagement@nhs.net who will help and support you with the process. 
If you have any questions, either before you submit your request or at any time during the process, please contact the team at england.dataservices.businessmanagement@nhs.net who will assist you.
	




[bookmark: _Toc227697782][bookmark: _Toc227697978][bookmark: _Toc227700902][bookmark: _Toc227701106][bookmark: _Toc227785448][bookmark: _Toc228395130]Section 1: About your request
Please define clearly what you are requesting so it can be correctly classified and assessed. 
	
	Response

	Type of request
	☐  New data collection 
☐  New information standard 
☐  Change to existing collection or standard

	Change to existing? 
	[insert the link to the existing, approved and published version here]

	Title
	

	Version
	

	New Work Request approval reference 
	[insert reference number]



Guidance: 
· Be specific in your title (avoid generic wording)
· Ensure the request type is accurate as this affects how it is assessed 

[bookmark: _Toc227697783][bookmark: _Toc227697979][bookmark: _Toc227700903][bookmark: _Toc227701107][bookmark: _Toc227785449][bookmark: _Toc228395131]Section 2: Ownership and accountability
Please confirm who is responsible for delivering, overseeing and supporting the request. 
	Role
	Name
	Organisation
	Job title
	Contact

	Lead Developer
The person responsible for request and liaison with assurance team
	
	
	
	

	Senior Responsible Owner (SRO) 
This person makes sure processes are in place to manage and monitor development, implementation and maintenance
	
	
	
	

	Pillar Lead
Only applicable if you are changing an existing standard. Reach out to the assurance team if unsure. 
	
	
	
	

	Sponsoring team
	
	
	
	



Guidance:
· Provide named individuals, not teams 
· The Senior Responsible Owner (SRO) must have authority to accept risk and ensure delivery 
· Provide guidance of what the role of the SRO is and what the implications are for enforcement and conformance
· Please ensure all requests have clear ownership. Without it you may not be able to progress

[bookmark: _Toc227697784][bookmark: _Toc227697980][bookmark: _Toc227700904][bookmark: _Toc227701108][bookmark: _Toc227785450][bookmark: _Toc228395132]Section 3: Your request
Please explain what you are requesting, why it is needed, and who it affects.  
It is important to provide as much information as possible and we encourage you to attach further documentation and evidence when you submit your workbook.  
	
	Response

	Describe your request 
(what is being introduced, changed or removed) 
	

	Problem statement 
(what issue does this address)
	

	Intended outcomes 
(what will improve and how)
	

	Scope 
(who is affected – organisations, staff groups etc) 
	

	Scope changing 
(Yes/No + explanation if yes)
	



Guidance
· Clearly describe what is changing (new, updated, or removed) 
· Focus on the problem being solved, not just the solution 
· Define scope carefully. This drives impact, cost and feasibility


[bookmark: _Toc227697785][bookmark: _Toc227697981][bookmark: _Toc227700905][bookmark: _Toc227701109][bookmark: _Toc227785451][bookmark: _Toc228395133]Section 4: Key dates
Please demonstrate that your request can be delivered within a realistic timeframe. 
	Milestone
	Date
	Rationale

	Implementation
Date work should begin following approval of request
	
	

	Conformance
Date compliance to the standard is required
	
	

	Start date
Date the collection/submission should start
	
	

	End date
Date the collection/submission should end. If no end date, use ‘ongoing collection’
	
	



Guidance
· At least 6 months between implementation and conformance unless justified is recommended
· Consider dependencies such as system changes, training and guidance

[bookmark: _Toc227697786][bookmark: _Toc227697982][bookmark: _Toc227700906][bookmark: _Toc227701110][bookmark: _Toc227785452][bookmark: _Toc228395134]Section 5: Policy, legal and governance
Please demonstrate that your request is justified, legally sound, funded and governed. 
	
	Response
	Evidence

	Legal basis 
Legislation and data use
State the legal powers that support this request. Confirm which organisations are in scope and how they are covered.
	
	

	Policy driver and intended outcome
What policy this needs to address
Describe the policy issue this request supports and what it is expected to achieve. Include any relevant policy documents or drivers.
	
	

	Alignment to national policy or statutory requirements
Explain how this request aligns with national priorities, strategies or statutory requirements. Include links or references where possible.
	
	

	Funding and resourcing 
Source, duration, coverage 
Describe how this request will be funded, how long funding will last, and what it covers (for example development, implementation and support).
	
	include GATS/ATAMIS reference code or evidence of an approved business case


	Risk ownership and accountability
Who owns and accepts risk
Identify who is responsible for managing risks and confirm that risks have been reviewed and accepted at the appropriate level.
	
	

	Information governance and data protection
DPIA, privacy, data sharing
Describe how information governance has been considered, including privacy, transparency and data sharing. Reference any DPIA or supporting documents.
	
	



Guidance
· Be clear about the policy driver and intended outcome 
· Identify the legal basis and organisations in scope 
· Provide evidence of funding and governance 
· Include links or references where possible


[bookmark: _Toc227697787][bookmark: _Toc227697983][bookmark: _Toc227700907][bookmark: _Toc227701111][bookmark: _Toc227785453][bookmark: _Toc228395135]Section 6: Local impact and clinical safety
Please provide information on how you have assessed the impact of your request on organisations, staff and patients, including any risks.  
	
	Response
	Evidence

	Clinical safety assessment
Has safety been assessed and what are the findings. 
Describe how clinical safety has been assessed and summarise the findings. Reference any formal safety documentation where available.
	
	

	Risk of harm
To patients, staff or others
Explain any potential risks associated with this request and who may be affected. Include how these risks will be managed. 
	
	

	Stakeholder engagement Who was engaged and what feedback was received 
Describe how stakeholders were identified, which stakeholders have been involved, how they were engaged, and how their feedback has been documented and influenced this request.
	
	

	Expected benefits
Financial and non-financial outcomes
Outline the benefits this request will deliver. Include both measurable outcomes (for example cost savings) and wider benefits (for example improved quality or efficiency).
	
	

	Implementation risks & mitigations
Identify any risks to successful implementation and describe the actions in place to reduce or manage these risks.
	
	

	Post implementation review
Only applicable when making a change to an existing standard or collection. If unsure, ask the Assurance Team.
	
	



Guidance
· Consider both positive and negative impacts 
· Provide evidence of stakeholder engagement 
· Clearly identify risks and how they will be managed


[bookmark: _Toc227697788][bookmark: _Toc227697984][bookmark: _Toc227700908][bookmark: _Toc227701112][bookmark: _Toc227785454][bookmark: _Toc228395136]Section 7: Technical design and data quality
Please demonstrate that your request can be implemented, supported and maintained effectively. 
	
	Response
	Evidence

	Data collection or standard delivery method
System or platform used
Describe how this request will be delivered, including the system or platform used and how organisations will interact with it.
	
	

	Testing approach and evidence
What has been tested and results
Explain what testing has been completed or is planned. What accessibility requirements have been considered. Include the type of testing and any results or outcomes where available.
	
	

	Requirements specification
Status and approval
Confirm whether a requirements specification has been developed and its current status. Include links or references if available.
	
	

	Data quality management approach
How quality will be measured and improved
Describe how data quality will be monitored, measured and improved over time. Include any relevant standards or frameworks.
	
	

	Implementation impact on organisations
Systems, processes, resources
Explain what changes organisations will need to make, including system updates, process changes or additional resource requirements.
	
	

	End-to-end data flow
Collection to use, including submission and outputs
Describe how data will move from collection through to use. Include submission, processing and any outputs such as reports or publications.
	
	

	Alignment to national data architecture
Explain how this request aligns with national data architecture and platforms. Reference any relevant systems or programmes.
	
	



Guidance
· Provide evidence of testing and technical feasibility 
· Ensure alignment with existing systems and architecture 
· Clearly describe how data quality will be managed


[bookmark: _Toc227697789][bookmark: _Toc227697985][bookmark: _Toc227700909][bookmark: _Toc227701113][bookmark: _Toc227785455][bookmark: _Toc228395137]Section 8: Supporting evidence
Please use this section to provide any additional documentation to support information provided in your responses. 

Relevant documents may include: 
☐  Business case
☐  DPIA
☐  Requirements Specification
☐  Data flow diagram
☐  Testing evidence
☐  Stakeholder evidence



Guidance
· Only include relevant documents 
· Clearly reference these in earlier sections 
· Ensure documents are up to date



[bookmark: _Toc227700910][bookmark: _Toc227701114][bookmark: _Toc227785456][bookmark: _Toc228395138]Submitting your request
This section confirms your request is complete and provides clear instructions on how to submit. 
Before you submit
Before submitting your request, please confirm that: 
☐  You have completed all relevant sections of this workbook
☐  All required fields have been populated 
☐  Your responses are clear, concise and aligned across sections 
☐  Supporting evidence has been attached where referenced 
☐  The summary table (section 0) has been completed and reflects your full submission

Final checks
Before submitting, please review your request to ensure:
· The purpose of the request is clearly defined 
· The legal basis is identified and appropriate 
· Funding and resources are confirmed 
· A Senior Responsible Owner (SRO) is named and accountable 
· Stakeholders have been identified and engaged 
· Clinical safety has been considered 
· Technical feasibility has been demonstrated 
· Risks have been identified and mitigation is in place 
Incomplete or unclear submissions may be returned for further information.

How to submit
Thank you for completing your workbook. You can now send it with all supporting documents to:
england.standards.assurance@nhs.net 

What to include in your submission
Your email should include:
· The completed workbook 
· All supporting evidence referenced in the document 
· Any additional documentation required to support assessment 

What happens next
Once your request has been submitted:
1. Initial review
Your submission will be checked to ensure it is complete and ready for assessment. 
2. Assessment
The Data Governance, Assurance and Testing team (DGAT) will review your request against national assurance criteria. 
3. Follow-up (if required)
You may be contacted to provide additional information or clarification. 
4. Outcome
You will be informed of the outcome once the assessment is complete. 

Need help?
If you need support before submitting your request, contact:
england.standards.assurance@nhs.net 


	
	
	




	
	
	



[bookmark: _Toc228395139]Summary (for reporting and Excel transfer)
This section provides a high-level summary of your request. It will be used by reviewers to compare and prioritise submissions. 
Complete this section after you have drafted your responses throughout the workbook, but before submitting. 

	
	Response

	Request title
	

	Type (Collection / Standard / Change)
	

	Policy driver
	

	Legal basis
	

	Funding in place (Yes/No)
	

	SRO confirmed (Yes/No)
	

	Clinical safety complete (Yes/No)
	

	Stakeholder engagement complete (Yes/No)
	

	Technical readiness (High/Medium/Low)
	

	Overall risk (High/Medium/Low)
	



Guidance
· Keep responses short (1-2 lines per field) 
· Use consistent terms (e.g. Yes/No, High/Medium/Low) 
· Ensure this reflects your detailed responses





