	Business Case Template:  *All sections of the form are mandatory and must be completed

	Post title*
	

	Grade*
	

	Department*
	

	FTE/number of hires*
	

	Source of funding*:
	

	Request type* (please tick)

	☐ New or replacement indefinite contract
☐ New or replacement fixed-term contract
*If fixed-term contract, please select reason from below:
☐ Cover for peak in demand
☐ Cover for staff absence – parental leave
☐ Cover for staff absence – sickness cover
☐ Cover for staff absence – secondment cover
☐ Interim cover until permanent appointment made
☐ Student or other business demand uncertain
☐ Temporary work required


	Business Rational* Please provide succinct and concise details of request including why the role is business critical. 

Max word count – 50 words




	


	Alternative options* Please outline the alternative options that have been explored i.e. work redistribution, temporary cover, process improvement, secondment.  If no alternatives have been considered, explain why.


	

	Impact* Please provide details of the impact on service delivery if this request is not approved.


	

	Risks* Please provide details of any risks identified.


	

	Advertising strategy* Please confirm how it is proposed the post will be advertised i.e. internal only, sourcing via agency, standard recruitment.  
Note:  Internal only adverts must be approved by Strategic HR Business Partner. 
Note:  If seeking assistance from an agency please provide a clear rationale and indicative costs.

	

	Any other relevant information* Please provide any other information relevant to the case.


	

	Hiring Manager name:

	Signed:

	Professional Services Director name:

	Signed: 

	Date:
	



Jan 2026

