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Report template
Organisation’s name: 
Report of investigation into concerns raised in relation to [practitioner name] or [description of incident]
Organisation’s case reference number: 
Date: 
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Introduction

Give a brief introduction to the investigation, its relationship with any investigations by other bodies and the procedures and regulations governing the present investigation. 

You should include references to organisational polices being followed. 
Background

Include relevant career information about the practitioner their and work within the organisation. Give reasons for the investigation in more detail. You should include the final terms of reference in full.
The investigation
State the specific allegations for investigation. 
Describe the team carrying out the investigation (with names, job titles and qualifications along with confirmation of no conflict of interest or perception of bias). 
Explain any changes to the terms of reference (including dates of when changed, who agreed to the changes and the rationale for the changes).]
Methods
This should include, for example:

· a review of documentary evidence, including patient records

· interviews with specified patients and/or colleagues.
If any expert witnesses were used their expert credentials should be reported. There should be a list of all people interviewed and the capacity in which they were involved in the investigation.
Findings
State what has happened in the investigation process. 

Explain any delays in carrying out the investigation and the reasons for this.

Set this out in chronological order and with supporting evidence identified. Where the fact-finding includes the opinion of case investigators or other experts on a standard of care, the required standards of care should be quoted and may be added as an appendix. 

The findings should draw attention to any conflicts of evidence and whether it was necessary to resolve the conflicts in order to complete the investigation. Grounds should be given for preferring one version of events to another on the balance of probability 
Conclusions
List the conclusions reached on each of the points listed in the terms of reference.

Cross-reference these to the findings of fact.

Appendices

These should be numbered and referred to in the text of the report.

These include evidence collected as well as other items. For example:

· clinical incident reports

· complaints

· witness statements

· expert witness reviews/opinions

· photographs (must be labelled)

· national or organisational standards relating to care

· codes of conduct e.g. Duties of a Doctor (GMC).
Name of case investigator or investigating team:

Signature:

Date:
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