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Executive Summary

Complete this summary AFTER the main report has been written. This forms an important precise of the report.

	· Brief incident description:                    
· Incident date:                                                   

· Incident type:

· Healthcare Specialty:                             
· Actual effect on patient and/or service:     
· Actual severity of incident:                            


	Level of investigation conducted 



	Involvement and support of the patient and/or relatives



	Detection of the incident



	Care and service delivery problems



	Contributory factors



	Root causes



	Lessons learned



	Recommendations



	Arrangements for sharing learning




MAIN REPORT:

Incident description and consequences

Incident description:

Incident date:



Incident type:




Specialty:



Actual effect on patient:

Actual severity of the incident:


Pre-investigation risk assessment

	A

Potential Severity   

 (1-5)
	B

Likelihood of recurrence 

at that severity (1-5)
	C              

Risk Rating                               (C = A x B)

	
	
	


Background and context

Add text here
Terms of reference

	Purpose



	Objectives



	Key questions/issues to be addressed 



	Key Deliverables 



	Scope (investigation start & end points)


	Investigation type, process and methods used



	Arrangements for communication, monitoring, evaluation and action


	Investigation Commissioner


	Investigation team



	Resources


	Involvement of other organisations


	Stakeholders/audience


	Investigation timescales/schedule



Level of investigation

Add text here

Involvement and support of patient and relatives

Add text here

Involvement and support provided for staff involved

Add text here

Information and evidence gathered

Add text here

FINDINGS:

Chronology of events  

	Chronology (timeline) of events

	Date & Time
	Event

	
	

	
	

	
	

	
	

	
	

	
	


Detection of incident

Add text here

Notable practice

Add text here
Care and service delivery problems

Add text here

Contributory factors

Add text here

Root causes

Add text here

Lessons learned

Add text here

Post-investigation risk assessment

	A

Potential Severity   

 (1-5)
	B

Likelihood of recurrence 

at that severity (1-5)
	C              

Risk Rating                               (C = A x B)

	
	
	


CONCLUSIONS:

Recommendations

Add text here

Arrangements for Shared Learning

Add text here

Distribution List

Add text here

Appendices
Add text here
Action Plan

	See also ‘Types of Preventative Actions Planned’- tool at www.npsa.nhs.uk/rca

	
	Action 1
	Action 2
	Action 3

	Root CAUSE
	
	
	

	EFFECT on Patient
	
	
	

	Recommendation
	
	
	

	Action to Address Root Cause
	
	
	

	Level for Action          

(Org, Direct, Team)
	
	
	

	Implementation by:
	
	
	

	Target Date for Implementation
	
	
	

	Additional Resources Required  (Time, money, other)
	
	
	

	Evidence of Progress and Completion
	
	
	

	Monitoring & Evaluation Arrangements 
	
	
	

	Sign off - action completed date:
	
	
	

	Sign off by:
	
	
	











	Page 1  
	Computer File Path            Document version  



