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Investigation report
Strictly confidential 

[Date of report]
Organisation’s investigation case reference number: [XXX]

An investigation has been commissioned into the performance of [practitioner name], working as a [job title] for [organisation name] at [organisation address].

Case manager: 

Case investigator(s): 
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Introduction

Include:
· a brief introduction to the investigation, 
· any other investigations in progress / related and how this investigation will work in that context
·  references to organisational polices that are being followed, the procedures and regulations governing the investigation

	


Background

Include:
· the biography of the investigator(s), including conflicts of interest
· the relevant career information about the practitioner and their work in the organisation
· the reasons for the investigation in more detail			


The investigation

Include:
· the terms of reference (ToR) as set initially plus any subsequent amendments with reason documented
· the team carrying out the investigation (with names, job titles and qualifications)
· reference to the appendices



Methods

Include:
· a review of documentary evidence that was supplied at the beginning of the investigation, including what was later introduced and why
· a list of everyone interviewed and the capacity in which they were involved 
· how many patient records were accessed and how they were chosen
· If expert witnesses were used their credentials/biography and how they were chosen 
· What has happened in the investigation process, in chronological order with supporting evidence identified, including any delay and the reason for them 



Summary and analysis of evidence

Include:
· In detail all relevant evidence
· Any evidence that was supplied initially but was not included and decision for this
· A list of each ToR with chronology of the incident (where possible) and link to supporting evidence
· Reference to standards of care, if quoted by an expert, included at appendix
· Any conflicts in the evidence




Appendices

Appendices should be numbered and referred to in the text of the report, they may include:
· evidence collected 
· clinical incident reports
· complaints
· witness statements
· expert witness reviews/opinions
· photographs (must be labelled)
· national and organisational guidance, policies and standards
· codes of conduct 
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