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[DRAFT / FINAL]

Terms of reference

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): 


Undisputed facts
Detail undisputed facts relevant to the investigation

Terms of Reference (ToRs)
The matters to be investigated are: 
ToR 1: 
ToR 2: 
ToR 3:
List all the individual terms of reference and ensure they are specific

These ToRs may need to be amended during the investigation by the Case Manager, amendments will be shared with the practitioner with explanation.

Timescales
It is expected that the investigation will be completed by [date] and that a report will be submitted to the case manager by [date].

Methodology
This section should detail to the case investigator the method by which they will conduct their investigation, this would include details about any records to be reviewed and if clinical samples size and criteria for selection and any other evidence for review such as CCTV

If the case investigator believes the methodology needs adaptation this would need to be agreed by the case manager.



Witnesses to be interviewed
This section should detail list of witnesses to be interviewed – names, job titles and organisation. If available include witness interview timetable.

This list does not prohibit the case investigator from interviewing other witnesses who they think are relevant during the course of the investigation, this would need to be agreed by the case manager.

Documentary evidence
The following information has been provided by the case manager for the case investigator to consider:
· List all documents provided initially by the case manager

This list does not prohibit the case investigator from seeking additional documents which may become relevant during the course of the investigation, this would need to be agreed by the case manager.

Report expectations
The report will detail the investigation’s summary and analysis of evidence, including, where there are issues of capability, evidence on how the performance of [practitioner name] compares with that expected from a practitioner working in similar circumstances.

[bookmark: _GoBack]
	Agreed by
	title of performance group or name, job title of individual


	Date
	


	Signed on behalf of
	title of performance group or name, job title of individual

	Signature

	

	Date
	

	Seen and read by
	[practitioner name]

	Signature

	

	Date

	


				
[image: ]
Page 1 of 2
Template provided by NHS Resolution with no restriction on use
190314
image1.png
Resolution




image2.png
Advise / Resolve / Learn




