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Recording template for formal exclusion of a practitioner 

This form should be completed by the case manager. It should be filed with other documentation associated with managing the concern and retained in accordance with your organisation’s retention policies.
The information in this template should inform any reports to the board or external agencies.
It would be good practice to share a copy with the practitioner.

	1. Personal details 
	

	Name of practitioner
	

	Date of birth
	

	Grade
	Choose an item.
	Specialty
	Choose an item.
	Registration number
	

	Any known protected characteristics
[bookmark: _GoBack](These should be recorded using groupings utilised by your organisation for reporting)
	

	Scope of practice
(this will help determine potential alternatives to exclusion and the organisations to inform)
	

	2. Concern 

	Brief description of concern that allows an assessment of the following:
· risk of harm to patients, staff or the public
· risk of the practitioner’s continued presence impeding the gathering of evidence
(Consider using the risk matrix on page 20 of NHS England's A practical guide to responding to concerns about medical practice) 
	

	3     Rationale

	List the alternatives to exclusion considered and why they are considered to be insufficient to mitigate risk

	

	Contact with Practitioner Performance Advice service
Contact details
	Date(s):


	Practitioner Performance Advice case  number
	

	Individuals or groups informing the decision to exclude (e.g. Responsible Officer’s Advisory Group) and date consulted


	

	4 Exclusion 

	Date of exclusion
	[used to set dates in sections 6,7 and 8]

	Date practitioner informed
	

	Date of letter to practitioner
	

	Point of contact for practitioner during the exclusion
	

	Actions to be completed to enable exclusion to be lifted 
	

	Date of next planned meeting with practitioner
	

	5 Governance

	Designated Board Member
	

	Case Manager
	

	Case Investigator
	

	Responsible officers in other organisations informed of exclusion 
(confirm date and method of communication)
	

	6  First Review (4 weeks)

	Date of review (no later than 4 weeks after date of exclusion – see Section 4 above)
	

	Rationale for extending exclusion
(if exclusion lifted, go to 10)
	

	Date of written report to chief executive, designated member and board
	

	Date of communication with practitioner
	

	7 Second Review (8 weeks)

	Date of review (no later than 8 weeks after date of exclusion – see Section 4 above)
	

	Rationale for extending exclusion
(if exclusion lifted, go to 10)
	

	Date of written report to chief executive, designated member and board
	

	Date of letter to practitioner
	

	8 Third Review (12 weeks)

	Date of review (no later than 12 weeks after date of exclusion – see Section 4 above)
	

	Date of contact with Practitioner Performance Advice service
	

	Rationale for extending exclusion
(if exclusion lifted, go to 10)
	

	Date of written report to chief executive, designated member and board
	

	Date of report to NHS England and NHS Improvement
	

	Date of letter to practitioner
	

	If exclusion extends beyond 12 weeks repeat and document the review process above. 
The normal maximum limit for exclusions is six months unless subject to a criminal investigation.

	9. Six Month Review if required

	Date of review:
	

	Date of contact with Practitioner performance Advice service
	

	Rationale for extending exclusion
(if exclusion lifted, go to 10)
	

	Date of written report to Chief Executive, designated member and board
	

	Date of report to NHS England and NHS Improvement
	

	Date of letter to practitioner
	

	10. Lifting of exclusion

	Date:
	

	Destination:
	Choose an item.
	Reason for lifting exclusion
	

	Return to work plan, agreed with practitioner and their representative in place?
	Yes/No

	Date of report to any group informing decision to exclude.
	

	Responsible officers of other organisations informed of lifting exclusion.
(confirm date and method of communication)
	

	Date of written report to Board
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