Example Evidence Collation Tool 

Level 2 NHSLA Assessment
Criterion 2.5.6

	Criterion no.
	NHSLA Minimum requirements
	Statements made  within policy
	Evidence provided to indicate compliance with policy
	Evidence to be collected from the following areas:
	Evidence to be collected from the following staff groups:
	Additional comments

	2.5.6 


	· coordinated approach to the aggregation of incidents, complaints and claims

· minimum content required within the analysis report, including qualitative and quantitative analysis.
	Page 4 section 8  
A monthly report including all incidents, complaints and claims will be produced by the governance department.  This report will be discussed at the governance committee before circulation to all directorates for discussion at local meetings.  A monthly highlights report will also be produced for the trust board with brief details of all incidents complaints and claims as in the full report.  This will be included in the trust board papers and discussed on exception.   


Page 4 section 9
The monthly report should include quantitative data of all incidents (including SUIs), complaints and claims that have occurred since the previous report.  In addition this should be supported by qualitative information on trends that are apparent for all categories and where possible indication of the organisation position against national data.   
	
	
	
	


	Criterion no.
	NHSLA minimum requirements
	Statements made  within policy
	Practice to be monitored to indicate compliance with policy
	Description of report/audit 
	Action plan completed

Yes/No
	Evidence of actions achieved
	Additional comments

	3.5.6 

	· coordinated approach to aggregation of incidents, complaints and claims
· minimum content required within the analysis report, including qualitative and quantitative analysis.


	Page 15 Section 2
It will be the responsibility of the associate director of governance to ensure that reports are produced and circulated as described with the policy.  This will be monitored as part of service line reporting on a quarterly basis.  
Page 15 Section 3
The directorate of governance will be responsible for monitoring that the content of the report is in line with the detail included within this policy.  As a minimum the reports will be reviewed on quarterly basis. 

	
	
	
	
	










