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.   
	· Monthly incident, complaints and claims reports 

· Minutes of the governance committee

· Minutes of  local meetings where the report has been discussed 

· Trust board minutes/agendas/papers  

· Monthly incident, complaints and claims reports 


	· The governance department 

· All areas of the organisation  where the report is received and discussed for the assessor to select those areas they would like to review.

· Trust board offices  

· Governance department 

· Evidence of receipt by  directorate managers 

· Trust board offices 
	All staff (This isn’t as applicable as when applied to e.g. risk assessments/training where evidence from different staff groups should be collated)



As above 
	Only 9 months of evidence showing process as described in the current policy due to a change in the committee structure. Previous policy also provided and 6 months evidence of this process being in place. 



Evidence provided includes some reports that predate the current policy where there was not guidance on the content. 


	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. 

	Reports have been produced as per policy, with no exceptions
Reports have been produced as per policy, few exceptions

	Report from the Director of Governance 
April 2009 - September 2009



Report from the Director of Governance 
April 2009 - September 2009


	Yes



Yes


	Yes



Partial
	Only able to provide 6 months evidence as the previous policy used at the last assessment did not include a monitoring section and there was no formal process in place  however the evidence provide shows compliance therefore no action plan in place 
Action plan indicates that not all the reports monitored are in line with the current policy. Action plan in place to address this - however not able to say at present that 100% compliance is achieved 










