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Untoward incidents
This form is intended for use as a brief record of any highly significant incidents that you were involved in during the last appraisal year. The intention is that you discuss each incident with your appraiser, and talk about any learning there may be for you or others. Please use one form for each highly significant incident.

If this is an SUI you may be asked to be involved in a root cause analysis in an SUI that did not involve you or your team.  In such a case you should nevertheless document your involvement and the learning that resulted.

	1. Date/time of the incident:


	2. Was the incident about: Who was involved in the incident?

Clinical care
Conduct and behaviour

Systems and administration


	3. Who was involved in the incident?

You
A member of your team
Your team or unit



	4. Write a brief summary of the incident in your own words.


	5. What was the actual outcome of the incident?


	6. What was the potential outcome of the incident? 


	7. What follow up action was taken? What did you learn as a result of the incident and how did you change your practice? 



	8. Did this activity lead to an objective in your PDP? 



	Checklist 

· Requested an incidents summary from your trust?

· Received an incidents summary containing:

· unit report on incidents for your specialty

· information on incidents for your team

· information on incidents reported by or related to you.
· An incident form for every highly significant untoward incident related to you or your team in the last 12 months?

· Evidence of regularly attending unit meetings where untoward incidents were discussed and addressed?
· The appraiser’s summary untoward incidents checklist from your last annual appraisal.
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