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Meeting:   Name of the meeting i.e. Finance and Performance Committee
Date of Meeting:   Please select date of meeting from drop-down
Item Number: Item Number 
Title of Report: Add title and ensure it is size 14, Arial
Executive Director Lead:   Name and job title of the lead Executive Director 
Author and Job Title:   The name and title of the individual(s) that wrote the report
Email Address: Provide email address for author
Purpose of the Report: 
Decision ☒	Discussion ☐	Assurance ☐ 	Information ☐
Outline in one or two sentences the purpose of the report, making reference to any regulatory or statutory requirements it meets
Consultation: 
Describe the report history stating the committee, group or forum the report has previously been considered at and the outcomes, including details of any revisions or updates to the report
Key Risks (please tick one or more):
Clinical ☐	Financial ☐	People ☐
Reputational ☐	Legal / Regulatory ☐
Impact: 
	Assessment 
	Yes
	No
	N/A
	Summarise any adverse impacts identified

	Equality Impact Assessment completed?
	
	
	
	

	Quality Impact Assessment completed?
	
	
	
	

	Data Protection Impact Assessment completed?
	
	
	
	



Health Inequalities, Health Outcomes and Sustainability (‘triple aim’) – or reports requesting decisions only: 
As an NHS Provider, under the Health and Care Act 2022, the Trust has a duty to ensure that it considers the effects of its decisions on the health and wellbeing of the population, quality of care and sustainable use of NHS resources. If your report is proposing a policy, strategy, business case or other matter for decision, please complete the boxes below to set out considerations in regards one or more of those three areas (known as the ‘triple aim’).
	Considerations
	Summary of considerations 
(if one or more does not apply state ‘not applicable’)

	Health and wellbeing of the population, including inequalities and wellbeing
	

	Quality of services provided or arranged by RCHT, including inequalities in benefits from those services
	

	Sustainable and efficient use of NHS resources by RCHT
	



Recommendation(s):
The  [Choose the name of the meeting] is recommended to:
· [e.g. note the quarter one report
· approve the business case for xxxx at a cost of £xxxxxx over X years
· endorse the proposed approach for xxxxxxxxx
· discuss for assurance the latest performance of xxxxx, noting improvements in xx and concerns in relation yyyyyyyy]


Title of Report
1. Situation / Executive Summary 
Briefly summarise the main points. Outline what is being presented and why. Include reference to any relevant statutory/regulatory requirements and/or Trust Policy. Be clear on the purpose of the report and what is being asked of the meeting.
2. Background
Set out the background to your paper here. Use subheadings to structure it as necessary. Set out how the report has been consulted on/the governance route. Highlight the key points – like an exec summary. Be concise and logical. Include any relevant data analysis, triangulation and/or benchmarking. State how the proposal will impact on performance e.g. linked to the Integrated Performance Report.
3. Assessment 
Set out the main body of the report. Set out the course of action and sources of assurance and the information that needs to be conveyed. Key areas to cover include why the report is being produced; the options appraisal; the preferred option; quality, patient, and cost benefits.
4. Risk 
Describe the key areas of risk that apply and how they will be managed (refer to the trust’s Risk Management Policy or seek advice from the Risk Manager), including reference to the Trust’s Corporate Risk Register or Board Assurance Framework. 
For example, if a:
· Clinical risk, outline the impact on patients, numbers, location etc
· Financial risk, clearly state the financial impact on both current and future financial years if applications and where resources/savings will be come from to fund the proposal
· People risk, outline the impact by whole time equivalent and head count and/or state impact on the workforce of the proposal/report findings
5. Accountability
State who is the role holder responsible for implementation and the Executive Director or senior officer accountable. Identify any future dates when you will need to report back to the Board/Committee/Group (if at all) e.g. contract approval in X months’ time; next quarterly report due Y month; evaluation of project due by Z month.
6. Recommendations
State the recommendations again as per the cover report – ensure they match.
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