Audit Planning Tool.
Planning an Audit and Choosing an Audit Topic

The following checklist will help you to ensure that you get the most value from your audit project 

	Write down your provisional  audit topic idea:
	

	Consider which of the following apply to your audit idea:

(Tick all applicable categories)
	Is your audit a national priority area e.g. reducing caries incidence?
	Yes


	No



	
	Is you topic a priority identified by SEA?
	
	

	
	Is there clear evidence of "best practice" from literature e.g. SDCPE or SIGN guideline?


	
	

	
	Does the topic affect a large number of patients / staff?


	
	

	
	Does it involve a higher than usual risk to patients / staff?


	
	

	
	Have concerns about this aspect of care been raised i.e. do you suspect that there is a problem?


	
	

	
	Is there a potential to improve the effectiveness of patient care?


	
	

	
	Can cost effectiveness be improved?


	
	

	
	Has your topic idea changed?



	
	

	Finally, consider the following

Remember - keep it short and simple


	· Have you kept your audit question simple?

· Have you decided to investigate too many areas?

· Will the audit be easy carry out?

· Consider the time and resources it will require Do you have them?

· If not, can you get them or simplify the topic?

	Ability to effect change:
	· Will it be easy to make changes to the way things are currently practised if your audit identifies a problem?

· Are you committed to making changes?

· How will you go about letting others know of the proposed changes?



	Who to involve

Consider involving the following individuals:
	· The dental team e.g. dentists, receptionists, nurses, hygienists, technicians and therapists.

· Experts in the clinical area you are going to audit 

· Your local DCP / PDP / CPD tutors or audit facilitator

· Patients



	Are you auditing your own or another's practise?

If the answer is "Someone else's practise", then firstly ask yourself “why” and if you are completely happy with the answer then make sure you get them on board from the outset.


Defining your aims and objectives.

	Please state the aim of your audit:

Before you start your audit, you should be clear about what you are trying to do.  

Your aim should convey the overall purpose of your audit e.g. to improve the quality of radiographs.


	___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

	Please state the objectives of your audit:
Your objectives should state what you specifically want to achieve by the end of your audit e.g. 

· to improve the positioning  of radiographs

· to improve the processing of films


	___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

___________________________________________________

	
	
	
	

	Good objectives are SMART - Specific, Measurable, Achievable, Realistic and Timely and should help you fulfil your aim.                       




Defining your criteria and setting standards.

The section on “Useful links and sources of gold standard evidence” will help you decide upon the criteria and standards to use.

	Consider the criteria you will use within your audit e.g. the statements which specify what is to be measured about the quality of care e.g.  in bitewings, 2mm of tooth should be seen  beyond the alveolar crest

Please write down the criteria (ion) which you will be measuring.
	1.

2.

3.

4.

5.

6.



	Your standards should state the proportion of times the criteria should be fulfilled e.g. in 80% of bitewings, 2mm of tooth should be seen beyond the alveolar crest.

Standards can be drawn from the literature, or set by the audit team.  

They can be 'gold' standards e.g. set at 100% or reflect what the audit team believe to be the minimum acceptable level of patient care.

Please write down the standard(s) for your audit NB - you should have a separate standard for each of your numbered criteria. 

Please write down how you identified these standards or where they are from e.g. SDCEP guidance on antibiotic prescribing


	1.

2.

3.

4.

5.

6.




What data to collect.

	Inclusion criteria.

Have you defined the data you are trying to collect?

Your inclusion criteria limit the scope of the data you will collect,

e.g. patients with four or more standing posterior teeth

Please write the data you intend to collect for your audit.


	1.

2.

3.

4.

5.

6.



	Will collecting this data allow you to meet your audit objectives?  Are you collecting unnecessary data?



	Exclusion criteria 

Have you considered the types of cases which you will exclude from the audit?

e.g. patients with a severe gag-reflex

Please describe the data which will be excluded from your audit
	1.

2.

3.

4.




The types of data and where to obtain it.

	Retrospective / prospective data

Your audit will be based on retrospective or prospective data 

Retrospective data is data that has already been collected, e.g. stored on  patient record cards.

· Prospective data is new data that still needs to be collected, e.g. the number of  

      prescriptions written over the next 2 months in line with SDCEP guidance.


	What your data source will be?
	


How much data to collect.
	What is the total number of potential patients / events that you could include in your audit?

How long do you think it will take to collect this amount of data (e.g. weeks/months)?

Do you have sufficient time to do this?

If NO, what do you think would be a realistic sample size for your audit?

How long do you think it will take to collect the data for this revised number of patients / events (e.g. x weeks/months)

Finally, having considered all of the above, please indicate the proposed start/end date for your audit and the number of patients you anticipate will be included in the audit.
	______________________________________________

________________________________________________

___________________________________________________

_______________________________________________

                   Yes



No

___________________________________________________

_______________________________________________

________________________________________________

__________________________________________

Start date_______________________________________________

End date_______________________________________________

	Proposed no. of patients / events to be included____________________________
	
	



How to collect data.
	Bias

It will be important to consider the way in which you collect your data in order that you do not introduce bias into your results.

The following are common examples of bias:

· Only collecting data during quiet periods of the day

· Selectively choosing patients

· Collecting data during holiday periods

Everyone involved should be aware of the potential for bias and be committed to consistent data collection.  It may be preferable to reduce the time period for data collection to ensure consistent data collection and reduce bias.

	Please indicate the sampling method that you intend to follow, in order to minimise sampling bias, e.g. continuous data collection over two weeks, every 4th patient presenting with at least one untreated carious lesion, every complaint over the last 2 years etc.
	______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________

	Is everyone involved in the data collection aware of your sampling plan?
	

Yes



No



	Data collection tools.

In order to collect and store your data, you will need to design a data collection tool.  There are three main types of data collection tools which can be used to gather information.

· Checklists

· Data collection sheets

· Questionnaires

Please write down the method you will use.

If you need help with this please contact the audit administrator at the regional postgraduate office.
	______________________________________________

______________________________________________

______________________________________________

______________________________________________

______________________________________________




Writing an Audit Report.

An audit report follows the same principles as reports for other health or scientific purposes. It should contain sufficient information, data and reasoning to demonstrate that the writer has understood the principles of the audit process and has followed them to reach a valid conclusion.  The information and data should be presented in a clear unambiguous manner with graphs, charts etc used to illustrate key points. The report need not be lengthy but should present the facts in a logical sequence.  

It is suggested that the report follows the heading below as this will help you present the information succinctly and in the correct order.  If the audit planning tool was used, then the information entered at that stage will be the basis for the subsections of the audit report.

The audit project will have been summarised on Annexe 1 of GP216 and this can be used as a covering top sheet for the report. 

Introduction
· The introduction will explain why the topic was chosen, who identified it and the relevance it has 

· Include a statement which describe what you hoped to achieve by carrying out the audit and how it will lead to an improvement in patient care

Inclusion criteria and standards
· Which was the relevant standard and why?

· What level was aimed at with regard to this standard eg 80% compliance or 100% compliance and why this level was appropriate
· List the aspects of patient care on which data was collected.
Method

In this section describe how the project was carried out.  Include:

· The data collection method used

· The data collection tool (attach a copy)

· The sample size for each round of data collection - and how that was decided

· The time frame of the two rounds of data collection

· Clearly state exclusions from the data set

· Describe the source of the data e.g. retrospective, random sample, every 4th patient, patient records

· How bias was managed

· Who collected the data

· How was change implemented, who was involved

· Who else was involved

Results

· Results should be expressed as simple tables, graphs or charts, which are clearly labelled and address the main aim of the project.

· Describe the results in the text.

· Keep conclusions for later.

· Any additional information which does not support the results should be presented as an appendix.

Discussion

· State the findings clearly.

· Present changes made in a stand alone graph and explain the significance and how they were implemented.
· Reflect on what went well and what did not go quite so well. What might have been done differently to make more of and improvement.
· What further action is required.
· What are the wider implications of the results of this project.
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All audit projects should be fully anonymised and contain no patient identifiable material. In addition no dentist, DCP or practice should be identifiable.
It is a good idea to limit the amount of data collected i.e. 


collect data for 50 cases or all cases over a 12 week period.  


Do not collect data indefinitely.








