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	Background to the audit

	· What topic or subject area will you audit?

· Why have you chosen this topic/subject area?

	Purpose/aims of the audit

	· What are you hoping to achieve by carrying out the audit?

	Definition of audit standard(s)

	· What standards will you use to analyse current practice? (e.g. NICE guidance). Standards should be SMART:

· Specific, Measurable, Achievable, Realistic and Time specific

	Method

	· Where will the audit take place?

· Who will be involved in the audit? (e.g. will you be collecting all the data yourself, or will others help with data collection?)

· What group will you target? (e.g. patients, healthcare staff)

· How will participants be identified?

· What is the intended duration of the audit?

· What data collection forms/methods will be used?

	Data collection

	· What data were collected?

· Were the data collected accurate and complete?

· Were some data missed? (e.g. during busy periods)

	Analysis of results

	· What standards were met?

· What standards were not met? (and by how much?)

· Are there possible reasons for not meeting these standards? (e.g. did anything exceptional happen during the audit that might affect the results?)

	Discussion and conclusions

	· What problems/issues have been identified?

· Are any changes/improvements needed? If so, what are they?

· How will these changes/improvements be implemented?

	Plans for re-audit

	· What plans are there to monitor the standards again?

· How will you assess whether the recommended changes have been successful?

· How will you assess whether standards have been met/maintained?
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