FORMAT FOR REPORTS OF AUDIT FINDINGS 

Italicised text contains instructions - to be replaced with plain text as indicated

Audit title

Audit lead/s

Audit sponsor

Contact address and telephone number

Report date

Executive Summary

Core messages. May be omitted if the report is very short.

Background
Includes history, rationale of need for audit (with reference to any or all of criteria relating to volume, risk, new practice, known or suspected problems, Trust priorities, opportunity costs of inappropriate treatment); discussion of sources for standards (are national standards available, are the indicators used congruent with these and if not, why not); likely resource implications and if so, how they are to be included in the business planning process. Should include references, which may be inserted as footnotes or as reference list at end of document.  Should also identify team members and how they have been included in the project.  Any ethical issues should be identified.

Objective

Description of the intended outcome of the audit, ideally expressed in terms implying commitment to improvements in quality of patient care.

Standards and aspects of care (indicators) tested

Only applicable if this is audit to standards as opposed to survey.  Include aspect of care, ideal and/or acceptable target percentages for compliance, exceptions and data definitions.  Link to defined best practice with references where possible.

Methods

Description of sample - what sort of patients were selected (eg patients who had a specific operation carried out) how they were identified, sample size, sampling framework (including time scale and start date).

Sources of data and methods of data extraction and analysis.  Description of pilot study (if carried out.

How confidentiality is to be protected. 

Results

Analysis of collected data, strongly linked to relevant indicators.  Clearly and logically laid out with diagrams, subgroup analysis and commentary where required

Discussion and recommendations

Consideration by report author/s of validity of findings (how reliable are the data?), implications of findings, proposals for change.  Include action plan where agreed, or information that action plan is not yet agreed.

References

See above

Appendices

May include completed audit design forms, data collection forms, copies of local guidelines, committee composition/terms of reference etc.

Please send copies of reports to the Governance Support Team
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