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Presentation of tools for conducting clinical audit:
Checklists
Standardized forms
Observations
Interviews

• Discussion on their general features
• Discussion on their use in a self-assessment and during the 

audit

Objectives of the 
lecture



From the Checklist Manifesto (Atul Gawande):

“List of items, tasks or behaviors arranged in a coherent way, allowing 
the user to record the presence (or absence) of individual items.”
• Item checked = completed / verified / identified / answered

From Wikipedia:

“A type of job aid used in repetitive tasks to reduce failure by 
compensating for potential limits of human memory and attention.”
•Checklists are used:

• to ensure that safety-critical system preparations are carried out completely and 
in the correct order.

• They help to ensure consistency and completeness in carrying out a task.

Checklists



• Guide the audit
• Ensure no major point is 

forgotten
• Serve as tool for self-assessment

Checklists



• Are prepared prior to their use

• Aim to be comprehensive for the field and scope

• Gives support “what do we do next?”

• Limit choice for answers
Standardization
Can populate data base
Allows comparison

• Provide a standardized report

• Make process more efficient, saves auditors and auditees time

• Ensure nothing is forgotten

• Can be shared

Checklists
FEATURES & BENEFITS



Checklists
STRUCTURE

• Follow a logical flow

• Answers can built on each other = can be 
hierarchical
Only if a question is answered in a certain way other 
questions need to be addressed
Does this make sense?

If not: Some questions may not be applicable in a particular 
facility
They can be skipped



Checklists
HOW TO COMPLETE THEM?

• Staff interviews

• A complete tour of the facility

• A review and evaluation of procedures and all relevant 
documentation, including a review of treatment records

• Observation of practical implementation of working procedures

• Practical measurements and other tests of the performance of 
local systems and procedures, where appropriate and relevant



Checklists
IN BQUATRO



Checklists
IN BQUATRO

Checklists 1 → 41
Chapter 3 to 9

• Chapter 3 = Infrastructure
open ended list of questions

• Chapters 5-9 
= Equipment related procedures

QMS
Communication management
Radiation protection
Roles and responsibilities

tick box driven questions
• Chapter 4 = Patient related procedures

combined type questions



Checklists

Example of Open ended questions Example of tick box driven questions



Checklists
ADAPTATION

• Check lists cannot always be fully standardized in radiation oncology where 
practices and equipment vary

• Entries may need explanations

• Context may be important

• May need to be adapted:
For different resource settings
For different levels of practice (e.g. IMRT would require special consideration)

• The comments sections are useful for this (allow for space for free text)

• Provide feedback!



Checklists

• Allows for the auditors to provide an overall appreciation 
of the criteria that were evaluated in the checklist

OVERALL ASSESSMENT

COMPLIANT PARTIALLY 
COMPLIANT

NON-COMPLIANT

SPIDER WEB
For easy visualization of:
• good performance
• areas of improvement



Workload related terminology
APPENDIX II: REMARKS ON THE CONSISTENCY OF THE 

TERMINOLOGY USED IN RADIOTHERAPY ….. 110

APPENDIX III: REMARKS ON THE ENUMERATION OF 

PATIENTS AND CANCER CASES ………………. 112

Checklists
TERMINOLOGY



A checklist can be re-used:
• By different staff - strengthens data and can help to identify 

misunderstandings

• At different times:
Shows trends
Demonstrates improvements
Helps to enforce continuous quality improvement

Checklists
MULTIPLE USE



1 = Poor
2 = Needs major improvement
3 = Needs major improvement
4 = Appropriate

IMPROVEMENT!

Checklists
MULTIPLE USE



Standardized forms

Structure of the RT department
Personnel & Premises

Contact information
&

Patient demographic
Departmental

operation

PART OF PRE-AUDIT ACTIVITIES



Standardized forms
Workload statistics



• Guides and structure the auditing process
ALSO:

• Are known to the participants prior to the site visit

• An attempt should have been made to answer the 
questions prior to the site visit

Self assessment

Audit



Checklists & Standardized forms



Checklists & Standardized forms
SELF-ASSESSMENT



Checklists & Standardized forms
SELF-ASSESSMENT

• Ideally to be done BEFORE the audit: 
Focuses participants on the audit (team involvement)
Helps the preparation of the audit: e.g. to identify important documentation, what 
will be audited?...

Identify areas in need of improvement before the audit

Known to the participants before the audit - no surprises create a less threatening 
environment

Helps the auditor to familiarize him/herself with the department

• Should be filled in by all professions

• Head of the department must be aware of it and should check final 
version prior to sending it back to the agency



Observations

• Team approach

• Useful to start with a complete tour of the 
facility

• Typical methods:
Observation of practical implementation of 
working procedures 



Interviews

• Interview the right people
Those responsible
Those doing
Audit where the action is

• Non-formal communication!

why

what

when

where

who

how



• Explain what you want to see
• Investigate to depth necessary
• Checklist is a guide
• Potential audit “trails” appear

• Decide
Disregard
Note for later
Follow-up now

• Ask about concerns 
Can you help?

• Move on
• Don’t keep looking to find something wrong!

Interviews

Two eyes

Two ears

One mouth

Ratio of use:

One speaking to 

four receiving



Observations & Interviews

• As objective evidence:
Admissible statements
Document numbers and revisions
Identifiers
Positions (and names if necessary)

• Must be legible

Taking notes



SUMMARY

• COMPLETE TOUR OF THE FACILITY
• STAFF INTERVIEWS
• REVIEW AND EVALUATION OF PROCEDURES & DOCUMENTATION
• OBSERVATIONS OF PRACTICAL IMPLEMENTATION OF WORKING 

PROCEDURES
• PRACTICAL MEASUREMENTS OR OTHER TEST OF THE 

PERFORMANCE OF LOCAL SYSTEM/PROCEDURES

QUATRO / comprehensive audit is:
• assessment
• an identification of a way for improvement

To collect objective evidence to permit an informed judgment about: 
• equipment
• staffing
• processes & activities 
• status of the quality management system & radiation safety

to give relevant recommendations for improvement.

CHECKLISTS

STANDARDIZED FORMS
standardized & structured

comprehensive

effective use of time




