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QRRO Process Survey

A Guide to Successful Participation


The following instructional document and checklist is designed as a tool to guide the institution participating in the QRRO Process Survey in a step by step approach. Completion of this document is not required for participation but rather serves as an aide to ensure a successful straightforward achievement of the tasks. 
This guide may be completed by the Radiation Oncologist, Department Administrator/Manager, and/or any other appropriate department personnel, as assigned.

	Pre Onsite Survey Preparation (Administrative & Site)

	Key Steps/
Action to be Taken
	Links
	Name of Person Completing/Date Completed

	1. You have decided to participate in the QRRO Process Survey and determined who your designated institution contact person will be.

If you have not already done so, let QRRO know you plan to participate via fax, telephone or email and include your designated institution contact person to whom continuing correspondence from QRRO should be directed. Include the designee’s e-mail address and telephone number. 
Note: If the designated contact person changes at any time notify QRRO with the updated information.


	QRRO Participant Letter
http://www.qrro.org/Participating%20Facility%20Letter.pdf 
Response Fax

http://www.qrro.org/Invite_Response%20Fax.doc 
	

	2. Submit the survey materials to your IRB and/or Privacy Board for approval

Prepare the survey materials for IRB/Privacy Board submission as required by your institution. You will need to submit the QRRO IRB Approval, ACR IRB approved QRRO  Process Survey Executive Summary, the ACR IRB approved prefilled Waiver of Consent under the Common Rule and Waiver of Authorization under HIPAA and the ACR IRB approved QRRO Patient Information Access and Confidentiality Agreement. 
The ACR IRB approved prefilled Waiver of Consent under the Common Rule and Waiver of Authorization under HIPAA needs to be completed to reflect your institution’s information. If your institution requires you use the institution’s forms, use the sample language in our document to assist you with completion.

The ACR IRB approved QRRO Patient Information Access and Confidentiality Agreement will be signed by the QRRO Clinical Data Abstractor onsite prior to any data collection. 

	QRRO IRB Approval document:

http://www.qrro.org/qrro_irb.pdf
QRRO  Process Survey Executive Summary document:

http://www.qrro.org/IRB_ExecSummary.pdf
Waiver of Consent under the Common Rule and Waiver of Authorization under HIPAA document:

http://www.qrro.org/IRB_Prefilled_Waiver.doc
QRRO Patient Information Access and Confidentiality Agreement document:

http://www.qrro.org/IRB_%20AccessConfidentiality_Agmt.pdf

	

	3.  Complete the QRRO Process Survey Pre-Visit Questionnaire
The QRRO Process Survey Pre-Visit Questionnaire is a web based questionnaire. It will assist the Clinical Data Abstractor (CDA) in scheduling sufficient time to abstract the  QRRO Process Survey data at your institution and will complement the survey data gathered by the CDA during the onsite survey visit at your institution. Completing this prior to or in concert with step four will help you determine the case data sources required for the CDA.
	Process Survey Pre-Visit Questionnaire
http://www.surveymonkey.com/s.aspx?sm=c_2fkReW6x0TcxxSiLP1yu1Q_3d_3d 
	

	4. Determine eligible cases and complete the QRRO Case Census Form  and email or fax the Number of Cases Table to QRRO

The QRRO Clinical Data Abstractor (CDA) will review patient charts and abstract data for a sample of cases during the onsite data collection visit. To select the sample of cases we first need to identify eligible cases to define the sampling frame and case volume for statistical purposes. 

Please refer to the QRRO Case Census Form for detailed instructions on completion of both of these documents.

	QRRO Case Census Form
http://www.qrro.org/QRRO%20Case%20Census%20Formfnl_4_8_08.xls 

Number of Cases Fax

http://www.qrro.org/Number%20of%20Cases%20Fax.doc 
	

	5. Finalize the QRRO Case Census Form by inserting the QRRO assigned case numbers.
Shortly after receiving the Number of Cases Table fax, QRRO will send you a document, QRRO Assigned Random Case Selection, with the Sequence # and the corresponding assigned QRRO Case #. Complete the QRRO Case # column by recording the QRRO Case # next to the corresponding Sequence # on your QRRO Case Census Form.

Only the cases with assigned QRRO Case #s will need to be pulled for the site visit.


	
	

	6. Work with the QRRO Data Abstractor to Schedule the Onsite visit

The QRRO Clinical Data Abstractor (CDA) will review your responses to the QRRO Process Survey Pre-Visit Questionnaire to assist in determining the number of days needed to complete the onsite visit. The QRRO CDA will then work with you to schedule the date and time for the onsite survey visit that is mutually accommodating for your facility personnel and the CDA. The survey will typically take 3-4 days.

	
	

	7. Pull the case data (medical records, CT images etc.) in preparation for the chart data abstraction at your facility

Using your completed QRRO Case Census Form pull all the case records that will be needed by the CDA to complete the disease site survey forms. 
Based upon the format(s) of your case records the CDA may need access to electronic records. This can be accomplished by your printing them out, providing visual access to your system or a combination of both during the onsite visit. In most cases printing the electronic records will be most efficient. If you choose printing please color print when possible. 
The data being collected will include copies of LDR post-implant brachytherapy CT scans of the prostate. Please refer to the QRRO Process Survey Instructions for Image Submission for detailed instructions on your role in this process. 
	Process Survey Instructions for Image Submission (currently under development)
	

	8. Determine a location at your institution for the chart data abstraction
A quiet and private location is desirable for data abstraction. The CDA will need to have access to the internet to do the data abstraction. The survey forms are web based. Ethernet plug-in access or wireless access at your facility is preferred.
Two other options that can be explored as necessary include:

· The CDA will have wireless access through an ATT LaptopConnect Card on his/her laptop computer. This type connection will work almost anywhere that cellular phone access is available.  

· Permission to use a computer at your facility. Remember completion of the forms only requires access to the internet not your facility system(s).

	
	

	9. Provide the QRRO Clinical Data Abstractor with site directions, phone numbers, contact information

The QRRO CDA will require directions to your facility and the location necessary to meet the primary facility contact. Alternate contacts are helpful in the event the primary contact is temporarily unavailable.  

	
	


	During the Onsite Survey Visit 

	Key Steps/
Action to be Taken
	Links
	Name of Person Completing/Date Completed

	1. Meet with the QRRO Clinical Data Abstractor (CDA) prior to any data abstraction.
Prior to any data collection have the CDA sign the ACR IRB approved QRRO Patient Information Access and Confidentiality Agreement.

	
	

	2. Provide the case data and a location at your institution for the clinical data abstraction.

 (Refer to step  8 above for details) A quiet and private location is desirable for data abstraction. The CDA will need to have access to the internet to do the data abstraction. The survey forms are web based. 

	
	

	3. Provide the QRRO Clinical Data Abstractor with onsite contact information.

It is important that the CDA have onsite primary contact information. Alternate onsite contacts are helpful in the event the primary contact is temporarily unavailable.  Telephone numbers, pager numbers and locations are desirable.


	
	

	4. Provide the QRRO Clinical Data Abstractor with general “housekeeping” information.

The CDA will try to be as unobtrusive as possible while completing the onsite visit. Provide the location of the nearest lavatory, cafeteria, snack bar etc. You are not expected to provide any food or beverage.


	
	

	5. Determine personnel at your institution that will be available to answer questions that may arise during the clinical data abstraction process.

It is difficult to predict the types of questions that may arise during the data abstraction. Therefore, if possible, having varied site personnel available as needed would be desirable. The types of personnel most likely needed would include the department Administrator/Manager, Physicist, Dosimetrist and /or Radiation Oncologist. 
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