Checklist for Acute Co-ordination Centre

Please ensure that all data has be entered in accordance with the instructions provided in Section 17 of the Survey Guidance Manual: http://www.nhssurveys.org/surveys/759 
	Check
	Done?

	1) Check that your file name follows the naming convention: <NHStrustname>_A&E 2014.xls)
	

	2) Please send us your final data worksheet only.  We do not require the frequency and percentage counts provided on the other worksheets of the data entry workbook.
	

	3) Check that you have included data columns for all 51 core questions
	

	4) If you have conducted an extended questionnaire, please check that you have not included any columns of optional questions.
	

	5) Send data only for the 850 patients consecutively discharged from your trust in the chosen month.
	

	6) Check that all the data (excluding written comments) are in numeric format only, including dates, which should be entered as separate numeric fields for day, month and year.
	

	7) Check that patients’ written comments are in an anonymised format.
	

	8) Check that you have completed the columns for the day, month and year you received the questionnaire back from patients
	

	9) To comply with Data Protection regulations, any patient name and address details must be removed before the file is sent to the Co-ordination Centre
	

	10) Please zip, encrypt and password protect your data or password protect the workbook before sending to the Co-ordination Centre (please contact the Co-ordination Centre if you need any help doing this).  And remember to inform us of the password! 
	

	11) Include telephone and e-mail contact details of two people who will be available to respond to any queries about the data
	


First contact

Name:
…………………………………………

Job title:
…………………………………………

Phone number:
…………………………………………

Email address:
…………………………………………

Second contact

Name:
…………………………………………

Job title:
…………………………………………

Phone number:
…………………………………………

Email address:
…………………………………………
AE2014/10/04/2014/V1                                 protect

