Checklist

Before sending your data to the Co-ordination Centre, carry out the checks listed below, and include this checklist when you submit paper copies of the questionnaire and covering letters. 

It is essential that these checks are carried out thoroughly.  The Co-ordination Centre is not obliged to make any corrections to data supplied by trusts or approved contractors.  

If incorrect data are submitted, it is possible that the data will be considered unreliable and will not be used by the Care Quality Commission in your trust’s performance assessment and your trust’s scores will be set to a minimum value.  We cannot accept re-submissions of data after the deadline, and likewise data is unlikely to then be included in the Care Quality Commission assessments.  

A printable version of the checklist can be found on our website at: http://www.nhssurveys.org/survey/612
	Check
	Done?

	1) Check that your file name follows the naming convention: <NHStrustName>_MHservice user2012.xls)
	

	2) Check that you have saved the data sheet only as an Excel worksheet, rather than a workbook. (The frequency and percentage counts on the other pages of the workbook on the website are intended for your use only)
	

	3) Check that you have included data columns for all 55 questions
	

	4) Check that all data are correct, and that all values are in range
	

	5) Send data only for the 850 randomly selected service users seen between 1st July 2011 and 30th September 2011
	

	6) Check that all the data are in numeric format only (including dates)
	

	7) Check that you have completed the columns for the day, month and year you received the questionnaire back from service users
	

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

	9) If you password protect your file, please notify the Co-ordination Centre of the password separately from the data file.
	

	10) Include two paper copies of the questionnaire you used
	

	11) Include two paper copies of the covering letters you used for the first, the second and third mailing.
	

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

	13) Check again that all data are correct, and that all values are in range! 
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