
[image: image1.png]"Better
Together

ce Programme




15 June 2010
Dear  Colleague 
RE: Better Together Inpatient Survey
Following the successful completion of the 2009/10 Better Together Inpatient Survey. I am writing to you to provide you with:

1. The opportunity to provide feedback on the 2009/10 survey roll-out.

2. A timeline for publication of the 2009/10 inpatient survey

3. Arrangements for the roll-out of the 2010/11 inpatient survey

1. Opportunity to provide feedback on the 2009/10 survey roll-out.

The 2009/10 Better Together Inpatient Survey fieldwork has now been successfully completed. The data for your Health Board has been transferred to the Better Together Coordination Centre from your Approved Contractor.

Following the completion of the 2009/10 survey we would very much like your feedback on the roll out of the 2009/10 survey. This will help us made changes to the 2010/11 survey manual and guidance.
To give us your feedback please go to: 
[Link remove for the website version of letter – if you would like to give feedback please contact Better Together at patientexperience@scotland.gsi.gov.uk]
The opportunity to give feedback on the 2009/10 survey will close at the end of June. 

Following your feedback on the 2009/10 survey the Better Together Website will be updated over the summer with revised information e.g. guidance manual etc. for the 2010/11 survey. 

2. Timeline for publication of the 2009/10 inpatient survey.

The provisional results for the 2009/10 inpatient survey will be published on 27 July 2010 on the Scottish Government and Better Together Websites. This provisional release will give results for each NHS Board which participated in the survey. It will also provide results for hospitals where at least 20 responses have been received. The format of the provisional results will be similar to the seven inpatient pilot reports which were published on 24 May 2010. These pilot reports can be viewed at:

http://www.bettertogetherscotland.com/bettertogetherscotland/861.261.441.html
NHS Boards will be given 5 days pre-release access to these provisional results from 21 July 2010. Better Together (BT) Leads in each NHS Board will be asked by Scottish Government during July 2010 to nominate individuals who will receive the pre-release access. As agreed with the Better Together Leads, the Scottish Government will not be providing NHS Boards with prior access to the provisional results for quality assurance purposes in order to release the results as soon as possible. 
Pre-release access to statistics in their final form are now governed by statutory requirements, as detailed in the Pre-release Access to Official Statistics (Scotland) Order 2008.   More detail of the statutory conditions which a recipient of pre-release access official statistics must follow will be given in correspondence with BT leads in anticipation of the final report in September 2010.

Please Note: A member of the Better Together Team will be in touch with NHS Boards whose samples are large enough to give sub hospital level analysis/ divisional level analysis during June 2010. This additional analysis will not be published, but will be made available to the relevant NHS Board concerned after the provisional release at the end of July.

Final reports and a national report will be published on the Scottish Government and Better Together Websites on 28 September 2010. NHS Boards will given access to the national report for quality assurance purposes for comment before publication during August 2010 and 5 days pre-release access (covered by the guidance above) to these provisional results from the 22 September 2010.
3. In-Patient Survey 2010/11 roll out – Action Required
At the BT Executive Leads meeting on 29 March, it was agreed that the in-patient survey will be run again in 2010/11. 
The survey will be run in the same way as 2009/10 going out to just over 65,000 inpatients in January 2011 from the 14 territorial boards and the Golden Jubilee hospital. In order to meet this timescale you need to prepare your sample using the agreed approach from 2009/10 and ensure you have a framework contactor in place. The time period for the 2010/11 survey sample is the beginning of October 2009 until the end of September 2010.
Please see the Better Together Website for details of your sample:

http://www.bettertogetherscotland.com/bettertogetherscotland/files/Better%20Together%20Final%20Sample5.doc 
Sampling Approach
Your inpatient sample will be the same as 2009/10, unless you have a new hospital which opened in 2009 or an old hospital which closed during 2009.  Please contact Imelda Hametz at Imelda.hametz@scotland.gsi.gov.uk to confirm that you are happy with the sample for your NHS Board or if you require changes to be made. Once you have confirmed you are content please proceed with procuring an Approved Contractor for this year’s survey if you have not already done so. 
Approved Contractor
If you have not procured an Approved Contractor for the 2010/11 survey, you should now proceed to procure an Approved Contractor to undertake fieldwork for the 2010/11 survey.  I have attached a suggested procurement proforma, which you can use (or customise) as part of your Invitation To Tender (ITT) in Annex A.  This sets out the documentation/ pack that needs to be sent out with the IT (i.e. the questionnaire, introductory letter, reminder letters, leaflet and manual) and suggested criteria to evaluate tenders. The documentation that needs to be sent out with the ITT is available to download at:

http://www.bettertogetherscotland.com/bettertogetherscotland/661.322.342.html 
Please note that the survey and guidance manual may be modified following the publication of the 2009/10 results, but will probably contain the same number of questions/ or less questions than this years survey. You should send this pack to all Approved Contractors that are able to provide quantitative fieldwork support and give the contractors two to three weeks to bid for the work.
If you have any further questions please do not hesitate to contact me on carol.sinclair@scotland.gsi.gov.uk 
Yours sincerely 

Carol Sinclair

Better Together Programme Director

Annex A – Procurement Proforma

PRO-FORMA

RE: BETTER TOGETHER FRAMEWORK CONTRACT (REF: HCC/000/019b) – Inpatient Survey fieldwork

1. You are hereby invited by <name of requisitioning organisation> to provide a proposal for the Inpatient Survey requirement detailed in Schedule 1 below, to be called from the above Framework Contract under the quantitative specialism.

2. Your response must be in accordance with Schedule 2 of this letter and the NSS National Procurement Better Together Framework Contract.

3. It is your responsibility to obtain at your own expense any additional information necessary for the preparation of your response, and you will be responsible for any expenses incurred by you during the response process. 

4. If your proposal does not accord with all the requirements of this letter it may not be considered. You must clearly set out all assumptions used in your proposal.
5. The declaration included in this letter must be completed and submitted along with your response.

6. The evaluation criteria will emphasise quality as well as price. Your proposal will be subject to a technical and financial analysis using a Quality/Price Ratio. The aim of the analysis is to select the most economically advantageous proposal which represent(s) the best value for money. The ratio will be based around the high level award criteria for the Framework Contract which is detailed below:

Quality (40%): 

Proposals for service delivery and implementation of survey fieldwork (20%)


Quality Assurance (5%)


Project management and staffing (10%)


Approach to risk and added value (5%)

Price (60%):


Total cost excluding VAT of survey of [add size of sample].
7. Please insert the following background information:

	7.1
	Name of Contact for this Proposal
	

	
	
	

	7.2
	Position
	

	
	
	

	7.3
	Address
	

	
	
	

	7.4
	Tel No:
	
	Fax No:
	


Yours sincerely,

<variable>

-----------------------------------------------------------------------------------------------------------------

DECLARATION

I confirm that the proposal submitted for this framework contract requirement will be governed by the terms and conditions of the NSS National Procurement Better Together Framework Contract Ref: HCC/000/019b

Signature _________________________     Name   ______________________

Position __________________________      Date   ________________________

Schedule 1 – The Requirement

	Project Title
	Better Together Inpatient Survey Fieldwork

	Budget
	£[add budget if you have one if not delete this line] (excluding VAT)

	Appointing organisation
	[add NHS Board]

	Contract contact name
	[add NHS Board contact name]

	Contract contact telephone number
	[add NHS Board contact telephone number]

	Key characteristics 
	NHS [add NHS Board name] wishes to commission a Better Together Framework Contractor to undertake the fieldwork for the Better Together Inpatient Survey. The survey will be primarily postal, with an initial mail out of around [add number of survey] surveys (followed by two reminders).  Facilities for online, telephone, text phone, and language line completion must also be made available by the successful contractor.

Timeline (provisional):

Survey mailout: 17 January 2011
First Reminder: 31 January 2011
Second Reminder: 21 February 2011
Survey Closes: 25 April 2011
Database transfer to Coordination Centre /ISD:  18 May 2011
Fieldwork will include:

· Test all processes for survey postage and return.

· Develop on-line survey.

· Support access to the survey by equality groups through the use of language line, help lines and the option of completion of an online, via text phone and over the telephone. 
· Print, pack and post survey packs.

· Monitor response rates and inform [add NHS Board] of response rate and frequencies of returned questionnaires (preferably by an online system using a secure login).

· Issue up to two reminders via post to those who have not already returned survey (or opted out).

· Enter responses to closed and open ended questions by hand.

· Code comments by theme using qualitative data analysis software.

· Consolidate data returns via paper form, online completion, telephone completion, translated forms.

· Remove deceased people from the sample file before each mailing.  Deceased data provided by [add NHS Board].

· Undertake quality assurance of data.

· Provide documentation on quality assurance implemented.

· Send results data file to PWC and ISD (nhs.net account to nhs.net account).

· Provide regular reporting to [add NHS Board] and PWC on response rates, frequencies, and number and type of calls to the language and help lines etc. (preferably through an online reporting system with secure login)
· Provide non disclosive data to [add NHS Board], and management of any correspondence from respondents regard to the survey which is enclosed with the returned questionnaire or sent to the e-mail in box. This would include a summary of issues within correspondence and replies to respondents thanking them for their comments etc. 

	Requirement overview
	The materials to be sent out are a questionnaire (12 sides), and a letter (introductory or two reminder versions), both attached, and a return FREEPOST envelope to be provided as part of the contract.
The questionnaire is pre-coded for data entry, and all data are manually entered to guaranteed levels of accuracy.
The attached Inpatient Survey Guidance Manual provides the details of the work required including roles of [add NHS Board], PWC, Scottish Government and Approved Contractor, sampling, timetable, practical arrangements for survey, equalities and inclusion approaches.  The successful contractors must follow this guidance and proposals agreed for data capture. 



	Specific considerations for project
	Quality assurance procedures must be put in place to ensure that data are entered correctly. Tenderers should include in their proposals how they will ensure quality assurance.
Mailing must ensure that the letter is matched to the correct questionnaire.

Secure online or email reporting of the response rates and frequencies as questionnaires are returned would be preferred, otherwise regular updates via email will be required. 



	Timescale for response to this letter
	[add date] September 2010


	Timescale for appointment
	[add date] November 2010

	Any other relevant information
	The contract will be managed by [add details]


Schedule 2 – Format of Response

Please provide your proposal in the following sections.  The proposal must be no more than 15 pages of A4 (excluding CVs). Proposals received which are longer than 15 pages will not be accepted.

1. Project team

Name/(s) of team who would carry out and manage the work (CVs should be provided)

2. Details of proposed approach

Outline the following, separately for each possible data capture method being costed:

· Proposals for service delivery and implementation 

· Quality Assurance of survey.

· Project management and staffing (including details of any sub contractor/s and how you will ensure compliance with the guidance manual in particular referring to data security and quality assurance between you and your sub contractor/s)

· Approach to risk and added value.
3. Risks and constraints
Please detail all risks and constraints identified for this project, with particular attention to the following:

· Any capacity issues regarding the operation of this requirement alongside other commitments of your organisation.

· Any project specific constraints and risks (building on those already provided in your framework template), with proposals for over coming these risks.

4. References 

Please provide two references for similar volume work.

Name, address, email, telephone number value of contract and description of work
5. Costs

Please provide separate tables of costs for option 1 and option 2 (or alternative options) broken down into:

	Costs
	1. Total cost excluding VAT of set-up and first mailing of postal survey to [add number of people]

Includes all set-up and running costing including: helpline (including text phone facilities), language line, online questionnaire, telephone and postal survey, database construction, QA, monitoring and admin costs (including printing, enveloping, and postage,).

2. Provide total cost excluding VAT of mailing of postal 1st reminder to 70% of sample.

Includes all relevant costs above including: printing, enveloping, postage, QA, monitoring and admin costs etc.
3. Provide total cost excluding VAT of mailing of postal 2nd reminder to 70% of second mail out.

Includes all relevant costs above including: printing, enveloping, postage, QA, monitoring and admin costs etc.

3. Total cost of postal survey returns, to include all return costs including freepost return, data entry, coding, quality assurance etc.:

Based on [add estimated response rate] of original sample. 
· Additional returns for [add number of people e.g. 50, 100]



	Additional Costs (will be paid dependent on response rate and mode of response)
	4. Cost per questionnaire completed (including completion, data entry, coding, quality assurance etc) by each method:

a) Telephone completion (in English)
b)Language line completion (any language requested)
c) Text phone completion

d) Large print

e) Online completion (N.B. website set-up included in fixed costs).



6. Any other information/added value

Please provide details of any relevant additional information about your proposed approach, team or organisation that you think would be helpful.

Documents which should be used as part of this contract:

· Guidance Manual

· Letters (introductory and two reminders)

· Questionnaire
· Proforma

· Approved Contractors Proposal

