
	Task
	Details of Activity
	Responsibility
	Deadline Date

	
	
	NHS Board
	Approved Contractor
	SG
	ISD
	

	Stage 1 – Preparation

	KEY MILESTONE DATES FOR PREPARATION FOR SURVEY LAUNCH

	1
	Ensure inpatient lists are accurate and up to date. 
	√
	 
	 
	 
	10-Nov-09

	2
	Inform staff, particularly those on the front line, of the inpatient survey and key NHS Board contacts – put up promotional posters and leaflets 
	√
	 
	 
	 
	26-Nov-09

	3
	NHS Board to supply Approved Contractor with NHS Board headed paper and signature (or name) of senior executive e.g. Chief Executive or nurse director for printing of cover letters 
	√
	 
	 
	 
	16-Dec-10

	4
	NHS Board to draw random sample of patients and allocate unique ID numbers. 
	√
	 
	 
	 
	16-Dec-10

	5
	Send anonymised sample check to the Approved Contractor who will ensure the sampling methodology has been correctly applied. 
	√
	 
	 
	 
	18-Dec-09

	6
	Co-ordination Centre to check sample file. NHS Boards to then forward details from sample to Approved Contractor to use when sending out survey packs. 
	√
	 
	 
	 
	21 December – early January

	7
	Following the sampling procedure set out in Section 9, NHS Boards to compile a list of eligible patients and check for deceased records.
	√
	 
	 
	 
	10-Jan-11

	8
	Quality Health provide draft dataset to SG and it is approved by all.
	
	√
	√
	√
	17 Jan – 31 Jan

	Stage 2 – Launch

	9
	Survey goes live - First mailing – survey, cover letter and information leaflet.
	 
	√
	 
	 
	Phased roll-out through January – February 2010 (beginning Jan 17)

	Stage 3 – Implementation

	(see guidance manual for more details)

	10
	First reminder 
	 
	√
	 
	 
	January/ February 2011*

	11
	Second reminder 
	 
	√
	 
	 
	February / March 2011*

	12
	Fieldwork closes for all Health Boards
	 
	√
	 
	 
	25-Apr-11

	Stage 4 – Analysis and Reporting

	13
	Data linkage files will be transferred from Health Boards to ISD
	√
	 
	 
	 
	04-May-11

	14
	All survey data to be transferred to ISD
	 
	√
	 
	 
	18-May-11

	15
	Interim online frequencies available to NHS Boards via Approved Contractors**
	 
	√
	 
	 
	18 May 2011 – 31 May 2011

	16
	Merging of data files and checking for discrepancies by ISD
	 
	 
	
	√
	Completion 28 May 2011

	17
	Final quality assurance checks of data completed by ISD
	 
	 
	 
	√
	31-May-11

	18
	Final online frequencies available to NHS Boards via Approved Contractors***
	 
	√
	 
	 
	01-Jun-11

	19
	Approved contractors transfer Patient Comments to SG
	 
	√ 
	
	
	18-Jun-11

	20
	Results at site and board level published
	
	
	√
	√
	30-Aug-11

	21
	National reporting containing national results plus full methodology
	 
	 
	√
	√
	30-Aug-11



