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Introduction

The new arrangements involving the North West Public Health Observatory (NWPHO) and The Dental Observatory (TDO) now mean that raw data from the NHS Dental Epidemiology Programme surveys will be collated for all PCTs in England.  This started with the 2007/08 survey of five year olds.  

For the Supplementary Adult Sub Groups Surveys the benefits of this are 

· data from small local surveys can be collated to make a sufficiently sized group
· the collated data for each sub group can be compared with ADHS results 

· the ability to assess the feasibility of running the surveys in the ways planned

· the ability to assess the feasibility of running the questionnaires and clinical examinations as planned

· the ability to assess the variability within each of the sub groups to inform sample size calculations for future local surveys

This guide aims to help Dental Service fieldwork teams and Regional Coordinators (RCs) to go through the necessary steps to make sure that the correct information is supplied in the correct format with maximum efficiency.  It has been tailored to suit the national protocol and national format.

If, after following the step by step instructions, you need help please contact: janet.neville@centrallancashire.nhs.uk
The diagram on the next page shows an overview of all stages in the data handling process – PCTs are only involved in the stages highlighted in pink and Regional Coordinators stages highlighted blue.

For these SASG surveys only files at PCT level are required. 

Steps to success
Phase 1 – PCT 


· enter data using format provided

· check files

· complete questionnaire about process (App 2, Item 3)
· D(2): Table to record details of all sampled volunteers (App 3, Item 4)
· e-mail to Regional Coordinator four types of attachments

· checked DSP2 Questionnaire data file whole – PCTCode_SubgroupQ.srv
· checked DSP2 Clinical Examination data file whole – PCTCode_SubgroupCE.srv

· questionnaire about process, PCTCode_Subgroup3.doc 

· D(2): Table to record details of all sampled volunteers, PCTCode_Subgroup4.doc
Phase 2  - RCs


· check whole files from PCTs

· collate whole files into PCT level if necessary and label correctly

· upload 4 types of file for each PCT using internet site
· checked DSP2 Questionnaire data file whole – PCTCode_SubgroupQ.srv

· checked DSP2 Clinical Examination data file whole – PCTCode_SubgroupCE.srv

· questionnaire about process, PCTCode_Subgroup3.doc 

· D(2): Table to record details of all sampled volunteers, PCTCode_Subgroup4.doc
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Phase 1 – PCT Dental Service Fieldwork Team – entering data 
Enter data into Dental Survey Plus 2 software program using the clinical examination format provided – CESASG10.FMT  AND the relevant subgroup questionnaire format provided – either ASASG10.FMT (learning disabilities) 
or DSASG10.FMT (domiciliary services) 
or OSASG10.FMT (out of hours) : 
These are all downloadable from http://pcwww.liv.ac.uk/~gburnsid/bascd.htm

Or http://www.bascd.org  - look in Information section – Guidance papers – hover over and click on the underlined Dental Survey Plus Format file 


This format has been produced using DSP2 version 2.1, if you are still using version 1.1 you will need to upgrade your software, please go to this website: http://usd.swreg.org/cgi-bin/s.cgi?s=47803&p=478031&q=1&v=0&d=0&x=1&t=Redirect%20from%20http%26%2358%3B%2F%2Fwww.digibuy.com%2Fcgi-bin%2Fsearch.html
you can download the software from this site for £61 …… and it arrives via e-mail.
Folder set up
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When the Dental Survey Plus 2 program is installed the folders and subfolders shown above will already have been created.  Within the DSP2 folder, the format files (*.FMT) should be saved under the FORMATS sub folder and the survey files (*.SRV) should be saved under the SURVEYS sub folder, this then stops confusion over the different types of files and helps to prevent “lost” files.

When files are saved on a desktop PC, the Dental Survey Plus 2 program may be installed on the Local Disk (C:) drive, but you may be required to save the format and survey files onto a network drive E.g. (P:).  This then ensures that the data is backed up every night by your IT department and if a data file is accidentally deleted or becomes corrupt it enables your IT department to recover the file that was saved the day before.  The same folder and sub folder setup shown above should be created on the network drive.
1. To Copy the Format Files  

Go to one of the sites above and find the link to the formats for the clinical examination and the correct questionnaire for your sub-group.  When you are given the option to open or save the files, select save and then save them into the C:\DSP2\Formats directory of your computer

Or

Use the Windows Explorer or File Manager to save the format files from the site to the C:\DSP2\Formats directory

NB DSP2 formats can only be opened from within DSP2.  This is why you should use the system described above to copy into the DSP2 format directory first.  When you open the DSP2 program and then look in the formats file you should find the relevant format files there – where you saved them – and will be available to open.

PLEASE DO NOT ALTER THE NATIONAL FORMAT AS THIS CAUSES GREAT DIFFICULTIES WHEN TRYING TO COLLATE THE DATA.

If you wish to add other variables there are three ‘spare’ text variables at the end of the format which can be used to suit most local needs.  The title text boxes for the spare variables may be altered but PLEASE DO NOT alter the actual field names.  Extra additional variables can be added at the end of the format.     
2.  To Start a New Survey for Questionnaire data
a) Open Dental Survey Plus 2
b) From the menu bar select File, New
The program then asks you to select the format file to be used for the survey. 

c) In the folders window, select C:\DSP2\Formats 

d) In the file name box, select your relevant format file eg:- ASASG10.FMT 

e) Click OK
The program then asks you to specify the survey file name to be used.

f) In the folders window, select C:\DSP2\Surveys,

g) In the file name box, type in a file name – use the code for your PCT and then _AQ, _DQ or _OQ e.g. 5NT_AQ, (the file will be saved in the SURVEYS folder as type *.srv, e.g. 5NT_AQ.SRV).  

Be aware that there is a space and an asterisk lurking on the left of the filename box – make sure you delete these so that your filename starts as far left as possible.

h) Click OK
The format is then displayed on the screen.

i) To maximise the survey, click on the middle grey square, top right of the screen.
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3.  To Open an Existing Survey

a) Open Dental Survey Plus 2
b) From the menu bar, select File, Open
c) Select the survey file

d) Click OK 

4.  To Input Questionnaire Survey Data

BEFORE YOU START TO ENTER DATA PLEASE MAKE SURE THE CAPS LOCK IS ON (NB This will then eliminate the error of lowercase PCT Codes and Postcodes)
Basic Details 

i. Click in the first field and input the PCT Code (see protocol for these), then either using the TAB key, RETURN key or the mouse move to the next field.

ii. Input the unique ID Number for the interviewee (see protocol – these should be shown on Appendix D2, along with the volunteer’s home postcode). 

iii.
Input the adult’s home Post Code in upper case, split into Inward and Outward code. (care with letter ‘O’ and number ‘0’, care with letter ‘I’ and number ‘1’) (see protocol – these should be shown on Appendix D2, along with the volunteer’s ID number).
The remainder of the questions are all multiple choice, using either the mouse or cursor keys select the required options.

Subgroup A Format (Adults with learning disability)
a.  Using either the mouse or cursor keys select the adult’s living situation
b.  Optional - Using either the mouse or cursor keys select the adult’s recorded level of learning disability – if this is known from a recognised classification

Subgroup D Format (Adults in touch with domiciliary dental care)
a.  Using either the mouse or cursor keys select the adult’s living situation
b.  Select ALL types of other services that come to the adult’s home using the mouse to click on each type
c.  Select the reason for the need of dental treatment at home, if “other reason” is selected please specify

d.  Select how the adult came to be in touch with domiciliary care services
Subgroup O Format (Adult users of out-of-hours services)
a.  Using the either the mouse or cursor keys select the time of day the survey is being carried out
b.  Select how the adult knew about the service
c.  Select where they usually go for dental care
d.  Select why they have come here today
All Formats
1.
Select the sex of volunteer
2.
Select who took part in the interview – the individual volunteer or a carer or relative
3.
Select the age the volunteer was last birthday
Health and Lifestyle Details
Questions 4 to 12 are all about the health and lifestyle of the volunteer :
4 – 6.   
Using either the mouse or cursor keys select the required options from the multiple choice lists
7.
 
If “Yes” to question 6 then select the required multiple choice answer to


question 7, Else leave this question “blank”
8 – 12. 
Using either the mouse or cursor keys select the required options from the multiple choice lists.
Natural Teeth Details
Questions 13 to 15 are all about the natural teeth of the volunteer :
13, 14.   
Using either the mouse or cursor keys select the required options from the multiple choice lists
15.
If the volunteer has natural teeth then select the required multiple choice answer to question 15, Else if no natural teeth then leave this question “blank”.
Troubles People Have in Daily Life Details
Questions 16 to 23 are all about the troubles the volunteer has in daily life :
16 – 23.   Using either the mouse or cursor keys select the required options from the multiple choice lists.
Cleaning Teeth and Going to the Dentist Details
Questions 24 to 32 are all about cleaning teeth and visits to the Dentist :
24.  

If No Natural Teeth then leave this question “blank”, Else select the required multiple choice answer to question 24
25.  

 If No Denture then leave this question “blank”, Else select the required multiple choice answer to question 25
26.   
If No Natural Teeth then leave this question “blank”, Else select the required multiple choice answer to question 26
27.
Using either the mouse or cursor keys select the required option from the
multiple choice list.  If the answer = “Never Been/Seen Before” then go to Question 46 and leave questions 28-45 “blank”
28, 29.   
Using either the mouse or cursor keys select the required options from the multiple choice lists
30.
If the volunteer has not attended in the past 2 years then select ALL required answers to question 30 using the mouse to click on each answer, Else leave this question “blank”
31.

If the volunteer has not attended in the past 2 years then leave this question “blank”, Else select the required multiple choice answer to question 31

32.

Using either the mouse or cursor keys select the required option from the multiple choice list.
Last Visit to the Dentist Details
Questions 33 to 45 are all about the volunteer’s last visit to the Dentist, If “Never Been/Seen” then leave all these questions “blank” :
33 - 36.  
Using either the mouse or cursor keys select the required options from the multiple choice lists
37.

Using the mouse click on ALL relevant treatments received

38.
Using either the mouse or cursor keys select the required option from the
multiple choice list.  If the volunteer pays for treatment then input the  pounds amount in the first box and the pence amount in the second box
39 – 45.
Using either the mouse or cursor keys select the required options from the multiple choice lists.

Access to NHS Dentists Details
Questions 46 to 55 are about the volunteer’s experience of access to NHS dentists :
46 - 49.  
Using either the mouse or cursor keys select the required options from the multiple choice lists

50 - 55.
If the volunteer has never attended a dentist then leave these questions “blank” and go to question 56, Else select the required multiple choice answers.
Choices of Treatment and Difficulties Details
Questions 56 to 60 are about the volunteer’s choice of treatment :
56, 57.  
If the volunteer has no natural teeth then leave these questions “blank” and go to question 58, Else select the required multiple choice answers
58 - 60.
If the volunteer has never been/seen a dentist then leave these questions “blank” and go to question 61, Else select the required multiple choice answers

61.

Using the mouse click on ALL relevant symptoms that have caused difficulties for the volunteer .
Ethnicity Details
Questions 62 to 66 are about the volunteer’s ethnicity :
62.

Using either the mouse or cursor keys select the required option from the multiple choice list

63.

If “White” to question 62 then select the required multiple choice answer to question 63, Else leave this question “blank”
64.

If “Mixed” to question 62 then select the required multiple choice answer to question 64, Else leave this question “blank”
65.

If “Asian or Asian British” to question 62 then select the required multiple choice answer to question 65, Else leave this question “blank”
66.

If “Black or Black British” to question 62 then select the required multiple choice answer to question 66, Else leave this question “blank”.
Qualifications Details

Questions 67 to 70 are about the volunteer’s education and qualifications, NOT included in the questionnaire for Subgroup A :
67 - 70.
Using either the mouse or cursor keys select the required options from the multiple choice lists
Other Details

Questions 71 to 73 are other details required :
71.

Using either the mouse or cursor keys select the required option from the multiple choice list
72.

If “Yes” to question 72 then use the mouse to select ALL that apply 

73.

Using either the mouse or cursor keys select the required option from the multiple choice list

Spare Details

74 – 76.
There are three Spare fields in this section which can be used for extra data to be recorded where PCTs have decided to do this.

5.  To Create a New Record / Save a Record

To create a new record :

a) click the         button at the top of the screen.

This automatically saves the record that you have just input.

The PCT Code is carried forward from the previous record
To save a record without creating a new record either :

b) click the Save icon or
c) from the menu bar, select File, Save or
d) click the       button to move to the next record (this automatically saves changes made)

6.  To Navigate the Records / Undo Changes
To navigate the records :

a) to move forward a record, click the 
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  button.

b) to move back a record, click the 
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  button.
c) to move to the first record, click the 
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  button.

d) to move to the last record, click the 
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  button.

To undo changes either :

a) click the Undo icon or
b) from the menu bar, select Edit, Undo

7.  To Find a Record

If you know the record number then :

a) from the menu bar, select Edit, Goto, Record,

b) input the record number required,

c) click OK

If you don’t know the record number then :

a) from the menu bar, select Edit, Find,
b) select the field you wish to search on eg: ID Number,
c) select the value to search for eg: 101,
d) select the match type eg: Whole String,

e) click OK
8.  To Delete a Record / Undelete a Record

To delete a record :

a) select the record you wish to delete.

b) from the menu bar, select Edit, Delete Current Record, Yes to continue.

To undelete a record either :

a) click the Undo icon or
b) from the menu bar, select Edit, Undo Delete Record

9.  To save the file onto a disk or stick to be used as a back-up

a) From the menu bar, click File, Save As
b) Select the relevant drive (usually as follows)
a:  Floppy disk

c:  Hard disk
d:  CD

e or f:  Memory stick

c) Click OK
THE FILE THAT YOU ARE NOW VIEWING IS THE FILE SAVED TO THE BACKUP DEVICE.  BEFORE CONTINUING EITHER REPEAT STAGE 5 AND SAVE TO HARD DISK C: (or when using a desktop PC the relevant network drive) OR CLOSE THE FILE DOWN AND RE-OPEN FROM THE HARD DISK DRIVE (or network drive)

10. To Print Records

To print all records either :

a) click the Print icon,

b) select Print Range All,

c) click OK 


or
a) from the menu bar, select File, Print,

b) select Print Range All,

c) click OK
To print a single record or a selection of records either :



a) click the Print icon,

b) select Pages From To, ( From is the first record number you want to print, To is the last record you want to print ),

c) click OK 

or
a) from the menu bar, select File, Print,

b) select Pages From To, ( From is the first record number you want to print, To is the last record you want to print ),

c) click OK

For Example : From 3 To 3 prints record number 3




  From 2 To 15 prints record numbers 2 to 15 inclusive

11.  To Start a New Survey for Clinical Examination data

a) Open Dental Survey Plus 2
b) From the menu bar select File, New
The program then asks you to select the format file to be used for the survey. 

c) In the folders window, select C:\DSP2\Formats 

d) In the file name box, select your relevant format file eg:- CESASG10.FMT 

e) Click OK
The program then asks you to specify the survey file name to be used.

f) In the folders window, select C:\DSP2\Surveys,

g) In the file name box, type in a file name – use the code for your PCT and then _ACE, _DCE or _OCE e.g. 5NT_ACE, (the file will be saved in the SURVEYS folder as type *.srv, e.g. 5NT_ACE.SRV).  

Be aware that there is a space and an asterisk lurking on the left of the filename box – make sure you delete these so that your filename starts as far left as possible.

h) Click OK
The format is then displayed on the screen.

i) To maximise the survey, click on the middle grey square, top right of the screen.
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12.  To Input Clinical Examination Survey Data

BEFORE YOU START TO ENTER DATA PLEASE MAKE SURE THE CAPS LOCK IS ON (NB This will then eliminate the error of lowercase PCTCodes)
Basic Details 

a)
Click in the first field and input the PCT Code (see protocol for these), then either using the TAB key, RETURN key or the mouse move to the next field
b) 
Input the unique ID Number for the interviewee, this should be the same as the unique ID number used for the same volunteer’s questionnaire data
c)
Using either the mouse or cursor keys select the Clinical examination completion status
IF THE VOLUNTEER IS EDENTULOUS NO FURTHER CLINICAL EXAMINATION DETAILS SHOULD BE ENTERED
Even though you recorded the clinical data from lines number 1 outward to lines 6 you can enter the data onto the computer screen from the top line to the bottom if this helps you to keep your place.
All fields are multiple choice, using either the mouse, cursor keys or keyboard, select the required options.
TIP –If you use the keyboard to press the letter / number required it will select that option and then if you press the TAB key to move to the next field it is quicker than using the mouse to select each option.  This is achievable because each multiple choice option within a field is a different letter / number.
Examination Details 

 a)
Click in the first field and using either the mouse, cursor keys or keyboard select the required options from the multiple choice lists.  Then either using the TAB key, RETURN key or the mouse move to the next field.

Denture Details 

a)
Using either the mouse, cursor keys or keyboard select the required options from the multiple choice lists for Denture Present, Denture Material and Denture Status.
PUFA Index Details 

a)
Using either the mouse, cursor keys or keyboard select the required option for pain in your mouth at the moment
b)
If “Yes” to pain in mouth then select the required option from the multiple choice list, Else leave “blank”
c)
Using either the mouse, cursor keys or keyboard select the required option for Number of PUFA conditions
d)
If Pathology giving concern was recorded then select “Yes” (the protocol for following this up must be followed)
e)
Spare fields are at the end for further input of additional data if you collected any within your PCT
FOLLOW STEPS 5 – 10 TO NAVIGATE THE CLINICAL EXAMINATION SURVEY FILE
ENSURE BACK-UPS ARE MADE OF BOTH THE QUESTIONNAIRE AND EXAMINATION DATA FILES
Phase 1 – PCT Dental Service Fieldwork Team – Preparing files - checking data for errors

The only checks that need to be made on this data are :-
ENSURE UPPERCASE IS USED FOR ALL PCT CODES AND HOME POSTCODES

ENSURE CORRECT FORMAT OF HOME POSTCODES ie: AAN NAA or AANN NAA

(A=Alphabetic   N=Numeric)

DELETE DUPLICATE RECORDS

CLEAR EXTRA DATA INPUT WHEN NOT NEEDED ie: edentulous volunteer, never been/seen dentist before

13.
Export Data to Excel to check for Errors 
a) Open DSP2

b) Open the survey file you want to work on for checking (E.g. 5NT_AQ.SRV) 

c) From the menu bar at the top select File, Export, click Tab Delimited (.txt)
d) Input a file name, E.g. check1.txt,  (beware the lurking space and asterisk on the left of the filename box)

e) click OK 
f) Double click on the fields you want to check ie: PCT Code, ID Number, Home PCode1, Home PCode2 etc
g) Click OK
h) Click No you don’t want to view now

i) Minimise DSP2

j) Open your Excel programme

k) Click File, Open
l) Change the list file types to text files *.txt 
m) Scroll to look in DSP2 under ‘surveys’

n) Double click to open the file *.txt that you named in step 13 d)  

This now leads you into a short routine to convert the DSP2 data into something sensible in Excel.  Keep calm!

o) Select Delimited, click Next
p) Select Tab, click Next
q) Click Finish
r) The data will now be displayed in an Excel table.  If some columns have just got ### in them they are too narrow.  Put the cursor at the very top of the column and drag the right side line to the right to widen the column and the figures should be revealed.

13.1  Check home postcodes

a) Highlight the Home PCode1 column

b) From the menu bar at the top select Edit, Find
c) Input letter O as search criteria and click Find Next
d) Note down the record numbers where a letter ‘O’ is used incorrectly instead of number nought (.  Look into the cases which are highlighted and keep clicking Find Next until all cases containing letter ‘O’ are found – identify those where it is used incorrectly

( Note any errors using Appendix 2 of this guidance – this allows you work through any errors when you have done all the checking.
e) Repeat stages 11.2 a) to d) searching for number 0 (zero) and note cases where it has been used incorrectly instead of letter ‘O’ (
f) Repeat stages 11.2 a) to d) searching for letter I and note cases where it has been used incorrectly instead of number one (
g) Repeat stages 11.2 a) to d) searching for number 1 (one) and note cases where it has been used incorrectly instead of letter I (i) (
h) Close the ‘Find’ box

i) Repeat stages a) – h) for Home PCode2
It is easier to see other errors if the data are sorted by postcode order:

j) From the menu bar click Data, Sort, (make sure that Excel has automatically highlighted all the data, if not cancel the command, highlight all the data first and then re-select the Data Sort command) make sure the Header row, and Ascending are selected, Sort by Home PCode1, Then by Home PCode2
k) Click OK
l) Check down the list to look for any incorrect postcodes ie: lowercase, missing postcodes, incomplete postcodes, incorrect format (AAN NAA or AANN NAA). If any are found note down the record number/ID Number(
m) Click back onto the spreadsheet

13.2  Check that PCT codes are entered correct and in upper case

a) From the menu bar at the top click Data, Filter, Auto Filter
b) Down pointing arrows will appear next to each field name

c) Click the down arrow next to the PCT Code field

d) Check down the list for any incorrect PCT Codes 
e) Select an incorrect PCT Code

f) Only the adults with that PCT Code are now displayed, note down the record number & ID Numbers(
g) Repeat stages d) – f) until you have viewed all the records with incorrect PCT Codes

h) Click the down arrow next to the PCT Code field and select All
i) All records will be displayed again

13.3  Check for duplicate records

a) From the menu bar click Data, Sort, (make sure that Excel has automatically highlighted all the data, if not cancel the command, highlight all the data first and then re-select the Data Sort command) make sure the Header row, and Ascending are selected, Sort by ID Number
b) Click OK
c) Check down the list to look for any duplicate records. If any are found note down the record number/ID Number(
d) Click back onto the spreadsheet

You may now have a list of ID numbers/record numbers that need to be investigated because of errors – unless all data was inputted 100% perfectly.  Some DSP2 records will need checking and correcting, others may need deleting if they are duplicates.
LEAVE DELETIONS UNTIL LAST – record numbers are the easiest/quickest way to find records and they will change when you delete a record.  Also, find record numbers for deletion in descending order, the earlier records will then retain the record number that you noted down
14
Correcting records

a) Close down Excel
b) Open the DSP2 file you wish to correct (e.g. 5NT_AQ.SRV). 

14.1 
Find a Record using record number

a) From the menu bar at the top select Edit, Goto, Record
b) Input the record number to amend, click OK
c) The record to amend will be displayed, check it is the correct one

d) Amend the errors using the Backspace key to delete data and then re-type the correct data (using other options to delete/amend sometimes does not save the changes made) or if multiple choice fields need amending select the correct option required
e) From the menu bar at the top select File, Save (or click the Save icon) to save the changes made

14.2
To Find a Record using ID Number
a) From the menu bar at the top select Edit, Find
b) Select the field you wish to search on eg: ID Number

c) Select the value to search for eg: 701
d) Select the match type eg: Whole String

e) Click OK
f) The record to amend will be displayed, check it is the correct one

g) Amend the errors using the Backspace key to delete data and then re-type the correct data (using other options to delete/amend sometimes does not save the changes made) or if multiple choice fields need amending select the correct option required

h) From the menu bar at the top select File, Save (or click the save icon) to save the changes made

14.3 To Delete a Record (to be used to remove duplicate records)

a) Find the record you wish to delete

b) From the menu bar, select Edit, Delete Current Record, Yes to continue

c) From the menu bar at the top select File, Save to save the file

d) Close down DSP2
Phase 1 – PCT Dental Service Fieldwork Team – completing questionnaires and sending on data to Regional Coordinators 
15
Questionnaires regarding survey process

A questionnaire about the running of your survey is provided electronically, Appendix 2 of this guidance – please complete this Word file and save it with a name that indicates which PCT and subgroup it relates to (YourPCTcode_Subgroup3.DOC).  This will form Item 3 in the data flow chart (Page 5).
16
D(2) Sampled & refused table

You will have used Appendix D(2) when listing all the adults you sampled and approached and to record ID numbers.  This now attached as Appendix 3 of this guidance.  Use this document to total the numbers of those listed who took part and refused.  Before sending in this sheet delete the names, date of birth, address for those who did not want to take part at all and those who did not consent to their data being linked.
17
Send files to regional Co-ordinators

You are now ready to send, by e-mail to your Regional Co-ordinator, four files for each PCT which should be sent as attachments:

17.1 Your whole, cleaned DSP2 Questionnaire data file for each PCT, containing information about participants, YourPCTcode_SubgroupQ.srv (E.g. 5NT_AQ.srv). 
17.2 Your whole, cleaned DSP2 Clinical Examination data file for each PCT, containing information about all volunteers approached, YourPCTcode_SubgroupCE.srv (E.g. 5NT_ACE.srv). 
17.3 Your completed questionnaire about running your survey – a revised version is attached as appendix 3.  Save this as YourPCTcode_Subgroup3.doc

17.4 A summarised version of D2 from the main protocol (Appendix 3 of this guidance). Save this as YourPCTcode_Subgroup4.doc
When you have sent these files give yourself and the team a pat on the back and have a little rest!!!  If all is correct your Regional Co-ordinator won’t need to contact you to clarify errors. ☺
Phase 2 – Regional Co-ordinators – check files from PCTs
Data files and questionnaires will come to RCs from their PCTs as attachments via e-mail.  Please would Regional Coordinators check files from PCTs as described in 13 and 14 above.  Where necessary RCs should contact PCTs about clarification of errors.  This process of referral back will be minimised if PCTs have done their part correctly.

TDO/NWPHO will send back files containing errors which need local correction.  This process of referral back will be minimised if PCTs and RCs have done their parts correctly.

Please upload as soon as PCT files come in – don’t wait until all of your region’s surveys are sent to you.

In a few instances RCs will be responsible for merging together incomplete PCT files.  The process for doing this is described below.  As files forming parts of a PCT come to you, go through the checking process and save the cleaned files ready in your DSP2 SURVEY folder.  You will find it easier if you identify the relevant parts in the filenames as you save them.  E.g. PCTAf1.srv for PCT A file one, PCTAf2.srv for PCT A file 2   …

18
Merging Files
When you have received the data files from all sites contributing to one PCT survey, checked, clarified and cleaned correctly, and saved them in the DSP2 SURVEYS folder you are ready to start merging them together.  

To avoid duplication when merging you may find it helpful to list the files that need to be merged then cross them off as each is merged.

Open the first survey

a) Open Dental Survey Plus 2
b) From the menu bar, select File, Open
c)  Select the first survey file E.g. PCTAf1.SRV

d) Click OK
e) From the menu bar, select File, Save As
f)  Select Drive c:\DSP2\SURVEYS

g)  type in the name of the file which will gradually be filled with all the parts 

     E.g.  PCTCode_SubgroupQ or CE.SRV

h)  Click OK
With this new and incomplete file open:

i) From the menu bar, select File, Merge Data
j) Select the next file E.g. PCTAf2.srv
k) Click OK
The records from PCTAf2.SRV will be added onto the end of those already in PCTCode_SubgroupQ or CE.SRV.

Repeat stages 16 i) to k) until all the parts of the PCT file have been added together to create a single ‘whole’ file for the PCT in question, ticking off your list of component parts as you go.   The total file should be labelled using the convention suggested, PCTcode_SubgroupQ or CE.SRV (E.g. 5NT_AQ.SRV)

Phase 2 – Regional Co-ordinators – prepare files for uploading
A set of files for each PCT will need to be saved and labelled ready for uploading via the web portal.   

Each file should be named to indicate which PCT it refers to and which sub group has been surveyed.  The PCT codes listed in the Protocol (Appendix F, page 33) should be used, for example for Barnet PCT each of the files should begin with 5A9 then an underscore followed by the subgroup (eg: A), followed by whether it is a questionnaire data file (Q) or clinical examination data file (CE), as listed below:

PCTCode_SubgroupQ.srv = Whole, cleaned DSP2 Questionnaire data file, (1 per PCT)

PCTCode_SubgroupCE.xls = Whole, cleaned DSP2 Clinical Examination data file, (1 per PCT)

PCTCode_Subgroup3.doc = Word document reporting items of process

PCTCode_Subgroup4.doc = Word document table of those approached and participants (Page 29 protocol, App 3 of this guidance)

Phase 2 – Regional Co-ordinators –uploading files
The correctly labelled files for each PCT will need to be uploaded via the portal which should be reached via  http://www.nwph.net/dentalhealth/login.aspx
Guidance on the use of this uploading site will be sent as a separate attachment to RCs. 

Your username and password were sent with the e-mail that brought this guide and other attachments.

 Appendix 1 – Table for recording errors found from Excel

	Record Number
	ID Number
	PCT Code
	Home PCode1 error – O/0 etc
	Home PCode2 error – I /1 etc
	Other correction

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Appendix 2   Questionnaire about Process – Save as PCTCode_Subgroup3.doc
Name of PCT ___________________________________________________________

	Did you have any difficulties gaining support from your PCT?

If yes – how did you resolve these?

	Were you able to identify partners within the PCT who could assist?



	
	

	Did you have difficulties identifying your population sampling frame (s)?

If yes – how did you resolve this?



	Did you have difficulties when sampling individuals to take part?

If yes – how did you resolve these?



	How many individuals were originally sampled ?
	

	How many of the originally selected adults were approached to take part?
	

	What were the main reasons given for refusing to take part?



	Did you have any difficulties approaching sampled individuals?

If yes – how did you resolve this?



	How many of the adults who were approached were contacted?
	

	How many of the contacted adults agreed to take part?
	

	Did you have any difficulties with the questionnaire?

If yes - Please give details



	Did you have any difficulties with the clinical examination?

If yes - Please give details


	
	

	What would you suggest to improve the process of the survey? 




Appendix 3 -  D(2): Table to record details of all sampled volunteers to allow data linkage later on and indicate consent status (delete names, date of birth, address for those who did not want to take part at all and those who did not consent to their data being linked)
	ID number
	First name
	Surname
	Date of birth

dd/mm/yyyy
	Sex

M/F
	Address
	Postcode
	Consent for
	Data Linkage

Consented-C

Refused-R


	Took part in survey

Y-yes

N-No

	PCT code  
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