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

	Check
	Done?

	1) Check that your file name follows the naming convention: <NHStrustName>_Maternity2007.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 questions
	

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

	5) If you have increased your sample size beyond the minimum requirement, only send data for the women who consecutively gave birth in your trust in February 2007 (or January and February 2007 if you had to sample back further)
	

	6) Check that all the data are in numeric format only (except for question C9_name)
	

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

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

	9) Remove any passwords
	

	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 
	


First contact
Name:
…………………………………………

Job title:
…………………………………………

Phone number:
…………………………………………

Email address:
…………………………………………

Second contact
Name:
…………………………………………

Job title:
…………………………………………

Phone number:
…………………………………………

Email address:
…………………………………………
