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CLG (Communities and Local Government) published a workbook in April 2004 for the collection of SP performance data.  The use of the workbook is a contractual requirement and information will be validated by the Supporting People Team.  In addition, the workbook produces a complete performance record for your own use.





This is a short overview of the workbook.  The workbook and CLG’s longer user guide are available for download from the K-Web at � HYPERLINK "http://www.spkweb.org.uk" ��www.spkweb.org.uk�





NB:  Drop-down lists in the workbook are only supported by Excel 2000.  Where references


 are made to selecting from a list, Excel 97 users will need to type in the appropriate value.





As of April 2006 it is no longer mandatory to input staffing information on the workbook, you therefore do not need to complete the staff team sections.





1


Download the workbook and save it to your computer hard-drive.  Test it before you start to make sure that information you enter is being saved successfully.





�





2


Fill in your service and contact details on the ‘Contract’ tab.  Please make sure you use the correct service ID.  





3


Select ‘Salford’ from the drop down list. You will need to check that the financial year is correct, you can change the date using the drop down list. Select the primary client group and service type.  If you choose an unusual combination, the workbook will prompt you to check your entries.  Enter the capacity (number of units).  For some service types, the workbook will automatically complete the planned duration and the pink box disappears; for others, you will need to select either ‘more than 2 years’ or ‘less than 2 years’





4


Enter ‘y’ or ‘n’ to indicate which out-of-hours or emergency types of cover are provided.





�








   The indicator on out of hours cover is not monitored








The information you have entered so far can be save and used for all your future returns unless changes are made.





6


At the end of the first quarter, go to the Quarter 1 tab.  Check that the contact details are still correct.  You can make changes to the contact details on the individual quarter tabs without affecting your original set up.








�





7


Enter the date you are submitting your return.  The quarter start and end dates are pre-set, but the pink ‘Actual Dates’ boxes allow you to make a return against different dates (eg: if the service began part-way through a period).  If the contracted capacity changed during the period enter the value of the change (eg: -1, if the capacity has reduced by one unit) and the effective date.





NB:  The capacity should ONLY be adjusted if a change has been made to your contract due to an agreed service cut or expansion, NOT due to unavailability of contracted units.





�





8


The display for service availability and service utilisation changes depending on the service type.  Where you are asked for data, select either daily or weekly from the drop-down list (use the weekly method for weekly tenancies).  The workbook automatically calculates the relevant contracted figure.  Enter your performance total for the period.  The workbook then calculates the percentage performance.








The workbook no longer holds information to calculate availability or utilisation – you need to have separate auditable systems to record the data that supports your performance return.








Management information on throughput and length of stay


is required.


Please make sure you collect this information and maintain an auditable record of the data supporting your performance return.








9


Under Throughput, enter the number of units occupied on the last day of the period, and account for users who have left.  You can only enter data in the yellow boxes; the workbook uses the white boxes to work out the service throughput – the total number of clients supported in the period as a percentage of the number of contracted units.








�





10


The workbook transfers the number of users at the end of the period (your entry in Throughput box a) to the total under length of stay.  Enter the number of users at the end of the period that have been with the service for more than 2 years, or up to one year.  The workbook assumes that any remaining users have been with you for between one and two years, ensuring that the figures balance.  You will only need to complete the column on users who have died if you have reported any deaths under Throughput.








The data provides a useful picture of service use, and also helps set the other PI results in context.








Download the workbook and more guidance from the K-Web at www.spkweb.org.uk  If you have any questions, please contact the team at Salford on 0161 922 8755	








Your entries in these top four boxes are deducted from Throughput box c to reach the total in the bottom section





As you enter figures in this section, the automatically calculated number of unknown destinations decreases





Information is required on user outcomes.





�








13


The workbook automatically selects questions on outcomes for you to complete, according to the service duration.  The totals are pulled forward from the Throughput section.








14


THAT’S IT!  You’ve completed the data for Quarter 1.  Open the ‘Checks’ tab and review the highlighted data – some of these may be simply highlighting that the recorded performance is less than the ‘expected’ value.  (Checks are displayed for the quarter selected on the ‘SPLS PI data’ tab.)  If you like, you can explain any discrepancies or add any other comments in the box at the end of the Quarter 1 tab.





The ‘SPLS PI data’ tab summarises the data for each quarter – move between the quarters by selecting from the drop-down list.  The year to date section averages the data in the form over the number of quarters selected in the drop-down list.











Data for quarters 2, 3 and 4 should be completed on the relevant tabs in the same workbook.





The format of this question will be familiar to providers who recently filled in Batch 2 questionnaires.  Outcomes data will be very important in demonstrating the impact and value of your service.  For SP purposes, a planned departure means the user moved on to a more independent situation.
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