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“Promoting equality and addressing health inequalities are at the heart of NHS
England’s values. Throughout the development of the policies and processes cited in
this document, we have:

Given due regard to the need to eliminate discrimination, harassment and
victimisation, to advance equality of opportunity, and to foster good relations between
people who share a relevant protected characteristic (as cited under the Equality Act
2010) and those who do not share it;

Given regard to the need to reduce inequalities between patients in access to, and
outcomes from, healthcare services and in securing that services are provided in an
integrated way where this might reduce health inequalities”.
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1 Summary

This guidance sets out the details for central submission of Friends and Family Test (FFT)
data through the UNIFY2 system for providers of NHS funded community and/or mental
health services. Providers of both community and mental health services are required to
make two separate submissions. This document covers both submissions.

2 Timelines

Providers of NHS funded community and mental health services should have implemented
the FFT by 1st January 2015. The first submission of data for all organisations, including
early implementers will take place in February 2015 relating to FFT feedback received in the
month of January. Organisations will be able to submit data starting from the first working
day of the month and will have until the thirteenth working day (inclusive) to make their
submission. Dates for the first three months are shown in the table below. Dates for the first
year are shown in Annex 1.

FFT feedback month Submissions open (first Submission closure
working day of the month) | (thirteenth working day of
the month)
January 2015 2 February 2015 18 February 2015
February 2015 2 March 2015 18 March 2015
March 2015 1 April 2015 21 April 2015

3 Submission route

Organisations are required to submit data through the UNIFY2 system. UNIFY2 is an NHS
England managed data collection system that flows aggregated data from the health service,
eg Referral-to-Treatment Times (RRT) data. Users log in to the system using their unique
username and password.

4 How do |l access UNIFY2?

Existing users should be able to use their current username and password to access the
system:
http://nww.UNIFY2.dh.nhs.uk/unify/interface/homepage.aspx

Anyone new to using the system will need to apply for a username and password. To access
the UNIFY2 system users need an N3 connection.
http://nww.UNIFY?2.dh.nhs.uk/unify/AccessSecurity/Management/AccountRequest.aspx

Those without an N3 connection can apply for one through the following route:
http://www.n3.nhs.uk/Customerinformation/Howdol/OrderanN3Service.cfm

5 How do | submit data?

Organisations enter their data into the UNIFY2 templates provided. The number of
responses in each category (eg extremely likely) and number responses for each collection
mode should be entered. Providers of both community and mental health services are
required to make two separate submissions using two separate UNIFY2 templates. The
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responses need to be split into seven categories for mental health and six categories for
community.

5.1 What are the category splits that need submitting for

community and mental health data?

Data submissions should follow these groupings as closely as possible. However, local
discretion may be applied where services are not provided in line with the groupings to
ensure that scores received are representative of your organisation. If you do not provide
services within one or more of the categories, please leave it blank.

Mental Health

Primary care — IAPT

Secondary care community services — community mental health teams, memory
services, crisis and home treatment teams,
assessment and treatment services, recovery
services, respite care, assertive outreach
services, substance misuse community services,
general outpatient clinics run by psychiatrists,
early intervention services, liaison psychiatry and
mental health and homelessness services

Acute services — inpatient services including low security,
rehabilitation, eating disorders and rapid
assessment interface and discharge services,
inpatient services for substance misuse, older
adult services 65+ (including assessment,
dementia care, continuing care, intermediate
care) and psychiatric intensive care units

Specialist services — personality disorders, affective disorders,
eating disorders, neurocognitive services,
specialist dementia services, specialist
psychotherapy/psychology (where not integrated
into CMHTSs), employment services, addiction
services, mother & baby/perinatal and low
security services

Secure & forensic services — secure forensic mental health community

Child and adolescent mental health
services

Mental health other - mental health services which providers
cannot fit into the more specific categories
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Community Healthcare

Community inpatient services - inpatient

Community nursing services - district nursing, community matrons, case
management, long-term conditions

Rehabilitation and therapy services - physiotherapy, occupational therapy, podiatry,
adult speech and language therapy, osteopathy,
rehabilitation

Specialist services - dietetics and nutrition, phlebotomy (blood),
diabetic retinal screening, sexual health and
contraceptive services, amputee and prosthetic,
pain management, smoking cessation services,
community dental services, falls prevention

Children and family services - children’s community nursing, children’s
physiotherapy, children’s speech and language
therapy, children’s occupational therapy,
paediatric medical services

Community healthcare other - walk-in centres, minor injury units, public health
services, GP out-of-hours

Organisations providing specialist learning disability services should submit data for those
services under the most appropriate category for their organisation. This could be within
mental health or community healthcare.

The mode of response data is not required to be split by the sub-categories.

5.2 Do I need to submit an eligible population?

Organisations must submit the number of unique patients’ accessing services in the last
month. Providers of both community and mental health services should submit two separate
figures. Figures do not need to be submitted for the separate sub-categories just an overall
figure.

5.3 Why are we submitting an eligible population?

The figure is required to put the number of responses into context for those using the data.
The figure has been chosen following discussions with the Community and Mental Health
Workstream Group, with the aim of providing an informative measure whilst trying to
minimise the burden of providing data.

5.4 When will the live template be available?
The live template will be available on UNIFY2 in January 2015.
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5.5 What exactly will the template look like and how exactly do |

submit the data?

Each return is a completed Excel spreadsheet (template) which is uploaded to UNIFY2 in
the Non-DCT (Data Collection Tool) part of UNIFY2. Annex 2 provides screenshots of
the submission process.

5.6 What will happen after | submit the data?

NHS England will undertake basic validation of the data to highlight anomalies which will
be followed up with organisations. This may result in a need to resubmit the data. Once
published there will be no facility available to revise the detail so trusts are asked to take
care when making their monthly submissions.
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Annex 1 — Submissions deadlines for the first year

Organisations will be able to submit data starting from the first working day of the month and
will have until the thirteenth working day (inclusive) to make their submission. Dates for the
first year are shown below.

FRT Submissions open (first working Submission closure (thirteenth
feedback day of the month) working day of the month)
month

Jan-15 | 02 February 2015 18 February 2015

Feb-15 [ 02 March 2015 18 March 2015

Mar-15 | 01 April 2015 21 April 2015

Apr-15 | 01 May 2015 20 May 2015

May-15 | 01 June 2015 17 June 2015

Jun-15 | 01 July 2015 17 July 2015

Jul-15 | 03 August 2015 19 August 2015

Aug-15 | 01 September 2015 17 September 2015

Sep-15 | 01 October 2015 19 October 2015

Oct-15 [ 02 November 2015 18 November 2015

Nov-15

01 December 2015

17 December 2015

Dec-15

04 January 2016

20 January 2016

10




Annex 2 — Details of the UNIFY2 submission process

Use your login and password to access UNIFY2 at:
http://nww.UNIFY2.dh.nhs.uk/unify/interface/homepage.aspx

To access the latest template, click on the ‘UNIFY2 Upload Template’ link on the left hand side. In January two templates will be available in
this list to download and save. They will be labelled ‘FFT MH’ and FFT Com’.

Comtact Us Melp SignOut

| #82 Department of Health lj‘i"yz

Knowledge & Intelbgence You are swgned n as gbell a3 DEPARTMENT OF HEALTH
Data collection & management Glossary Report Library Extraction Viewer Extraction Admin View Manage Data & system maintenance
There are 2 new UsSer requests awaling processng. You last logged in on 17/10/2014 11:34:14

There is 1 forgotten password request awating Processing.

Data Links Welcome News
Collections Timetable Welcome to Unify2, the system for shanng and reportng
Cortact Us NHS performance information. Matemty, Breastfeeding & Chid Immunisation 2014/15
NHS England Statistics Site CAN'T SICN IN? Q2 Colectuons Open
Omnibus System [16/10/2014 19:33:55)
@ v.‘;; e ) if you do m o mf‘::otn please complete the ondne request Jempiates & Informaton
v2 Uploa emplates form using on
Dady Sitreps 2014-15
i you do have 3 Unfy2 account but have forgotten your password, 0/20148 15:22:
System Links please use the forgotten password Bnk on the 5on n page. Please [Cu“ 8 '? 22:30)
Al Db Cobsdiona mo“hﬁa;cm;a'umbvummw@ d
e g‘m wmgm:m,:m‘m Monthly Activity Report - August 2014 now avadable
[14/10/2014 17:05:48)
Request a Unfy account NEED HELP? Chck here for bbrary
View ks
I you require held in using Unify2, please vist the help section by Revised upload template for new collection of RTT
chciong the “Help™ at the top noht comer of the page. addmional actwvity plans - 01/10/2014

{30/09/2014 13:50:46)

e I

Weekly HDU/ICU Flu Return for 2014/15

{30/09/2014 10:44:47)
Chcik here for detads

QMCO (Cancelled Electuve Operavons) changed to a
Non-DCT collection

[25/09/2014 10:14:43)


http://nww.unify2.dh.nhs.uk/unify/interface/homepage.aspx

Once you have downloaded and saved the appropriate template(s) open it to enter your data.

On the first sheet of the template entitled ‘Control Panel’, select your organisation and period. The period relates to when your FFT responses
were received. Your first submission in February should contain January’s data so select Jan_2015 as the period. If your organisation is not in
the list to select then email the helpdesk at:

england.friendsandfamilytest@nhs.net

& e T ST MM VI 0 [Compatbity Mode] - M Excel X ]
n Home riert Page Layout Foermuta Cats Pevew View Ceveloper o o o & B
)f :\\:m ) Anat 32 - A A ° = N - . - 2 3 . . :.:; ;’am. - /\ . ‘}l 0 '-Q

Paste y u » A\ » Y - . . . format fncs & Share Webix

. J Tormat Painter B J 1 . . L Clear = Select *  This Pie
SOOI . fomt Abgrumere teunder “hles e (£ 2 ;'.:l!-

Otgﬁamo&.l«bon - 13 v
oA © (3 o £ ] ¥ | [} ] i F) L v ~ [ ® Q B s T
1 -
2 Unify2 Generic Upload Template

3

7 NHS Friends and Family Test - Mental Health

Please check that the data on this upload template IS accurate before being submitted to Unify2. You are reminded that
these figures will be pubdlished, and It is the responsidility of your organisation that these submitted figures are accurate
and in line with national guidance. We will undertake basic validation checks on these figures post submission, and may

s come back to you with any queries we may have.

6 Organisation: RRP nl\eiu and Hanngey Mental Heaith

’ Creose
8 :

:o Perniog: Jan_2015 & ~ I
"

©”

L) Basic Validatons

4

"

13

7 Validations

z » M Control_Paned Tr:>r Frootsheet — Baciahest | ; D:

_Ready WEBER N (- \’
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Next, go to the second sheet entitled “Trust — Frontsheet’ where the actual data can be entered.

o

3| Orpoaiuotion AW Basnet, Eafild aad Husgey Mol Hoohth R4S Trest NHS Frionds and Family Test
) Pesod dan_ 200 Mental Health .'
‘ L
¥
‘ ontior o e Number of rosponses received via each mode of collection
-""'-'-:. Tout | Gestone |, T
] ” ' o P " » w . s
'
’
©
A Total responses in each category for Mental Health
- - L]
- v ¢ e - - Totul
Hle (BE|F| Y|}
' i
v
0 Primary Coe b s
& Care Communny -
. provided by (e Serveer '
N YOULUUM, | Specialint Serviees a
o Gecwe AT oceniie Serviees .
" reaminder. .
® DIank | Mewtal Hoakh Octer .
b o s o . . . . I
o
“
" ol
X mg Trust - Frontsheet a"‘"‘_’) : Tl - ; ol |
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The number of unique patients accessing services during the month should be added to the box on the top left of the spreadsheet, while
information regarding the mode of response should be entered to the right of this.

: L N | ')
|
1 Onpunstion TP Drnet, b wd Mgy Most ook N Tt NHS Friends and Family Test
RRLLL Y Montal Health
|
!
‘ ke o g famber of responses ecelved v each mode ol collection
Patesty -y
T " !

| b e e | el v Rl L B

—

”m } ' 1} v L] uw ' w

: i |
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Reponses for each category of service your organisation provides should be input in the table below. Leave blank any rows where your
organisation does not offer that category of service.

. Total responséd in each category for Mental Health

: " e : - i

AR AR

' |

B
- Subimit yalues [Primay Cue u " » o w ™
. mmwm 0 ' ' i
- mlllll [Herpa— '
. FOUT ITUR, | Spesiabin Serviees " n n [ ] " t
4] LT L O ——— '
| leave the Chibd & Adode ot Ment sl % e 5 L] ] ' L]
- blank |wu-#m '
: e m m m_| m " " |
"
AN Control Panel | Trust - Frontsheet - Bickahest %) ot

i |

Categories of service available for Mental Health

v
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AR

., i
b — :
] h-' '

categories P ]
8 pivided by
¥ YOULUMSE, | Spocialin Sevvices '
- LT T Pemp———— '

leave the.
L reaminder '
p tlank - . [ . [ . . i
L.}
4
9
u
n
] ¥
MO0 W] Contol Panel | Trust - rontsheet  Bacheet /43 Nl . ! 1]
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Categories of service available for Community
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spreadsheet contains some basic validation checks. If the data you enter fails any of these checks the spreadsheet will flag the issue,

either on the ‘Control Panel’, the ‘Trust — Frontsheet’ or both. Until the validations are corrected you will not be able to upload the template to

UNIFY2.
] Microscht Excel - FFT_CH w10 [Compatibilny Mode] — i — ol — - e (5
j— ] [ ] E | ¥ | [] H [ 4 L ] ] ] [ a L ! ¥ '] v W =
L] -

= .

¥4 2 F DEAEOBESEesw

¥ EiRaTER

SIEENEYEEEEY

Unify2 Generic Upload Template
NHS Friends and Family Test - Community Health

Ppaag chech el the dats on Pul aplosd lemplate i scoudsie Belors Beway suleniled 8o Urniy . Tom sre remercied hal the i
Fagur @il vl B pubdia b, Snd 8 S he §6 8 Gondibilty of youd ofgane il Bl heid Lubimilted fguf @i 65 Sidud b S i e
wth putesnsl grasdance. Ve Wil unederrtah e BuaneC v aleadabeim CheCh o O the ae Bigures poat Subemin niom and mary cosme Dhadl o o
WA vy GRS Ve Ty Banes

O o il e

i

P red Ja_20ns = o
B Valalataha
Wiprnang Numbes of Unpes Patmnts f [elered
AN
-
4 ¢ M| Control_Panel - Trust - Frontshest Backsheset - ¥J IE 30

Example of validation errors on the Control Panel
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(Rl Moo el RO Vi Conspaity Woa  —————— —_ e W e W s kOGN
oY A [ = = L8 ] N ' 3 3 T | | VO T - B B 5 - T < |
] NHS Friends and Family Test 3
Community Health |m
PR, Number of resp ived via each mode of collection
Patients
Accessing ) Electionic
Sevices Dwing | Warning: Number | smanpnoss | ‘oot | PR | DSTNC | TUINEY | ontie swves | Ocker
‘Not Entered z
‘responses
Total responses in each category for Community Health
- -
» N *° C ? Toral
£ g:; ; !i‘ i
H ; §
3 g atient =
Community Nuising °
categories Rl iiaion & Theraps ®
YOUT trusl, |Specialist Services °
QnsSUNNG IO [coisen & Family Services °
leave the [oo--nn.m -
m Tort L] o o L] o L]
Control Panel | Trust - Frontsheet . Backsheet . ¢3 LR a I » [l

Example of validation errors on the Trust - Frontsheet
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When you have completed and saved the template, you need to upload it into UNIFY2. To submit the template for the period you should select
the ‘Data collection & management’ link from the top of the UNIFY2 homepage.

|&DepartmentofHealth

Enowiedge & Inteligence

Unify2

Contact Us Melp Son Out

You are signed m 35 gbell2 33 DEPARTMENT OF HEALTH

e

There are 2 New USEr reQuests awating processing.
There is 1 forgotten password request awating Processng.

Data Links

Collectons Timetable
Contact Us

NHS England Statistics Ste
Omndus System

Ravisons Process

Undy2 Upload Templates

System Links

Al Data Collections
Forum

Request a Undy account
View bnks

Report Library Extraction Viewer Extraction Admin

Welcome

Weicome to Undy2, the system for shanng and reportng
NHS performance mformation.

CAN'T SIGN IN?

If you do not have a Unify2 account, please complete the online request
form using the link on the left.

i you do have a Undfy2 account but have forgotten your password,

managed by User Managers withen
organsations. If you are not aware who they are, use the "Contact
Us™ ink above to find the appropriate contact for your account.

NEED HELP?

View Manage Data & system maintenance

You last logged m on 17/10/2014 11:34:14

News

Matemity, Breastfeeding & Chid Immunisation 2014/15
Q2 Collections Open

[16/10/2014 19:33:55)

Templates & Information
Daily Sitreps 2014-15

{16/10/2014 15:22:30)
Cick here for detads

Monthly Activity Report -
{14/10/2014 17:05:48)
Click here for kbrary

August 2014 now available

Revised upload template for new collection of RTT
addtional activity plans - 01/10/2014

[30/09/2014 13:50:46)
Cick here for detads

Weekly HDU/ICU Flu Retumn for 2014/15
{30/09/2014 10:44:47)
Chck here for detads

QMCO (Cancelled Elective Operations) changed to a
Non-DCT collection

'[2510900!4 10: !4:4})_

~
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On the subsequent screen you are automatically taken to the ‘DCT Home Page’, but to access the required screen, select ‘NON DCT Home
Page’.

@ Department of Health ui'yz

Knowledge & Inteligence You are signed n a5 gbell? as DEPARTMENT OF HEALTH

DEI' i EIONS
Hﬁmt Pﬂ ne F'.]-:;r

DCT Homa Page

DCT - Home Page

Collections will only appear where a user/organisation has been added to the group for that collection or if the cut-off date hasn’t passed.

There are a number of tables that may appear on a ‘Non DCT Home Page’. These include:

Overdue Returns: All the collections where the Due Date has been reached

Current Returns: All the collections where the Due Date has not been reached.

(Please note that the title of this table does not appear on the page, but they are all grouped together below overdue returns).
Single Returns: All the Non Parent/Parent Sign Off Collections

Provider / Commissioner Returns: All the Prov/Com Collections

Provider / Provider Returns: All the Prov/Prov Collections

Returns Requiring Sign Off: All the Parent Sign Off Collections available without impersonation.

20
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Example of the Tables visible on the home page

- e—

Returns
Returns
A~ before the Due Date indicates that this is the due date back to DH. F
Reference Title " DueDate Pperiod Status Upload Spreadsheet
NSY_Fil  Nursing staff fill rate * 150ct 2014 Septomber 2018 ¥ '
RIT A2 RIT Actity Plans " 0302014 WE28/092014 @ [Ged]

W_ICUHOU | Weekly ICU/MHDU Flu Survellance * 08 Oct 2014 W/E 05/10/2014 .
W_ICUHDU | Weeldy ICU/HDU Flu Survediance ™ 15 Oct 2014 W/E 12/10/2014 ¥
1

PQchlm
~ elore the Due Date indicates that this is the due date back to OH.

Reference Title | DusDate  Period Status Upload Spreadsheet
QMCO_v2 | Cancelied Operations * 240t 2014 Endng September 2018 @ | [wewe]
KHOJ_v2  Bed Avalabiity and Occupancy  * 31Ot 2014 Ending September 2014 @ | [vrmer
FFT_STF  Friends and Famdly Test - Staf  * 31 Oct 2014 | Ending September 2014 @ || Upese
MAT_RISK  Matemity Risk Assessment * 21 Nov 2014 Ending September 2014 @ [ Uvemt]
Dementia  Dementia * 280t 2014 September 2014 O [Upese]
VIE VTE Risk Assessment " 2802 2014 September 2014 o [iwem]
W_ICUHOU | Weeldy ICU/HOU Flu Survedlance | * 22 Oct 2014 W/E 19/10/2014 0 ||lem
1

?vvv\ﬂ«/(:ommhdon«lﬂm

* before the Due Date mdcates that thus s the due date back to DML

QAR Quartery Activity Return 04 Nov 2014 Ending September 2014 @ [ Usieee ]

MR Monthly Aty Retumn | 22 Oct 2014 | September 2014 0 [

1
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Once you have found your collection click on the ‘Upload’ button.

Dsingle Returns

Reference Title

QMCO_v2 Cancelled Operations
KHO3_v2 | Bed Availability and Occupancy
FFT_STF  Fnends and Family Test - Staff
FFT_MH  FFT - Mental Health

Dementia  Dementia

VIE VTE Risk Assessment

W_ICUHDU 'Weekly ICU/HOU Flu Surveillance
1

A " before the Due Date indicates that this is the due date back to OH.

Due Date ' Period

24 Feb 2015
24 Feb 2015
24 Feb 2015
24 Feb 2015
20 Mar 2015

27 Feb 2015

20 Feb 2015

Ending January 2015

Ending January 2015

Ending January 2015

Ending January 2015
January 2015

January 2015

W/E 15/02/2015

‘Status Upload Spreadsheet

i

&

Upoas
Upeds
Upioad

g

22
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The File Upload Page will appear. Click on ‘Browse’ and follow the dialogue boxes to select the file to upload.

ComxtUs Help SwnOwkt

43} Department of Health Unify2

fmmummo You are signed in as gbell2 as BARNET, ENFIELD AND MARINGEY MENTAL HEALTH NHS TRUST

DCT  NONDCT Revisions
, Home Page Home Page Home Page

iuouocrumpm File Upload
(Browse )

Clo Sign-Of
Home Page
NG max kmit of 17 M8 for fes. You may need to spht the backsheet over multiple MS Excel workbooks. Please refer to guidance notes on the forum for further informatson.

23



Classification: Official

Select the relevant workbook file to upload and click ‘Open’.

Contact Us Help Sign Out

FY

| #2 Department of Health

File to Upload
toowiecoo & Ieagucs <~ DL T LT —-—" ) e
DCT NON DCT Revisions Organuze = PMiew fodder = A 8
Home Page Home Page Home Page T == - P = o
NON DCT Home Page  File Upload ) FET_MM v1.0_ Mocklp 201020140813 Microsoh Excel 37 18|

Clauto Sign-Off
Home Page "
B max it of 17 MB for [les. You may need to sphit the backsheet over i i
-
B
-
2
['-

File nsme FFT_MH v10_MeocklUp
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You can automatically sign-off your upload by checking the Auto Signoff box when selecting the upload file.

ContactUs Help Sipn Out

44 Department o el Unify2

Knowhedge & Intelgentd You aré sagnied i 35 gbell2 a6 BARNET, ENFIELD AND HARINGEY MENTAL HEALTH NHS TRUST

A

DCT  NONDCT Revisions
Home Page Home Page Home Page

nonDCT Homepage  File Upload

(:Locaf| Datal Mair| FFT\Mental eaith FFTSubmission| FET_MH v1.0_ MackUp.xs | Bowse.
=
Homé Page

NE manc bm of 17 MB for fles, You may need to spit the backsheet over multiple M5 Excel workbooks. Please refer to gudance notes on the forum for furthér information,
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The auto sign-off will only allow you to automatically sign-off data if validations are not compromised. If they are then the data will be uploaded,
but the return will not be signed off and validations will have to be resolved and the template re-uploaded.

Finally, click ‘Upload’ to upload the file into the system.

Contact Us Help Sign Out

1% Department of Healh Unify2

Knowledge & Intelgence You aré figned in 35 Q&I 33 BARNET, ENFIELD AND HARINGEY MENTAL HEALTH NHS TRUST

DCT  NONDCT Revsions
Home Page Home Page Home Pagé

NON OCT Home Page  File Upload

C:Locaf\ Data) Maini FFT\Mental Heaith FFT Submission| FFT_MH v1.0_MocklUpais Browse..
(Clauta Sign-Off
Home Page

NB max limit of 17 M8 for files, You may need to splt the backsheet over muliple M5 Excel workbooks. Please refer to quidance notes on the forum for further information.

26



