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[bookmark: _Toc139387255]Introduction
The NHS Staff Survey provides an opportunity for organisations to survey their staff in a consistent and systematic way. This makes it possible to build up a picture of staff experience and, with care, to compare and monitor change over time and to identify variations between different staff groups. Obtaining feedback from NHS staff and taking account of their views and priorities is vital for improving staff experience which is a key contributing factor to driving real service improvements in the NHS.
[bookmark: _Hlk107491636]The NHS Staff Survey aligns with the People Promise, which sets out what NHS staff can expect from their leaders and from each other. There are also two themes that some questions within the survey contribute to: Staff Engagement and Morale.
All NHS trusts in England (foundation trusts, acute and specialist hospital trusts, ambulance service trusts, mental health and learning disability trusts, and community trusts) are required to participate in this survey. Commissioning Support Units, Social Enterprises, Integrated Care Boards (ICB) and other NHS bodies may choose to undertake the NHS Staff Survey on a voluntary basis. This requirement to participate may be subject to change.
PLEASE NOTE: Throughout this guidance document, we will be referring to the guidance for the survey of staff on substantive contracts as the ‘main survey’; while the guidance for extending the survey to bank only workers will be referred to as the ‘bank survey’. This distinction is only to highlight where there are differences between the approaches for each staff group. Text that is relevant only to bank workers will be highlighted in blue.


[bookmark: _Toc454274714][bookmark: _Toc108187635][bookmark: _Toc139387256]Immediate preparation for the 2023 survey 
Here are some key tasks that should be started as soon as possible to ensure that you are ready to conduct the survey:
· At the start of the process, it is important to identify two people within your organisation who will take responsibility for the survey and for communication with the Survey Coordination Centre and Survey Contractor. If you have not already informed the Survey Coordination Centre of the names and contact details of these individuals, please do so immediately. Please note: It is your responsibility to keep these contact details up to date. Please let both your contractor and the Survey Coordination Centre know if there are any changes of personnel or contact details. Failure to do so may result in key communications being missed.
· Update the internal staff database (ESR - Electronic Staff Record system), ensuring the accuracy of all information in preparation for selecting the staff list (see section 12). 
· If email invitations are being sent to staff, staff email addresses should be updated and validated on your ESR (see the new Sampling Handbook for 2023).
· Find and appoint a contractor to run the survey on your behalf.
· Establish whether your organisation will be mandated to take part in the bank survey, and inform your contractor of this decision. 
· Inform the Survey Coordination Centre of which survey contractor you have appointed.
· Establish whether your organisation will be mandated to take part in the bank survey and inform your contractor of this decision. 
· Decide whether to include any local questions (see Section 10).
· Organisations have the option of two internal breakdowns (directorate / location / site etc.) to be included within the Survey Coordination Centre breakdown reports (formerly known as ‘directorate reports’) (see Section 12). Details of the internal breakdowns should be included in the staff list supplied to contractors. Note that results for bank only workers will be reported separately and cannot be included in breakdown reports for the main survey.
· Organisations planning to invite bank only workers to participate in the survey should inform their contractor of their intentions as early as possible. They should also discuss and agree internally:
· How to identify eligible bank only workers from the ESR system and other internal records (see the new Sampling Handbook for 2023).
· How best to invite bank only workers to take part (via email or paper, and with or without optional SMS text notifications).
· How to communicate and publicise details of the survey to bank only workers.




[bookmark: _Toc480798214][bookmark: _Toc480798961][bookmark: _Toc480799465][bookmark: _Toc480972438][bookmark: _Toc481574094][bookmark: _Toc482203884][bookmark: _Toc482704407][bookmark: _Toc482716542][bookmark: _Toc484506522][bookmark: _Toc485641874][bookmark: _Toc480798215][bookmark: _Toc480798962][bookmark: _Toc480799466][bookmark: _Toc480972439][bookmark: _Toc481574095][bookmark: _Toc482203885][bookmark: _Toc482704408][bookmark: _Toc482716543][bookmark: _Toc484506523][bookmark: _Toc485641875][bookmark: _Toc456773526][bookmark: _Toc453675097][bookmark: _Toc453945001][bookmark: _Toc454272863][bookmark: _Toc454377481][bookmark: _Toc456773527][bookmark: _Toc453675098][bookmark: _Toc453945002][bookmark: _Toc454272864][bookmark: _Toc454377482][bookmark: _Toc456773528][bookmark: _Toc453675099][bookmark: _Toc453945003][bookmark: _Toc454272865][bookmark: _Toc454377483][bookmark: _Toc456773529][bookmark: _Toc453675100][bookmark: _Toc453945004][bookmark: _Toc454272866][bookmark: _Toc454377484][bookmark: _Toc456773530][bookmark: _Toc453675101][bookmark: _Toc453945005][bookmark: _Toc454272867][bookmark: _Toc454377485][bookmark: _Toc456773531][bookmark: _Toc453675102][bookmark: _Toc453945006][bookmark: _Toc454272868][bookmark: _Toc454377486][bookmark: _Toc456773532][bookmark: _Toc453675103][bookmark: _Toc453945007][bookmark: _Toc454272869][bookmark: _Toc454377487][bookmark: _Toc456773533][bookmark: _Toc453675104][bookmark: _Toc453945008][bookmark: _Toc454272870][bookmark: _Toc454377488][bookmark: _Toc456773534][bookmark: _Toc453675105][bookmark: _Toc453945009][bookmark: _Toc454272871][bookmark: _Toc454377489][bookmark: _Toc456773535][bookmark: _Toc453675106][bookmark: _Toc453945010][bookmark: _Toc454272872][bookmark: _Toc454377490][bookmark: _Toc456773536][bookmark: _Toc453675107][bookmark: _Toc453945011][bookmark: _Toc454272873][bookmark: _Toc454377491][bookmark: _Toc456773537][bookmark: _Toc453675108][bookmark: _Toc453945012][bookmark: _Toc454272874][bookmark: _Toc454377492][bookmark: _Toc456773538][bookmark: _Toc453675109][bookmark: _Toc453945013][bookmark: _Toc454272875][bookmark: _Toc454377493][bookmark: _Toc456773539][bookmark: _Toc457132937][bookmark: _Toc457134806][bookmark: _Toc457142370][bookmark: _Toc457145178][bookmark: _Toc457132938][bookmark: _Toc457134807][bookmark: _Toc457142371][bookmark: _Toc457145179][bookmark: _Toc457132939][bookmark: _Toc457134808][bookmark: _Toc457142372][bookmark: _Toc457145180][bookmark: _Toc457132940][bookmark: _Toc457134809][bookmark: _Toc457142373][bookmark: _Toc457145181][bookmark: _Toc457132941][bookmark: _Toc457134810][bookmark: _Toc457142374][bookmark: _Toc457145182][bookmark: _Toc457132942][bookmark: _Toc457134811][bookmark: _Toc457142375][bookmark: _Toc457145183][bookmark: _Toc457132943][bookmark: _Toc457134812][bookmark: _Toc457142376][bookmark: _Toc457145184][bookmark: _Toc457132944][bookmark: _Toc457134813][bookmark: _Toc457142377][bookmark: _Toc457145185][bookmark: _Toc457132945][bookmark: _Toc457134814][bookmark: _Toc457142378][bookmark: _Toc457145186][bookmark: _Toc457132946][bookmark: _Toc457134815][bookmark: _Toc457142379][bookmark: _Toc457145187][bookmark: _Toc453341832][bookmark: _Toc139387257]Key changes to the NHS Staff Survey for 2023
Important amendments to the guidance for the 2023 survey are covered below. 
[bookmark: _Toc139387258]Mandating the survey for bank only workers
This year the bank survey will be mandatory for organisations with at least 200 eligible in-house bank workers on their staff list as of 1 September 2023. These bank only workers will be surveyed using the tailored bank questionnaire.
Organisations with less than 200 eligible bank only workers as of 1 September 2023 may also participate in the bank survey but this will be on a voluntary basis only. Only organisations mandated to take part will be aggregated to produce the national results reported by the Survey Coordination Centre.
Organisations must confirm when appointing their contractor (i.e: at contract stage of appointing a contractor) whether they expect their participation in the bank survey to be mandatory or voluntary (or that they will not participate at all):
· If a Trust has at least 200 eligible bank only workers at the time of appointing a contractor and has reason to believe they will still have at least 200 eligible bank only workers on 1 September, it should be assumed that they will take part. 
· If a Trust has fewer than 200 eligible bank only workers at the time of appointing a contractor and does not expect to reach that threshold on 1 September, they may still participate in the bank survey but this will be voluntary.
· If a Trust has reason to believe that the size of their eligible bank only workers on 1 September will differ significantly from their estimate when appointing a contractor i.e. crossing the threshold of 200 eligible workers on 1 September, this should be raised with the Survey Coordination Centre for consideration. 
Eligibility criteria for bank only workers will remain the same as in 2022 (i.e. taken a shift in past 6 months; in-house; bank only).

[bookmark: _Toc139387259]Sampling Handbook 
This year a separate sampling handbook has been created containing all the information that a participating organisation needs to know in order to draw their staff list. 
This will enable organisations immediate access to information that is important for drawing staff lists.
Additional ESR data 
In addition to the fields previously provided as part of staff lists, organisations will be required to provide an additional field from ESR this year - Area of Work.
[bookmark: _Toc139194843][bookmark: _Toc139198318][bookmark: _Toc139206588][bookmark: _Toc139206622][bookmark: _Toc139206589][bookmark: _Toc139206623][bookmark: _Toc138424114][bookmark: _Toc139387261] Opt-in prize draw 
Contractors may add a question at the end of the online survey asking whether staff consent to taking part in any prize draw offered as part of an incentive scheme. This question should only be asked: 
· For respondents whose organisation is offering a prize draw, details of which are included in the optional paragraph on the covering letter/email, so staff are aware. 
· After the completion and submission of the main survey and any local questions. Staff must not be able to backtrack and change answers or ‘unsubmit’ their response on sight of this question. 
For staff completing the survey online, this will allow contractors to select prize draw winners from those providing consent, rather than having to make separate contact with winners. 
[bookmark: _Toc139387262]Suppression approach
[bookmark: _Hlk139368763]To bring unpublished results reported by contractors in line with results published by the Survey Coordination Centre, the lower threshold for reporting will change from less than 11 to less than 10.
Further information is provided in Section 12.1.



[bookmark: _Occupation_Code_Data][bookmark: _Toc8899791][bookmark: _Toc10624654][bookmark: _Toc10645797][bookmark: _Toc8899792][bookmark: _Toc10624655][bookmark: _Toc10645798][bookmark: _Toc8899793][bookmark: _Toc10624656][bookmark: _Toc10645799][bookmark: _Toc8899794][bookmark: _Toc10624657][bookmark: _Toc10645800][bookmark: _Toc8899795][bookmark: _Toc10624658][bookmark: _Toc10645801][bookmark: _Toc8899796][bookmark: _Toc10624659][bookmark: _Toc10645802][bookmark: _Toc8899797][bookmark: _Toc10624660][bookmark: _Toc10645803][bookmark: _Toc8899798][bookmark: _Toc10624661][bookmark: _Toc10645804][bookmark: _Toc8899801][bookmark: _Toc10624664][bookmark: _Toc10645807][bookmark: _Toc8899802][bookmark: _Toc10624665][bookmark: _Toc10645808][bookmark: _Toc8899803][bookmark: _Toc10624666][bookmark: _Toc10645809][bookmark: _Toc8899804][bookmark: _Toc10624667][bookmark: _Toc10645810][bookmark: _Toc8899807][bookmark: _Toc10624670][bookmark: _Toc10645813][bookmark: _Toc8899808][bookmark: _Toc10624671][bookmark: _Toc10645814][bookmark: _Toc513224612][bookmark: _Toc480798217][bookmark: _Toc480798964][bookmark: _Toc480799468][bookmark: _Toc480972441][bookmark: _Toc481574097][bookmark: _Toc482203887][bookmark: _Toc482704410][bookmark: _Toc482716545][bookmark: _Toc484506525][bookmark: _Toc485641877][bookmark: _Toc480798218][bookmark: _Toc480798965][bookmark: _Toc480799469][bookmark: _Toc480972442][bookmark: _Toc481574098][bookmark: _Toc482203888][bookmark: _Toc482704411][bookmark: _Toc482716546][bookmark: _Toc484506526][bookmark: _Toc485641878][bookmark: _Toc480798219][bookmark: _Toc480798966][bookmark: _Toc480799470][bookmark: _Toc480972443][bookmark: _Toc481574099][bookmark: _Toc482203889][bookmark: _Toc482704412][bookmark: _Toc482716547][bookmark: _Toc484506527][bookmark: _Toc485641879][bookmark: _Toc480798220][bookmark: _Toc480798967][bookmark: _Toc480799471][bookmark: _Toc480972444][bookmark: _Toc481574100][bookmark: _Toc482203890][bookmark: _Toc482704413][bookmark: _Toc482716548][bookmark: _Toc484506528][bookmark: _Toc485641880][bookmark: _Toc480798221][bookmark: _Toc480798968][bookmark: _Toc480799472][bookmark: _Toc480972445][bookmark: _Toc481574101][bookmark: _Toc482203891][bookmark: _Toc482704414][bookmark: _Toc482716549][bookmark: _Toc484506529][bookmark: _Toc485641881][bookmark: _Toc480798222][bookmark: _Toc480798969][bookmark: _Toc480799473][bookmark: _Toc480972446][bookmark: _Toc481574102][bookmark: _Toc482203892][bookmark: _Toc482704415][bookmark: _Toc482716550][bookmark: _Toc484506530][bookmark: _Toc485641882][bookmark: _Toc480798223][bookmark: _Toc480798970][bookmark: _Toc480799474][bookmark: _Toc480972447][bookmark: _Toc481574103][bookmark: _Toc482203893][bookmark: _Toc482704416][bookmark: _Toc482716551][bookmark: _Toc484506531][bookmark: _Toc485641883][bookmark: _Toc480798224][bookmark: _Toc480798971][bookmark: _Toc480799475][bookmark: _Toc480972448][bookmark: _Toc481574104][bookmark: _Toc482203894][bookmark: _Toc482704417][bookmark: _Toc482716552][bookmark: _Toc484506532][bookmark: _Toc485641884][bookmark: _Toc480798225][bookmark: _Toc480798972][bookmark: _Toc480799476][bookmark: _Toc480972449][bookmark: _Toc481574105][bookmark: _Toc482203895][bookmark: _Toc482704418][bookmark: _Toc482716553][bookmark: _Toc484506533][bookmark: _Toc485641885][bookmark: _Toc480798226][bookmark: _Toc480798973][bookmark: _Toc480799477][bookmark: _Toc480972450][bookmark: _Toc481574106][bookmark: _Toc482203896][bookmark: _Toc482704419][bookmark: _Toc482716554][bookmark: _Toc484506534][bookmark: _Toc485641886][bookmark: _Toc480798227][bookmark: _Toc480798974][bookmark: _Toc480799478][bookmark: _Toc480972451][bookmark: _Toc481574107][bookmark: _Toc482203897][bookmark: _Toc482704420][bookmark: _Toc482716555][bookmark: _Toc484506535][bookmark: _Toc485641887][bookmark: _Toc456773544][bookmark: _Toc480798228][bookmark: _Toc480798975][bookmark: _Toc480799479][bookmark: _Toc480972452][bookmark: _Toc481574108][bookmark: _Toc482203898][bookmark: _Toc482704421][bookmark: _Toc482716556][bookmark: _Toc484506536][bookmark: _Toc485641888][bookmark: _Toc480798229][bookmark: _Toc480798976][bookmark: _Toc480799480][bookmark: _Toc480972453][bookmark: _Toc481574109][bookmark: _Toc482203899][bookmark: _Toc482704422][bookmark: _Toc482716557][bookmark: _Toc484506537][bookmark: _Toc485641889][bookmark: _Toc480798230][bookmark: _Toc480798977][bookmark: _Toc480799481][bookmark: _Toc480972454][bookmark: _Toc481574110][bookmark: _Toc482203900][bookmark: _Toc482704423][bookmark: _Toc482716558][bookmark: _Toc484506538][bookmark: _Toc485641890][bookmark: _Toc480798231][bookmark: _Toc480798978][bookmark: _Toc480799482][bookmark: _Toc480972455][bookmark: _Toc481574111][bookmark: _Toc482203901][bookmark: _Toc482704424][bookmark: _Toc482716559][bookmark: _Toc484506539][bookmark: _Toc485641891][bookmark: _Toc480798232][bookmark: _Toc480798979][bookmark: _Toc480799483][bookmark: _Toc480972456][bookmark: _Toc481574112][bookmark: _Toc482203902][bookmark: _Toc482704425][bookmark: _Toc482716560][bookmark: _Toc484506540][bookmark: _Toc485641892][bookmark: _Toc480798233][bookmark: _Toc480798980][bookmark: _Toc480799484][bookmark: _Toc480972457][bookmark: _Toc481574113][bookmark: _Toc482203903][bookmark: _Toc482704426][bookmark: _Toc482716561][bookmark: _Toc484506541][bookmark: _Toc485641893][bookmark: _Toc480798234][bookmark: _Toc480798981][bookmark: _Toc480799485][bookmark: _Toc480972458][bookmark: _Toc481574114][bookmark: _Toc482203904][bookmark: _Toc482704427][bookmark: _Toc482716562][bookmark: _Toc484506542][bookmark: _Toc485641894][bookmark: _Toc480798235][bookmark: _Toc480798982][bookmark: _Toc480799486][bookmark: _Toc480972459][bookmark: _Toc481574115][bookmark: _Toc482203905][bookmark: _Toc482704428][bookmark: _Toc482716563][bookmark: _Toc484506543][bookmark: _Toc485641895][bookmark: _Toc480798236][bookmark: _Toc480798983][bookmark: _Toc480799487][bookmark: _Toc480972460][bookmark: _Toc481574116][bookmark: _Toc482203906][bookmark: _Toc482704429][bookmark: _Toc482716564][bookmark: _Toc484506544][bookmark: _Toc485641896][bookmark: _Toc480798237][bookmark: _Toc480798984][bookmark: _Toc480799488][bookmark: _Toc480972461][bookmark: _Toc481574117][bookmark: _Toc482203907][bookmark: _Toc482704430][bookmark: _Toc482716565][bookmark: _Toc484506545][bookmark: _Toc485641897][bookmark: _Toc480798238][bookmark: _Toc480798985][bookmark: _Toc480799489][bookmark: _Toc480972462][bookmark: _Toc481574118][bookmark: _Toc482203908][bookmark: _Toc482704431][bookmark: _Toc482716566][bookmark: _Toc484506546][bookmark: _Toc485641898][bookmark: _Toc480798239][bookmark: _Toc480798986][bookmark: _Toc480799490][bookmark: _Toc480972463][bookmark: _Toc481574119][bookmark: _Toc482203909][bookmark: _Toc482704432][bookmark: _Toc482716567][bookmark: _Toc484506547][bookmark: _Toc485641899][bookmark: _Toc480798240][bookmark: _Toc480798987][bookmark: _Toc480799491][bookmark: _Toc480972464][bookmark: _Toc481574120][bookmark: _Toc482203910][bookmark: _Toc482704433][bookmark: _Toc482716568][bookmark: _Toc484506548][bookmark: _Toc485641900][bookmark: _Toc513224615][bookmark: _Toc513224617][bookmark: _Toc513224618][bookmark: _Toc513224619][bookmark: _Toc513224620][bookmark: _Toc513224622][bookmark: _Toc513224625][bookmark: _Toc513224627][bookmark: _Toc513224630][bookmark: _Toc513224631][bookmark: _Toc513224632][bookmark: _Toc513224633][bookmark: _Toc513224634][bookmark: _Toc513224635][bookmark: _Toc513224636][bookmark: _Toc513224637][bookmark: _Toc513224638][bookmark: _Toc513224639][bookmark: _Toc513224640][bookmark: _Toc513224641][bookmark: _Toc513224642][bookmark: _Toc513224643][bookmark: _Toc513224644][bookmark: _Toc513224645][bookmark: _Toc513224646][bookmark: _Toc513224647][bookmark: _Toc456773548][bookmark: _Toc453146865][bookmark: _Toc453167711][bookmark: _Toc453341834][bookmark: _Toc453146866][bookmark: _Toc453167712][bookmark: _Toc453341835][bookmark: _Toc453146867][bookmark: _Toc453167713][bookmark: _Toc453341836][bookmark: _Toc453146869][bookmark: _Toc453167715][bookmark: _Toc453341838][bookmark: _Toc453146871][bookmark: _Toc453167717][bookmark: _Toc453341840][bookmark: _Toc453146873][bookmark: _Toc453167719][bookmark: _Toc453341842][bookmark: _Toc456773549][bookmark: _Toc456773550][bookmark: _Toc139387263]Summary of minimum survey requirements 
[bookmark: _Hlk107493427]All participating organisations must follow a standard methodology as described in these guidance notes, and must fulfil the following minimum requirements. 
Please note these requirements also apply to the bank version of the survey where used, unless otherwise specified.
· All participating organisations must appoint a survey contractor. 
· All participating organisations are required to conduct a full census survey (main survey). 
· If any organisation has at least 200 eligible in-house bank workers on their staff list as of 1 September 2023, they are required to conduct a census of bank only workers (bank survey). The tailored bank questionnaire will be used to survey bank only workers and the survey will be online only. 
· Online and paper questionnaires must contain the full set of mandatory questions (see section 10 for more details on the questionnaire). 
· The survey must be distributed to eligible staff using a unique staff ID or login. 
· Six reminders (if email invitation mode) or two reminders (if paper invitation mode) must be sent to non-responding staff (see section 7 for more details on the invitations). If mobile phone numbers are included, SMS text notifications will be sent to bank only workers as well.
· Organisations and contractors must ensure that their survey has a fieldwork period of at least eight weeks. All staff must therefore receive their questionnaire by 2 October 2023 at the latest. 
· The closing date for the survey is Friday, 24 November 2023.
Please note that it is the responsibility of each participating organisation to comply with their responsibilities under the UK GDPR. The legal basis for processing personal data for the NHS Staff Survey is “for the performance of a task carried out in the public interest or in the exercise of official authority vested in the controller” (Article 6(1)(e)). The legal basis for processing sensitive personal data (e.g. ethnicity) is covered in article 9(2)(h) under ‘the management of health or social care systems’. 


[bookmark: _Survey_timetable][bookmark: _Ref457135178][bookmark: _Ref457138148][bookmark: _Toc139387264][bookmark: _Ref424552253][bookmark: _Ref424552302][bookmark: _Ref424552307][bookmark: _Ref424553132][bookmark: _Ref424553284]Survey timetable
Please note, contractors may set earlier deadlines for organisations than those set out below. Contractors should liaise with the participating organisations regarding any such requirements.
	Date (2023)
	Step of survey implementation
	By whom?
	Section in guidance 

	By 4 August 
	Appoint a survey contractor to administer the survey and notify the Survey Coordination Centre. Confirm whether the organisation will be participating in the bank survey.
	Organisation
	N/A

	By 11 August
	Contractors running the online survey must send a test link to the Survey Coordination Centre (including for the bank version of the questionnaire if appropriate).
	Contractor
	8.1

	By 11 August 
	Choose at least two individuals within the organisation who will take responsibility for the survey and inform the Survey Coordination Centre of their contact details, even if they are the same as 2022. 
	Organisation
	N/A

	By 11 August 
	Make sure your staff lists are comprehensive and up to date. If email invitations are being sent to staff, you must ensure staff email addresses are valid and up to date.
	Organisation
	N/A

	By 18 August
	Decide on the precise content of the questionnaire and communicate this to your contractor (all organisations must include the mandatory questions).
	Organisation
	8

	By 18 August
	Decide on what internal breakdowns (e.g. directorate, department or location) you will use, and make sure this information is included in the staff list.
	Organisation
	N/A

	By 18 August
	Organisations agree with their contractor which survey delivery mode (email, paper or mixed mode) is to be used.
	Organisation and contractor
	6

	By 18 August
	Organisations agree with their contractor the invitation mode (paper letter or email) for any eligible bank only workers included in the staff list. Note: if a mobile telephone number is included in the staff list, an SMS text message will be sent for bank workers only
	Organisation and contractor
	6

	By 24 August 
	Inform the post room(s) of the forthcoming questionnaire distribution and reminders, ensuring that they are aware of the importance of the survey and the likely volume of post. 
	Organisation
	10

	30 August
	Provide a list of participating organisations to the Survey Coordination Centre, invitation mode for the main and bank survey and which organisations will be surveying bank only workers. Note: the SCC will require regular updates on participating organisations prior to this final deadline.
	Contractor
	N/A

	1 September
	Draw your staff list and provide required information to contractor.
	Organisation
	N/A

	14 September
	Contractors submit first weekly monitoring data sheet. These should then be submitted every Thursday for the remainder of fieldwork.
	Contractor
	10.4

	By 15 September
	Contractors should aim to submit all samples to the Survey Coordination Centre by this date.
	Contractor
	N/A

	By 28 September
	Pre-approach letter/email. If you are using a pre-approach letter or email, send these to staff one to two weeks before the first mailing.
	Contractor 
	9

	[bookmark: _Hlk107571486]
	Paper invitations/reminders
The following dates are for the mandatory fieldwork period. It is strongly recommended that fieldwork is started earlier.
	Contractor
	9 and 10

	By 2 October
	Initial mailing (including questionnaire except for bank) 
	
	

	3 days after initial mailing
	Optional SMS notification (bank only)
	
	

	2-3 weeks after initial mailing
	First reminder
	
	

	2-3 weeks after first reminder
	Second reminder (including questionnaire except for bank)
	
	

	3 days after second reminder
	Optional SMS notification (bank only)
	
	

	
	Email invitations/reminders
The following dates are for the mandatory fieldwork period. It is strongly recommended that fieldwork is started earlier. Time between mailings must always adhere to that specified in section 10. 
	Contractor
	8

	By 2 October
	Initial email invitation
	
	

	1 day after initial email invitation
	Optional SMS message (bank only)
	
	

	By 16 October 
	First email reminder
	
	

	By 23 October 
	Second email reminder
	
	

	By 30 October
	Third email reminder
	
	

	By 6 November 
	Fourth email reminder
	
	

	By 13 November 
	Fifth email reminder
	
	

	By 20 November 
	Sixth (final) email reminder
	
	

	1 day after sixth email reminder
	Optional SMS message (bank only)
	
	

	By 6 October
	Contractors to submit the list of organisations they require historical data for to the Survey Coordination Centre.
	Contractor
	11

	By 20 October
	Contractors to submit permissions for receiving historical data to the Survey Coordination Centre.
	Contractor
	11

	17th October
	Contractors to submit an interim data submission of all responses received to date.
	Contractor
	N/A

	By 17 November
	Deadline for submitting list of leavers/ineligible to contractor
	Organisation 
	15.3

	24 November 
	Close of fieldwork
	Contractor
	N/A

	1 December
	Data submitted to Survey Coordination Centre
	Contractor
	N/A


[bookmark: _Ref456777153][bookmark: _Ref457138176][bookmark: _Toc139387265]Mandatory minimum fieldwork period
To increase the quality of data provided to organisations, a minimum mandatory fieldwork period exists. 
The minimum fieldwork period for the survey is eight weeks. Fieldwork closes on 24 November 2023; therefore initial mailings must be sent by 2 October 2023.
You should work with your contractor to ensure they receive the staff lists early enough to meet this requirement, allowing time for the necessary sample checks by contractors and the Survey Coordination Centre. 
Organisations must ensure that questionnaires are distributed to staff by the start of the mandatory minimum fieldwork period.
Please note: the eight week period is mandatory as a minimum but it is strongly recommended that you start your survey earlier in order to have a fieldwork period longer than eight weeks.
There are two very important reasons to adhere to a minimum mandatory fieldwork period:
· Representativeness. It is crucial that all organisations have data that represents the actual demographic make-up of their staff. Shorter response periods are known to have a particular negative impact on response rates from certain groups, such as people from ethnic minority backgrounds. Additionally, in relation to online surveys, staff members who do not ordinarily work at a computer as part of their day job may find it challenging to find time to complete the survey.
· Comparability. Due to seasonal variation and the length of time between the sample date and the survey date, any organisation that goes into field late will risk being rendered incomparable with other organisations that have adhered to the fieldwork dates. Delays can also cause higher rates of staff ineligibility, as more staff sampled on 1 September may have since left the organisation, impacting on the number of responses received as well as data quality, representativeness and usefulness.

[bookmark: _Online_or_mixed][bookmark: _Survey_delivery_and][bookmark: _Toc139387266][bookmark: _Ref454273306]Survey delivery and modes of distribution 
Organisations participating in the survey are able to invite staff to take part by either email invitation or by paper invitation.
For staff who do not have an email address, they must be invited to participate via a paper invitation which also includes a paper version of the questionnaire. The bank survey does not include a paper questionnaire but bank only workers may still be invited to participate via a paper invitation.
[bookmark: _Hlk138960911]Regardless of invitation mode (email or paper), staff must be provided with a personalised link or QR code for the online survey to enable their participation online. 
Bank only workers:
· The questionnaire for bank only workers will be online only. 
· Invitation/ reminder mode can be either a paper letter with a QR code and link/login to the online survey; or email invitations. 
· Where mobile phone numbers are provided in the staff list for bank only workers, two SMS messages will be sent alongside the first and final contact attempt.
Organisations should only provide mobile numbers for bank only workers if they want SMS notifications to be sent.
For eligible bank only workers who do not have a work email address…..
Personal email addresses, home postal addresses and personal mobile phone numbers can be used so long as they are up to date and have been provided by the bank only worker for work purposes. In these circumstances, specific consent for the use of personal contact details for the survey is not required.










[bookmark: _Toc138174485][bookmark: _Toc138238605][bookmark: _Switching_survey_modes][bookmark: _Toc453076189][bookmark: _Toc453078084][bookmark: _Toc453078135][bookmark: _Toc453078487][bookmark: _Toc453080119][bookmark: _Toc453675117][bookmark: _Toc453945024][bookmark: _Toc454272886][bookmark: _Toc454377504][bookmark: _Toc456773556][bookmark: _Toc453076190][bookmark: _Toc453078085][bookmark: _Toc453078136][bookmark: _Toc453078488][bookmark: _Toc453080120][bookmark: _Toc453675118][bookmark: _Toc453945025][bookmark: _Toc454272887][bookmark: _Toc454377505][bookmark: _Toc456773557][bookmark: _Toc453076191][bookmark: _Toc453078086][bookmark: _Toc453078137][bookmark: _Toc453078489][bookmark: _Toc453080121][bookmark: _Toc453675119][bookmark: _Toc453945026][bookmark: _Toc454272888][bookmark: _Toc454377506][bookmark: _Toc456773558][bookmark: _Criteria_for_organisations][bookmark: _Toc139387267][bookmark: _Ref454273305]Criteria for email distribution of an online survey 
To meet the criteria to invite staff via email to complete the online survey, your organisation must:
· Have accurate, up-to-date and active organisation email addresses (for example an nhs.net or organisation specific email address) for all staff groups to whom you intend to administer the online survey (main survey). 
· For the bank survey, it is permissible to use personal email addresses if they have been provided by the bank only worker for work purposes.
· Be confident that all your staff access these email addresses on a regular basis and therefore it is feasible to expect to get responses to the survey from these email addresses.
· Allow staff time to complete the survey in work time on a work computer (for staff who wish to do this).
· Be able to implement a communications plan to ensure that staff are aware that they will be receiving a link to the survey by email. Organisations inviting bank only workers to participate by email should make particular efforts to publicise the survey through a variety of routes, to ensure bank only workers are aware that they are eligible to take part this year and will be receiving an invitation by email.
· Commit to providing your contractor with updates to email addresses throughout fieldwork.
· Send written confirmation to your contractor, signed by your survey lead, that your organisation meets all the above eligibility criteria for running an online survey.

Eligible staff who are on temporary leave (e.g. staff on maternity/parental leave, staff on long-term sickness leave, and suspended staff) must have a personal email in order to be sent an online survey (provided that they have provided this email address for work purposes). 
· Work email addresses can only be used for staff on temporary leave where:
· the staff member has agreed to Staff Survey materials being sent to their work email in advance, and 
· the staff member is notified in advance that the Staff Survey will be sent to their work email (including the time frames of when they should be expecting it).



[bookmark: _Toc139387268]Staff who have never received a survey email
[bookmark: _Switching_survey_modes_1][bookmark: _Toc106768171][bookmark: _Ref77926647]Contractors are required to provide the Survey Coordination Centre with data throughout the fieldwork period identifying the number of staff who have so far never received a survey email. The Survey Coordination Centre will monitor this data to identify organisations that have a high level of undelivered surveys. Data quality can be substantially impacted by an organisation having a high proportion of staff who never receive a survey email. Therefore, organisations must act to resolve this issue by providing their contractor with updated email addresses.
[bookmark: _Toc139387269](Bank only) SMS text notifications
SMS text notifications can be sent to bank only workers, to supplement the email or paper delivery of the survey invitations and reminders. This has been found to improve response rates.
These text messages will be sent at two points:
1. immediately after the initial survey; 
2. and immediately after the final reminders. 
The SMS element of the contact approach is optional. However, if a mobile phone number is included in the staff list provided to a contractor, it will be used for sending SMS text reminders. Your organisation should not provide mobile phone numbers for bank only workers if they do not want them to receive the SMS text reminders.



SMS text notification requirements:

· If a mobile phone number is included in the staff list for bank only workers, SMS text notifications will be sent;
· Your organisation is responsible for ensuring that mobile phone numbers are valid and up to date;
· Your organisation is responsible for ensuring they have permission to use mobile phone numbers for work purposes;
· Must include a personalised link to the online survey;
· Must not be the sole mode of delivering the survey invitation;
[bookmark: _Toc138424124][bookmark: _Toc138424125][bookmark: _Toc138424126][bookmark: _Toc139387270]Switching survey modes (main survey only)
[bookmark: _Hlk76741515][bookmark: _Hlk76740985]For staff who do not have a valid email address (as provided in the staff list) contractors must ensure that staff receiving a paper invitation can opt to complete the survey online instead if they choose. In the paper invitation that accompanies the paper questionnaire, staff must be provided with a personalised link and QR code to the survey.
If a staff member takes part in the survey through both methods (i.e. paper and online), the first response should be used and their second response should be treated as a duplication. 
[bookmark: _Hlk46242949]Organisations who wish to provide the option for staff members receiving an online survey to switch to paper completion have been advised to speak to their contractor to see if it might be possible.

[bookmark: _Toc453945029][bookmark: _Toc454272891][bookmark: _Toc454377509][bookmark: _Toc456773561][bookmark: _Toc453080123][bookmark: _Toc453675121][bookmark: _Toc453945060][bookmark: _Toc454272922][bookmark: _Toc454377540][bookmark: _Toc456773592][bookmark: _Toc425861804][bookmark: _Toc426010106][bookmark: _Toc426017411][bookmark: _Toc426017584][bookmark: _Toc425861805][bookmark: _Toc426010107][bookmark: _Toc426017412][bookmark: _Toc426017585][bookmark: _Toc426020173][bookmark: _Immediate_preparation_for][bookmark: _Toc453675126][bookmark: _Toc453945065][bookmark: _Toc454272927][bookmark: _Toc454377545][bookmark: _Toc456773597][bookmark: _Toc453675127][bookmark: _Toc453945066][bookmark: _Toc454272928][bookmark: _Toc454377546][bookmark: _Toc456773598][bookmark: _Toc453675128][bookmark: _Toc453945067][bookmark: _Toc454272929][bookmark: _Toc454377547][bookmark: _Toc456773599][bookmark: _Toc453675129][bookmark: _Toc453945068][bookmark: _Toc454272930][bookmark: _Toc454377548][bookmark: _Toc456773600][bookmark: _Toc453675130][bookmark: _Toc453945069][bookmark: _Toc454272931][bookmark: _Toc454377549][bookmark: _Toc456773601][bookmark: _Toc453675131][bookmark: _Toc453945070][bookmark: _Toc454272932][bookmark: _Toc454377550][bookmark: _Toc456773602][bookmark: _Toc453675132][bookmark: _Toc453945071][bookmark: _Toc454272933][bookmark: _Toc454377551][bookmark: _Toc456773603][bookmark: _Toc453675133][bookmark: _Toc453945072][bookmark: _Toc454272934][bookmark: _Toc454377552][bookmark: _Toc456773604][bookmark: _Toc453675134][bookmark: _Toc453945073][bookmark: _Toc454272935][bookmark: _Toc454377553][bookmark: _Toc456773605][bookmark: _Toc453675135][bookmark: _Toc453945074][bookmark: _Toc454272936][bookmark: _Toc454377554][bookmark: _Toc456773606][bookmark: _Toc139387271][bookmark: _Ref457135173][bookmark: _Ref457135174][bookmark: _Ref457137439][bookmark: _Ref457137464][bookmark: _Ref457137492][bookmark: _Ref457137522][bookmark: _Ref77927818]Covering emails / letter and reminders 
[bookmark: _Toc480798260][bookmark: _Toc480799008][bookmark: _Toc480799512][bookmark: _Toc480972486][bookmark: _Toc481574142][bookmark: _Toc482203933][bookmark: _Toc482704456][bookmark: _Toc482716592][bookmark: _Toc484506573][bookmark: _Toc485641927][bookmark: _Toc457125622][bookmark: _Toc457125972][bookmark: _Toc457126697][bookmark: _Toc457133014][bookmark: _Toc457134883][bookmark: _Toc457142447][bookmark: _Toc457145255][bookmark: _Toc139387272]Covering and reminder emails/letters
[bookmark: _Hlk107582920]Templates are provided for invitation and reminder emails and letters relating to the survey. Each member of staff should receive all communications by the same mode (email or paper). Please note that the NHS logo in the top left of the letters can be removed if it is repeated in the logo for the organisation. 
[bookmark: _Hlk107582936]Bank only workers: The bank version of the questionnaire is only available online and not in paper format. Bank only workers can be contacted either via email invitations/reminders or via paper letters/reminders including a QR code and link/ login linking to the survey. As above, each bank only worker should receive all communications by the same mode (email or paper). In addition to the invitations and reminders two text/SMS notifications can be sent in addition to the standard invitations/reminders. This is to improve awareness and contact rates amongst bank only workers (see below).
There are eight email templates that have been created for the online survey: 
· A pre-approach email (optional): this should be sent out one to two weeks before the first mailing to inform people that they will be taking part in the survey.
· An initial email, which will be sent out with a survey link.
· Six reminder emails to be sent with a survey link to non-respondents.
· The first of these should be sent two weeks or more after the initial email. This gap allows time for the correction of email addresses found to be incorrect through bounce-backs received following the initial email.
· The following reminders should be spaced at least a week apart.
· The final email reminder should be sent on 20 November at the latest.
There are four letter templates:
· An optional pre-approach letter
· A covering letter
· A first reminder letter
· A second reminder letter
Please note: paper letters should have a minimum font size of 11. 
For bank workers only, there are two optional additional text/SMS notification messages: 
· An initial notification message
· A final reminder message
The text for these covering and reminder emails/ letters (and texts) has been prepared by the Survey Coordination Centre and is downloadable from the survey documents page of the Survey Coordination Centre website https://www.nhsstaffsurveys.com/survey-documents/.
Certain parts of these emails/letters require or allow editing by organisations and/or contractors. These are indicated on the template letters in blue text. A contractor helpline number and email address must be inserted in the correct location. In addition, it is possible to: 
· Use personal salutations in covering emails/letters - i.e. addressing staff by name (‘Dear Dr Smith’). Please note that the decision to use personal salutations should only be made if the organisation is certain that ESR records are complete and allow for the use of staff names without error. 
· Add a short paragraph to explain how your organisation will use the results to track progress towards the People Promise and how it has used results from previous surveys. It is very important you publicise the action you will or have taken; otherwise staff cannot appreciate how the survey can improve working conditions. On the paper invitation, this should not be so long as to push the QR code onto page two and thus we recommend using around three lines.
· Add information about incentives, if applicable.
Bank only workers: Note that the text of emails/letters must be the same for all staff at an organisation, including bank only workers. The only difference is that the letters for bank only workers will not include reference to an enclosed paper questionnaire.
All letters should be printed on paper headed with the NHS and participating organisation logos and have a minimum font size of 11. The inclusion of the organisation logo assures staff that the organisation is supporting the survey, and provides clarity for any staff working in multiple organisations about which organisation they should be answering questions about. Please note that the NHS logo in the top left of the letters can be removed if it is repeated in the logo for the organisation.
A first class reply-paid envelope must be sent with every paper questionnaire. These envelopes should be printed with the address to which questionnaires are to be returned (i.e. that of the survey contractor).
It is a requirement that all paper used in the publication of the NHS Staff Surveys, including questionnaires and corresponding letters, must conform to government requirements for the use of 100% recycled paper with a minimum post-consumer waste content of 80%. It is further recommended that the paper used is uncoated and of standard A4 size (except for the questionnaires, which should be printed as A4 booklets on A3 paper).
[bookmark: _Toc457125624][bookmark: _Toc457125974][bookmark: _Toc457126699][bookmark: _Toc457133016][bookmark: _Toc457134885][bookmark: _Toc457142449][bookmark: _Toc457145257]Emails should be as concise as possible. Contractors may use links within the body of the email to provide further information for staff. 
[bookmark: _Email_subject_lines][bookmark: _Toc139387273]Email subject lines
Organisations and contractors are encouraged to carefully consider the subject lines used for emails which are sent to staff. It is important to make sure that these are easily understood by staff. Possible subject lines include: NHS Staff Survey 2023, or [Organisation Name] Staff Survey, or NHS Staff Survey: Invitation, or NHS Staff Survey 2023. Similarly, it is important to consider the email address from which the survey gets sent to staff, as if this does not look relevant, some staff may not open the email.
Consideration should be given to the possible impact of subject lines and email addresses on the likelihood of emails getting stopped by spam filters and firewalls. For example, if the inclusion of ‘NHS’ in the subject line or from address is likely to prevent delivery, contractors may use Staff Survey 2023 instead. Contractors should take advice from NHS Digital when emails are checked prior to mailing (see Section 9.4).
Organisations may also wish to notify staff of the subject line and sender email address through internal communications, so that staff know what to look out for.
[bookmark: _Toc139387274]Chief Exec emails/letters
In previous years, some organisations have opted to include an additional email/letter from their CEO or other high-level management. Such communications can be beneficial if they emphasise the importance of the staff survey to the organisation’s management and discuss the impact the survey can have. If such a letter or email is to be used, the following guidance must be followed:
· If a chief executive email is sent along with survey mailings, this must be accessed via a link embedded in the official survey email. It is not acceptable for the chief executive letter to be added to the bottom of the official email, as this makes the email too long. It is also not acceptable for the letter to be included as an attachment to the official survey emails, as including attachments increases the file size of the email and risks reducing email deliverability.
If a chief executive letter is sent along with paper survey mailings, the envelope must be packed such that the official covering letter is seen first when the respondent opens the envelope.
[bookmark: _Toc139387275]Supporting staff to take part
It is essential that all eligible staff, of all types and in all roles, have a fair and equal opportunity to have their say. Providing this opportunity to all eligible staff will ensure that the results are representative of the workforce and are therefore reliable. Organisations must ensure that the delivery of the survey and all internal communications around the survey seek to support and encourage as many staff as possible to take part. Aiming for a high response rate from all staff groups is a good way to ensure that the results are of high quality and value.
Please note however that a high response rate is not in itself an indicator of good organisational performance and organisations are strongly advised against reporting a high response rate as a “good result”. While organisations should do what they can to support engagement with the survey, given ongoing pressures in the NHS, there should be no pressure on HR or OD teams to commit resource which may be better used elsewhere, merely to drive higher response rates. 
Some information about increasing response rates is provided below, and further resources are available on the NHS Staff Survey website at https://www.nhsstaffsurveys.com/survey-documents/.
[bookmark: _Toc457125604][bookmark: _Toc457125954][bookmark: _Toc457126679][bookmark: _Toc457132996][bookmark: _Toc457134865][bookmark: _Toc457142429][bookmark: _Toc457145237][bookmark: _Toc106768176][bookmark: _Toc139387276]Promoting the survey
The best way to improve response is to promote the survey to staff through an organisation’s own internal communications and engagement channels. Good communications can raise awareness and encourage participation, by explaining the value that the organisation and the NHS get from the data collected, how the data is used to improve staff experience and by reassuring staff about confidentiality and how their responses will be used. This will be particularly important for bank only workers.
To help support organisations to promote the survey, NHS England’s Staff Experience and Engagement team have produced a communications toolkit, which includes posters, social media cards, key messages and other assets. The 2023 toolkit will be available on the NHS Staff Survey website from around the end of July.  
[bookmark: _Toc139387277]Confidentiality concerns
One of the key barriers to achieving good response rates is concern among staff members about the confidentiality of the survey and the need for the staff member to be identified via a personal login or a bar code on the paper questionnaire. It is therefore recommended that all organisations include information about the following in their communications to staff, and that managers are encouraged to discuss this with staff using the template responses below:
Q: If I complete the survey, will my response be kept confidential?
A: Yes. You will submit your response, or post your questionnaire, directly to the independent survey contractor appointed by <insert name of your organisation>. <Insert name of your organisation> does not have access to the responses/questionnaires or to any personal data (including names and addresses). The report that is sent back to <insert name of your organisation> presents the survey findings in summary form, and does not reveal the identity of the staff surveyed. 
Q: Why does the survey need a personalised login/identification number / bar code/ QR code?
A: Survey contractors use the personalised logins / ID numbers to ensure that reminder emails or letters are only sent to staff who have not already completed the survey. 
As staff send their responses directly to an external survey contractor, there is no way that anyone in an NHS trust/organisation will be able to link data with a particular individual. Organisations will only receive reports of the summary survey findings. Note that if a paper questionnaire is returned with the ID number obscured or removed, data cannot be included in the survey findings as, without the ID number, it is not possible to assign data to the correct NHS trust/organisation. 
For further information, see the FAQs at https://www.nhsstaffsurveys.com/faqs/. You can also find further information on confidentiality in the documents on the NHS Staff Survey website.

[bookmark: _Toc139355364][bookmark: _Toc139387278]Safeguarding
It is imperative that contractors are aware of, and adhere, to the safeguarding protocols of the organisations they work with.


[bookmark: _Incentives][bookmark: _Toc139387279]Incentives
Some organisations use incentive schemes to encourage staff to complete the survey. The use of such schemes is at the discretion of the organisation. However, organisations must fully consider the possible risks of any incentive scheme prior to implementation. 
Most importantly, if an organisation wishes to use an incentive scheme linked to survey completion by specific members of staff (e.g. a prize draw that rewards a specific member of staff for completing the survey), they should be aware this can undermine the perceived confidentiality and anonymity of the survey, as it can be taken to suggest that the organisation has access to the survey data. Organisations that are providing an incentive scheme must ensure that any communication around such schemes reassure staff that their responses are confidential and anonymous i.e. that organisations use an external contractor to administer the survey, all surveys are returned directly to the external contractor and therefore that the survey responses would be considered anonymous in relation to the organisation.
Please note, prize draws MUST be handled by the contractor, and it is recommended that communications to staff note that this is the case. It is important to note that the administration of incentive schemes can be very resource intensive for contractors, particularly when multiple prizes are offered or draws take place at several points throughout the fieldwork. Contractors may impose restrictions on the configuration of such schemes to allow them to focus their resources on the delivery of the survey and reporting of results. Restrictions may include, but are not limited to, a maximum number of prizes or a limit on the number of draws. Please note that contractors may make additional charges for the administration of such schemes.
A more inclusive alternative to incentive schemes that identify specific respondents is to use a scheme that rewards groups, rather than individuals. For example, incentives could be given to departments, or a ‘thank you’ could be given to all staff, such as a free drink or snack, based on completing the staff survey.
Contractors may add a question at the end of the online survey asking whether staff consent to taking part in any prize draw offered as part of an incentive scheme. This question should only be asked: 
· For staff whose organisation is offering a prize draw, details of which are included in the optional paragraph on the covering letter/email, so staff are aware. 
· After the completion and submission of the main survey and any local questions. Staff must not be able to backtrack and change answers or ‘unsubmit’ their response on sight of this question. 
[bookmark: _Hlk139381921]For staff completing the survey online, this will allow contractors to select prize draw winners from those providing consent, rather than having to make separate contact with winners subsequently and pass their details to the organisation for the distribution of prizes. No equivalent consent question will be included on paper questionnaires. 
[bookmark: _Toc138424136][bookmark: _Toc138424137][bookmark: _Ref108169278][bookmark: _Toc139387280]Online surveys: email deliverability
One of the key factors in supporting all eligible people to take part if running an online or mixed mode survey is ensuring that the survey emails are received by staff.
Email accuracy
It is vital that organisations ensure the accuracy of email addresses they provide to their contractor for use in the survey mailings, and make sure that only active email addresses are provided. This checking process should be started in good time before the survey commences and should be repeated each year, even if an online survey was run the previous year.
Following the initial survey mailing, there will be a two week gap before the first reminder is sent out. Organisations must use this time to provide correct email addresses to their contractor for any staff members whose email addresses did not work in the initial mailing (i.e. a bounce-back was received).
Please note, when survey email addresses are updated, it is strongly recommended that the organisation also updates this in their ESR (Electronic Staff Record) system. This can save a substantial amount of time in future surveys and help with other organisation activity such as the National Quarterly Pulse Survey.
Mailbox space
Staff should be encouraged through internal communications to ensure they have sufficient space in their mailboxes to receive the email. This is likely to be particularly an issue for groups of staff who do not use their email accounts as part of their day to day work.
Firewalls and spam filters
To avoid survey mailings being stopped by firewalls and spam filters, organisations should liaise with their IT departments about these prior to the survey and make all possible efforts to ensure the survey emails are allowed through. To help with this process, it is recommended that contractors confirm relevant details including the email subject lines and sender email address that will be used with all organisations prior to the start of the survey.
Contractors must liaise with NHS Digital directly, prior to their first mailing, to ensure that survey mailings will be accepted by NHS servers. Details of how to do this will be provided to contractors in August by the Survey Coordination Centre.
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For 2023 there are two versions of the survey questionnaire:
1. Main questionnaire (online/paper) - for staff on substantive or fixed term contracts
2. Bank questionnaire (online only) – for bank only workers
Each questionnaire has a set of mandatory questions, which all participating organisations must include, in full, in their questionnaire. Organisations may also include additional local questions in either questionnaire (optional). These should be discussed and agreed with their contractor.
Introducing too many questions may have an adverse impact on response rates, therefore organisations should limit the number of additional questions so as not to make the questionnaire too long. 
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Organisations sending both email and paper invitations to staff should distribute the first email and paper mailings as close to each other as possible, and must be distributed to staff by the first day of the mandatory fieldwork period.
Bank only workers: personal email addresses, home postal addresses and personal mobile phone numbers can be used for the survey so long as they are up to date and have been provided by the bank only worker for work purposes. In these circumstances, specific consent for the use of personal contact details is not required.
Emails
Survey emails should be sent to staff members’ organisational email addresses where possible, but it is acceptable for non-work email addresses to be used if necessary, for example for staff on parental leave or long-term sickness leave, provided that staff have provided this email address for work purposes.
Paper
Survey documents should be distributed to employees with permanent work addresses using the internal post (or other internal distribution mechanisms). Where staff members do not have permanent work addresses, or where there is no primary address (e.g. staff that work across multiple sites), survey documents may be distributed to home addresses. When sending staff survey documents to home addresses, only the name and home address of staff should be displayed. It is the participating organisation’s responsibility to ensure that no reference to employees’ job title or work location is included in such address fields, i.e. to ensure that such information is not displayed on envelopes posted to home addresses.
Please note that a copy of the questionnaire and reply-paid envelope must be sent with the initial covering letter and the second reminder letter. Each questionnaire must be marked with a unique identification number, in order to monitor response and target reminders.
It is recognised that many organisations are based in multiple locations, each with its own post room, and in these cases it is preferable that survey packs be arranged into separate batches for the separate locations. It is the responsibility of organisations to ensure the contractor has sufficient information (provided with the staff list) to enable them to do this.
Post room(s) play a crucial part in the internal distribution of paper questionnaires and reminders. Therefore, it is important that organisations inform their post room(s) that their workload will increase over the survey period and give them good notice of the dates they will receive each survey mailing.
In previous years, the organisations with the best response rates had survey leads within the organisations who took ownership of the distribution process themselves, and kept in close contact with the post room staff, to ensure that distribution went smoothly and according to timetable. 
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[bookmark: _Toc138238666][bookmark: _Toc138238667][bookmark: _Toc138238668][bookmark: _Toc138238669][bookmark: _Toc138238670][bookmark: _Questionnaire_data][bookmark: _Toc138238773][bookmark: _Toc457125712][bookmark: _Toc457126062][bookmark: _Toc457126787][bookmark: _Toc457133107][bookmark: _Toc457134976][bookmark: _Toc457142541][bookmark: _Toc457145349][bookmark: _Reporting][bookmark: _Ref8894960][bookmark: _Ref8894967][bookmark: _Ref8899145][bookmark: _Toc139387283] Reporting

[bookmark: _Toc139387284][bookmark: _Ref139388122]Suppression 
NHS Staff Survey results published by the Survey Coordination Centre are subject to suppression. This means that results based on small numbers are removed from reports. This is done for two reasons: to prevent the risk that individuals could be identified, and to prevent reporting of unreliable results.
In publishing survey results, the Survey Coordination Centre adheres to guidance from NHS England regarding data suppression. This guidance has recently been updated, and the lower threshold for publication of results will change from less than 11 to less than 10. This brings the threshold in line with other NHS England surveys.
To align with the national reporting, contractors should apply a suppression threshold of less than 10 (rather than less than 11) to their reporting this year.
Small differences may occur between contractor reporting and Survey Coordination Centre published data, due to differences in suppression rules applied for published data. Where this happens, no attempt should be made to reidentify individuals.
If contractor reporting is to be published (i.e. made publicly available with open access), we recommend adherence to the new guidance for suppression in published data, details of which will be provided on the NHS Staff Survey website.

[bookmark: _Toc139387285]Breakdown of results by directorate / department / site etc.
Bank survey only: please note that the results for bank only workers will be reported separately and cannot be included in the organisation’s breakdown report.
The ‘breakdown report’ (formerly known as the ‘directorate’ report) produced by the Survey Coordination Centre can include up to two breakdowns by directorate, department, location or any other staff categorisation or grouping the organisation wishes to include. The breakdown reports provide People Promise element and theme scores for each group, comparing them to the organisation mean. 
For the Survey Coordination Centre to produce a breakdown report for an organisation, sufficient and accurate information needs to be included on the staff lists supplied to the contractor and the Survey Coordination Centre. It is the responsibility of the participating organisation to ensure that the information provided is accurate and that they provide the correct information to their contractor.
In general, we recommend a limit of 12 groups to a breakdown (e.g. 12 directorates in the first breakdown; 12 locations in the other breakdown). If there are substantially more than this, we suggest combining some of the smaller categories. This will ensure that less data is suppressed due to low numbers, and an organisation still receives useful breakdowns. The maximum number of categories permitted in each breakdown is 24 (including any ‘other’ group), but this number would only be suitable for very large organisations.
To preserve confidentiality neither contractors nor the Survey Coordination Centre report results from any group if there are 9 or fewer responses in that group. Therefore, it is important that enough staff are included in each group to ensure that there are enough number of responses for results to be displayed. Organisations should consider their response rate when making these decisions. 
Breakdowns groups submitted to the Survey Coordination Centre must have a minimum of 10 staff.
Care must be taken by the organisation and contractor to provide the Survey Coordination Centre with only those breakdowns the organisation wishes to be included in the breakdown report, which will be publicly available.
As part of the data submission, contractors must provide the Survey Coordination Centre with the name of each group. The length of these should be sufficiently short to fit into the report format as it is. Due to the format of the reports, breakdown category names should be 36 characters or fewer (including spaces). Longer names may be cut off.
It is the responsibility of a participating organisation to confirm with their contractor precisely which breakdowns/groups will be included in the Survey Coordination Centre breakdown reports. 
Organisations may not request changes to these breakdowns/groups once fieldwork has closed and contractors have submitted the data to the Survey Coordination Centre. Amendments can only be accommodated if the report does not contain the groupings previously agreed between the organisation and the survey contractor. 
[bookmark: _Toc138424153][bookmark: _Toc139387286]Early release of results under embargo
IMPORTANT: The results of the NHS Staff Survey are an official statistic and are produced and reported under the UK Statistics Authority code of practice. As such, the survey results must not be made public prior to the national publication date, which is determined by NHS England.
To allow organisations that participate in the survey to make the best use of their survey results for action planning, these organisations are granted early (pre-release) access to their own results so they can receive and start to use their results ahead of the official publication date. However, it should be noted that any survey data released to participating organisations before the official publication date, either by the Survey Coordination Centre or by their own survey contractor, is provided under embargo and must not be shared with any person or organisation external to the participating organisation. The following link contains useful information regarding embargo guidance: NHS Staff Survey Embargo Guidance


[bookmark: _Toc138424155][bookmark: _Toc138424156][bookmark: _Toc139387287]Reporting free text comments
Redacted free text comments must be submitted to the Survey Coordination Centre, alongside the quantitative survey responses.
If a contractor is providing free text comments to a participating organisation the contractor must review all comments and removed any identifying information. At a minimum, contractors must remove the following data from all comments that are to be passed to a participating organisation.
· Names
· Dates of birth
· ID numbers (e.g. a payroll number)
· Addresses
· Email addresses
· Phone numbers
If an organisation requests a more detailed breakdown of free text comments, for example split by site or department, contractors may provide such breakdowns only where there are 9 or more free text comments (not respondents) in the requested sub-group.
[bookmark: _Toc138424158][bookmark: _Toc139387288]Data transfer for organisations who change contractors
As part of the contractor reporting process, organisations generally desire year-on-year comparison data. If an organisation has recently changed contractors, their new survey contractor may require previous years’ data to do appropriate analyses. 
To receive previous years’ data, the new contractor must contact the survey lead at the organisation and explicitly request permission, which must be sent to the old contractor along with any other required details (for instance, if multiple years are required). It is also possible to request such permission as part of the contractor’s sign-up process. The organisation contacts should be fully informed and aware of which data they are releasing (e.g. if it is two years instead of just one). Upon receiving the trust’s permission, the contractors can then arrange for the data to be transferred between themselves. If any issues are encountered in this process, please contact the Survey Coordination Centre for assistance.
Alternatively, if contractors only require the previous year’s data from the questionnaire, this can be arranged through the Survey Coordination Centre. There are two deadlines which need to be met to receive organisation data in such a way, these are outlined below:
· By 6 October 2023: Contractor to confirm to the Survey Coordination Centre the list of organisations they are requesting data for.
· By 20 October 2023: All permissions to be received by the Survey Coordination Centre. These can be sent by the contractor or directly by the organisations.
· Data for outstanding permissions on this date might not be processed until after reporting is complete.
Data for organisations whose permission is received in such a way will be shared with the appropriate contractor during w/c 23 October 2023.
Please note, NHS Staff Survey datasets at respondent level must never be provided to participating organisations. Datasets must remain only with contractors and the Survey Coordination Centre, to preserve respondent confidentiality.
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