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Introduction

The Practice Based Commissioning (PBC) Framework Agreement for Hertfordshire requires practices to take part in work to validate their secondary care activity. This instruction manual advises practices how to undertake this work, and has been designed to support a training programme.
This training manual assumes that all practices are able to access HIDAS. Practices should contact their PBC Support Team or the PCT Information Department for further help with obtaining access to HIDAS. 

Aims of Validation

Under Payment by Results, a large proportion of secondary care activity is charged to the PCTs (and PBC groups) on a cost-per-case basis.  Validation is the process by which this activity is checked at patient level, to ensure that it took place and that the Practice has been charged the correct amount. The data provided by acute trusts is cross-referenced against the discharge summaries received by practices, in effect as a customer would check their invoice or receipt in other lines of business. 

The aims of validation are:

· To ensure the Practice (and PBC Groups) are charged the correct amount by acute trusts

· To achieve financial savings where applicable. 

· To improve the quality of discharge summaries sent to practices

· To improve the quality of data provided by acute trusts

The Validation Process

Practices will be e-mailed by their PBC Support Team when new data is available on HIDAS, with a deadline for completing. 

1. Log on to HIDAS at http://nww.hidas
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Click on “Inpatient Recent Changes” 
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3. Click on the locality you require.


4. Click on the “PbR” filter and choose “only PbR spells”. Click on the Status filter and choose the section to validate. 
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The sections are:-

All Spells – Total spells as detailed below
Excess Days/3k/Queries - – Spell data where the provider has quoted a different practice code for the patient than is held on the NSTS system where current practice registration details are held. Also individual spells above £3,000 and spells that show excess days above the norm for the procedure.

Over £3k – Only spells above £3,000
5. There is now a facility to revisit data to only show new data or data that has been changed by the provider. The detail latest filter (shown below) shows the data load dates. Select the dates to see if any data has been added or amended since your last validation was undertaken.
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6. Click on the box with the number for your practice for the month you are interested in. For example, if you have been asked to validate January activity:
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7. This will give you a table listing all the inpatient activity for your practice for that month. Click on the Excel button at the top of the HIDAS screen. When prompted choose “open”. The data will now appear in an Excel spreadsheet. 

8. The data for the “Patient ID”, “Admission Date” and “Discharge Date” columns will look strange because the columns have become too narrow during the export. Make these columns wider and the data will become readable again.  

9. Switch back to HIDAS and click on the Help button on the toolbar. Click on help content 1.9 – PBC Standard Excel Templates. Click on the template and save it to a folder on your computer. You only need to do this once.
10.  Open the template in excel. It will appear to be blank but there are formulas to add descriptions to the HIDAS codes. Switch screens to show the HIDAS exported data. Click on column A and drag the mouse until column Q. The columns should now be highlighted in blue. Copy the data (edit,copy). Switch screens to the HIDAS template and paste the data into cell A1 (edit,paste) Position the cursor on cell B2 and select Window, Freeze panes to stop the titles and NHS numbers from scrolling.

11. Save the file as HIDASVALID”Month”2008”PracticeCode” with no spaces, e.g. HIDASVALIDFebruary2008E23456.  

12. Sort the data by provider. To do this, click on the top-left grey cell to highlight all of the data. Go to “Data” and select “Sort”. Sort by “provider”. It is important that you select all of the data before sorting and not just one column
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13. Some months the data will be received from different trusts at different times of the month, so your PBC Support Team may occasionally ask you to validate activity for only one or two providers at a time, to ensure the necessary deadlines are met with each acute trust. 

14.  Using the NHS Number for each patient check whether or not your practice has received a discharge summary relating to the admission on the list, and check that the information on the discharge summary matches the information in the spreadsheet. In particular, check:

a. The practice has received a discharge summary

b. The patient was registered to your practice at the time of the admission

c. Admission & discharge dates match (assume the dates on the discharge summary are correct) within reason.
d. HRG description approximately matches the clinical information on the discharge summary

15.  Scroll to column R and select one of the following codes in the “Code” column and supporting information in the “Description” column for each patient. Use the cell filter button to do this.

	 
	Code
	Description

	Practice received a discharge summary and it matches the information in the spreadsheet
	OK
	(No info required in this field)

	No discharge summary received
	NDS
	(No info required in this field)

	Wrong admission and/or discharge date
	WD
	Advise what date is written on discharge summary

	Patient not registered with practice at time of admission
	NP
	Provide any other information available, e.g. if patient registered with practice two weeks later

	Invalid NHS number/No NHS number supplied
	NO NHS
	State "No NHS number supplied"

	Wrong clinical code seems to have been entered for the hospital spell 
	WCC
	Provide further information, e.g. activity coded as hip operation but knee operation was performed


16. Save the file and e-mail it back to your PBC Support Team. Information must be e-mailed from one nhs.net e-mail address to another. If this is not possible, files should be password protected (contact your PBC Support Team for advice on how to do this is necessary). 

Queries will be collated by the PCT Information Department into one large database and reports will be produced for each acute trust. The PCT will share information about progress with their negotiations around validation on a quarterly basis. This will be about 8 weeks after each quarter.
Please pass any feedback about this process to your PBC Support Team in the first instance, locality and hence to each practice who will discuss it with the PCT Information team to see how it can be resolved.
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Click on one of these localities to display practice details








