Performance Indicator Workbook Quick Reference Guide

· Download a fresh new workbook at the start of the new reporting year from the Supporting People website. (www.surreysp.org.uk)
      (Do not overwrite any old workbooks, as they could become 

       corrupted and distort your figures for the new reporting year)
·  Look at the second tab: Contracts
(If this tab is completed correctly at the beginning, your workbook will be formatted correctly for the whole of the reporting period)

1. Complete all the yellow cells on the left hand side, starting with Service ID, Service Name etc.

2. Then move to the middle section: Administrating Authority, & the correct Year should already be completed. (If not they need to be changed)
3. Complete, Primary Client Grp, Service Type and Capacity (No of Units)

4. Once the above has been done, you should see the correct format for your service type through the quarter tabs starting from 1 through to 4.

5. Look at the third tab: Qtr 1

6. Complete submission date.

7. If you need to report on Service Availability & Service Utilisation, you will need to select a reporting method. (We ask our providers to report weekly rather then daily unless otherwise agreed with the Team) - Select Weekly.
8. If you need to report on Service Utilisation only, again you will need to select a reporting method. – Select Weekly (theses selections should now run through the rest of the qtr tabs in the workbook)
9. Scroll through the page and fill in ALL the appropriate yellow cells only – (unless there is a red warning message advising you not too)
10. You should then see a % figure appear at the end of all the headings that you need to report on -(if you do not see that % figure then you haven’t completed all the relevant yellow cells)
11. Certification: The signing of the workbook is not necessary; (so do not worry if you experience problems with this section).
12. Look at the seventh tab:  Staffing

13. Work your way across from the left; the Financial year should already be completed (if not then it needs to be changed) 
14. Staff Member Type - Complete all the information relating to Qtr1 –(you should see a % figure appear at the bottom of that top box and an accumulative figure appear under the Annual % at the end)
15. Indicate Yes/No under the Qtr1 box relating to absences of 3weeks or more, then make any relevant comment regarding this in the next box down.
16. General comment needs only to be completed if the provider feels it is appropriate.
17. You now have fully completed your return for the first quarter and can submit it to spteam@surreycc.gov.uk. Having first saved a copy on your PC, so that you can use it in Qtrs 2-4, as it is cumulative.
Look at Quarters 2-4

· The process from step 9 onwards should be completed for Qtrs 2-4 – Unless you have a change in capacity number/s during the Qtr reporting period: 
 Then:

· Change in Capacity – Move back to the top of the page - (middle section) (fill out the change in capacity number/s (you will notice that some of the figures in the yellow cells will change automatically – this is normal, but still remembering to have full % figures at the end of all the headings that you should be reporting on.)
· Look at the eighth tab: QAF Qtr4 only 

· As the tab suggests this should ONLY be completed at Qtr4.
· Again the Financial year should be completed already (if not then it needs changing)
· Work you way across from the left and complete ALL the yellow cells relating to this tab.
