	HOW TO RUN THE GPAQ SURVEY – Guidance for practices


The following pointers explaining how to run the GPAQ survey in your practice have been drawn up after discussion with the University of Manchester – who are responsible for developing the survey.

1.
Organisation – ensuring smooth delivery 

We strongly advise that the practice appoint a staff member who will take responsibility for running the survey.  The appointed individual should take responsibility for informing other staff members how the survey works and act as the link with PCAG (e.g. informing us when the questionnaire has been completed and is ready for collection).

Practices must collect a MINIMUM of 50 questionnaires per GP in order to gain a statistically valid sample.  The University of Manchester advise that in terms of fulfilling the terms of the new GP contract, only doctors who are permanently employed at the practice should be included in the survey.

	The University of Manchester provides a GPAQ manual to assist practices in undertaking the questionnaire, although this document covers the main points regarding administration of the survey.  However, if you would like to access the manual, visit www.gpaq.info/manual.htm


2.
Preparation – getting ready to start

Ensure that you have plenty of pens and clipboards available for patients to use.

Display posters and notices informing patients that the survey is being carried out. To assist you with this PCAG have produced a number of posters that you may choose to use (enclosed).   The poster briefly explains the questionnaire, emphasises that results will be kept confidential and gives details of how patients can find out more information – www.gpaq.info

Provide a suitable box or container in which patients can confidentially return their questionnaires.

3.
Delivery – what to tell patients?

Tell the patients about the survey when they book in at reception.  

When the patients book in, ask them if they could stay behind for a few minutes to complete the questionnaire when they have seen the doctor.

Explain that the questionnaire asks about patients’ views of the practice and the quality of care they receive from their GP.  

Point out to them that instructions on how to complete the questionnaire appear on the front page.  

Point out that patients can look at the questionnaire before they go in to see the doctor, but the survey should not be completed until they come out.

The questionnaires relate to individual GPs.  It is important that the GP who the patient has seen is recorded on the questionnaire (page 1).   The importance of giving this information is pointed out on page 1 of the questionnaire, but it may be helpful if staff members (including the GP) remind patients that they need to complete this section.

4.
Delivery – distribution and collection

When your practice decide to start distributing questionnaires, it is very important that the questionnaire is given to every patient.  Leaving some patients out will give biased results.

Make sure that patients are at least 16 years old.

Confirm that respondents are patients of the practice.  Do not include temporary patients.

Staff should remind patients on the way out to complete the questionnaire and hand it in.

5.
Troubleshooting

PCAG will be providing practices with a plentiful supply of questionnaires.  The University of Manchester recommend 60 questionnaires per GP – with a view to gaining 50 replies.  PCAG are providing practices with 70 questionnaires per GP.  However, if the practice start to run low on questionnaires, please contact the PCAG team and we will arrange for additional questionnaires to be sent out. Questionnaires should not be photocopied.

If you have a query regarding the questionnaire, please take a look at the GPAQ section on the PCAG website – www.leicester-pcag.org.uk.  In time this will include a section on any Frequently Asked Questions that occur.

If you experience any other problems please contact PCAG on (0116) 295 1482.

6.
Final comments

Please do not modify the questionnaire in any way.  If any questions are altered or removed from the survey, the questionnaire will be invalidated and the practice will not be eligible for valuable Quality and Outcome Framework points. 

