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Data Alliance Partnership Board
The Data Alliance Partnership Board (DAPB), which holds delegated authority from the Secretary of State for Health and Social Care, has approved a new or change to an existing (delete as appropriate) information standard for publication under section 250 of the Health and Social Care Act 2012.
Assurance that this information standard meets the requirements of the Act and is appropriate for the use specified in the specification document has been provided by the Data Governance, Assurance and Testing (DGAT) team and endorsed by the Data Assurance Board (DAB). 
This information standard comprises the following documents: 
Change Specification
Implementation Guidance 
Requirements Specification (this document)
Technical Output Specification 

An Information Standards Notice (DAPBXXXX Amd XX/XXXX) has been issued as a notification of use and implementation timescales. Please read this alongside the documents for the standard. 
The controlled copies of these documents can be found on the NHS England website (UPDATE LINK). Any copies held outside of that area, in whatever format (e.g. paper, email attachment), are considered to have passed out of control and should be checked for currency and validity. 

Date of publication: DAY MONTH YEAR  
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This information is licensed under the Open Government Licence v3.0. To view this licence, visit http://www.nationalarchives.gov.uk/doc/open-government-licence/ or write to the Information Policy Team, The National Archives, Kew, Richmond, Surrey, TW9 4DU.
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Glossary of Terms
A full glossary of terms is available in the Requirements Specification (INSERT LINK) that accompanies this Standard.
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[bookmark: _Toc142915009]Overview or Definition 
A simple, succinct summary of the standard (and change where applicable) that can be used as the basis of the description used in the Information Standards Notice. This provides a clear explanation of what the standard is intended to achieve and by when.

[bookmark: _Toc142915020]Helpdesk/contacts
All documents should include a section of who to contact for assistance.

Statement of all change(s) to the published Requirements Specification
The Change Specification should itemise the changes to the publication copy of the Requirements Specification (including Data Set Specification, if applicable). This covers all additions, amendments and deletions.

Statement of all change(s) to the published Implementation Guidance
The Change Specification should itemise the changes to the publication copy of the Implementation Guidance. This covers all additions, amendments and deletions.
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	LINK name/description 
	https://digital.nhs.uk/data-and-information/information-standards 

	
	
	

	
	
	

	
	
	



The following Visual Basic script can be used to extract the all links into a new word document. These will need to be formatted and duplicates removed before reinserting above. 
Sub PullHyperlinks()
    Dim Src As Document
    Dim Link As Hyperlink
    Dim iDoDisplay As Integer

    Set Src = ActiveDocument
    If Src.Hyperlinks.Count > 0 Then
        iDoDisplay = MsgBox("Include display text for links?", vbYesNo)

        Documents.Add DocumentType:=wdNewBlankDocument
        For Each Link In Src.Hyperlinks
            If iDoDisplay = vbYes Then
                Selection.TypeText Link.TextToDisplay
                Selection.TypeText vbTab
            End If
            Selection.TypeText Link.Address
            Selection.TypeParagraph
        Next Link
    Else
        MsgBox "There are no hyperlinks in this document."
    End If
End Sub
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1. [bookmark: _Toc142915023]Heading 1
This section is for illustrative purposes only. Please delete when no longer required.
This is body text. There is a 12pt space automatically added after each paragraph and heading, so there is no need to add empty lines between paragraphs. If you want to move a paragraph to a new page for aesthetic reasons, please use page breaks rather than empty lines. Should the paragraphs move while editing the document, these are easier to find and amend that empty lines. 
Page breaks may be inserted between H1 sections, but this is a style choice and not prescriptive. It may look jarring where there are multiple short sections. 

[bookmark: _Toc142915024]Heading 2
Empty lines may be inserted between H2 sections, but again this is a style choice and not prescriptive.
[bookmark: _Toc142915025]Heading 3
Sections H3 and below should not have empty lines between paragraphs.  
Heading 4
Headings at this level and below will not appear in the table of contents.
Heading 5
These headings do not need to be numbered and can be used for emphasis. 

[bookmark: _Toc142915026]Hyperlinks
Hyperlinks should be embedded in the text like this NHS England website. Full URLs should be provided at the end of the document. 
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[bookmark: _Toc142915027]Bullet list
This is a bullet list:
Please select “Bullet List” from the styles above
Bullet 
· Sub-bullet

To help create a bit of space between your last bullet point and next paragraph, you can insert a line break by typing SHIFT + RETURN together. 

[bookmark: _Toc142915028]Numbered list
This is a numbered list:
Please select “Numbered List” from the styles above
a. Sub-number
Your numbering may continue from a previous list. To restart your numbering at 1, hover over the top number, right click and select “Restart at 1”.



[bookmark: _Toc142915029]Quotes
Longer quotes in the document may be highlighted using the Quote style above:
This may be useful for drawing attention to things like recommendations from reports. Ideally it should only be used for longer quotes. 
Short quotes may still be embedded in paragraphs. 

House styles
Please take note of the Government and NHS England style guides when writing your content. 
Government style guide (public)
NHS England style guide (Sharepoint)
Legacy NHS Digital style guide Note: This may still be useful, but the style guides above take precedent. 


NHS England style – quick checklist
Minimal use of capital letters, including in headings, which should be sentence case.
Use acronyms sparingly to avoid overloading a page and making it unreadable. Spell out acronyms/abbreviations in full at first mention if necessary, then use the acronym afterwards.
Avoid the use of bold text unless for emphasis (for example, actions you wish the reader to take). Do not use italic or underlined text.
Write out 'NHS England' in full, never use 'NHSE'. After first use, refer to the organisation as 'we' (or 'us') rather than writing it out in full again.
Refer to NHS England regions as follows (using a dash): 'NHS England – Midlands'; 'NHS England – North East and Yorkshire', etc.
Dates are written in full, such as '1 January 2022'. Just use the number on its own for the day – as in '1' not '1st'; '13' not '13th; '22' not '22nd', etc.
Times use 12-hour clock and am/pm specified – eg 7.30pm.
For most text, use Arial as font, and at least 12pt minimum size.
Use 'COVID-19' in titles, names of programmes and wherever the full name is important for accuracy of meaning. Use 'Covid' (upper case 'C') where practical thereafter to avoid overuse of capitals and improve readability. Use 'long Covid' (lower case 'L' for long).
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