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Opening the NMDS-SC Organisational Questionnaire 
 

1. Log into LancashirePlan. 

2. Click óMy Companyô in the menu on the left hand side of the screen. 

3. Click óCompany Maintenanceô 

4. Select the óNMDSô tab at the top of the screen 

5. Click óOrganisational NMDS Data Wizardô 

6. Then a new window will open. Click óStart a New NMDS Wizardô. If you have already started 

completing the questionnaire click on óResume Existing NMDS Wizardô and continue from 

where you got up to. 
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Completing the NMDS-SC Organisational Questionnaire 
 

7. When you open the wizard you will notice that some of the information has already been filled 
in for you. This information has been pulled from LancashirePlan. It is important to check this 
information is correct. 

 
8. Enter any information that is not already entered.  

¶ Local organisation name 

¶ Parent organisation name (if any) 

¶ Address 

¶ Postcode 

¶ Telephone no 

¶ Email 

¶ Whether CSCI registered 

¶ CSCI registration number if applicable 

¶ Date of registration if applicable 
 
9. When all of the information is entered and correct click óNextô in the top right or bottom right 

corner of the window. 
 

 
 

10. The next stage of the questionnaire requires you to enter the ónature of the businessô from the 
drop down menu. You also need to list the services the organisation provides and which of 
these is your main service. For some services you will need to state the capacities you cater 
for.  

 
 

Start a New 

Wizard 
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11. To add a new service click óAddô at the bottom of the list of current services. This will bring up 
the screen below.  Select the service from the drop down menu.  

 

 

 
 

12. If the service is your main service tick the box next to óMain Serviceô, then enter your capacities 
in the boxes below. Note: capacity with be in hours if you provide a domiciliary service* 

 

 
 

*Capacity is for a 7 day period 
 

Edit  service information Add a new  service  Delete a service  
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13. When you have entered all of the information click óUpdateô. 
 
14. When you are happy with all of the information you have entered about the services the 
organisation provides click óNextô in the top right corner of the window. 

 
15. On the next screen you need to specify the types of people that the care services are provided 

for. Simply tick the boxes next to the applicable types of people. When you are happy with the 
information click óNextô in the top right corner of the window. 

 

 
 

16. Now you need to enter information about your staff. It is likely that some information will 
already be entered. This has been pulled from LancashirePlan. If you need to delete any job 
roles click ódeleteô at the side of the job role. If you need to edit any of the information clickô 
editô. 

 
Please note that if you have previously manually altered this data in the wizard, it will no longer be 
automatically pulling in the correct info through when you run a new wizard.  Please see the 
bracketed number to the right of the total staff number.  This reflects the current info in 
LancashirePlan, click on it to replace the original number on the left.  
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17. If you want to add any more job roles click óAddô and the screen below will appear. Enter the 
information and click óUpdateô  

 

 

 
 

 

 

 

 

 

This represents the actual number of staff recorded in 

LancashirePlan, click on it to use this value 

 

This represents the actual number of staff in this 

role as recorded in LancashirePlan, click on it to 

use this value 
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18. When you are happy with the information you have entered click óNextô in the top right corner 
of the window.  

 
19. In the next screen you need to enter the information about why the leavers in the past 12 

months left the organisation and where they have gone to. Note: The reasons for leaving 
and destinations do not need to equal the number of staff that left because a staff 
member could leave for more than one reason etc. 

 

 
 

20. When you are happy with the information you have entered click óNextô. 
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21. Now you will be given the opportunity to enter any additional notes relevant to the information 
entered in the questionnaire. When you have completed this section click óNextô. 

 

 
 

22. You will now be given a summary of the information you have entered into the questionnaire. 
To change any of the information click óEditô above the section you want to change. This will take 
you back to the relevant section and you can change the information. When you are happy with 
the information click óFinishô and the questionnaire is now saved and ready to send to the NMDS-
SC database using the Bulk Upload Tool. 

 

 
 


