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Glossary of Acronyms and Terms  

 

Abbreviation  What it stands for  

BSP Bureau Service Portal 

CSV Comma-Separated Values (file format) 

DQM Data Quality Measure 

HSCIC Health and Social Care Information Centre 

IAPT Improving Access to Psychological Therapies 

IDB Intermediate Database 

ISB NHS Information Standards Board for Health and Social Care 

ISN Information Standards Notice 

ODS Organisational Data Services 

PAS Patient Administration System 

SSD 
Systems and Services Delivery 

 
 
 

Term What it stands for  

Data Item  A single component of a data set that holds one type of information and 
relates to a specific record. Each data item is unique to the data set.  

Information Standards 
Notice (ISN)  

Information Standards Notices (ISNs) previously known as Data Set 
Change Notices (DSCNs) are issued by the Information Standards 
Board for Health and Social Care to give notice of changes to 
information requirements and information standards used by the NHS.  

NHS Information 
Standards Board for 
Health and Social Care 
(ISB HaSC)  

The Information Standards Board (ISB) approves information standards 
for the NHS and adult social care in England. ISB is one of the advisory 
boards reporting to the NHS National Programme for IT Board. It is 
independent in its function and draws its voting members from a broad 
cross section of stakeholder groups.  

 

 

Document Control:  

The controlled copy of this document is maintained in the HSCIC corporate network. Any copies of 
this document 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. 
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1. About this Document 

1.1 Purpose of the Document 
The purpose of this document is to outline technical guidance for data providers and system 
suppliers in relation to the implementation of the IAPT Data Set, and to provide additional assistance 
regarding file creation and submission to the central system. 

This document should be read in conjunction with the corresponding Information Standards Notice 
(ISN) 2/2013 and the IAPT Data Set Specification. 

 

1.2 Scope of the Document 
This document is expected to be of use to the informatics departments of NHS trusts and 
independent sector providers that are commissioned to provide a service to NHS patients, and the 
local bureau services that may serve those organisations. 

 

1.3 Schedule for Updating this Document 
This document will be reviewed and updated when necessary.  Changes to this document will not 
necessitate further approval from the NHS Information Standards Board for Health and Social Care 
(ISB); however, this is on the understanding that the changes do not affect the scope of the 
Information Standard. 

 

1.4 Companion Documents and Files 
A comprehensive set of documentation has been developed by the project team for the IAPT Data 
Set Information Standard. 

Please see the IAPT webpage on the HSCIC website for the latest version of these documents. An 
explanation of the documentation available can be found in the IAPT v1.5 Implementation Guidance, 
section 2.5. 

http://www.hscic.gov.uk/datasets
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2. Background Information 

The IAPT Information Standard is the specification of a patient-level data-extraction (output) standard 
intended for NHS funded IAPT service providers in England. This includes both NHS and 
Independent Sector providers. 

The content of the data set is determined from consultation with a various stakeholder groups. 
Stakeholders include NHS England, service providers and commissioners. Changes arise from 
service providers identifying issues in the current requirement which do not align with current 
practice, such as the need for permissible value amendments. Commissioners raise issues around 
the availability of data which will allow them to undertake their duties. Data collection must remain fit 
for purpose, which may require inclusion of new data items, amendment of existing items or removal 
of no longer required items. 

This Information Standard amendment has been approved by the ISB and has been assigned 
Release Number Amd 2/2013 and retaining standard number ISB 1520. 

The ISN does not directly place any requirement on system suppliers to accommodate the IAPT data 
items within their systems.  The contractual agreement between data providers and system suppliers 
will dictate whether system suppliers have to abide by the ISN and at what cost. 

The formal Information Standard can be found at: 

http://www.isb.nhs.uk/documents/isb-1520 

Further information and supporting documents can be found at: 

http://www.hscic.gov.uk/iapt.  

  

http://www.isb.nhs.uk/documents/isb-1520
http://www.hscic.gov.uk/iapt
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3. Preparing IAPT Submission Data 

3.1 Populating the IAPT Intermediate Database  
 

IAPT submissions must be made using the IAPT Intermediate Database (IDB). The IDB is available 
from the HSCIC by contacting the enquiries team at enquiries@hscic.gov.uk or 0300 303 5678.  

This is a Microsoft Access database Only the IAPT IDB can be used for submissions and its structure 
MUST NOT be altered in any way. All the tables must be present; please do not alter the structure of 
the database as this will lead to a rejection of the submission. All the fields listed in each table must 
also be present and the field types must be exactly as specified.  

The data items required to populate the IAPT IDB should be extracted directly from the appropriate 
local information system such as a clinical system or Patient Administration System (PAS).   

Data is submitted on a monthly basis with each submission containing all the relevant activity for the 
reporting period. Two types of submission are possible, a primary (P) and a refresh (R). A primary is 
the first submission of data for the current collection period. A refresh is a resubmission of the 
previous period data.  

A primary submission must be undertaken. A refresh is optional if a requirement exists to update 
already submitted data, such as to include improved data quality or additional data not available at 
the time of the primary submission. 

This guidance does not provide further details about the data required in the submission and should 
be read in conjunction with the User Guidance and Technical Output Specification. 

 

  

mailto:enquiries@hscic.gov.uk
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4. Submitting IAPT Data 

Once the Intermediate Database has been populated for the chosen reporting period(s), the file 
should be submitted using the Bureau Service Portal (BSP), provided by the Systems and Service 
Delivery Team at the HSCIC. 

 

4.1 How to gain access to the Bureau Service Portal 
 Registering an account 4.1.1

Registration is required for access to the BSP for IAPT on Open Exeter.  Some organisations may 
already be registered for Open Exeter. 

 
I. Providers can check their organisation is on the Caldicott Guardian Register by navigating to 

https://nww.openexeter.nhs.uk/nhsia/index.jsp and clicking on the blue box at the bottom that 
says óCaldicott Guardian Registerô. 

 

II. If the name is incorrect or missing, download and complete the relevant Caldicott Guardian 
Registration Certificate form available from http://systems.hscic.gov.uk/infogov/caldicott to 
register/update the correct Caldicott Guardian details and send this back to the address on 
the form. 
 

Providing your Caldicott Guardian is on the Open Exeter register:  
 

III. Complete the IAPT Data User Certificate form available from 
http://systems.hscic.gov.uk/ssd/prodserv/vaprodopenexe to request access to Open Exeter 
for IAPT and send it to the address on the form (Note: the addresses for the two forms are 
different)  

 

Please note that once issued, accounts must be activated within a short period of time.  For further 
help please contact exeter.helpdesk@hscic.gov.uk  

 

 Logging into the Bureau Service Portal 4.1.2

The Bureau Service Portal can be accessed by following the below link: 

https://nww.openexeter.nhs.uk/nhsia/index.jsp  

 

4.2 How to make the IAPT submission 
 

This section provides details on how to make IAPT submissions, including on behalf of other 
providers. 

 

IDB Creation Scenarios   

In relation to creating an IDB file for submission, the main requirement is to only include a single 
unique organisation code per IDB (this may be the provider code or the site code).  

https://nww.openexeter.nhs.uk/nhsia/index.jsp
http://www.connectingforhealth.nhs.uk/systemsandservices/ssd/prodserv/caldicottcert.pdf
http://systems.hscic.gov.uk/infogov/caldicott
http://systems.hscic.gov.uk/ssd/prodserv/vaprodopenexe
mailto:exeter.helpdesk@hscic.gov.uk
https://nww.openexeter.nhs.uk/nhsia/index.jsp
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Different provider/site codes cannot be included in the same IDB. If a requirement exists to submit for 
multiple providers or sites, then multiple IDBôs must be submitted, one for each provider or site. Each 
provider or site code used must be associated with its own BSP account. For instance, the 
requirement to submit for two providers requires two portal accounts gained through completing two 
DUC (Data User Certificate) forms.  
  
Below are various scenarios describing how an IDB could be submitted based on local IAPT service 
configuration and/or submission requirements.  
 

Scenario 1 - One provider  and one  commissioner  

Single IDB is submitted by the provider with the following details: 

Á One ODS Organisation code (Code of Provider) ï Person table 
Á One ODS Organisation code (Code of Commissioner) ï Referral table 

 
A requirement exists for the provider undertaking data upload to the portal to have made a 
single DUC application. 

 

Scenario 2 - One provider and  multiple commissioners  

Single IDB is submitted by the provider with the following details: 

Á One ODS Organisation code (Code of Provider) ï Person table 
Á Multiple ODS Organisation codes (Code of Commissioner) ï Referral table 

 

A requirement exists for the provider undertaking data upload to the portal to have made a 
single DUC application. 

 

Scenario 3 - Multiple provid ers  or sites and one  commissioner  

This scenario entails two options (option used to be determined locally). 
 

Option 1 : 

Each provider or site must be submitted in a separate IDB (each containing data for a single 
provider or site). Therefore, each IDB submitted must have the following details: 

Á One ODS Organisation code (Code of Provider or site) ï Person table 
Á One ODS Organisation code (Code of Commissioner) ï Referral table 

 

A requirement exists for the provider undertaking data upload to the portal to have made 
multiple DUC applications ï one per provider or site 

 

Option 2:  

The activity from the multiple providers or sites is combined and assigned to a single provider 
code. The decision over which provider code is most appropriate to use is a local decision. A 
single IDB is submitted with the following details: 
 
Á One ODS Organisation code (Code of Provider) ï Person table 
Á One ODS Organisation code (Code of Commissioner) ï Referral table 

 

A requirement exists for the provider undertaking data upload to the portal to have made a 
single DUC application. 
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Scenario 4 - Multiple providers  or sites and multiple commissioners  

This scenario entails two options (option used to be determined locally). 

 

Option 1 : 

Each provider or site must be submitted in a separate IDB (each containing data for a single 
provider or site). Therefore, each IDB will be submitted must have the following details: 

Á One ODS Organisation code (Code of Provider or site) ï Person table 
Á Multiple ODS Organisation code (Code of Commissioner) ï Referral table 

 

A requirement exists for the provider undertaking data upload to the portal to have made 
multiple DUC applications ï one per provider or site. 

 

Option 2:  

The activity from the multiple providers or sites is combined and assigned to a single provider 
code. The decision over which provider code is most appropriate to use is a local decision. A 
single IDB is submitted with the following details: 

Á One ODS Organisation code (code of provider) ï Person table 
Á Multiple ODS Organisation code (code of commissioner) ï Referral table 

 

A requirement exists for the provider undertaking data upload to the portal to have made a 
single DUC application. 

 

 Step 1: Select Upload from IAPT home page 4.2.1

 

Navigate to the IAPT Home Page from the BSP Home Page.
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Note that the IAPT home page describes the periods of time currently being used to process 
IAPT submissions and the number of days left until the submission deadline.  No submissions 
can be made after the deadline. 
 

Data is automatically processed for a fixed period of time.   During each submission window there 
is a Primary reporting period and a Refresh reporting period.   

 

A submission for the Primary reporting period is compulsory, a submission for the Refresh 
reporting period is optional, as data for this period will have been submitted in the previous Fixed 
Period as a Primary submission.   

 

The Refresh submission is the provider's last chance to amend data for the reporting period 
(there is no requirement for an annual IAPT submission). 

 

To make a submission, select Upload  

 

 Step 2: Select Upload Type  4.2.2

 

Select the Submission upload type from the drop down menu. Choose whether the Intermediate 
Database (IDB) to upload should be processed for the current Primary or Refresh reporting 
period - or for both.   
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Providers have the option to submit separate files to be processed for the primary and refresh 
reporting periods or a single IDB can be processed to produce a separate primary and refresh 
file. 

 

An option exists to also upload an IDB that is 'not for submission' and to select date parameters 
for processing the file (please note reporting period date restrictions of up to 365 days apply).  A 
'not for submission' file cannot subsequently be turned into a Primary or Refresh file.  Should this 
IDB later be required for submission it will need to be uploaded again, selecting a primary, refresh 
or primary and refresh upload type.  

 

Please note there is no functionality to queue submissions or upload more than one IDB at any 
one time. 

 

 Step 3:  Select the IDB file to be uploaded 4.2.3

 

Providers can browse to select the file to be uploaded on from their local system.   

 

If the file is large it should be compressed using a PK zip compatible program into a .zip file prior to 
upload to make the upload quicker.   

Once the IDB file is selected and uploaded, the below screen will indicate if the file was uploaded 
successfully. Please do not close this window until the page refreshes. Upload time depends on the 
size of the file. 
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Note: Do not put more than one IDB in the .zip file an d do not add a password.  

 

Understanding the status of files uploaded in the current submission window  

The upload screen shows the status of all IDB files that have been uploaded in the current 
submission window. 

 

Once an IDB has been uploaded, this screen can be used to follow the progress of this submission, 
but all IAPT users within the organisation will receive an email notification when the file has 
processed.  Please do not close the browser window until the Processing Status indicates that the file 
is being processed. 

 

The BSP Unique ID is the systemôs unique identifier for the submission that has been uploaded and 
this is used to track the file through the system.  It is recommended to save a local copy of the file 
uploaded and give it this ID, for audit purposes.  Where a single IDB is uploaded for primary and 
refresh submissions, two BSP Unique IDs will be generated, one for each reporting period and the 
system treats these as two separate files (with separate rows in the list of uploaded files).  This ID will 
also be attached to the extracts. 

 

The Processing status column shows the status of the current file and previous files uploaded in this 
fixed period.  Only one file can be processed at a time.  The most recent successfully processed file 
('the last good file') for the Primary and Refresh reporting periods is highlighted.  This/these are the 
files that will be used in post deadline processing and provided to commissioners and the HSCIC for 
analysis.   
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Any subsequent file for the same reporting period that is successfully processed  will automatically 
become the ólast good fileô. 

 

It is recommended that all submitted IDBs are retained, with the relevant BSP Unique ID, in case it is 
decided that an earlier file was better than the most recently submitted successful file.  Then this can 
be submitted again. 

 

A file whose status is Error or Failed will not be processed further.  The majority of files are likely to 
be óComplete with warningsô. 

 

 

 Step 4:  Retrieve feedback on file 4.2.4

 

When the file has been processed, select View from the Summary Report column for the file 
uploaded.   

 

The Summary Report provides information to help assess the quality of the submission. 
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The Summary tab shows the output status of the file, provides a count of patient records and, 
importantly, the BSP assigned unique file ID.  This ID will be attached to the extracts from both pre 
and deadline processing so that the file can be tracked through the system. 

 

 

If the output status of the file is 'failed', then the Validation Failures tab gives details of the errors that 
meant the file could not be processed.  In this case, another file must be submitted to make the 
submission.  These submission validations are described in the Technical Output Specification 

 

Further details of the validations carried out on submission that would cause a file to be rejected are 
included in the Technical Output Specification (please see individual tables for further details). 
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Each screen within the Summary Report can be printed, or downloaded as a text file.  It is 
recommended that this file is first Saved and then Opened using Wordpad ï which will format the text 
in an accessible way.   

 

The Warnings tab highlights issues which suggest the data might be incomplete or of poor 
quality.  These warnings may prompt to make another submission, but this is still a successful file 
and will be treated as the ólast good fileô if another subsequent file is not sent before the submission 
deadline.  
 
Select the ó?ô symbol for a description of the issue.  Select list details to see the local patient IDs to 
which this warning applies.  These IDs are included in the report that can be downloaded for local 
investigation. 
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The Diagnostics tab provides basic reports in line with some existing information requirements and 
data quality measures.  The construction of the Data Quality Measures can be found in IAPT DQ 
Measure Rules. 

 

 Step 5: Retrieve Pre Deadline extract 4.2.5

 

Please note while any uploaded files are being processed, users are locked out and will be unable to 
load any further files until the current file has been processed.  

 

Once the submitted file has been processed, a pre-deadline extract can be downloaded.  The 
download extract function is only available from the Upload Screen used to upload the file.  

 

NOTE: that extracts are only available for the most recent successful Primary and Refresh files as 
shown in the screenshot below, where the last good file is highlighted in yellow.  This is the only file 
where the option to download extract is available. 

 

It is recommended to download the extract as soon as possible and store it with the relevant BSP file 
ID for reference.  If more than one person has access to the BSP system within an organisation and 
can upload submissions, providers must coordinate to ensure that one file has been reviewed and 
the available outputs collected, before another is uploaded. 

 

Extracts are packed in a zip file.  There are 8 elements to each extract: 

- header.csv 
- patients.csv 
- disabilities.csv 










