Example letter to patient following alleged inappropriate behaviour………

Recipient’s Name
Address Line 1
Address Line 2
Town
Postcode


Dear [Mr/Mrs/Ms XXXXX]

Re: Title of Letter

I am writing to you about an (alleged) incident / situation* on (date) at (place) where (I understand that) the following occurred…. (describe incident).  The practice views this behaviour as unacceptable because…..(provide reason).  
If you disagree with this description of what occurred, or there are circumstances that we are unaware of, which you believe would help to explain or excuse what happened, please let us know, preferably in writing, as soon as possible. If you would like to discuss this matter, please contact us and we will arrange a meeting at a time that is mutually convenient to discuss these concerns. 

If you wish, you can be accompanied by a friend or advocate (we can provide you with contact details of independent advocacy services).

In this practice we have a policy for dealing with situations in which our services are abused. Where there is serious or persistent misbehaviour it can result in the patient being removed from our practice list. Before taking any action we would like to hear from you.

Please remember that we are here to help you. All we ask is that our patients act reasonably and are considerate of the demands they make of us.

A copy of this letter will be kept on file

Please find enclosed a copy of our complaints leaflet for your information.

Yours sincerely



Name(s)
Designation




Example letter to patient following alleged repeat of inappropriate behaviour………

Recipient’s Name
Address Line 1
Address Line 2
TOWN
Postcode


Dear [Mr/Mrs/Ms XXXXX]

Re: Title of Letter

I am writing to you about an (alleged) incident/situation on (date) at (time) at (place) when (I understand that) .... (describe) .... occurred. You will recall that we wrote to you on (date) , copy letter enclosed for information, about an incident/situations in which .... (describe) .... occurred. We warned you on that occasion of our policy of seeking removal from our list of patients/ceasing the provision of primary care services who seriously or persistently abuse our services.

Before taking any action we would like to hear from you if there are circumstances relating to this latest incident/situations that we are unaware of, which you believe would help to explain or excuse what happened. If you would like to discuss the matter please contact us and we will arrange a meeting at a time that is mutually convenient.

If we do not hear from you by (date) we may decide to ask/notify the NHS England to have you removed from our list.

Please remember that we are here to help you. All we ask is that our patients act reasonably and are considerate in the demands they make of us.

Yours sincerely



Name(s)
Designation

Enclosure. (if appropriate)





Example of letter when removal from a GP list is the preferred option…..

Recipient’s Name
Address Line 1
Address Line 2
TOWN
Postcode


Dear [Mr/Mrs/Ms XXXXX]

Re: Title of Letter

Further to my letter of (date), copy enclosed for information, I am writing to you about the incident/situation* on (date) at (time) and (place) when …....... (describe)….... occurred.

Having investigated the matter, we have decided to ask the NHS England to have you removed from our list (expand on reasons if necessary).

NHS England will contact you about finding another practice with which to register.

(Signpost to the Practice’s complaints policy).

Yours sincerely




Name(s)
Designation

Enclosure. (if appropriate)

