TEMPLATES FOR PRACTICE USE

The following template letters have been drawn up to help practices manage workload, and should be adapted for local use as appropriate.
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Appendix 8 – Template letter to Patients
*GPs may wish to consider adding this correspondence to the patient record.

Appendix 1 - Template response to secondary care work transfer

Patient details: 
Dear X

I refer to your request for this practice to undertake……(insert work requested).  I enclose a copy of your request (optional)
I am sorry that we are unable to undertake this work for the following reason (s):

(Use as appropriate)
· The task(s) is not an essential service as per our GMS/PMS contract
· This work has not been funded as a national or local enhanced service

· This work is more appropriately provided by yourself as a specialist

You will be aware of the current pressures on general practice. Therefore, we are unable to undertake un-resourced or inappropriate work that is outside our contractual responsibility and which will, as a result, jeopardise our core duty of care to patients.
We have informed the patient that this work is not the responsibility of the practice and would be grateful if you would contact them directly to provide the service.

Thank you for your understanding.

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 2 - Template response to inappropriate prescribing requests
Patient details: 

Dear X

You recently wrote asking us to prescribe the following medication for the above patient. A copy of your request is attached.

We are sorry that, in line with our GMC duty of care to patients, we are unable to prescribe this medication because:

(Use as appropriate)

· We do not feel competent and skilled to prescribe this specialist drug. This should be prescribed by a specialist who can take clinical responsibility for this prescription.

· The initiation of this drug should be done by a specialist, and the patient stabilised on the medication before being considered suitable for a GP to prescribe

· The request is for unlicensed use of this drug, and which should therefore be prescribed by a specialist able to take appropriate clinical responsibility

· (For shared care requests)

· We are unable to take on this request for shared care, since we do not feel we have the necessary expertise and skills to take clinical responsibility for the prescribing and monitoring of this specialist medication.

· We are unable to prescribe this medication under shared care arrangements, since the

· prescribing of this medication has not been commissioned as a shared care enhanced service from this GP practice

We would be grateful if you would arrange for the patient to receive this medication via the hospital pharmacy or ideally via a hospital GPI0HP. The patient could then use the latter to collect this medication from their local community pharmacy.
The practice will be taking no further action with regard to this activity and the transfer of responsibility has not taken place. 

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 3 - Template response to requests to follow up investigations performed in other settings

Dear x,

Re: <<Patient Identifier Label>>

We write in response to your letter regarding the above patient requesting that we chase up

the
investigations undertaken by your department.

A copy of your request is enclosed.

This result of this investigation will automatically be sent to you or your department as the requesting clinician. Please note that, as per GMC guidance, it is the responsibility of the doctor requesting a test to take clinical responsibility to follow up and take appropriate action on the result.

We would therefore respectfully request that you follow up the result and take any action accordingly. You will be aware of the pressure general practice is under, resulting from an ever-increasing workload. We would ask that you review your hospital policy on this issue, to avoid practices incurring inappropriate bureaucratic workload of chasing up results which are already in your possession, and which fall under your responsibility.

We will be proceeding on the assumption that you will be taking responsibility for reviewing and taking any action on the above investigation result(s)

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 4a - Template response to requests for post-operative checks
Dear x,

Re: <<Patient Identifier Label>>


We write further to your letter of (insert date) requesting that we undertake a post-operative review on the above patient.

This work falls outside the remit of the General Practice contract and has not been commissioned from us as an enhanced service. The best person to undertake such a review is the surgeon who knows what procedure was performed, any difficulties or complications that occurred during surgery, and what post-operative complications would be expected, if any. We therefore do not believe it is in the best interests of this patient for us to do this review and are unable to comply with your request.

Pressure on general practice means that we cannot take on inappropriate or un-resourced work outside our contract, since this would detract from our core duty of care to patients.
Yours sincerely
CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 4b -Template response to requests for pre-operative assessments
Dear x,

Re: <<Patient Identifier Label>>

We write further to your letter of (insert date) requesting that we undertake pre-operative assessment on the above patient.
This work falls outside the remit of the General Practice contract and is not commissioned from us as an enhanced service. There is a service in place in hospitals for this assessment and such a unit is best placed to undertake such tests, as protocols are followed and anesthetists/surgeons/theatre staff can be directly consulted about problems. 

We therefore do not believe it is in the best interests of this patient for us to do this assessment and are unable to comply with your request. Pressure on general practice means that we cannot take on inappropriate or un-resourced work outside our contract since this would detract from our core duty of care to patients.

Yours sincerely
CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 5 - Letter to hospital provider regarding discharge of patients after missed appointment 

[Patient ID]

Dear x,

Your department has discharged this patient from your service following missing an appointment.

You have requested that we make a new GP referral for the patient to be seen.

You will be aware that general practice is under unprecedented workload pressures. It is not appropriate for GPs and staff to incur the additional bureaucracy and workload to re-refer patients after a single missed appointment. Additionally, many GP appointments are wasted due to patients seeing a GP for the sole administrative purpose of a re-referral, appointments which could instead have been offered to other patients.

We are asking you to review your policy to either routinely send patients a further appointment, or to allow patients to reinstate their missed appointment within a specified time directly with your appointment department, in order to not incur unnecessary additional bureaucracy on hard pressed GP surgeries.

We look forward to hearing from you

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 6 – Template letter to Hospital department/Operational Unit management regarding inappropriate workload transfer to General Practice
Dear x,

INAPPROPRIATE TRANSFER OF WORK TO THIS PRACTICE

We are writing to inform you that the following inappropriate work has been requested from our practice.
Source if inappropriate workload request

Details of request (include copy of letter):
This work is not part of our contractual requirement, nor has it been resourced as an enhanced service. Given the extreme pressures that general practices are under, we are not able to take on this additional and inappropriate work, which will detract from and adversely affect our ability to provide core GP services to patients.

We would ask you to review departmental/operational unit procedures for this particular service to ensure that such work is not inappropriately transferred to general practice in the future.

With many thanks

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 7 - Template letter for request to complete non-contractual administrative task

Dear x,

We recently received a request from you to carry out (insert description of work, e.g. questionnaire, or information request requested)

This work is not part of our contractual requirements. You will be aware that general practice is under unprecedented pressure, and therefore we are unable to carry out your request, since this would detract from our ability to provide core contracted services to our patients.

Yours sincerely

CC Highland LMC- admin.highlandlmc@nhs.net
*Please do not include patient identifiable data when copying to Highland LMC

Appendix 8 - Template letter to Patients – Final Version

Dear Patient,
Quality First: Managing GP workload to deliver safe patient care
 

Your GP Practice, along with other surgeries across NHS Highland is struggling to cope with an ever increasing workload. A significant volume of this work comes from un-resourced work being transferred from hospitals and out-patient clinics (Secondary Care) into Primary Care (GPs and community health teams). 
Sometimes, hospital doctors and nurses will direct you to your GP for a particular test or treatment.  However, if it is not appropriate for your GP to do the hospital or clinic’s work, the GP may have to remind the hospital doctor or nurse that it is their responsibility. 
This will simply mean that the doctor or nurse responsible for your episode of care will need to make sure that they have completed everything necessary themselves, rather than passing it on to primary care. 
For example, if an urgent medicine is needed in an outpatient clinic, the hospital doctor or nurse should give you a prescription which can be taken straight to the pharmacy; this means that the medicine is immediately available to you, rather than you having to visit your GP and wait, or return the next day for the prescription. Or, a blood test can be taken when you are at hospital clinic, rather than you making an extra trip to your GP Practice to have it done.

General Practice UK-wide is very busy, and in places further south has broken under the strain. Some medical practices have had to close. Sadly, this has had a detrimental impact of the quality of care received by patients. To try to prevent more GP Practices breaking under the strain, the British Medical Association has produced a booklet: “Quality First: Managing workload to deliver safe patient care” (January 2015). Included, are a variety of template letters for GPs to use, which address the key workload areas. 

UK GP Practices have been encouraged to use these letters to send a strong message to hospitals that generate more of this work than others. Many health boards, outwith Highland, started using them some time ago. 

 

It is hoped that this will be a temporary measure. GPs want a better working relationship with hospital colleagues at what is called the primary-secondary care interface. This will improve patient care.

We are grateful for your understanding and support at this time. If you have any further questions about this subject, please speak to your GP or practice manager.
Yours sincerely

Adapted from British Medical Association Document ‘Quality First: Managing Workload to Deliver Safe Patient Care’.  

Provided for use by Highland General Practices by Highland Local Medical Committee


