Cerebra LEaP Project template letter


This letter applies to England

Letter to complain about a decision to refuse NHS patient transport services
Please change or delete the green text as appropriate
[Your name]
[Address]
[Tel]
[E-mail]
[Date]

Patient Advice and Liaison Service
[Name of Clinical Commissioning Group)

[Address – find details at
https://www.nhs.uk/Service-Search/Clinical-Commissioning-Group/LocationSearch/1]
Dear Sirs 
My [son/daughter] [name e.g. Jessie Daniels]

Date of birth: [date, e.g. 6 July XXXX]
Complaint regarding a decision to refuse NHS patient transport services for [Jessie Daniels]
I am writing to complain about the decision to refuse patient transport services for my [son/daughter] [Jessie].
[Briefly explain your child’s condition and provide details of any transport services your child has received to date].

On the [date / time / place / by letter / telephone etc] I was informed [by whom etc] that [briefly describe the decision, i.e. that your request for transport has been refused). 
I understand that: 
(a) a patient’s eligibility for transport should be determined in accordance with locally agreed protocols or guidelines
 

(b) I can request an explanation in writing setting out the reasons for refusing to provide transport for [Jessie] 
I have not been able to find a copy of your local protocol/guidelines and I have not been provided with written reasons.  
My family will be seriously affected if we do not receive transport:-

· [explain why your child needs transport, enclose any supporting evidence and describe what will happen if you don’t get transport]

I would ask that you:
(1) provide a copy of the protocol/guidelines which were used to determine [Jessie]’s eligibility for transport; 

(2) explain in detail why, [despite the evidence enclosed with this letter], it was decided that [Jessie] is not eligible for NHS transport support, given that [s/he] has received transport on previous occasions and [his/her] needs [have not changed][have increased];
(3) review the decision to refuse transport in light of this complaint
I look forward to receiving a response within [timescale, e.g. 10 days).
Yours faithfully
� Department of Health, ‘Eligibility Criteria for Patient Transport Services (PTS)’, 2007





