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PRIMARY CARE SUPPORT ENGLAND (PCSE)                         
SMALL WORKS REQUEST FORM – IN SCOPE
PCSE Letters: pcse.patientletters@nhs.net 

Note: Any fields highlighted with a red asterix are required; if they are blank the form will be returned to be completed. 

	[bookmark: _Hlk498337290]Capita Small works request Form

	Section A: Summary

	SWP No:
	

	Date SWP raised*:

	

	Practice Name*:
	

	Practice Code/s*:
	

	Name*:
	

	Email*:
	

	Request Type *:
	Choose an item.	

	Required date of dispatch *:
	



If the request is regarding a letter, please complete Section B. 
If the letter is regarding data, please complete B.2

	Section B: Letter Request

	Letter attached *:
	Choose an item.	

	Target Audience:
	1 letter per household – please see criteria below highlighted in yellow

	Other:
	
	Print type *:
	Monochrome	


	Type of request:
	

	Capitation figure:
	

	No Pages/sides*:
	
	Postage type*:
	2nd Class	




	Section B.2: Data Request

	Type of request:
	Choose an item.

	Type of report*:
	Choose an item.



	Section C: GP Practice Authorisation               



REQUESTEE APPROVAL
 
	Signature*:
	

	Name*:
	

	Position*:
	

	Date*:
	

	Organisation*:
	

	Email*:
	

	Telephone*:
	




 The letters will stay in scope if they follow ALL the criteria below: - 

· Letter is in fact a merger/closure (exceptions – practices with branch sites, practices that have previously merged are classed as super practice, more than 2 practices merging are classed as a super practice) 
· Approval from Management to proceed as an ‘in scope’ letter
· No More than two letters are sent to patients for any ONE merger/closure
· Target audience will be – 1 letter per household - *please see comment below
· The letters are no more than two sides of A4 in length
· The letter is in ‘normal’ margin 
· The letters are printed in FULL Monochrome, including the NHS England logo
· There are no enclosures/inserts
· The letters are dispatched by 2ND Class Business Post
· No fringe practice 


*“The 'head of household' rule is not a 'one per household rule'.  What it actually does is sends a letter to the oldest person with a certain surname at an address” – so if two people with different surnames live at the same address then each patient would receive a letter.”
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