


Please amend the text in red before sending. 

For the attention of the Director of Adult Social Care and CEO of [add name of hospital] 
[Add names and addresses of local authority and hospital you are writing to]

[Insert your name and address]
[Insert date]

cc [Add hospital PALS team address or email]


Dear [insert name of Director of Adult Services and CEO of hospital],
Re.: [insert name of person with care needs]
D.O.B.: [insert date of birth of person with care needs]
NHS No. : [insert NHS number of person with care needs]

I am writing on behalf of [name of person with care needs] who is my [explain relationship e.g. client, advocacy partner]. They are currently in hospital and I am worried about what will happen next. 
[Insert details of specific concerns. You may wish to use the examples below. Please delete any examples that do not apply: 
· the hospital has not involved [name of person with care needs] or [name of carer/family/myself] to discuss their discharge
· the hospital plans to discharge [name of person with care needs] without arranging the short-term support they need to recover at home 
· they have been ready for discharge since [insert date] and no/an inadequate discharge planning has taken place]
Facts of the case
[Name of person with care needs] was admitted into hospital on [insert date]. They were admitted because [insert details of admission]. 
I am now concerned that [insert details of specific concerns.] You may wish to use the examples below. Please delete any examples that do not apply: 
· the proposed support and treatment at home upon discharge is inadequate and unsafe because [add reasons]
·  [insert name] has been ready for discharge since [insert date] but the discharge has not happened because of the delay in a multidisciplinary team planning a move out of hospital  
· no case manager has been appointed to arrange discharge and there are concerns around communication and information sharing in relation to discharge
· a ‘discharge to assess’ process has not been followed which means [insert name]’s discharge has been delayed
This Government guidance should be followed by hospitals and community services when discharging someone  https://www.gov.uk/government/publications/hospital-discharge-and-community-support-guidance/hospital-discharge-and-community-support-guidance  
The guidance says hospitals and community services should use the ‘discharge to assess’ approach when deciding their local discharge processes. This means the majority of people go home (to their usual residence) following discharge.
The guidance means multi-disciplinary hospital discharge teams from relevant services (such as health, social care, housing and charities) should work together so, other than in exceptional circumstances, no one should transfer permanently to a care home for the first time following a hospital admission. Wherever possible, everyone should have the opportunity to recover and rehabilitate at home before their long term health and care needs and options are assessed and agreed.

---
[Only complete the following if you believe that the person has experienced discrimination. Delete text under the heading Discrimination if they have not experienced discrimination.] 

Discrimination 
I also feel that they are being treated unfairly in relation to their [age / disability / gender reassignment / pregnancy and maternity / race / religion or belief / sex / sexual orientation]. 

The reason I believe this is that [insert the reasons that you believe that they have been discriminated against]. 

The Equality Act 2010 states that they are protected against unlawful discrimination by you as a service provider because of their protected characteristics.
---
Next Steps 
I would like to urgently request that [insert details of specific requests. You may wish to use the examples below. Please delete any examples that do not apply]: 
· the hospital carries out an urgent investigation into the failures with the discharge process 
· the hospital takes immediate steps to ensure that reasonable adjustments are made and that appropriate and adequate treatment is provided to [name of person with care needs] 
· the hospital delays the discharge of [insert name] until it is safe to do so 
· the hospital appoints a discharge case manager with immediate effect to arrange for [insert name] to go home with settle in support after which their long-term care and support needs will be assessed from home / care home 
· the hospital and the local authority work together to ensure that a multidisciplinary discharge team plans [name of person]’s move home so they can be safely discharged from hospital as soon as possible  
Given the urgency, I look forward to hearing from you in this regard within the next [24/48 hours] [delete as appropriate]. If I do not hear from you within this time period, I will be raising a safeguarding concern with the local authority [delete as appropriate].
Yours sincerely



[insert your name] 
[insert telephone number]

cc Hospital PALS team 


 
Please delete before sending:  
This letter has been downloaded from a chatbot developed in partnership with Access Social Care. To use this or any other letter again, please go back to the chatbot rather than saving this letter. This will make sure you get the most up to date letter and the right guidance on which letter to send. It will also help us get the data we need to campaign for positive change in social care. 
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