FIRST LETTER OF CONCERN

Harm to Facility Operations

(Date)

(Name)

(Address)

(City, State, Zip Code)

RE: (Subject)

Dear (Intended Recipient):

We the staff at (____Full name of facility__) believe that communication is an important part of a successful relationship between patients and the dialysis facility. Good relationships are based on effective communication, mutual respect and an understanding of expectations. Expectations are a two-way street; they are what you can expect from us, as your dialysis provider, and what our expectations are of you. 

You are an important member of the renal health care team and the role you choose to play can be beneficial or harmful to your health. The dialysis staff is committed to making your treatments as pleasant as possible. We want you to feel comfortable, healthy and as strong as possible, as well as confident with our staff.  In addition to our desire to provide a safe, comfortable, and efficient treatment for you, we have a responsibility for the safety and well being of all our dialysis patients, staff, and visitors.  With this goal in mind, the facility adheres to policies and procedures designed to promote the safety and well being of every patient in our facility. It is our intent to take the steps necessary to ensure that all patients follow the facility policies and procedures.  You may recall upon your admission ( insert admit date ), you were provided with a copy of patient rights and responsibilities in addition to facility rights and responsibilities, and you agreed to abide by  them. On (insert date) we became aware of (list incident ) which violates (list policy/responsibility) and states: (Quote the specific policy or procedure here)  We respectively request that you (state facility expectations of the patient ).

It is our desire to continue providing dialysis services to you. In an effort to continue the provision of your care, we encourage your cooperation and assistance. In the event that this situation is not resolved we reserve the right to review other options ( such as_____)  to try and correct the problem.  We look forward to establishing a new relationship with you and we are confident that this can be done. If you have any questions, please do not hesitate to request a meeting with the health care team.

Sincerely,

Medical Director /Administrator/ Social Worker/Clinic Manager 

Letter modeled on sample letters of Mary Rau-Foster in “Dealing with Challenging Patient Situations”
SECOND LETTER OF CONCERN

Harm to Facility Operations

(Date)

(Name)

(Address)

(City, State, Zip Code)

RE: (Subject)

Dear (Intended Recipient):

As you recall a letter outlining violation(s) of the facilities policies and procedures was provided to you on (list date given). The purpose of that letter was to make you aware of certain policies and/or procedures you had violated. It has been brought to our attention that this continues to be a problem.  We want to remind you that the policy you are violating is as follows: (Quote the policy that is being violated)

We are requesting for the second and final time that you (State facility expectations from the patient).  Your current behavior is unacceptable and will not be tolerated. If there are special circumstances that may have caused your violation of the policy or procedure, we would like to discuss them with you.  

Again, it is our desire to continue to serve you as a patient of (name of facility). However, you agreed upon admission to comply with the policies and procedures. Your continued failure to do so puts our relationship in jeopardy and it may be necessary for us to take further actions.  

We are here to provide a service to you. This is a team effort. You are a member of the team. We remain open and willing to assist you in effectively managing your renal disease and complying with the facility’s policies and procedures. Our doors are always open to discuss this or any other matter.   
Sincerely,

Medical Director/ Administrator/ Social Worker/ Clinic Manager 

Letter modeled on sample letters of Mary Rau-Foster in “Dealing with Challenging Patient Situations”
