[bookmark: _GoBack]This email address is monitored from 09:00 – 16:00 Monday to Friday. Letters and messages sent through after 16:00 will be the next working day.
Important information
· At the beginning of your letter or message, please list: 
· the patient's full name
· the patient's date of birth or address, if known
· the hospital site and ward
· We will only accept messages addressed to specific patients from their family members or friends. We will not accept letters addressed to an anonymous patient, and will be unable to pass them on
· Please note, email is not a guaranteed secure method of communication. Personal or sensitive information is sent by email at the sender's own risk.
We will not be able to confirm that individual letters have been passed on and read. However, if there is a problem in identifying the patient or delivering the letter we will let you know that it has not been passed on.
 

