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REQUEST FOR THE MAN WITH A CAR SERVICE

For collections from and deliveries to

City and Hackney, Tower Hamlets (including Wolfson House, The Lodge, Donald Winnicott, Anita House etc) and HQ at Alie Street and HQ at The Green
Email completed form to: neil.richards1@nhs.net
Copy all email requests to: linda.knights1@nhs.net 
	A. Requester to complete

	Requester details
	

	Requester name
	

	Requester email
	

	Requester phone no
	

	Collection details
	

	Address for collection
	

	Number of packages to be collected (please state boxes/wallets etc)
	

	Delivery details
	

	Delivery recipient name
	

	Delivery recipient phone 
	

	Address for delivery
	

	Special instructions
	


	B. Recipient to complete

	Receipt details
	

	Packages checked & satisfactory? Y/N/Comments
	

	Name of recipient
	

	Signature of recipient
	

	Date goods received
	


	C. For ‘Man with a car’ use only

	Requester contacted
	

	Recipient contacted
	

	Date collection & delivery arranged for
	

	Notes
	


Further information
Instructions for internal mail deliveries for bulk transfer of person identifiable information, including clinical, HR and other records and multiple copies of person identifiable information

· These records must not be transferred using the internal mail service 

· They should be transferred using the ‘Man with a car’ internal delivery service or where this is not possible by using an approved courier (TNT and Loomis), or accompanied by a member of staff in a taxi 

Sender responsibilities

· Requests for collection/delivery of packages should be made by email using the Trust’s ‘Internal mail request form’ - overleaf and on the intranet at http://elftforum/our_library/information_governance.asp
· All records must be placed in a sealed grey plastic wallet or a sealed box

· Each wallet/box must be clearly marked with the number of records contained within it e.g. 2 records

· Where more than one wallet/box is to be delivered to the same recipient they should be sequentially numbered e.g. 1 of 3, 2 of 3, etc

· Wallets/boxes must be clearly marked with the recipient’s name, address and phone number. (Incorrect or transposed addresses will be returned to the sender)

· The ‘Man with a van’ should be asked to sign to acknowledge receipt of packages before removing them for delivery

‘Man with a car’ responsibilities:
· On receipt of an email requesting delivery, the sender will be notified when the packages will be collected and the recipient notified when they will be delivered

· The request form will be printed off and used as a record for delivery and receipt

· Where there are known parking problems the driver will phone when leaving the previous location to advise an approximate time of delivery

· Normally packages will be delivered directly to the recipient. Every attempt will be made to leave the packages with the named recipient but where this is not possible they will be left with another individual provided a signature is obtained (as below).  

· A signature must be obtained from the recipient prior to leaving the wallet/box. If the driver is unable to obtain a signature, the packages will not be left, another attempt will be made and if unsuccessful, returned to the sender

· Forms will be retained by the ‘Man with a van’ for a period of 2 years in accordance with NHS retention and disposal guidelines

Recipient responsibilities:
· In view of parking restraints recipients should be readily available to accept delivery

· Recipients must check the number of packages corresponds to the labeling on the package. Any variants should be discussed with the delivery driver and clearly noted on the driver’s receipt form

· Recipients are not obliged to accept packages that do not correspond to their labeling or to the information on the request form

· Recipients should sign the driver’s receipt form to confirm safe receipt 

Regular set delivery runs

· Where regular set delivery runs take place (e.g. drugs deliveries) it is not necessary to complete a request form as the delivery driver will complete the relevant details on the request template

· The delivery driver must be asked to sign when goods are collected for delivery

· The recipient must sign the request template to confirm safe receipt of the goods

