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Guide to localising documents
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1. Delete any text at the top of the document which talks about ‘Printing on Hospital Headed Paper’ etc.
2. Add in the logo for the West Hertfordshire Hospitals NHS Trust. [1] It is important that this only appears on the first page of the document [2]. Do not set it as a header.
3. Add in the address for the hospital you are localising the document for [3]. 
a. If the study is running at multiple sites within the Trust, you should still have an address. Also only include the address on Patient Information Sheets (and similar docs) and GP Letters. All other patient docs (Consent Forms, Questionnaires etc.) only need a header.

b. If the study is running at a single site, add the address for that site only.

4. Add in contact details for someone the patients can contact with any queries or problems relating to the study [4]. It is very important that these details are added.
5. You must check if the document is more than just one document (eg a combined PIS/ICF). If there are more that one document that need to be localised, then each one will need localising. The ICF will not need the hospital address (as stated above in point 3).
6. The documents that will need localising are:

a. Patient Information Sheets

b. Patient Consent Forms

c. GP Letters

d. Patient Questionnaires
7. See the next page for the trust headers and addresses.



Other Information
Complaints details are usually given in ‘Part 2’ of the Patient Information Sheet.

Standard Complaints paragraphs for West Herts Hospitals NHS Trust:
The normal NHS complaints mechanism is available to you if you wish to complain about any aspect of the way you are approached or treated during the course of this study.  Formal complaints should be addressed to:


PALS Office, Watford General Hospital, Vicarage Road, Watford, Hertfordshire, WD1 8HB (Tel: 01923 217198)
Contact details for study:

Principle Investigator: Please enter PI name, title and contact telephone number (normally their secretary or research secretary)

Study Nurse: 
Please enter nurse name and title and contact telephone number and/or their bleep (if including the bleep number please insert the following “please call the hospital switchboard on ___________ and ask for bleep__________”)

If you need to contact someone outside of normal office hours please call the hospital switchboard and ask to speak to the doctor on-call.

PALS- HEMEL HEMPSTEAD, WATFORD AND ST. ALBANS CITY HOSPITALS

The PALS office at Watford General Hospital near Main Reception in the PMOK Building operates a drop in service between 10am to 4pm. The PALS office can be contacted by email: pals@whht.nhs.uk, or by phone, on: 01923 217198
Consent Form

If the Consent form and the PIS are 1 document, please make sure you insert the Trust Header again at the top of the Consent Form. You don’t need to enter the address as well.

GP Letter

Please insert the correct hospital address to the GP letter (and any other patient correspondence as advised by the R&D office). Ensure that the Principle Investigator’s name, title and contact telephone number is provided at the bottom of the letter.

If you are in any doubt when ‘localising’ your patient documents, please do not hesitate to contact the R&D Department who will be happy to advise you.
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Hemel Hempstead Hospital


Hillfield Road


Hemel Hempstead


Hertfordshire


HP2 4AD





Tel: 01442 213141





Watford General Hospital


Vicarage Road


Watford


Hertfordshire


WD18 0HB





Tel: 01923 244366





St. Albans City Hospital


Waverley Road


St. Albans


Hertfordshire


AL3 5PN





Tel: 01727 866122
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