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1 Executive summary 

 
Letters are sent to parents and guardians of all two and three-year-old 

children in Cwm Taf Morgannwg (CTM) University Health Board (UHB) to 
promote eligibility and uptake of the influenza vaccination. In previous years 

this has been manually undertaken by the CTM UHB Child Health Team.  

 
For the 2022-23 influenza season, use of the UK Government Notify platform 

was piloted for sending these letters. This was undertaken in the context of 
a pilot study to test the effect of offering children an appointment date and 

time via letter.  
 

A total of 8,740 letters were sent to parents/guardians of two and three-
year-olds across the UHB in 2022-23. A cost comparison between three 

models of letter distribution identified that the Notify platform offers 
significant resource saving opportunities (see Table 1), in addition to 

allowing letters to be personalised and processed externally. This means that 
resource previously used for in-house letter processing can be used to 

support improved data quality, or other initiatives for increasing vaccination 
uptake.  

 

Table 1: Cost comparison of three models of letter distribution. 

Option Cost per child 

(posted 2nd class) 

Total estimated 

cost for n=8,740 
children  

Notify letters £0.57 £4,966.56 

Local outsourcing £0.80 £6,992.00 

In-house letters £0.81 £7,079.34 

 

 
We recommend the use of Notify in future vaccination programme campaigns 

for sending out letters to patients. The effect of using Notify to provide 
appointment dates and times will be reported separately.  
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2 Background 

 
The Cwm Taf Morgannwg (CTM) University Health Board (UHB) Vaccination 

Programme aims to:  
  

1. Reduce preventable disease in the population by vaccinating 

consenting individuals at the appropriate time. 
 

2. Reduce the inequality in preventable disease distribution in Cwm Taf 
Morgannwg by increasing uptake of vaccinations in areas of 

deprivation and vulnerable populations. 
 

Delivery of annual influenza vaccinations to vulnerable populations in Cwm 
Taf Morgannwg UHB sits within this vaccination programme. This includes 

vaccination of eligible children aged 2-17 years old in Wales, who are 
offered the live attenuated quadrivalent influenza vaccine (LAIV; also 

known as Fluenz) unless contraindicated (Welsh Government, 2022).  
 

Vaccine uptake in children provides both individual protection and indirect 
protection to the rest of the population. Vaccination of pre-school children 

(aged two and three-years-old) is a priority, as uptake is generally lower 

than that of school aged children (Welsh Government, 2020).  
 

2.1 Standard practice for two and three-year-old influenza 
vaccinations 

 
In CTM UHB, vaccination of all two-year-old children is delivered in Primary 

Care settings via the child’s GP surgery. Three-year-old children in the 
Bridgend locality are also vaccinated via Primary Care. However, three-

year-old children in Merthyr Tydfil and Rhondda Cynon Taf are vaccinated 
via local authority nursery settings using a Health Visiting and School 

Nursing delivery model (CTM UHB, 2022).  
 

To raise awareness of vaccination eligibility, parents/guardians of children 
aged two and three-years-old previously received a standard letter via 

post, with general information about eligibility, the recommendation for 

their child to have the vaccine, information about the nasal spray and links 
for further information. Letters were not personalised and were addressed 

to ‘parent/guardian’. The letter contained the following instructions: 
 

 For two-year-olds and three-year-olds in Bridgend: “Your child’s GP 
surgery should contact you to let you know when to take your child 

for their nasal spray flu vaccine. If you haven’t heard from them by 
the end of October please contact the surgery” (Appendix A). 

 For three-year-olds in Merthyr Tydfil and Rhondda Cynon Taf: “Your 
child’s School Nursing Service will contact you from September 

onwards when the flu vaccine is available to let you know when to 
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take your child for their nasal spray (except three-year-olds not in a 

Local Authority nursery class - see * above). If your nursery child is 
unable to have their vaccination in school you should contact your 

child’s GP to obtain the vaccine.” (Appendix B). 
 

Letters were typically printed, processed and packaged by the respective 

Child Health Teams in August, and then posted out to parents/guardians in 
the middle of September.  

 
General practices were then responsible for contacting parents/guardians 

directly to invite children registered within their respective practices, to 
receive their vaccination. Practices were also responsible for arranging 

vaccination appointments and promoting uptake of the vaccination within 
their practice population. Feedback gathered via an informal survey with 

practices in CTM UHB reported a range of approaches to promoting 
influenza vaccinations and inviting all patients to receive their vaccination, 

including text messages, letters, social media, posters, word of mouth, 
messaging on repeat prescriptions, messaging on TV screens in the 

practice and dedicated clinic times.  

2.2 Areas for improvement  

 

To explore reasons for low uptake of vaccinations in two and three-year-old 
children in Cwm Taf Morgannwg UHB, the Local Public Health Team have 

undertaken a series of projects.  
 

An evidence review exploring interventions to increase influenza 
vaccination uptake in two and three-year-olds was undertaken in 

November 2021 (Todd, Elliott & Cushen, 2021). The evidence review 
identified that misperceptions about the vaccine, beliefs about 

efficacy/necessity of the vaccine, media influences and lack of 
information/convenience were all barriers. On the other hand, facilitators 

included positive perceptions, parental reminders, practice reminders, 
endorsement from trusted healthcare professionals (e.g. Health Visitors), 

information provision and increased accessibility of vaccination clinics.  
 

Following the 2021-22 influenza vaccination campaign, the CTM UHB Local 

Public Health team undertook a community survey to explore engagement 
with, and experiences of, vaccinations programmes for different population 

groups, and to generate recommendations to improve uptake (Elliott et al., 
2022). Respondents who were parents of two and three-year-old children 

(n=39) were asked questions about barriers, facilitators and their 
experiences of the vaccination campaign. Participants were motivated by 

the desire to protect their child and others from illness. However, not 
believing the vaccine was necessary or effective, being unable to book an 

appointment, not knowing the short/long-term effects and not knowing 
their child was eligible were all barriers. Those whose children did not 
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receive the vaccination said they would be more likely to get their child 

vaccinated if they were sent an appointment date and time. 
 

Finally, an evaluation of the Local Authority nursery school vaccination 
programme for three-year-old children was published in 2022 (CTM UHB, 

2022). This found that vaccination in nursery settings resulted in 

significantly greater uptake, and reduced inequalities in uptake based on 
deprivation. Feedback from parents and staff involved in the programme 

was positive and the programme has since continued in Rhondda Cynon 
Taf and Merthyr Tydfil for three-year-old children, with plans to scope out 

extending to the Bridgend locality for the 2023/24 influenza season.  

3 Piloting use of Notify with two and three-year-old children 

in CTM UHB 

To address low uptake of influenza vaccination amongst two-year-old 

children in CTM UHB, a pilot project was developed in partnership between 
the CTM UHB Local Public Health Team, the CTM Specialist Immunisation 

Team, the CTM Child Health Team and Public Health Wales’ Vaccine 
Preventable Disease Programme (VPDP).  

The pilot aimed to send appointment dates and times to two-year-old 
children in nine General Practices in Cwm Taf Morgannwg UHB. The UK 

Government Notify system was identified as a platform which could facilitate 

this. It was agreed that the platform would be used for letters for all two and 
three-year-old children, to ensure consistency across intervention and 

comparison practices. The results of the pilot will be reported separately.  

This document reports on the process of using the UK Government Notify 

system to send letters regarding influenza vaccination to parents of two and 
three-year olds and presents a resource analysis, comparing the Notify 

system with standard practice.  

Cwm Taf Morgannwg UHB Cyber and Information Governance team 

approved a Data Protection Impact Assessment (DPIA) proposing use of the 
Notify platform on 13.09.2022. 

4 The UK Government Notify System 

The UK Government ‘Notify’ system is a Government Digital Service from 

which users working in central government, Local Authority, or the NHS, can 
create, customise and send emails, text messages and letters. Notify allows 

users to send personalised messages using a mail merge into a single 

template, which can then be sent out in bulk to a list of contacts. The Notify 
system has been used by some Welsh Health Boards and was the system 

used to send out appointment dates and times for COVID-19 vaccinations 
across Wales.  

https://www.notifications.service.gov.uk/
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To use Notify to send letters, users must first create a template. Following 

this, they can then upload a spreadsheet containing the necessary 
information for the mail merge, such as forename, surname, address lines 

1-6, postcode, appointment date, and any other relevant information. The 
organisation logo also needs to be sent to Notify for the administration to 

manually upload. A Welsh translation can also be uploaded and personalised 

in the same way as the English version. 

Once uploaded, the letters are sent within one day and received within 3-4 

days depending on whether letters are posted first class or second class. 
Notify produces a report on number of letters delivered and any failures.  

Notify can also be used to send messages via SMS text message or via email. 
These work in a similar way to letters, and require a template to be uploaded, 

which can then be personalised and sent out using a spreadsheet upload. 
Due to concerns about data quality and accuracy of telephone numbers and 

email addresses within the Child Health database, the decision was taken to 
only use letters in the present pilot.  

4.1 Using the UK Government Notify System in CTM UHB 2022 

During 2022-23, a total of 8,740 letters were sent to two and three-year-old 

children across CTM UHB(See Table 1). Nine practices in CTM UHB were 
involved in a pilot, through which parents/guardians were sent an 

appointment date/time for their child’s vaccination (reported elsewhere). 

These letters were posted first class due to time constraints. All other letters 
were posted second class.  

Table 1: Total letters sent in CTM UHB in 2022 (n=8,740) 

Description Bridgend Rhondda/ 

Merthyr 

Total 

Pilot practices  286 507 793 

Two-year-old children 1,160 2,506 3,666 

Three-year-old children  1,510 2,771 4,281 

Total 2,956 5,784 8,740 

Notify charges per letter and the price includes paper, postage, double-sided 

colour printing and a C5 size envelope with an address window. Table 2 
shows the price per letter, depending on sheets included.  
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Table 2: Notify postage prices 

Description 2nd class 1st class 

1 sheet, double sided 41p + VAT 63p + VAT 

2 sheets, double sided 46p + VAT 68p + VAT 

3 sheets, double sided 51p + VAT 73p + VAT 

Letters included a covering page explaining eligibility for vaccination and 
information about the vaccine, as well as a newly developed sheet of 

frequently asked questions. A Welsh translation of the letter and frequently 
asked questions was also included. As a result, each letter comprised two 

sheets of paper, printed double sided. Three letter templates were used: 

 

1. Pilot practices: A personalised bilingual letter, which included 

eligibility information, FAQ and an appointment date and time for 

their vaccination (Appendix C). 

2. All two-year-olds and three-year-olds in Bridgend: A personalised 

bilingual letter, which included eligibility information, FAQ, and a 

statement informing them that they will hear from their General 

Practice regarding vaccination (Appendix D). 

3. Three-year-olds in Merthyr Tydfil and Rhondda Cynon Taf: A 

personalised bilingual letter, which included eligibility information, 

FAQ, and a statement informing them that their child would be 

offered the vaccination in their Local Authority nursery (Appendix E).  

Instructions for preparing the spreadsheet and using the Notify platform can 
be found in Appendix F. 

4.1.1 Resource implications for using the Notify platform 

Table 3 shows the total costs (including VAT) for the letters that were posted 

out to all two and three-year-old children in CTM UHB. The total cost of 
sending all the letters (n=8,740) was £5,033.83.  
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Table 3: Total costs for GOV.UK/Notify (VAT included) 

Description Bridgend Rhondda/ 

Merthyr 

Cost 

Pilot practices  

(First class) 

£233.38 £413.71 £647.09 

Two-year-old children 

(Second class) 

£640.32 £1383.31 £2,023.63 

Three-year-old children 
(Second class) 

£833.52 £1529.59 £2,363.11 

Total £1,707.22 £3,326.61 £5,033.83 

*NOTE: additional test/incorrect address letters (n=10, £8.16) included in 
Bridgend pilot practice calculations. 

In addition to the financial implications of using Notify, it is important to note 
the staff time taken to prepare the databases and use the platform. Table 4 

demonstrates the number of hours required by different staff members at 
different banding, and calculates an estimation of the cost for this staff time.  

Table 4: Staff costs for using GOV.UK/Notify  

Description Hours Hourly 
rate* 

Staff 
banding 

Estimated 
cost 

System set up 
(PHW)** 

10 £23.44 Band 7  £234.40 

10 £19.96 Band 6  £199.60 

Database 

preparation*** 

15 £12.73 Band 4 £190.95 

4 £11.14 Band 3 £44.56 

Uploading data 
to Notify*** 

6 £23.44 Band 7 £140.64 

4 £12.73 Band 4 £50.92 

2 £16.13 Band 5 £32.26 

Total £893.33 

*NOTE: Hourly cost has been calculated based on the Agenda for Change 

top step point for the band, without including estate costs. Hourly pay scales 
2021/22 | NHS Employers 

https://www.nhsemployers.org/articles/hourly-pay-scales-202122
https://www.nhsemployers.org/articles/hourly-pay-scales-202122
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**NOTE: System set up and preparation would not need to be undertaken 

on an annual basis as templates from previous years could be used.  

***NOTE: The time to prepare the databases and upload the data to Notify 

includes additional time to prepare the spreadsheets for the pilot practices 
with appointment times, and to upload pilot practice spreadsheets on an 

individual basis.  

4.1.2 Total cost for using Notify for two and three-year-olds in CTM 
UHB in 2022 

Based on the cost and resource calculations presented, the total cost for 
sending letters to all two and three-year-olds in CTM UHB in 2022 was 

£5,927.16, with a cost per child of £0.68.  

It is important to note that the introduction and set up of the Notify platform 

introduced additional costs that would not necessarily be repeated, as did 
the appointment time/date pilot. In the future, there would not be an 

additional cost for first class postage for some children, as this was due to a 
one-off pilot.  

On this basis, continuing to use Notify in future years would only require a 
second class letter per child, and reduced Band 4 and 5 time to prepare 

databases and upload data to Notify (see Table 5). This would result in a 
total cost of £4,966.56 for all letters in CTM UHB.  

Table 5: Ongoing costs for Notify use post-pilot 

Description Cost per child Overall cost 
(n=8,740) 

Second class letter & postage 
in Notify 

£0.55 £4,807 

Staff time: 10 hours Band 4, 2 

hours Band 5 

£0.018 £159.56 

Total £0.57 £4,966.56 

4.1.3 Resource implications for standard practice (in-house) 

Prior to using Notify, the Child Health Teams were responsible for printing, 
packaging, processing and posting all letters for two and three-year-old 

children in house (approximately 9000 letters). This process is still 
undertaken for the school influenza vaccination programme, which involves 

processing of approximately 75,000 letters across CTM UHB.  

An estimation of the cost implications and resource implications of this for 

two and three-year-old children has been calculated and presented in Tables 
6 and 7. 
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Table 6: Resource costs for in-house letters (VAT included) 

Description Price per child Total cost (n=8,740) 

Paper £0.007 £59.82 

Printing £0.018 £160.00 

Envelope £0.01 £91.29 

Labels £0.007 £60.00 

Postage £0.69 £6,030.60 

Total £0.732 £6,401.71 

 

Table 7: Staff costs for in-house letters 

Description Hours Hourly 

rate* 

Staff 

banding 

Estimated 

cost 

Printing & 

photocopying 

5.5 £10.19 Band 2 £56.04 

Envelope processing** 61 £621.59 

Total £677.63 

*NOTE: Hourly cost has been calculated based on the Agenda for Change 

top step point for the band, without including estate costs. Hourly pay scales 
2021/22 | NHS Employers 

**NOTE: Calculated based on 10 seconds to stuff and seal each envelope, 5 
seconds to label each envelope and 10 seconds to frank each envelope; 

based on n=8,740 children. 

Based on the cost and resource calculations presented, the total cost for 

sending letters to all two and three-year-olds in CTM UHB in 2021 was 
£7,079.34, with a cost per child of £0.81. 

4.1.4 Resource implications for standard practice (locally out-
sourced) 

In 2021, staffing issues in Rhondda Cynon Taf/Merthyr Tydfil meant that it 
would not be possible to process and deliver the letters for two and three-

year-olds in house. As a result, this task was outsourced to a local company. 
This cost £4535.52 for ~5,700 children, resulting in a £0.80 per child cost. 

https://www.nhsemployers.org/articles/hourly-pay-scales-202122
https://www.nhsemployers.org/articles/hourly-pay-scales-202122
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4.1.5 Cost comparison 

Comparing the three delivery models has identified that the Notify system 
has a lower cost per letter, and is less resource intensive than completing 

the letter processing in-house (Table 8). 

Table 8: Cost comparison between using Notify, local outsourcing 

and in-house processing to send letters for two and three-year-old 

children. 

Option Cost per child 

(posted 2nd class) 

Total estimated 

cost for n=8,740 
children  

Notify letters £0.57 £4,966.56 

Local outsourcing £0.80 £6,992.00 

In-house letters £0.81 £7,079.34 

Furthermore, the Notify system allowed for personalisation of the letters, 

which was not possible using the other two methods.  

5 Limitations of the UK Government Notify platform 

Despite the merits identified in this report, it is important to note some 
limitations of the Notify platform:  

 QR codes/images other than the organisation logo cannot be 

uploaded to a template when the template is personalised.  

 The font size/space available on the letter cannot be amended. 

 It is not possible to include additional documentation in different 

formats within the letter (e.g. information leaflet, consent form). 

6 Conclusions 

The present report has demonstrated that the Notify platform provides an 

opportunity to reduce costs and resource use, compared with standard 
practice. It also has the benefit of allowing for personalisation of letters, with 

the potential for adding appointment dates and times (to be reported 
separately). 

As previously mentioned, the Child Health team currently distribute ~75,000 
letters to parents/guardians of school-aged children for the influenza 

vaccination programme delivered in school. Additional letters/mailers are 
sent for routine immunisations. There may be scope to use the Notify 

platform to support the dissemination of these letters in the future, to 
improve effective use of resources and free up available resource to 

undertake other vaccination promotion or improve data quality/accuracy 

during the vaccination campaign.  
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Based on the findings presented in this report, we recommend that Notify is 

used in future Fluenz vaccination campaigns for two and three-year-old 
children, and use of Notify in other vaccination and public health projects is 

explored.  
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9 Appendices 

9.1 Appendix A: Letter to Parents of all 2 year old children and 
3 year old children in Bridgend in 2021/22 
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9.2 Appendix B: Letter to Parents of 3 year old children in 

Merthyr Tydfil and Rhondda Cynon Taf in 2021/22 
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9.3 Appendix C: Pilot practice letters from Notify 2022-23 

*NOTE: Text highlighted in yellow is personalised. 

 

  

 



 

17 
 

9.4 Appendix D: Letters for all two-year-olds and three-year-

olds in Bridgend 2022-23  

*NOTE: Text highlighted in yellow is personalised. 
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9.5 Appendix E: Letters for three-year-olds in Merthyr Tydfil 

and Rhondda Cynon Taf 2022-23 

*NOTE: Text highlighted in yellow is personalised. 
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9.6 Appendix F: Step-by-step instructions for preparing the 

spreadsheet and using the UK Government Notify platform 

Preparing the spreadsheet 

1. Download the spreadsheet from the Cypris system for each practice.  

2. Check that the right children are selected, based on row 1 – children born 

01/09/2019 to 31/08/2020. 

3. Delete rows 1-6. 

4. Delete row 2 – which comes directly under heading titles. 

5. Delete columns: 

a. Date of birth (A) 

b. NHS number (B) 

c. Gender (E) 

d. SCH Code (L) – Mother NHS Number (AC) 

 
6. Insert a column to the left of column C. Label this column “address line 1”.  

 
7. In the first row, type [="Parent/Guardian of"&" "&B2&" "&A2]. This should 

result in the text coming up with “Parent/Guardian of [forename of child] 

[surname of child]”, e.g. Parent/Guardian of Joe Bloggs.  

 
8. Copy this formula for all children by hovering on the bottom, right-hand 

corner of the cell until a black cross appears, and then click that and drag 

down to the end. 
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9. Change columns for address & postcode to 

a. ADDRESS 1  “address line 2” 

b. ADDRESS 2  “address line 3” 

c. ADDRESS 3  “address line 4” 

d. ADDRESS 4  “address line 5” 

e. ADDRESS 5  “address line 6” 

f. POSTCODE  “address line 7” 

 

For letters that are not providing an appointment, skip to step 16. 

For letters that are providing an appointment time and date, follow steps 
10-16. 

10.Go to end of spreadsheet, column J. Add columns for (use exact wording as 

below):  

 “Appointment date” 

 “Appointment time” 

 “Appointment location” 

 “Practice telephone number” 

 “Welsh appointment location” 

 
11.For appointment date – add date of appointment formatted as DD/MM/YYYY 

(e.g. 05/10/2022) for first patient. Copy this date for all children who will 

have clinic appointments on this day. You can do this by highlighting the 

boxes you want to fill, including the one with the first date, and selecting 

“fill” and “down”.  

 



 

21 
 

Once all appointments for that date have been allocated, enter the next 

clinic date, and repeat the copy/fill process.  

 
12.For appointment time – select column by choosing column header [K] – 

right click, format cells, choose “Custom” and insert “hh:mm” to the box 

under the word “Type:”, click OK. This will show appointments on a 24-hour 

clock.  

 
Go to first patient, insert time of first clinic appointment (e.g. “10:00”). 

Press enter, in box below, write the formula: = (click box above with first 

appointment time, e.g. K2) +TIME(0,5,0) for five minute intervals between 

appointments. For 10-minute intervals change the 5 to 10 and so on.  

a. Examples:  

=K2+TIME(0,10,0) for 10 minute intervals  

=K2+TIME(0,3,0) for 3 minute intervals 

 
Go to bottom right hand corner of the cell, a black cross will appear, hold 

the black cross and drag down for all appointments to be allocated within 

this clinic (e.g. 30 appointments). Once all appointments for that clinic have 

been allocated, enter the start of the next clinic time, and repeat formula 

process above.  

 
13.For appointment location – write appointment location in first box, drag and 

drop as above. 
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14.For practice telephone – select column by choosing column header [M] – 

right click, format cells, choose “Text”. Insert practice phone number, 

ensuring the area code is included.  

 
Use the Fill Down tool to copy to all cells. 

 
15.For Welsh appointment location – insert appointment location translated 

into Welsh.  

 
16.Save file, change file type to “CSV (MS-DOS) (*.csv)”. A pop up will ask if 

you want to keep using the format. Choose “yes”. 
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Using GOV.UK/Notify 
1. Go into GOV.UK/Notify, go to the templates section. 

 
2. Select the template you wish to use, e.g. “Pilot Practices” 

3. Check preview – it should show the letter template with the personalised 

sections in brackets in yellow, e.g. ((address line 1)). Check postages tamp 

on top right corner is correct – choose “change” if you want to change to 

second class.  
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4. Check Welsh translation is included in letter template and letter does not 

exceed 4 sides of A4. 

 
5. Choose “Get ready to send” 
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6. A box will appear for addresses, underneath there is a hyperlink which says 

“Upload a list of addresses”. Select this and upload the CSV file that you 

previously saved.  

 
7. Address any errors which come up – this might include missing data. Where 

data is missing, you will need to return to the spreadsheet, find the gap and 

fill it, then reupload the spreadsheet to GOV.UK/Notify. 

8. Scroll down and check that the preview looks correct – does it make sense? 

Do all of the boxes look correct (e.g. first name, surname, appointment 

time, date, etc.). 
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9. Once you have checked everything is correct, scroll to the bottom and click 

“Send X letters”.  

 
10.Letters will be printed at 5:30pm on the day of upload. If you identify any 

issues or mistakes after uploading, the letters can be cancelled before this 

time. 

 

 


