How do I apply to see my records?

· Ask the Health professional if you can see the records informally.

· Make a written request to the NHS organisation where you received the treatment.  
· Requests for medical records will be passed to your GP for authorisation, so please allow at least one week for your request to be processed.
Please note:

· You may have to pay a fee. 

· We will also require you to provide us with adequate proof of identification.

Can I alter the information on my records?

You should let us know if you disagree with something written on your file. You may not always be able to change or remove the information, but we will correct factual inaccuracies and may include your comments in the records.

Making a comment, suggestion or complaint

Please contact the Quality Manager at 

Richmond Clinical Commissioning Group

Civic Centre

44 York Street

Twickenham

TW1 3BZ

Tel 020 8734 3001

The PCT has access to interpreters who can speak other languages. This leaflet can be made available in large print, Braille or on audiotape and a translation service is available. Please contact 0845 310 9900
The Patient Advice and Liaison Service (PALS) will provide advice and support to service users, their families and carers.  It also provides on-the-spot help to sort out any problem you may have. You can contact the PALS Manager on 020 8734 3001
NHS Direct 

NHS Direct is a 24-hour confidential  advice helpline staffed by expert nurses.  Phone 0845 4647. The helpline has access to interpreters who can speak other languages. 

NHS Direct Online – this is an internet site which provides information about health services, conditions and treatment choices

www.nhsdirect.nhs.uk
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What information does the NHS keep about patients?

NHS staff keep records about your health and the care you receive. Your information may be written down or held on a computer and may include:

· Basic details about you, such as address, date of birth, next of kin, ethnic group and NHS number

· Current and past contacts we have had with you 

· Notes and reports about your health or social care needs

· Details and records about the care you receive and who is providing the care

· Relevant information from other NHS and care providers for example, social services
Why does the NHS keep this information about patients?

· To help us plan and provide your treatment and support

· To ensure we keep accurate and up to date information 

· So that we can contact you 

· To enable us to look back and check on the type and quality of care you have received

· For legal reasons

Everyone involved in your care has a legal duty to keep information about you confidential and secure.

By holding information about everyone that we provide care for, we can:

· Review the care we provide to ensure it is of the highest standard

· Plan services for the future

· Monitor the way public money is spent

· Conduct health research and improve treatment

· Produce statistics for local planning and national comparison

This information is used anonymously. 

Who can see the information held about me?

The only individuals who have access to your medical records regularly are those involved in providing your care.

When other agencies are involved in the care given to a patient, they too will have access to your records. However, in these circumstances only the minimum amount of information relevant to your condition is shared.

Your information will not be disclosed to third parties such as partners, relatives, friends or carers without your consent  unless

· The disclosure is required by law

· The health or safety of others is at risk

What are my rights?

· You have a right to see your paper and electronic records.  

· You may appoint a person to make the request on your behalf (for example, a trusted family member or a solicitor).

· A parent or legal guardian may make a request to see their child’s information if the child is too young to make the request themselves and the request is in the child’s interest.  If the child is old enough to understand the request, the child will need to consent to the parent/guardian having access to their personal information.  

