ALASTAIR ROSS MEDICAL PRACTICE
How To Obtain Access To Your Medical Records
Under the new General Data Protection Regulations (GDPR) and the Access to Health Records Act 1990 everyone has the right to access personal data about themselves held either in computerised or manual form. Records include NHS medical records and private records made by doctors and other health professionals. 
This leaflet deals with:
· Who can access a medical record? 

· How to gain access to a medical record? 

· How long will it take to get access? 

· What to do if you don't understand something in your record? 

· What to do if you feel something is wrong with your record? 

· When can the record holder refuse to provide information? 

· What to do if access is refused? 

Who can see a medical record? 
· You. 

· Another person with your written permission. 

· A parent or guardian of a person under 16, if that person agrees.  
· A court appointed representative of someone who is not able to manage their own affairs. 

· Where the patient has died, the personal representatives and anyone with a claim arising out of death, may apply to see the records, or part of them. The person holding the records need not disclose anything that dates from before November 1991.

How to gain access to a medical record? 
· If you want a copy of the records or a written explanation of any information in them you must make a request to the Practice.  You will be asked to complete a form for this purpose which is available from reception and you may also have to produce some proof of your identity. 
· When a request is received the Practice Secretaries will contact you when the copies are ready for collection.
· In order to save time the practice may ask you to identify which parts of the records you require.  
· If you wish to view your records at the surgery, please contact the Practice Manager who will arrange for you to see them as soon as possible.

· Should you wish to access someone else’s records you will need written permission before this can be arranged. You will be required to provide proof of your identity.
· Should you wish to access the records of a patient who has died, you must be a personal representative or someone who has a legal claim arising out of the death.  (in this situation proof will be required)
How long will it take to get access? 
Requests for access to your records should be dealt with promptly. It should take no longer than 1 month after the person holding your records has received your request.
What to do if you don't understand something in your record? 

You have the right to have any part of the records that you do not understand explained by the record holder on written request. You will not be charged for the explanation.

When can the record holder refuse to provide information? 

· The record holder has the right to make sure of your identity when you request information from your health records. If you are applying on someone else's behalf the record holder has the right to check that you have permission to do so.  In some situations the record holder may refuse to disclose information requested from the health records as follows:
· When the record holder thinks access is likely to cause you or anyone else serious physical or mental harm. 

· When a record contains details that the patient has asked not to be revealed. 

· When disclosing the records would reveal information that relates to or identifies another person unless their consent has been given; except where it is reasonable to disclose the records without that person's consent. 

· Where it is not possible to supply you with a copy of the required information (because for instance the records have been destroyed or following a death, records have been returned to NHS England for storage).

What to do if access is refused? 

Please contact the Information Commissioner,  at Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 5AF. Tel 01625 545700, www.informationcommissioner.gov.uk 
What to do if you feel something is wrong with your record? 
If you think that your records are inaccurate, please ask the record holder to correct them. Your record will be reviewed and amended/deleted if appropriate.  Where it is not possible to amend the records, we will contact you to arrange a meeting to explain the reasons why. 
If you still dispute to accuracy of your records you will be referred to the practice complaints procedure and/or the Health Ombudsman.
The cost of obtaining access to your records. 
There is no charge for copies of your medical records.

However, some charges can be made in the following circumstances:

· where further copies are requested.
or
· the request is “manifestly unfounded, or excessive” a reasonable fee based on the organisations administration costs may be charged.

