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Accessing Your Health Records
(Data Protection Act 1998)

1. How Do I Make An Application?

In order to submit an application you must complete an access to health records application form attached.  This form should be completed with as much detail as possible in order for us to process your application quickly and efficiently.

2. What Is Acceptable As Proof Of Your Identity?
In order to process your request, we require proof of identity. Documents we accept are birth certificates, adoption certificates, driving licences, passports, marriage certificates or civil partnership certificates. Failure to provide evidence of identification will mean we cannot process your application. In case of solicitors applying for health records on your behalf, we accept a signed authority countersigned by your solicitors.

3. What Is The Process For Dealing With Applications?

Once we have received your application, we will retrieve your notes and apply to the consultant(s) for consent to release them to you.  Once all consents have been applied for, and received, we will contact you to make arrangements for you to view your records.  Alternatively, you can have copies of your records sent directly to you. We comply with the Information Commissioners Code of Practice.
4. What Charges Are Made?

Under the terms of the Data Protection Act a maximum charge of £50.00 can be charged.  This comprises of a £10.00 access fee, and should you wish to take copies of your records additional photocopying charges will be made. X-rays are supplied on discs and are charged at £10.00. All charges must be paid in full before the records are released.

5. How Long Will My Application Take?

Once we have received your completed application, we will endeavour to process your request for access within 21 days; your request should take no more than forty days from the date it is received. In exceptional circumstances the request can sometimes take longer, in this instance we would contact you to advise you accordingly.

6. Can Access To Some Or All Of Your Records Be Refused?

Access to your records can be refused for the following reasons:

· Where disclosing the personal data would reveal information which relates to and identifies another person, unless that person has consented to the disclosure. This doesn’t apply to the health care professional involved in your care.
· Where permitting access to the data would be likely to cause serious harm to the physical or mental health or condition of the data subject or any other person.

· Where the request for access is made by another on behalf of the data subject, such as a parent or child, access can be refused if the data subject had either provided the information in the expectation it would not be disclosed to the applicant or had indicated it should not be disclosed.  Equally, if the data was obtained as a result of any examination or investigation to which the data subject was subject to, and consented to, on the basis that the information would not be disclosed.

7. Access To Casenotes For Deceased Patients
If you wish to access casenotes for a patient who is deceased then these applications are made under the terms of the Access to Health Records Act 1990. Application forms are on the Trust Website at www.yorkhospitals.nhs.uk/your_visit/data_protection/ 
8. Trust Retention And Destruction Guidelines
· General casenotes are destroyed 8 years after last attendance
· Paediatric casenotes are retained until the patient is aged 25
· Maternity records are retained for 25 years 
· X-rays are retained for 7 years from the date of last x-ray
· Deceased casenotes are destroyed 8 years after the date of death

For further information or to verify if we are holding records you require please contact the appropriate hospital.
Subject Access, Health Records, York Hospital, Wigginton Road, York, 

YO31 8HE. Tel - 01904 725680

Patient Access, Medical Records, Scarborough Hospital, Woodlands Drive, Scarborough, YO12 6QL. Tel – 01723 712369. (This site also for applications for access to records held at Bridlington Hospital)
Reception, Administration, Malton Hospital, Middlecave Road, Malton, 

YO17 7NG. Tel – 01653 693041
Admin Support, Administration, Whitby Hospital, Springhill, Whitby, 

YO21 1EE. Tel – 01947 824205
Email: subjectaccessrequests@york.nhs.uk 
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Application For Access To Health Records (Form 1)
(Data Protection Act 1998)
Patient Details

Surname………………………
Forename(s)…………………………........
Address………………………………………………………………………....
…………………………………………………….   Postcode………………..
Date of Birth………………………………..

Hospital Number………………………   NHS Number……………………..
Contact Telephone Number………………………………….......................
Email Address………………………………………………………………….

Health Records Required
Please indicate below whether you require records for a specific episode of treatment or all health records
Episode of treatment…………………………………………………………..
Episode date (approximate if unknown) …………………………………….
All health records…………………………
Do you want to view your health records………………………..
Declaration
I declare that the information given by me is correct to the best of my knowledge and that I am entitled to apply for access to the health record referred to under the terms of the Data Protection Act 1998.

Please tick one of the following applicable categories:

(  I am the patient

(  I have been asked to act by the patient and attach the patient’s authority. (Including Lasting Power of Attorney for Health & Welfare)
(  I am acting in loco parentis as the patient is under the age of 16 and is incapable of understanding the request

Signature…………………………………………  Date………………………
Please ensure you include a photocopy of your proof of identity. (See paragraph 2 in notes)
V2.0 August 2014
Sally Grabham

