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	Access To Health Records
Chancellors Wing Link Corridor
Chancellors Wing
St James's University Hospital
Beckett Street
Leeds
LS9 7TF

                                                                                                                     Direct Line: (0113) 20 65118/ 20 66661 
            
       
                                                                                                      leedsth-tr.accesstohealth@nhs.net


	



		


Dear Sir/ Madam,

Re: Application for the release of information under The Data Protection Act 2018 / Access to Health Records Act 1990.

Please read the following information carefully.

A Subject Access Request (SAR) may be made for the following types of information;

Health records
Personal information 
Employment records 

Please note, unless specified within the application form any available radiology images (to include: x-ray, CT, MRI, Ultra sound) and medical photography will not be included. 


In line with the Data Protection Act 2018, to ensure there is no detrimental effect to your physical and mental wellbeing the Access to Health Records (AHR) department are required to approach the most recent or relevant consultant in charge of your care, for permission to disclose. 

AHR are legally permitted 30 calendar days, from the date the Trust receives your completed application form and proof of identification (ID), for your request to be processed. 

Identification (ID):

Supporting ID must be provided with your completed application form, please refer to the declaration section of the form for further details (where applicable).

A copy of the death certificate will be required should the patient be deceased.




In the event of an application being made on behalf of a child or an adult, copies of both the patient and the applicants ID are required.

Please note: Original copies of ID are not required and can be sent electronically.


Charges:

Charges may only occur should there be an excessive amount of information or if you are requesting multiple copies.

Electronic disclosure:

As the Trust moves towards becoming paper-light our default method of disclosure is by encrypted email (Egress) and must be downloaded on receipt, as the link expires after 90 days.

Please ensure you have access to a suitable device to access the information sent to you, this does not include some hand held devices.

In the event you do not have internet access, please contact the AHR team.

If you require any further assistance, please do not hesitate to contact us.

If for any reason, should you be unhappy with the service you have received in relation to your request, please contact the Information Governance team via leedsth-tr.informationgovernance@nhs.net 

If you continue to be dissatisfied, you have the right to contact the Information Commissioner. Generally, the Commissioner cannot make a decision until you have exhausted the Trust’s complaints procedure. Should you wish to contact the Information Commissioner, you can do so by writing to: 
The Information Commissioner’s Office,
 Wycliffe House, 
Water Lane, 
Wilmslow, 
Cheshire SK9 5AF.



Yours sincerely

Access to Health Records Department
Chancellor link corridor
Leeds Teaching Hospitals
Beckett street
Leeds Teaching Hospitals 
LS9 7TF



 

	



		







image1.jpeg
NHS

The Leeds

Teaching Hospitals
NHS Trust




