Shropdoc

PATIENT INFORMATION LEAFLET
How we use information about you

The purpose of this leaflet is to let you know what information is collected about you and
the ways in which this information is used.

It also tells you about your right to see your health records and how to go about getting
access to them.

Information we hold about you

In order to provide the best possible standards of care we need to keep information about
you. These records may be written down (manual) but are usually held on a computer
(electronic) and the information includes:

- basic details such as name, address, date of birth, NHS number
- records of any treatment you have received from us

This information is held solely for the purposes of maintaining your care. Shropdoc does
not have access to your general health records held by your own GP. In some
circumstances your GP may choose to provide us with specific information that will be
helpful to us in the event that you may require our service out of hours, for example
palliative care patients receiving ongoing treatment.

What we do with your information

When you contact Shropdoc the information that you give, and details of treatment we
give, is recorded electronically. This record is then sent via a secure electronic method to
your own GP practice the next working day. This is so they know you have contacted our
service and the clinical details of your contact can be included in your general health
records.

All telephone calls to Shropdoc are recorded and are used for training, audit and quality
monitoring purposes.



Our obligations

Everyone working for Shropdoc has a legal duty (under the Data Protection Act 1998) to
keep information about you confidential and secure. There must be a clear reason why a
member of staff requires access to personal information, and this information will be
provided on a strictly need to know basis.

At times it may be necessary to work together with other organisations for your benefit,
and it may be necessary to share information about you.

e We will only use or pass on information about you if others involved in your care have a
genuine need for it.

s We will only pass on the minimum information about you that is required to fulfil that
need.

e When we pass on any information about you we will ensure it is kept confidential and
secure.

e We will not disclose your information to third parties without your permission unless
there are exceptional circumstances, such as when the health and safety of others is at
risk, or where law requires the information to be passed on.

How your records are used in other ways to help Shropdoc and the NHS

Some of the other ways that information may be used within the NHS are for the purposes
of auditing the quality of patient care, investigating complaints and incidents and training
staff and healthcare professionals.

Where information is used internally or shared with other NHS organisations for statistical
purposes, stringent measures are taken to ensure that individual patients cannot be
identified.

When a complaint is raised by someone on your behalf we will not investigate or comment
on your treatment without your consent.

Occasionally you may be contacted by an external organisation that we have
commissioned to carry out a patient survey on your experience of using our service.
Recipients are selected at random from our records of recent contacts, and the only
information we will pass on to the organisation is your name and address (i.e. no details
relating to your treatment).

Your care will not be affected if you prefer us not to use your information for other
purposes.



Accessing your health records

Under the Data Protection Act 1998 you have the right to access your health records. This
is known as “right of subject access”. You are entitled to see or receive a copy of your
health care records, but you should note that a charge may be made. You should also be
aware that in certain circumstances, your right to see some details in your health record
may be limited in your own interest or for other reasons.

Further information

Please contact us if you have an enquiry about any of the issues in this leaflet, you wish to
request access to your health records, or if you would like us to arrange for this information
to be provided in an alternative format or language.

Shropdoc
PO Box 436
Shrewsbury

SY3 7WB

Email: feedback@shropdoc.nhs.uk

Tel: 01743 454900 (office hours only)

Your GP Out of Hours service

08444 06 8888




