





The General Data Protection Regulation (GDPR) gives people the right to know what personal information an organisation has about them. To use this right, you can make what is known as a ‘subject access request’.

Only the following people may apply for access to personal information.

· The person who the information is about.
· Someone acting on behalf of the person who the information is about.

You have a right to know whether or not we have any information about you, and a right to have a copy of that information. You have a right to know the following.

· What kind of information we keep about you. 
· The reason we are keeping it and how we use it. 
· Who gave us your information
· Who we might share your information with and who might see your information. 

You also have the right to have any codes or jargon in the information explained.

You won’t be able to see information that could:

· cause serious harm to your physical or mental health, or anyone else’s
· identify another person (except members of NHS clinical staff who have treated the patient), unless that person gives their permission.

If you need any more advice about your rights under the General Data Protection Regulation, please contact The NHS Lothian’s Data Protection Officer or, you can contact the Information Commissioner’s Office:

	Data Protection Officer
NHS Lothian
Information Governance
Woodlands House
74 Canaan Lane
Edinburgh
EH9 2TB
Phone – 0131 465 5444
Email: loth.dpo@nhs.scot

	The Information Commissioner’s Office – Scotland
45 Melville Street
Edinburgh
EH3 7JL.
Phone: 0131 244 9001
Email: Scotland@ico.org.uk




If you want to make a subject access request, please fill in the Subject Access Request form – available on the REDU website, or from a member of staff.

Fee 
Data will be provided free of charge. There may be a charge of a ‘reasonable fee’ when a request is manifestly unfounded or excessive, particularly if it is repetitive. 
A reasonable fee may occur when complying with requests for further copies of the same information. This does not mean that there will be a charge for all subsequent access requests.
The fee must be based on the administrative cost of providing the information.
Response time

We will deal with your request as quickly as possible and within 30 days of receiving your request.  If we have any problems getting your information we will keep you up to date on our progress.

How long records are kept

The usual rules to do with keeping records are that:

· adult general hospital records are kept for six years after the date of the last entry;
· maternity records are kept for 25 years after the birth of the last child;  
· children’s and young people’s records are kept until the child’s or young person’s 25th birthday; and
· mental-health records are kept for 20 years after the date of the last contact.

This may help you in considering what types of records you are applying to see.

Points to consider

Making false or misleading statements to access personal information which you are not entitled to is a criminal offence.

Accessing health records and information is an important matter. Releasing information may in certain circumstances cause distress. You may want to speak to an appropriate health professional before filling in the form.

We ask for proof of ID or a countersignature because we have confidential information and we must get proof of your identity and your right to receive any relevant information.





