
Happy House Surgery – Patient Access to Medical Records 
 

Patient Information Sheet 
 
Under GDPR, patients have the right to apply for access to their health records.   
 
The Practice is obliged to comply with a request for access subject to certain exceptions (see below) and unless 
the request is deemed to be unreasonable, there is no charge.  However, the Practice also has a duty to maintain 
the confidentiality of patient information and to satisfy itself that the applicant is entitled to have access before 
releasing information,  which will include the checking of identity (see appendix 1). Access can be requested 
verbally or can be written (you can even use the form at the bottom of this sheet if you wish) however, in 
circumstances where the information being requested is not that of the person or child making the request, we 
would require a written request using the form below. 
 
No patient information may be disclosed to members of the public by telephone. 
 
Applications can be made by: 

 

• The Patient 
 

• Children over 13 years old who are deemed to be mentally competent.  If any other individual should 
ask to access their notes, permission from the child would be sort. 

 

• Children under 13.  Individuals with parental responsibility for an under 13 year old will have a right to 
request access to those medical records however, the Practice may still need to seek the child’s 
permission in certain circumstances dependent on their medical history and whether the child has 
been deemed to be ‘Gillick Competent’. 

 
A person with responsibility is either: 
 
 i the birth mother, or 

ii the birth father (if married to the child’s mother at the time of birth or listed on the birth certificate 
(after a certain date, depending on which part of the UK the child was born in) or 

 iii an individual given parental responsibility by a court. 
 
(This is not an exhaustive list but contains the most common circumstances).   
 
Technically, if a child lives with, for example, its mother and the father applies for access to the child’s records, 
there is no “obligation” to inform the mother.  In practical terms, it is good practice however, that both parents 
should be made aware of access requests unless there is a good reason not to do so.  It is possible for both the 
mother and father to make separate requests for a child.  
 
Patient Representative.  A patient can give written authorisation for a person (for example a solicitor or relative) to 
make an application on their behalf.  The Practice may withhold access if it is of the view that the patient 
authorising the access has not understood the meaning of the authorisation.   
 
Court Representative.   A person appointed by the court to manage the affairs of a patient who is incapable of 
managing his or her own affairs may make an application.  Access may be denied where the GP is of the opinion 



that the patient underwent relevant examinations or investigations in the expectation that the information would not 
be disclosed to the applicant. 
 
Deceased Patients’ Health Records 
  
Current legal advice is that the Courts would accept that the duty of confidentiality expected of health professionals 
continues after death. The Department of Health, General Medical Council and other clinical professional bodies 
have long accepted that the duty of confidentiality continues beyond death and this is reflected in the guidance 
they produce which is reflected in the Access to medical Health records Act of 1990.  
 
Access is available to the patients personal representative (this could be a relative or another person) of the 
deceased or to any person having a claim arising out of a patient’s  
 
Access of Notes by Public Bodies 
 
There are also a range of public bodies that have lawful authority to require the disclosure of health information. 
These include the Courts, legally constituted Public Inquiries and various Regulators and Commissions e.g. the 
Audit Commission and the Care Quality Commission.  In these cases the common law obligation to confidentiality 
is overridden. 
 
Patients Living Abroad 
 
Former patients living outside of the UK who had treatment in the UK have the same rights in applying for access 
to their UK health records. An NHS organisation should treat these requests the same as someone making an 
access request from within the UK.  
 
Original health records will not be given to patients to keep/take to a new GP outside the UK. In instances when a 
patient moves abroad a GP may be prepared to provide the patient with a summary of the patient’s treatment. 
Alternatively, the patient is entitled to make a request for access to their health record under the DPA to obtain a 
copy.  
 
Process 
 
GP Practices receive applications for access to records via a number of different sources. Where a solicitor or 
other representative is making the request, ensure that you have patient signed consent, and sufficient information 
to clearly identify the patient. 
 
The Practice is not required to provide all the information requested if this would involve disproportionate effort 
although such circumstances would be rare.  
 
Grounds for refusing disclosure to health records 
 
The GP may refuse to disclose all or part of the health record in certain circumstances, which include: 
 

• disclosure would be likely to cause serious harm to the physical or mental health of the patient or any other 
person;  

• the records refer to another individual who can be identified from that information (apart from a health 
professional).  This is unless that other individual’s consent is obtained or the records can be anonymised. 

• If a deceased person had indicated that they did not wish information to be disclosed, or the record contains 
information that the deceased person expected to remain confidential then it must remain so after their 
death. 



 
  
Timescales 
 
Copies of records should be supplied within one month of receiving a valid and complete access request. In 
exceptional circumstances, it may take longer.  We will inform you if this is the case. 
 
Collection of  
 



APPLICATION FOR ACCESS TO MEDICAL RECORDS 

Data Protection Act 1998 Subject Access Request 
 
Details of the Record to be Accessed: 

         Patient Surname             

          Forename(s) 

         Date of Birth 

Details of the Person who wishes to access the records, if different to above: 
         Surname 

         Forename(s) 
         Address 

        Telephone Number 
         Relationship to Patient 

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 records referred to above under the terms of the Data Protection Act 1998. 

Tick which ever of the following statements apply. 
 
I am the patient. 
 
I have been asked to act by the patient and attach the patient’s written authorisation. 
 
I am acting in Loco Parentis and the patient is under age sixteen, and is incapable of understanding the request / 
has consented to me making this request. 
(*delete as appropriate). 
 
I am the deceased patient’s Personal Representative and attach confirmation of my appointment. 
 
I have a claim arising from the patient’s death and wish to access information relevant to my claim on the grounds 
that….(please supply your reasons below). 
 
YOUR SIGNATURE……………………..DATE……………………….. 
 
Notes: 
 
Under the Data Protection Act 1998 you do not have to give a reason for applying for access to your health 
records.  
 
Optional - Please use this space below to inform us of certain periods and parts of your health record you may 
require, or provide more information as requested above. 
 
This may include specific dates, consultant name and location, and parts of the records you require e.g.  written 
diagnosis and reports. 



Appendix 1 
 

Given the significance of the information being provided in this kind of request, the information will only be 
released to an individual who can provide documentary evidence of their identity.  The practice requires 
both photo ID and evidence of the patient's address, which must be no more than six months old.  If the patient 
does not have photo ID, then there are alternatives which we can accept.  We only require a copy and not the 
original document. 
 
The full list of acceptable ID is as follows: 
 

 Acceptable Photo Personal Identity Documents:  

• Current UK (Channel Islands, Isle of Man or Irish) passport or EU/other 
nationalities passports.  

• Passports of non-EU nationals containing UK stamps, a visa or a UK residence 
permit showing the immigration status of the holder in the UK*  

• Current UK (or EU/other nationalities) Photo-card Driving Licence (providing that 
the person checking is confident that non-UK Photo-card Driving Licenses are 
genuine)  

• A national ID card and/or other valid documentation relating to immigration status 
and permission to work*.  

  
  
Where the applicant is not able to provide acceptable photographic ID the following must be provided:-  
  

• One form of non-photographic personal identification and one document 
confirming the address which must be provided from different sources.  

• For access to a young person’s record, a copy of the young person’s birth 
certificate.  

• Where the young person aged 13 or over does not have capacity, documentary 
evidence of this.  

  
Any document not listed above is not an acceptable form of identification e.g. organisational ID 
card.  
  
Acceptable Non-Photo Personal Identity Documents  

• Full UK birth certificate – issued within 6 weeks of birth  
• Current full driving license (old version); (provisional driving licenses are not 

acceptable)  
• Residence permit issued by Home Office to EU Nationals on inspection of own-

country passport  
• Adoption certificate  
• Marriage / civil partnership certificate  



• Divorce or annulment papers  
• Police registration document  
• Certificate of employment in HM Forces  
• Current benefit book or card or original notification letter from the Department of 

Work and Pensions (DWP) confirming legal right to benefit  
• Most recent HM Revenues and Customs (previously Inland Revenue) tax 

notification  
• Current firearms certificate  
• Application Registration Card (ARC) issued to people seeking asylum in the UK 

(or previously issued standard acknowledgement letters, SAL1 or SAL2 forms)  
• GV3 form issued to people who want to travel in the UK without valid travel 

documents  
• Home Office letter IS KOS EX or KOS EX2  
• Building industry sub-contractor’s certificate issued by HM Revenues and 

Customs (previously Inland Revenue)  

  
  
To confirm address, the following documents are acceptable:  

• Recent utility bill or a certificate from a supplier of utilities confirming the 
arrangement to pay for the services on pre-payment terms (note: mobile 
telephone bills must not be accepted as they can be sent to different addresses).  

• Utility bills in joint names are permissible;*  
• Local authority tax bill;*  
• Current UK photo card driving licence (if not already presented as a personal ID 

document);  
• Current Full UK driving licence (old version) (if not already presented as a 

personal ID document);  
• Bank, building society or credit union statement or passbook containing current 

address;  
• Most recent mortgage statement from a recognised lender;*  
• Current local council rent card or tenancy agreement;  
• Current benefit book or card or original notification letter from Department of 

Work and Pensions (DWP) confirming the rights to benefit;  
• Confirmation from an electoral register search that a person of that name lives at 

the claimed address;*  
• Court Order.*  

  
  
*The date on these documents must be within the last 6 months (unless there is a good reason 
for it not to be e.g. clear evidence that the person was not living in the UK for 6 months or more) 
and they must contain the name and address of the applicant.  
 


