
Your information, your rights
This leaflet explains what type of information 
we hold about you, why we keep this information 
and how you can access it.

How can you access your 
health records?

The Data Protection Act 1998 allows  
you to find out what information we  
hold about you and this includes your 
health records.

If you want to access your health records, 
you should make a written request to:

Subject Access Request
Quality and Safety Team
Provide
900 The Crescent
Colchester Business Park
Colchester
Essex  CO4 9YQ
E: provide.accesstorecords@nhs.net

We will then send you full details on  
how to proceed.

Under most circumstances, you are 
entitled to receive a copy of your records. 
However, you should be aware that in 
some cases your right to see some 
details in your records may be limited in 
your own interest or for other reasons 
which will be explained to you. Please 
note that a charge will usually be made.

The application to access your records 
can be made by you, a person authorised 
by you in writing, or a person appointed 
by court to manage your affairs if the 
court has decided that you are not able  
to do so yourself.

How can you change  
your details?

If you change your name, address or 
telephone number, you health records 
will need to be updated, so that we 
can continue to provide you with our 
services. Always notify your GP or health 
professional so that they can make the 
necessary updates.

How do you complain  
about the contents of  
your records?

If you think that your current records 
contain inaccurate information, you 
should contact the health professional 
treating you and ask for it to be 
amended. If you request to have your 
records amended, the organisation 
will attach a statement of your views to 
your records. If you are still not happy 
with the outcome, you can contact the 
Information Commissioner (the authority 
responsible for regulating and enforcing 
the Data Protection Act):

Contact the Information 
Commissioner’s Office:
Wycliffe House, Water Lane, 
Wilmslow, Cheshire SK9 5AF
Tel: 0303 123 1113
www.ico.gov.uk

How do we hold your records?

We create and hold your records electronically and 
sometimes in hard copy where necessary. We may also hold 
paper records from previous contacts.

Electronic records have a number of benefits:

• You only have to provide your details once.

• Access to your records is fully audited.

• Appropriate records are available 24 hours a day and can 
be more easily shared with health professionals who are 
involved in your care.

• It is easier for staff to book appointments and make 
referrals for you.

• It is easier to control access.
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If you need this leaflet in braille, audio, 
large print or another language, please 
contact our Customer Service Team on:

0300 303 9951/2

or by email at: 
provide.enquiries@nhs.net

Provide
Corporate Offices
900 The Crescent
Colchester Business Park
Colchester
Essex C04 9YQ

T: 0300 303 9999
F: 0300 003 2816
E: provide.enquiries@nhs.net
www.provide.org.uk



Are your records kept confidential?
We have a legal duty to keep information about  
you confidential.

The NHS has produced a “Care Records Guarantee”.  
This guarantee is our commitment that we will use records 
about you in ways that respect your rights and promote 
your health and wellbeing.

You may receive care from other people 
as well as the NHS (like Social Services). 
We may need to share some information 
about you so we can all work together 
for your benefit. We will only pass on 
information about you if there is a 
genuine need.

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

Anyone who receives information from us 
is also under a legal duty to keep  
it confidential.

We are required by law to report 
certain information to the appropriate 
authorities. Occasions when we  
must pass on information include:  
Notification of new births, infectious 
diseases that may endanger others,  
such as meningitis and measles (but  
not HIV/AIDS), and where a formal  
court order has been issued.

We may also have to share your 
information when it is absolutely 
necessary for the prevention or  
detection of crime or prosecution of 
offenders or where there are serious 
risks to the public or our staff.

What information do we 
keep about you?

The information we hold may include:

• Basic details, such as your name, 
address and next of kin.

• Contacts we have had with you, such 
as clinic visits.

• Notes and reports about your health 
and any treatment or care you needed.

• Details about your treatment and care.
• Results of X-rays and laboratory tests.
• Information from other health 

professionals, relatives or those who 
care for you.

Why do we need  
your information?

We need it to ensure that:

• You receive the best possible care.
• Doctors, nurses or other healthcare 

professionals involved in your care 
have accurate information to assess 
your health and future care needs.

• Full information is available should 
you see a health professional in 
another one of our services or be 
referred to a specialist or another  
part of the NHS.

• Here is a good basis for assessing  
the type and quality of care you  
have received.

• Your concerns can be properly 
investigated if you need to complain.

How else do we use  
your records?

Your information may also be used to 
help us:
• Obtain payment for the care we provide.
• Investigate complaints, legal claims or 

untoward incidents.
• Make sure our services meet patient 

needs in the future.
• Review the care we provide to ensure it 

is of the highest standard.
• Teach and train healthcare professionals.

• Prepare statistics on our performance.

Our partner organisations

Organisations that we often share 
information with are:
• Social care.
• NHS hospitals and clinics.
• General practitioners.
• Ambulance services.
• Voluntary sector organisations.
• Other community health providers.

Your information may also, subject to 
strict protocols, be shared with:
• Education services.
• Local authority services.
• Voluntary and private sector providers.
• Commissioners of our services.


