	

What do you do if you have any questions

Should you have any questions about our subject access policy or the data we hold about you, you should contact either the Practice:

· Information Governance Lead (in the first instance) or;
· Data Protection Officer

Details of these individuals and their contact details can be found at the back of this patient information leaflet.

Complaints

In the first instance, please contact our Data Protection Officer if you have a complaint, who will advise you of our complaints policy if required.

In the event that you are unhappy with the way we have handled your complaint, or our data processing methods, you have the right to make a complaint to the Jersey Office of the Information Commissioner:

Jersey Office of the Information Commissioner
2nd Floor
5 Castle Street
St. Helier
Jersey
JE2 3BT

Email: enquiries@jerseyoic.org
Telephone: +44 (0)1534 716530
Website: www.jerseyoic.org 

	IMPORTANT: Keeping us informed and up to date

Please help us keep your data accurate and up to date. If you change your address or contact details, you need to let us know straight away. Please contact the Practice admin team or visit our website for further information. You will need to provide proof for change of name or of address.


Practice Information Governance Lead

Dr James Kerr / GP Partner

Email: town@clevelandclinic.gpnet.je

Practice Data Protection Officer

[bookmark: _Hlk157152126]Nell Montague-Rendall / Practice Manager

Email: NMontague-Rendall@clevelandclinic.gpnet.je

Telephone: +44 (0) 1534 734121
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	Your Right to Access Your Personal Data

The Data Protection (Jersey) Law 2018 gives every living person, or their authorised representative, the right to apply for access to their personal data, including health records.
This leaflet provides a summary of your right of access. Full details can be found in our Data Protection and Privacy Policy which is available at the Practice and on our website.


How to Request Access

A request for your personal data held at our Practice should be made by completing our Subject Access Request Form, which is available from the Practice or via our website. Please contact us for alternative methods of obtaining access if you are unable to make a request by this method.
There is no charge for making a request, except in certain limited circumstances.


Need for Identification

To ensure the security and confidentiality of your data, we need to ensure that we have sufficient information to identify you and to locate the information held about you.


How Long Before You Will be Provided the Information You have Requested

Once we have all the required information, your request should be fulfilled within 4 weeks (in exceptional circumstances where it is not possible to comply within this period you will be informed of the delay and given a timescale for when your request is likely to be met).

	Withholding Information 

In some limited circumstances, we may withhold certain information. 

These rare cases are:

· Where it has been judged that supplying you with the information is likely to cause serious harm to the physical or mental health or condition of you, or any other person, or;

· Where providing you with access would disclose information relating to or provided by a third person who had not consented to the disclosure, this exemption does not apply where that third person is a clinician involved in your care.


Helping Us Assist You With Your Request

When making your request for access, it would be helpful if you could provide details of the specific time-periods and aspects of your health record you require (this is optional, but it may help the Practice respond to you quicker and reduce the resources required to deal with your access request).

Receiving the Information You Have Requested

We will make every effort to send your information to you in the form you have requested. If you provide us with an email address to use, we advise you not to use a shared email account. It is your responsibility to ensure the safekeeping of your data once you have received it.  Please enter your email address fully and legibly. 
	Third Party Requests

If you are using an authorised Third Party representative, you need to be aware that in doing so they may gain access to all health records concerning you, which may not all be relevant. If this is a concern, you should inform your representative of what information you wish them to specifically request when they are applying for access.


Consent for children under 16 (Gillick Competence)

Everyone aged 16 or more is presumed to be competent to give consent for themselves, unless the opposite is demonstrated. 

If a child under the age between 13 and 16 has “sufficient understanding and intelligence to enable them to understand fully what is proposed” (known as Gillick Competence), then they will be considered competent to give consent for themselves.

Young people aged 16 and 17, and legally ‘competent’ younger children, may therefore sign the Subject Access Request Form for themselves, but may wish a parent to countersign as well. 

If the child is not able to give consent for themselves, someone with parental responsibility should do so on their behalf by signing the Subject Access Request Form.
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