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(*) If the child is aged around 12 years old or over and has the capacity to understand the request 
the child’s written consent will also be required as evidence. If the child lacks the capacity to 
understand the request, evidence will be required that the applicant is acting in loco parentis. 

 
5. All SARs are to be logged on the UHBW SAR Portal even if not submitted digitally.  

 
Processing the SAR 
 

6. The SAR Team will locate all health records requested; this could include more than one 
hospital’s records. If the hospital’s medical records department is a scanning bureau the 
medical records must be scanned to Evolve system prior to sending the request to the 
clinician for sign off. If the hospital’s medical records department is not a scanning bureau the 
medical records will be sent to the clinician for sign off. 
Once the SAR Team have all relevant health records collated, they will review them for any 
concerns to highlight to the healthcare professional needed to authorise disclosure. Concerns 
could relate to safeguarding or mental health. If the medical records are scanned to Evolve 
the below template is emailed to the appropriate healthcare professional most recently 
responsible for the diagnosis, care or treatment of the individual or the time frame in the 
applicant’s request. 

 
Dear [Doctor’s name] 

We have received a Subject Access Request (SAR) from [Patient/Solicitor/Police] for access to the medical records held by UHBW [Patient name is Solicitor/Police/Parent]. After review of the applicant’s documentation 
attached to this email by the SAR Team, we can confirm that this is sufficient under UK GDPR guidelines. [We have also reviewed the patient’s health records and can see that you are stated as the healthcare professional 
most recently responsible for the diagnosis, care, or treatment of the individual or the time frame and specialty in the applicant’s request. / We have also reviewed the patient’s health records and can see the responsible 
clinician has left the Trust and we must appoint a health professional with the necessary experience and expertise, which is why you are being sent this request. Please advise if you think another healthcare professional 
should be reviewing this SAR.]    

We must provide copies of the health records unless any of the exemptions set out in Schedules 3 and 4 of the Data Protection Act 2018 apply. The main exemptions are     

i)         the information would cause harm to the physical or mental health or condition of the patient after application of the ‘serious harm’ test.  

ii)        the information is regarding another individual. Unless that other individual is a healthcare professional involved in the care of the patient,   

            then there should be no disclosure unless consent has been given by the other individual or it is reasonable disclose the documentation.    

Safeguarding or concerns to note following SAR Team review of the patient’s health records     

•     [Note anything found such as safeguarding paperwork or sensitive]   

Request details from [Patient/Solicitor/Police]     

•    [Description of what is being requested. Hospital/Year] 

   

Please can you reply to this email with “I confirm authorisation for the medical records of [Patient Name] to be disclosed” if you give permission for the SAR Team to disclose the [Hospital/Specialty] medical records to the 
applicant.   

The Trust has an expectation to comply with timescales under UK GDPR compliance, so your assistance is much appreciated.    

The BMA has detailed guidance for healthcare professionals on giving access to health records  http //www.bma.org.uk/ethics                        

Guidance from the Information Commissioner’s office here  https //ico.org.uk/for-organisations/guide-to-data-protection/guide-to-the-general-data-protection-regulation-gdpr/right-of-access/health-data/  

Please don’t hesitate to contact us if you have any questions regarding the request.    

Thank you in advance for your cooperation.  

 

If the medical records cannot be scanned to Evolve the below letter template is attached to the 
medical records and delivered via the medical records team to appropriate healthcare professional 
most recently responsible for the diagnosis, care or treatment of the individual or the time frame in 
the applicant’s request. 
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Date: 
 
Name of patient:                                                     Trust No: 
 
 
Dear ……………………………………………………………………………………. (Consultant) 
 
We have received the enclosed request from the above named patient for access to their Health Records. 
 
The following are the only circumstances in which access may be limited or excluded under the GDPR 2018 
 
i) Disclosure of the information would cause harm to the physical or mental health or condition of the patient. 
ii) The information is regarding another individual and unless that other individual is a health professional involved in 

the care of the patient, then there should be no disclosure unless consent has been given by the other individual or it 
is reasonable in the circumstances to disclose the information. 

iii) In connection with an application for access to a child’s record, please state whether the child is capable of 
understanding the nature and purpose of the application. 

 
Yes  No  

 
I should be grateful if you would review YOUR SECTION / ALL the contents of this folder and indicate if unusually these 
apply in this case. 
 
Please sign and date this form and return it to the medical records department by return.  We have an expectation to 
comply with timescales under GDPR Compliance, so your assistance is much appreciated.  Thank you in advance of your 
cooperation.  
 
Please DO NOT file inside notes once signed off, thank you. 
 
Signature   
 
Date   
 
Yours sincerely 
 
This request is URGENT, so please advise immediately if Consultant is away- you will find guidance notes on the reverse 
of this page for your assistance.  
 
 

7. The appropriate healthcare professional is defined as either: 
 

• The healthcare professional who is currently or was most recently responsible for 
the clinical care of the data subject in connection with the matter to which the 
information which the subject of the request relates.  

• Where one or more healthcare professionals are currently involved or were recently 
involved in the clinical care of the data subject – the healthcare professional who is 
the most suitable to advise on the matter to which the information which the 
subject of the request relates. 

• In the absence of anyone else who might qualify for the above; the healthcare 
professional who has the necessary experience and qualifications to advise on the 
matter to which the information which the subject of the request relates. 
 



 
 

5 
Version 10      
From: January 2023 – January 2024 
Author   

 

 

8. The healthcare professional is also responsible for reviewing all documentation to ensure 
that it:  
 

• That it contains no harmful information following application of the ‘serious harm’ test. 
•  That it contains no information relating to another person (third party or likely to breach 

another person’s confidentiality). 
• Be content that the patient has sufficient capacity to view the notes. 

 
9. Once the healthcare professional is satisfied that all points in section 8 have been taken into 

consideration, they should then reply to the SAR Team in the same format the template was 
sent. If the template was sent by email the healthcare professional must reply with the 
statement “I confirm authorisation for the medical records of Patient name to be disclosed”. 
If the template was sent with the medical records, the healthcare professional must sign the 
form. 
 

10. The Trust have one month to ensure the requestor has the relevant information sent to them 
starting from the day the original request is received so time management and prioritising 
requests is key. The SAR Team review the active requests on the SAR Portal every two weeks 
for potential requests that will breach the one-month deadline and will subsequently action. 
If the team feel that a request will breach, they will contact the applicant via an external 
message within the Portal, by phone, letter or email advising there is a delay and will not be 
completed within the one-month deadline giving a reason and estimated timeframe 
completing the request. To ensure the Trust’s compliance the SAR Team have the below 
escalation process. 
 

• 8 days after SAR is sent to the healthcare professional the SAR Team contact the 
healthcare professional chasing their response. 

• If no response 3 days following the first chase, the SAR team will chase again 
including the departments clinical lead and SAR team leader. 

• If no response 3 days following the second chase the SAR team leader will contact 
the healthcare professional and clinical lead copying in the SAR manager. 

• If no response 3 days following the third chase the SAR team leader/manager will 
escalate to the Clinical Chair for the division and copy Deputy Trust Health Records 
manager. 

• If no further response Deputy Trust Health Records Manager with SAR team 
leader/manager to arrange meeting with Clinical Chair for division including 
Information Governance manager. 

 
11. There are some occasions when the Trust need longer and can extend the SAR up to two 

months to complete a request if it meets the complex criteria.  The requestor must be kept 
informed and this must be communicated to them without delay. On occasions where there 
are delays it is good practice to let the Trust’s Data Protection Officer know so they can assist 
if needed. 
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12. On receipt of the disclosure authorisation email or form from the appropriate healthcare 

professional, the SAR Team will carry out a check (100% QC) of the health records to ensure 
no documentation is missing and no misfiled paperwork. All findings will be recorded on the 
SAR Portal under the Misfiling section within a SAR. 

 

Disclosing health records 

All SARs are completed using the Trust’s secure file cloud called Bolt. This allows the SAR team to 
upload the requested health records to the bolt and encrypt the files with a password protected link 
The SAR Portal has external messaging, and the password and encrypted link are shared with the 
requestor. If the health records are shared through email, the password and encrypted link are sent 
separately. 

On rare occasions we may have to send an original document. The SAR Team will contact the Trust’s 
Legal Team and the Data Protection Officer to ensure the documents can be released. This will be 
documented on the request data on the SAR Portal. If permission is granted the requestor will be 
asked to complete an undertaking form to ensure that the information sent is returned safely, in the 
correct order if numerous pages and promptly on completion (See Undertaking Template in 
Appendix). 
 
Exceptions 

Access will not be given and must be communicated to the requestor without delay, in the following 
circumstances: 

• Where the SAR Team is not satisfied that the applicant is acting with the patient’s 
permission. 

• Where the healthcare professional concerned believes that access would cause serious harm 
to the physical or mental health and wellbeing of the patient (or any other individual). 

• Where the information in the record relates to another person or was provided by another 
person, who is not the applicant but who may be identified from the record. 

 
Related documentation and contacts  
 
Related Documents: Trust Health Records Policy, Trust SARs for Health Records Standard Guidelines, 
Trust Medical Record Scanning Protocol 
 
Queries: Please contact  (Trust Wide Subject Access Request Manager)  
email  or the Information Governance Team on  
or email  
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SAR Templates 

List of digital application forms available to applicants on the UHBW SAR Portal 

 

 

 

 

 

 

• Solicitor request for health records 
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• Request on behalf of adults who lack capacity 
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• Police request for health records 
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• Personal Representative of a deceased patient for health records 
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• Person who may have a claim arising from a deceased patient’s death request 
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• Patient request for own health records 
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• Parent or Guardian request for health records 
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• Undertaking Letter Template 

 

 




