
 

Making an Access Request 
 
 
 
 

 

 Read this leaflet carefully 


 Ask at reception for our application 
form for access to medical records 



 Ensure that the form is fully completed, 

using a separate sheet of paper if 

necessary, and return it to us. We will 

invoice you separately for £10 (computer 

records only) or £50 (paper based only or 

mix or computer and paper notes). 
 
 
 
Your request will be considered and you 

will be advised of the reasons if we cannot 

comply with it. 
 
 
 
There is no facility for immediate access. 
 
 
 
Copies of records are supplied within 40 days 
of receipt of a valid and complete access 
request. In exceptional circumstances it may 
take longer, but we aim to comply with 
requests within 21 days whenever possible. 
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This leaflet explains: 

 
 How to apply for access to your 

own health records 



 When you are entitled to apply 
for access to someone else’s 
health records 



 How the Practice responds 
to requests to access health 
records 
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Applying for access to your own 

health records 

 
Under the Data Protection Act 1998, you have 
a legal right to apply for access to health 
information held about you. If you want to see 
your health records, you don't have to give a 
reason. 

 
Please ask Reception for our application form 
or write a letter that covers all of the 
information requested on that form. Return 
your form or letter to the practice, marked for 
the attention of the Practice Manager. 
 
 
 

Applying for access to someone 

else’s health records 

 
Health records are confidential, so you can 
only access someone else’s records if you’re 
authorised to do so. To access someone else’s 
health records, you must:  
 be acting on their behalf with their 

consent 
 have legal authority to make decisions on 

their behalf (power of attorney), or have 
another legal basis for access 

 
Individuals with parental responsibility for a 
child under 16 can request access to that 
child’s medical records. Mentally competent 
children of 16 and over can make their own 
applications for access to their medical 
records. If someone with parental responsibility 
asks for access to a child’s records and that 
child is 16 or over, the child must provide the 
practice with his or her written consent to the 
access request. 
 

 
Fees and identity checks apply 

 
 

Applying for access to the health 

records of someone who has died 

 
Under the Access to Health Records Act 1990, only 
specific people have the right to apply for access to 
the health records of someone who has died. They 
are:  
 the personal representative of the person who 

has died. 
 any person who may have a claim resulting 

from the person’s death. 
 

 
To see a deceased person’s health records, 
applicants may be required to provide evidence to 
support their claim and may need to provide 
evidence of their identity. 
 

 
If you do not fall under one of these categories, then 
access to a deceased person’s records will be judged 
on a case-by-case basis. The person requesting 
access should show: 
 They have a valid reason. 
 They have a legitimate relationship to the 

deceased person. 
 That access to the records is in the public 

interest. 
 

 
Other things that will be taken into 
consideration include:  
 the preferences or wishes or the deceased 

person prior to the death 
 any distress the knowledge of this information 

may cause to a living person 
 loss of privacy which may affect the reputation 

of the deceased person 
 views of the surviving family 

 
Fees for all access applications (for your 

own records/someone else’s) 

 
A fee applies to access your health records 
as follows:  
 Supervised inspection of records (no 

copies) at the practice: £10 
 Copies of computer based record: £10 
 Copies of totally paper based records: £50 
 Copies of part computer based and part 

paper based records: £50 

 
Identity checks for all access 

applications 

 
The Practice application form describes what 
checks we will need to make. Please bring 
original documents to reception so that these can 
be photocopied and submitted with your form. 

 
How the practice processes access 

applications 

 
GPs are responsible for considering access 
requests and it is GPs that check the records and 
authorise the release, or part-release of records 
to patients. 

 
GPs can refuse a request, or part of a request, if 
they believe that releasing the information may 

cause serious harm to your physical or mental 
health or that of another person, for example. There 

are other grounds on which they can refuse 
requests and these would be explained in a letter to 
you or in an explanatory note on your file. 

 
If GPs approve your request, copy records will 
be sent to you by post or can be collected from 
the practice. Confidential information cannot be 
sent by fax or email unless via an encrypted 
service such as an NHS mail account to another 
NHS mail account. 


