Access to records patient disclosure
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<Dept Name)

<Address line 1>

<Address line 2>

<Address line 3>

<Postcode>

Telephone: 020 XXXX XXXX
Fax: 020 XXXX XXXX
Email: 1stname.2ndname@nhs.net
Website: https://www.elft.nhs.uk  
Date:

Private and Confidential

Your Access to Healthcare Records Request

<Name & Address>

Dear <Patient’s name>

Thank you for your request of <insert date> for a copy of your healthcare records and <delete if necessary> the additional information the Trust requested to enable your request to be processed. This was received on <insert date>

Your request has been processed within the one calendar month permitted under the Data Protection Act 2018 <Or>

I regret your request has taken longer to process than the one calendar month permitted under the Data Protection Act 2018. This is because <insert reason>

Please find enclosed a copy of the following records: <List what has been supplied>

<Delete if not relevant> Please note that information relating to third parties may have been redacted. 
If you have any further queries regarding your request or the information supplied, please do not hesitate to contact me on the number stated above.

Yours sincerely

<Name>

<Job title>

If you are dissatisfied with the Trust’s response to your request for information then you should contact the Trust at the above address. The Trust will arrange for an internal review of its decision. If you remain dissatisfied with the decision you can make a formal complaint or suggestion by calling free of charge 08000858354 or writing to: 

FREEPOST RTKB-ESXB-HYYX Complaints Manager, East London Foundation Trust, 9 Alie Street, London E1 8DE

If you remain dissatisfied you may complaint to the Information Commissioner’s office at: 

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