	PROTECTING PRIVACY
What information do we collect about you?

The information we collect from you helps ensure that you receive the best

possible care from us. It is important that the details you provide are accurate and you let us know of any changes, for example, if you change your address.
Information may be written down (manual records), or held on computer

(electronic records). The information includes:
• basic details about you, such as name; date of birth; address; NHS number and

next of kin;
• notes and reports about your health and any treatment and care you receive;
• results of investigations such as laboratory and x-ray results;
• relevant information from other health professionals, relatives, or those who

care for you and know you well
 
	
	HOW DO WE USE THE INFORMATION
Your records are used to guide and administer the care you receive and this will ensure that:
• your GP, nurse or any other healthcare staff involved in your care have

accurate and up-to-date information to assess your health and make decisions

about the care you need;
• we can contact you when you need immunisations, cervical smears, breast

screening or other preventative treatment; or to remind you of your appointment. 
your GP practice and the hospital have enough information to ensure

continuity of care. Therefore information will be passed from your GP practice

to the hospital providing care and back again. 
In some cases, this is an

automatic process;
• your concerns can be properly investigated if you need to complain
	
	WHO HAS ACCESS? 
Doctors, nurses, dentists, pharmacists and other healthcare staff need access to your records. 
However, this is on a strict need-to-know basis and only includes

those directly involved in your care.

Secretaries, receptionists, and other clerical staff will need limited access in order to carry out administrative tasks such as typing letters and booking appointments. All staff employed by the NHS organisations have a legal duty to keep information about you

confidential and secure. 
The NHS is also required to have processes in place to manage patient

information (e.g. keeping and updating records) and your medical information

will be included within these processes.
The Data Protection Act 1998 allows you to see information held about you,

subject to certain conditions. If you would like to access your health information,

you should contact the Information Governance Department (freedomofinformation@wales.nhs.uk) or via 01443 744800.  


	
	
	
	
	


	FURTHER INFORMATION
The following websites and publications relate to the Freedom of Information Act 2000 and Environmental Information Regulations 2004:

Information Commissioners Office www.ico.gov.uk
Ministry of Justice
www.justice.gov.uk
National Archive

www.nationalarchives.gov.uk
The Office of Public Sector Information 
www.opsi.gov.uk

	
	OUR RESPONSIBILITIES
Cwm Taf University Health Board was formed on 1st October 2009.  
As a University Health Board we will:
· ensure our records are accurate and kept up to date for the right length of time;

· ensure requests and queries are dealt with without delay;

· advise and assist you with making requests;

· help you to understand any information provided to you.
OUR CONTACT DETAILS
Information Governance Department
Cwm Taf University Health Board
Ynysmeurig House 
Navigation Park 

Abercynon 

CF45 4SN
Tel: 01443 744835
Email: freedomofinformation@wales.nhs.uk.  
Website: www.cwmtafuhb.wales.nhs.uk
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