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Application for Access to Health Records  
Important Information for Applicants  

 
The following guidance should be used by applicants when completing an application form (form SA1) 
to access health records, X-rays or Maternity Records. 
 
Background   
The Data Protection Act 1998 came into force in 1st March 2000 and allows you to find out what 
information about you is held on computer and in certain manual records. This is known as a ‘right of 
subject access’. The Data Protection Act 1998 supersedes the previous rights of access for living 
patients under the Access to Health Records Act 1990. 
 
The Trust has adopted the following procedures and terms and conditions to ensure that your 
application is processed in accordance with the requirements of the Data Protection Act 1998. 
 
Terms and Conditions 

• You are entitled to access copies of your health record, but should note that a charge will 
usually be made. You should also be aware that in certain circumstances your right to see 
some details in your health record maybe limited in your own interest or for other reasons.  

• In completing your application, you do not need to give a reason to access your health record. 
• If you require multiple document types (e.g. copies of your Health Record and Maternity 

Records) please only complete one application form to include details of all the documentation 
you require. The submission of more than one application form could incur multiple charges. 

• Any information you have supplied in making this request will be treated in confidence. It will 
only be used for the purpose of carrying out the search for your information in accordance with 
Section 7 of the Data Protection Act 1998.  

• As part of your application, you will need to complete the form in full and provide two forms of 
identification as well as provide proof of address. If photocopies are provided with the form, 
then the originals must be provided if collecting your information in person from the medical 
records department. 

• Send completed form and two forms of identification to: 
 
 Medical Records Manager  
 Medical Records Department  
 Royal United Hospitals NHS Foundation Trust 
 Combe Park 
 BATH 
 BA1 3NG 

 
• There is no minimum age for applications. Children can apply for their own records provided 

they are capable of understanding the nature of the request.  
• A parent of guardian can only apply on the child’s behalf if (a) the child has given consent (b) 

the child is too young to have the understanding to make the request. 
• Please note that a parent does not have a legal right of access to their child’s health record.  
 

Supplying Information 
• Once the request has been validated and checked for any information to be withheld, then the 

Trust will provide either sight of the information or a permanent copy as requested. 

Notes for applicants in completing form SA1 
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• If your request is to view your health record only, then an appointment will be arranged at a 
time and for a duration that is convenient to both yourself and the Trust. If necessary, more 
than one appointment maybe required.    

• If you have asked to be provided with copies of records, these will usually be sent to the 
address you have provided. Should you prefer to collect them in person, then please indicate 
this on the application form. 

• You will receive a reply within 40 days (following receipt of all data necessary to process 
request). However, the Trust will endeavour to comply with any subject access request within 
21calendar days. 

 
Withholding information 

• Information that could cause you or another person undue harm or distress or is about a third 
party who has not given consent, may be withheld. 

• The organisation is not obliged to inform you that information has been withheld on the basis 
that itself might cause undue harm or distress. 

• Removal of information is often obvious. It is advised that rather than withhold information, an 
appointment is arranged for the information to be discussed between you and the appropriate 
healthcare professional.   

 
Charges for access to personal records: 
If a charge is to be made, notification of cost will be sent to you on receipt of your application. Charges 
are as follows: 
 
No fee To view records where no copy is required and changes have been made in the last 40 

days 
£10.00 To view records where no copy is required and no changes have been made to the 

records in the last 40 days  
£10.00 Maximum fee for copies of computerised records only  
£25.00 Copies of manual health records or Maternity Records up to 25 sheets (regardless of 

last date of entry) 
£50.00 Copies of manual health records or Maternity Records for 25 sheets and over 

(regardless of last date of entry) 
£25.00 Manually held X-rays on CD 
£50.00 Max Charge for Copies of manually held health records and/ or manually held  

x-rays or Maternity Records  
 
Additional information re charges for access 

• If your request is to view records only, you may be charged an administration fee, as outlined 
above. If you subsequently request to have copies of any records you have viewed, this will be 
at an additional cost. It may not be possible to provide you with copies of any relevant records 
on the day of your appointment. If this is the case, these will be forwarded to you at a later 
date. 

• Currently, data protection legislation does not provide any guidance on the responsibilities of 
the organisation and the rights of the individual if requests are made to photograph health 
records using your own equipment. The Trust will require advance notification should this be 
requested as you will be required to sign a disclaimer whereby you understand that any data or 
images held on a mobile device/memory chip may not be secure and that adequate 
precautions should be taken by you to protect it. 

 
Subsequent Requests 
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The Trust does not have to comply with a subsequent request where we have already complied with 
an identical or similar request by the same individual, unless a reasonable interval has elapsed. 
 
Requesting Copies of a Health Record in relation to a Complaint about Healthcare  
 
If you require copies of your Health Records in relation to a complaint about Healthcare treatment then 
only the information specific to the complaint will be disclosed as default. 
 
All other unrelated information contained within the Health Record can be provided separately if 
indicated as required on the Subject Access Request form and the overall charges will be adjusted 
accordingly. 
 
Taking Further Action 
If the Trust has failed to respond to your request to your satisfaction and you have sent all the 
information requested, including any fee, you should send a reminder or address your concerns to the 
Medical Records Manager at the address given, by recorded delivery. You are advised keep a copy of 
your letter for your own records. 
 
If you still do not receive a reply or if you think that the information is wrong or incomplete, you may 
ask the Information Commissioner to carry out an independent assessment as to whether the Trust is 
meeting the terms of the Data Protection Act 1998. The Information Commissioner can be contacted 
at the following address: Information Commissioners Office, Wycliffe House, Water Lane, Wilmslow, 
Cheshire, SK9 5AF. 
 
Alternatively, you can pursue the matter yourself by taking your case to court.  
  
Further Information 
Should you require any additional information with regards your rights to access your health record, 
you are advised to contact the Trust’s Data Protection Officer, either at the address given or by 
telephone (01225) 824500  
 
Feedback 
 
We are always looking to improve our services, if you would like to provide feedback regarding your 
subject access application, please do so by writing to the address below:- 
 
Medical Records Manager 
Medical Records Department  
Royal United Hospitals, Bath NHS Foundation Trust,  
Combe Park 
Bath 
Somerset 
BA1 3NG 
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