Access to Records Process

Access to Records Administrator (ARA)
Receives the completed paperwork request together with fee and
records on Respond database (40 CALENDAR DAYS STARTS)
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Open requests are sent to the
current social worker (SW)

l

SW to follow Access to Records
Procedure and Guidance Notes. SW
to inform Senior Manager (SM) of
amount of working days left to
process reauest. |

v

Final redaction to be signed off by
nominated Senior Manager.

l

File returned to Access to Records
Administrator (ARA) and file sent by
reaistered post to requester

“Al Support from IG
Officer and Caldicott
Guardians as
necessary

Liaison with I1G
Officer / Caldicott
Guardian as
Necessarv
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Closed cases remain with Access to records
administrator (ARA), who requests necessary files,
from team/service, scans or photocopies them and

redacts all third pa1rty information

v

ACCESS TO RECORDS ADMINISTRATOR
contacts the Caldicott GLfardian of the service

v

Caldicott Guardian advises which senior manager
(SM) will check and sign off the redacted version

l

ARA to send redacted version to nominated SM

with a note stating how many working days are left
tn nrocess

v

ARA makes further redactions if necessary and
obtains final sign off before sending off redacted
version by registered post to the requester.




