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POLICY & GUIDANCE FOR THE MANAGEMENT OF RECORDS AND
INFORMATION
1. POLICY

This Policy has taken into account the Data Protection Act 1998 and the Caldicott
Report recommendations

2. WHAT IS A RECORD

3. THE PURPOSE OF SERVICE USERS RECORDS
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4. COMPLETION OF SERVICE USERS RECORDS
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5. USING SERVICE USERS IDENTIFIABLE INFORMATION
Key Points
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Responsibility
It is the responsibility of all members of staff to ensure that this policy and

procedure is adhered to.
WHAT IS IDENTIFIABLE INFORMATION
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GENERAL PRINCIPLES
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PROCESSING SERVICE USERS IDENTIFIABLE INFORMATION

Verbal information/Telephones



Electronic Information
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Paper Records



9. RESPONSIBILITY FOR THE SECURITY OF RECORDS

10. STAFF AUTHORISED TO CARRY RECORDS BETWEEN HOMES
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11. THE PROTECTION AND USE OF SERVICE USERS INFORMATION
Basic Principle

12. WHEN INFORMATION MAY BE PASSED ON
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13. RESPONSIBILITY FOR PASSING ON INFORMATION
1
o " + 2 + 2

If in doubt, seek the advice of the Chief Executive or Deputy Chief Executive

14. SHARING INFORMATION WITH THE SERVICE USER
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15. PASSING ON INFORMATION TO RELATIVES, FRIENDS AND CARERS

16. STAFF PERSONAL RECORDS
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MANAGING THE DISPOSAL OF RECORDS

- Itis
therefore vital that confidentiality is safeguarded at every stage
/
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APPENDIX A

PRINCIPLES OF THE DATA PROTECTION ACT 1998
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APPENDIX B

RECORDS TO BE KEPT IN HOMES CONCERNING EACH RESIDENT
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APPENDIX C

OTHER RECORDS TO BE KEPT IN ALL HOMES OR AT HEAD OFFICE AS SHOWN
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FULL NAME, ADDRESS, DATE OF BIRTH, QUALIFICATIONS
AND EXPERIENCE

A COPY OF THE BIRTH CERTIFICATE AND PASSPORT

A COPY OF EACH REFERENCE OBTAINED

IN RESPECT OF HIM/HER

THE DATE ON WHICH HE/SHE COMMENCES & CEASES

TO BE EMPOYED

THE POSITION HE HOLDS, THE WORK THAT HE/SHE
PERFORMS & THE NUMBER OF HOURS HE/SHE IS
EMPLOYED EACH WEEK

CORRESPONDENCE, REPORTS, RECORDS OF DISCIPLINARY
ACTION AND ANY OTHER RECORDS IN RELATION TO HIS/HER
EMPLOYMENT
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APPENDIX D
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APPLICATION FOR ACCESS TO HEALTH RECORDS
(Data Protection Act 1998)
Request Form for Applicants other than the Service user
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Details of records to be accessed:

Declaration —
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Certification by witness:
o/ <LLLLLLLLLLLLLLLLLLLLLLL
: R I I N N N N N A B A N A A N N A A N

! L 3 3

( LLLLLLLL LLLLLLL






