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Confidentiality is super important 
as your medical records are a 
secret. We do not want anybody 
to see them if they do not need to. 

A new law has been made that keeps your information safe, 
things like your address, date of birth, telephone number and 
records about your health and the treatment and care you 
have received in our hospital.

The hospital and other people collect and use information for 
all kinds of reasons, and the new law tells us exactly what we 
are allowed to do with you.

The law has given us a very important job of collecting, 
storing and making lots of private records on a daily basis to 
make sure we can see what is wrong with you and be able to 
make you better. We keep information about any times you’re 
been ill and any special conditions you are that we need to 
know about to keep you safe.  

At top level we have two super heroes, one that 
defends all the things we need in place to 

be able to help make you better faster 
and a super hero who defends your 
information, this super hero is secret. 
Both super heroes work together as 
a team to be able to protect your 
confidential health care records.

We make sure that everybody that 
works here knows how to look after 
and keep your secret records a secret 
through lots of training.
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What are your rights?
You have to right to:

 • Be told how we use your information

 • Ask to see the information we hold

 • Ask us to change information you think is wrong

 • Ask us to remove information when it’s not needed 
anymore

 • Ask us to only use your information in certain ways

 • Tell us you don’t want your information to be processed.

Why do we collect your information? 
The doctors and nurses caring for you keep records about how 
you are feeling and how they have looked after you. This helps 
make sure you are looked after in the best way possible. Records 
that are made about you can include:

 • Your name, where you live, when you were born and who 
looks after you

 • Any hospital visits that you may have had 

 • Notes about any broken bones, special scans or x-rays you 
have had and reports on how you are feeling and what 
treatment you have needed to make you better  

 • Important information from people who care for you 
and know you well such as other doctors and nurses and 
members of your family.

It is very important that we always know your correct, up to 
date details. When you come and visit us next time please let 
us know if there are any changes.
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How is your information used?
Your secret records are used to help the doctors and nurses 
look after and care for you:

 • The doctors and nurses that look after you 
have all your information to see what is 
wrong with you, so they can make sure they 
can care for you the best way they can

 • If you are not happy and want someone to 
listen to your concerns, they can be properly 
looked in to

 • Your private information is available if you need to see 
another doctor or need to go to another hospital.

Who do we share personal information with?
Everyone that looks after you has an important job to 
keep the private information about you safe. If we need to 
send your information to anyone, they have to keep your 
information private and safe too.

Sometimes you may have extra care from other people as well 
as us. We may need to share some information about you with 
them so we can all work together, to help you get better 

We don’t share your private information with anyone else 
without your permission, unless the law says we can or should.
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Care Records
The Leeds Care Record and the Yorkshire & 
Humber Care Record are two smart systems 
that share information to allow your doctors 
(or anyone that is going to help with your 
healthcare) to see your most up-to date health 
information. This helps your doctors to get you better quicker. 

Disclosure of information
Even though you are young, you are able to decide how and 
who is allowed to share your private records that show who 
you are. If you don’t want your records sharing tell the doctors 
and nurses so they can make a note in your record. 

We think you’re old enough to make your own 
decision relating to your health records at the age 
of 13. If you need to give your special consent, 
the doctors, nurses and other NHS staff would 
need it writing down along with your signature.

If for any reason you decide that you no longer want to give 
your consent, don’t be frightened to say so. 

How your personal information is used  
to improve the NHS
Sometimes the NHS might use your information to help them 
keep helping other children and adults by:

 • Looking at how you have being looked after, and 

 • How this will help other children and adults in the future 

 • Help you if you decide you need to speak with someone 
about how you have been looked after. 
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 • To make sure the hospital get paid so they have enough 
money to help others 

 • Do some extra work to find out other ways of helping people 
get better (with your special consent -  it is your decision) 

 • To help doctors, nurses and other NHS staff learn more  

You can choose not to allow your information to be used to 
help improve the NHS. Please speak to your doctor or nurse 
and they will explain what you need to do.   

Call recording and CCTV
Telephone calls to the Leeds Teaching Hospitals NHS Trust 
may be recorded and CCTV cameras are in place around the 
hospital sites.  We record calls and use cameras for the following 
purposes:

 • To keep patients, staff and visitors to our 
hospitals safe

 • To make sure that people behave properly 
towards each other. 

SMS text messaging
If you are grown up enough to have a mobile phone, we 
might send you a text message to help you remember that 

you have an appointment with us. You may also 
receive your appointment letters via an SMS text 
message. You will be provided with a special 
link and code to access your appointment letter. 
If you do not access your appointment letter 
within 24-48 hours you will also receive a paper 
copy of the letter via post.
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Virtual appointments
The Leeds Teaching Hospitals NHS Trust has had to change the 
way in which our doctors have appointments, this is to help 
you if you cannot come to the hospital in person. With your 
consent, your doctor may ask to see you on your computer 
using a special hospital system called Attend Anywhere. This 
will let your doctor talk to you on your computer so you do 
not have to come to the hospital.  

How you can access your records
The Data Protection legislation gives you the right to see the 
information we hold about you on our records. 

If you would like to have your private records, you would 
need to fill out a form. You can get someone to do this but 
make sure your own signature is put on there. The Access to 
Health Records Department will help you with this. The Trust 
has 30 days from receipt of:

 • Information about what you would like to see from your 
private records 

 • A completed application form to help us find your records.

Even as a child, you have the right to object to any record that 
has been accidently added to your medical records that either is 
not about you or is wrong, you can request this to be removed.

If you are feeling upset with how the doctors, nurses or 
any other members of staff have looked after your private 
confidential records. You have a right to make a complaint.  
You need to contact the Information Commissioning Office at 
the address on page 10. 
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Retention 
We are allowed to keep your private records right 
up until your 25th birthday. Once you get to 25, if 
you have not been seen by one of our doctor or 
nurses for a long time, your records will then be 
destroyed.

If you are still being seen by the Trust, we will keep 
your private records for up to eight years after you 
have finished visiting us. 

Data controller
The Data Controller responsible for keeping your information 
confidential is:

The Leeds Teaching Hospitals NHS Trust
St James’s University Hospital
Trust Headquarters, Beckett Street, Leeds

LS9 7TF

Telephone: 0113 243 3144

The Trust’s Data Protection Officer is:

Johnny Chagger
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Complaint address

Information Commissioner’s Office
Wycliffe House
Water Lane
Wilmslow SK9 5AF

Telephone: 0845 630 6060

Website: www.ico.gov.uk



Four important things to understand:

1. The laws allows us to collect and use 
your information to help us do our job 

2. We may share your information with 
others, but only when we really need to 

3. You can choose not to allow your 
information to be shared whenever you 
have a choice

4. You can tell us not to share your 
information, even when you have said 
yes before. 



What did you think of your care?
Scan the QR code or visit bit.ly/nhsleedsfft    

Your views matter
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