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	ACCESS TO FILES BY STAFF/RESIDENTS
AND DATA PROTECTION



The management of the home recognises the right of the individual resident to live the lifestyle of his / her choosing, subject to an appropriate Health & Safety Risk Assessment of the individual. Specifically, this Policy summarises the philosophy which recognises the right of the resident to have access to his / her personal files and / or case notes at any reasonable time:

1.
Rodwell Farm Nursing Home believes in the following:
· Records required for the protection of residents and for the effective and efficient running of the home are maintained, are up to date and are accurate.

· Residents have access to their records and information about them held by the home, as well as opportunities to help maintain their personal records.

· Individual records and home records are kept in a secure fashion, are up to date and in good order; and are constructed, maintained and used in accordance with the Data Protection Act 1998 and other statutory requirements.

2.
Data Protection Policy

The home is registered under the Data Protection Act 1998 with the Information Commissioners Office and all storage and processing of personal data held in manual records and on computers in the home should comply with the regulations of the act. The home understands that, according to the Data Protection Act 1998, personal data should:

· 
Be obtained fairly and lawfully.

· 
Be held for specified and lawful purposes.

· 
Be processed in accordance with the person's rights under the DPA.

· 
Be adequate, relevant and not excessive in relation to that purpose.

· 
Be kept accurate and up to date.

· 
Not be kept for longer than is necessary for its given purpose.

· 
Be subject to appropriate safeguards against unauthorized use, loss or damage.

· 
Be transferred outside the European Economic Area only if the recipient country has adequate data protection.

3.
The Data user/Data controller for this home is Rebecca Ruta (Manager)
4.
Resident’s Access to Records Policy

The home believes that access to information and security and privacy of data is an absolute right of every resident and that residents are entitled to see a copy of all personal information held about them and to correct any error or omission in it.

5.
Procedures


Staff should do the following:
5.1
Ensure that all files or written information of a confidential nature are stored in a secure manner in a locked filing cabinet and are only accessed by staff who have a need and a right to access them.


5.2
Ensure that all files or written information of a confidential nature are not left out where they can be read by unauthorized staff or others.


5.3
Care staff complete daily reports and review care plans on pass worded IT system. 
                        Residents and relatives are aware of system and some are able to access the system personally.

5.4
Ensure that all care records and residents' notes, including care plans, are signed and dated.


5.5
Check regularly on the accuracy of data being entered into computers.


5.6
Always use the passwords provided to access the computer system and not abuse them by passing them on to people who should not have them.


5.7
Use computer screen blanking to ensure that personal data is not left on screen when not in use.

