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Standard Operating Procedures 

Salisbury NHS Foundation Trust 
This is a controlled document. Printed copies of this document may not be up to date. Check the 
Trust intranet for the latest version and destroy previous versions.  Only print if necessary 

SOP Title Amendment to Healthcare Records or Discharge Summary - 
Paper 

Version 1.0 

Related SOPs  Healthcare records – creation, use and management SOP 

 Retention and disposal of healthcare records SOP 
 Access to information SOP  

 Amendment to Healthcare Records or Discharge Summary - 
Electronic 

Purpose The purpose of this Standard Operating Procedure is to document 
and standardise the end to end process of amending a paper 
Healthcare Record or a discharge summary 

Policies and Guidance Information Governance Policy & Strategic Management Framework 

Roles responsible for 
carrying out this 
procedure 

Medical Records staff 

Accountabilities 

Sponsor Head of Corporate Development  

Post Holder 

Responsible for SOP 
Information Governance / Registration Authority Manager and Data 
Protection Officer 

Directorate 
Responsible for SOP 

Corporate Records   

Collaboration Medical records department 

Approvers Corporate Records Management Committee 
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Data Flow: amendment to paper healthcare records or discharge summary 

This data flow shows the process for amending a data subject paper health record or discharge 
summary. 

  

Outcome of 

request 

Medical records amend patient health 
records. 
 
‘Amendment to healthcare records’ 
form filed in patient health records. 

Letter sent to patient explaining 
rejection of changes. 
 
‘Amendment to healthcare records’ 
form and rejection letter filed in 
patient health records. 
 

Rejected Accepted 

Has an amendment  

form been completed? 

Appendix A 

Scan and send completed form 
and copy of ID to Medical 

Records: 
shc-tr.medicalrecords@nhs.net. 

Issue an amendment 
to healthcare records 

form (Appendix A) 

Patient request to amend 

paper healthcare records 

received 

mailto:shc-tr.medicalrecords@nhs.net
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Data Flow – patient documents / medical notes filed incorrectly in wrong patient 
healthcare record 

This data flow shows the process if incorrectly filed documents/medical notes are found in 
incorrect health record - paper. 

 
  

Outcome of 

request 

Medical records amend patient health 
records. 
 
‘Amendment to healthcare records’ 
form filed in patient health records. 

Letter sent to requester explaining 
rejection of changes. 
 
‘Amendment to healthcare records’ 
form and rejection letter filed in 
patient health records. 
 

Rejected Accepted 

Has an amendment  

form been completed? 

Appendix A 

Scan and send completed form 
and copy of ID to Medical 

Records: 
shc-tr.medicalrecords@nhs.net. 

Issue an amendment 
to healthcare records 

form (Appendix A) 

Staff request to amend 

paper healthcare records 

received 

mailto:shc-tr.medicalrecords@nhs.net
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Introduction 

Standard Operating Procedures are used to control safety, quality, cost and delivery and are a 
way to ensure consistency across organisations. They should: 
 

 Enforce good practice 

 Assist in the understanding of how the Trust works 

 Link to local and national policies where appropriate 

 Confirm the role and responsibilities of the staff members performing the procedure 

 Standardise the dependable set of documents, using consistent terminology, format 
and structure 

 Act as the foundation on which any improvement can be developed and delivered  

 Assist the Training Team with the production of appropriate training material 

 
This Standard Operating Procedure (SOP) explains what the Trust needs to consider when they 
are asked to amend patient, public or employees’ electronic health records (EPR) or discharge 
summary. 
 
It should be read in conjunction with: 

 General Data Protection Regulation (GDPR) 

 Data Protection Act (DPA) 2018 

 NHS Code of Practice: Confidentiality 

 
The key principle covered by this procedure is to enable staff, patients and members of the 
public to amend their paper held information in accordance with the General Data Protection 
Regulation and Data Protection Act 2018. 
 
The following pages provide step-by-step instructions with links to the relevant forms that need 
to be completed when requesting information from the Trust. 
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Guidance Notes  
IMPORTANT – Please read these notes before you proceed with your application. 

Amending Paper Health Record Inaccuracies Contained in Clinical/Personal 
Records under the GDPR and Data Protection Act 2018 

GDPR Regulations 

Under the General Data Protection Regulation (GDPR) 2018 data subjects have certain rights – 
which include the ‘right of access’ and the ‘right to rectification’.  The ‘right of access’ means 
data subjects have the right to view and receive copies of their clinical/personal records.  If 
during this process, the data subject considers any information contained within their records to 
be inaccurate, they can request the information be corrected.  It should be noted, however, that 
diagnosis and clinical opinion is a matter of clinical judgement and cannot be changed solely at 
the patient’s request. 
 

Data subject requesting amendments to healthcare records 

If not already done so, the data subject will be asked to put in writing the matters they consider 
to be inaccurate using an amendment of patient health record form (Appendix A). A request 
received by email is acceptable. 
 

Procedure 

 A request is received to amend records - in person / via email, the person is issued with 
an ‘amendment to electronic healthcare records’ form (Appendix A)  

 The relevant sections of the form are completed, scanned and emailed to shc-
tr.medicalrecords@nhs.net. 

The Medical records manager will either: 

 Accept and make the amendments, or; 

 Reject the request for amending patient healthcare records 
 
Whether a Request for Amendment form has been accepted or rejected, a copy of the request 
for amendment for will be placed in patient notes. 
 
The Records Manager will make copies of each page/entry of the healthcare record(s) which 
the manager has noted upon, plus copies of the data subject’s concerns and the response. 
These document copies will be provided to the data subject free of charge. 
 
If an amendment to healthcare records is rejected, Medical Records will evidence this and send 
a letter of explanation to the patient, and place a copy within the patient’s healthcare record. 
 

Staff requesting amendments to patient healthcare records 

Staff may also become aware that information has been included in error in a patient’s 
healthcare record. If this is the case – they must complete the relevant sections of the 
amendment form (Appendix A), together with any incorrectly filed documentation, and send to 
the Medical Records Manager. 
 
The Medical records manager will either: 

 Accept amendment and correctly file misfiled documentation; or 

 Reject the requested amendments 
 
The Medical records manager will evidence the amendment, and place the staff request for 
amendment to patient healthcare record form in patient’s healthcare record. 

  

mailto:shc-tr.medicalrecords@nhs.net
mailto:shc-tr.medicalrecords@nhs.net
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Complaints procedure 

If the data subject wishes to make a complaint about their clinical care, they can contact the 
Complaints & Patient Experience team via email: hp-tr.Customerexperience@nhs.net or call: 
02380 874065. 
 
Under the GDPR, a data subject may apply to the Court for an order requiring the data 
controller (the Trust) to rectify, block, erase or destroy data/documents not required for legal or 
audit purposes. 
 
It is important that the Trust can demonstrate to the data subject, their legal representative or 
the Court, that it has taken the matter seriously and has responded in accordance with the 
GDPR. 
 
Further guidance is available from the Information Commissioner’s Office website and the 
Trust’s Information Governance team. 
 
If a patient or their representative is unhappy with the outcome of the amendment to their 
electronic health record, they should go through the following channels: 

 An informal meeting with the lead health professional may help to resolve the 
complaint 

 If the health professional feels that they cannot do anything for the patient, the patient 
can make a complaint through the Trust's Complaints procedure 

o A complaint to the Trust can be made by contacting the Customer Care 
department tel.: 01722 336262 or email: customer.care@salisbury.nhs.uk  

 Patients can take their complaint direct to the Information Commissioner 

 Patients or their representative may seek legal independent advice to pursue their 
complaint 

 
Complaints about any aspect of amending an electronic health record should be discussed with 
the Medical Records department, or the Data Protection Officer tel.: 01722 425119.   
 
If a complaints procedure has been followed with an unsatisfactory outcome, patients have the 
right to take their complaint to: 
 

The Health Service Ombudsman or; 
The Information Commissioner 
Wycliffe House 
Water Lane 
Wilmslow 
Cheshire SK9 5AF 
Tel: 01625 545700 or visit:  www.ico.gov.uk  

  

mailto:hp-tr.Customerexperience@nhs.net
https://ico.org.uk/
http://www.salisbury.nhs.uk/informationforpatients/customercare/pages/home.aspx
mailto:customer.care@salisbury.nhs.uk
http://www.ico.gov.uk/
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Useful contact addresses 

 
Information Commissioner's 
Office 

Wycliffe House 

Water 
Lane 
Wilmslow 
Cheshire 
SK9 5AF 
 
ICO helpline : 

08456 306060 / 01625 545745 

www.ico.org.uk 

 
British Medical Association 

BMA House 

Tavistock Square 

London 
WC1H 9JP 
 
Switchboard:020 7387 4499 
www.bma.org.uk/ 

 
General Medical Council 

178 Great Portland Street  

London W1W 
5JE 
 

Switchboard: 0845357 8001 

www.gmc-uk.org 

 
Information Governance Manager 

Salisbury NHS Foundation 
Trust 
Salisbury District Hospital 
Odstock Road 
Salisbury 

Wiltshire 
SP2 8BJ 
 
Switchboard: 01722 336262 

 
Data Protection Officer 

Salisbury NHS Foundation 
Trust 

Salisbury District Hospital 

Odstock Road 

Salisbury 
Wiltshire 
SP2 8BJ 
 
Tel:01722 336262 ext.5686 

 

 
 

  

http://www.ico.org.uk/
http://www.bma.org.uk/
http://www.gmc-uk.org/
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Amendment Record 

Document Version Control (to be updated during the development of this version until final 
version is published)  
 

Version No Changes Author/s Date 

0.1 First Draft Carla Pole/Sandy 
Higdon 

07/09/2018 

1.0 FINAL VERSION Diane Gravett 13/11/2018 

1.3 Post Access Policy review   

 
Review and Amendments Log (will only be completed for subsequent published versions of this 
procedure) 
 

Version No Reason for 
Development/Review 

Description of Changes Date 

    

    

 
Documents may be disclosed as required by the Freedom of Information Act 2000. 
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Appendix A – Amendment of paper patient clinical record 

Request for approval to amend clinical information recorded in patient notes. 

All fields are mandatory and must be completed. Additional/supporting information must 
be supplied as required. 

Patient’s Details: 

Full Name: 

Address: 

 

Telephone Number: 

 

Email: 

Date of Birth: 

NHS Number: 

Hospital Number: 

 
 

Confirmation of ID 
We cannot process your application without a photocopy of one form identification. 

Please indicate which of the following identification documents are enclosed: 

   Driving License 

  Passport 

  Birth Certificate  

  Additional proof of address e.g. utility bill 

 
Important note: please do NOT forward original documents, as we regret that we 
cannot assume responsibility for their safety.  Photocopies are perfectly acceptable. 

 
 

Details of request to amend information on patient’s paper record held on paper 
storage systems: 

Include specific information relating to: progress notes; assessment forms; care plans; 
uploaded documents; including referrals, reports (internal and external; care plans; 
discharge summaries). 
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Reason/rationale for request:  

Include details of risk assessment, and supporting documentation: 
 
 
 
 
 

 

Staff Request for Amendment of Patient Details: 

Staff Member Name: 

Manager’s Name: 

Manager’s Role: 

Telephone Number (including extension number): 

Name of Service/Team: 

 
Send the form and additional information to the Caldicott Guardian via NHS Mail 

 

Caldicott Guardian: 

Request is Rejected (detail): 
 
 
 
 

Request is Approved (detail): 
 
 
 
 

Date: 

Caldicott Guardian to return form to the Operational Manager – via NHS Mail 

 
A completed copy of this document must be submitted to the IG Manager: 

information.governance@salisbury.nhs.uk, or sent in the internal post marked 
“Confidential for Addressee Only”, to ensure all amendment requests are logged within 

the Trust. 
 
A printer copy of Appendix A can be found here. 

mailto:information.governance@salisbury.nhs.uk
http://ig/media/1160/w-sops-ig-healthcare-records-management-sop-hcrman-001b-amendment-to-healthcare-records-or-discharge-summary-paper-appendices-hcrman-001b-paper-appendix-a-amendment-of-paper-record-form.docx

