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DSAR desktop aide-memoire

Godiva Group of Practice’ Data Subject Access Request desktop aide-memoire

Patient requests
access to health
records

Have they completed
a DSAR form?

Patient to submit
DSAR providing ID
verification

Staff to confirm ID
and advise of
timescales (processed
within one calendar
month)

Return to nominated
individual for posting
or to arrange
collection
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patient's e-record

Pass to nominated
mdividual for
processing
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Make an entry onto
patient's e-record.

Annotate DSAR log

Annotate e-record
when patient
contacted if arranging
collection or enter
date posted

Once collected
annotate DSAR log/
obtain patient
signature
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