
[image: image2.jpg]\/

T

udley Mills
SURGERY






 

Policies, Protocols, Guidelines and Procedures
This document may be made available to the public and persons outside of Audley Mills Surgery as part of the compliance with the Freedom of Information Act 2000.

CONTENTS
(This contents list is a standard list that should be followed but other items may be added as deemed appropriate – this can go onto a separate page if needed)
	Section
	Section Heading
	Page Number

	1


	INTRODUCTION 


	3

	2


	PRINCIPLES 
	3

	3


	INTERLINKS 
	3

	4
	POLICIES TO BE READ IN CONJUNCTION 

	4

	5


	RESPONSIBILITIES 

	5


INFORMATION GOVERNANCE POLICY

	1.0
	Introduction

	
	Information is a vital asset, both in terms of the clinical management of individual patients 
and the efficient management of services and resources. It plays a key part in clinical 
governance, service planning and performance management.

	
	

	
	It is therefore of paramount importance to ensure that information is efficiently managed, 
and that appropriate policies, procedures and management accountability and structures 
provide a robust governance framework for Information management.

	
	

	2.0
	Principles

	2.1
	Audley Mills Surgery recognises the need for an appropriate balance between openness and confidentiality in the management and use of information. The surgery fully supports the principles of corporate governance and recognises its public accountability, but equally places importance on the confidentiality of, and the security arrangements to safeguard, both personal information about patients and staff and commercially sensitive information. 

	
	

	2.2
	The surgery also recognises the need to share patient information with other health organisations 
and other agencies in a controlled manner consistent with the interests of the patient and, 
in some circumstances, the public interest.

	
	

	2.3
	The surgery believes that accurate, timely and relevant information is essential to deliver the 
highest quality health care. As such it is the responsibility of all clinicians and managers 
to ensure and promote the quality of information and to actively use information in decision 
making processes.

	
	

	2.4
	There are 4 key interlinked strands to the Information Governance Policy:

· Openness

· Legal compliance 

· Information security 

· Quality assurance

	
	

	3.0
	Interlinks

	
	

	3.1
	Openness

	
	· Non-confidential information on the surgery and its services should be available 

to the public through a variety of media.

· The surgery will establish and maintain policies to ensure compliance with the 

Freedom of Information Act  2000



	
	· Patients should have ready access to information relating to their own health 

care, their options for treatment and their rights as patients

· The surgery will have clear procedures and arrangements for liaison with the 

press and broadcasting media

· The surgery will have clear procedures and arrangements for handling 

queries from patients and the public

	
	

	3.2
	Legal Compliance



	
	· The surgery regards all identifiable personal information relating to patients and 

staff as confidential and as such takes steps to ensure that the handling of such 
information complies with the Data Protection Act 1998 except where there is 
a legal requirement to override the Act.
· The surgery will undertake or commission annual assessments and audits of its compliance
with legal requirements

· The surgery will establish and maintain policies to ensure compliance with the 
Data Protection Act 1998, the common law of confidentiality and the Freedom of 
Information Act 2000.
· The surgery will establish and maintain policies for the controlled and appropriate 

sharing of patient information with other agencies, taking account of relevant 

legislation (e.g. Health and Social Care Act 2001, Crime and Disorder Act 1998, 

The Children’s Act 2004)

	
	

	3.3
	Information Security

	
	· The surgery will establish and maintain policies for the effective and secure

management of its information assets and resources

· The surgery will undertake or commission annual assessments and audits
of its information and IT security arrangements

· The surgery will promote effective confidentiality and security practice to its 
staff through policies, procedures and training

· The surgery will maintain and review incident reporting procedures and 

will monitor and investigate all reported instances of actual or potential breaches

of confidentiality and security.

	
	

	3.4
	Information Quality Assurance

	
	· The surgery will establish and maintain policies and procedures for information 

quality assurance and the effective management of records.
· The surgery will undertake or commission annual assessments and audits

of its information quality and records management arrangements

· Surgery staff are expected to take ownership of, and seek to improve, the quality of 
information within their services

· Wherever possible, information quality will be assured at the point of Collection

· Data standards will be set through clear and consistent definition of data items,
      in accordance with national standards.

· The surgery will promote information quality and effective records management 

through policies, procedures/user manuals and training  

	
	

	4.0
	Policies to be read in conjunction with this Policy

	
	Where Policies are not in place the surgery will develop the same and will ensure that 

they, and existing Policies, are subject to regular review in line with the surgery Policy

Framework.  Related Policies will include those addressing the following:

· Access to Health Records under the Data Protection Act 1998 and the Access to health Records 
      Act 1990

· Business and Systems Continuity 

· Data Protection and Confidentiality 

· E-mail and Internet

· Health Records

· Information Technology (IT)

· Information Security

· Freedom of Information 

· Records Management 

· Reporting and Investigating



	
	

	5.0
	Responsibilities

	
	

	5.1
	Fundamental to the success of delivering Information Governance is the 

continuing development of a culture of understanding within the surgery that information 

is a valuable asset.  Awareness and training needs to be provided to all surgery staff who

utilise information in their day to day work to promote this culture

	
	

	5.2
	Managers within the surgery are responsible for ensuring that this Policy and any supporting 
Policies, Standards and Guidelines are built into local processes and that there is 
on-going compliance.

	
	

	5.3
	All staff, whether permanent, temporary or contracted, and contractors are responsible 
for ensuring that they are aware of the requirements incumbent upon them and for 
ensuring that they comply with these on a day to day basis.

	
	

	6.0
	Policy Approval

	6.1
	The surgery acknowledges that information is a valuable asset, therefore it is wholly  in the 
interest of the surgery to ensure that the information it holds, in whatever  form, 
is appropriately governed, protecting the interests of all of its patients.
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