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To make sure your record is correct at all times, we’ll check your details with you 
regularly. This will usually be done on admission to Keech Hospice Care, when 
you attend for day care or when we visit you at home. Please help us to keep the 
information about you accurate by telling us about any changes in your details, for 
example, change of name, address, next of kin or telephone number.

The health and social care professionals at Keech Hospice Care are required 
to keep an accurate record of their work. This also provides information on 
which they base decisions.

These records help ensure that you receive the best possible care. They may 
be written down on paper or held on a computer as an electronic record. 
All of the information is known as the Healthcare Record or Patient’s Notes. 
They may include:

• basic details about you, such as name, address, date of birth and next of kin
• contact we have had with you
• notes and reports about your health and any treatment and care you need 

including your diagnosis and drug prescriptions
• details and records about the treatment and care you receive
• results of investigations such as X-rays and laboratory tests
• relevant information from other health professionals, relatives or those who 

care for you and know you well.

This leaflet explains how and why your information is 
collected, the ways it can be used by Keech Hospice Care, 
and how it is protected and safeguarded.

Why do you collect my information?

How is my information used by Keech Hospice Care?

Your records are primarily used to help clinical staff ensure you receive the most 
appropriate care according to your needs. In addition to this, your information 
may also be used to help Keech Hospice Care:

• contact and offer support to your loved ones
• plan our services to make sure we meet needs in the future
• prepare statistics on our performance
• audit and review the care we provide to ensure it is of the highest standards
• investigate complaints, legal claims or untoward incidents.

How do you keep my record up to date?

How is my record accessed and shared by 
Keech Hospice Care?

Hospice care staff (doctors, nurses and other health and social care professionals) 
who are directly involved in your care will access your record on a need-to-know 
basis.

Secretaries, receptionists and other clerical staff will need limited access in order to 
carry out administrative tasks such as typing letters, booking appointments, filing 
information and entering details onto the computer system.

On occasion, investigators and auditors may need access to your record to obtain 
information for the purpose of resolving an allegation/complaint or ensuring your 
record is being made and kept to a high standard.

Provided we have your explicit consent, your records will also be shared both with 
and by Keech Hospice Care and other health and social care organisations of your 
choice. For instance, with your consent, the hospice would allow your GP to access 
the information we hold about you, and your GP could allow the information they 
hold about you to likewise be accessed by us. 

The main reasons for sharing your record with others are:
• to help plan your ongoing care with other agencies (e.g. Social Services)
• in the teaching and training of health care professionals (those who work at 

Keech Hospice Care and in other health care settings)
• to assist with health research programmes (e.g. those carried out by hospitals, 

universities or research institutions).

Your healthcare information may also be shared anonymously, for example to:
• ensure our services are providing the best quality care
• negotiate with local health services in relation to funding arrangements
• help plan future health services locally.



We will ask you if you want to share your information with other health and 
social care organisations at your initial assessment and you’ll be given the 
opportunity to exclude certain organisations or limit the levels of access 
available to certain organisations. Anyone who receives information from us is 
under a legal duty to keep it confidential and secure.

You are in control of how your information is to be shared at all times. Changes 
to the way in which your information is shared by and with Keech Hospice 
Care can be made immediately by any of our care staff on your request. You 
should express any changes in sharing preferences to all health and social care 
organisations which are involved in your care.

We will try to keep you informed about how your information is being used 
or shared. As a routine your consent will not be sought every time we need to 
share information as described above, with the exception of when you or your 
family would be directly involved. For example, if a researcher wanted to talk to 
you personally.

ResearchOne is a project run by the developers of Keech Hospice Care’s 
electronic patient record system – SystmOne – in partnership with the University 
of Leeds. ResearchOne collects anonymous clinical and administrative data 
from patient record systems throughout the country and adds it to a national 
database which is made available to researchers for analysis. Using this 
anonymised data, researchers can improve clinical knowledge and practice, 
leading to better health care provision throughout the country.

Unless we are notified otherwise by you, information on your record will be 
automatically anonymised and extracted by ResearchOne. Only clinically 
relevant data is extracted, such as diagnoses, medications etc and, in some 
cases, demographic data (for example, for the purpose of researching the 
effects of deprivation and rurality on health care). The anonymisation rules 
applied to the extracted data are proven to make the data unidentifiable, and 
all data is held on secure encrypted servers. ResearchOne has full approval 
from the National Research Ethics Committee and the Department of Health’s 
National Information Governance Board, including a recommendation from 
the Secretary of State for Health. These bodies exist in order to help maintain 
patient confidentiality and ethical standards.

ResearchOne

Yes, you can access your own record. We may, however, withhold some of the 
information if it is likely to cause harm to your mental or physical state, or 
that of others. Our Clinical Director will make this decision.

Requests to see your record should be made in writing to the Clinical 
Director at Keech Hospice Care. The request must be responded to within 
one month. If you feel anything in your record is factually incorrect, you have 
the right to apply to have it amended or deleted in accordance with the UK 
and EU data protection laws.

Can I see my record?

Your personal information is safeguarded by the Data Protection Act 2018.

The sensitivity of patient information is well understood within Keech 
Hospice Care. We’ll keep your health record confidential. All of your paper 
and electronic records are stored securely to prevent unauthorised access, in 
line with current legislation.

All staff at the charity are given training on their duty of confidentiality 
to you. Our staff have a responsibility to ensure your information is kept 
secure and is not disclosed inappropriately. We take any breaches of this 
very seriously, following Information Commissioner’s Office (ICO) guidance.  
Your relationship with Keech Hospice Care’s health and social care workers 
is based on mutual trust and we do all we can to protect that trust. Keech 
Hospice Care has a legal Duty of Candour, meaning we will be open with you 
if we suspect your confidentiality may have been breached. 

How does Keech Hospice Care protect my privacy?



Keech Hospice Care must abide by laws which strictly control the disclosure of 
some types of sensitive information.

A Court of Law can insist that medical information be disclosed to them. In such 
cases, the information must be required by statute or court order, for example 
to provide information to a court or an elected representative on behalf of a 
constituent.

Under the Access to Health Records Act 1990, we may need to share your health 
care record with your solicitor or the executor of your Will if you or your family are 
pursuing legal claims.

Under the Public Health Act (Control of Diseases) 1984 and for the protection of 
the general public, Keech Hospice Care must notify the government of certain 
highly contagious diseases for public health purposes e.g. measles, mumps and 
meningitis but not HIV or AIDS. Births and deaths must also be notified.

Under the Data Protection Act 2018, Keech Hospice Care must also share any 
information with legal authorities if doing so will prevent a crime or serve the 
public interest.

Is Keech Hospice Care ever legally obliged to share my data?

If you need any help understanding the information in this leaflet or you have 
any queries or concerns about the ways in which your information is used by 
Keech Hospice Care, you should initially talk to the member of staff looking 
after you or ask to speak to a manager. You can also find more detailed 
information by reading our Privacy Policy on our website: 
www.keech.org.uk/privacy-policy.

I have a question!

If you would like this information in other languages, large 
print, braille, audio tape/CD or other formats, please contact 
comms@keech.org.uk.
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Where we 
provide care

Adult and children’s service

Children’s service
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As a charity, around 70% of our funding 
for our care services comes from our local 
community and supporters. This means 
we need to raise around £6 million every 
year to provide our specialist care for 
children and adults with life-limiting and 
terminal illnesses, and their families. 

To help us continue making the difference 
when it matters the most for patients and 
their families, please donate at 

www.keech.org.uk/donate.

If you would like this information  
in other languages, please visit 
www.keech.org.uk/translate.


