online services

Before online services are enabled, we
need you to complete an application

form and we must check your identity ei-
ther by vouching (if you are a well known
patient or known personally by a member |
of staff) or being provided with appropri-
ate documents as proof of ID (passport,
driving license, bank statement, birth cer-
tificate)
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What if | have forgotten my User ID or :
password? !
You will have the facility to update/ !
maintain your account online including !
updating you password if you forget it; !
you will only be able to reset your pass- i
word online if you have supplied the prac- i
tice with a valid email address. If you are |
unable to reset your password, contact |
the practice and staff will be able to do |
this for you. :
If you have forgotten your User ID, you will !
need fo contact the practice to obtain !
this. i
Note: At this time the online services sys- :
tem does not allow User IDs to be amend- |
ed once they have been created foran |
individual. This has been raised as an issue |
with the supplier so that the system can !
deal with name changes. :
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2 Patients who apply for access to, and use the
ionline services, do so on the understanding that
Ithey understand and agree to the responsibilities
Iset out below:

i 1. Patients MUST have read and understood the
iinformo’rion leaflet provided by the practice.

1 2. Patients are responsible for the security of the

g information that they see or download.

i 3. If patients choose to share information with an-
Eyone else, they do so at their own risk.

L4, If patients suspect that their account has been
goccessed by someone else without their agree-

g ment they MUST contact the practice as soon as
ipossible.

15. If a patient sees information in their record that
}is not about them or is inaccurate they MUST
icontact the practice as soon as possible.

;6. If a patient feels they are at risk of being pres-
Isured into revealing details from their patient rec- i
lord to someone else against their will, it is best i
ithat they do not register for access at this time, or;
iif they have already registered and are being '
i coerced contact the practice as soon as possi-
'ble.
;The practice has the right to remove online ac-

i cess fo services for anyone that doesn't use them |
'responsibly. i

For more information about keeping your |
healthcare records safe and secure, you will |
find a helpful leaflet produced by the NHS in |

conjunction with the British Computer Society: i
Keeping your online health and social care
records safe and secure www.nhs.uk/
NHSEngland/thenhs/records/healthrecords/
Documents/PatientGuidanceBooklet.pdf
or you can visit the practice website:
www.thespasurgery.co.uk
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Access to Online
Services

Please pick up an
application form
from the
Reception Team
or download an
application from
our website

; If you wish to, you can use the internet to book |
' appointments with a GP, request repeat pre- :
Iscriptions for any medications you take regularly :
i and look at your medical record online. You can i
L also still use the telephone or call in to the sur- :
g gery for any of these services as well. It's your !
ichoice (please note we do not take repeat pre- |
;scrip‘rion requests over the phone). :
| |
; Being able to see your record online might help |
' you fo manage your medical conditions. It also |
imeans that you can even access it from any- |
| where in the world should you require medical |
| freatment on holiday. If you decide not to join or |
i wish tfo withdraw, this is your choice and practice |
' staff will continue to treat you in the same way '
g as before. This decision will not affect the quality
g of your care.

|

2 You will be given login details, so you will need to
i think of a password which is unique to you. This
twill ensure that only you are able to access your
g record — unless you choose to share your details

i with a family member or carer.
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' Different Levels of access

:A’r The Spa Surgery we have 3 levels of ac-
|cess to online services, as detailed below:

ie Basic access

EThe basic level of access gives patients ac-

i cess to appointments (booking, cancelling

L and viewing upcoming appointments), re-
'peat prescriptions and a summary of their
'medical record. Once ID has been verified,
lwe aim to provide this access within 5 wor|<—
Img days.

ie Enhanced access

iThe enhanced level of access gives the User
i access to all services detailed in the basic
ilevel as well as access to detailed coded
tinformation. The practice requires 20 work-
;ing days to process applications for en-
'hanced access to medical records to ollow
ifor the GP/authorised person data checks
ITo be completed.

. . Proxy access

Elf you are authorised to act on behalf of a

i patient, for example if you are their parent

L or carer you may apply for proxy access to

L online services.

' The practice will provide appointment ad-
'm|n|s’rrohon and repeat medication reques’r
Ionlme services as standard for proxy access.
||f a proxy requires access to summary or de-
!’roned medical records, the request will be
imade in writing and referred to the GP Por’r—
i ners for assessment/authorisation.

I Please note: Parental proxy access will
{ceose when your child reached 11 years of
lage. (Online services are not available for
Ip<:1’r|en’rs aged 11—16 years)

. The practice has the right to refuse or remove
.proxy access if a GP or other member of staff | '
.suspecfs that the patient has been or is bemg |

coerced :

Repeat
prescrip-
tions online

GP ap-
pointments It's
online Your
Choice

View your
GP records

1 Things to consider before you apply for online
'access to your record

| Although the chances of any of these things
ghoppening are very small, you will be asked
:’rho’r you have read and understood the fol-
ilowing before you are given login details.

is  Forgotten history

I There may be something you have forgotten
}obou’r in your record that you might find up-
Isetting.

;- Abnormal results or bad news

1If your GP has given you access to test results
Eor letters, you may see something that you

| find upsetting to you. This may occur before
lyou have spoken to your doctor or while the
}surgery is closed and you cannot contact
Ithem.

o Choosing to share your information with
i someone

{1t's up to you whether or not you share your

linformation with others — perhaps family mem- |

}bers or carers. It's your choice, but also your
'responsibility o keep the information safe and
Isecure.

.- Coercion

Elf you think you may be pressured into reveal- |

{ing details from your patient record to some-

tone else against your will, it is best that you do !

| no’r register for access aft this time.

g g

o Misunderstood information :
iYour medical record is designed to be used |
iby clinical professionals to ensure that you
ireceive the best possible care. Some of the !
‘information within your medical record may |
‘be highly technical, written by specialists i
'and not easily understood. If you require fur- |
|’rher clarification, please contact the surgery |
| for a clearer explanation. :
o Information about someone else !
| If you spot something in the record that is not !
| about you or notice any other errors, please :
 log out of the system immediately and con- |
'tact the practice as soon as possible. i
. Refusal of Access / Limited Accessto |
| your medical record |
IYour record or parts of your record may be I
lresfrlc’red if it has been assessed and agreed |
'that the items would cause necessary upset |
| or the consultation notes or documents con- !
 tain third party information !
! |
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: It will be your responsibility to keep your login |
Ide’rons and password safe and secure. If you
' know or suspect that your record has been
!occessed by someone that you have not

' agreed should see it, then you should
change your password immediately.

'If you can’t do this for some reason, we rec- |
'ommend that you contact the practice so |
"rho’r they can remove online access unftil you
: are able to reset your password. i
' If you print out any information from your

{ record, it is also your responsibility to keep
 this secure. If you are at all worried about
' keeping printed copies safe, we recom-
'mend that you do not make copies at all.



