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April 2009
The Freedom of Information Act 2000 requires that we make certain information about the General Practitioners, the Practice and the services we provide to the public.   To meet the requirements of the act we have adopted the model approved by the Information Commissioner. This document is a complete guide to the information that the practice routinely makes available to the public.  It will be reviewed and updated at regular intervals and we will monitor its effectiveness. 
 

Your rights to information

The Freedom of Information Act 2000 recognises that members of the public have the right to know how public services are organised and run, how much they cost and how decisions are made.

The Act obliges the Practice to respond to requests about information that it holds and is recorded in any format. It creates a right of access to that information. These rights are subject to some exemptions, which have to be taken into consideration before deciding what information the practice can release.

Under the Data Protection Act 1998, you are also entitled to access to your clinical records or any other personal information held about you.  Please note that this refers to quite different from the Freedom of Information Act.  You can ask at reception to see your records.  The receptionist will pass your request to your doctor who will reply to you within 48 working hours.

 How to make a request under the Freedom of Information Act
Any person can make a request under the Act - there are no restrictions on your age, nationality, or where you live. All you have to do is write to us with the details of your request. You should make sure that you include: 

· your name 
· an address where you can be contacted 
· a detailed description of the information that you want 
You don't have to mention the Freedom of Information Act, but there is no reason not to if you want to. 

You should try to describe the information you want in as much detail as possible - for example "minutes of the meeting where the decision to do X was made", rather than "everything you have about X". This will help us find the information you need. 

We will provide the information to you within 20 working days. If we need more time, we will write to you and tell you when we will be able to answer your request, and why we need more time. 
Here is a link to more information on the FOI Act: http://www.foi.gov.uk/yourRights/index.htm
 

Feedback

If you have any comments about the operation of the Publication Scheme, or how we have dealt with your request for information from the Scheme, please write to Linden Veitch, Practice Business Manager,  at Fisher Medical Centre, Millfields, Coach Street, Skipton, North Yorkshire BD23 1EU.
If you felt we have not dealt with your request adequately you may take the complaint further to the Information Commissioner at The Information Commissioners Office, Wycliffe House, Water Lane, Wilmslow, Cheshire SK9 JAT  Tel 0845 630 6060 / 01625 545745 Fax 01625 524510.

In addition we welcome your suggestions about how we could improve our publications to make them more accessible to you.
Information included in the scheme

All the information at Fisher Medical Centre is held, retained and destroyed in accordance with legislation and NHS guidelines.  Our commitment to publish information excludes any information, which can be legitimately withheld under the exemptions set out in the NHS Openness Code or the Freedom of Information Act 2000.  Where individual classes of information are subject to exemptions, the main reasons are, for example, the protection of commercial interests and personal information under the Data Protection Act 1998.  This applies to all the classes of information within the Publication Scheme.  

Please be aware that the information covered by this scheme refers only to the primary, general or personal medical services we provide under contract to the National Health Service.   This means that any information about private services we provide is excluded from the scheme. 
	Information to be published
	How the information can be obtained


	Cost

	Class1 - Who we are and what we do

Information about the Practice, where we are based, our contracts and organisational structures is available:
	Practice Booklet from the Reception Desk
Practice website
	Free 
Free 

	Information about the Partners and other Doctors who work in the Practice including names and qualifications: 
	Practice Booklet from the Reception Desk
Practice website
	Free 
Free 


	Contact details for the practice including named contacts, telephone numbers, email addresses and addresses are also freely available:

	Practice Booklet from the Reception Desk

Practice website
	Free 
Free 

	Our opening hours and details of service provision including doctor’s surgeries and specialist clinics as well as out of hours service cover for emergencies:
	Practice Booklet from the Reception Desk

Practice website
	Free 
Free 

	Other staffing details including those of 

· senior clinicians such as the Practice Nurses and our Pharmacist
· Managers and support staff employed by the Practice 

· Attached Staff such as District Nurses, Midwives and Health Visitors (employed by other providers such as the Primary Care Trust but who work from the Practice premises or have responsibilities for care provision for patients registered on our practice list.  For further details on these please consult NHS North Yorkshire and York (Primary Care Trust) Model Publication Scheme)

· Other Clinicians who visit the Practice to provide health services such as GPs with Special Interest and Consultants who provide Specialist Clinics on the Practice Premises
Please note: Some of the services we provide with other agencies (such as social services) may include information sharing (for example in Child Protection Conferences) with those agencies and our policy on data protection and the protocols which have been agreed with those agencies about information sharing arrangements are available

	Practice Booklet from the Reception Desk

Practice website
Data Protection Policy & Protocol: Information sharing is available from the Reception Desk
	Free 
Free 
Free 

	
	
	

	Class 2 – What we spend and how we spend it
(Financial information relating to projected and actual income and expenditure, procurement, contracts and financial audit)Current and previous financial year as a minimum

The Fisher Medical Centre receives money from NHS North Yorkshire and York Primary Care Trust (PCT) in exchange for NHS services provided to patients.   The amount of money is set out in the ‘Statement of Financial Entitlement / Fees and Allowances payable for General Medial Practitioners in England’

	Internet link here 

	Free 

	Total cost to the PCT/LHB/HSSB of our contracted services.
The total income received from the Primary Care Trust before expenses, including staff costs has been:

2006 – 2007     £2,117,378

2007 – 2008     £2,005,904
2008 – 2009     Awaiting information

	Here
	Free

	Audit of NHS income
Of the above figures:

                       Extra Services    Pharmaceuticals

2006 – 2007      £391,016            £153,223

2007 – 2008      £320,210            £143,178

2008 – 2009      Awaiting information
Further information about fees we charge for services provided which are not included in the NHS Contract 
Please note that there may be circumstances where information can not be released because of it’s commercially sensitive nature or the appropriate officer designated for these purposes under the Act has taken the view that it may be prejudicial to the conduct of the Practice’s affairs. 
	Here

Fees Tariff at Reception


	Free
Free

	
	
	

	Class 3 – What our priorities are and how we are doing
(Strategies and plans, performance indicators, audits, inspections and reviews)
Current and previous year as a minimum:
· Practice Development Plan 2007 - 2009
· Information Governance Plan 2007 - 2009
· Staff Training & Development Plan 2007, 2009
· QOF Outcome data 2008, 2009
· Audit Schedule 2009
· Review Schedule 2009

	Excerpts of plans and other out come data are available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU
	Photocopying charge of 10 pence per page.

	
	
	

	Plans for the development and provision of NHS services:
· Practice Development Plan 2007 - 2009
· Commissioning Plan (Craven Commissioning Group of which Fisher Medical Centre is a member) 2008, 2009
· Information Governance Plan 2007 - 2009
· Staff Training & development Plan 2007, 2009

	Excerpts of plans available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU

	Photocopying charge of 10p per page.

	
	
	

	
	
	

	Class 4 – How we make decisions
(Decision making processes and records of decisions)
Current and previous year as a minimum

Because we make key resource decisions both as providers and as commissioners of care we have a series of regular meetings which are both formal and recorded.    Meetings include:

· Craven Practice Based Commissioning Group (Monthly) Meeting at which decisions are made which aim to provide improved health services to Craven residents.
· Significant Event Meeting (Monthly) educational meetings at which positive and negative service outcomes are analysed to rectify any problems and ensure continuous service improvement: learning outcomes only are available to protect patients.
· Primary Health Care Team Meetings (Monthly) to enhance team working, joint learning, problem solving and service development.
Within the Practice Partners take it in turn to chair the Practice meetings.

Please note: Patient specific information is available only to those patients.


	Excerpts of minutes available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU

	Photocopying charge of  10p
per sheet of paper

	
	
	

	Records of decisions related to the spending of public monies in the practice affecting the provision of NHS services: as above
	Excerpts of minutes are available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU


	Photocopying charge of  10p

per sheet of paper

	
	
	

	Class 5 – Our policies and procedures
Current written protocols, policies and procedures for delivering our services and responsibilities:  Full list of protocols and policies as well as individual policies:

	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU


	Photocopying charge of  10p

per sheet of paper

	Policies and procedures about the employment of staff:
Full range of employment policies and protocols:
· Recruitment, Employment & Retention of Staff Policies

· Staff Training & Development Policies

· Grievance Procedure

· Bullying & Harassment
	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU
	Photocopying charge of  10p

per sheet of paper

	Internal instructions to staff and policies relating to the delivery of service:
	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU
	Photocopying charge of  10p

per sheet of paper


	Equality and diversity policy:
	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU
	Photocopying charge of  10p

per sheet of paper

	Health and safety policy:
	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU

	Photocopying charge of  10p

per sheet of paper

	Complaints procedures and requests for information as well as information about operation of the publication scheme:

	Available as leaflet from the Reception Desk


	Free 

	Records management policies (records retention, destruction and archive).  Full range: 

	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU


	Photocopying charge of  10p

per sheet of paper

	Data protection policies:

	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU


	Photocopying charge of  10p

per sheet of paper

	Policies and procedures for handling requests for information:

	Available on application to Linden Veitch Practice Business Manager at Fisher Medical Centre, Millfields, Coach Street, Skipton BD23 1EU


	Photocopying charge of  10p

per sheet of paper

	Patients’ charter:

	Available as leaflet from the Reception Desk


	Free


	Other policies which are available include:

· Removal of Patients from the Practice List

· Zero Tolerance of Violence
	In Practice Booklet available from the Reception Desk


	Free



	Class 6 – Lists and Registers
Currently maintained lists and registers only:

Registers and list currently held are all directly related to patient care and not publicly available being exempt from this legislation.


	
	

	Any publicly available register or list (if any are held this should be publicised; in most circumstances existing access provisions will suffice)
	
	

	
	
	

	
	
	

	Class 7 – The services we offer
(Information about the services we offer, including leaflets, guidance and newsletters produced for the public)
Current information only


	
	

	
	
	

	The services provided under contract to the NHS
	In Practice Booklet available from the Reception Desk


	Free

	Charges for any of these services
	Fees Tariff at Reception


	Free

	Information leaflets
	Distributed within the surgeries. From GPs, Practice Nurses or collect from Reception
	Free

	Out of hours arrangements
	In Practice Booklet available from the Reception Desk

Practice website


	Free


The Freedom of Information Act does not change the right of patients to protection of their patient confidentiality in accordance with Article 8 of the Human Rights Convention, the Data Protection Act and at common law.  Maintaining the right to patient confidentiality continues to be a key commitment on our part.  To help with this, the Primary Care Trust has appointed a Caldicott Guardian in each Practice who has the responsibility to ensure the protection of patient confidentiality.  The Caldicott Guardian at Fisher Medical Centre is Dr GA Hassey who oversees the governance of access to patient identifiable information for the Fisher Medical Centre.
Cost of Information
Much of the information – for example that on the Practice or PCT website or in the Practice’s range of published information booklets and leaflets – is available free of charge (you will be required to meet your own charges for your Internet Service Provider and personal printing costs).  A list of our publications which is free is available from Reception.   
We may make charges for hard copies, photocopying or copying onto media (for example CD ROM / video) and for postage.  Requests for multiple print outs, or for archived copies of documents which are no longer accessible or available on the web may attract a charge for the staff time involved in retrieval as well as photocopying and postage. (Please note we will not provide print outs of other organisations websites).  Glossy or bound copies of documents will also attract a charge.
We will let you know the cost and charges that will have to be paid in advance.  We will review our charges regularly.
Please note that the Fisher Medical Centre does not currently use e-mail as a medium for communication with patients about confidential issues (including health care details).  This is because we do not consider it to be sufficiently secure.  We will advise of any change of policy.

Information Related Internet Resources

Information Commissioner's Office
The health section of the website explains how to obtain information about NHS agencies and how to access to your medical records.
Department of Constitutional Affairs
This page contains information on the rights you have under the Freedom of Information Act, including how to make requests for information, what happens after you make your request, costs, and your right of appeal.
NHS Freedom of Information Project Board
Information about how the NHS has responded to the Freedom of Information Act.
NHS Openness Code
This Code of Practice sets out the basic principles underlying public access to information about the NHS.
Freedom of Information Act 2000
The full text of the Act

Good Practice Guidelines for General Practice Electronic Patient Records. 
Produced by the Royal College of General Practitioners and the Department of Health. The primary purpose of this set of good practice guidelines is to provide a professional framework for the legitimisation of electronic patient records in general practice. 

Royal College of General Practitioners Information Sheets, including Computerisation, Prescribing and Complaints
Information sheets about many of the matters discussed on this website and in the practice publication scheme.

Confidentiality, the NHS Code of Practice
This document is a guide to required practice for those who work within or under contract to NHS organisations concerning confidentiality and patients’ consent to the use of their health records.
Statement of Financial Entitlement  
This documents provide information on the income for the General Medical Services Contracts which the Practice holds with NHS North Yorkshire & York.
 

Copyright

Material available through this Publication Scheme is subject to the Practice’s copyright unless otherwise stated.  Unless expressly indicated to the contrary, it may be reproduced free of charge in any format or medium provided it is done so accurately in a manner, which will not mislead. Where items are re-published or copied to others, you must identify the source and acknowledge copyright status.  This permit does not extend to third party material accessed through this scheme.  For Office of Public Sector Information Guidance Notes click here.
