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	To: All Practice Managers in the former County of Avon

Please bring this letter to the attention of GPs and staff requesting medical records urgently and missing sections of medical records
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	26 January 2007

	
	Ref:
	DW/HB


 Dear Colleague

Urgent Requests

I am writing once again about requests to send medical records to practices urgently.  In 2003 the average number of 2 day requests per quarter was 15, in 2004 it fell to 10, but rose to 100 in 2005 and 111 in 2006.  This substantial increase in workload can only be absorbed by placing a lower priority on other areas of work.  
In addition to this, there is the increased postal bill - each urgently requested record is sent by recorded delivery to comply with Information Governance guidelines - and our telephone bill has also been affected.  I am mindful of the fact that you too will be affected by an increase in all the same costs.
Before making an urgent request for a medical record therefore, I would ask you to consider the following:

· Clinical urgency – medical records should only be requested urgently by GPs for clinical reasons.  It is not acceptable to request a medical record urgently to assist with a mortgage application for example.  Dealing with ‘urgent requests’ delays the progress of routinely transferred records.

· 2 or 5 days – please take into account factors like the patient’s next appointment.  If the patient isn’t due to be seen for another 7 days, a 2 day request is not appropriate.

· The majority (92% last quarter) of routine medical records are transferred to the patient’s new GP practice within 6 weeks, with transfers in this area taking an average of 2 – 3 weeks.
Missing Sections of Medical Records

In May 2005 we introduced a form for practices to request missing sections of medical records, but since doing so, the number of requests we receive has increased from one or two per month to five or six per day.  

As a result, we are issuing new guidance for dealing with missing sections of medical records which is to ask you to call the patient’s last GP practice directly to request any missing sections.  There is a website which will assist you in obtaining telephone numbers for other GP practices anywhere in the country: www.nhs.uk.  If you experience any difficulties with this, please call us for assistance.

Unfortunately, as a result of the high volumes of requests being received, we have a backlog which extends back to September last year and I regret that I am returning these to you for action as recommended above.  Please accept my sincere apologies for any inconvenience this causes you, your doctors and staff.

In an attempt to reduce the number of incomplete medical records being transferred we would like to conduct an audit of missing sections of notes and I should be grateful therefore, if you would complete the attached form for the month of February and fax it to us on or around 1 March.  We will then analyse the information provided and take appropriate action, such as reminding those areas or GP practices whose details appear frequently of their obligations surrounding the transfer of medical records.

Please note that all requests for medical records, whether urgent or not, should continue to be made via Patient Data.  The above guidance only applies where a section of a record is missing.

Finally, you may be aware that some GP system suppliers are offering record transfer by CD.  PCTs are currently considering this and we understand that guidance will be issued to GP practices in due course.

If you wish to discuss any aspect of the above letter with me, please feel free to call on my telephone number below.

Yours sincerely

Denise Williams 

Patient Data Manager 

Avon Primary Care Support Agency 

Direct telephone: 0117 900 2466 

E-mail: denise.williams@brs-pcsa.nhs.uk
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