Transparency Checklist

Use this checklist to ensure your practice is providing clear, comprehensive, and compliant information to patients about how their data is collected, used, and shared.
	Areas
	Details
	Sufficient
(yes/no)
	Actions
(record any actions here (if applicable) which need to be completed)

	Is a sufficient Privacy Notice in place including all required information?


	Provide an up-to date, compliant, accessible Privacy Notice explaining data sharing. Include the legally required elements (refer to Guidance document for details) including practice specific uses of data if applicable (not exhaustive list): 
- NHS App access
- Summary Care Record
- Local Shared Care Record
- CCTV
- Call recording
- Website cookies
- Safeguarding sharing (e.g. 
   MASH, MARAC, Operation 
   Encompass)
- Research (e.g. SDE sharing)
- Data sharing with remote 
   monitoring platforms
- Video consultation tools
etc.

Make sure that it is as easy as possible for patients to find the Notice on your website.

· Check the Guidance document to learn more about what details must, should or can be included in a Privacy Notice, what style to write it in and how to best share with your patients. 
	
	

	Are we using a sufficient combination of communication channels and messages?
	Not all patients access information in the same way and have different needs and habits (e.g. some individuals will not engage digitally but will require non-digital formats). 

Remember that a “website‑only” approach might risk failing to inform a significant portion of registered patients. 

Different channels help prevent confusion, fear about how data is used, loss of trust, feeling of having no control.

· Check the Guidance document for access to different examples for a number of tools used to communicate data use to patients. 

	
	

	Are we considering Data Sharing Agreements responsibilities?
	If the practice has signed Data Sharing Agreements certain responsibilities around transparency might have to be considered (e.g. add content to Privacy Notice, make individuals aware of sharing at first contact etc.)?

· Ask your Data Protection Officer for access to all relevant Data Sharing Agreements and check if the responsibilities trigger an update of the Privacy Notice or other required reviews and updates. 
	
	

	Have we tailored information to context and audience?
	In health and social care, organisations handle high volumes of very sensitive data, so the threshold for clarity and completeness is higher.

Use clear, plain, and easy to understand language. Avoid unnecessarily legalistic or technical terminology.

Consider any accessibility needs (language, literacy, disability). 

· Check the Guidance document for access to different examples including communications to children and young people. 

	
	

	Are staff trained sufficiently and do they have the right tools to comply with the law?
	To ensure patients receive clear and accurate information about how their data is used, it is essential that all staff are appropriately trained and confident in explaining data‑processing practices. Maintaining up‑to‑date data protection policies, covering transparency, confidentiality, and data subject rights, provides staff with the necessary guidance and resources to communicate effectively with individuals about the handling of their personal information.

Staff should also be fully familiar with the practice’s Privacy Notice and know exactly where to find further support or escalate more complex queries. This helps ensure that patients always receive accurate, consistent, and compliant information.

· The Guidance document could be one of the tools used to help staff comply with transparency requirements. 

	
	

	Are we keeping all our transparency information up to date?
	It’s important for the practice to check and update its transparency information regularly, at least once a year (schedule the review), or whenever something changes, like new systems, legislation or new ways of using patient data. 

Keeping things up to date helps make sure patients always get clear, accurate information about how their data is used. It also helps staff feel confident that what they’re sharing is correct, which builds trust and avoids confusion.

	
	

	Have you identified transparency issues and made improvements in response
	Complaints and incidents can highlight where patients feel confused, misinformed, or unaware of how their data is being used, making them a valuable source of insight when improving transparency materials. Reviewing these issues helps the practice spot gaps in information, unclear explanations, or points where patients expected more clarity.

By using real patient feedback and incident learning, practices can update their materials in a way that better supports understanding and builds trust.

	
	

	Are you providing privacy information at the right time?
	Privacy information must also be provided at the right time, such as during patient registration or at the point of first data collection, ensuring patients clearly understand how their information will be handled from the outset.
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