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Guidance for GP practices 
to assess and improve compliance with transparency requirements

Introduction
This guidance has been created to support GP practices in developing clear, consistent and patient‑friendly communications about how health information is used and shared. It is designed to help practices produce their own materials in the formats that work best for them, whether printed (such as posters, leaflets or waiting‑room displays) or digital (such as website content, SMS text updates, or social media posts).
The guidance includes:
· A check list to assess if legal and best practice compliance is achieved.
· Example wording suited for different communication methods including ready‑to‑use phrases.
· Prompts for practices to help tailor the content to local systems, services and processes.
All examples in this guidance have been written in plain, accessible language so it is suitable for the general public. It aligns with current data protection legislation, as well as NHS and ICO guidance on transparency and the requirement to inform individuals about how their information is used.
Practices can use this resource to:
· Ensure patients understand why their data is shared, who it is shared with, and how it benefits their care.
· Communicate individuals’ rights and choices.
· Reinforce trust by clearly explaining lawful, secure and responsible data use.
· Create consistent messaging across different practice platforms and materials.
You are encouraged to adapt, expand or simplify the examples to reflect local arrangements, patient needs and the communication style of your practice.

1. Transparency Checklist
The Transparency Checklist is a quick and easy way to assess if the key considerations of being transparent are met by your practice. Details can then be reviewed below if required. 



2. What information must be shared with patients
Certain information must be provided to patients by law and other information should or can be shared (good practice) to assist a better understanding of how data is used in a complex sharing environment. Below is a list of what information must legally be communicated (including in a Privacy Notice) and some examples of what should or can be included. Please have a look at the ICO website Transparency | ICO for further details on the topic. 



	Topics
	Legal requirement or good practice?
	Prompts

	Contact details for the GP Practice and Data Protection Officer. 
	Legal Requirement
	Include clear signposting for how patients can raise concerns, ask questions, or seek clarification.

	Why we use and share data
	Legal Requirement
	Have you included all relevant reasons (purposes) for sharing data? This will include sharing with health and care professionals for the provision of care but is likely to include sharing with NHS organisations for planning and improving services, research and in some cases for public‑health duties or safeguarding. 
Check the following and make sure you give examples. Establish if there is anything else to add:
· Direct patient care
· Managing and improving services
· Statutory and public-interest functions 
· NHS planning and commissioning
· Research
· Administrative purposes

	Who we receive information from and who we share with
	Legal Requirement
	Which local ICS, NHS Trusts, councils, or partner providers should we list?

Are we part of a shared care record? If so, add its name and a link to the website if available.

To make it easier you can list categories of organisations rather than the actual organisation. 

	What information we use and share
	Legal Requirement
	Do we want to include examples of what we don’t share (e.g., full GP records for non-care purposes)?

	Patients choices and controls
	Legal Requirement
	Do we link to national opt-out guidance?

Do we offer online forms or require an in-person request?

Have we communicated the ICO contact details for issues, concerns and complaints?

	How we protect your information
	Legal Requirement
	Do we want to reference any local accreditations (e.g., DSPT status)?

	Are you informing individuals of how long their data will be held (retention period)?
	Legal Requirement
	In some cases, it might be difficult to establish how long data will be kept but we can always include the criteria used to determine the period. 

Have a look at the Records Management Code of Practice 2023 for Health and Social Care. 


	How Data Supports the NHS

	Good practice
	Do we want to provide a real local example of how data has improved care?

	Do we inform patients of how online tools and digital services use their data?
	Good practice
	A simple explanation of how patient data is used for example using the NHS App, online consultations, website forms etc.






3. How to provide privacy information
The law dictates us to provide concise, transparent, intelligible, clear information in plain language and communicate in a way that is effective for the target audience. 
GP practices should proactively make people aware of their privacy information and ensure it’s always easy to access, whether online or in hard-copy form. Using a mix of clear, layered formats, such as simple text, icons, and mobile friendly versions, helps patients understand how their data is used. Privacy information should always be written in clear, plain language and made available in accessible formats when needed. Extra care should be taken when writing information for children, using age‑appropriate wording that explains any risks and the safeguards in place.
Good questions to assess compliance:
· Would patients say that the practice proactively made them aware of privacy information?
· Was it easy to understand? Was it explained in a meaningful way that helped them to exercise their rights?
· Have you explained complex matters in basic terms, using everyday language? 
· Do patients feel appropriately supported in accessing, determining and managing how their information is used? And would children or people speaking alternative languages feel the same?
Remember to document when privacy information has been given to the patient. 




4. Resources/Examples (different methods of communicating)
	Staff Guidance (verbal comms)
	


	Transparency prompts 
	E.g. to be included in letters, forms, email signature or other communications (Link to privacy Notice).

“To see how we use your information, please read our Privacy Notice: [insert link].”

“We use your information in line with data protection laws. You can read our full Privacy Notice, which explains how your information is used and your rights: [insert link]. Paper copy available on request.”

“Your information is handled securely and used according to our Privacy Notice, available here: [insert link]. Please ask if you would like a printed copy.”

Privacy Notice: [insert link]

“We handle your information securely. Find out how it’s used in our Privacy Notice: [insert link].”

	Posters
	


	Leaflets
	



	SMS script
	To be added to relevant SMS communication.

· “Your information is used when lawful and necessary only. Read our Privacy Notice [insert link] or speak to a member of the team.” 
· “To learn more about how your personal information is used see our Privacy Notice here: [insert link].”
· “For detail on how we keep your information save access our privacy notice here [insert link] or speak to a member of the team.” 
· “How we use your information: [insert link]. Ask us for a paper copy.”

	Screensaver
	· Data Transparency / Privacy Notice Screensaver 
Message: “We keep your information safe. Learn how we use and protect your data at: [insert link]”
· Staff Awareness Screensaver
Message: “Patient information is confidential. Access only what you need to provide care.”
· Patient‑Facing Waiting Room Screensaver
Message: “Your information is used to support your care and is protected by strict NHS rules. Privacy Notice: [insert link]”
· Rotating Screensaver Slides (3–4 messages)
Slide 1: “Your NHS data is protected.”
Slide 2: “We only share information when necessary for care or by law.”
Slide 3: “Want to know more? Read our Privacy Notice: [insert link]”

	Newsletter item (standard)
	“We use your information to provide safe, high‑quality care, and we only share it when it is lawful, necessary, and protected. We only share the minimum information required, and never for marketing purposes. If you would like to learn more, everything is clearly explained in our Privacy Notice. You can read it online or ask us to print a copy for you: [insert link here]. If you have questions about how your information is used, just speak to a member of our team.”





5. Transparency in data sharing for planning and research

Patients often misunderstand planning vs. direct care. GP practices therefore must be open with patients about how their information may be used beyond their direct care, particularly for NHS planning and research. It is valuable to let patients know that much of this activity relies on anonymised or pseudonymised data besides the use of identifiable data. Understanding that a patients data helps the NHS understand population needs, improve services, and support approved research increases the willingness of being a part of planning and research initiatives. Data is however not shared for these purposes if a patient has chosen to opt out. 

Patients can use the National Data Opt‑Out to stop NHS England and other health and care organisations from sharing their confidential patient information for planning and research, while still allowing their data to be used for treatment and direct care. They can set or change this choice at any time through the NHS website or NHS App. 

They may also choose a Type 1 Opt‑Out, which prevents their GP practice from sharing any identifiable data from the GP record for planning and research; this option is set directly with the GP practice and applies only to information held in GP systems. 

Together, these choices give patients control over how their data is used beyond their care, while ensuring the NHS continues to operate within strict confidentiality, privacy, and security requirements.


6. Links to key external guidance
ICO transparency in health and social care guidance  - Transparency in health and social care | ICO
NHS England IG and data protection guidance for general practices - NHS England » Information governance and data protection
National data opt-out information from NHS England - National Data Opt-Out - NHS England Digital
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Speaking to patients about data sharing – your role

Transparency about how we use patient information is essential to delivering safe, high quality primary care. When we clearly explain how data is collected, stored, and shared, we help patients feel confident that their information is treated with respect and protected at every stage.

Being open about data use helps us to:

· Build trust between the practice and patients.

· Reduce complaints and confusion by addressing concerns early.

· Support safe, lawful care and good clinical decision making.

· Meet the requirements of UK GDPR, the Data Protection Act 2018, and NHS 
confidentiality standards.

Every member of the GP practice team, clinical, administrative, and support staff, plays a crucial role in this. Anyone who interacts with patients or handles patient information contributes to how confident and reassured people feel about how their data is used. Transparency is a shared responsibility across the whole practice.

Patients often ask, or quietly wonder, why for example receptionists ask personal questions, who can see their medical record, where their information goes, whether anything is shared without their knowledge, and how they can opt out of data sharing. This handout gives clear, simple explanations you can use anytime.



1. What Information We Collect & Why

GP practices collect personal and medical information to:

· Provide safe, effective care

· Make clinical decisions

· Arrange appointments and referrals

· Prescribe medicines safely

· Communicate results and updates

· Record care activities in the patient’s medical record

· Prevent and detect risks to health


We collect only what is necessary and lawful.

How to explain this to patients:

“We use your information so clinicians can make safe decisions about your care. We only collect what’s needed, and everything is kept confidential.”






2. Who Can See Patient Information?

Access levels differ across roles, but all staff follow the same confidentiality rules.

Clinical staff
Doctors, nurses, pharmacists, and allied health professionals can access necessary clinical information to provide care.

Administrative and reception staff
They have controlled access to information needed to:

· Verify identity

· Book appropriate appointments

· Process referrals, documents, and forms

· Communicate messages to clinicians

· Update contact details

· Support safe care navigation


They do not access detailed clinical notes unless required for their role.

Management and support staff
Access is limited to what is needed for governance, auditing, or operational purposes.

How to explain this to the patients:

“Only staff involved in your care and practice operations can access your information, and only the minimum necessary.”




3. How Information Is Shared

GP practices share relevant information with other NHS and partner organisations involved in patient care, such as:

· Hospitals

· Community services

· Mental health teams

· Pharmacies

· Out‑of‑hours services

· Social care partners

· NHS England (e.g., screening programmes)

Information sharing is always lawful, justified, proportionate, secure, and limited to what is necessary.

How to explain this to patients:

“We only share information with services directly involved in your care, or when required by law or for your safety.”

4. Data Opt‑Out for planning & Research

Some health information may be used to support NHS planning, service improvement, or research. Patients can choose whether their confidential patient information is used for these wider purposes.

There are two types of opt‑out:

Type 1 Opt‑Out (data held by the GP practice)

· Prevents confidential patient information from leaving the GP practice for planning or research purposes.

· Managed by the GP practice.

· Patients must complete a Type 1 Opt‑Out form, which the practice codes in the patient record.


National Data Opt‑Out (data leaving NHS England)

· Applies when confidential patient information is shared by NHS England or other NHS organisations for planning or research.

· Set by the patient themselves online or via the NHS helpline.

Both opt‑outs affect only planning and research, not direct care.

How to explain this to patients:

“You can choose how your confidential information is used for planning and research. A Type 1 Opt‑Out stops your data leaving the GP practice for these purposes. The National Data Opt‑Out covers data shared by other NHS organisations. You can check or change your National Data Opt‑Out at nhs.uk/your-nhs-data-matters, and we can help you with a Type 1 Opt‑Out form here at the practice.”



5. Transparency in Digital and Online Services

Many practices now use digital systems such as:

· Online consultation platforms

· NHS App

· SMS messaging systems

· Electronic Prescription Service

· Online access via patient record apps

These systems are secure, encrypted, and designed for safe clinical use.

How to explain this to patients:

“Your information stays within secure NHS-approved systems and is only seen by staff involved in your care.”





6. Patient Rights

GP patients have the right to confidentiality, to know how their information is used, and to access or correct their medical records. They can decide how their data is used beyond their individual care by choosing a National Data Opt‑Out or requesting a Type 1 Opt‑Out at their practice. Patients are also entitled to safe, high‑quality treatment, clear communication, dignity and respect, and the ability to raise concerns or complaints if something is not right.



How to explain this to patients:

“You have the right to know how your information is used, to see or correct your records, and to choose whether your data is shared for planning and research.”



7. Useful Quick Responses for Difficult Situations

“Why do I have to tell you what’s wrong?”

“So we can make sure you get the right care. Everything you tell me is confidential.”


“Are you allowed to see my information?”

“Yes, but only a very small part. I don’t see full medical notes—just what’s needed to support your care.”


“Where does my information go?”

“Into your NHS medical record. It’s only seen by staff involved in your care.”


“Do you share my details with anyone?”

“Only with services directly involved in your care, or when the law requires it.”





Remember the key messages: 
You don’t need to explain every detail about how a patient’s personal information is used; instead, you can direct them to the practice’s privacy notice, which you can print or share as a link. Always be honest, clear, and use plain language, reassuring patients and linking your explanation back to safe, high‑quality care. Transparency builds trust, and trusted teams help the whole practice run smoothly and safely.
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Examples of Posters for display in patient facing areas within a GP practice



Example 1 - Opt-Out Choices

Your NHS Data: Your Choices

You’re in control of how your confidential patient information is used. At our GP practice, we use your information to provide safe, high‑quality care. Sometimes, confidential patient information is also used to help the NHS plan services or support research. You can choose whether your information is used for these purposes.

Your Opt‑Out Choices

1. Type 1 Opt‑Out

Stops identifiable information held in your GP record being shared outside the practice for NHS planning and research (unless required by law). Completed through your GP practice.

2. National Data Opt‑Out

Stops identifiable information collected from across the NHS from being used for planning and research.

Set online at: www.nhs.uk/your-nhs-data-matters

Not sure if to opt-out or which opt-out you need?

Ask any member of our team — we’re here to help.

Example 2 – Confidentiality

Your Information Is CONFIDENTIAL. We protect your privacy, always.

At our GP practice, your personal information is treated with the highest level of confidentiality. Only staff directly involved in your care or in essential practice operations can access your record, and always on a need‑to‑know basis.



How we keep your information safe:
We follow strict NHS confidentiality rules and UK data protection laws.
Your information is only shared when it is necessary, lawful, and secure.
We never share information for marketing purposes.
All staff receive regular confidentiality and data protection training.



Want to know more?

Everything about how your information is used is explained in our Privacy Notice. Read it online: [insert link] or ask us for a printed copy at reception.




Example 3 – Individual’s Rights

Your Rights as an NHS Patient

Under data protection law, you have important rights that give you control over your information and how it is used.

Your Key Rights:

1. Right to be informed. You have the right to know how your information is used and shared.

2. Right of access. You can view the information we hold about you.

3. Right to rectification. If something is wrong or out of date, you can ask us to put it right.

4. Right to object. You can object to how your information is used in certain situations.

5. Rights over data used beyond your care. You can choose whether your confidential patient information is used for NHS planning and research. 
6. Right to a copy of our Privacy Notice. This explains in plain language how we use and protect your information.



Want more detail? It’s all explained in our Privacy Notice.
Read it online: [insert link]
Or ask us for a printed copy at reception.


 We’re here to help if you have questions about your rights or your information, just speak to a member of our team.

Example 4 – Privacy Notice summary

Your Privacy Matters

We are committed to using your information fairly, lawfully, and transparently. We only use your details to support your care, run the practice safely, and meet our legal duties.



To help you understand this clearly, we provide a full Privacy Notice explaining:

- What information we collect

- How we use it

- Who we may share it with (and why)

- Your rights under data protection laws

- How to access or correct your information



Read the Full Privacy Notice

Scan the QR code [insert QR code here]
or type the link into your browser [insert link here].



Prefer a paper copy?

Ask at reception, we can print the Privacy Notice for you.


If you have any questions about how your information is used, our team is happy to help.
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Examples of leaflets for display in patient facing areas within a GP practice
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Example 1 – Children’s and Young People’s Privacy Leaflet



Your Privacy & Your Data





A Young Person’s Guide (Ages 11–18)



We want you to feel safe, respected, and in control when you use our GP services.
This leaflet explains how we look after your information and what your rights are.









What Information We Collect About You



To give you the best possible care, we keep information such as:

· Your name, address, date of birth

· Details about your appointments

· Notes from doctors and nurses

· Test results, treatments, medicines

· Information shared with us by other health professionals



Some of this is special category data (like health information), which has extra legal protection under the UK GDPR.











How & Why We Use Your Information



We use your information to:

· Provide safe and effective healthcare

· Record what happens in your appointments

· Coordinate with hospitals, mental health teams, and other services involved in your care

· Make sure your care is high quality and appropriate



We must follow the UK GDPR and Data Protection Act 2018, which require us to use your data lawfully, fairly, and securely.




Who Can See or Share Your Information



Only people involved in your care can see your information such as GPs, nurses, pharmacists, or specialists.
We may share information with:

· Hospitals

· Community health teams

· Mental health services



We share information only when necessary and lawful, and we never share it with people who don’t need it.















Your Privacy, Parents & Confidentiality



Even if you’re under 18, you often have the right to confidential healthcare if you understand your own health needs (this is called Gillick competence).

This means:

· We may not share your information with parents/carers if you want it private.

· We must share information if you or someone else is at risk of harm or if the law requires it (e.g., safeguarding).

You can also make choices about your data being used for NHS research and planning through the national data opt‑out (this does not affect your care).









Your Rights & Who Protects Your Data

Your rights include:

· Asking to see your records

· Asking us to correct information if it’s wrong

· Asking how we use your data

· Requesting limits on sharing (where legally possible)

Who protects your data?

✔ Data Protection Officer (DPO) — checks we follow data laws and handles concerns.
✔ Caldicott Guardian — ensures your information is used safely, legally, and ethically.

If you ever have questions or worries about your data, speak to a GP, nurse, receptionist or ask to contact our DPO.






Example 2 – Data sharing for planning and research



How the NHS Uses Your Data

A Guide to Data Sharing for Planning & Research

The NHS uses patient information to help improve care, plan services, and support research.

This leaflet explains what data is shared, why it’s shared, and how you can control your choices.















Why Your Data Is Used for Planning & Research

Your health information helps the NHS to:

· Understand local health needs and improve services in your community.

· Monitor safety and effectiveness of treatments and care.

· Prevent infectious disease spread and respond to public health emergencies.

· Identify new treatments and medicines through health and social care research.



These activities help the NHS deliver better care for everyone.









hat Data Is Shared (and How It’s Protected)

The data used for planning and research:

· Is not used to identify you directly unless strictly necessary.

· Is protected by UK GDPR, the Data Protection Act 2018, and the Common Law Duty of Confidentiality.

· Must meet strict legal standards before it can be shared.



To use your data, organisations must have a lawful basis under GDPR (Article 6) and a special category condition (Article 9) for health data.

Your identifiable data is never shared for planning or research unless there is:

· A legal requirement,

· A court order, or

· An overriding public interest.



When Data Can Still Be Shared

There are certain situations when your confidential patient information may be used even if you opt out:

· When there is a serious risk to public health, such as during an epidemic.

· When needed for safeguarding, formal investigations, or legal obligations.

· When you choose to take part in a specific research study.



Your opt‑out does not affect your individual care or screening invitations.















Your Data Sharing Choices

You can choose how your confidential patient information is used for NHS research and health service planning.

National Data Opt‑Out
Stops your confidential patient information being used for planning and research across the NHS.

Set or change your choice:
www.nhs.uk/your-nhs-data-matters
Call 0300 303 5678

Type 1 Opt‑Out (GP Data Sharing Opt‑Out)
Stops your GP practice from sharing your identifiable GP medical record with NHS Digital for planning and research.

How to set it:
Contact us and ask for a Type 1 Opt‑Out form.







Who Looks After Your Data & How to Get Help

Your GP practice is the data controller for your personal information and must use it legally and fairly.
To oversee this, practices have:

· A Data Protection Officer (DPO): ensures compliance with UK GDPR and handles concerns.

· A Caldicott Guardian: ensures your information is used ethically and protects confidentiality.



If you have questions or want to know more about how your data is used, ask at reception or speak to a clinician, we’re here to help.













Example 3 – What is GDPR?

What Is GDPR and Why Does It Matter?

The UK General Data Protection Regulation (UK GDPR) and the Data Protection Act 2018 set rules for how GP practices must handle personal information. They ensure your data is treated fairly, lawfully, securely, and transparently.

How and Why Your Data Is Used
We use your information to:

· Provide safe and effective care

· Communicate with about care

· Support clinical audits, service planning and quality improvement

· Meet legal obligations (e.g., safeguarding, disease reporting)

All data processing must follow GDPR principles and be supported by a lawful basis, such as direct care, legal duty, or public interest.

What Information Do We Collect?

GP practices hold information needed for your healthcare, including:

· Your name, date of birth, contact details

· Medical history, medications, allergies, test results

· Details of appointments and treatments

· Information received from hospitals, community services, or other health professionals



This includes both personal data (e.g., contact details) and special category data (e.g., health information), which requires extra protection.











Who Can Access or Share Your Information?

Your information is accessed only by professionals involved in your care.
We may share information—with appropriate safeguards—with:

· NHS hospitals and clinics

· Community and mental health teams

· Local authority services

· Other providers directly involved in your treatment



Sharing occurs only when lawful and necessary and always respects confidentiality standards including the Common Law Duty of Confidentiality.






How and Why Your Data Is Used

We use your information to:

· Provide safe and effective care

· Communicate with you about appointments and treatment

· Support clinical audits, service planning and quality improvement

· Meet legal obligations (e.g., safeguarding, infectious disease reporting)

All data processing must follow GDPR principles and be supported by a lawful basis, such as direct care, legal duty, or public interest.













Your GDPR Rights

You have important rights regarding your data, including the right to:

· Access your medical records

· Correct inaccurate information

· Be informed about how your data is used

· Object to certain types of processing (where legally allowed)

· Request restriction of processing

· Request erasure in limited circumstances



You also have choices around data sharing for planning and research, such as the National Data Opt‑Out.









How We Keep Your Information Safe

Your GP practice is the data controller, responsible for protecting your information.


We also have:

· A Data Protection Officer (DPO) who ensures legal compliance and handles concerns

· Security measures such as encrypted systems and controlled access

· Policies covering confidentiality, records management, and staff training in data protection



These measures help ensure your information is handled securely at all times.
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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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