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What is Information Governance? 

Information Governance (IG) is about how we look after your information.  It 

ensures necessary safeguards for, and appropriate use of, personal 

information to ensure that we handle it carefully and confidentially. 

Your right to confidentiality and privacy 

Staff and volunteers across all of our services are required to comply with the 

requirements of the Data Protection Act 1998 and where appropriate the 

NHS Confidentiality Code of Practice. To help with this, we have named The 

Hamlet Chief Executive as the senior member of staff responsible for 

protecting the confidentiality of records. The Chief Executive supports staff in 

making decisions about how your information is handled. 

We have a legal and ethical duty to keep the records of people who use The 

Hamlet confidential.  However, very occasionally we are required by law to 

pass on certain information about you without your consent.  For example, 

this could be in the event of certain infectious diseases, in response to a court 

order or to help the police investigate a very serious crime. We will also share 

information with other agencies where there is danger of harm to a child or a 

vulnerable adult. 

Support Plans and Child / Adult records 

The records we keep at The Hamlet ensure that we are able to support your 

child / adult in the best way possible. Support plans are descriptions of the 

care and support you need to receive while at The Hamlet.  

They hold general information (for example name, address and next of kin) 

and information and reports, including details of diagnosis, special dietary 

requirements, medication and other treatments. 

The records may also include information from other organisations, such as 

the NHS involved in your care. 

These records help to ensure that you receive the best possible care and 

support. They may be written down or held on a computer. 
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Our staff are responsible for the accuracy and safekeeping of the records 

and you can help us to keep them accurate by informing us of any changes 

in circumstances. 

How is your information used? 

We will only share your information with other health and social care 

professionals or housing either with consent or in an emergency situation.  

We will also share information with other agencies where there is danger of 

harm to a child or a vulnerable adult. 

What else could my information be used for? 

Health records are also sometimes used to improve the care provided by The 

Hamlet.  

How can I access my records? 

You are allowed, by law, to access your child’s / adult ( if power of attorney 

or have consent from the individual) written or computerized records.  We will 

require your request in writing. We will charge a fee of £10 to cover our 

administration costs. If you would like further information or a copy of your 

records please contact the Chief Executive at The Hamlet, 221 St Leonard’s 

Road, Norwich NR1 4JN 

Or email admin@thehamletcharity.org.uk. 

What if I’m not happy? 

If you are dissatisfied with how your information has been handled please let 

us know by writing to or emailing our Chief Executive. 
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