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SOP: Granting Proxy Access to Medical Records
Applies to: All clinical and administrative staff
Review cycle: Annual
Purpose
To ensure proxy access to patient medical records is granted safely, lawfully, and consistently, in line with NHS England guidance, UK GDPR, and NHS Greater Manchester ICB policies.
Scope
This SOP applies to:
· Adult patients granting access to a relative or carer
· Parents / carers requesting access for a child or young person
· Online access via the NHS App or approved online services
Responsibilities
· Reception/Admin staff: ID checks, form processing, system updates
· Clinicians: Capacity assessment, safeguarding decisions, complex cases
· Practice Manager: Oversight, audits, and training
Procedure
1. Receive completed consent form
· Confirm expiry date is present
· Ensure scope of access is clearly selected
2. Verify identity
· Patient and proxy ID must be checked and recorded
3. Assess capacity (if applicable)
· Adults: presume capacity unless concern identified
· Children: assess in line with Gillick competence
4. Grant appropriate access
· Limit access to agreed services only
· Apply record restrictions if required
5. Record on clinical system
· Upload consent form
· Code proxy access and expiry date
· Set diary reminder for review / expiry
6. Review & withdraw access
· Automatically end access at expiry
· Withdraw earlier if consent is withdrawn or safeguarding concerns arise

SOP - Clinical System Configuration (EMIS Web)
· Proxy access must be set up using EMIS Web 
· Access levels must match exactly what is authorised on the consent form.
· Where supported, expiry dates must be recorded and review reminders set.
· Record visibility must be reviewed to ensure:
· Third-party information is protected
· Sensitive consultations are restricted where appropriate
· All actions must be coded and documented in the patient record.
Duration & Review of Proxy Access
· Default duration: 12 months for adults and children 11–17.
· Children <11: access valid until parental responsibility changes, reviewed annually.
· Staff must set expiry dates in the clinical system (EMIS Web) and task/diary reminders for review.
· Access should be reviewed at least annually, or sooner if:
· Patient or child requests changes
· Circumstances change (new carer, safeguarding concerns, competence)
· Consent may be withdrawn immediately if appropriate.
· Upon review, the access may be renewed, amended, or removed, with all changes coded and documented.
Safeguarding
Proxy access must not be granted or must be restricted if:
· Coercion is suspected
· There is a risk of domestic abuse
· It is not in the patient or child’s best interests
EMIS Web allow practices to restrict record visibility and remove proxy access immediately. 
Staff must escalate any safeguarding concerns to a clinician before granting or continuing proxy access.
Audit & Review
Proxy access arrangements will be reviewed:
· At expiry date
· Following safeguarding concerns
· As part of routine information governance audits


Proxy Access – Staff Quick Reference

1️⃣ Receive & Verify Consent
☐ Consent form fully completed & signed
☐ Expiry date present
☐ Scope of access clearly selected
☐ Patient ID verified
☐ Proxy ID verified
☐ Parental responsibility confirmed (if child)

2️⃣ Capacity & Safeguarding
☐ Adult has capacity / no concerns
☐ Child: age & Gillick competence considered
☐ Safeguarding check complete
☐ Escalate to clinician if unsure

3️⃣ Grant Access – EMIS Web
1. Administration → Online Services → Online Access
2. Check existing proxy access
3. Add Proxy / Delegate → Name, DOB, Relationship
4. Tick access: Appointments | Prescriptions | Medical record
5. Enter Start & Expiry dates
6. Restrict sensitive areas if needed
7. Record consent in Clinical Record → Administrative → Add Problem/Note
· Codes: “Consent given for proxy access” / “Parental responsibility confirmed” / “Gillick competence assessed”
8. Tasks / Diary → Add Task: Set expiry review
9. Upload signed consent form



4️⃣ Enter Start & Expiry dates
1. Restrict record visibility if required
2. Record consent: Admin note / problem code
3. Use Recall / Task for expiry review
4. Upload signed consent form

5️⃣ Withdraw / Remove Access
☐ Access expires → remove via Online Access
☐ Consent withdrawn → remove immediately
☐ Safeguarding concerns → remove immediately
Code: “Proxy access to medical record withdrawn”

6️⃣ Coding & Documentation
· Consent given for proxy access to medical record
· Parental responsibility confirmed (children)
· Gillick competence assessed (children 11–15 yrs)
· Record free-text: Proxy name, relationship, expiry date
· Task/diary reminder set for expiry

⚠️ Tips
· Always match system permissions to signed consent form
· Restrict sensitive information if required
· Escalate any concerns to a clinician
· Review proxy access at expiry or change in circumstances






EMIS Web – Proxy / Online Access Setup (Step-by-Step)
1️⃣ Open Patient Record
· Search patient using Name / DOB / NHS Number
· Click on Patient Summary

2️⃣ Verify ID & Open Administration
· Click Administration → Online Services
· Verify patient’s ID has been checked and documented

3️⃣ Check Existing Online Access
· Select Patient Online Services → Online Access
· Review if any proxy access already exists
· If yes → confirm expiry and scope

4️⃣ Grant / Configure Proxy Access
· Click Add Proxy / Delegate
· Enter proxy’s full name, DOB, and relationship
· Tick allowed access options:
· ☐ Appointments
· ☐ Repeat prescriptions
· ☐ Online medical record
· Apply start and expiry dates

5️⃣ Restrict Access if Needed
· Click Restrict Access (if patient / child requires sensitive information hidden)
· Tick applicable sections:
· Clinical notes
· Test results
· Letters / correspondence

6️⃣ Record Consent in the System
· Go to Clinical Record → Administrative → Add Problem / Note
· Code using:
· “Consent given for proxy access to medical record”
· “Parental responsibility confirmed” (children)
· “Gillick competence assessed” (children 11–15 yrs)
· Add free text: Proxy name, relationship, expiry date

7️⃣ Set Review / Expiry Reminder
· Click Tasks / Diary → Add Task
· Task text: “Proxy access review / expiry”
· Set date = expiry date on consent form

8️⃣ Upload Signed Consent Form
· Administration → Documents → Upload Document
· Tag as: “Proxy access consent form”
· Optional: scan copy of child / adult consent

9️⃣ Withdraw / Remove Access
· Administration → Online Services → Online Access → Select Proxy
· Click Remove / Withdraw Access
· Code: “Proxy access to medical record withdrawn”
· Record reason: Expiry / Withdrawal / Safeguarding
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Review Date – February 2027
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