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Job Description 
 

Job Information 

 Job Title: Access to Information Clerk 

 Directorate / 
Service: 

Access to Information Department 

 AfC Band: 2 

 Accountable to: Information Assurance Manager 

 Reports to: Freedom of Information Co-ordinator 

 Base Location:       

 AFC Job Code: AS.MR.R0015 

 ESR Position 
Number: 

      

 

 Key responsibilities 

 

 The primary purpose of this post is to provide a complete and timely response 
to requests for information in order to comply with the Data Protection Act 
(Subject Access), Freedom of Information Act and the Environmental 
Information Regulations. 

 All requests for information must be logged and monitored during processing, 
and any issues brought to the attention of the Freedom of Information Co-
ordinator /Manager. 

Key Responsibilities  
 

 To have and maintain a competent knowledge of the Data Protection Act 
(Subject Access), The Freedom of Information Act and the Environmental 
Information Regulations. 

 To identify the correct ‘Act’ with assistance from the Freedom of Information 
Co-ordinator in order to process the request for information appropriately. 

 To keep accurate, up-to-date and timely records of the processing of 
requests. 

 To process requests within the defined deadlines. 

 Communicate with all levels of staff from within the organisation and 
externally. 

 To deal with any queries or complaints in a professional manner, and seek 
assistance from your supervisor when required. 

 Maintain and improve knowledge of the Patient Administration System (PAS) 
in relation to all Access to Information functions. 

 To assist individuals in Freedom of Information Requests. 

 To ensure recorded information is of the highest quality in accordance with 
Trust policy.   

 Participate in sickness and holiday cover at the discretion of the Supervisor. 
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 Carry out work as directed by the Supervisor/Manager. 

 Must acquire an in-depth understanding and adhere to the Freedom of 
Information/Subject Access Policy and Procedure, and to also understand 
and adhere to other general Trust wide policies 

 Ensure departmental procedures within own working environment are kept up 
to date. 

 Undertake any training activity to ensure policies and procedures are 
understood, and to develop within the role as required. 

 Respect differences in relation to equality and diversity ensuring colleagues’ 
and patients’ rights are not infringed. 

 Minimise risk in the use of sensitive information to ensure that the Data 
Protection Act is adhered to. 

 All staff are encouraged to make suggestions to improve the service, and to 
promote a ‘no blame’ culture. 

 
Key Tasks 
 

 The Access to Information Clerk will report to the Freedom of Information Co-
ordinator on a day-to-day basis.  All staff may participate in all functions of the 
Department. 

 Assist with enquiries from the general public, visitors and other members of 
staff.  E.g. how to make a request for information, where processing requests 
are up to, how to access the Trust publication scheme, etc.   Requests for 
information may be received from Solicitors, the Media, MP’s, Students and 
the General Public.  Queries or requests are usually received via post, email 
or phone, and daily face-to-face contact is required, usually between 3 and 5 
times a day. 

 Sort mail and accurately transcribe request details on to the Departments 
Access to Information database.  The relevant requests may also be 
forwarded on to other Departments, e.g. Dental, Physiotherapy etc 

 Locate and obtain casenotes throughout the Trust and book casenotes out to 
relevant code.  This may involve using experiential knowledge of PAS to 
determine location of casenotes, which may not be apparent at first glance 
and need considerable reasoning to trace the casenotes. 

 Send appropriate documentation in line with Department procedure to ensure 
that all personal information released has the appropriate consent.  This will 
involve liaising with Consultants/Secretaries, patients and solicitors primarily.  
In the case of deceased patient casenotes liaison will usually be with the next 
of kin or solicitors, sensitivity and professionalism is essential when dealing 
with these requests. 

 

 Send out a fees notice (where appropriate) detailing the cost of (1) the search 
fee and (2) the cost of supplying the requested information, the details are 
then updated on to the departments database in line with policy/procedure.   

 On receipt of the Fees, which is usually in the form of cash or cheques, all 
payment received must be submitted to the General Office.  A record must be 
kept on the Database of the amount received, and the reference number 
issued by General Office.  Cash and cheques received daily must be 
accounted for and kept secure at all times. 

 To read through all information that has been requested to ensure that 
privacy and confidentiality are maintained, e.g. identify third party information 
that may need additional consent for release.  This requires attention to detail 
and knowledge of how to apply the different Acts. 

 With the help of the Freedom of Information Co-ordinator /Manager exempt 
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information or information of a sensitive nature is to be identified and logged; 
Senior Managers will then apply the public interest test as defined in the 
Access to Information Policy. 

 Prepare information for release. This may include redacting or summarising 
information, and copying in hardcopy or electronic form.  This will require 
attention to detail, and knowledge and application of the relevant Act. 

 Raise appropriate documentation regarding refusal of requests, noting 
explicitly exemptions applied from each Act, and any public interest test 
applied by Senior Management.  The Freedom of Information Co-ordinator 
and Manager will be available to advise on the correct exemptions to apply in 
each case. 

 Ensure the Access to Information Database is kept up to date with all relevant 
information regarding request processing. 

 Arrange for information to be viewed by data subjects or relatives (as 
appropriate).  This will include booking appropriate venues and being present 
at the viewing.   Following this it the relevant sections of casenotes may need 
to be sent to Consultants for clarification of terminology.   

 To liaise with individuals/Departments throughout the Trust in order to 
facilitate requests with the assistance of the Freedom of Information Co-
ordinator or Manager when required. 

 To assist in maintaining and updating the Trust’s Freedom of Information 
Publication Scheme.  This requires the use of software to add information to 
the existing website. 

 Ensure that information published routinely on the Freedom of Information 
website is collected for publication within agreed timescales. 

 To liaise with the Freedom of Information Co-ordinator to identify frequently 
requested information with a view to it’s publication on the website. 

 To monitor and respond to queries / requests for information logged on the 
Freedom of Information Email via the Internet website. 

 Perform office duties including handling telephone calls, printing 
documentation, photocopying, filing manual and electronic records, sending 
facsimile documents, reading and responding to emails, opening and 
redirecting mail. 

 Ensure all equipment used in office is in working order and stocked to correct 
levels and set to correct programme e.g., printers etc. 

 Assist and participate in new staffs induction into the department via the 
Buddy system. 

 
 
 
Working Conditions 
 

 The team is based on the Royal site. The office is a small environment.  Due 
to desk and space problems it is necessary for two members (at current 
staffing levels) of the team to be located outside of the main office. This is 
usually achieved by one member of the team photocopying or retrieving 
notes, and one member of the team rotates to another office in order to 
ensure sufficient accommodation.  The remaining staff will be located in the 
main office. 

 The office is not suitable to receive visitors.  Planned visits from solicitors etc 
may be accommodated using the main admissions booths (when available).  
Ad hoc visitors are often greeted in the main reception hall. 

 A significant amount of the working day is spent, using a computer, reading 
documentation, and photocopying. 
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 The Data Protection Act (Subject Access requests), The Freedom of 
Information Act and the Environmental Information Regulations are all Acts of 
Parliament.  Each Access to Information Clerk is required to have a 
competent working knowledge of each of these Acts.  This is essential in 
order to decide under which Act the request for information will be processed, 
how to process it and the timescales involved in disclosure.  A Supervisor or 
Manager is on hand to assist with this and the application of exemptions.  The 
induction period for this role is 12 months. 

 Each of the above Acts requires requests are dealt with within specified time 
limits.  Freedom of Information and Environmental Information Regulations 
require all information to be processed and sent out within 20 working days, 
and Data Protection (Subject Access requests) within 40 days.  In order to 
achieve this Access Clerks must be organised and be able to prioritise work 
as the deadline approaches.  Liaison with Trust staff at various levels is 
essential to ensure that information arrives in the office in good time for 
processing.  Communication with Trust staff, such as secretaries and 
consultants may take some negotiation in order for them to understand the 
need for the information in a timely manner. 

 The working area has a desk, PC and phone provided.  Staff must be aware 
that each member of the public is different and the office deals with a diverse 
range of people and organisations.  Staff must be approachable and sensitive 
to the needs of each individual in order to assist them.  A Supervisor/Manager 
is on hand during the normal working day to support any requests for 
assistance.  The office is open 8:30 a.m. to 5:00 p.m. 

 Access to Information duties requires frequent use of a computer to track and 
check patient casenotes, update department database, transcribe post and 
respond to emails.  It is also necessary to use the computer to scan 
information and to copy on to a CD Rom. Each computer is situated at an 
appropriate workstation were you will be required to sit.  Due to the nature of 
the work, this position will adopted throughout a lot of the working day.  There 
will be regular visual distractions when performing other office duties and 
dealing with phone enquiries.   Adjustable computer chairs are provided and 
must be used; chair height and computer screen levels should be set for each 
individual to ensure that your health and safety is maintained.  All members of 
staff are required to adhere to the Regulations regarding workstations and 
VDU’s. 

 Phone calls can be from other members of staff, patient or visitors, media, 
politicians, etc.  Enquiries come from a diverse range of individuals or 
organisations; staff should show patience and support when dealing with 
requests or enquiries.  A Supervisor or Manager will be available should you 
require assistance. 

 Access to Information work requires concentration and attention to detail 
when reading through information for release.  This will require sitting at the 
workstation for long periods of time reading through patient’s medical 
information, minutes and reports.  There will be regular visual distractions 
when doing other office duties. 

 Casenotes are stored across two hospital sites and in satellite libraries and 
departments.  While collecting casenotes from throughout the trust the clerks 
will have to carry casenotes.  This may be from an immediate or remote 
location and infrequently require the use of a trolley.  Staff will have to 
negotiate doors, stairs, lifts and thus support the weight while negotiating 
these objects.  Sustained periods of waiting holding the casenotes may be 
required during peak or visiting times waiting for lifts.  This activity occurs 
regularly, requests for one or more casenotes are received most days. Staff 
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must not carry more than the maximum agreed number of casenotes (no 
more than six inches), in the event where numbers of casenotes exceed the 
agreed amount a trolley must be used.  Broadgreen casenotes are collected 
on a weekly basis.  Casenotes are retrieved and parcelled to be sent over on 
Trust transport, they are then collected at the Royal site. 

 Preparation of information for release may involve photocopying and requires 
standing for long periods of time at a photocopier. 

 While filing or pulling casenotes some stretching may be required.  Aids to 
accessing casenotes kept on top shelves are available e.g. kick stool, 
ladders. 

 

* The post holder shall as necessary provide cover for and undertake duties of 
absent colleagues. 

* The post holder shall follow all the policies and procedures of the organisation. 

 Equality and Diversity 

 
It is the responsibility of every member of staff to understand our equality and 
diversity commitments and statutory obligations under current equality legislation (the 
Equality Act 2010) and to: 
 
Act in ways that support equality and diversity and recognises the importance of 
people’s rights in accordance with legislation, policies, procedures and good practice. 
 
 Valuing people as individuals and treating everyone with dignity and respect, 
consideration and without prejudice, respecting diversity and recognising peoples 
expressed beliefs, preferences and choices in working with others and delivering 
appropriate services.  
 

 Recognise and report behaviour that undermines equality under Trust policy. 
 

 Be consciously aware of own behaviour and encourage the same levels of 
behaviour in colleagues. 

 

 Acknowledge others’ different perspectives and recognise the diverse needs 
and experiences of everyone they come into contact with.  

 

 With the support of managers develop an equality and diversity objective 
through the personal development review process.   
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Values and Behaviours 

 

We are Caring 

We treat people equitably and value their different experiences. 

We know we are doing this when: 

• We value everyone for their unique contribution to our Trust whatever their 

diverse         backgrounds 

• We are kind, always showing compassion 

• We praise good effort and good results, always showing appreciation 

 

We are Fair 

We are good role models (to each other and the public we serve), being 

accountable for what we do and how we behave. 

We know we are doing this when: 

• We are confident in presenting new ideas – we speak up and we support 

our colleagues to do the same, particularly those colleagues from diverse 

backgrounds 

• We are open and honest 

• We learn from mistakes, aiming to get things right first time, exploring new 

ideas when we can 

 
We Are Innovative 
 
We work as one team to deliver, improve and transform care through continuous 
improvement. 
 
We know we are doing this when: 
 

• We are professional, always seeking to do the right thing 
• We create and share knowledge with patients, each other and our 

professional communities 
• We continuously strive to make things better and to pioneer new ways of 

doing things 
 

 

 Infection Prevention & Control 

  
All staff will adhere to infection control policies and procedures at all times and carry 
out role specific duties as per roles and responsibilities. 

 

 Confidentiality 

 
Confidentiality/Data Protection regarding all personal information and Trust activity 
must be maintained at all times (both in and out of working hours).  All staff should 
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ensure that they are familiar with and adhere to all Trust privacy, confidentiality and 
security policies and procedures.  Any breach of confidentiality will be taken seriously 
and appropriate disciplinary action taken. 

 

 Freedom of Information 

 

In accordance with Freedom of Information and other associated legislation, the 
Trust may be required to make public recorded information available upon a request, 
or do this as part of a publication scheme.  Please note, that in your public role, your 
name or job role may be contained in a document that is published in accordance 
with such legislation. 

 

 Health and Safety 

 
 All employees have a duty to take reasonable care to avoid injury to themselves or 
to others and to co-operate with the Trust in meeting its statutory requirements. 

 

 Safeguarding Children and Vulnerable Adults 

 
All trust employees are required to act in such a way that at all times safeguards the 
health and well being of children and vulnerable adults.  Familiarisation with and 
adherence to trust Safeguarding policies is an essential requirement of all 
employees, as is participation in related mandatory/statutory training. 
 

 IT Skills 

 

All staff are expected to have or to gain a minimum of basic level IT skills to enable 
them to use the Trust IT systems to support Trust services and needs.  All staff 
should be familiar with relevant IT systems and security policies and procedures. 

 

 Records Management 

 

All staff are personally responsible for record keeping.  A record is anything that 
contains information in any medium e.g. paper, tapes, computer information, etc. 
which have been created or gathered as a result of any NHS activity.  All individuals 
within the Trust are responsible for any records they create or use.  Please ensure 
that records are retained in accordance with the Records Management Policy and 
are stored in a manner that allows them to be easily located in the event of a 
Freedom of Information (FOI) request. 

 

 Information Quality 

 

All staff must ensure complete and accurate data is collected to the highest standard 
at all times. Data collection should be supported by adequate documentation and 
processes should be regularly reviewed. Staff should ensure that processes conform 
to national standards and are fit for purpose.  All staff should comply with the 
Information Quality Policy. 
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 Change of Job Description 

 
The duties outlined above are not intended to be exhaustive and may change as the 
needs of the department alter in line with current agendas.  This job description will 
be subject to periodic review and amendment in accordance with the needs of the 
Trust. 

 

 
 
 
 
 
 
 

 
 
 
 
 
 

Person Specification 

 

Job 
Title: 

Access to Information Clerk 

AfC 
Band: 

2 AfC Job 
Code: 

AS.MR.R0015 

 

Person Specification    

 Qualifications Essential Desirable Assessment 

1 GCSE Maths and English or equivalent. Y   

2 ECDL, CLAIT or IBT qualification or be 
working towards one. 

 Y  

 Experience Essential Desirable Assessment 

3 Experience dealing with the public, or 
Organisations 

Y   

4 Use of a Patient Administration system 
(Currently Torex). 

 Y  

5 Experience of working in an acute healthcare 
setting 

 Y  

 Knowledge Essential Desirable Assessment 

6 Confidentiality awareness Y   

7 Knowledge/Experience of Data Protection  Y  

8 Knowledge/Experience of Freedom of 
Information 

 Y  

9 Knowledge/Experience of Environmental  Y  
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Information Regulations 

 Skills Essential Desirable Assessment 

10 Keyboard skills Y   

11 Able to use own initiative with support from 
supervisor. 

Y   

12 Ability to work to deadlines Y   

13 Able to work with a range of professionals. Y   

14 Good interpersonal skills. Y   

15 Excellent verbal and written communication 
skills including face to face, telephone. 

Y   

16 Good organisational skills Y   

 Other Essential Desirable Assessment 

17 Able to display attention to detail. Y   

18 Able to suggest more effective methods of 
operation. 

 Y  

19 Flexible approach to work. Y   

20 Team worker. Y   

21 Willingness to assist colleagues. Y   

22 Will be required to undergo training courses 
to support role. 

Y   

 
 
 
 
 

Organisation Chart 
 

Director of Information Management and 

Technology

 

Deputy Director of Informatics

 

Information Assurance Manager

 

Freedom of Information Coordinator

 

Access to Information Clerk
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