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1.0  Introduction
This strategy sets out the approach to be taken within NHS Bolton, to provide a robust, Trust-wide Information Governance (IG) framework.  The purpose of this strategy is to ensure that the necessary people, resources and processes are in place to support the core principles of Information Governance in the caring of individuals and improvement of public health.
2.0  The Scope of the Strategy
There are various key policies underpinning this strategy, some of these are:
	Copying Letters to Patients Policy

	Data Protection & Confidentiality Policy

	Data Protection & Confidentiality Guidelines for Staff

	Fax Machine Policy

	Freedom of Information Act Policy

	Information Sharing Agreement - Intermediate Care

	Overarching PCT Information Sharing Protocol

	Photography & Video Recordings of Patients: Confidentiality & Consent, Copyright & Storage

	Policy Approval Procedure

	Protocol for the Summarising of Records

	Records Archiving Procedures

	Records Management Policy

	Retention Schedules for Bolton PCT Health Records

	Retention Schedules for Non-Health Records

	Registration Authority Policy

	Regulation of Investigatory Powers Act 2000


There is also an action plan (see appendix) arising from a baseline assessment against the standards in the IG Toolkit.
The IG Group has overall responsibility for the implementation of this strategy, and all of the above policies. All these documents will be subject to a periodic review and regular monitoring will be completed, to ensure adherence to the policies. 
The Terms of Reference will identify the scope and purpose of the IG group in taking forward the IG programme.
2.1 Key Staff
The following people are key members of the IG team with responsibility for the implementation of the IG action plan:

· Head of Information Governance

· Information Governance Manager

· Information Security Officer
· Document Control Manager

2.2 Action Plan

The IG Action Plan will be compiled by the completion of a self-assessment against the objectives of the IG Toolkit, available on the Connecting for Health website.  The self assessment is an annual obligation, and submission is required by 31st March each year.  Completing the assessment identifies gaps in the adherence to requisite standards, an action plan can then be compiled, with key milestones and targets identified.  The key staff, identified above, will be responsible for the monitoring and performance management of these actions to ensure continuous improvement.

3.0  Organisational Culture
This strategy cannot be seen in isolation, as IG plays a key role in Risk Management, Clinical Governance, Service Provision and Performance Management.  Key people from these areas are members of the IG Group and/or the IM&T Strategy Board.  These people also have input into the IG Toolkit, and have responsibility for the provision of evidence around specific requirements therein. 
It is essential to develop an Information Governance culture across the whole of the organisation, in order to best deliver the requirements of the strategy.  Ongoing awareness and training must be provided to all staff, in all sections of the organisation.  The means to deliver this training will form part of the action plan at the end of this document.

This strategy, and the related documents referred to in section 2, are posted under the policy section of the PCT website.  All heads of department, managers and team leaders are responsible for bringing these policies to the attention of staff.
4.0  Governance Arrangements
The IG Group is accountable to the IM&T Strategy Board, and this document should be read in conjunction with the over-arching IM&T Strategy.  
The IM&T Strategy Board is chaired by the Director of Finance, who is also the designated SIRO for the organisation and is a member of the PCT Board, the PEC and the PCT Management Team.

5.0  Maintenance of the Strategy
The action plan will be reviewed quarterly, at the IG group meeting, and a report on progress given to the IM&T Strategy Board.

The Strategy will be reviewed every two years.

Monitoring of the effectiveness of the strategy will be managed via testing of staff on the principles of Information Governance.  This will be done on-line via the ECDL Health module, and supported through training via the IG Toolkit training tool.
6.0  Appendix
Action Plan
	Number
	    Requirement             

               Standard  
	Current Score
	Action Plan
	Responsibility
	Target Date

	102
	How would you assess your PCT’s ability to access expertise across the Confidentiality & Data Protection Assurance agenda?
	0
	The current score is due to the resignation of the former Caldicott Guardian.  The Clinical Director has now been appointed, but needs to go through the process of training, re-writing the job description and Board approval
	SIRO
	31/10/09

	106
	Does the PCT have up to date and tested business continuity plans for all critical infrastructure components and core information systems?
	0
	Develop risk based business continuity plan and strategy for agreement by the PCT Board.  

IAOs to be established and agree business impact assessments and continuity plans for all critical information assets
	Asst Director for IM&T
	31/03/10

	108
	Has the PCT implemented its Information Governance management arrangements to ensure the NHS CfH SoC is satisfied?
	2
	Ensure all people identified with responsibilities within the Action Plan are fully informed and know what their target date is for reporting compliance to the SIRO.  This action plan will also form the basis of the IG Strategy
	SIRO
	31/10/09

	110
	Does the PCT ensure that it has formal contractual arrangements that include compliance with IG requirements, with all contractors and support organisations?
	0
	The SIRO and IAOs (when established) to identify key contractors with access to confidential information, and introduce appropriate clauses.  Develop and implement an action plan to ensure formal contractual arrangements are in place
	SIRO
	31/03/10

	113
	Does the PCT assess staff training needs and ensure job / role specific IG training is provided to all staff?
	1
	Introduce ECDL Health as a mandated annual requirement for all staff. Suggest that anyone failing test 3 times must be retrained before using clinical system
	IG Dept
	31/10/09

	209
	Has the PCT ensured that all person identifiable data processed outside the UK complies with the Data Protection Act 1998 and DoH guidelines?
	1
	Investigate contractual arrangements for all transfers of personal data from the PCT to countries outside the UK, to ensure compliance.  Report any non-compliance to the SIRO
	IG Dept
	31/03/10

	401
	Does the PCT have a strategy to ensure the correct NHS number is recorded for each active patient and ensure that it is routinely used in clinical communication?
	0
	Develop and implement a documented strategy for retrieving and recording NHS number and using it routinely
	Head of IG
	31/10/09


NB Levels 0 and 1 indicate non-compliance with Connecting for Health requirements
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