
NHS Greater Glasgow and Clyde

Health Records Manager

Nhs Greater Glasgow And Clyde

Admin Building Level 2

G120XH

Date 05/05/2026

Ref: 100073

Subject: Data Subject Access Request – Hospital / NHS Trust Records

Client Name: Ms Nicola Burns

Client Reference: 100073

Client Address: The Crossings 55 Great Union Street, HU9 1AG

Date of Birth: 21/04/1972

Also Known As:

Name in Care:

NHS Number (if known):

Previous Addresses (if applicable):

Dear Sir/Madam,

We act on behalf of the above-named individual and submit this request under Article 15 of the UK

General Data Protection Regulation and the Data Protection Act 2018.

Scope of Request

We request disclosure of all personal data held in relation to our client across all departments within

your organisation.

This includes, but is not limited to:

Accident & Emergency (A&E) records

Inpatient and outpatient records

Admission and discharge summaries

Clinical notes and observations

Safeguarding referrals and alerts

Mental health liaison or crisis team involvement

Diagnostic reports (including scans, imaging, and test results)
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Correspondence with GPs, social services, or other agencies

Referral records and outcomes

Any incident or risk-related reports

Any scanned or archived documentation

Multi-Department Search Requirement

Please ensure this request is processed across all relevant departments and services, including any

specialist units or legacy systems.

Historical Records

Given the potential historical relevance, please include:

Archived and off-site records

Legacy systems and paper files

Records held under predecessor organisations or merged Trusts

Enclosures

We enclose:

Signed authority

Proof of identity

Should you require any further information to process this request, please advise promptly.

Statutory Timeframe

We expect a response within one calendar month. If an extension is required, please confirm in

writing with justification.

Non-Holding of Data

If you do not hold relevant records, please confirm:

Whether the individual attended your Trust

Any known successor or alternative record-holding organisations

Service of Documents

We only accept service of documents via email at evidence@mmalegal.co.uk. Should you for any

reason be unable to send documents to the above email, please notify us via the same email

imminently. 

We thank you for your assistance in this matter. 

Yours faithfully,

Investigations Team

MMA Legal

E: evidence@mmalegal.co.uk
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25th January 2026 
 
 
Dear Nicola, 
  

I am writing to provide an update in respect of your application to Scotland’s Redress 
Scheme.  We can confirm we received your application on 18th January 2026.  Your 
application reference number is: APP954093. 

Your application will be assigned to a designated case worker who will be 
responsible for working on your application and will be a point of contact throughout  
the process. 

Please note that due to the high volumes of redress applications received, the time 
taken to have applications assigned to a case worker is taking longer than we would 
like. Whilst we cannot provide a timescale for how long it may take to have your 
application assigned to a case worker, it may be helpful to be aware that we are 
currently assigning applications that were received in February 2025.  
 
We would like to reassure you that we are working hard to ensure your application 
will be assigned at the earliest opportunity. You can contact the team in the 
meantime  if you wish to discuss your application. They are here to help and answer 
any questions you may have. 

We have reviewed the documents provided to date and provide a summary of the 
further information required below. 

In summary: 
• Part 1 (further information) 
• Certified ID – information sheet included 
• Care records – information sheet included 
• Supporting documentation 
• Bank details 

   
Support service 
 
We have a support service who can provide practical support with the application, 
emotional support through the process and support to access records. If you would 
like to access support from our support service, please contact us on the details 
below.  
 
 



Further Information 

We are enclosing a copy of a flow chart providing information about the application 
process. 

We provide some further information about the documentation required to progress 
your application below:  

Part 1 Application   
 
You have completed Part 1 of the application fully, thank you, however we do not 
have a full home address for you, please may you provide us with this.  
 
Bank Statement 
 
In order to ensure any payment is only received by applicants we will require a bank 
statement to confirm your account. We do not need to see any transactions, simply 
your name, address, sort code and account number. If you have any questions 
regarding this please do not hesitate to contact me.  
 
Certified ID 
 
You have provided a copy of your proof of address and passport which are 
appropriate identification documents, however the scheme requires this to be 
certified.   Please see enclosed/attached information sheet on how to certify 
documents. 
 
Care Records  
 
For individually assessed payment applications, you need to provide one document 
to show you were in the care of each relevant care setting you mention in your 
application.   
Please see page 22 of the “Help to Apply” guidance. 
 
I enclose information sheet regarding the different ways to access care records. 
 
Supporting Documents  
 
For individually assessed payment applications, you need to provide at least one 
document that supports your statement of abuse.  
You can read more about documents you can use on page 33 of the “Help to Apply” 
guidance.  
 
Further help and support  
 
If you have any questions about the contents of this letter, require additional copies 
of application forms, or require any further support concerning your application, 
please don’t hesitate to get in contact with us.   
 
 



Solicitor’s fees 
 
You can choose to involve a solicitor to support you with your application to 
Scotland’s Redress Scheme. You do not need to involve a solicitor to make an 
application. You can contact us directly using the details below. 
 
Scotland’s Redress Scheme can pay fixed fees directly to your solicitor. This is 
available to all applicants and is not means tested. You should check that your 
solicitor will work for the fees available. They should request payment directly from 
Scotland’s Redress Scheme.  
 
You or your solicitor can find out more information on available fees by contacting us 
using the details below, or by reading the statutory guidance on gov.scot/redress. 
 
Even though the fees are paid by Scotland’s Redress Scheme, your solicitor is 
independent. They will work for you and not for Scotland’s Redress Scheme. 
 
Telephone  
0808 175 0808 (freephone)   
Lines are open Monday to Thursday from 10am to 4pm, excluding Scottish 
public holidays. There is an answering machine at other times, and if you leave 
a message we will get back to you as soon as we can.  
 
Email : apply@redress-scheme.scot   
 
Post : Redress, PO Box 24209, EDINBURGH, EH7 9GT  
  
You can also contact the Redress Emotional Support Helpline directly on 0800 
211 8403 where you can leave a message and someone will get back to you as 
soon as possible.  
 
Kind regards 
 
 
Scotland’s Redress Scheme 
 


