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Information Sharing Policy & Procedures
Rationale
ARM Children’s Centre Group holds confidential information and will ensure that it follows the highest quality data protection systems and procedures to ensure the safety and security of children, parents and staff details. ARM Children’s Centre Group recognises that the accurate and up to date records, policies and procedures are essential to the safe and efficient management of the Centre.
Sharing information is vital for early intervention; to ensure that children and young people with additional needs get the services they require. It is also essential to protect children and young people from suffering harm from abuse or neglect and to prevent them from offending.

ARM Children’s Centre Group works in partnership with the Local Health Visiting team to form the one Early Start Team therefore information regarding users is shared within this wider team.

Aims
· Sharing information is vital for early intervention; to ensure that children and young people with additional needs get the services they require. It is also essential to protect children and young people from suffering harm from abuse or neglect and to prevent them from offending.

· To ensure that information about individuals is only shared on a need to know basis and whenever possible with consent of the individuals that the information concerns.
This Policy has a number of supporting policies and procedure which are:



Confidentiality Policy



Social Media code of practice 



Electronic communications code of practice



Information Governance



Child Protection Policy

Implementation of the Policy
Responsibilities of ARM Children’s Centre Group staff:
· To fully read, understand and abide by the document; Information sharing Advice for practitioners providing safeguarding services to children, young people, parents and carers’ 2018, DEF, HM Government.
· Prior the sharing information, refer to and follow the information sharing flow chart and principles for information sharing set out in the above mentioned; document.
· To access and complete up to date LCC Information Governance training as required.
· Information should only be shared on a need to know basis therefore when dealing with other settings and organisations information should only be shared with the named safeguarding leads.
· Aim to always gain consent to share information with the Individuals it concerned prior to sharing any information, unless this would put a child or vulnerable adult at risk (refer to the Child protection Policy).
· In cases when consent from service user is not gained or has been refused, staff must always consult with the Centre manager prior to sharing any information about the individuals concerned.
· To ensure the Centre Manager is aware of all file transfers to other Centres / School / Setting and the handover sheets have been signed off by the Manager before the files are transferred. 

· When being asked to share information about service users on the phone; always verify whom the caller is before sharing the information. This can be done by making a return call to the caller’s main office where this is not possible other reasonable steps should be taken.
· Emails containing personal details must be sent by a secure email or with password protected documents, it this is not possible consent to send the information must be gained from the individuals concerned. 
Responsibilities of ARM Children’s Centre Group Service Manager:

· Ensure that personal information is not transferred to other organisations without suitable safeguards.
· Ensure staff have inductions which include the policies, procedures and practices regarding information sharing.

· Ensure staff have access to up to date training and information regarding information sharing and governance.
Any questions or concerns regarding this policy should be made to the Centre Manager Tel: 0113 2170134
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