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EXPECT 

INFORMATION SHARING POLICY 

 AIMS 1

 Information that is shared between Expect and partner organisations is 

shared in order to facilitate the provision of Service User’s support.  

 

 Sharing of information is carried out in a way that is both legally and 

ethically acceptable and that it is consistent with the principles of 

confidentiality and that it reflects best practice. 

 

 STANDARDS OF EXCELLENCE 2

 The importance of security and confidentiality is recognised by all 

employees of Expect. 

  

 Information is only shared so that Service Users can receive the services 

they need.  

 

 Expect shares information with partner agencies to provide seamless 

therapeutic and support interventions for Service Users.  

 
 This Policy does not replace existing information sharing agreements 

and protocols, providing that the principles of such agreements are 

consistent with those of this Policy. 

 

 The Policy will underpin any operational procedures, protocols and 

activities that involve the production of Service User’s records. 

 
 
 RESPONSIBILITIES 3

3.1 All Expect employees and volunteers in carrying out their duties, must act in 

accordance with this Policy. Any failure by staff to do so may result in 

disciplinary action, or in a review of contractual arrangements. 
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3.2 Managers are responsible for ensuring that staff they supervise are aware of 

and follow this Policy. They are also responsible for ensuring employees are 

kept up to date with any changes to this Policy.  Managers must ensure that 

this Policy is accessible to their staff and kept up to date. 

3.3 Expect’s Senior Managers will monitor the implementation of this Policy 

throughout the organisation and of operational protocols, procedures and 

agreements with partner agencies. 

 
 ETHICS AND THE LAW 4

4.1 Expect has a legal and ethical duty of confidence to Service Users, but is able 

to disclose personal information lawfully and fairly and, in some prescribed 

circumstances, without the consent of the Service User. Any employee or 

Service User acting on behalf of Expect must not therefore give assurances of 

absolute confidentiality to anyone. This must be made explicit to Service 

Users and their families throughout their contact with Expect’s services. 

4.2 Expect will share information with other agencies on a “need to know” basis or 

when required to do so under the law or for the purposes of the protection of 

the Service User or the public.  

4.3 Information will be shared only when it is in the best interests of the Service 

User or for the safety of others. Informed consent to share information will be 

sought from the Service User himself or herself or, in appropriate cases, from 

the carer, parent, guardian or other authorised person. If this is not possible, 

and the Service User or others are at risk, it will be necessary to override this 

consent in accordance with the principles of the Data Protection Act 2018 and 

General Data Protection Regulations (GDPR) 2018. 

4.4 Expect acknowledges the legal and ethical duty of confidence that is owed to 
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Service Users with regard to the information held about them, in whatever 

form, by the organisation.  Information about Service Users will be passed on 

to someone else only with their consent and on a “‘need to know” basis, 

except where Expect has express authority arising from statute or guidance 

to do otherwise. 

4.5 A “need to know”’ basis exists if any of the following circumstances apply. To 

ensure Expect employees use of the information can be justified for the 

purposes of: 

• Assuring and improving the quality of  care and/or support; 

• Co-coordinating care/action/support plans with other agencies; 

• Effective transitions between services; 

• Safeguarding; 

• Protection of the public; 

• Protecting public health and safety; 

• When required by statute or court order. 

 
 
 SIX KEY POINTS ON INFORMATION SHARING 5

5.1 The following six key points from “Information Sharing: Practitioners Guide” 

England, summarises the fundamental requirements for legal and 

professional practice in information sharing in order to balance Service User 

rights and public interest concerns. Unless replaced or augmented by a 

specific national guidance all employees should work to these principals: 

 
 Explanations should be given to Service Users and families at the 5.1.1

outset, openly and honestly about, what, how and why their information 

will be shared and seek their consent.  The exception to this is when a 

Service User is at risk of significant harm. The withholding of this 

information could undermine the prevention, detection or prosecution of 

a serious crime. 
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  Staff must always consider the safety and welfare of a Service User 5.1.2

when making a decision on whether to share information about them. 

Where there is concern that a Service User may be suffering or at risk 

of significant harm, the Service User’s safety and welfare must be 

paramount. 

  Staff must, where possible, respect the wishes of the Service User and 5.1.3

families who do not consent to share their information. Information may 

still be shared where professional judgment on the facts of the case, 

suggests there is sufficient public interest need to override the lack of 

consent.  

 Staff must seek advice where in doubt, in particular where doubts relate 5.1.4

to a concern about the possible significant harm to the Service User or 

others. 

 Staff must ensure that the information shared is accurate and up to 5.1.5

date, necessary for the purpose for which it is being shared, shared 

securely and only on a need to know basis.  

 Staff must always record the reasons for any decision, whether it is to 5.1.6

share information or not. 

 
 KEEPING SERVICE USER AND FAMILIES INFORMED 6

6.1 Expect recognises that it is neither practicable nor necessary to seek Service 

User’s specific consent every time information needs to be passed on for a 

particular purpose. Service Users require Expect, often in conjunction with 

other agencies, to respond effectively to their needs, which requires sharing 

relevant and necessary information.  Expect will therefore ensure that Service 

Users are fully informed of when information held about them may be used. 

6.2 Expect will explicitly inform Service Users about the kinds of purposes for 

which information about them is collected, and the types of organisations and 

people to whom information may need to be passed and also that they will 

have the opportunity to discuss how information sharing specific to their 
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personal circumstances is relevant to the provision of their intervention, and 

any anxieties they may have about this. This includes information held in all 

formats. Service Users will be informed by a Fair Processing notice (Data 

Protection Act 1998) where data is shared with other agencies for statistical 

purposes to improve service delivery. 

6.3 Expect will ensure that other organisations providing services for, or in 

conjunction with Expect, are aware of this Policy and that Expect is also 

aware of partner agencies policies on information sharing.  

6.4 Expect will present this information and advice in an easily accessible form, 

which is appropriate for Service User before any assessment of their needs is 

made, or provision of services begins.  On request arrangements will be made 

to give information to those families whose first language is not English, and 

those who have additional communication needs, including Service Users 

who have sensory impairments. 

 
 ACCESS BY SERVICE USERS TO THEIR OWN RECORDS 7

7.1 Service Users have a right to access their own records (Data Protection Act 

2018 and GDPR). They also have rights to other information (Freedom of 

Information Act 2000).  Expect will comply with the requirements of the Data 

Protection Act 2018 and the Freedom of Information Act 2000 by making 

arrangements for Service Users to access their records and any personal 

identifiable information held, in accordance with the requirements of 

legislation or Government directions or guidance. 

 

 CONFIDENTIALITY 8

8.1 See Confidentiality Procedure MA004 
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 RESPONSIBILITY FOR SHARING INFORMATION 9

9.1 Expect is accountable for any decisions made to share information with 

another agency or Service User.  

9.2 Operationally, the majority of decisions about sharing information will be made 

by the Service Manager. In complex or very sensitive cases, advice should be 

sought from the Head of Operations. 

 

 CONSENT TO SHARING INFORMATION 10

10.1 Consent should be obtained from Service Users at the earliest opportunity, 

and this consent should be recorded in writing and signed by them. The 

Service User’s consent to sharing of information with other agencies must be 

regularly reviewed by the Senior Support Worker/Service Manager. 

10.2 Where a Service User has been fully informed about the proposed sharing of 

information and of their rights and has given their consent, Expect will assume 

that this consent applies to any information needed to provide support unless 

the Service User has specifically requested it not to be shared.  

10.3 In some circumstances, or where legislation requires it, the wishes of a 

Service User to restrict the sharing of Information may be overridden.  Sharing 

confidential information without consent will normally be justified i.e.: 

 
 When there is evidence that a Service User is suffering or is at risk of 10.3.1

suffering significant harm or abuse; or 

 When there is reasonable cause to believe that a Service User is 10.3.2

suffering or is at risk of suffering significant harm or abuse; or 

 To prevent significant harm arising to a Service User or others, 10.3.3

including through prevention, detection and prosecution of serious 

crime. 
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10.4 If consent cannot be obtained because: 

• The Service User lacks competence to make a clear judgment, or 

• The Service User does not have the capacity to understand what they are 

consenting to, or 

• The situation is urgent and the Service User cannot be located to obtain 

consent, or the safety of another is threatened; 

Then it may be necessary for Expect to share information with those parties 

delivering a service, in the best interests of the Service User or others.  The 

reasons for sharing the information should always be recorded. 

10.5 When seeking consent from Service Users whose disabilities or 

circumstances prevent them from understanding the likely uses of their 

information, extra care must be taken to ensure that information is provided in 

a suitable format or in a language that is accessible.  Staff members must 

check whether Service Users fully understand what they are being told.  

10.6 When seeking consent from Service Users who have difficulty in 

communicating their decision (whether it is to consent or to refuse consent), a 

clear and unambiguous signal of the Service User‘s wishes is required, and 

confirmation sought that the signal has been correctly interpreted. 

10.7 Failure to provide the appropriate support in such circumstances could be an 

offence under the Equality Act 2010 and may invalidate any consent obtained.  

10.8 If a Service User is unconscious or is unable to give informed consent, or is 

unable to communicate a decision because of a mental or physical condition, 

the professionals concerned must take decisions about the use of information.  

10.9 These decisions must take into account the Service User’s best interests and 

any previously expressed wishes, and should be informed by the views of 

relatives or carers as to the likely wishes of the Service User. If a Service User 

has made his or her preferences about information sharing known in advance, 
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these should be respected wherever possible. See Advance Statements 

PR007. 

10.10 Where the Service User is incapacitated and unable to consent, information 

should be disclosed only in their best interests, and then only as much 

information as is needed to support their care. Each situation must be judged 

on its merits, and great care taken to avoid breaching confidentiality or acting 

in any way that may be detrimental to the Service User’s interests.  

10.11 Where consent cannot be obtained because it is not practicable to locate or 

contact a Service User, this needs to be well evidenced and documented. The 

threshold for disclosure in the public interest will be proportionate to the 

likelihood of serious harm to the Service User or to others. 

10.12 In all cases where consent has not been obtained, the decision to disclose 

and the justification for disclosure must be fully recorded in the Service User’s 

file. Service Users may be asked to indicate the person they would like to be 

involved in decisions about their interventions and to take responsibility for 

making decisions if they themselves become unable to do so. This will 

normally, but not always, be their next of kin or their carer. Limited information 

may be shared with that person provided the Service User does not object. 

This gives Service Users the opportunity to agree to disclosure or to choose 

to limit disclosure if they wish. 

 

10.13 When seeking explicit consent from Service Users, the approach must be to 

provide: 

 Honest, clear, objective information about the use of the information 10.13.1

and their choices, allowing Service Users to seek as much detail as 

they require. 

 An opportunity for Service Users to talk to someone they can trust 10.13.2

and of whom they can ask questions. 
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 Reasonable time and privacy to reach decisions. 10.13.3

 Support and explanations about any form that they may be required 10.13.4

to sign, a choice as to whether to be contacted in the future about 

further uses of their information, and how such contacts should be 

made. 

 Evidence that consent has been given, by attaching a signed 10.13.5

consent form to the case file, or, where this is not practicable, by 

noting their consent on the file. 

10.14 The information provided must cover: 

 An explanation of what information is recorded and why, and what 10.14.1

further uses may be made of it.  

 A description of the benefits that may result from the proposed use 10.14.2

or sharing of the information. 

 How the information and its future uses will be protected and 10.14.3

assured, including how long the information is likely to be retained, 

and under what circumstances it will be destroyed. 

 Any outcomes, implications, or risks if consent is withheld (this must 10.14.4

be honest, clear, and objective – it must not be or appear to be 

coercive in any way). 

 An explanation that any consent can be withdrawn in the future 10.14.5

(including an explanation of any difficulties in deleting information 

that has already been shared).  

10.15 The above information will be provided, on request, in an accessible format 

for people with sensory and learning disabilities, literacy difficulties, diverse 

cultural requirements and language differences.  

10.16 Service Users have the right to refuse giving their consent to information that 

they have provided in confidence, being disclosed to a third party in a form 

that identifies them, even if it is to someone who might provide essential 

interventions.  Where Service Users are competent to make such a choice 

and where the consequences of the choice have been fully explained, their 

decision must be respected. This is no different from a Service User 

exercising his or her right to refuse care/support. 
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10.17 If a Service User objects to information they provide in confidence being 

disclosed to a third party: 

 The concerns of the Service User must be clearly established and all 10.17.1

possible efforts made to meet their concerns without compromising 

their care/support.  

 Any options for alternative arrangements for providing care/support 10.17.2

must be explored. 

10.18 The decision-making process and the choices made by the Service User 

must be fully recorded in the Service User’s PCP. 

10.19 Where there is evidence or there are allegations of harm, abuse or neglect 

of a Service User, Expect has the right to share any necessary information 

with relevant agencies without the consent of the Service User. Such consent 

should be sought as a matter of good practice, unless it is not in the best 

interests of the Service User.  

 
 

 SECURITY 11

11.1 Expect will ensure that secure and confidential arrangements are in place for 

the storage and disposal of all personally identifiable information in line with 

GDPR.  Expect will ensure that these security measures apply to information 

held in any format. 

11.2 All Expect employees will ensure the security and accuracy of personal 

identifiable information. All employees will take care to ensure that no 

breaches of confidence take place.  

11.3 Expect will ensure compliance with any legal requirements for the retention 

and destruction of Service Users’ personal information or electronic records. 

 
 COORDINATING INTERVENTIONS WITH OTHER AGENCIES 12
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12.1 Expect will work with partner agencies to ensure that operational procedures, 

protocols and agreements are in place between Expect and agencies that 

may become involved in or are already contributing to a Service User’s 

care/support, including assessment of needs, planning and provision of 

services. Expect will ensure that these procedures, protocols and agreements 

reflect best practice in how essential information about Service Users is 

shared with other agencies. 

12.2 Expect will inform Service Users of those agencies with whom information 

concerning their assessment and care will or may be shared. 

12.3 The Service User’s ultimate decision as to whether their information is to be 

shared should be respected, unless there are overriding considerations to the 

contrary and in the best interest of the Service User. 

 
 SHARING INFORMATION WITH CARERS 13

13.1 Expect recognises the significant role of parents and carers and will, with the 

consent of Service User Service Users, provide appropriate information to 

them. The nature and extent of such information will depend upon Service 

User circumstances and agreed arrangements. 

 

 INFORMATION GOVERNANCE 14

14.1 Information Governance states that information concerning Service Users or 

staff is strictly confidential and must not be disclosed to unauthorised persons.  

This obligation shall continue indefinitely.  Disclosures of confidential 

information or disclosures of any data of a personal nature can result in 

prosecution for an offence under the General Data Protection Regulations or 

an action for civil damages in addition to any disciplinary action taken by the 

Expect. 
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 DISCLOSING INFORMATION AS A LEGAL REQUIREMENT 15

15.1 Expect recognises that in certain instances there is a statutory responsibility 

to disclose personally identifiable information. In these circumstances, prior 

consultation with the Service User is not required. The majority of statutory 

requirements concern forms of notification: for example the death of a Service 

User in a registered service, communicable disease, substance misuse, and 

serious accidents. There are also certain obligations to disclose information 

under the Mental Health Act and as required by Court orders. 

15.2 Information that is statutorily disclosable must be shared by, or in consultation 

with, the professional who is responsible for the intervention with the Service 

User. If in doubt the advice of a Service Manager or Head of Operations must 

be sought.  

15.3 The Service User concerned and the relevant professional must be informed 

as soon as possible that information has been shared, and a note made in the 

Service User’s records. 

15.4 Expect recognises that there will be circumstances when it will be justifiable to 

pass on information without consent or statutory authority. These include the 

prevention, detection and prosecution of serious crime, and the prevention of 

disorder and anti-social behaviour where harm to others and the protection of 

the public are involved. In these circumstances, essential information may 

need to be shared with other agencies. In all such cases, advice should be 

sought from the service manager. 

15.5 Before releasing information for the protection of the public, all the 

circumstances must be fully considered. Where there are inter-agency 

procedures and protocols established by Multi-Agency Public Protection 
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Panels relating to Service Users who may pose serious risks to others, these 

procedures and protocols must be followed. Account must also be taken of 

any other local protocols relating to the disclosure between agencies of less 

serious criminal activity and offending behaviour.  

15.6 The main criterion for the release of the information will be whether the need 

to protect the public should override the duty of confidence to the Service 

User.  In such circumstances, the advice of the Head of Operations must be 

sought.  

15.7 The Service User and relevant professionals must be informed as soon as 

possible that information has been disclosed, and a note made in the Service 

User’s own records and any others that are relevant. 

15.8 Expect will pass on information relating to crime or offending behaviour to 

relevant agencies if all the following conditions are met: 

 Without disclosure, the task of preventing, detecting or prosecuting 15.8.1

the crime would be seriously prejudiced or delayed.  

 Information is limited to what is strictly relevant to a specific 15.8.2

investigation. 

 There are satisfactory undertakings that the information will not be 15.8.3

passed on or used for any purpose other than the specific 

investigation. 

 The information would be of assistance to the partner agency, in 15.8.4

particular the Police, in advising them of the extent to which a Service 

User’s mental health or social care needs and history might impact on 

their criminal activity.  

 In all such circumstances, the advice of the Service Manager must be 15.8.5

sought prior to disclosure. 

 
 DEALING WITH THE MEDIA 16
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16.1 Expect has an established policy and operational procedures for contact with 

the media, and any enquiries from the press or other media should be 

referred to the Senior Management Team. If the media has any information 

that may or does identify Service Users directly or indirectly, the Chief 

Executive Officer must be informed. See Dealing with the Media QMP014. 

16.2 When responding to media enquiries, Expect will liaise closely with other 

partner agencies involved in the care of the Service User(s) to whom the 

enquiry relates.  

 
 IMPLEMENTATION OF THE POLICY 17

17.1 Protocols, procedures and agreements will be developed with partner 

agencies to implement this Policy. Existing arrangements will be reviewed by 

Expect in accordance with the requirements of this Policy. 

 
 TRAINING: 18

18.1 The Head of Operations will ensure that training on information sharing is 

made available to all employees who require it. 

  



QMP015  Page 16 of 18 Issue Date: 07 January 2019 Revision No:3 
 

 APPENDIX 1  19

GENERAL GUIDANCE TO SUPPORT 
THE CALDICOTT PRINCIPLES 

19.1 The Need to Know:  

• Justify the purpose(s) of using confidential information;  

• Only use it when absolutely necessary;  

• Use only the minimum that is required;  

• Access should be on a strict need-to-know basis;  

• Everyone must understand his or her responsibilities;  

• Understand and comply with the law.  

19.2  Transporting Information – Caldicott Guidance  

• The health record should only be taken off site when absolutely 

necessary;  

• A record should be made of the removal, why it is being removed, 

where it is going, and who it is going to;  

• The record must be transported in a sealed/lockable container e.g. 

briefcase;  

• The record must not be left unattended;  

• The record must be returned as soon as possible;  

• Record the return.  

19.3 Faxing Information – Caldicott Guidance  

• Telephone the recipient and tell them confidential material is about to be 
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faxed; 

• Ask them to acknowledge receipt; 

• Double check the fax number; 

• Use pre-programmed numbers wherever possible (tested);  

• Use a cover sheet properly addressed marked Private and Confidential;  

• If appropriate, request a report sheet to confirm if transmission was OK.  

19.4 Posting Information  

• Confirm the name, department, and address of the recipient;  

• Seal the information in a robust envelope;  

• Mark the envelope “Private and Confidential – to be opened by 

Addressee only”;  

• When appropriate, send health records by Recorded Delivery;  

• When necessary, ask the recipient to confirm receipt.  

19.5 Sharing Information by Phone  

• Confirm the identity of the caller; 

• Confirm the reason for the information request if appropriate;  

• Take a contact telephone number;  

• Check whether the information can be provided. If in doubt, tell the 

enquirer you will call them back;  

• Provide the information only to the person who has requested it (do not 

leave messages);  
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• Make a record of the caller, who authorised the release of information, 

and the nature of the information.  
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	10.5 When seeking consent from Service Users whose disabilities or circumstances prevent them from understanding the likely uses of their information, extra care must be taken to ensure that information is provided in a suitable format or in a languag...
	10.6 When seeking consent from Service Users who have difficulty in communicating their decision (whether it is to consent or to refuse consent), a clear and unambiguous signal of the Service User‘s wishes is required, and confirmation sought that the...
	10.7 Failure to provide the appropriate support in such circumstances could be an offence under the Equality Act 2010 and may invalidate any consent obtained.
	10.8 If a Service User is unconscious or is unable to give informed consent, or is unable to communicate a decision because of a mental or physical condition, the professionals concerned must take decisions about the use of information.
	10.9 These decisions must take into account the Service User’s best interests and any previously expressed wishes, and should be informed by the views of relatives or carers as to the likely wishes of the Service User. If a Service User has made his o...
	10.10 Where the Service User is incapacitated and unable to consent, information should be disclosed only in their best interests, and then only as much information as is needed to support their care. Each situation must be judged on its merits, and g...
	10.11 Where consent cannot be obtained because it is not practicable to locate or contact a Service User, this needs to be well evidenced and documented. The threshold for disclosure in the public interest will be proportionate to the likelihood of se...
	10.12 In all cases where consent has not been obtained, the decision to disclose and the justification for disclosure must be fully recorded in the Service User’s file. Service Users may be asked to indicate the person they would like to be involved i...
	10.13 When seeking explicit consent from Service Users, the approach must be to provide:
	10.13.1 Honest, clear, objective information about the use of the information and their choices, allowing Service Users to seek as much detail as they require.
	10.13.2 An opportunity for Service Users to talk to someone they can trust and of whom they can ask questions.
	10.13.3 Reasonable time and privacy to reach decisions.
	10.13.4 Support and explanations about any form that they may be required to sign, a choice as to whether to be contacted in the future about further uses of their information, and how such contacts should be made.
	10.13.5 Evidence that consent has been given, by attaching a signed consent form to the case file, or, where this is not practicable, by noting their consent on the file.

	10.14 The information provided must cover:
	10.14.1 An explanation of what information is recorded and why, and what further uses may be made of it.
	10.14.2 A description of the benefits that may result from the proposed use or sharing of the information.
	10.14.3 How the information and its future uses will be protected and assured, including how long the information is likely to be retained, and under what circumstances it will be destroyed.
	10.14.4 Any outcomes, implications, or risks if consent is withheld (this must be honest, clear, and objective – it must not be or appear to be coercive in any way).
	10.14.5 An explanation that any consent can be withdrawn in the future (including an explanation of any difficulties in deleting information that has already been shared).

	10.15 The above information will be provided, on request, in an accessible format for people with sensory and learning disabilities, literacy difficulties, diverse cultural requirements and language differences.
	10.16 Service Users have the right to refuse giving their consent to information that they have provided in confidence, being disclosed to a third party in a form that identifies them, even if it is to someone who might provide essential interventions...
	10.17 If a Service User objects to information they provide in confidence being disclosed to a third party:
	10.17.1 The concerns of the Service User must be clearly established and all possible efforts made to meet their concerns without compromising their care/support.
	10.17.2 Any options for alternative arrangements for providing care/support must be explored.

	10.18 The decision-making process and the choices made by the Service User must be fully recorded in the Service User’s PCP.
	10.19 Where there is evidence or there are allegations of harm, abuse or neglect of a Service User, Expect has the right to share any necessary information with relevant agencies without the consent of the Service User. Such consent should be sought a...

	11 Security
	11.1 Expect will ensure that secure and confidential arrangements are in place for the storage and disposal of all personally identifiable information in line with GDPR.  Expect will ensure that these security measures apply to information held in any...
	11.2 All Expect employees will ensure the security and accuracy of personal identifiable information. All employees will take care to ensure that no breaches of confidence take place.
	11.3 Expect will ensure compliance with any legal requirements for the retention and destruction of Service Users’ personal information or electronic records.

	12 Coordinating Interventions with other agencies
	12.1 Expect will work with partner agencies to ensure that operational procedures, protocols and agreements are in place between Expect and agencies that may become involved in or are already contributing to a Service User’s care/support, including as...
	12.2 Expect will inform Service Users of those agencies with whom information concerning their assessment and care will or may be shared.
	12.3 The Service User’s ultimate decision as to whether their information is to be shared should be respected, unless there are overriding considerations to the contrary and in the best interest of the Service User.

	13 Sharing information with carers
	13.1 Expect recognises the significant role of parents and carers and will, with the consent of Service User Service Users, provide appropriate information to them. The nature and extent of such information will depend upon Service User circumstances ...

	14 Information Governance
	14.1 Information Governance states that information concerning Service Users or staff is strictly confidential and must not be disclosed to unauthorised persons.  This obligation shall continue indefinitely.  Disclosures of confidential information or...

	15 Disclosing information as a legal requirement
	15.1 Expect recognises that in certain instances there is a statutory responsibility to disclose personally identifiable information. In these circumstances, prior consultation with the Service User is not required. The majority of statutory requireme...
	15.2 Information that is statutorily disclosable must be shared by, or in consultation with, the professional who is responsible for the intervention with the Service User. If in doubt the advice of a Service Manager or Head of Operations must be soug...
	15.3 The Service User concerned and the relevant professional must be informed as soon as possible that information has been shared, and a note made in the Service User’s records.
	15.4 Expect recognises that there will be circumstances when it will be justifiable to pass on information without consent or statutory authority. These include the prevention, detection and prosecution of serious crime, and the prevention of disorder...
	15.5 Before releasing information for the protection of the public, all the circumstances must be fully considered. Where there are inter-agency procedures and protocols established by Multi-Agency Public Protection Panels relating to Service Users wh...
	15.6 The main criterion for the release of the information will be whether the need to protect the public should override the duty of confidence to the Service User.  In such circumstances, the advice of the Head of Operations must be sought.
	15.7 The Service User and relevant professionals must be informed as soon as possible that information has been disclosed, and a note made in the Service User’s own records and any others that are relevant.
	15.8 Expect will pass on information relating to crime or offending behaviour to relevant agencies if all the following conditions are met:
	15.8.1 Without disclosure, the task of preventing, detecting or prosecuting the crime would be seriously prejudiced or delayed.
	15.8.2 Information is limited to what is strictly relevant to a specific investigation.
	15.8.3 There are satisfactory undertakings that the information will not be passed on or used for any purpose other than the specific investigation.
	15.8.4 The information would be of assistance to the partner agency, in particular the Police, in advising them of the extent to which a Service User’s mental health or social care needs and history might impact on their criminal activity.
	15.8.5 In all such circumstances, the advice of the Service Manager must be sought prior to disclosure.


	16 Dealing with the Media
	16.1 Expect has an established policy and operational procedures for contact with the media, and any enquiries from the press or other media should be referred to the Senior Management Team. If the media has any information that may or does identify S...
	16.2 When responding to media enquiries, Expect will liaise closely with other partner agencies involved in the care of the Service User(s) to whom the enquiry relates.

	17 Implementation of the Policy
	17.1 Protocols, procedures and agreements will be developed with partner agencies to implement this Policy. Existing arrangements will be reviewed by Expect in accordance with the requirements of this Policy.

	18 Training:
	18.1 The Head of Operations will ensure that training on information sharing is made available to all employees who require it.

	19 Appendix 1
	19.1 The Need to Know:
	 Justify the purpose(s) of using confidential information;
	 Only use it when absolutely necessary;
	 Use only the minimum that is required;
	 Access should be on a strict need-to-know basis;
	 Everyone must understand his or her responsibilities;
	 Understand and comply with the law.
	19.2  Transporting Information – Caldicott Guidance
	 The health record should only be taken off site when absolutely necessary;
	 A record should be made of the removal, why it is being removed, where it is going, and who it is going to;
	 The record must be transported in a sealed/lockable container e.g. briefcase;
	 The record must not be left unattended;
	 The record must be returned as soon as possible;
	 Record the return.
	19.3 Faxing Information – Caldicott Guidance
	 Telephone the recipient and tell them confidential material is about to be faxed;
	 Ask them to acknowledge receipt;
	 Double check the fax number;
	 Use pre-programmed numbers wherever possible (tested);
	 Use a cover sheet properly addressed marked Private and Confidential;
	 If appropriate, request a report sheet to confirm if transmission was OK.
	19.4 Posting Information
	 Confirm the name, department, and address of the recipient;
	 Seal the information in a robust envelope;
	 Mark the envelope “Private and Confidential – to be opened by Addressee only”;
	 When appropriate, send health records by Recorded Delivery;
	 When necessary, ask the recipient to confirm receipt.
	19.5 Sharing Information by Phone
	 Confirm the identity of the caller;
	 Confirm the reason for the information request if appropriate;
	 Take a contact telephone number;
	 Check whether the information can be provided. If in doubt, tell the enquirer you will call them back;
	 Provide the information only to the person who has requested it (do not leave messages);
	 Make a record of the caller, who authorised the release of information, and the nature of the information. 


