Special Educational Needs and Disabilities (SEND)

SEND Information Sharing Agreement

Standard Operating Procedure for Partner Agencies
Type of agreement

This is a Standard Operating Procedure which will sit underneath and be read in conjunction with the Kent & Medway Information Sharing Agreement.

The following information sharing methods that are referred to within the Agreement will be used:

· Method 1:  Form based, Non-urgent
· Method 2:  Shared Environment

· Method 3:  Direct Access to Partner Information & Communication  

  
       Technology (ICT) 
· Method 4:  Formal Meeting / Conference

· Method 5:  Operationally Urgent

Parties to this Agreement 

All multi-agency partners involved in the continuum of provision that meets the needs of children and young people with SEND and their families.  This means services across Education, Health and Social Care including:

· KCC Education and Young People’s Services

· KCC finance 

· KCC Social Care, Health and Wellbeing

· NHS Clinical Commissioning Groups

· NHS Kent and Medway Commissioning Support Unit

· NHS England Area Team

· NHS Provider Trusts

· All schools including special, secondary, primary, academies 

· Educational providers including early years settings, post 16 settings, FE colleges 
· Commissioned Services
· Third sector organisations

· Providers, agencies and practitioners outside of Kent Local Authority 

Purpose

The ‘Working together – improving outcomes’ strategy for SEND 2013-2016 sets out KCC’s vision for services working in an integrated way supported by the effective sharing of information.  The purpose of this agreement is to facilitate information and advice sharing between multi-agency partners in the process of achieving the following aims:

· To improve education, health and emotional wellbeing outcomes for children and young people

· To meet legislative requirements set out in the Children and Families Act 2014

· To improve the quality of provision supported by an holistic assessment of needs and plan

· To ensure effective joint commissioning to address gaps in provision

· To provide a ‘tell us once’ approach to sharing information and delivery of services 

· To facilitate requests for High Needs Funding and allocation and monitoring of any fund agreed  

The SEN Code of Practice 2014 makes clear the need for a more joined up approach to working, section 9.32 states: 
9.32 Information sharing is vital to support an effective assessment and planning process which fully identifies needs and outcomes and the education, health and care provision needed by the child or young person. Local authorities with their partners should establish local protocols for the effective sharing of information which addresses confidentiality; consent and security of information.  Agencies should work together to agree local protocols for information collection and management so as to inform planning of provision for children and young people with SEN or disabilities at both individual and strategic levels. 

What information will be shared?
This process will necessitate the sharing of personal and sensitive data and information and advice relating to children, young people and their families and educational providers in relation to 

· the Statutory Assessment Process and associated decision making systems which may lead to the preparation and issue of an Education, Health and Care (EHC) Plan. This includes the sharing of information and advice with and from contributors to the Statutory Assessment Process.  It will ensure Education, Health and Care services have the information they require to inform an EHC plan where this is agreed and the subsequent monitoring and Annual Review of that Plan
· requests and monitoring information and data relating to High Needs Funding or SCARF processes. This includes information about the child or young person, as well as information specific to the educational setting such as support provided and costs of support 
The Agencies which will share information

All agencies must agree to these Standard Operating Procedures to ensure we are able to meet the statutory requirements of the Children and Families Act 2014 and will share information and advice as part of all statutory processes related to the assessment of children and young people with SEN and any ongoing monitoring and maintaining of any EHC plan issued.  
Each partner agency will have in place suitable systems and processes that will enable, accurate and timely recording of how information was/was not shared, who requested the information, how it has been record and where it can be found.

Each partner agency remains responsible for the information they store to remain safe and subject to relevant record retention and disposal policies for their organisation. All information technology systems will meet government security requirements.

The Golden Rules (appendix A) will be at the centre of any working practices and the guidance laid out in the listed methods of sharing will be followed.

How information and advice will be shared
Information and advice will be shared via a variety of means between all agencies, including

· Secure email

· Secure websites for storage and retrieval of information 

· Non secured email using password protection to external agencies, providers and those involved in the process including young people and the  parents and carers of Children and Young People (CYP)  making requests for HNF or SCARF funding or those undergoing Statutory Assessment processes or who are involved in the ongoing monitoring of EHC plans  including Annual Review*  

· Verbally

· Written documentation

· Shared via hand delivery or internal and external postal systems (these will be marked confidential and addressed to a specific individual)for example the Head Teacher /Principal/SENCo of an educational provider

*Subject to compliance with individual organisations policies and procedures on use of email.

In all cases, the transfer of information will meet the Safe Haven requirements and have due regard for the confidentiality and security of the information. Staff will be expected to have confirmed the identity of the individual requesting the information prior to sharing any personal information.

When is a signed Information and Sharing Consent Form needed? 

 We will require consent from young people or the parents or carers of children with SEND in relation to 

· Statutory Assessment  processes including monitoring of plans where issued,  and 

· High Needs funding processes including assessing requests for funding and the monitoring of any funding agreed
Why information will be shared

Information sharing is vital to 
· support an effective assessment and planning process which fully identifies the education, health and care provision needed by the child or young person. We cannot conduct an assessment or monitor the child or young person’s ongoing plan and provision without this
· support effective decision making in relation to High Needs Funding Requests and the monitoring of any monies agreed 

Quality Standards

All staff involved in the sharing of information must receive Information Governance training and should undergo refresher  courses annually   and will comply with Data Protection, data transmission, storage, management and disposal policies, regulations and agreements as laid out in their employing organisation.

It is the responsibility of all staff to ensure that information shared is accurate.  Where a party to this Agreement becomes aware that information shared by them is inaccurate or no longer relevant then they must inform the other parties who will update the records held immediately.

Date of next review

The review of the Standard Operating Procedure will be completed by all partners on a yearly basis with the next review in July 2015.
Appendix A
Golden Rules
Each partner agency will ensure their staff:

1. remember that the Data Protection Act is not a barrier to sharing information but provides them with a framework to ensure that personal information about living persons is shared appropriately
2. are open and honest with the person (and/or their family where appropriate) from the outset about why, what, how and with whom information will, or could be shared, and seek their agreement, unless it is unsafe or inappropriate to do so.  Consent should be reviewed on a frequent basis with those who have given it so that it is always current

3. seek advice if they are in any doubt, without disclosing the identity of the person where possible

4. share with consent where appropriate and, where possible, respect the wishes of those who do not consent to share confidential information.  Information may still be shared without consent if, in their judgement, that lack of consent can be overridden in the public interest.  They will base their judgement on the facts of the case

5. consider safety and well-being, basing their information sharing decisions on considerations of safety and well-being of the person and others who may be affected by their actions

6. apply the following principles when sharing information, ‘necessary, proportionate, relevant, accurate, timely and secure’, ensuring that the information shared is necessary for the purpose for which is it being shared, is shared only with those people who need to have it, is accurate and up-to-date, is sharing in a timely fashion, and is shared securely

7. keep records of their decisions and the reasons for them – whether it is to share information or not.  If the decision is to share the record will indicate what have been shared, with whom and for what purpose.
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