	
	
	



Sharing Lincolnshire County Council files with Other Local Authorities

There is a requirement for Lincolnshire County Council periodically to share access to Social Care files/data with other Local Authorities to support work with families that have moved in or out of Lincolnshire.
The current process currently consists of someone printing/providing hard copies of all information then sitting in a meeting room with the visitor whilst they review it to ensure data remains secure.
It's essential to be able to share data with partners but also to do this compliantly and minimising staff time and costs.
This is classed as ad hoc sharing as it is often in response to a request, rather than systematic sharing of the same set of data (governed by an Information Sharing Agreement).  
When sharing in this way some of the principles that must be maintained are:
· We have a lawful basis to share it, for example a statutory obligation or in the execution of a public task
· [bookmark: _Int_CbDQF1VO]The minimum amount of data is shared to achieve the aim, and it is necessary.  The format is therefore generally irrelevant (copy of file, verbal, notes, email etc) as long as we do not overshare..
· It is done so securely.
· We make a record of the sharing – as pointed out usually via a case note entry.   
The process below is a way to collate and share this information, ensuring that we are meeting all IA requirements and hopefully reducing staff time and costs where possible in the process.
Occasionally the social care teams share copies of information directly, for example last assessment if the family have recently moved out of Lincolnshire, but weren’t open at the time that they moved, and then opened up shortly afterwards.  Or alternatively they will complete a brief chronology /type letter of involvement if requested by another Local Authority.  Case notes are always added to Mosaic clarifying what has been shared and why.  In cases like this the process below will not need to be followed. 

[bookmark: _Int_6dJ9oelJ]* this process doesn't apply to CAFCASS requests, they are to go via
CPRUAdmin@lincolnshire.gov.uk







Request for information received
· Request received from external partner/Local Authority and if necessary forwarded to the relevant BS / Service team
· Respond to the requestor including the MS form Request to view Lincolnshire County Council Childrens Service Records to capture what needs to be viewed.  
· Once received seek necessary approvals (this must be the relevant service manager listed as the asset owner)
· Update the spreadsheet stored in SharePoint here Sharing LCC files with other authorities with details of the requestor, date and date of approval to help maintain accurate records of what has been shared









Request and collate information
· Once information agreed, BSA submits a request to  restore for the relevant files 
· BSA to ensure private room can be used / is booked for external partner/colleague to be able to view files with enough space for LCC member to be present (just to observe but they can sit in the corner and work) and that records can be securely stored
· Confirm date and venue for viewing with requestor
· Once request is completed update spreadsheet to show date request complete.
TO NOTE check mosaic is updated with relevant information regarding the location of the files and also ensure the file is not locked

· 









Digital Requests
· For anything digital, arrange for either a visit and we book a TEAMS room and screen share the relevant bits for viewing and external partner/colleague to take notes or as a last resort do it via TEAMS meeting and screen share. 
· If possible, download the minimal needed to be prevent unnecessary sharing of information.  
· External staff must not be left alone while viewing LCC information
· TO NOTE - LCC staff cannot share passwords or enable other people to look at information via personal logins
· 








Record Keeping· We keep a log of what was viewed by who, how and when using the “tracker” tab on the spreadsheet

	
	
	



