Flow chart of when and how to share information for Early Years
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Have you informed the parents and gained their written consent to share
information about their child at the time of sharing information?
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Do you have a legal obligation to share information?
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Children to share any concerns with Children’s Advice
and Duty Service (CADS) 0344 800 8021.

When sharing information-:

Distinguish fact from opinion

Share all relevant information

If parent’s do not consent to information being shared add a note to the file to state
that they have not consented and the reasons why (for further advice contact Early
Years 01603 222300)

Ensure you are giving the right information to the right individual - SLP in Early Years
and DSL in Schools. If needed arrange a meeting to verbally transfer information
Ensure that you are sharing recorded information securely either in person or via
secure email

Ask the recipient to sign to acknowledge receipt of the information or via email
receipt, refer to NCC file transfer record and receipt

Retain a copy of the information shared, in line with your record retention policy

v

Record your information sharing decision and your reasons, in line with
your policy and procedures, refer to retention to record guidance
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