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Operational Guidance Sheet No. OG5

Consent to Share Information
Overview: 
	What?
	Getting written confirmation of:
· agreement to share personal information within our organisation and with other agencies involved in arranging or providing support

· agreement (if relevant) to share information with family members/carers

· agreement (if relevant) for GPs etc. to share information with us.


	Why?
	It is bad practice, and may be unlawful, to share information without consent (except in special circumstances such as some safeguarding situations).



	When?
	Usually sought at the first face to face contact with the person during their assessment. May need to be updated if information sharing requirements change. Consent should be checked at each review with a new consent form being completed at least annually. 


	Who?
	The Care Manager or STSS key worker (whichever is first in contact, or identifies a need to modify information on an existing CP2).


	How?
	If the person has capacity to consent:
Care Manager/key worker to complete a CP2 form with the person (there is also an Easy Read CP2 form if required). It should be recorded by admin on SWIFT that this has been completed using contact note type ‘CP2 (Completed by Person)’.  If any text has been written in any of the three boxes on the CP2, this should be copied in full into the body of the contact note (usually this will not be a substantial amount of text). It should be made clear which box the text refers to e.g. ‘Box 2 – it’s ok for my sister, Sara Bloggs, to see my information’; ‘Box 3 – it’s ok for my GP to share information about me’.  If there are any restrictions identified in sharing information with services, you must go to the contact note outcome and select ‘CP2 - Reservations On Sharing Within Services’.
If the person does not have capacity to consent:
Care Manager to complete both pages of the CP2. It should be recorded by admin on SWIFT that page 2 has been completed using contact note type ‘CP2 (Completed on Person’s Behalf)’. The contents of the three boxes on the first page should be entered onto Swift in the same way as above – the boxes on page 2 do not need to be copied.
If the person has capacity but is not physically able to sign:
In rare circumstances, as a result of their illness of disability, a person with capacity may not be able to physically sign the form. In these cases, you should first check if the person is able to make a mark, and if they can, they should be supported to do this and this should be witnessed. The following statement should be written and signed by the witness (e.g. care manager or a relative/friend) on the form:

"I confirm that this mark was made by [name] as a mark of agreement in lieu of a signature and I confirm that [name] has understood and consented to the statements above". 

If the person is not able to make a mark the form should be completed as usual and a third party witness (such as a family member or friend) can confirm the person has given their consent orally or non-verbally by writing and signing the following statement:
“I confirm that I am signing this as the agent of [name], who has understood and consented to the statements above, and has directed me to sign on his/her behalf".



Key Steps: 









    


















Checklist:

Does this person have capacity to consent?








  NO





YES





Complete the CP2 with the person








Complete both pages of the CP2








Explain the purpose of the form








Sign and date the form








List these concerns in box 1








 YES





( Do they have any specific concerns about us giving information about them to specific agencies or staff? 








 


    NO





Record on Swift using contact note ‘CP2 completed (on person’s behalf)’








List the names of these people in 


box 2








 YES





( Are there any specific family members or friends who can be given information without asking each time? 








 


    NO





List people who can give us information in box 3








( Is there anyone who we may need to be able to show evidence that the person has consented for them to share information with us? 








 YES





 


    NO





Is the person physically able to sign the form?








 


NO








YES





Enable them to mark the form with someone witnessing as outlined overleaf








Are they able to make


 a mark?








Ask the person to sign & date the form











 YES





 





NO





Record on Swift using contact note ‘CP2 completed (by person)’








Record on Swift using contact note ‘CP2 completed (by person)’








Ask a third party to confirm the person’s consent as outlined overleaf








Record on Swift using contact note ‘CP2 completed (on person’s behalf)’








Record on Swift using contact note outcome if any restrictions to share information with services have been identified








Store the form in the person’s file under Divider 1








Make sure all three questions have been fully discussed with the person


Arrange entry on Swift, including drop-down on sharing within services if applicable


Check consent at each review and ask client to complete a new form at least annually
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