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London Borough of Hillingdon


“Consent to Information Sharing”

This process map must be read in conjunction with the “Confidentiality and Consent to Sharing Information” document.

Always ask for consent to share information unless there is a compelling reason for not doing so. Information can be shared without consent if it is justified in the public interest or required by law. Do not delay disclosing information to obtain consent if that might put a person at risk of significant harm.


Adult Social Care Process for Consent to Information Sharing 

HSCD - The consent to information sharing is embedded within the Contact/Referral within Protocol as part of their screening process.
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⇩
Contact/Referral passed on to relevant team
						⇩
Print off the “GDPR Service User Consent Form” and take with you to visits (or when conversations/assessments are not taking place face to face ensure the form was sent electronically or via post. This needs to be recorded on case notes)
						⇩
Explain why we need to gather and sometimes share information. Ask the adult to sign the form. It is important for written consent to be provided and this needs to be clearly recorded.

If the person lacks the mental capacity to make a decision about sharing information with key people, then the Mental Capacity Act should be followed to ensure each decision to share information is in the person’s best interests. Decisions and reasoning should always be recorded.
⇩
Update "Consent to Information Sharing" on main demographics (LAS Protocol) using below template
“I met with [name of service user/legal representative] at [place] on [date] and provided them with the service user consent form. I explained why we need to gather and sometimes share information. 

[name of service user/legal representative] provided verbal consent for their information to be shared.

[name of service user/legal representative] signed the “GDPR Service User Consent form”, which has been uploaded onto Civica.”

or

“I met with [name of service user] at [place] on [date] to provide them with the service user consent form. I explained why we need to gather and sometimes share information. 

[name of service user] lacks capacity to consent for their information to be shared and there is no legal representative. In line with the Mental Capacity Act guidance, I consulted with [name] who is [name of service user]’s [son, daughter, friend, advocate].

[bookmark: _GoBack]Following the Best Interests process, I established that it is in [name of service user]’s best interest for their information to be shared. The “GDPR Service User Consent form” has been completed and uploaded onto Civica.”
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						⇩
upload signed consent form to Civica under "ASC - Consent to Share"
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⇩
add case note “GDPR Service User Consent Form uploaded into Civica”
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⇩
Only progress the assessment if consent to share information has been obtained, as care and support services will most likely not be possible to be provided without. 
If consent couldn’t be obtained, please do not close the case but speak to your manager. Please see the “Confidentiality and Consent to Sharing Information” document for further information.
⇩
Following completion of the assessment:
Send out a copy of the assessment using the Civica “assessment letter” or “assessment letter – no capacity” template. Add case note on Protocol.
When reassigning the support plan to the Brokerage Team, add a note advising about Consent to Information Sharing has been granted.
Brokerage Team to only accept tasks where the above note has been added but also to check main demographics on Protocol “Consent to Information Sharing”. No support plan to be shared with providers unless Consent to Share Information has been obtained in writing and this is clearly recorded on Protocol.
If consent is not recorded, the Broker must go back to the worker.
⇩
Following completion of the support plan:
Send out copy of the support plan to the service user using the Civica “support plan letter” or “support plan letter – no capacity” template. Add case note on Protocol.
⇩
Following completion of the review:
Send out copy of the review to the service user using the Civica “review letter” or “review letter – no capacity” template. Add case note on Protocol.

⇩
Quality Assurance
The Business Performance Team will run a monthly “consent to information sharing v3 FOR ASC SERVICE” report. Team managers should use this report at their monthly team meetings to ensure compliance and to identify any learning needs or required changes to the process.

V2; Consent to Share Information Process: effective August 2021; review August 2022
V2; Consent to Share Information Process: effective August 2021; review August 2022 
image1.png
9 [ Suggested Stes = 5] Web Sice Ga

Liquidliogic Adults UAT2 S

Adult-Client Azure 82 years 18-May-1938 (Ref: 293889) @ T =2
& S &t e

)

Contact Record
llery v 8 Collaborative Planning

Home (1) v Help Menuv

li+l;‘\§)E1eépQ'

8 Print @ Recent ¥ Service User Consent

Adult Social Care I...
» Details of Referred...

Information held by London Borough of Hillingdon Adult Social Care may be shared to support my care in accordance with the Consent Recorded below:

» Details of Referrer * ® Consent to Information Sharing

» Medical History

Startedon 23-Oct-2019 16:03

Consent type  Consent to Information Sharing s Granted @
nifogReferral Linked From  23-Oct-2019 16:00, Contact Record by Azure Test - Hillingdon Adult Social Care

» Suggested Outcome

» Show Most Recent Answers

» Update Consent to Information Sharing

System v

Find v

H Ssave

Finalise Contact

Cancel Contact

Reassign

Close





image2.png
@ e+ app1002 e viiideOcant 5142538338t comdiid 0 - G | @ Act Cere A 18-Moy.

45 (5 Suggesed e+ &) Web Sice Gllery ~ 6 Colbborative Plaming

Liguidlogic
@ Adult.Client Azure 82 93 @ Basic
o cr &, Demographics
4 personal 2 service User # Address - Important Information
FullName it Clent Azure rimary Address 110 opthall Rood West  Long-Term Support Reason: Support wih Memory 2nd Cagnitn
e G s e o T b, e gl (e )t - oGl A T g R Sc
iy Actual D08 180y-1938 vess e Addresses o
Identity - 2 yemrs » ddres History [ Update Add = Consent to Information Sharing: Consent to Information Shering i Granted
ot
Fators SRS s
Relationships ¢ Contact Methods - Special Factors
\ Al update ConactHethods  Special factor: Defered Payment
==y © NHS Number e *hore..
S Number - Risks
» Updat S Nurber # Accommodation Details o s St fom 19
e House o Senvce User
oter © Hgh sk Risk of Hcarding
 identifiers Foor exts on th record
Person 1D 203889 Jenure ‘Owner Qocupler = General Practitioner Information
cowecel - Rae Frower ™ - P Doctor il rown
Passport Number 123456789 - o P Docor iy Sroun
» Other Ientiers Hovsehald Team: The Harke Pace Surgery
Compostion Adrs: Syl Maret. .G Pacce: The Waktpce Sy
® Actions
\ Upiste pesls # Accommodation Status
© ViewgUpdate Adases \ ccommodsion sats ® Consent to Information Sharing
» Copy o Brifcase Staredon 20c209 1603
» prtabe Vew

Consent type Consent to Information Sharing s Granted &
Linked From View Contact Record(Siarted 23 ct 2019, Complted 23 0ct 2019)
Updte Consent o Information Sharing

» Contact & Refai

» Greate a new Contact
= An open contact exits
Started on: 25-3un-2020

‘Assigned to NATALLE ASHTON - Hilingdon Adut Social Care:
= An open contact exists .
Started on: 13 Mar-2020





image3.png
P
View Optons
icrarchy View  Main Detas | Detas for ASc-Consent ]

Hierarchy x

&2

ASC Personal Budget
ASC- New Deprivation of Liberty Forms,
ASC-Allocation, Closure & Transfer Summaries
ASC-Assessments

ASC-Blue Badge & Freedom Pass

& Support Plan
ASC-Complaints
ASC-Compliments

=]
o
o
o
o
o

Do

(afa]

ASC-Health - Specialists.
ASC-Legal Documents

ASC-Medical

85 Aug 09 External Files

BS Aug 09 Protocol Documents

BS Aug 09 Referrals, Assessments

85 Aug 09 Residential and Nursing

BS Aug 09 Restricted, Legal and Confidential Documents.
BS Aug 09 Safeguarding Adults

85 Aug 09 Sensory Client Contact and Closure

85 Aug 09 Spare Folder

Client Financial Affairs.

Corporate ASC Recovery

Disabled Facilities Grant

FI - Backscan

Financial Assessment Documents.

Sundry Debtors.

o

o

e e e e o e e R

poooeoo





image4.png
© CaseNotes + Add New Note | [ @ Print All 11 Notes | | T Clear Al Fiters | Total (unfiltered): 12 Sort by: Event Date } | Comment Date

= Case Note Type Case Summary
Any Type 1 » Edit Case Summary
Email (In)

No Case Summary

GDPR Service User Consent For...

General ® GDPR Service User Consent Form uploaded into Civica - Test of Consent Info (07-Jul-2021 17:00)

Telephone Call (Out) + Add Comment 5= Notify (0/0)  # Watches (0) @ Print 4 Add Security ' Copy Note ~ Administrative Actions...
- LT 2 NATALIE ASHTON (Administrative officer) Detail loaded into Civica 07/07/2021

Keyword:

© Event Date




image5.png
1ONDON




