
Confidentiality and information sharing flowchart 

Note: If printed, this document is for immediate reference only. Do not file it, as it will go out-of-
date over time and be replaced by newer versions. Always refer to the latest CMS version. 

Obtaining and recording consent is vital for the safe and legal sharing of personal information. 
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You are asked to or wish to share information 

 

Is there a clear and legitimate purpose 

for sharing information?  

Does the information enable a person to 

be identified?  

Is the information confidential?  

Do you have the person’s consent to 

share the information?  

Is there sufficient public interest to share?  

Share information: 

• Identify how much information to share. 

• Distinguish fact from opinion. 

• Ensure that you are giving the right information to the right person. 

• Ensure you are sharing the information securely. 

• Inform the person that the information has been shared if they were not 
aware of this and it would not create or increase risk of harm.  

Record the information sharing decision and your reasons, in 

line with your agency’s or local procedures.  

If there are concerns that a child may be at risk of significant harm or an adult may be at risk of serious harm, 

then follow the relevant procedures without delay.  

Seek advice if you are not sure what to do at any stage and ensure that the outcome of the discussion is 

recorded.  
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