
APPENDIX 7 

 

Guidance for Information sharing between Special Schools and  

FE Colleges of Education and Adult Day Centres 

 

Between schools and FE colleges – under the age of 18 years 

This document has been written at the request of special schools to ensure consistency across Medway 

in the process of sharing information to ensure young people are safeguarded. 

The protocol for sharing information between schools and colleges for children under the age of 18 

years remains the same for all schools – when a child moves school, a copy of their safeguarding file is 

securely sent to the child’s new educational placement.  The school must then securely archive the 

safeguarding file for 75 years.   

Although there is no legal requirement in the Pupil Information Regulations to transfer pupil information 

to the FE College, schools are encouraged to use a secure method of transfer to send the pupils 

records on receipt of a request from the FE College. 

For children and young people with disabilities the process for planning for their future is via transitional 

planning meetings, which starts when the young person reaches the age of 14 years. As part of the 

transitional planning meeting safeguarding information can be shared on a need to know basis, with a 

focus on ensuring the young person is protected from abuse, into adulthood.  

Between Schools and FE colleges over the age of 18 years 

Once a young person reaches the age of 18 years, their agreement should be sought to share personal 

information.  It should be noted that when young people reach the age of 18 years they are adults and 

not subjects of the Children’s Safeguarding Board or Education Act procedures regarding the transfer of 

information.1 

Please note - when sharing information 

Do not send the whole school safeguarding file 

Do not sent old Child Protection documents or other documents about historical concerns that are no 

longer relevant 

Always share information about current risks of harm – using the proportionate principal 

Use Adult safeguarding procedures to raise current concerns that may require investigation 

Record all decisions made about sharing information 

 

Other Adult Services – those providing day care services, employment, activities and independent living 

skills training.  

These are not Ofsted registered educational settings and therefore the Education Act and Individual 

Pupil Information Regulations do not apply. 

The first stage in sharing information regarding an adult over the age of 18 years, is to seek their 

consent or their relatives or carers. If notifying their relative or carer places them at additional risk and 

the young person is deemed to lack capacity and is unable to give informed consent, then this must be 

recorded and the school adopt the Seven “Golden Rules “ published by the government to transfer 

relevant information only. 

                                                            
1
  The legal powers enabling such a transfer of information are section 537A(6) of the Education Act 1996 

and the Education (Individual Pupil Information)(Prescribed Person) (England) Regulations 2009. (The 

school will have to ensure that all other obligations under the Data Protection Act 1998 are complied with 

when transferring person information to the FE college)”  

 



In situations where it is not possible to seek consent and is considered by the head teacher, of a special 

school, that a young adult is vulnerable and at risk of abuse, particularly if by seeking agreement from a 

relative or carer could place them at further risk, a professional judgement to share information can be 

made and the reasons for sharing must be clearly recorded on the young person’s file. The process for 

sharing information is described by HM Government Information Sharing Guidance and must to be 

adopted 

Do not send case files 

Share current concerns proportionately and consult with adult services if needed. 

 

Seven Golden Rules for Information Sharing 

Remember that the Data Protection Act is not a barrier to sharing information but provides a 

framework to ensure that personal information about living persons is shared appropriately. 

Be open and honest with the person (and/or their family where appropriate) from the outset about 

why, what, how and with whom information will, or could be shared, and seek their agreement, unless it 

is unsafe or inappropriate to do so. 

Seek advice if you are in any doubt, without disclosing the identity of the person where possible. 

Share with consent where appropriate and, where possible, respect the wishes of those who do not 

consent to share confidential information. You may still share information without consent if, in your 

judgement, that lack of consent can be overridden in the public interest. You will need to base your 

judgement on the facts of the case. 

Consider the safety and well-being: Base your information sharing decisions on considerations of the 

safety and well-being of the person and others who may be affected by their actions. 

Necessary, proportionate, relevant, accurate, timely and secure: Ensure that the information you share 

is necessary for the purpose for which you are sharing it, is shared only with those people who need to 

have it, is accurate and up-to date, is shared in a timely fashion, and is shared securely. 

Keep a record of your decision and the reasons for it – whether it is to share information or not. If you 

decide to share, then record what you have shared, with whom and for what purpose. 
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