Shared Lives Plus Guidance No 6.07.

PSS Shared Lives Guidance

Record Keeping, Access to Files and Information Sharing
Keeping records is an essential part of running a safe and efficient service. Any information that PSS Shared Lives scheme keeps about the person making use of a Shared Lives arrangement must be accurate and up-to-date and easily found when needed.  It must also be kept securely and in ways that comply with laws about this, including the Data Protection Act 1998.  The person has a right to know what information is being kept about them, and to ask to see it and for it to be changed if it is incorrect.  Other professionals and organisations may play an important part in the person’s life, as will their family and friends and representatives so on occasions we may need to share information with them, in order to provide the person with a good service.
Record Keeping
Information will sometimes be recorded using paper and files, or it may be put on computer and kept electronically.  These records are needed in order to help us deliver a Shared Lives scheme that is personalised to each individual who uses it. The records also enable us to show what actions have been taken in case the person or other people have any queries or complaints.

We only keep information which is important and relevant to the persons Shared Lives arrangements. This includes:

· Their assessment of needs, Service User Plan, Shared Lives Arrangement Agreement, Care Plan, etc

· The dates the person starts and ends any Shared Lives arrangements

· The dates of visits or telephone conversations with their Shared Lives worker and any decisions or actions taken as a result

· Any accidents or serious illnesses or other adverse events affecting the person
· Any concerns or complaints about the services the person receives, or about their health and well-being and actions taken
Shared Lives schemes should store all this information securely to prevent unauthorised people from getting access to any personal information about the person.  In their office(s) the paper files are kept in lockable filing cabinets and our computers can only be accessed with a password.  There are systems in place to protect against loss, damage or destruction of the paper and electronic files and of the information contained in them.

Shared Lives carers also have to keep copies of information about the person using or living in a Shared Lives arrangement and to record anything significant that happens to the person whilst the person is with them.  They have to keep these records in a safe place too, to ensure that other people in their household do not read them or interfere with them.  All Shared Lives carers are given training about record keeping and the importance of confidentiality before they start working in the service and the Shared Lives workers provide ongoing advice and assistance for them if necessary.

When the Shared Lives arrangement comes to an end, the Shared Lives carer’s records are returned to the scheme’s office and kept there with the rest of the information held about the person.  All records are kept in line with the PSS Retention Policy
The person has a right to know what kind of information is being kept about them.  Their Shared Lives worker can tell the person more about this.  The person also has a right to see the actual files and information the scheme and their Shared Lives carer(s) have about them, whether on paper or on computer.

Access to Files

The person has a right to know what kind of information is required by this service and the ways in which it is written down and stored.  

The person also has a right to see the actual information that the Shared Lives workers or Shared Lives carers have recorded about the person, whether on paper or on computer.  The person can add notes or comments themself and ask for information to be changed or deleted if it is incorrect.

Wherever possible the Shared Lives workers and Shared Lives carers will involve the person and/or their representative in what is being written down and will discuss and show it to the person at the time.  The person will be given copies of the most important records, such as their Service User Plan or Shared Lives Arrangement Agreement.  The person can also ask for copies of other things if they wish.

Schemes may sometimes have information about the person which has been given to them by another person or organisation.  If so the scheme will have to ask their permission before they can show it to the person and this could take a few weeks.   Alternatively, the person can ask the people or organisations directly to show them the information they have written about the person.  If the scheme has to withhold information from the person, they will tell the person the nature of the information and why they cannot show it to them.

If other people (such as a relative) ask to see the person’s files, the scheme will not permit this without the person’s agreement.  However if the person has a formal advocate or other representative who is acting on their behalf, that person may be able to see all the information the scheme has recorded about the person, in the same way as the person themself would.

During regulatory inspections Inspectors from the Care Quality Commission /  Care and Social Services Inspectorate Wales / Northern Ireland Social Care Council sometimes ask to see a few of the files of people who are using the Shared Lives scheme.  This is part of their job which is to make sure that the scheme is being run properly including having proper arrangements for recording and storing information.  The regulator treats all personal information as confidential.  The person’s Shared Lives worker can tell the person using or living in a Shared Lives arrangement more about this if the person wishes or can arrange for the person to see their own file(s).
Shared Lives carers and Shared Lives workers are able to access the files containing information about themselves too.

Information Sharing
Sometimes it is necessary to co-ordinate the services we provide with other people that the person needs or wants to participate in their support.  For example, the person may require support with their dental appointments or with getting home from a club, or need to transfer to or from hospital, or want to go to college.  We will do our best to communicate and work with the other people involved to ensure the person’s needs and wishes are met.

The person may sometimes want their relatives, friends or representatives to be involved in their care or support, or in decisions about this.  They will be made welcome and the need for information, advice and support will be respected and responded to.

The person’s right to confidentiality will be respected throughout this process. Personal information will only be shared with their agreement or if it is necessary in order to prevent harm to the person or others.

The scheme has guidance on confidentiality that explains more about when they can or cannot share personal information.  A copy is available for the person and can also be given to other people or organisations that the person is involved with.
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