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	 YOU SHOULD ENSURE THAT:-
· You read, understand and, where appropriate, act on this information

· All people in your workplace who need to know see this procedure

· This document is properly filed in a place to which all staff members in your workplace have access


PURPOSE
The purpose of this procedure is to set out the process for the establishment and maintenance of an inter-agency register (Joint Information Link) of children with disabilities in accordance with schedule 2, paragraph 2 of the Children Act 1989. 

SCOPE
This procedure contains instructions for the collation and recording of personal information for children and young people who are eligible for inclusion on the Joint Information Link.

The Joint Information Link is for all children and young people:

· aged from birth to 18 years 

· who are disabled according to the definition in the Children Act 1989 

· who are resident in Hampshire or registered with a Hampshire GP.

Whilst the Local Authority is duty bound to keep a Register, parents of children with a disability can choose whether or not they wish their child’s name to be placed on the Joint Information Link database.

POLICY

This procedure is prepared to support the launch of the Joint Information Link and inform staff of the changes and processes to be undertaken

REFERENCES TO LEGAL, CENTRAL GOVERNMENT AND OTHER EXTERNAL DOCUMENTS
The Children Act 1989

HAMPSHIRE COUNTY COUNCIL AND SOCIAL SERVICES DEPARTMENT REFERENCES
Guidelines for the Hampshire Joint Information Link

Leaflet – Joint Information Link for disabled children and their families (ISBN 1859757235)  This leaflet will be available on the departmental website and also in paper format – copies will be circulated to all areas.

DEFINITIONS
Within the meaning of The Children Act 1989 a disabled child is identified as:

“A child is disabled if he is blind, deaf or dumb or suffers from mental disorder of any kind or is substantially and permanently handicapped by illness, injury or congenital deformity or such other disability as may be prescribed”

The Joint Information Link forms part of the Social Services Department’s SWIFT system

ROLES
The Joint Information Link Co-ordinator will:  

· co-ordinate referrals from the Social Services Department, the Local Education Authority and the Health Authority

· include the child’s name on the Joint Information Link 

· advise parent/carers/young person of their inclusion on the Joint Information Link.

AUTHORITY TO VARY THE PROCEDURE
Assistant Director, Children and Families
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1. Publicise the Joint Information Link
1.1 The leaflet Joint Information Link for disabled children and their families (ISBN1859757235), Application forms and Permission to share forms will be distributed widely throughout Hampshire through all possible outlets including health venues, pre-schools, schools, libraries, social services, and appropriate voluntary organisations.

2. Referral process
2.1 Professionals in Social Services, the Local Education Authority and the Health Service will alert parents/carers and  young people to the Joint Information Link and ask whether they have been invited to place their child’s name on the database.

2.2 Professionals in Social Services, the Local Education Authority and the Health Service will offer support to parents/carers and young people in completing the Application and Permission to share forms.

2.3 If a parent/carer or professional wishes to register a child, but does not require a service, then they should be referred to the Joint Information Link Co-ordinator who will advise the most appropriate way to complete registration. 

2.4 It should be noted that Social Services teams will not open a case just to register a child.

2.5 A registration may still be held even if the case is no longer open.

3. Registration on the Joint Information Link 
3.1 The Joint Information Link Co-ordinator will receive completed Application and Permission to Share forms.

3.2 The Joint Information Link Co-ordinator will check the forms through.  Further information may need to be sought or details checked.

3.3 The Joint Information Link Co-ordinator will include the child’s details on the Joint Information Link database (JIL database), which is an element of the Social Service’s SWIFT system.

3.4 In addition to entering the registration details, a special note will be made:

· whether the person wishes to be on the mailing list

· whether the person consents to this information being shared with other agencies.

3.5 The Joint Information Link Co-ordinator will advise parents/carers/young person of inclusion on the JIL database.

3.6 The Joint Information Link Co-ordinator will send the parent/carer/young person a copy of Pinpoint, a detailed guide to the services available to children with disabilities in Hampshire and their parents/carers.

3.7 The Joint Information Link Co-ordinator will advise Area teams of new additions to the JIL database from their areas. 

3.8 The registration form will be filed and the files will be held by the Joint Information Link Co-ordinator at Social Services Headquarters.

4. Removal of a child’s name from the Joint Information Link
4.1 No child’s name will be removed from the JIL database without parental consent or the consent of the child/young person (except in the case of a child death – see paragraph 5 - 5.2).

4.2 If a child under 18 no longer meets the registration criteria and a professional wishes to de-register a child, the professional must inform the Joint Information Link Co-ordinator in writing – this can be via e-mail – clearly stating the reasons for de-registration and that they have discussed this with the parents.

4.3 The Joint Information Link Co-ordinator will then confirm in writing to both the professional and the parent/carer/young person that their details have been removed from the JIL database.

4.4 If a parent/carer/young person disagrees with the decision to de-register, the JIL Appeals Procedure may be used (see paragraphs 10 - 10.12).

5. Informing the Joint Information Link Co-ordinator about child/young person deaths
5.1 It is important that the Joint Information Link Co-ordinator is informed about the death of a child on the Information Link database as soon as possible.

5.2 All professionals involved with the family have a responsibility to inform the Co-ordinator as soon as possible by telephone, and confirm the information in writing or via e-mail.

6. Review of inclusion on the Joint Information Link
6.1 If, at the time of referral to the Joint Information Link, the referrer has requested a review of the registration on a specific date, the Joint Information Link Co-ordinator will contact the referrer to discuss continued registration.

7. Updating information on the Joint Information Link
7.1 The Joint Information Link Co-ordinator is responsible for reviewing the information on the Register. 

7.2 For children under the age of 6, this will be done annually, thereafter every second year.

7.3 The information will be sent to the parent/carer for updating.

7.4 Other professionals coming into contact with families and noting changes in circumstance should notify the co-ordinator in writing or via e-mail.

7.5 It is a parent’s responsibility to advise the Joint Information Link Co-ordinator when there is a change of address, including e-mail address.

7.6 Other professionals involved with families may also notify the Joint Information Link Co-ordinator of any change of address, including e-mail address.

8. Sharing information on the Joint Information Link
8.1 The Joint Information Link will be available via SWIFT on Hampshire County Council’s IT2000 system.

8.2 The JIL Co-ordinator is the only person who can input information onto the Link.  Other staff will have access to view only.

8.3 Those professionals detailed on the Consent to share form, who cannot access the Joint Information Link, will be entitled to a copy of the information on the register for the specific child with whom they are working.

8.4 These professionals will contact the Joint Information Link Co-ordinator who will extract the appropriate data and send it through under confidential cover.

8.5 Other authorised people will be able to access non-personal, anonymised information for planning and statistical purposes.

9. Complaints procedure
9.1 If a parent/carer or young person has a complaint, this will be managed via the Complaints Procedure appropriate to the agency to which the complaint is being made. 

10. Appeals procedure
Professional = the person responsible in their agency for registering a child.

Parent = parent/carer

STAGE 1 – first appeal

10.1 Professional has advised parent that a child does not meet the Joint Information Link criteria.  Parent wishes to appeal against this decision.

10.2 Parent submits an appeal to the Joint Information Link Co-ordinator (Standard appeal form available)
10.3 Joint Information Link Co-ordinator sends the Appeal Form to the original professional who has advised that the child does not meet the Joint Information Link criteria.  The professional will be asked to provide reasons for this advice.  
10.4 Appeal Form returned to JIL Co-ordinator who will consider the professional’s advice and, within 15 working days from receipt of parent’s appeal form, she will either:
· In the event that there are reasons for inclusion on the Link that have been overlooked by the professional, reconsider inclusion, or

· Assuming there are no obvious reasons for inclusion, advise the parent accordingly
10.5 If a parent does not accept reasons given and advises that he/she wishes to go to the next stage of appeal they will be asked to give their reasons for appeal.

STAGE 2 – second appeal 
10.6 Within 20 working days from receipt of parent’s appeal against the decision given in 10.6 the Joint Information Link Co-ordinator convenes the full Steering Group to consider parents’ appeal.  Chair of this meeting to be a member of the Steering Group not associated with the original registration decision.
10.7 The Joint Information Link Co-ordinator will not participate in this stage of the appeal other than providing the necessary paperwork and convening the meeting.
10.8 If the Steering Group agrees with the original decision the Chair will write to parents and advise of the decision.
10.9 If the Steering Group disagrees with the original decision the Chair will give the reasons, advise professional, parent and then register the child.

10.10  THE DECISION BY THE STEERING GROUP IS FINAL

11. PERFORMANCE STANDARDS

11.1 The JIL Co-ordinator will aim 

· to keep the Joint Information Link fully updated


· to keep staff across all agencies informed of any changes

· to ensure that parents are kept fully notified


Monitoring on a day to day basis will be undertaken by the Commissioning Officer (Children with Special Needs) and overall monitoring will be undertaken by the multi-agency steering group.
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