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Information Sharing Guidelines for Promoting Safety and Wellbeing Policy 
 
Overview 
This procedure explains how the information sharing guidelines (ISG) for promoting safety and 
wellbeing (PDF 1.6MB) must be applied in the department’s context. It must be read along with the 
Department of the Premier and Cabinet's ISG requirements and the Education and Children’s Services 
Act 2019. 
 
Scope 
This policy applies to all staff, volunteers and any persons working directly with children and families of IQRA 
College. 

 
The Education and Children’s Services Act 2019 provides direction on how schools may be required 
to share information:  
 

• The Chief Executive may require information from schools, preschools and children’s 
services centres about a specified child (section 13).  

• Sharing information between certain people and bodies in their official capacities to 
promote the safety and wellbeing of children and young people (section 14).  

• Information gathering about specified child or young person (sections 65 to 67).  

• Procedures at a family conference to ensure attendance at school (section 72). 
 
Induction, training and development  
 
General induction  
All staff receive a general induction on the ISG as part of mandatory staff training: responding to 
abuse and neglect – education and care (RAN-EC) for education staff.  
 
STAR principles (secure, timely, accurate and relevant)  
 
When sharing information, staff must follow the ISG STAR principles:  

• Secure: ensure records of information are shared and stored securely (see the sections on 
verifying identity and record keeping).  

• Timely: the sharing of information should not be delayed. Emergency requests should be 
clearly identified and actioned.  

• Accurate: ensure the information that is shared is accurate or advise of any variations that 
apply.  

• Relevant: ensure that the amount of information provided is no more than the amount 
necessary to meet the purpose of the information sharing. See the section on assessing 
relevance. 

 
Consent and Limited Confidentiality  
The recommended approach to sharing personal information is with both the children/young 
people’s and their parents’ informed consent.  
 

This%20procedure%20explains%20how%20the%20informaton%20sharing%20guidelines%20(ISG)%20for%20promotng%20safety%20and%20wellbeing%20(PDF
This%20procedure%20explains%20how%20the%20informaton%20sharing%20guidelines%20(ISG)%20for%20promotng%20safety%20and%20wellbeing%20(PDF
https://www.dpc.sa.gov.au/responsibilities/information-sharing-guidelines
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Staff have a responsibility to follow the below guidance when talking with children and young 
people about seeking their consent to share their personal information, both with other agencies 
and with parents or carers:  

• Work hard at explaining why and how the sharing of their information will help them. What 
situation are you trying to protect them (or others) from?  

• Explore the restrictions that can be put on who is given information about them. Who needs 
to know what information in order to protect them? For example, is it the student wellbeing 
leader but not the class teacher who needs information or is it the carer but not the carers’ 
other children?  

• Be honest about when information might be shared without their consent; help them 
understand that keeping some kinds of information a secret is against the law and that the 
laws are there to protect people from harm. 

•  Avoid making children feel that their right to help or support through information sharing is 
conditional on the consent of their parents or carers. 

 
Assessing the capacity to provide informed consent  
The recommended way to assess whether a child has understood the implications of an information 
sharing request, and for their consent to be considered informed, is to ask them to tell the staff 
member in their own words:  

• what the request is and why it has been made  

• what the child or young person understands will happen if they do or do not give consent  

• why he or she has either given or withheld their consent.  
 
The clarity and consistency of the answers given to these questions will help determine whether or 
not a child’s consent is genuinely informed. If consent is not given or the consent is judged to be 
uninformed, the information sharing may still occur, but: 

• there must be a legitimate risk to be prevented  

• it must be approved by a senior member of staff  

• it must be recorded. 
 
The role of parents and carers  
Staff engage with biological parents (including parents whose children have been removed from 
their care), adoptive parents, step-parents, grandparents, adult siblings, kinship carers and foster 
carers. The role each of these groups play in the sharing of children’s personal information will 
differ from one case to the next. For children and young people in care (under guardianship), a set 
of specific consents and decisions are outlined in who can say Ok? making decisions about children 
in care.  
 
Parental or carer involvement is central to children’s safety and wellbeing. Where parents or carers 
are considered protective the following is recommended practice: 

• Respect children’s decisions to not involve their parents or carers but use opportunities as they 
arise to discuss why parental or carer involvement might be beneficial for them. Continue to 
return to the topic at intervals. 

•  Keep the child’s safety as the overriding goal - sometimes this will mean sharing information 
against a young person’s wishes. For example, when a young person is at risk of suicide. 

https://www.childprotection.sa.gov.au/carers/who-can-say-ok
https://www.childprotection.sa.gov.au/carers/who-can-say-ok
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Managing conflicting views  
Conflicting views between children and young people and their parents, carers or case workers 
must be managed. Actions must not be shelved simply because people disagree. Some 
circumstances will involve not just opposing views between children and adults but between the 
relevant adults themselves, for example both parents, biological parents and carers, carers and case 
workers, case workers and school staff. Recommended practice: 

• Involve a senior staff member in managing the conflict of view.  

• Consider and seek the views of relevant experts if these haven’t been provided.  

• Make sure the child’s rights under relevant legislation and United Nations Convention on 
the Rights of the Child (UNCROC) are understood.  

• When considering the child’s best interests remember their immediate physical and 
psychological safety takes precedence over all other interests.  

• Acknowledge any of your own internal biases when considering the child’s best interests 
and seek guidance if necessary.  

• The informed view and consent of the child should be respected unless all the involved 
adults agree that to do so would put the child’s immediate physical and psychological safety 
at clear risk.  

• Escalate the matter as soon as all reasonable efforts to resolve the conflicting views prove 
unsuccessful. 

 
Limited confidentiality – sharing information without consent  
In line with ISG decision making steps 7, it's possible to share information without consent if it's 
either:  

• authorised or required by law  

• unreasonable or impracticable to seek consent or consent has been refused, and the 
disclosure is reasonably necessary to prevent or lessen a serious threat to the life, health or 
safety of a person or group of people.  

 
You must get approval from a relevant staff member in order to share information without consent.  
 
Children of school age, young people, parents and carers must be informed about the limitations of 
the confidentiality provided by staff.  

• Consent, approval and enrolment forms should include a statement that personal 
information may be shared with others, without the client’s consent.  

• Pamphlets or brochures outlining support for children and young people must explain the 
limits of confidentiality.  

• Discussions with children, young people, parents and carers must reference limited 
confidentiality at regular and appropriate points of engagement.  

• The perceived needs of vulnerable children and those in care (under guardianship) may 
seem in conflict with the responsibility to explain limited confidentiality. However, 
promising and failing to maintain confidentiality will not assist children and young people to 
trust and feel safe with the adults who have assumed their care. 
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Avenues of complaint  
Young people, parents and carers have a right to complain if they believe their personal information 
has been shared inappropriately. The potential for complaint is greatly limited if staff take care to 
explain the consent process at all relevant stages and work hard to ensure that the consent is 
genuinely informed.  
 
If unresolved at the local level, young people and parents or carers should be advised that they can 
discuss their complaint using the school’s Grievance Resolution Procedure. 
 
Assessing relevance 
 When staff share confidential client information with other agencies or organisations, outside the 
generic procedures described below, they must use the following questions to guide their decisions. 
If the information is shared without consent, these questions will be part of the discussion and 
approval from the Principal. If the information is shared with the client’s consent the questions 
must still guide the process of deciding what is and isn’t relevant:  

• In what way is this information intended to help prevent harm? 

•  What specific information is relevant (needed) to achieve that?  

• Whose identities must be disclosed as part of that specific information and whose identities 
can be kept confidential? 

 
Generic procedures 
These procedures have already addressed the questions of relevance and whether it is safe to seek 
consent. It is not expected that the ISG flow chart will be routinely consulted in those operations. 
Some examples are:  

• the procedures or guidelines followed by the department’s investigations units  

• specific incident response guidelines – for example to allegations of adult sexual 
misconduct, problem sexual behaviour involving children and young people or suicides of 
children and young people.  

 
Where generic procedures are followed, the relevant departmental unit or office must be able to:  

• refer to the written procedure or document which outlines the actions required of staff  

• point to where the procedure or document reflects the ISG principles (a legitimate purpose, 
the consideration of consent and the relevance of the information shared or sought)  

• over time, review whether the issues of relevance and consent remain the same. 
 
Specific obligations under the Children and Young People (Safety) Act 2017  
Obligation Reporting of suspicion that child or young person may be at risk - Sections 30 and 31.  
 
Requirement  
Suspicion on reasonable grounds that a child or young person may be at risk must be reported to 
the Child Abuse Report Line or via an electronic notification (eCARL) as soon as practicable. 
However, do not use the online system if it's serious or about a child in care.  
 
 
 



 

Information Sharing Guidelines for Promoting Safety and Wellbeing Policy 

 
 
 
Application  
The obligation to notify the CARL or eCARL does not mark an end to the continued responsibility to 
take actions to prevent harm (unless specifically instructed by Department for Child Protection that 
particular actions are not appropriate at that time.)  
 
A notification to the CARL does not represent a solution to a child’s safety problems or the end of 
the child’s need for ongoing support from the education or care staff supporting them. It may 
represent the beginning of statutory intervention by Department for Child protection staff and, if 
so, relevant information sharing would be expected to continue between all parties responsible for 
the child’s care.  
 
Applies to all staff.  
 
Obligation  
Protection of identity of people who report to or notify the Department for Child Protection - 
Section 163. 
 
Requirement  
The identity of a notifier should not be disclosed unless:  

• the disclosure is made with the notifier’s consent  

• it's required by the Chief Executive of the Department for Child Protection or under the Act  
a court  

• requires the notifier’s identity be disclosed as evidence.  
 
Application (Refer to diagram on page 8) 
The ISG requires staff to share relevant information to prevent harm. In most cases relevant 
notification information is the nature of the concerns raised and the actions being taken; it does not 
include the notifier’s identity. Staff can disclose relevant information about notifications with each 
other and with other agency professionals if it is agreed the request has a legitimate purpose (step 
3 ISG decision making steps) and the notifier’s identity is protected in the process (unless the 
notifier consents to their identity being disclosed or is required by the legislation). 
 
Record keeping 
Staff are expected to use existing case management or client files to record information sharing 
decisions as part of their everyday work with their clients (students and parents), colleagues, 
supervisors or line managers. The circumstances where information sharing must be recorded as 
part of case management or client file maintenance are outlined below. 
 
Information is shared with consent (by you or to you)  
Record:  
Copies of written consents and file note of verbal consent recording:  

• who gave it, when and to whom 

• what the consent related to  

• information sought, provided or received  

• outcomes and follow-ups. 
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Information is shared without consent (by you or to you)  

• Record: why obtaining consent was unreasonable or impracticable  

• line manager's approval, if required  

• what is shared, when and by whom the agency and the office or officer involved (receiving 
and providing)  

• outcomes and follow-ups. 
 
Information sharing request is refused (by you or to you)  
Record:  

• the purpose (the immediate or anticipated risk the request was intended to address)  

• reason given for refusal  

• approval from line manager  

• outcomes and follow-ups. 
 
Cultural guidance on information sharing  
The ISG is underpinned by the principle ‘respecting cultural difference means having the same aims 
for people’s wellbeing and safety but finding different ways to achieve them.’ This does not mean 
that staff minimise their wellbeing and safety expectations for children and young people of 
particular cultural groups. Cultural factors do not excuse behaviour which disadvantages children 
and young people or places them at risk of harm.  
 
Volunteers and tertiary students on placement  
Volunteers and students play a significant role in supporting a wide range of programs. Many of 
these programs, such as mentoring, provide volunteers and students with important insights into 
the general wellbeing of children, young people and families. 
 
As part of their induction, all volunteers and students must be given clear information on: what 
constitutes a concern including observed behaviours of other adults towards children the process 
for sharing concerns with their supervisor the importance of respecting the sensitivity of the 
information they share with their supervisor the boundaries within which they must conduct their 
relationships with children and young people, as outlined in the Protective practices guidelines.  
 
Verifying identity  
Requests for information sharing will possibly have a level of urgency and come via phone. Unless 
you have an existing working relationship with the person making a request for information that 
ensures you know who they are and that they work in the organisation they claim to, you will need 
to verify their identity. To verify the identity of a caller, ask the person to hang up, look up their 
organisation phone number and ring the general number and ask to speak to that person.  
 
If you believe someone has deliberately misrepresented themselves in seeking information, you 
must contact SA Police as it may represent an offence. 
 
 
 
 

https://www.education.sa.gov.au/sites/default/files/protective_practices_for_staff_in_their_interactions_with_children_and_young_people.pdf?acsf_files_redirect
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Managing disagreements about information sharing  
Disagreements about information sharing can occur:  

• between staff  

• between staff and another agency or professional.  
 
Where a disagreement occurs, staff should first seek advice from their line manager. Where this is 
not possible or successful, local escalation processes (Grievance Resolution Procedure Form) should 
be followed.  
 
If still unresolved, legal advice and guidance can be sought prior to further escalation through the 
Deputy Principal or the Principal. 
 
Roles and responsibilities  
 
Principal, Deputy Principal, Leadership Team 
Approve information sharing without consent.  
Approve information sharing refusals.  
Consult on the application of the ISG.  
Dispute resolution.  
Escalate unresolved issues (through existing line management channels).  
 
Modified after: 
Information Sharing Guidelines (ISG) 
Department of Education SA 
 
Relevant Policy and Documents  
Child Protection Policy 
Medical Risk Management Policy 
Positive Behaviour Policy 
Self-Injury Response and Intervention Policy 
Suicide Prevention Policy 
Information sharing guidelines (ISG) for promoting safety and wellbeing (PDF 1.6MB)  
Department of the Premier and Cabinet's ISG requirements.  
Education and Children’s Services Act 2019. 
Who can say Ok? making decisions about children in care.  
Protective practices guidelines. 
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If you are unsure at any stage about what to do, consult your line manager. If as a line manager, 
consult your Deputy Principal or Principal. 
 
For more information on ISG Practice Guide, please refer to pages 10-11 on Information sharing 
guidelines (ISG) for promoting safety and wellbeing (PDF 1.6MB)  
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