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ISP Quality Assurance Checklist

	
	
	

	WASPI Team Decision
	
	QA Panel Decision on [Insert date]

	Proceed ☐
(WASPI Team to forward to QA Group for consideration)
	Minor Issues ☐
(Minor details have been identified but there are no major concerns. WASPI Team to forward to QA Group for consideration)
	Significant Concerns ☐
(Concerns have been highlighted that are likely to result in ISP failing to be assured. ISP passed back to author for amendments)
	
	Approved
	☐
	
	
	
	
	Approved subject to amendments
	☐
	
	
	
	
	Not approved – major amendments required
	☐
	
	
	
	
	Not approved
	☐
	
	
	
	
	
	



How this Checklist works: When a final version of the ISP has been agreed by all partner organisations, the author should forward the final draft of the ISP to the WASPI Team. The WASPI Team will conduct an initial check on the ISP and provide comments in the first row of the below table and complete the ‘WASPI Team Decision’ table. If there are no significant concerns, the WASPI Team will forward this checklist to the relevant regional quality assurance group and ISP author. The author can provide their comments in the second row of the table and return this along with an amended draft (where applicable) to the WASPI Team. The regional quality assurance groups are responsible for quality assuring ISPs developed in their region. After being forwarded a copy of the ISP by the WASPI team, the QA group will complete the third row of the table and the ‘QA Panel Decision’ box and return this to the author with the decision of the group. 
 

	
	To be completed by WASPI Team
	To be completed by ISP author
	To be completed by QA group

	Issue
	Initial Check by WASPI Team
 [name of WASPI Team member / date check completed / version number]
	Author Comments (eg, ‘comment accepted and amendments made’ or ‘comment not accepted for the following reasons...’)
	QA Panel Comments

	PRE QUALITY ASSURANCE CHECKLIST
[See Guidance on the Development of an ISP, points 2.4 – 2.14]
If not completed, return to author indicating, that ISP will not be forwarded to the QA group until this has been fully completed.

	
	
	

	Any comments or issues with information listed in pre quality assurance checklist?

	
	
	

	GENERAL ISSUES
Has the most recent version (Version 5) of the WASPI template been used?

	
	
	

	FORMATTING / STANDARD TEXT
Have any alterations been made to the formatting of the template or the standard text?
Text should only be inserted where highlighted in yellow. All inserted text should be kept highlighted until ISP has been approved.

	
	
	

	If alterations have been made to the template, has this already been agreed with the WASPI team and changes outlined in pre quality assurance checklist?

	
	
	

	MAIN BODY OF THE ISP
Section 1 of ISP Template
[See Guidance on the Development of an ISP, points 2.18 – 2.20]
Paragraph 1.3
Does the title reflect the nature of the service?

	
	
	

	Paragraph 1.4
Is the purpose of the information sharing clear?
 
	
	
	

	Section 2 of ISP Template
[See Guidance on the Development of an ISP, points 2.21 – 2.23]
Paragraph 2.1
Do the specified partner organisations seem appropriate?
For example, a Health Board included in an ISP supporting the sharing of pupil specific performance data might not seem an obvious partner. Note that there may be legitimate reasons for such partners to be included but the question should be asked.

	
	
	

	Is this section consistent with the Information Reference Table (IRT) – ie are all partners listed also listed in the IRT?
This should have been picked up by the author in 6(b) of the pre quality assurance checklist.

	
	
	

	Are Owners / Point of Contact (job role, not name) detailed for each of the partner organisations?  Do they seem to be of a relevant seniority? 
Owners / Point of Contacts are responsible for rolling out ISPs within an organisation and making sure they are used. They should not be too senior to ensure practical oversight but senior enough to be able to influence working practices in their area of responsibility. For example, Head of Department, Area Manager may be relevant.

	
	
	

	Section 4 of ISP Template
[See Guidance on the Development of an ISP points 2.25 -2.30] 
Do the selected lawful basis seem appropriate? 
The partner organisation is responsible for complying with the Data Protection Legislation and will have the final say on which schedule conditions are relied upon. 

	
	
	

	If additional information has been provided, is this clear and applicable?

	
	
	

	Section 5 of ISP Template
[See Guidance on the Development of an ISP points [2.31 – 2.32]
Paragraph 5.4
Does the level of key identifying information seem appropriate? 
This should be limited to only the information used to ensure partners are certain they are dealing with the same service user and required for a specific purpose. 

	
	
	

	Section 6 of ISP Templates
[Guidance on the Development of an ISP points 2.33 -2.37]  
Has this section been fully completed?

	
	
	

	THE INFORMATION REFERENCE TABLE
[Guidance on the Development of an ISP points 2.43 and 2.51]
Are the information exchanges clearly defined and logical?

	
	
	

	Row 1 - Are the processes and stages of information sharing appropriately described in row 1 of the IRT?
The exchanges should follow on and provide an accurate description of the information exchange from start to finish.

	
	
	

	Row 2 - Does the list of personal information being shared seem relevant and not excessive for the function/stage? 

	
	
	

	Row 3 - Are partner organisations listed consistent with those referred to in Section 2 of the main body of the ISP? 

	
	
	

	Row 4 - Has sufficient detail been provided?

	
	
	

	Row 5 - If the exchange relies on consent, does it seem appropriate and has detail been provided of how and when it is obtained and how it is documented?

	
	
	

	Row 6 - Does any information in the table required further explanation / any notes added? 
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