Data sharing agreement checklist
Starter checklist. Version 0.1.
A starter outline, not legal advice. Have a solicitor, and your safeguarding lead where it applies, review it before anyone signs or relies on it. Replace every [bracketed] item, and swap any UK example for your own country's equivalent. The examples below use UK law (UK GDPR, the Data Protection Act 2018 and the Information Commissioner's Office, or ICO) as a reference. Check the rules where you live.
Before you share anything
☐	Decide whether you need to share personal data at all. Could counts or anonymous numbers do the job?
☐	List each kind of data (names, ages, contact details, attendance, health or additional needs, safeguarding concerns) and say why each is needed.
☐	Name who is responsible for the data at each organisation.
☐	Check what each organisation must register or notify with its data protection regulator (the ICO in the UK).
☐	Choose the lawful basis for each kind of data, and get parental or carer consent where it is needed.
☐	Decide where the data is kept and who can see it. Use accounts with two step sign in. Do not keep youth records in personal messaging apps.
☐	Decide how long each kind of data is kept, and how it is deleted.
☐	Agree what happens if there is a breach: who tells whom, and by when. In the UK, serious breaches must be reported to the ICO within 72 hours.
☐	Write a short, plain language notice that tells people what you collect and why.
☐	Agree how people can see their data, correct it or ask for it to be deleted.
☐	Agree what happens to the data if the partnership ends.
☐	Agree that safeguarding information goes only to the Designated Safeguarding Lead, and onwards only as the law requires.

What the agreement should say
1. Who the parties are, and who is responsible for the data at each.
1. Why the data is shared, and what it will and will not be used for.
1. Which kinds of data are shared, and the lawful basis for each.
1. Who may see it, and how it is kept secure.
1. How long it is kept, and how it is deleted.
1. What happens if there is a breach.
1. How people can use their rights, and who answers them.
1. What happens when the agreement ends.
1. Signatures and dates.

Record
Organisation A, and its data lead

Organisation B, and its data lead

Date agreed

Review date
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