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Purpose 

This policy sets out the procedures for determining who TLC LIVE Online School staff can 
speak to regarding a student’s education, welfare, behaviour, and safeguarding. It 
ensures that we only share personal information with individuals who have been 
explicitly authorised by the student’s parent/carer or the referrer, in line with our 
Safeguarding and Child Protection Policy, GDPR, and data protection laws. 

Principles 

• We will only share information about a student with authorised contacts named 
on an approved list provided by the parent/carer or referrer. 

• We will maintain accurate, up-to-date records of these authorised contacts. 

• We will verify the identity of any person requesting information before discussing 
a student’s case. 

• Safeguarding concerns will always override normal contact restrictions where 
necessary to protect a child. 

Authorised Contact List 

Collection 

• On enrolment, the parent/carer/referrer must complete an Authorised Contacts 
Form. 

• This form will list all individuals who may receive information about the student. 

• For each authorised contact, we will record: 

o Full name 

o Relationship to the student 

o Contact details (phone/email) 

o Any limits on the type of information they may receive (e.g., academic 
only, welfare only) 

• Where a referrer is the primary contact (e.g., local authority), they must also 
confirm any named family members or professionals with whom TLC LIVE may 
liaise. 

Updates 

• Parents/carers/referrers must inform TLC LIVE immediately of any changes to 
the authorised contact list. 

• Updates must be made in writing (email or signed form) and will be logged on 
the student record. 

Information Sharing Procedure 
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• Before speaking to any person about a student, Head Office staff must confirm 
that: 

1. The individual is on the authorised contact list. 

2. Their identity has been verified (e.g., by confirming the agreed password, 
or other agreed identifier). 

• No information will be shared with unauthorised individuals, except in 
safeguarding emergencies where disclosure is required by law or in the best 
interests of the child. 

Safeguarding Exceptions 

• If a child is at risk of harm, information may be shared with safeguarding 
agencies (social care, police, health services) without parental consent, in line with 
our Safeguarding Policy and statutory guidance. 

• Such disclosures will be documented in the safeguarding log and reported to the 
DSL. 

Record Keeping 

• The Authorised Contacts Form will be stored in the student’s secure digital record. 

• All contact with authorised individuals will be logged, including the date, time, 
method, and purpose of communication. 

• Any breaches or attempted breaches of this policy will be reported to the DSL 
and Data Protection Officer. 

 

 

 

 

 

 

 

 

 

 

 

 


