
 
APPENDIX 6: 
Project Specific Audit: Child First Primary Counselling 
 
Data Type Personal Information (Special Category Personal Information) 
Data Description Referral Form: 

Referrer Details. 
Name of person completing the form, organisation, telephone and email contact, alternative contact 
 
Family Details. 
Name of child being referred, age, DOB, school. Main family contact, relationship to person being referred, signature of 
main family contact/person giving consent, confirmation of consent for all those with parental responsibility. 
Contact telephone numbers, Young person contact (only if over 13), Family address and Postcode, Email address, any 
specific learning, heritage, cultural or religious needs that should be considered to improve access to the service. 
Reason for referral, other agencies involved. Views of the person being referred. Concerns/risks associated with the family. 
Consent to access and share information. 
 
Chronology/Notes 
In line with best practise our Child First Counsellors maintain a professional ‘Chronology’ for each case. A chronology 
records the number of visits, the focus of the visit, key actions agreed and areas covered and notes re any information 
that may have been shared with the referring school. E.g. strategies. Chronologies are factual and not opinion based. 
 
Outcome Star or Equivalent 
Child First’s freelance counsellors are required to collect impact data via Outcome Star or an equivalent means as a way 
of evaluating the programme and its effectiveness. Consenting families/young people complete an analysis of their 
‘starting point’ and then review this at the end of their time on the programme. 
 
Other Notes. 
It may be relevant to request, record and store other data such as reports or feedback from school. This information 
would only be collected on a ‘needs only’ basis – only collected when it essential to the effective delivery of the 
counselling service. 

Team Members. 
Responsible for 
collection and 
control. 

Trustees of Child First Trust – Data Controllers. 
Child First’s Freelance Counsellors – Data Controllers and Processors. 
Head teachers are responsible for the safe storage of closed records on each child’s files in accordance with their own 
policies and procedures. 
Freelance counselors are responsible to the safe storage of any other notes that do not fall under the information shared 
with the referring school.  
 

Referral Route Requests to access the Child First Primary Counsellors are made by parents/carers via the child’s school. Parents can 
self-refer or be encouraged to refer via their SENCO, Head teacher etc. Referrals may be instigated by Child First’s FSW’s 
but, where this is the case, they will always go via the Head teacher for approval prior to submission. 



Consent Process Each individual referral form is signed by parent/carer to give their consent. This is then dated. The referral form used 
includes information on the data handling process and provides a useful information sheet to leave with the 
individual/family post signing. No referrals are accepted without parental consent.  

Data Storage Referrals are sent, password protected, directly to CSN. Referral forms are reviewed by CSN and, if accepted onto the 
counselling programme are uploaded immediately to the secure Microsoft One Drive. A paper outlining the security 
features of OneDrive is available on the Child First Trust website. Each school has it’s own unique folder with highly 
restricted access. Within each folder each child/family has their own unique secure file. Referral forms are stored within the 
relevant child/family specific folder. Access to this folder is restricted to the Counsellor, their Manager and the Head teacher 
of the child’s school. The Head teacher may ask that we share their secure folder with a different member of staff if that is 
more appropriate (E.g. Senco). 
 
The same unique child/family folder on the secure Microsoft One Drive is used to store all other sharable data associated 
with the child/ family. This includes their chronology and outcome stars (or similar). It can also include other relevant 
notes/minutes shared whilst working with the child. It will not include the counsellor’s personal notes that relate to 
confidential content. Confidential notes are stored securely by the counsellor.  
 
This information is accessed on a password-protected laptop that is owned by the counsellor. No data is stored on the 
laptop itself.  
 

Legal Basis for the 
Storage of Data 

The individual whom the personal data is about has consented to the processing, or in the case of a child under the age of 
13, their parent has given written consent.  

The processing of the information is necessary in relation to a contract which the individual has entered into; or because 
the individual or their parent has asked for something to be done so they can enter a contract or receive a service /support. 

Sharing In order to effectively deliver our counselling programme data is shared in accordance with the permissions granted by the 
data subject and/or their parent. Those requiring access to the data are the counsellor, the Child First Manager and the 
child’s referring school. In order to provide the best possible service data may also be shared with other, specific 
professionals, e.g. GPs, support teams etc.  

End of Programme 
Plan 

At the end of a child’s time with our service, their secure One Drive is marked as closed. Head teachers are required to 
ensure that the records are downloaded and stored in accordance with school guidelines. Files will be held, marked closed 
for a period of one year, in case of ‘re-referral’. After this time they will be deleted with full ownership in the hands of the 
data owners- the schools. Confidential counsellor notes remain under the care of the relevant counsellor and are stored in 
accordance with their professional guidelines. 

Retention Period Child First will hold data for 1year post closure.  

Schools will hold data in accordance with school procedures.  

 


