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REFERRAL FORM
Please complete this form in full and return to the Admissions Co-ordinator by email: referrals@dandeliontime.org.uk   
Tel: 01622 814001 	www.dandeliontime.org.uk
	PLEASE NOTE: Dandelion Time offers multi-family sessions, working with groups of up to 10-15 children and adults.  We are not able to offer a 1:1 service for children and young people.

	Child’s Name / Known as 
	
	Date of Birth
	

	Preferred Pronoun
	Him/He	☐	Her/She	☐	They/Them ☐	Other: 	

	Address
	
	Post Code
	

	Attending Parent/Carer's Name
	

	Preferred Pronoun
	Him/He	☐	Her/She	☐	They/Them ☐	Other: 	

	Relationship to Child
	

	Names of all Parent(s)/Carer(s) with Parental Responsibility 
	1:
2: 
Social Worker:
	Relationship to Child
	

	Attending Parent/Carer’s Address if different to referred child
	

	Attending Parent/Carer’s
Contact Telephone No
	Home
	
	Mobile
	

	Attending Parent/Carer’s Email
	

	Care Status of Child (tick if relevant) 

	Currently looked after by Kent Local Authority
	
	Formal Kinship Care Arrangement 
	
	Adoption, Special Guardianship or Child Arrangements order
	
	Supported by a Child in Need Plan
	
	Supported by a Child Protection Plan  
	

	S20 ☐   ICO ☐     FCO ☐
	
	
	
	
	
	
	
	


Please list any other people living at the child’s home, such as other parents, carers and siblings:
	Name

	Age 

	Relationship to referred child

	
	
	

	
	
	

	
	
	


Please give details of any parent who does not live with the child or any other significant adult:
	Name
	Relationship to referred child
	Address and Contact Telephone Number

	
	
	

	
	
	


Please note we are happy to rely on the consent of one parent with shared parental responsibility to attend Dandelion Time.  However, we will share information upon request where there is shared parental responsibility.  Please can you ensure that where there is shared parental responsibility the parent is made aware of this.
	Key Information

	
	
	

	Is this child on the Child Protection Register?
(If yes, please attach an up-to-date summary of Social Services involvement)
	Y/N
	Does this child have an Education and Health Care Plan?

	Y/N

	Does the child have any disabilities or conditions (SEMH/ physical health and/or educational)? 
If yes, please provide full details.
	Y/N
	Details: 



	



	Current Educational Status

	
	
	

	Attending mainstream school:  Full-time or Part-time (please specify)
	Y/N
	Attending Pupil Referral Unit / Alternative Provision (PRU/AP) 
	Y/N

	Attending a specialist school for SEN/SEMH/Health Needs
	Y/N
	Receiving tutoring (outside educational provision)
	Y/N

	Home Educated
	Y/N
	Other (please specify)
	Y/N

	Attendance %
	%
	
	



Please provide information about any other professionals involved with the child:
	Organisation
	Name of Contact
	Role
	Telephone number
	Email address
	In agreement for Dandelion Time referral (Y/N)

	School 


	Name of School: 

	
	
	
	

	
	Contact: 

	
	
	
	

	Social Services
	

	
	
	
	

	Early Help
	

	
	
	
	

	CYPMHS 
	

	
	
	
	

	Virtual School
	

	
	
	
	


Please give as much detail as possible on your reasons for this referral (continue on extra sheet if required):
	








Is there any other information case workers may need to be aware of: 
Eg: is there a risk of this child running/hiding when they become emotionally dysregulated?  




Which of the following factors have affected the child? (Currently or previously)
	Child’s life experience of:
	Yes
	No
	Comments

	Trauma
	
	
	

	Emotional abuse
	
	
	

	Sexual abuse
	
	
	

	Physical abuse
	
	
	

	Neglect
	
	
	

	Domestic abuse
	
	
	

	Significant bereavement
	
	
	

	Attachment difficulties
	
	
	

	Adult mental health difficulties
	
	
	

	Adult drug/alcohol misuse
	
	
	

	Displacement as refugee/asylum seeker
	
	
	

	Disability
	
	
	

	Risk of being taken into care
	
	
	

	Adopted
	
	
	

	Kinship placement
	
	
	

	LAC/fostered 
	
	
	

	Obesity or eating disorder (or at risk of developing)
	
	
	

	Criminal caution/conviction
	
	
	

	Challenging behaviour at school
	
	
	

	Refused school (ever)
	
	
	

	At risk of exclusion
	
	
	

	Excluded (ever)
	
	
	

	Transition difficulties
	
	
	

	Parental Divorce/Separation
	
	
	

	Young Carer
	
	
	

	LGBTQ+
	
	
	

	Anxiety
	
	
	

	Depression
	
	
	



What would the child’s parent(s)/carer(s) like to achieve by this referral?  
	Eg: For [child’s name] to feel less anxious.          


                                                                                      



Please provide details about transport, funding and availability:
	  Is transport in place for the family to access Dandelion Time? 
	Please give details

	Please give details:
E.g. the family has their own car, someone can regularly offer transport to them, or a supporting organisation can fund taxis.  
Note: Dandelion Time is unable to provide or fund transport.  It is the responsibility of the referrer and family to make their own arrangements.  
	




	  How will the Dandelion Time placement be funded?
	Comments

	Please state the source(s) of funding and amount:
Please see Referral Guide. If you have not yet been able to secure the full required administration charge, please continue to submit the form and we will discuss options with you.
Note: In the rare situation that a child and family does not complete the programme, the administration charge will be retained by Dandelion Time. 
	




	Are there any factors affecting availability for sessions?
	Please confirm that the family can attend during the week

	Please indicate whether there are any constraints to attendance.  Sessions are held Mondays-Fridays, morning and afternoon.  We do provide a block of Saturday sessions twice a year.
We understand availability may change. Likewise Dandelion Time will match families to sessions most suited to them closer to the time of attendance; we cannot promise a fixed day/time at this stage.
Please note that childcare arrangements must be in place for younger siblings.
	

	Preferred location:  Maidstone, Gravesham or Ashford.  (See locations: https://dandeliontime.org.uk/what-we-do/our-sites/) 

	    Please indicate the preferred location:



ADDITIONAL INFORMATION
What is the child’s religion?
	None
	☐	Hindu
	☐	Muslim
	☐	Buddhist
	☐	Sikh
	☐
	Christian
	☐	Jewish
	☐	Other
	☐	Prefer not to say
	☐	Unknown
	☐

From which ethnic background is the child?
	White 
	☐	Black or Black British - Caribbean
	☐	Mixed – White and Black Caribbean
	☐
	Asian or Asian British - Indian
	☐	Black or Black British – African
	☐	Mixed - White and Black African
	☐
	Asian or Asian British - Pakistani
	☐	Other Black background
	☐	Mixed – White and Asian
	☐
	Asian or Asian British - Bangladeshi
	☐	Chinese
	☐	Other Ethnic background
	☐
	Other Asian background
	☐	Other Mixed background
	☐	Prefer Not to Say/ Unknown                                       
	☐



	Name of Referrer:
	

	Role and Organisation:
	

	Address:
	

	Email: 
	
	Mobile:
	

	Signature:
	

	Date:
	

	☐
	By ticking this box, I agree that the information on this referral form is accurate to the best of my knowledge and confirm the parent/carer is aware of the contents of this referral.  I consent to all data contained within being held by Dandelion Time solely for the purposes of undertaking their charitable activities, data will only be shared outside Dandelion Time to meet the needs of the referred child and any legal obligations. Data will not be sold to third parties. If there is any reason why the information cannot be shared please make telephone contact to discuss. 


	☐

	By ticking this box, I confirm that the parent/carer has consented to the referrer sharing relevant paperwork with Dandelion Time which will provide a summary of the child’s current and historical situation, along with information about engagement with services and work undertaken to support the child and family. Additionally for Dandelion Time to make direct contact with the parent/carer in relation to therapy sessions.
Please send any relevant paperwork at the point of referral.


	
☐
	By ticking this box, I confirm that the parent/carer has read and agreed to the Privacy statement.





PRIVACY STATEMENT
Dandelion Time provides support to children and their families affected by trauma which is funded in majority by donations, including those made by members of the general public. We want to be completely transparent about why we need the personal details that we request when you contact us and how we will use them.

We are fully committed to respecting and protecting your information, using it reasonably and in line with the General Data Protection Regulation (GDPR). When you choose to provide us with personal information, it will only be used to support your relationship with Dandelion Time and in line with this policy. Dandelion Time is a registered charity no. 1136613. We are listed on the Information Commissioner’s register of data controllers (registration reference Z8855432) and are a member of the Institute of Fundraising.

What is personal information?
Personal information is any information that you give us that enables you to be identified. This includes your name, your home address, your home telephone number, your personal email address. It may also include photographs and case studies. We process and hold personal information that we need to run the operations of the charity and for which there is a valid lawful basis. This includes information on families we support, employees, volunteers, donors and supporters.

How we process your information
Processing, in relation to personal information, means anything we may do with the information, such as obtaining, accessing, recording, disclosing, destroying or using the data in any way. We process the personal information securely to ensure protection against unauthorised or unlawful processing and against accidental loss or destruction. Your information is processed only by authorised individuals who have received appropriate data protection training.

How we use your personal information
We use your information to enable us to operate the charity efficiently, provide effective support for children and families and to develop our understanding of donors and supporters, including ensuring that our communication with you is effective and in the manner you have chosen.

We may use anonymised data for the purposes of research to support the activities of Dandelion Time and services to young people and families.

We will only use your information where we have a valid lawful basis to do so and will always respect your rights.
Where we use your information, it may be because you have given your consent, or we have a legitimate interest to do so. Where we use legitimate interest to process your information, we will always ensure that this is done in a fair way that respects your rights. We also use your information where we have a legal obligation to do so, or because we have to fulfil contractual obligations.

Your rights
Under GDPR, you have a number of rights in relation to your personal data, which we recognise and will act upon accordingly. These are as follows:
· The right to be informed of why, where and how we use your information

Under certain circumstances, by law, you have the right to:
· request access to your personal information
· have your personal information corrected if it is inaccurate or incomplete
· have your personal information erased from our systems where there is no longer a need for us to continue holding it
· restrict the use of your information, where you have previously provided us with your consent
· ask us to transfer your personal information to another person or organisation
· object to how your information is used.
· restrict automated decision making.

Where you have provided consent to be contacted or to receive a service, you have the right to withdraw that consent at any time. To withdraw your consent, or if you have any questions, please send these to info@dandeliontime.org.uk or contact us by telephone on 01622 814001. 

Alternatively, you can write to us at: 
Dandelion Time, The Cottage, Charlton Lane, West Farleigh, Maidstone, Kent ME15 0NY 
Once we have received notification that you have withdrawn your consent, we will no longer process your personal information, except where legally required and, subject to our retention policy, we will dispose of your data securely.
For further information please refer to the Information Commissioner’s guidance.

If you are at any point unhappy with the way that we handled your personal data, you can make a complaint at any time to us, or to the Information Commissioner’s Office (ICO).

Your personal information
We process and hold personal information that is needed by us to run the operations of the charity and for which there is a valid lawful basis. If your family is receiving support from us, we may need to obtain up-to-date medical and social care information in order to provide a safe and effective service, in the best interest of the child or young person.

By submission of this referral form, the referred family consents to Dandelion Time sharing information, which may include sensitive and confidential health information, with other professional organisations such as Local Authorities, schools, fostering agencies, and GPs.

How we collect your personal data
We obtain personal information from you when a referral is made to us and when we undertake an initial assessment to agree a family plan with you. We may also obtain personal information about you from other professionals involved in your child’s care.

How we process your personal information
We may use your personal information for:
· Providing you with services or information that you have requested
· Keeping a record of our communications with you
· Complying with our legal obligations, policies and procedures.

The safety of children is very important to us, and we will only display the name of a child or family and any associated information if we have consent from the family members involved, unless otherwise required to do so by our legal obligations.

Data profiling and data appending
We may use personal information for analysis and profiling to help us to understand children and family needs. On occasion we may also make use of publicly available demographic information. 
We will only use data collected in this manner for the purposes to which you have consented.

Disclosure
We will not sell or share personal details with any third party for the purposes of their own marketing. 
We may disclose your personal information to third parties if we are obliged to by law or the disclosure is necessary for the purposes of national security or criminal investigation or if we have your consent.
We may share your data anonymously with third party research organisations (e.g. University of Greenwich) for the purposes of evaluation and research.

How we protect your personal information
We adopt appropriate data collection, storage and processing practices and security measures to protect against unauthorised access, alteration, disclosure or destruction of your personal data stored on our database, systems or mobile devices including telephone numbers and photographs.

Where we store your information
All the information that you provide to us or which is shared with us is stored on our secure database.

How long we keep it
We retain your personal information in line with regulators guidance.
Automated decision making
We may use your data for automated decision making, (making a decision solely by automated means without any human involvement).

Updates to this policy
We may update this policy from time to time to reflect changes in how we use your information. You may wish to check this policy each time you provide your information to Dandelion Time. In certain circumstances and, if there are significant changes to the policy, we will notify you.
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