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Counselling Offering Growth and Support
Registered Charity No. 1218197
About this policy
COGS – Counselling Offering Growth and Support – provides free counselling and emotional wellbeing support for young people aged 12–25.
We take your privacy seriously. This policy explains what personal information we collect, why we collect it, how we use and protect it, when we may need to share it, and the rights you have over your information.
We aim to explain this as clearly as possible, particularly because many of the people using COGS are children and young people.
Who is responsible for your information?
COGS is responsible for the personal information it collects and uses.
You can contact us about your personal information at:
COGS – Counselling Offering Growth and Support
Email: support@cogs-counselling.org.uk
Telephone: 07938 566557
Registered Charity No. 1218197
What information might we collect?
Depending on how you contact or use COGS, we may collect information including:
· Your name, date of birth and contact details 
· Address and other basic personal information 
· Emergency contact or parent/carer details where appropriate 
· School, college or employment information where relevant 
· Referral information 
· Information you provide when contacting COGS or completing our Initial Contact Questionnaire 
· Information relating to your wellbeing, mental health or counselling needs 
· Counselling and assessment records 
· Attendance and appointment information 
· Safeguarding and risk information where necessary 
· Relevant correspondence 
· Feedback and outcome information relating to the counselling service 
Some of this may be classed as special category data under data protection law because it can include particularly sensitive information, such as information about health, ethnicity, religion or sexual orientation.
We only collect information that is relevant to providing and managing our service.
Where does the information come from?
Most information comes directly from the person using COGS.
Sometimes we may receive information from somebody else, for example a parent or carer, school or college, GP or health professional, or another professional or organisation making a referral.
Where appropriate, we will explain to the young person what information we have received and how it will be used.
Why do we use your information?
We may use personal information to:
· Respond when somebody contacts COGS 
· Consider and manage referrals 
· Arrange counselling appointments 
· Provide counselling and support 
· Allocate clients to an appropriate counsellor 
· Communicate about appointments and the service 
· Support safe and appropriate counselling practice 
· Respond to safeguarding or serious welfare concerns 
· Maintain appropriate counselling and organisational records 
· Monitor and improve the quality and effectiveness of our service 
· Meet our legal, regulatory, safeguarding and charitable responsibilities 
We do not sell personal information.
Our lawful basis for using information
COGS must have a lawful reason for collecting and using personal information.
Depending on the circumstances, we may process personal information because it is necessary for our legitimate interests in providing and safely managing our charitable counselling service, to comply with a legal obligation, to protect somebody's vital interests in an emergency, or where appropriate because the person has given consent.
Where we process particularly sensitive information, including health and wellbeing information, additional protections under data protection law apply.
Counselling and confidentiality
What a young person talks about with their counsellor is treated confidentially.
Counselling confidentiality is important, but it is not absolute.
There may be circumstances where information needs to be shared because of concerns about the safety or welfare of the young person or somebody else, or where COGS has another legal or professional responsibility to share information.
Wherever it is safe and appropriate, we will try to involve the young person and explain what information may need to be shared, why it needs to be shared and who it may be shared with.
Information will only be shared where appropriate and should be limited to what is necessary for the purpose.
Further information about this can be found in our Safeguarding Policy.
Who might we share information with?
Most personal information remains within COGS.
Where appropriate or necessary, information may be shared with organisations or individuals such as safeguarding services, children's or adult social care, police or emergency services, health professionals, schools or colleges, other professionals involved in supporting the individual, organisations providing secure IT or professional services to COGS, or regulators where COGS has a legal responsibility to provide information.
Information is not routinely shared with parents or carers simply because a young person is receiving counselling.
Decisions about sharing information take account of the young person's age, understanding, individual circumstances, confidentiality, safeguarding responsibilities and applicable law.
How we keep information safe
COGS takes appropriate steps to protect personal information against loss, misuse, unauthorised access or disclosure.
This includes using appropriate secure systems, controlling access to records and ensuring that counsellors and others working with COGS understand their responsibilities regarding confidentiality and data protection.
Access to information is limited to people who have an appropriate reason to see it.
How long do we keep information?
We keep personal information only for as long as it is necessary for the purpose for which it was collected and to meet relevant legal, safeguarding, insurance and professional requirements.
Different types of records may need to be kept for different periods.
Once information no longer needs to be retained, it will be securely deleted or destroyed.
Your rights
Depending on the circumstances, data protection law gives you rights over your personal information. These may include the right to:
· Know how your information is being used 
· Ask for access to personal information held about you 
· Ask for inaccurate information to be corrected 
· Ask for information to be deleted in certain circumstances 
· Ask for the use of your information to be restricted in certain circumstances 
· Object to certain uses of your information 
· Raise a concern about how your information has been handled 
These rights apply to children and adults, although some rights depend on the circumstances and the reason information is being held.
To ask about your information, contact support@cogs-counselling.org.uk.
Information about other people
If a parent, carer, professional or another person contacts COGS about a young person, we may receive personal information about that young person before we have spoken to them ourselves.
We will handle that information carefully and use it only where appropriate for the purposes for which it was provided.
Our website and online forms
When you use the COGS website or complete an online form, information you provide may be processed through the systems used to operate our website and service.
We aim to collect only the information necessary for the particular purpose.
Where a form asks for personal or sensitive information, we will provide appropriate privacy information so that you understand how that information will be used.
If you have concerns about your information
If you have any questions or concerns about how COGS uses your personal information, please contact us:
Email: support@cogs-counselling.org.uk
Telephone: 07938 566557
You also have the right to raise a concern with the Information Commissioner's Office (ICO), the UK's independent data protection regulator.
Changes to this policy
We will review this policy regularly and update it when our services, systems or legal responsibilities change.
Last reviewed: September 2026
Next review: September 2027
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