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SQS 14.6

Caritas Youth and Community Service
Service Quality Standards 14

14.4 Guideline on Referral Service

1) Staff can only provide or transfer personal data of service users to other required organization (s)
with verbal or written permission from service users. (Authorization of Case Referral — Appendix

I refers).

2) When referring personal data of service users to other organization(s), staff needs to complete a

“Referral Record Form” which must be properly retained in individual service units.

3) Details of “Referral Record Form” should be made known to service users.
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Written Authorization Form of Case Referral (Form sqs14.4 Ole)
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**If you cannot use the hyperlink to get the form directly, please copy the link to your browser and open

** If downloading the form, please use the PDF format for the convenience of saving the format™**
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