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REFERRAL FORM NOTES

Aims of the Project
Jobs in Mind aims to provide support, information, advice and guidance to assist residents with mental health needs in choosing, getting and keeping mainstream education, training and employment.
We can only work with people who are motivated enough to attend appointments and have a commitment to developing their vocational choices. By completing this referral we assume that the person’s full consent has been given.
Objectives of the Project
We provide each client with an individually tailored, holistic support service enabling them to achieve an independent and fulfilling lifestyle by meeting the following objectives, to:

· offer vocational guidance and assessments for clients, leading to an individual action plan
· support clients to arrange training and work placement 'tasters'
· offer career planning and guidance

· arrange personal development workshops

· provide welfare rights advice

· provide skills training and resources for all aspects of job search
· negotiate with local employers and training providers for vocational opportunities
· inform local employers of the potential to employ people with mental health problems
· support clients entering further education, training, work placement, voluntary work or paid employment including on-site support, to enable clients to cope effectively and confidently.

Eligibility Criteria
The project is ordinarily available to individuals who:

· are aged 18 to 65 years
· are committed and motivated to gain mainstream education, training or employment
· have a mental health need.
If you have any questions regarding our eligibility criteria please contact Jobs in Mind.
Completing the form

Please provide as much detail as possible as this assists us to build a picture of the person’s background and experience. Include information about any health care needs the person has while undertaking activities. A copy of an up-to-date CPA report would also be appreciated.  Further information will be needed after meeting with the Vocational Support Advisor (VSA). This is to ensure that we can offer the best support possible.
Please indicate on the referral form or in an accompanying letter if the individual being referred requires an interpreter or has mobility or other special needs.

Prospective Clients

If your referral meets the project’s eligibility criteria, we will aim to see you within three weeks for an informal Information Session. A vocational assessment and action plan will be formulated with you within in one month of meeting your VSA. Your Care Coordinator will then be contacted with your consent.
Visiting the Project and Staff

You are welcome to visit the project and meet with a team member before you fill in the referral form. If you have any questions or special requirements regarding this form or to attend an information sessions, please do not hesitate to contact us using the details below.

Jobs in Mind has an Equal Opportunities Policy, and the service is open to all sections of the community. 
As part of Quality Assurance Jobs in Mind adheres to the following values:
· Impartiality: Information, advice and guidance should be impartial. Providers should be able to demonstrate any claim that they offer an impartial service, or declare any factors, might limit the impartiality of the guidance offered to the individual. This includes provision reflecting the vested interests of the provider, and/or the provision of incomplete information in opportunities for learning and work.

· Confidentiality: The process should be confidential, and this should be made clear to the individual. Personal information should not be passed on without the individual’s prior permission. Any limitations on this should be made absolutely clear at the earliest possible stage.

· Individual ownership: The process should be focussed on the needs of the individual, whose interests are paramount.

· Equality of opportunity: Equality of opportunity should underpin all aspects of provision, including the activities and behaviour of the provider, and the opportunities to which the guidance process leads. Providers should be able to demonstrate how they provide equality of opportunity.

· Transparency: The process itself should be open and transparent. Guidance providers should explain in clear language, appropriate to the individual, how they propose to work in their part of the process.

· Accessibility: Services should publicise, signpost, and make the delivery of the guidance accessible to any eligible user. This includes stating target clientele, availability and other relevant arrangements clearly, in appropriate languages, locations and publications. It also includes removing any physical or cultural barriers for users in the target group.

Jobs In Mind is based at St. James’s House but operates as a separate service:

Jobs In Mind, 15-20 Bruges Place, Baynes Street, Camden, NW1 0TF

T: 020 7428 5999 ● F: 020 7428 5996 ● admin@jobsinmind.org.uk ● www.jobsinmind.org.uk
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	Forename/s:


	Surname:

	Home Address:



	Home Postcode:


	Borough:   

	Is this your permanent resident address?
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                    Yes                                      No       

	DOB:                               Age:

	NI Number:
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Sex:             Male                                    Female 

 

	Telephone No:


	Email/Mobile:


VOCATIONAL ASSESSMENT
	What are your vocational training and/or employment goals?
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	Please tick one response                                        Yes          No

	Do you have any special needs or requirements for attending an information session?                  (e.g. Physical or other disability)
	[image: image13.emf] 

[image: image14.emf] 


                      

	If yes, please give details


	Are you in receipt of Incapacity Benefit or Income Support or ESA?
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	In Training or Further Education?
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	Are you in paid or voluntary employment?
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	If yes, please give details




	How would you describe your mental health needs?




Care coordinator’S / REFERRER’S DETAILS
	Name:


	Job Title:

	Address:

Postcode:



	Telephone No:


	Email:


DECLARATION

	I, the client, wish to obtain and keep a meaningful occupation. I consent to this referral to the Jobs In Mind project.


	Client’s Signature:


	Date:




Equal Opportunities Monitoring Form
St James’s House - Jobs in Mind is committed to the practice and promotion of equal opportunities and diversity within our work environment. We need to ask the following questions for the purposes of monitoring, evaluation, recruitment or selection. This is to enable us to provide the best possible service and to measure the effectiveness of our Equal Opportunities and Diversity policies.

1.  How would you describe your race or cultural origin? (Please tick one box only)

White

White British


(



White Irish


(
Greek/Greek Cypriot 

(



Turkish/Turkish Cypriot
(
Albanian (not Kosovan)
(



Kosovan


(
Any Other White Background, please state ______________________________________





Mixed




White & Black Caribbean
(



White & Black African

(
White & Asian


(

Any Other Mixed Background, please state _____________________________________
Asian & Asian British

Indian



(



Pakistani


(
Bangladeshi


(
Any Other Asian Background, please state ______________________________________
Black or Black British

Caribbean


(



Congolese


( 
Eritrean


(



Ethiopian


(
Nigerian


(



Somali



(
Any Other Black Background, please state ______________________________________
Chinese Or Other Oriental Ethnic Group






Chinese


(



Other Oriental Ethnic Group
(

 
(If you feel that the above categories are not appropriate please describe your ethnicity in your own words below)

Any Other Ethnic Background, please state ___________________________________
2.  Age:
___________ Years



3.  Gender:
Male 

(












Female
(
4.  How did you hear about the Project? ______________________________________
5.  Do you consider yourself to have a disability as defined by the Disability Discrimination Act?

Yes

(



No



(
If yes, please specify _______________________________________________________
Please return this form to St James’s House - Jobs in Mind with your referral/application form.

REFERRAL FORM





The information on this form is confidential.  Please do not worry if you cannot or do not wish to fill in all the sections; we will explain why they are relevant when we meet you. 





If you cannot complete the form yourself, ask a support worker or contact Jobs In Mind and we will be happy to assist you.





PERSONAL DETAILS








The Project is Funded and Supported by:            


    �	    � 	   �








What support do you feel you need from Jobs In Mind?





For Official Use:

















Date received:





__________________________





Prospective client	� 





Re-referred client 	�








Is the client on CPA?





Yes		�





No		�





Has Psychiatrist	�





CPA Level: ________________








Referred by GP	�





Other: ____________________








Dates invited to information session:





1st Appointment: (date/time)





________________at ________





Attended:





Yes		�





No / Cancelled	�








2nd Appointment: (date/time)





________________at ________





Attended:





Yes		�





No / Cancelled	�








Allocated: 





Yes		�








To: _______________________





Date: _____________________








Sign-posted:





Yes		�





To: �������������������������_______________________





Date: _____________________








Service not provided:





Yes		�





Reason: ___________________





Date: _____________________





Client No:








It is important that you also complete the equal opportunities monitoring form and return it with the referral form to the:





Referrals Coordinator, Jobs In Mind, 15-20 Bruges Place, Baynes Street, Camden, London, NW1 0TF





Tel: 020 7428 5999 ● Fax: 0207 428 5996





Information Session:





Name of VSA:








________________________





VSA’s Initial assessment:

























































































Date: ___________________





Client achieved Level 2 or above qualifications:





Yes		�





No		� 





VSA’s Comments:
































			



























































Date: ___________________





For Official Use:


























DISABILITY DETAILS
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