
Referral Policy


1. Making a Referral to the Canterbury District Volunteer Centre (CDVC)
This document outlines how to make a referral to the CDVC 
2. Policy statement
CDVC is committed to providing a fair and accessible service which is open to all.
3. Purpose
To provide a clear and straight forward process for accessing our various services.
4. Scope
This policy applies to all staff and volunteers working within CDVC.
5. Objective
CDVC aims to provide a service which operates to the highest standards, giving an efficient, effective and confidential service. Our aim is to make access to the service easy and transparent.
6. Policy details
6.1
Services provided by CDVC:
· Assessment and referral of individuals to volunteer-involving organisations
· Organisations seeking volunteers
· Individuals seeking to access our social transport scheme
· Individuals seeking to access to our befriending service

Eligibility to access the service
Our services are accessible to all although registration for our social transport service requires payment of a registration fee.
Each referral will be treated strictly on its merits and all clients will receive equal and fair treatment within a transparent process taking full account of CDVC ’s vision and purpose. Each case will be considered in the context of our statutory responsibilities under all relevant legislation, such as:

· Data Protection Act 1998
· Equality Act 2010
· Safeguarding Vulnerable Groups Act 2006
· Health and Social Care (Safety and Quality) Act 2015


Further policies are available from our website
Data Protection
CDVC will ask for consent to include the client’s details on our database. CDVC fully complies with the Data Protection Act 1998.  Please refer to the CDVC Data Protection policy.
Prior to recording or sharing information the client’s consent must be obtained. It is CDVC ’s practice to ask clients for their consent to access the service: this includes consent for record keeping and sharing of specific information.
Details of the services provided by the CDVC are available on the CDVC website: https://cburydistrictvc.org/

7. Documentation and records
7.1
Consent for record keeping and access to the CDVC Services
All clients or representatives will be given information about the service. They will be asked to consent to access the service and ongoing recording of activity and information. This can be:
· verbal: consent may be given initially and then recorded in client’s notes
· in writing
· by text
· by email

7.2
Consent
If the person making the referral is not the individual concerned, consent to make the referral must be obtained from the person with the parent, guardian or representative.
If the person making the referral contacts the CDVC, only brief contact details  will be taken (name, address, telephone number, general reason for referral) and the referral will be sent to the appropriate person to complete the process.
If a health or social care professional / practitioner makes the initial referral, it is their responsibility to obtain consent from the client or the client’s representative to share the client’s personal information.
The referrals process, recording of data, and client satisfaction will be audited, to monitor and maintain good standards of record keeping and compliance with current legislation.



8. Referral procedure
9.2
How to make a referral?
General enquiries and referrals can be made to the CDVC office:
Email: enquiries@canterburydistrictvc.org
Tel:	01227452278
Referrals can be made by:
· email
· telephone
· post
· in person

9.3
Complaints procedure
If the person making the referral or the client or the client’s relative or representative wishes to make a complaint about the CDVC referral process or the service they have the option of having further discussion with the relevant coordinator or CEO of CDVC. If they feel the matter is still not resolved they can follow the CDVC compliments, complaints and feedback policy.
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