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Guidance Note: Duty to Refer – Consent Form

Whilst Local Housing Authorities may accept a referral based on verbal consent – we recommend obtaining written consent. 

When to use the Duty to Refer Consent Form
This consent form should be completed before a Duty to Refer referral is submitted.
The purpose of the form is to confirm that that the service user:
· Understands why the referral is being made.
· Understands what information will be shared.
· Understands how their personal data will be processed by the receiving Local Housing Authority.
· Has provided informed, written consent to the referral.

A completed and signed consent form should be obtained and retained on file before referral information is shared with the receiving Local Housing Authority.

Reviewing the Local Authority privacy notice
Before the service user signs the consent form, staff should ensure that the individual has been given the opportunity to review the privacy notice of the Local Authority receiving the referral.
The relevant privacy notice can be found using the Local Authority Privacy Notice Finder.
This tool will not be reviewed frequently. If a link is broken please search for ‘Privacy Notice’ on the relevant Local Housing Authority’s website, or using a Seach Engine. 

Staff should:
1. Select the Local Housing Authority that will receive the referral.
2. Access the authority's privacy notice.
3. Ensure the service user has an opportunity to review the privacy notice before signing the consent form.

Staff should either:
· Print a copy of the privacy notice and provide it to the service user; or
· Send the service user a direct link to the privacy notice.

This helps ensure that the individual understands how their personal information may be collected, used, stored, shared and retained by the receiving authority.
The service user should not sign the consent form until they have had the opportunity to review this information and ask any questions they may have.
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