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STEP (Skills, Employment, Training, Pillar) short form referral
Purpose of the referral form:
This form will be used for referrals into the STEP team. STEP is a service designed to shift economically inactive Enfield residents closer to the labour market. Please send the completed form to STEP@enfield.gov.uk 
Accompanying documents:  Accompanying documents must be filed 
1. Officer completing the referral form
	Please enter your name and contact details:  

	Referrers name 
	 

	Role/job title 
	 

	Contact number  
	 

	Contact email 
	 



2. Client information
	Contact information  

	First name 
	

	Last name 
	 

	DOB 
	

	NINO
	

	Employment Status
	Unemployed 0 – 6 months ☐  
Unemployed 7+ months ☐  

	Address

	Current address 

 
Post Code 
	 

	Proof of address provided
	Utility Bill ☐
Council Tax Bill ☐
Bank Statement ☐
Tenancy Agreement ☐
Pension Advice Letter ☐
Driving Licence ☐
JCP Letter ☐

	Contact info 

	Phone 
	 

	Email  
	 

	Does the client have Recourse to Public Funds?
If the resident does not have access to public funds, they cannot be supported by STEPs.
	Yes (EEA National) ☐
Yes (Non-EEA National) ☐  
No (refer into Citizens Advice) ☐
EU Treaty Rights are rights afforded to the citizens of the European Union and family members under Directive 2004/38/EC. Treaty rights are also granted to members of the European Economic Area (EEA) as well as Switzerland. EU treaty rights allow for free movement within the Member States of the EU. This right to free movement is typically derived from an EU citizen’s involvement in the economic activity of the host member state. 


	Evidence of work/live status provided
	Full passport (EU Member State or leave to remain status) ☐  
Identity card issued by Home Office ☐  
Letter from UK Immigration confirming leave to remain status ☐  
Birth/Adoption certificate ☐  
Marriage certificate (if partner has leave to remain status) ☐  
Residency Permit ☐  

	Barriers to employment
	Physical or Mental Health needs ☐  
Rough Sleeping or temporary accommodation ☐  
Language barrier ☐  
Digital skills ☐  
Financial barrier to employment ☐  
Childcare or caring duties ☐  
Ex-offender ☐  
None ☐  




GDPR Privacy Notice
How we will store and process your data

In order to support you we will need to record details about you. These details may include personal and sensitive data.

To comply with the data protection regulations, we must inform you of how we intend to store and process your personal and special category data for the purpose of providing you with support and temporary accommodation.

Personal data is data which can be used to identify you. This may include your name, date of birth, address, telephone number. 

Special category personal data is information related to any of the following: racial or ethnic origin, political opinions, religious or philosophical beliefs, trade union membership, generic data, biometric data used to identify you, health, sex life or sexual orientation. Offences and/or convictions are also special category data, although subject to different rules to the above. 

Where will you store my data? 

Enfield Council will ensure that data is stored safely and securely. All data will be stored within the UK.

How long will you store my data for? 

All electronic data stored by Enfield Council will be kept for six years and then destroyed. It will be non-recoverable after that. Enfield Council will ensure partner organisation’s with whom we share your data follow this same policy.

You have the “right to be forgotten”, meaning that you can ask Enfield Council to delete your data by withdrawing your consent, at any time. Enfield Council can refuse the “right to be forgotten” if the data is needed to comply with a legal obligation or is in the public interest.
Can I access your service if I do not provide data?
No, Enfield Council requires this essential information in order to provide the service. However, please see the section above which states that the client has the “right to be forgotten” once the client is no longer accessing the service. Enfield Council also needs to share it with the partners providing services on our behalf.
Information Sharing:	 	 	 	 	  
I understand that Enfield Council will share my personal and special category data and information relating to my support with Enfield Council and its partner agencies. 

I give consent for Enfield Council to store and process my data: 
Signed:    		                         Print:                          
Date: 
	Statement Given
	Officers Name
	Date Statement Accepted

	Via telephone call 
	
	

	Via text
	
	

	Via email 
	
	



1

image1.png
pia. Funded by
x> UK Government




image2.jpeg
ENFIELD)%
Council




image3.jpeg




