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REFERRALS AND SIGNPOSTING


GUIDANCE NOTE

Manchester Community Central has many tools and resources to support community groups available on the website: www.manchestercommunitycentral.org, Officers and Community Development Workers are encouraged to refer to these when providing support to voluntary, community and social enterprise sector organisations.

If referring or signposting a group to us for support remember they need to know that getting support will involve time and a commitment on the part of group members. The Manchester Community Central ethos is one of working with and building capacity: we don’t ‘do for’ e.g. we don’t write funding bids for organisations but we help organisations and groups build the skills to write bids and manage the funds for a project if successful.
Whatever help groups need we can help them achieve their goals whether it is improved business planning, more successful fund-raising, better financial management or making decisions about governance arrangements but it is the group that will have to implement what they learn.

Most groups will only require basic support and the signposting we can provide to resources available. However, in some cases the diagnostic of a group will highlight specific needs and when this is identified then an ‘in-depth’ package of support can be put into place with the supervision of one of our Organisational Development Workers.
Groups can ‘self-refer’ by contacting the Manchester Community Central helpline: 0333 321 3021. 
Referring a group for support?

If you are in contact with a group you feel needs our help please talk to the group first. It’s crucial they are aware you would like to refer them for support. To then refer a group for support you should complete the attached referral form and email it to: sarah@macc.org.uk 
When a referral form is received an Organisational Development Worker will contact the group within two working days. The contact will be to gather more information based around what you have told us. This is the start of our process. If the group is willing the Organisational Development Worker will carry out a diagnostic to identify whether basic or in-depth support is needed.

If you contact us to let us know about a group in crisis, it may already be too late. Our ultimate aim is that service users of voluntary and community sector organisations get the best services. This means, in some cases, our role may be around supporting a groups closing down in a way which is sensitive to the needs of users, staff and volunteers.

The group will be our main point of contact but if supported as a result of a formal referral we will keep the referee informed of progress.

If you have any queries about making a referral, please feel free to contact:

Sarah Whitelegg, Capacity Building Manager on 0161 834 9823, or email: sarah@macc.org.uk  
How information about you will be used 

We will use your information to: 

· Provide your organisation with organisational development support

· We will contact you using the telephone number and / or email address provided

Your information will be stored in our password protected online database. Once we receive your information, we will make our best effort to ensure its security on our systems. We will not share your information with third parties.

To read more about how the information you provide us will be used please read our privacy policy.

REFERRAL FORM
Before completing this form please make sure the group knows you are referring them to Manchester Community Central and they are willing to undertake a diagnostic to identify their support needs. 
	REFERRAL DETAILS

	Name
	

	Position
	

	Department
	

	Telephone
	

	Email
	

	Best contact times
	

	In what capacity do you know the group?
	

	Why are you referring the group?
	

	What do you think are the areas of support needed
	

	Have the group applied to you for funding? If yes please give details
	

	What role do you have, if any in capacity building this group 
	

	What barriers stop this group from self-referring to the service?
	


	ORGANISATION CONTACT DETAILS

	Name of Group
	

	Contact person
	

	Position
	

	Telephone
	

	Email
	

	Ward group based in
	


	OFFICE USE

	Date received
	

	Name of ODW to respond
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