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MASSHIRE

METRO NORTH
CAREER CENTER

MOU Partners Shared Customer Referral Process

From MHMNCC to a Partner*:

Whenit is determined through an assessment or other conversation or by customerrequestthata
jobseeker may benefit from services provided by a partner agency then the staff person will initiate the

referral process.

MHMNCC staff personfills out the referral form entirely and has the customersign the Shared
Customer Release of Information form

MHMNCC provides the customera copy of the referral form and Shared CustomerRelease of
Information form

MHMNCC emails the referralform to the assigned staff person for that parther agency
MHMNCC provides customer with the contact information for themto access services at the
partneragency

Partneragency staff will accept the referralfrom customerin person and/or contact customer
based on the email referral

MHMNCC staff will check off the Program Specificbox forthe Partner customeris being referred
to, entera Referral service and document details in notesin MOSES

Partneragency staff will report back out to MHMNCC the outcome of the referral

From Partner* to MHMNCC:

Whenit is determined through an assessment or other conversation or by customerrequestthata
participant may benefit from services provided by MHMNCC then the staff person will initiate the
referral process.

Partnerstaff person assists participant in registeringin JobQuest

Partnerstaff personfills out the referral form entirely and hasthe customerSIgn the Shared
Customer Release of Information form .

Partner staff person provides the customera copy of the referralform and Shared Customer
Release of Information form

Partner Staff person emails the referralformto Partner-Refe rrals@mhmncec.com

MHMNCCstaff person will accept referral from customerin person and/orcontact customer
based on the email referral

MHMNCC staff person will check off the Program Specific box for the Partner customer is being
referred from, enterappropriate services and document details in notes in MOSES

MHMNCCstaff will report back outto the Partneragency the outcome of the referral

Other details: "

Updated 9/20/2019



We will use MOSES reports to track and report out on services/outcomes for shared customers

Both MHMNCCand partneragency are responsible for maintaining copies of the referral forms
and Shared customerrelease forms

e MHMNCCstaff will documentin MOSES notes that a Shared customerrelease form was sighed

*Exception is DTA as there is a state level referral process through DTA WPP that our region will follow

Updated 9/20/2019



MASSHIRE

METRO NORTH
CAREER CENTER

Shared Customer Referral Form

MassHire Metro North Career Centerto

(Partner Agency Name)
Date:
Dear ] : (Participant Name)

Please be advised that you have beenreferredto the
by the MassHire Metro North Career Center.

e —

MHMNCC Organization Contact Information and Special Considerations:

Name of Participant:

== == == = == B e — = T

Jobseeker|D#:

City of Residence:

MHMNCC Contact Name & Title:

Contact Phone#: _ Contact Email:

Special Considerations:

e

[_] Shared Customer Release Form attached

[_] Iif referred for ESOL what is customer’s first language?

Please bring this form to the Partnering Organization

as confirmation of your referral

Approved LMJ 1.11.21
| Indated 1/11/2021



MASSHIRE

METRO NORTH
CAREER CENTER

Shared Customer Referral Form

: ; to MHMNCC
(Partner Organization)
Dear : (Participant Name) Date: N
JobseekerID # -—  _ JobseekerPhone#:

Please be advised that you have been referredto the MassHire Metro North Career Center
(MHMNCC) as a potential Program Participant. The MHMNCC provides a variety of career
developmentand employmentassistance services, and through thisreferral, you will have
access to the many activities, programs and workshops available. Certain programs may
require additional documentation and/or paperwork.

MassHire Metro North Career Center locations:

Cambridge: 186 Alewife Brook Parkway, Suite 310, Cambridge, MA 02138 (P: 617-661-7867)

Woburn: 100 TradeCenter, G100, Woburn, MA 01801 (P: 781-932-5500)
Chelsea: 4 Gerrish Avenue, Chelsea, MA 02150 (P: 617-884-4333)

Referring Partner Agency Contact Information and Special Considerations:

Name of Participant:

Partner Contact Name & Title:

Contact Phone#: Contact Email:

If applicable: Number of hours Participant is required per weekat MHMNCC:

Other Considerations:

[_] Shared Customer Release Form attached

Please bring this form to the Career Center as confirmation of your referral.

Partnering Organization, please send form to: Partner-Referrals@mhmncc.com

Approved LMJ 1.11.21
| Indated 1/11/2021
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MASSHIRE MASSHIRE
i ol Attachment A bt Lintia]

Shared Customer Release Form
AUTHORIZATION FOR RELEASE OF INFORMATION

| understand that it is necessary for to share certain information
about me to determine whetherl am eligible forthis program, to develop myservice plan, and to
coordinate my services with partner agencies. This information may be shared to improve and
coordinate services (forexample, employment, education, training services, and support services)
providedto me by the agencieslisted below.

Information that will be shared may include the following:

employment history

job skills and qualifications

income or other eligibility factors

education

career goals

training program and plan

housing or other supportive service needs

amount and sources of program funding

training providerinformation such as employmentor educational/training placement
outcomes, and accommodations available to support participation of individuals with
disabilitiesin education, training or employment.

0 U O 6 0 o0 0 ©

e |authorize records and information as described above to be released from the (agency
releasing the information named here) . Information may be
shared in writing, verbally, orelectronically with the approved agencies listed below.

e | may withdraw my authorization for release of information at any time by contacting

Inwriting.

e Disclosure of any information that is not listed above may not be made without my
permission or as otherwise restricted. .

e |understand will keep any personal information providedor received
through this release confidential and will use, store, and disclose such informationin

accordance with applicable law.

Approved LMJ 1.11.2021



Approved Agencies

Adult Community Learning Services
MassHire Department of Career Services
Department of Transitional Assistance

Department of Unemployment Assistance
Mass Commission for the Blind
Mass Rehabilitation Commission

SeniorService Community Employment Program

| have read and understood this Authorization Form and by signing below, | give

my

consent to share the information described above.
Customer Printed Name
Address
Customer Signature Date
Representative Signature Date
Staff Signature Date
2

Approved LMJ 1.11.2021



