SERVICE AGREEMENT/AUTHORISATION FORM

[image: image1.jpg]gEnable | Inspire | Transform

P



The Money Advice & Welfare Rights Service Offered by GEMAP is free, confidential and is manned by a team skilled in Money Advice.  Our aim is to help you gain control of your financial affairs.  In order to assist you we need to assess your financial position.  The procedures we use are recognised by most creditors and the Department of Work & Pensions and any other statutory bodies. 
In order for you and your creditors & Department of Work & Pensions and any other statutory bodies to gain the maximum benefit from our service it is essential that you have an understanding of what the service is able to do and what will be expected from you.

You will be expected to -

· Attend all appointments or advise us if you are unable to attend.  (Failure to keep appointments may force us to stop dealing with your case).

· Supply accurate details of your circumstances, including all income and outgoing.  (We need this information to ensure we give you and your creditor’s correct advice and information).

· Keep us informed of any change in your circumstances or difficulty in maintaining any agreed repayments. 

· You will be expected to provide your written permission to contact creditors & the Department of Work & Pensions and act on your behalf. 

· Treat our staff with respect and dignity 

· GEMAP has zero tolerance policy towards aggressive, behaviour, either verbal or physical towards our staff, any such incidents shall result in the closing of all cases and no future engagement with you, or any proxy.

We will –

· Assess your income and advise where appropriate, how this might be increased (e.g. claiming benefit)

· Contact creditors if appropriate (following consultation with yourself), on your behalf and where appropriate, request they suspend recovery action and interest charges etc.

· Help you prepare a financial statement.

· Discuss your options based on your financial problems.

· Help you make an informed choice based on options.

· Send, with your permission, your financial details if appropriate to creditors in order to negotiate affordable repayments.

· Keep you informed of the progress we are making on your case.

	TO WHOM IT MAY CONCERN

I/We agree to abide with the conditions of this agreement and authorise the above-named agency to act on my/our behalf in all matters relating to my/our financial affairs, including court proceedings.

Specifically, I/we authorise all creditors and organisations with which I/we have a financial relationship to disclose any information concerning my/our account to the above-named agency.



	Signature 1.
	Name 1.

	Signature 2.
	Name 2.

	Address 




This Service may be unable to continue to act on behalf of any client who fails to maintain this agreement, and, in such circumstances, creditors would also be informed
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CONFIDENTIALITY POLICY/

AUTHORISATION TO HOLD INFORMATION

The Advice Service will ensure that any information about our clients’ financial circumstances is treated in a confidential manner.  We aim to:

· Ensure that any meetings with clients are held in a private interview room, or in their own home in appropriate circumstances.
· Obtain written authorisation from clients to approach creditors or any other relevant third party.

· Obtain written permission from clients to approach the Department of Work & Pensions and any other Statutory bodies on their behalf

· Ensure that any documentation pertaining to clients is stored securely.

· Discuss our clients’ financial circumstances only with relevant parties.

· When the client discloses any criminal activity in relation to their financial affairs (e.g. fraud) we reserve the right to withdraw from the cases.

· Destroy any paperwork relating to the case in accordance with the organisations GDPR policy.

· Maintain computer records in a secure manner with access restricted to GEMAP only.

· No information passed to any agency without express consent of client

NOTES

Our duty of confidentiality extends to the financial affairs of our client.  Our staff will not solicit any information from clients with is not relevant to the provision of money advice.  Clients will be discouraged from volunteering information that is not relevant to his or her financial affairs.

	GDPR (General Data Protection Regulation)
In order to help you with your problems, we need to collect certain information from you, to ensure we deal effectively with your case.  This may include sensitive personal data (including health information), which we will use to ensure that we can meet your access needs etc.  This will be discussed with you beforehand.

In order to improve service provision we would like to collect social data in this area. When using this, we will not divulge any details, which can identify you. In order to comply with GDPR we need your permission to hold this data.  We would be happy to reassure you about which data we collect and the way it will be handled; if you are not happy with the situation, you do not need to sign this document. As long as we hold the necessary information to proceed with your case, you will receive the same level of help from our service. Even if you agree to allow us to hold the information, you can withdraw your consent at any time during our involvement with you.

I/we consent to GEMAP processing personal data about me/us.  I/we understand that this information will be held in compliance with the GDPR.

Sharing case information

I/We confirm authorisation for GEMAP to share any information with third parties legally authorised to carry out any functions on our behalf and for the purposes of audit and quality control and for those purposes only.

Signature 




 Date 







Signature 




 Date 
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