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Individual User Agreement

By completing this agreement, I confirm that I have read and understood the individual user responsibilities set out in the ‘Policy and procedures for use’, and that I agree to: 

· Take joint responsibility in the process of making, receiving and tracking referrals and communicate directly with the other organisation involved where appropriate.

· Keep my password secure, change it periodically, and not share this with others. 

· Obtain consent from the client before making a referral on their behalf.

· Use the system appropriately and consult the Advisor Directory to keep up to date about other organisations using the system. 

· Keep to the agreed timescales wherever practicable, i.e. to acknowledge receipt of a referral within three working days and to close the referral via the CRS within a further five working days, leaving notes about action taken. 

· Report technical issues or problems in using ANSWeR to Advice North Somerset. 

	Full name
	

	Signed (if by hand)
	

	Date
	

	Position
	

	Organisation
	

	Phone no - for ANSWeR/adviser queries
	

	Email - for ANSWeR/adviser queries
	


This agreement should be completed by each new user. Please email to diana.nicoll@nscab.org.uk or post to Advice North Somerset, Badger Centre, 3-6 Wadham Street, Weston-super-Mare, BS23 1JY.
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