International Family Tracing Service Referral Form — Guidance for Completing the Form

Please Note

e All mandatory fields marked with an asterisk (*) must be completed.

e Incomplete referral forms will be returned and will not be progressed until all required
information has been provided.

e Providing as much information as possible will help us assess the referral and identify the
tracing options available.

e Where a Trusted Adult Form is required for a referral involving a child under 16, both the
referral form and the completed Trusted Adult Form must be submitted before we can
proceed with the referral.

e If you are referring a person who is in an Immigration Removal Centre — please provide the
CID number in the appropriate field

This form can be completed by:
e Individuals seeking assistance from the International Family Tracing Service (self-referrals).
e Professionals or organisations making a referral on behalf of an individual with their
knowledge and consent.

Before Completing the Form
If you are making a referral on behalf of someone else, please ensure that:
e The individual has agreed to the referral.
e The individual has consented to the British Red Cross processing their personal information.

e The individual understands that the International Family Tracing Service will contact them
directly following receipt of the referral.

If you are completing the form for yourself, please ensure that the information provided is accurate
and that your contact details are up to date so that we can contact you regarding your enquiry.

Enquirer Details
Please provide the personal details of the person seeking assistance, including:
e Full name
e Address
e Date of birth or age
e Gender
e Country of origin
e Preferred language(s)
e Contact details
e Preferred method and time of contact

Please tell us if an interpreter is required or if there are any communication needs that we should be
aware of.

Referring Organisation



If you are completing a self-referral, you may leave the "Referral Organisation" section blank or enter
"Self-referral". If you need help to complete the form, please give us your correct phone number or
email. Our team will contact you to finish your referral.

If you are making a referral on behalf of someone else, please provide the name of your organisation
and details of any professionals involved in supporting the individual.

Additional Needs and Safeguarding Information
Please provide details of any additional support needs or concerns, including:
e Safeguarding concerns

¢ Mental health needs

e Trafficking concerns

e Physical impairments

e Other relevant vulnerabilities or support requirements

Providing this information helps us ensure that appropriate support arrangements are in place.

Referrals for Children and Young People
Additional safeguarding requirements apply where the person seeking assistance is under 18 years of
age.

e For children under 16 years old, the International Family Tracing Service will not contact the
child directly unless a trusted adult has been identified.

e  Where a trusted adult is required, the Trusted Adult Form must be completed, signed and
submitted together with the referral form. Referrals requiring a trusted adult cannot proceed
until both forms have been received.

o The trusted adult should be someone who can support communication between the child
and the International Family Tracing Service and act in the child's best interests throughout
the enquiry process.

Please note that where the referral concerns a child under 18, we may also be required to liaise with
the child's social worker or other relevant professionals before proceeding.

Consent and Referral Confirmation
Please ensure all consent questions are completed.

By submitting the form, you are confirming that:
e The person seeking assistance has consented to the referral (where applicable).

e They understand that the British Red Cross will contact them regarding their enquiry.

e They understand that we will make up to three attempts to establish contact.

e They understand that the enquiry may be closed if we are unable to contact them or if
arranged appointments are not attended.

Information About the Family Member Being Sought
Please provide as much information as possible, including:
e Name of the missing family member
e Relationship to the person seeking assistance
e Date or circumstances of separation
e Last known location, address or country



e Cause of separation
e Any previous attempts to make contact
Detailed information helps us assess whether tracing options may be available.

What Happens Next?
Once we receive the completed referral:
1. We will review the information provided.
2. We will assess whether we have sufficient information to proceed.
3. We will contact the person seeking assistance directly, or where appropriate, through their
trusted adult, social worker, foster carer or other nominated professional.
Interpreter support will be arranged where required.
5. Following assessment, we will discuss the tracing options available.

Confidentiality

The British Red Cross provides a confidential service. Information relating to a tracing enquiry will not
be shared without consent unless there is a safeguarding concern, a risk of harm, or we are legally
required to do so.

For information about how personal data is used, please visit www.redcross.org.uk/privacy



http://www.redcross.org.uk/privacy

