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Welcome 

The community passport was 
developed as a tool for community 
service providers and refugee clients 
to better track important information 
and avoid duplication of services.  

 

We hope this effort will help make 
better use of service providers time, as 
well offer a useful booklet for refugee 
clients to utilize on their journey to 
self-sufficiency.  

 

We would like to extend our gratitude 
to the International Rescue Committee 
of Salt Lake for the idea.  



How to Use the Passport 

An overview of the passport,  what each 
section entails and how to use it most 
effectively.  

 

Each section of the passport  has a short 
instruction page for quick reference.  



Personal Information 

This page will be created by 
resettlement agencies case managers 
using a template that can be printed.  

 

All information will be typed on this 
page to avoid spelling errors, 
handwriting issues, etc.  

 

Address prior to entering the US is 
important for Immigration  
applications 



Emergency Contact 
Information 

Emergency Contact Information for 
someone in the same house and 
someone outside of the household.  

 

A place to add in a non-emergency 
contact for the client is also available. 
This may be a message phone, 
resettlement agency, neighbor, etc.  

 

 
Disclaimer 

This is not a legal form of 
identification, nor is it required for any 
refugee client to receive services 



Title VI: Language Access 

This page has a brief overview of Title 
VI of the Civil Rights Act that prohibits 
agencies who receive public funding 
from the government to discriminate 
on the basis of national origin.  

 

In short, it is a reminder to service 
providers who receive federal funds 
(i.e. Medicaid) that they are legally 
bound to provide interpretation 
services for non-English speaking 
clients. 



Passport Support  

The Community Passport Project 
began nearly a year ago , and many 
agencies have offered ideas, feedback 
and suggestions to help get us to the 
product we have today.  

 

We continue to seek out broad 
support for community service 
agencies, and would love to include 
your agency on this list, just let us 
know!  



Household Information 

This page will help service providers 
know who the client lives with.  

 

This is also a reminder for client’s to 
update their household information 
with important agencies.  



Important Documentation 

This lists out important items to bring 
to appointments.  

 

There are several blank lines in order 
for the client, or person working with 
the client, to fill in.   



Contact Information:  
Address 

Often times, people move frequently 
in their first few years of resettlement.  

 

This page allows 4 address change 
records, which is also important for 
when a client applies for citizenship.  



Contact Information: 
Notification of Changes 

This page lists out the offices that 
need to be notified if your address or 
phone number changes, as well as 
your income or household size.  

 

Logos for some of these agencies are 
shown below for clients to become 
familiar with.  



Important Dates 

This page will be filled out by someone 
working with a client on a particular 
service.  

 

For example, a resettlement agency 
case manager would fill out many of 
these components, as they apply to 
early resettlement.  

 

Other items, such as Section 8 
Application Date may be filled out by a 
community service worker.  



Key Services 

This section will have all the initial 
information for the client’s 
resettlement agency.   

 

After a case is closed for case 
management, it is still okay to contact 
the agency if there are questions or 
special needs.  

 

Resettlement Information 

This section includes immediate 
information such as physician 
information, English language Learning 
information, school district for children 
in the family, how the family gets 
around, and mental health providers if 
applicable.  



Preferred Interpreters 

This page is not to be filled out by 
interpreters, but clients and service 
providers can add information. 

 

If an interpreter is listed here, there is 
no guarantee that they will be 
available for the appointment.  

 

The sensitive information check box is 
important for clients who may have 
very personal issues that need special 
attention (i.e. abuse, HIV/AIDS info, 
mental health concerns) 



Housing Assistance  
Section 8 

On page 14, there is an overview of 
how to use the Housing Assistance 
Information section most effectively.  

 

If you help someone file for Section 8 
Housing, you would complete the top.  

 

If you are another provider who 
contact the Section 8 program on 
behalf of a client, you would fill out 
one of the boxes.  



Housing Assistance: 
Affordable Housing 
Projects 

There are four pages dedicated to 
Affordable Housing Project 
Applications.  

 

If you help a client apply for a project, 
you would complete the top section.  

 

If you help a client follow up with a 
current application, you would fill out 
one of the boxes below.  



Housing Assistance: 
Rent/Utility Assistance 

There are 5 pages (10 individual boxes) 
for this section 

 

There are several different avenues for 
clients to access rent/utility assistance 
when needed.  

 

Most often, someone at an agency is 
helping them locate these resources. 

 

When a resource is used, the person 
helping should fill out one of the boxes 
detailing the assistance.  

 

This record of accessed resources, as 
well as eligible dates to access them 
again should help avoid duplication, 
and in turn, save quite a bit of time.   

 



Health Care/Medical: 
Immunizations 

This is not a substitute for the official 
immunization record from a doctor’s 
office.  

 

This shows when immunizations were 
received, and if there are any need for 
follow-up, more shots, etc.  



Health Care/Medical 

There are 10 pages dedicated to 
recording contact with various medical 
and mental health providers.  

 

On each page, there is a place for the 
provider to fill in their information. 
Subsequent visits with each listed 
provider should be documented in one 
of the fill in boxes below.  

 

After 6 visits, a new page can be 
started for that provider.  

 

Information on these pages should be 
very general to protect the client’s 
privacy.  



Service Provider: 
Other 

There are  10 pages dedicated  for 
“Service Provider: Other.” 

 

Clients often come in contact with 
many different service providers.  

 

These pages are meant for services 
that do not fall into one of the 
previous categories.  

 

For example, an agency that meets 
with a client for disability services, 
psychosocial rehab services, vocational 
rehab, etc. would utilize this section to 
record the contact.  



Helpful Resources 

On this page is a list of resource 
agencies that clients may find helpful.  

 

There are several spaces to add in 
specific resource agencies as they 
become known or needed to the 
client.  



Final Page: 
Back cover 

 

Production Information 

Where to turn it in if it is lost 



Plan for Implementation  

Phase 1: January 2010-September 2010 

Structural Development & Feedback 

• Drafted Community Passport and sent it 
via email to as many service agencies as 
possible 

• Visited several agencies to discuss the 
Community Passport in person 

• Held focus groups to get input from the 
refugee community 

 

Phase 2: September 2010-October 2010 

Final Drafting 

• Incorporated ideas and feedback in to 
final document 

• Not all ideas were feasible, but we did our 
best to include all possibilities 

• Sent back out via email to service 
providers to see progress, offer any more 
feedback.  

 

Phase 3: December 1, 2010-March 1, 2011 

Piloting the Passport 

• This project will have a 3-month pilot 
period 

• During this phase, three groups of 
refugees will receive the Community 
Passport to try out: 

– New Arrivals during the month of 
December  

– 8-month closures in December 

– People who arrived in Sept 2011 

• The pilot will only include adults, and 
minors who, for any reason, are in contact 
with various service providers to fill their 
needs.  

Phase 4: March 2011 

Evaluation 

• After the pilot phase, all refugees who 
were part of the pilot will be contacted 
for feedback.  

• Community agencies will be invited to fill 
out a survey about utilization of the 
passport.  

 

 



Plan for Implementation (Continued) 

Phase 5: April 2011 

Full Implementation 

• All necessary changes are made 

• All newly arriving refugees will receive a 
Community Passport 

• All refugees who arrived in the recent 8 
months will receive one.  

 

 

Important Notes 
• Refugees will not be required to use the 

passport 

• Refugees will receive information about 
the passport translated in their native 
language 

• A User Guide will be posted on the Idaho 
Office for Refugees website 

 

• The Salt Lake International Rescue 
Committee for sharing their Passport with 
us a year ago 

• Allied Graphics for quickly turning around 
a great product for us 

• All the individuals and agencies that 
helped make this passport into the 
product we have today 

 

Special Thanks 


