
                   
Referral Protocol
From time to time it is appropriate to refer a client to another agency who is in the partnership. 

This needs to be done in such a way that the client gets the best possible service and in a manner that can be easily dealt with by the agency taking the referral. It is important that the originating agency provides the referral agency with all necessary information to assist supporting the client. It is also important that the client fully understands the system.

1. Client presents to agency (referring agency)

2. Referral agency screen client to see what services he/she requires

3. Issue is identified.
4. The referring agency decides if it can deal with all the issues. If there is an issue that the agency does not have the expertise or resources to deal with, the client should be referred to another agency.

5. The referring agency decides to refer part or all of the issues.

6. Is there another member agency of the Kingston Advisers Forum that can deal with the issue?

7. If yes, the referring agency informs the client that this is the case, explains the referral system to the client and checks that the client is in agreement to being referred on. The client should be made to understand that this involves sharing the personal information that the referring agency has recorded during screening to another party. 
8. Contact the other agency by their preferred method to ensure they are able to accept the referral (details can be found on individual agency pages)
9. Complete the generic referral form as fully as possible.
10. Complete the referral system letter for client. Add details of when to expect a contact from the referral agency if appropriate and what to do if no contact made (details are on agency pages).

11. If the referring agency needs feedback about the outcome of the case note this on the referral form.

12. Obtain any written authorisations that are appropriate.

13. Email, fax or post the referral form and other forms to the other agency. If sending by email request a delivery or read receipt if required. 

14. The receiving agency will contact the client to make an arrangement to discuss the issues with them. 

15. Carry out any necessary casework.
16. Provide feedback about the outcome of the case to the referring agency if this has been specifically requested.
