Referral Guide
Referrals need to be created whenever staff refers a family for services. Be it Coats for Kids, an ENT specialist, or marriage counseling. 

Referral Creation: 
If the family is not interested in the referral, skip referral creation and make a case note as detailed in the Referral Case Note section.

1) Go to the child summary page, and click on the Guardian/Household Information link.
[image: ]


2) Click on the link to “New request for family needs” link near the bottom of the page.
[image: ]


3) Select the services that you are looking for, and then click on “Match Providers”.[image: ]

4) Select your provider by selecting the child’s name under the service provider, and checking the box for the appropriate service.
[image: ]


5) Click on “Referral Letters”
[image: ]


6) Click on “Done” at the next page.
[image: ]


The referral is created.
[image: ]

If the referral is shown as a service request, such as:
[image: ]

Then click on that referral and complete steps 4-6.

Referral Case Note
After you create the referral, a case note needs to be created detailing that a referral has been created.
Click on the child’s name to be taken back to the child summary page.
[image: ]

Click on Case Management Tools from the child summary page. [image: ]

Create a case note titled Referral (or add a note to the Referral title, if it already exists).

Enter your note detailing the need for the referral.

Select Case Management Tools for the Program Area.
[image: ]

Select Information & Referral for the Activity.
[image: ]

Save the Case Note. [image: ]



Quality of Referral
After the family receives the service, you can document their Quality of Referral, or QoR for that service. This is how we track that parents received services from the referrals that have been made.

The Quality of Referral is accessible either via workflow:

1) Click on Workflow (top icon in the user options menu). [image: ]

2) Click on Quality of Referral in the drop-down box.
[image: ]

	OR
1) Go to the child summary page, click on guardian/household information, click on the referral at the bottom.
[image: ]

2) Next, scroll down until you locate the referral, and click on the Create Quality of Referral button. [image: ]

3) Fill out the QoR form, and put in the date that the services were completed at the bottom.
The date will default to today’s date until you submit the form.

4) Click on Submit. 
You may edit the QoR form after submitting it.
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