10 easy steps to efficient referral
1. Give a reason why the organisation is best for the client

2. Telephone contact of the organisation, address and directions and opening times

3. If making a referral, remember to obtain client authorisation

4. Read the requirements and ensure your client fits the criteria 

5. Complete necessary forms and attach documents, ensuring they are processed via the portal

6. If this is not going to be done by you, say who will do this and when 

7. Write down what you have done for the client (just a note will do) and record this on the client's case notes if necessary. 

8. If you have time, try to give the client an idea of what to expect. (If you and others don't know, ask your manager if they would consider inviting the organisation to give a presentation at the next staff meeting.)

9. Advise the client of any proof and/or paperwork required.

10. Ensure the client is told that they can return to you if they need to.
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