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Phase

Start

Consideration given 
to an AW Referral

Allocated Worker 
discusses case  with 

Team Manager.
This may also be 

discussed and 
agreed at FS Case 

supervision

Team 
Manager has 

oversight 

Click 
‘Complete 
Referral’

Further 
information 
required?

NoYes
Re-assign to 
allocated SW

Allocated 
Worker 
initiates 

referral form

Input data as 
appropriate

Any input 
required from 
any other CSC 

worker?

Re-assignYes

Re-assign for 
Manager 
Oversight

No

Gather and 
record further 

information 

Click on Referral 
task in Lead Adult 

Workers tray
Reviews the form

Access the link 
'Initial Consultation' 

Is case 
accepted?

Add reason for rejection in 
outcomes section of the initial 

consultation form
No

Any input 
required from 

any other 
specialist 
worker?

Re-assign to worker Yes

Yes

Further info 
required from 
the allocated 

SW?

No

Worker gathers 
information as 

required.

Select ‘More 
Information 
Required’

Yes

Complete the info 
and Outcome

No

Select ‘Finalise’

Input reasonSelect Save

Re-assign to Lead 
Adult Worker

Select ‘Finalise’
Add case note 
informing  case 

rejected

Add case note 
informing case 
accepted and 

referral complete  

Add a worker as a 
professional via the 
involvements tab if 

required 

Are you a 
Consultant SW?

Consultant SW clicks 
on referral task in 

their work tray

No

Yes

 Access Basic Demographic 
 Select ‘Forms’ link
 From within ‘New Forms’ drop 

down list, select ‘Adult Worker 
Referral’

 Click ‘Start’

Allocated worker  completes  info within the form 
relevant to the presenting issue

This action returns the referral 
form to the SC allocated workers 

tray as a task informing of Referral 
Response (and version no.)  

This creates a task for 
the CSC worker 
requesting they 
provide more 
information 

Generates a task into the Group Work tray 
for the Lead Adult Worker.  This will be 
managed by the Lead from within the 

specialism
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