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Suitable 
Referral?

Further information sort from 
referrer by secure email   

More Information
 requiredNoSecure Email sent to Refer with 

our come & plus advice 

 Assessor(s) allocated  

Yes

Contact client/carer to 
offer / arrange 

appointment time 

commence  / update 
assessment 

Suitable 
Referral?

Yes

No
Secure Email sent to Refer with 

outcome plus advice 
(Choose & Book system) 

Page 3

Refer provides additional 
information / answers query  

MDT Referral 
Meeting 

MDT Referral 
Meeting 

Appointment Time Agreed 

Appropriate profession 
identified 

Letter sent to client /
carer requesting 

contact within 3 weeks 
to arrange a further 

appointment 

Admin staff 

No

DNA 
contact 
letter

Copy to 
referrer 

Client 
contacts Team 

within 3
 weeks? 

Yes

No

Discharge from 
Service 

CPA integrated 
assessment

CC3 

One of the assessors needs to be a 
qualified mental health worker 

Person attends 
assessment?

Yes

Send confirmation letter 
with copy of self 

assessment 

Appointment 
confirmation 

letter 

Self
 assessment & 

Review 
Preparation 
Form CC2

Consent to 
share 

information 
CC4 

Check update 
CPA front sheet

CC1 

See  Detailed 
admin process 1
Page 5

Information provided on 
referral including CC1 Front 

sheet and referral letter

Admin Support
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Page 2

Will assessor become 
Care Coordinator? Allocate Care coordinator No

CPA  Planning 
meeting 

Yes

Offer Carers Assessment Carer 
Involved? Yes

Additional 
Assessments 

indicated? Social Circumstances 

Formal Risk Assessment 

Access non 
specialist / 
community 

services 

Refer to Social Care Pathway Yes

Additional 
Specialist 

Involvement?

Occupational Therapy 

Psychology 

Carers 
assessment  

CC5

CPA (blue) 
risk paperwork 

CPA (blue) 
risk paperwork 

Blue risk 
paperwork 

Care Plan 
review sheet 

CC6

Consent to 
share 

information CC4

See detailed 
admin process 
2 & 3 -pages 6&7

Treatment still 
required?

Deliver Care 

Set Review Date 

Review Care 

Additional 
Specialist / non 

specialist  input?

No

Change
 of care coordinator  

indicated? 

No

Refer to appropriate dept / 
provider 

Identify new care coordinator  Yes

Yes

Yes
Page 

4No Case Management / Supervision-
Service user reviewed on a 3 monthly 
basis with caseload Supervisor 

CPA Case 
Checklist CC8
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Page 3

Complete 
discharge summary 

CPA Discharge 
Summary CC7 

Discharge from Service 

Discuss discharge with Client 

Additional 
support 

required?

Referral  to other agency / 
support network

no

Develop plan 
Discharge 

Plan 
indicated?

Yes

No

arrange risk 
review 

yes

Desirable  
before 

discharge 
Available?

No

yes Yes No

Yes

Discharge 
possible? no Page 3
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C&B Closed 

Has the person 
been involved with 

GPT before? 

No

GPT worker consulted If this is a significant change in 
presentation or risk, the GPT worker 

may wish the referral to progress as a 
standard C&B referral  

Page 2

Is  Client 
Known on 

PAS?

Yes 

PAS episode createdNo

Admin 

C&B referral work list checked day before 
MDT meeting 

Admin

Has 
all the referral 

information been 
provided?

Enter name onto next C&B referral work list

Admin

C&B referral system rechecked 

Admin

No

Has all the  
referral 

information been 
provided?

Yes

Referral list & referral information printed 
ready for  meeting 

Admin

Reminder sent to referrer by secure 
email 

Admin

Person’s name transferred to next 
C&B referral work list 

Admin

From 
page 3

No

Yes 

UBRN used to access information on C&B 
central system 

Admin 

Is 
there a GPT worker 
already involved?

No

Yes 

Request old notesYes Liaise with former care 
coordinator advice 

Produce CPA Front sheet for MDT meeting 

Admin CPA Front 
sheet  CC1

Either automatically generated or produced 
manually from C&B information template 

Detailed 
admin process 1

Administration Process
– Standard Referral 

See IT System
 Set Up on how to create
 a referral work list page 10
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CPA Review meeting 
required 

Care Coordinator 

Standard 
invite letter 

Agree with person who 
should be inn attendance 

Care Coordinator 

Identify possible meeting 
time / venue 

Care Coordinator 

Pass information to admin 
support 

Admin Support 

Arrange venue & meeting 
time 

Admin Support 

Send out standard invite 
letter to identified attendees 

Admin Support 

Receive and record 
acceptances 

Detailed 
admin process 2
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CPA Care 
Plan 

Any 
changes to 
front sheet?

Make note of changes 

Yes

Pass care plan to 
admin assistant 

No

PAS updated 

CPA front sheet and 
care plan  to admin 

assistant 

Care Coordinator 
Care Coordinator 

Care Coordinator 

admin assistant

Care plan typed 

admin assistant

Produce hand 
written CPA care 

plan 

Care Coordinator 

Print new front sheet 
and place in notes 

admin assistant

Care plan 
uploaded onto 

clinical manager  
admin assistant

Copies distributed 
as identified on 

care plan 
admin assistant

CPA Front sheet 
CC1

CPA Front sheet 
CC1

CPA Care 
Plan  CC6

CPA Care 
Plan 

CPA Care 
Plan CC6

Clinical 
Manager 

Detailed 
admin process 3

CPA Care 
Plan CC6

CPA Case Checklist to be completed 
in full at review 

CPA Case 
Checklist CC8
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Identify which time & day the 
referral meeting is held 

Choose a day & time 24 hours 
before the referral meeting 

In the Choose & Book software, 
create a re-occurring ‘dummy’ 

clinic for this time

Agree how many referrals can be 
discussed at this meeting 

Set the maximum number of clinic 
slots to be the same as the 

maximum number of referrals that 
can be discussed 

Creating a referral 
work list 

Name the clinic 
‘Team Name referral work list’
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