Referrals Policy and Procedure
(SC3)

Policy Statement
The purpose of the Referrals Policy is to document the steps staff are expected to follow when referrals to health care specialists, practitioners or other agencies are needed. This ensures the process is consistent and that patients’ needs are being met in a timely manner. A clear policy helps ensure patients receive the appropriate care and/or clinical support from specialists. Where Health United cannot directly support patients, issues are identified and addressed early.
This documentation ensures that patients receive appropriate care and support from specialists while proactively addressing potential issues. Additionally, a documented referral policy helps the organisation meet regulatory standards and provide patients with the best possible support and care.

Scope
This policy applies to patients, staff, management, medical professionals and visitors of Health United.

Background
Health United embeds a person-centred care approach to service delivery. This requires prioritising the patient’s aspirations and strengths within the context of their capacity. In supporting patients, Health United staff prioritise the needs of people who seek our care first. Critical to this approach is careful observation to identify changes in behaviour that may indicate that a patient requires additional support.
Ensuring patients receive a referral to specialist services to support them is vital to Health United’s person-centred care approach.

Legislative Requirements
· Information Privacy Act 2014
· Privacy Act 1988
· National Framework for Alcohol, Tobacco and Other Drug Treatment 2019−2029
· National Quality Framework for Drug and Alcohol Treatment Services
· Severe Substance Dependence Treatment Act 2010
· Drugs, Poisons and Controlled Substances Act 1981
· Mental Health Act 2014
· Children, Youth and Families Act 2005

Principles that Inform Our Policy
All decision-making regarding our Referrals Procedure is carried out in accordance with the principles of our Referrals Policy.
· We are committed to ensuring that information is used in an ethical and responsible manner.
· We recognise the need to be consistent, cautious and thorough in ensuring that information about patients, stakeholders, staff, board members, students and volunteers is recorded, stored and managed.
· All individuals, including patients, stakeholders, staff, board members, students and volunteers, have legislated rights to privacy of personal information.
· In circumstances where the right to privacy may be overridden by other considerations (for example, child protection concerns), staff act in accordance with the relevant policy and/or legal framework.
· All staff, board members, students and volunteers are to have an appropriate understanding of how to meet the organisation’s legal and ethical obligations to ensure privacy and confidentiality.

Concerning Patient Needs
· Health United has a culture of inclusion and respect for patients as people. As a result, people need to be informed of and agree to undertake referral for specialist services.
· Health United supports patients in exercising choice and independence and actively partners with them to inform them of ongoing care assessment and planning. We acknowledge a Dignity of Risk that allows people to utilise our services to make informed decisions about recommended referrals.
· Health United will carry out ongoing assessment and planning with the patient, their official representatives and others whom the patient wants to be involved in their care and services assessment and planning. Referrals are made to improve the health and lives of the people in our care.
· Consistent and ongoing sharing of information, asking for feedback from the patient, and supporting and encouraging patients to take part in assessing and planning their own care and services are paramount and aligned with a person-centred practice approach. Referrals are recommended by authorised staff based on the principle of improving health outcomes. These can be supported by documented observations, incidents and a person’s own requests that are recorded in Health United’s patient management system. We rely on a list of approved specialist service providers who are provided access to relevant recorded information to support the needs of patients in our care.
· A person-centred approach recognises that making decisions about their own life and respecting those decisions is an essential right of each patient. It improves their health and wellbeing and demonstrates the organisation’s values to the patient.
· The patient may choose to have a relative, partner or friend as a representative involved in decisions about their care. Where a patient cannot make decisions, they may have a court- or tribunal-appointed guardian to make decisions on their behalf. Health United’s privacy of information practices ensures that only the patient or their legally appointed representatives are informed of interactions related to referrals.
· Assessment and planning are also expected to include other organisations, individuals or service providers involved in caring for patients. Health United will ensure an effective communication framework with other service providers and relevant parties such as unpaid carers, family and friends. Collaborative assessment and planning (if the patient prefers) can help improve the knowledge and sensitivity related to the patient’s needs, goals and preferences and the continuity of care and services for the patient.
· Regarding the outcome of referrals, specialists engaged are required to ensure the following:
· Make sure patients understand referral outcomes.
· Report any proposed actions beyond the referral before implementing the action to Health United. We will ensure the patient and recognised representatives are consulted regarding a decision on proceeding with the additional action.
· Health United respects patient privacy and will comply with obligations relating to information privacy when coordinating care and information exchange with other organisations, individuals or service providers.

Key Terms
	Term
	Meaning
	Source

	Practitioner
	A person actively engaged in an art, discipline or profession, especially medicine.
	Oxford Dictionary

	Clinical
	Pertaining to a clinic.
Concerned with or based on actual observation and treatment of disease in patients rather than experimentation or theory.
	www.dictionary.com

	Referral
	The act of directing someone to a different place or person for information, help or action, often to a person or group with more knowledge or power.
	Cambridge Dictionary

	Personal information
	Personal information means information or an opinion (including information or an opinion forming part of a database) about an individual (Office of the Federal Privacy Commissioner, 2001). It may include information such as names, addresses, bank account details and health conditions. The use of personal information is guided by the Privacy Act 1988 (Cth).
	Privacy Act 1988



Links to Other Policies and Documents
· Code of Conduct
· Accessing an Interpreter or Translator Policy and Procedure
· Networking and Partnering Policy and Procedure
· Supporting Patients With Disability Policy and Procedure
· Mandatory Reporting Policy and Procedure
· Management of Care and Services Policy and Procedure

Induction and Ongoing Training
Health United requires that induction and ongoing training of all staff include the Referrals Policy to enable staff to fulfil their roles effectively. In addition, we promote information sharing at staff meetings, sharing information received from industry trends or changes in legislation and consultation at policy review sessions.

Policy Created/Reviewed
	Policy Created/Reviewed
	Modifications
	Next Review Date

	Implemented January 2024
	
	January 2025



Monitoring, Evaluation and Review
This policy will be reviewed annually or upon the occurrence of any relevant legislative change. Health United management will conduct reviews in consultation with educators at staff meetings.

Referrals Procedure
Who can request a referral?
Any worker who observes a need to refer a person to a specialist or external organisation for support must ensure the following:
· Note the observation or request from the patient in Health United’s patient management system and in the patient’s care plan.
· They are then to raise the referral with the Referrals Officer directly in person.
· The Referrals Officer will evaluate the patient.
· If an internal referral is needed, Health United staff who initiated the referral will make an appointment with:
· the patient’s preferred specialist with Health United’s approved specialists
· the external partnering agency best suited to the needs of the patient.
· If an external referral is needed, the Referrals Officer will make an appointment with:
· the external partnering agency best suited to the needs of the patient as advised by Health United’s External Agency Coordinator.
Referrals respond to patients’ needs. In cases where the person is suffering from pain, discomfort or at risk, assessments are to be conducted as a priority and promptly with the patient’s or patient representative’s agreement.

Essential
· Ensure that before a request for a referral is made, the patient or patient representative (in cases where the person has another person legally acting on their behalf) is consulted to ensure their opinion and preferences are considered and remain paramount.
· In emergency situations, immediate steps are to be taken to support the patient.

Referrals Procedure
(Non-emergency/not involving pain/discomfort)
· A staff logs a need for a referral in the care plan for the person in Health United’s Patient Management System, but a copy is not needed to be placed in the patient’s actual file.
· Always include the patient’s full name and date of birth, as well as a detailed summary of the reason for referral.
· When completing the referral request, ensure you do not use emotive language or convey your own feelings regarding the situation. Referrals must be based only on facts and direct observations.
· A Referrals Officer will determine if a referral is required. The Referrals Officer may consult with doctors and other specialists or agencies, the External Agencies Coordinator and/or NDIS, when making any decision. The staff, along with the Referrals Officer, ensure the patient being cared for is involved in the requirement for referrals.
· On the approval of the Referrals Officer, Health United staff are to arrange for an appointment. In some cases, people will have their own preferences for specialists (such as a doctor), which will be recorded in their care plan. Appointments are recorded in the Patient Management System and in the start of shift diary that relevant staff refer to.
· Specialists will require information about the referral and the service required. Specialists may visit our site and use our facilities to provide services.
· Health United staff will ensure that the patient is prepared to meet appointments. At the start of a shift and at handover, the staff will ensure the following:
· Read any planned appointments in the start of shift diary.
· Be advised of appointments by the shift handing over.
· Patients may require or need support during referrals. Ensure people are assisted as needed.

