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Careline Referral Guidance 
 

The following guidance is for the first workflow step in the Careline process: the referral. This is to 

be completed by social care practitioners. 

 

 

Starting the workflow: 

Previously, you have created a Careline referral form in your current workflow step- whether that 

has been an Assessment or Review etc. The form was embedded in the workflow, and this was 

either tasked to Careline or emailed over. 

Now the Careline referral process is a stand-alone workflow chain. 

 

 You can start the Careline referral via ‘Start’ and then ‘New’ on the individual’s main page: 
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Completing the referral form: 

When you open your workflow, the referral form is already there for you to start. 

 

Section 1: Referral information 

 You will need to select an ‘AT pathway’. The further questions in this form will be 

determined by the option you select here. 

 The service user group will prepopulate from the individual’s main page here. If it is 

incorrect, you will need to update this on the individual’s main page and then refresh in this 

workflow step. 

 The date of the referral also populates from when you have opened this workflow step. 

 You will need to select whether this referral is urgent or not. If urgent, a further box will 

open requesting the expected date of discharge, or you can add another reason in the text 

box. 

 You can find a referrer by selecting the ‘Find’ option. 

 For further clarity on these sections, the ? symbol will provide more information (in yellow 

below). 
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Section 2: Risks and Outcomes 

 The individual’s basic details will prepopulate to this section. If you have added a Next of Kin 

onto the individual’s main page, then it will also pull through here. If not, you can add it. 

 

 

 

 

 

 

 

 

 

 

 

 

 Underneath you will find Risks and Outcomes. You can tick the risks that apply, and then the 

outcomes, which the Assistive Technology will hopefully achieve. 

 

Note: the risk options are ordered in a way which correspond with the order of the likely 

outcome associated with that risk-  to be helpful (e.g. the first risk listed is ‘Lack of 

confidence living alone’, the first outcome listed is ‘increased support and reassurance to the 

person’ etc.) 
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Section 3: Benefits 

 This section has four options initially, around measuring the possible benefits of the 

proposed implementation Assistive Technology.  

 

 

 

 

 

 

 

 

REDUCE: When undertaking a review, you identify a care package component that could be reduced 

and replaced with AT. This might be possible immediately after Careline have installed, or could be 

delayed by a number of weeks pending rehabilitation and/or the confidence of the individual 

increasing. 

AVOID: When undertaking an assessment or review, you identify that you could immediately avoid 

introducing or increasing a care package component by using AT as an alternative solution. This 

might be a short-term “stop gap” solution for a few months, or a longer-term solution. 

PREVENT: You identify that AT might delay the need for additional care and support in the future, 

and may be able to identify the likely type of care (but cannot accurately quantify it). 

NO FINANCIAL BENEFIT: You identify that AT will help to reduce risk, support end of life care, 

potential placement /carer breakdown, or safeguarding concerns. 

 

If you select REDUCE or AVOID: 

 When you select either of these options, further categories appear pertaining to what you 

have selected. For example, if AT is going to enable a reduction in services- what type of 

services are these: 
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 Based on what you have selected, boxes appear requesting you to quantify this benefit. If 

you select ‘Reduce Homecare’ for example, you can enter the hours per week this will be 

reducing, and it will calculate the saving (based on average rate of £17 per hour in this case). 

 NOTE: ‘Reduce Travel Assistance’ and ‘Facilitate a move from Residential to community’ 

options do not have an embedded average rate. You can manually add a cost. 

 

 

 

 

 

 

 

 

 Underneath there are two additional questions, around expected timing of the financial 

benefit and the expected duration. 

 

If you select PREVENT or NONE: 

As you are unable to quantify possible savings for these options, only one further question appears 

where you select one category: 
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Section 4: Additional Client/ Service information 

 The first question here is mandatory, as it is important to have this conversation with the 

individual if possible. Either way, it is useful for Careline to be aware if this has been 

discussed or not prior to their visit. 

 The second expanding box enables you to provide background information for the 

individual. 

 

 

 

 

 

 

 

 

 

 Under ‘Provision of care’, you are able to tick the services that apply if there is a care 

arrangement in place: 

 

 

 

 

 

 

 

 

 

 

 You can also add any relevant health information under ‘Medical Information’. Note, when 

you select medical, physical or cognitive- further boxes appear enabling you to elaborate: 
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 Lastly, in this section, indicate which Careline service you are referring for, and whether 

there is a key safe on site. Please note, you should not be writing the individual’s key safe 

code in this form (this needs to be entered under a confidential case note, using the 

category Key safe code, only). 

 

 

 

 

 

 

5.  Appointment information 

 This section enables you to provide important information for Careline to arrange their 

assessment. 

 If the individual requires a joint visit to support them to understand and advocate for 

themselves, or if they would like someone else to be present for general support, then a 

further comment box appears to provide more information around this.  

 You can then also tick the relevant person who will be supporting with this: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Underneath is a section around risks with an additional comments box to inform Careline 

staff, and an appointment preferences box.  
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Selecting a next Action: 

 To send this referral to Careline, you select an Action, under Section 6: 

 

 

 

 

 

 

 

 

 

 

 

 Select ‘Add’ and choose ‘Send to Careline’ from the drop down menu. Then select Careline 

Telecare under ‘Pass to team’. 

 If, for whatever reason this referral workflow is no longer required, you can select 

‘Cancelled’. 

 Once you have selected your Action, click ‘Add and Close’. 

 

 

 

 

 

 

 

 

 You can see this Action has now been added. Finally, you need to ‘Finish’ the workflow (via 

the green tick icon in toolbar), to complete this referral and send to Careline. 


