
•If an interpreter is required then do not send out the Psynomics questionarie 

 
  

Referral received via the centralised NLFT 
email inbox

1. Admin staff to check referred SU is a 
resident and / or under a GP for the 

receiving borough 
2. Admin staff to confirm the SU meets the 

demographic referral criteria for the 

Admin staff to open referral on RiO (XXX 
Triage Team) under entry/exit (Appendix 

one)

Admin staff to upload referral 
documentation under clinical 

documentation on RiO

Acknowledgement email sent to the 
referrer by admin staff to inform them 
that the referral has been received and 

passed to the screening team.

Admin staff to add the following progress 
note to  RiO using the following template: 

'XXX SPA TEAM'
Referral received:  (Add date)

Referral uploaded for screening and 
triage)'

Admin Process

HCP Process

Does the 
service user 
meet basic  

referral 

YES

NO

YES

NO

Key:

Email sent back to the GP 
to advise that the SU does 
not meet referral criteria 

for the service 

Admin staff to allocate the 
referral to  SPA HCP via 
SPA clinic and relevant 

stream in RIO 
YES

SPA HCP to complete the following actions on 
RiO: 

1. Progress note entry to be completed
2. NEW risk assessment to be completed under 
'Risk Information' 
3. If applicable raise any safeguarding concerns 

Is SU suitable 
for assessment 
in core teams?

NO

SU discharged on RiO under entry 
exit (Appendix one)

SPA HCP to write to both the SU and 
GP advising of the referral outcome 
(including any recommendations) 
and to also share with Admin staff

Admin upload referral outcome 
onto RiO and send to the SU and GP 

YES

NO

YESIs this SU in 
crisis?

SPA HCP to triage the case 
appropriately. Referral to now 

follow the crisis pathway

Crisis Pathway/Risk

Decision point

SPA- Receive and screen and update EPR SPA- Triage

YES

Admin allocates referral to the 
Core/Wellbeing Pathway to commence 

assessment and treatment 

Admin adds referral accepted date added 
onto RiO

SPA HCP informs Admin staff of the referral 
outcome 

SPA HCP to 
decide on 
pathway
selection

External

Internal

Referral completed to external 
system partners/teams (E.g. VCS, 
Talking Therapies or social care) 

YES

NO

SPA HCP to review 
the referral.  If 

referred within 3 
months? 

YES

NO

Consider 
re-referral to 

previous 
service 

SU suitable 
for 

dedicated 
pathway?

Dedicated pathways are: EIS, 
memory service, NDD diagnostic, 
perinatal services, substance 
misuse services.

Additional information

YES

NO

Psynomics

Additional information

Psynomics
questionaire 

triggered?                  
NO

YES

If an interpreter is required then do not 
send out the Psynomics questionarie 

Admin checks for mobile phone 
number, and if available, then Admin 

sends questonaire to SU

4WW clock starts 
once referral has 

been uploaded onto 
RIO 

Acroynms
SPA HCP - Single Point of 
Access Healthcare 
Practitioner
SU - Service User
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