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Note on organization of this booklet: 
 
There are bolded statements in the booklet to help you along your path:  
 

Choose your own path: indicates that there is a choice-point that 
we see for you. Feel free to use this booklet in other ways as well. 
There are people who want understand everything first and there 

are others who want to try it and then go back to understand more. Both 
work! Sometimes you might be working with someone and want to use the 
handout in different way. Great! The path that we are all moving towards is 
to have more energy and mental clarity so that we can make better 
decisions, be more productive and have better health. If you can use any of 
this booklet or the series of booklets to do that, all the better. This is YOUR 
path.  
 

Videos: indicates that there is an online video available. There will 
be a description of what the video covers and a link.  
 

 
Action: indicates that there is a worksheet that lets you personalize 
the material. 

 
 

Reflection: We are so filled with people and devices pulling for our 
attention that sometimes we forget to stop and reflect on what 
we’ve learned and how it applies to us. These questions will help 

you reflect on what has been covered. Thinking about and answering these 
questions helps the information wire into your brain more deeply so that the 
actions do not have to be repeated as many times. We will generally leave 
space nearby to write your own notes about the refection.  

 

Summary: a wrap-up is provided at the end of each chapter.  
 
 

Story: indicates a short story about a specific point.  
 
 
Science: indicates a section that goes deeper into the science 
behind a concept.  
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Recognizing you’re not always the best person to help: 

 

One of the hardest moments as a Connector (therapist, coach, 

professional, friend) is when you are sitting with your client or friend and 

think, “You need help, and I don’t have the skills/time/desire to help you.”  

 

When you think that a mental health problem is one of the factors affecting 

the person or issue you have been asked to help with, it is important to 

know: 

 when to refer, 

 what to say, and  

 who to send them to. 

When to consider a referral: 

As a Connector, here are some cues about when to get mental health 

experts/providers involved: 

 When you are not sleeping at night because a client’s issue is outside 

your scope of practice or comfort;  
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 When you feel uncomfortable, or the discussion is outside your scope 

of practice or experience;  

 If their lives/thoughts/emotions are so chaotic that you are unable to 

make progress on what you were asked to help them with; 

 If you are tired of a repeated story; 

 If the person directly expresses, or you are concerned, that they are a 

danger to themselves or others; 

 If you suspect a substance abuse problem that is affecting their 

progress; 

 If they are severely underweight, perhaps with an eating disorder or 

some other medical problem;   

 If you suspect that the person is in a situation that involves physical 

or emotional abuse. 

 

Put on Your Oxygen Mask First 

If you are good at what you do, the types of problems you are asked to help 

with will be more complex. High emotionality almost always makes a 

problem more complex. Recognizing and getting your own support will help 

you make better decisions around that complexity. It can be as simple as 

confidentially summarizing the situation to a colleague, friend, or referral 

partner. Often hearing how you explain the situation to an objective person 

will clarify whether or not handling this alone is in the best interest of both 

the person you are connecting with and yourself. If it becomes clear that 

going it alone is not serving anyone, this booklet will walk you through the 

steps of building more of a support team.  
 

I am going to repeat this because this is a step that people often skip:  

 

Putting on your oxygen mask first is talking to someone about the situation.  
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If you don’t have a confidant that you can talk to about challenging 

situations, make this your first priority. This could be a friend, professional 

colleague, spouse, therapist, coach, or minister. Go through the steps 

outlined in the section “Who to refer to” or the chapter “How to find a 

therapist” for yourself - the same process can be used for find other 

professionals.  

 

A note about confidentiality: It’s okay to talk to a confident if you omit all 

identifying information about the person you are concerned for, such as 

name, age (you can use an age range instead), occupation, and other 

identifying details of the story.   

 

One of the important brain rules that I discuss with clients is that the brain 

does not like being alone and the only one knowing something. Sharing 

with one person can make all the difference.  

How to Prepare to Have a Conversation  

Having a frame for how to have a difficult conversation is helpful. 

Sometimes this has to be done over a series of appointments, as you 

collect information about what is going on and express what you need.  

 

One frame that I like is presented in Julian Treasure’s TED talk on 5 Ways 

to Listen Better. Listening is essential for motivating people to change. 

When the person you are concerned about knows that you have listened to 

the challenges of their lives, it becomes easier for them to hear that you 

want a bigger support team for them. Whatever physical or mental health 

challenge they have, it does not represent all of who they are. Although 

their current challenge may be something you don’t have the skills to work 

with, you can help them find people who specialize in those specific 

concerns.  

 

Here are Julian’s 5 steps of RASA-B:  

https://www.ted.com/talks/julian_treasure_5_ways_to_listen_better
https://www.ted.com/talks/julian_treasure_5_ways_to_listen_better
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1. Receive/listen to the information: Separate the person’s goal or 

intension is for connecting to you as a friend or professional from 

what is beyond your scope.  

2. Appreciate the information. If this was happening in your life, how 

would that make you feel?  

3. Summarize the information to the person. By summarizing the 

information, the person then knows that is has been received. 

Summary is not when you include what you think they need to do 

about it, it is just a restatement of what they have shared with you. 

Include what you heard them articulate about their goals/intensions, 

the extra challenges in their lives, and feelings that they have 

expressed. 

4. Ask. Now that the relevant information has been restated by you, you 

can ask about the information by saying, “Can I ask more 

information?” If you are given permission you can then ask more 

detailed questions because you know that they are willing to re-

examine the problem. Another great early question to ask is “How 

would you like me to be helpful in this area?” Then they have to ask 

themselves if it is your roll to be the witness and problem solver for 

whatever is challenging them. Be sure to listen to their answers. 

When we have been struggling with a client or friend we often wait 

too long and just want it to be done.  

5. Be Clear If they ask you to do something that is not within your role 

or that you’re not comfortable with, be clear about what you can and 

can’t do. This opens the possibility of a referral. 

How to have the conversation and make the referral: 

When I make a referral and am concerned that it will not be welcomed, I 

usually write it out as a letter to give to my client. This does a couple of 

things for me. Having a written plan helps me be more confident and 

emotionally present for what actually occurs in the conversation with the 

client. It also provides a backup plan if it goes poorly. Very rarely do I need 

Natash
Typewritten Text
4



 Creative Commons Licence: Give Attribution, Non-Commercial Purposes Only, No Derivative Works  
 Contact: Dr. Kristen Allott allott@dynamicbrainsconsulting.com  www.KristenAllott.com 

 

to give the client the letter because once I have worked through the steps 

of RASA-B they ask for the referral because it becomes clear in our 

conversation that they need to respect my boundaries in order for our good 

relationship to continue. 

 

The letter has the following parts: 

1. A statement that this is a letter of referral; 

2. A summary of the information learned through listening; 

3. A statement of the problem that you are tasked to help with and what 

your roll is for them; 

4. A statement that it is your job to refer when something is out of your 

comfort zone, expertise, or license;  

5. The names of 3 professionals who can help. 

Who to refer to  

 

It’s worth having the following people in your referral network. Ideally, you 

have interviewed them and know their areas of expertise and if they are 

able to work with the challenges that you want to refer. They might also 

need you as a referral. 

 Therapists with specialties in addictions, divorce, self-harm 

 Naturopathic Doctor 

 Acupuncturist 

 Prescriber (psychiatric nurse practitioner/ psychiatrist) 

 Addiction therapist or treatment center 

 Eating disorder therapist or treatment center if you work with women 

or children 
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Here are some ways that you can build your referral network: 

1. Call a colleague and ask if they know someone who deals with the 

specific issues you need to refer for. This is a great method because 

you also get some emotional support from talking with your 

colleague. It reminds people of your professionalism and reminds 

them that referring people with complex issues is part of the job.  

2. Look on the internet for someone in your area. Often, mental health 

providers are happy to have a brief conversation about a potential 

referral and it gives you an opportunity to confirm whether or not they 

are available. Plus, this is good networking, and even if they are not 

the appropriate for the person you are currently referring, they might 

be for someone in the future.  

3. If you have not done one of the two steps above, after you have 

started the conversation with your client about needing a referral, you 

might ask if they want help looking on the internet. I sometimes show 

my client the three referrals I have identified on the internet and say, 

“Let’s call them now”. Sometimes the best thing we can do for 

someone is to help them take the next steps needed to change their 

life. The brain does not like doing new things alone.  You can use the 

next chapter on How to Find a Therapist.  

 

The Referral Letter 

I find it far easier to write something if I am not starting with a blank piece of 

paper. Please tailor this to suit your needs; the italicized statements are for 

you to choose from.  

 

Dear [Name]: 

 

I would like to refer you to a [therapist, naturopathic 

doctor, acupuncturist, mindfulness practitioner, primary 

care provider, prescriber (ANRP, psychiatrist), 

Choose the one 
that corresponds to 
the need. 
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nutritionist].  

 

The reason for the referral is that I have [observed/heard] the following [fill 

in the blank].  

 

I am referring you because [choose from or modify one of the scenarios 

below]. 

 

 If they are stuck on a story or repeating a story:  

... we return over and over again to the same conversation about [fill in 

the blank]. Sometimes when our brains get stuck on a subject we can’t 

move forward. I think a therapist might help unstick that story.  

 

 If you or they are concerned about self-harm:  

... you mentioned “not wanting to do this anymore” in a tone that makes 

me concerned for your life. It is my understanding that thoughts of 

suicide or self-harm come when the brain can’t see any possible 

alternatives. I want you to be safe. One of the problems with suicide is 

that it is also very contagious to other family members and I think your 

family would miss you. I would like to help you find someone who can 

help you out of the darkness.  

 

 Their story is very emotional and the person need to talk rather 

than problem solve:  

... I generally recommend that when someone is going through 

something this complicated that they seek emotional support. I know if 

[or when] I was going through what you are, I would need [needed] 

someone to help me process the rawness of the story.  Do you have a 

therapist, friend or family member who you can discuss things with? Can 

I help you to find one? I have a therapist that I work with that clears the 

details so I can then deal with the major themes. This will help us make 

progress on the work you and I do together.   
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 If it’s a friend whose life is always the center of the conversation:  

You are a good friend and what you are going through is a big deal. 

However, when we get together, you only share what is happening in 

your life. I feel [helpless/overwhelmed] by your story. I am not equipped 

to cope with the complexity of your life right now. I think you would 

benefit from working with someone such as a therapist. I am happy to 

focus on helping you take action on finding a therapist. In the meantime, 

I would still like to be friends but not go into the details of your life. How 

about when we get together we [do a shared activity, discuss a specific 

topic, go to the movies, read the same book, work on scrap booking our 

photos of the past]. Sometimes, you can ask for time to talk about how 

things are in your life, but it seems like our conversations drift back to 

what’s going on in your life, which is why I’d like us to focus on mutually 

enjoyable  activities.  

 

As a trusted [advisor, coach, friend] it is my job to assist you in reaching 

your goals of __________________. I’m not as effective or helpful when I 

am working out of my comfort zone. [As a professional,] I refer to experts 

when something is not within my area of expertise.  

 

Here are the names of three people who can help.  

 Referral 1 

 Referral 2 

 Referral 3 
 

Here are places you can cold call if you need immediate help problem 

solving: 

 911 

 311 

 Crisis line in your area 
 

Sincerely, [your name] 
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In summary, here are the steps to make a referral:  

1. Get your own support through a colleague, potential referral, and/or 

your own connector, 

2. Listen to what is happening to the person, 

3. Appreciate how difficult the situation is for the person, 

4. Summarize back to them so they know that they heard you, 

5. Ask to ask more questions about how you can help them with the 

(professional) goals that you are trained or equipped to work with, 

“How would you like me to be helpful in this area?” 

6. Collect information about what support they already have, 

7. Clarify what they need your help with and what you feel comfortable 

helping them with, 

8. Find appropriate referrals for their situation, 

9. Write a letter of referral to summarize the information and provide 

referrals, 

10. Have a conversation about referral.  

 

Make a Plan for When to Refer and To Whom 
 

As a Connector, remember the cues about when to think about referring 

and creating a larger support team for your client, colleague or friend. 

Specifically when to get mental health experts/providers involved: 

 When you are not sleeping at night because a client’s, colleague’s or 
friend’s issue is outside your scope of practice or comfort;  

 When you feel uncomfortable, or the discussion is outside your scope 
of practice or experience;  

 If their lives/thoughts/emotions are so chaotic that you are unable to 
make progress on what you were asked to help them with; 
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 If you are tired of a repeated story; 

 If the person directly expresses, or you are concerned, that they are a 
danger to themselves or others; 

 If you suspect a substance abuse problem that is affecting their 
progress; 

 If they are severely underweight, perhaps with an eating disorder or 
some other medical problem;   

 If you suspect that the person is in a situation that involves physical 
or emotional abuse. 

 
Here are the steps that help in making a referral. Use this list to remind 
yourself of what you need to think about and do. 
 
1. Create your own support structure. 
 

 

2. Have a conversation with your client/friend, remembering to: 

6. Receive/listen the information;  

7. Appreciate the information;  

Who are you confidentially talking to about this client/friend? What 
is your concern? How will you describe the problem to someone? 
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8. Summarize the information back to the person;  

9. Ask. “Can I ask more information?”  “How would you like me to be 

helpful in this area?”; 

10. Be clear about what your roll can be. 

 
3. Make a referral 

The referral letter has the following parts: 

6. A statement that this is a letter of referral; 

7. A summary of the information learned through listening; 

8. A statement of the problem that you are tasked to help with and what 
your roll is for them; 

9. A statement that it is your responsibility to refer when something is 
out of your comfort zone, expertise, or license;  

10. The names of 3 professionals who can help. 
 
If you need immediate help to problem solve because you are concerned 

about your client’s/friend’s life or that of another person, please call one of 

the following numbers: 

 911 

 311 

 Other crisis hotlines in your area 
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