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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; 

 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. 
 

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

1. Receive/listen the information;  

2. Appreciate the information;  

3. Summarize the information back to the person;  

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

helpful in this area?”; 

5. Be clear about what your roll can be. 

 
3. Make a referral 

The referral 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 responsibility to refer when something is 
out of your comfort zone, expertise, or license;  

5. 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 
 


