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1. Introduction 
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This Help Guide explains the process of making a referral to ADS from LCS (Social 

Care / LCS workers) 

2. Complete and Send Referral Form (Allocated Case Worker) 
 

Navigate to Demographics and then click on the Forms tab. 

 

 

Select the Adolescent Development Service (ADS) Referral form and then click 

Start.  

 

 

 

Click Start Blank. 

 

 

 

Next, record the form start date. The Allocated Case Worker’s name and Department will 

be recorded automatically. 
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Navigate to the Person making the referral section and complete information about the 

person creating the form. 

 

 

Next, complete questions in the following sections: 

 

• Referral Details 

• About the Person Being Referred 

• Primary Carer Details 

 

 

 

 

To complete the form, navigate to the Send Referral to ADS Team (EHM) and 

complete the following information: 

• Date of Transfer 
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• Comments 

• Are parent’s aware of the transfer? 

• Transfer Recipients Tray – Adolescent Development Service 

• Date Transfer form completed 

Once complete, click Send to ADS Team (EHM).  

 

 

Click OK.  

 

 

The form has now been sent to the ADS Team.  

 

 

3. Process Referral Form (ADS Duty Worker) 
 

New referrals from LCS are received within the Adolescent Development Service 

New Referrals group tray. Navigate to the tray and click on Pickup next to the task.  

 

 

The transfer service between LCS and EHM runs every 5 minutes. It may take 

up to 5 minutes for the transfer task to reach the EHM system. 
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Click OK. 

 

 

Click Complete Transfer. 

 

Click OK. 

 

 

The transfer has now been completed. Click on the young person’s name to access 

their record.  
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Click Create a new Adolescent Development Programmes Referral.  

 

Click OK.  

 

 

Click Start. 
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Click Assign to me then click Assign.  

 

 

 

Click Create a new Adolescent Development Service Referral. 

 

 

 

Select the referral form for copying and then click Copy Forward Selected.  

 

 

Record the date and select the New Referral received in the Referral Tray from 

Social Care LCS (ADS workers only). 
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Review the remainder of the form and then click Finalise Enquiry. 

 

 

Click OK.  

 

 

Next, pick up the task from the Adolescent Development Service New Referrals tray. 

 

 

Click OK. 

 

Navigate to the Referral Outcomes section and: 

• Record the Referral Outcome 

• Record the Reason for the Outcome 

• Record the date 

• Click Finalise Enquiry 
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Click OK.  

 

 

Click Authorise.  

 

 

Click OK. 

 

 

If the outcome of the referral is Adolescent Development Service Episode, the workflow 

will be triggered. 
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Where the outcome is No Further Action, the workflow will automatically close.  

 

 

▪ End of Document 


