
Suffolk Information Partnership Warm Handover Referral Proccess

Discuss referral with 
client, identify 

organisations that can 
support and gain client’s 

consent

If urgent or complex 
phone organisation the 

referral is going to to 
make initial contact 

and alert them that a 
referral will be coming

Fill in online SIP 
Warm Handover 

referral form, 
hosted on Microsoft 

Dynamics by SCC

Check you have 
entered your work 

email address 
correctly so you 
receive a copy

Add contact details 
for client / carer and 
reasons for referral, 
only giving relevant 

information

Choose the 
organisation(s) you 
are referring to and 
give a reason why

Referral data is stored in 
Microsoft Dynamics and 

system automatically 
generates encrypted 

emails with the referral 
contents to the referrer 

and organisation(s) being 
referred to

In your inbox open encrypted 
email containing a copy of the 

referral following the one 
time passcode instructions. 
(Passcode does not apply to 
Suffolk County Council and 

related staff)

Save contents of the email
to the client’s file or another 

secure area and retain according 
to your organisation’s policy

Referring organisation

Receiving organisation

Check email box regularly 
during working hours for 

referral emails, or following 
a phone call

Email will come from: Connect.Suffolk 
Portal - Do Not Reply

Subject: OFFICIAL-SENSITIVE SIP Referral 
(SIP-xxxx-xxxxxx) and may be encrypted

Open the referral email

For organisations not using Suffolk 
County Council IT systems the email 

will be encrypted. Open using the 
onetime passcode instructions

Staff member to contact 
client within 5 working days 
to acknowledge receipt of 

referral and discuss delivery 
of support and timescales

Depending on discussion with client / 
referring organisation 

save or remove their details, including the 
encrypted email, in accordance with your 

organisation’s data retention policy 

Client

If client has not heard from 
organisation they have been 

referred to they should 
contact the person they have 

been dealing with at the 
referring organisation

Copy and paste contents and 
forward on to appropriate 

team or into client database 
for action

If staff member feels referral
is inappropriate contact referring 

organisation within 5 working 
days to discuss

Submit the form
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