
CNY Referral Network Standards 
The purpose of network standards is to provide guidance on how partners should operate within the network to ensure 
success. The success of the network is determined by the commitment of network partners to comply with the set 
network standards. Referrals and Cases are routinely monitored by the Coordination Center to offer assistance  in closing 
the referral gap. 
 

Action Metric 
Acknowledge referral by either: 

• Accepting 

• Rejecting 
• Holding for review 

1 Business day 

Coordination Center will email the receiving 
organization if the referral still needs action. 

2 Business days 

If referral is moved to “In Review”, move to: 
• Accepted 

• Rejected 

3 Business days 

Contact client- If unable to reach client on initial call 3 Times over the course of 7 business days 
*Documenting each call in the notes 

Responsibilities: 
 

Sender - The individual who initiates the referral to a participating network partner is responsible to: 

• Review existing client’s Face Sheet to include profile, cases, and referrals 

• Use the Social Determinants of Health screening tool with the client when applicable 

• Send to the CNY Coordination Center OR Review potential receiving organization’s program information to ensure 

it’s an appropriate referral 

• Document detailed notes that accurately describe the reason for the referral (not including PHI) 

• Educate client on referral process and what to expect 

• Monitor the referral (email notifications will be sent as updates are made to the referral) 

• Respond to inquiries made from receiving organizations and/or the CNY Coordination Center 

Receiver- The individual who receives the referral is responsible to: 

• Adhere to Network Standards (Review the referral within 1 business day to determine if it should be: accepted, 

rejected, or put on hold) 

• When a referral has been accepted, review the client’s Face Sheet to include profile, cases, and referrals 

• Reach out to the sender and/or the client for additional information needs (End-User information is available in the 

Network section of the platform) 

• Update notes that clearly explain the actions being taken 

• Close the referral when the client’s need has been addressed using the appropriate dispositions 

• NOTES SHOULD BE UPDATED WHEN: 

o A referral is in a Hold status with phone call attempts, as well as weekly updates regarding the referral. 

o A case has been accepted and remains open for more than 2 weeks. Updates should be made weekly until 

the case is closed. 
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