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Sample Warm Handoff Protocol for Community Health Center Referrals

Purpose: To ensure that families feel supported and informed when transitioning to services outside of the community health center (e.g., early intervention, infant mental health, preschool special education, sub-specialty care).

Team Roles & Responsibilities:

1. Primary Care Provider (PCP)
Role: Initiator of Referral
Responsibilities:
· Discuss the referral with the family using plain, respectful language
· Explain the purpose, benefit, and next steps
· Document the reason for referral in the electronic health record (EHR)
· Provide initial clinical documentation required by the referral agency
· Warmly introduce the care coordinator (in person or virtually)

2. Care Coordinator or Referral Specialist
Role: Central Point of Contact for Coordination
Responsibilities:
· Meet with the family to review referral details
· Confirm family understanding and answer questions
· Obtain consent for release of information and coordinate paperwork
· Contact the receiving agency/provider to confirm referral was received
· Schedule follow-up with the family to check on referral status (within 5 days and again by 14 days)
· Ensure outcomes are recorded in EHR

3. Medical Assistant or Front Desk Staff
Role: Administrative Support
Responsibilities:
· Provide the family with referral handouts or care instructions
· Assist with scheduling any appointments, transportation coordination, or interpreter needs
· Ensure the family leaves the visit with clear next steps and contact information

4. Behavioral Health or Early Childhood Specialist (if applicable)
Role: Supportive Services Connector
Responsibilities:
· Join the handoff if the referral is behavioral, developmental, or social-emotional
· Offer trauma-informed guidance and emotional support to the family
· Coordinate directly with the receiving mental health or early childhood provider as needed

5. Family Engagement Liaison or Peer Support (if available)
Role: Family Advocate
Responsibilities:
· Provide lived experience and emotional support during the handoff
· Help the family prepare questions for the new provider
· Follow up with the family after the first appointment to offer continued encouragement

Key Elements of a Warm Handoff:
· In-Person or Real-Time Introduction (phone, video, or live)
· Simple, Clear Language tailored to the family’s literacy level
· Acknowledgment of Family Values and Concerns
· Documentation of All Steps in the EHR and referral tracking tool
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