
Family Centre Referral Form 

Viewing Referral Form Details 

Nominated members from each quadrant will receive an email notification when a Family Centre 

Referral Form is completed for a family living in their quadrant.  

Click on here in the notification email to be taken to the Early Years Portal to log in and view the 

referral form.  

Click on centre service request form 

 

 

 

 

 

This will then display a search screen where you can enter criteria to narrow your search results. You 

can narrow your search on status, reference number, submitted date range and processed date 

range. Once you have entered your criteria click search. 



 

 

 

 

 

 

 

 

 

 

 

 

 

This will then display your list of results with some summary information about the referral. Click on 

the parent name to view the referral. 

 



Click on confirm receipt to change the status of the referral to in progress.  

When the referral has the status of in progress you are able to print the referral by clicking print 

PDF.  

 

When the status of the referral form is in progress you are able to process the request be clicking 

process request.  

You will be then taken to the process service request progression section. This section allows you to 

decide if the referral can be accepted or declined by the Family Support Service.  

 

 



If the referral is accepted then the following screen will display. You are required to fill out the 

following fields FC group name, name of FC worker, phone number, email and internal note. Once 

entered click save. 

If the referral is declined the following screen will display. You are required to fill out the internal 

note. Once entered click save. 

 

 

 

 

 

 

 



Whether the referral is accepted or declined the referrer who completed the family centre referral 

form will receive an email with the information entered from the screenshot above (apart from the 

internal note).  

 

The status of the referral will then change depending on whether the referral form has been 

accepted or declined. All referral forms for your quadrant regardless of status can be viewed at any 

time in the Early Years Portal. 

 

 


