Reviewing Host Family References in Global Link
· Note: emails will automatically be sent to references when the host family’s OA is accepted
To search for a reference for a specific host family:

1. In the hostfam’s service case record, click on the ‘reference’ tab
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2. Click on the ‘open’ link to review references according to reference status:
Note: the statuses are defined as follows:

a. Requested: email was sent to reference but hasn’t been returned

b. Submitted: reference was submitted but it hasn’t been reviewed

c. In-Review: additional follow up is required

d. Used: reference is approved and counted as one of the required references

e. Not-Used: if two references have already been submitted and the requirement is fulfilled, update the third reference to this status to stop sending the email to this person. 
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To follow up with and submit the form for a reference:
1. Click on the ‘open’ link to review references in ‘requested’ status

2. Scroll down to the bottom of the form to retrieve the phone number of the family
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3. Type the reference’s answers to the question directly into the fields provided;
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4. Under ‘Staff Comments’ enter ‘taken over the phone by (your name)’ and date.
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5. Click ‘save’
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6. Change the reference status to ‘submitted’ and save.
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To re-send an email to a reference

1. From the reference tab open a requested reference and select ‘resend e-mail for reference’ 
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2. Click  ‘save’
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