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1. Click on the Support Line Referral link

2. Select your organisation code.

= Make a written note of the
organisation code assigned to your 0 S
employer. PA GZ

Welcome to the Self Referral portal. Please enter your email address below to start the process.

=  Your organisation code will auto
popU|ate_ flel_ds on your Counselllng Please make a note of the Code d with your Of Employer
form so it’s important you select the Please write down the relevant Organisation/Employer code from the list below before you proceed.

This code will not reappear so you MUST write it down now before proceeding

Onee you have submitted the form, an access code will be sent to the provided email address.

Write your organisation code
down, once you have passed this
screen, you will not be able to
return.

right code.
= If you are unsure of your organisation Gnates  —
code, please give the team a call on Commercial Senices Group I
0330 124 9994 option 2 - r—
**TOP TlP** Healthcare _
Kent County Council _
[

Other Organisations

3. Enter your email address Email Address

4. Request an access code. 3

= Type the letters you see on screen and /" dminx
select Request Access Code. This will

send an access code to the email

address you have provided.
= Copy and paste the access code from

your email into the boxes provided and

click Submit Access Code E] E] E] E] E] E]

StaffCareServices is a trading style of Commercial Services Kent Ltd (Reg No. 5858177) a company wholly owned by Kent County Council.
Registered in England and Wales. Registered Office: 1 Abbey Wood Road, Kings Hill, West Malling, Kent ME19 4YT.



https://commercialserviceskentltd.opasg2.com/selfreferral/authenticate
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5. Enter your organisation code

= Enter the organisation code A
(previously written down) in the boxes OPASG2
pr0V|ded, Self Referral

= Your organisation code will auto - e ——
populate fields on your counselling
form so it’s important you select the 000000
right code.

6. Select Support Line Counselling Request

Standard system default config for Self Referrals. This config can be edited but it

a. Support Line Counselling Request cannot be deleted.

7. Complete the Support Line Counselling Request form

= You must complete all mandatory fields

= Once you have submitted your counselling request form you may expect a call from
the counsellor over the next 48 hours to arrange your first appointment.

natasha.godden@staffcareservices.org.uk 00:28:28

a. Support Line Counselling Request

Personal betals v _

B

Please enter your details Sections

Given Name * Family Name *

Personal Details
Date Of Birth * Telephone Number *
DD/MM/YYYY Counselling Request
Home Address *

F | Address input 7

Counselling Request v

Work Location

Directorate.
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