
 

 

June 5, 2015 
 
Dear Contractor: 
 
Recently the Division of HIV/STD/HCV Prevention updated many data mappings for 
contractors to include Linkage and Navigation services.  A critical component of Linkage and 
Navigation services is the documentation of referrals/linkages provided to clients.  To ensure 
consistency across the Division, we are issuing the following guidance pertaining to 
documentation of referrals/linkages in the AIDS Institute Reporting System (AIRS): 
 

1. Referrals/linkages for services given in the context of Linkage and Navigation services 
should only be documented in AIRS if the client accepts the referral/linkage and an 
appointment is made directly by agency staff. 
(Linkages are “active referrals” and linkage service entries should always have a 
corresponding referral entry in AIRS, e.g. Linkage to PrEP service should also have a 
Referral Provided to PrEP entry.)  
 
Referrals/linkages are documented in AIRS on the following screen in REFERRAL 
TRACKING: 
 

 
 



 

 

 
 
 
 

2. Follow-up on all recorded referrals/linkages is a contractor expectation.  Information 
regarding the outcome of the referral/linkage should be completed and documented in 
AIRS with the Referral Verification Section in the AIRS referral screen.  

 
 To add a Referral Verification, highlight the appropriate referral and Edit. 

Then enter the Date Service Verified and Status. 
Valid Referral Verification 'Status' entries; 
+01 Client Received Service 
-01 Client Refused Service 
-07 Lost to Follow-up 

3. If a client is lost to follow up and then re-engages in Linkage and Navigation services 
additional referrals may be tracked by following this process.    

4. If a client refuses to accept a referral/linkage the referral DOES NOT need to be entered 
into the Referral Tracking System. The client record should include notes that provide 
additional information regarding referrals/linkages offered and not accepted. 

 
 
Please direct any program related questions to your contract manager.  Questions of a technical 
nature or related to AIRS may be directed to Ron Massaroni at (518) 486-1320. 
 
Thank you. 


