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10.1 Licensing Process (New Home Owner)

Start A

10.1.05 Give
reason

Guidelines re:
requirements for
Home Operators

10.1.01 Field Worker receives
inquiry from potential Home

Operator about the program and
an existing home for sale

10.1.02 Confirm that applicant
has submitted a conditional
offer on the home “pending

approval of license)

10.1.03 Regional office is
kept informed of applications /

interest (ongoing)

10.1.04 Have interview with
prospective owners:
determine suitability,

financing, experience, etc.

Suitable for
the

program?

N

Y

End
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10.1.09 Home
Operator provides
copy of purchase

offer

10.1.06 Conduct
interview (if not already

done)

10.1.08 Fill out
application for new

license

10.1.07 Update Head
Office regarding

application and status
(ongoing)

BA

10.1.10 Conduct
police, credit and
reference checks.

Involve legal if
required.

10.1.11 Meet as team
to review and decide

on application

10.1 Licensing Process (New Home Owner)

 Application for
License
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B
Proceed with
application?

10.1.13 Conduct second
interview applicant in home.

Review guidelines and conduct
inspection

10.1.12 Provide
reasons

Are new
inspections
required?

10.1.14 Obtain new
inspections

 10.1.15 New owner
provides public health,

fire and HSC
inspection letters

 10.1.17 Confirm
closing date

C
10.1.16 Complete
amendment form

N

End

Y

10.1 Licensing Process (New Home Owner)
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 10.1.18 Forward
documents to
Field Office

C

 10.1.19 Provide
orientation and

ongoing education for
new Home Operator

 10.1.20 Provide letters to
family, agencies and
service providers to

update on status of home

 10.1.21Secretary receives
documents.  Retain copy for

files and send originals to
program office

 10.1.22 Setup
new Home

Operator file

 10.1.23 Application and
inspection reports

received from Field
Office

 10.1.24 Review
documentation.

Check for approval
and completeness

 10.1.25 Forward to
Regional Manager for

approval
Approved?

N

Y

 10.1.26 Give
reason

 10.1.27 Update
Field Office

(memo)
C

 10.1.27 File
Memo

10.1 Licensing Process (New Home Owner)
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C
 10.1.28 Update
HSC database

 10.1.29 Prepare
license for signature
from ADM.  Assign

license number

 10.1.30 Prepare
routing slip for
signature from

Manager and Director

 10.1.31 License is
forwarded to ADM’s
office for signature

 10.1.32 Signed license
received.  Database

updated, including date
of license

 10.1.33 Prepare
letter to be mailed
with license.  Mail
letter and license.

D

10.1 Licensing Process (New Home Owner)
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10.1.34 Signed
license mailed to

Home Operator with
copy to Field Office

D

 10.1.42 Signed
amendment form

forwarded to Supply and
Financial Services

 10.1.35 Receives files.
Enters new Home

Operator information
into database.

 10.1.36 Enters new
home name and

license number on
Resident database file

 10.1.37 Close old
Home Operator file &
updates closed home

info in database

 10.1.38 For each
Resident, a

transfer form is
completed

 10.1.39 Form is forwarded to
Supply and Financial

Services, OPGT, MCSS
(ODSP) with copy kept on file

 10.1.43 Supply and
Financial Services

receives amendment
form

 10.1.44 Check for
authorized signature
and completeness of

form.

 10.1.45 Rechecks
effective date of

license (if not the first
day of the month)

F

E

10.1 Licensing Process (New Home Owner)
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End

E

F

 10.1.40 Secretary
provides training /
orientation for new
Home Operators

 10.1.46 System
calculates

payment amount
based on date

 10.1.41 Sends letters to
family, agencies and service

providers to update of
status

 10.1.47 Set up log
book and obtain
vendor number

 10.1.48 Walker
account  set up

with vendor
number

 10.1.49 Input
license data into
HSC and NETS

 10.1.50 Receive
banking info from

Home Operator and
input into NETS

 10.1.52
Systems
updated

 10.1.51 Walker
updated with

banking
information

10.1 Licensing Process (New Home Owner)

 Payment Directory
Data Form

 Reference Data
Form


