
Process Output Activity
Link to 
Another Process

Decision 
Point

As-Is Process

Field Office
Secretary

Field Worker

Documents

Regional Office

Home Operator

Page 11-1

11.1 Inspection & Renewal Process

Start

A

11.1.01 In September –
process initiates to

renew licenses / start
annual inspections

11.1.02 Regional Office
issues memo to Field Office

advising of time of
inspection & license renewal

11.1.03 Regional
Office issues

memo to Public
Health office

11.1.04 Field
Office receives

memo from
Regional Office

11.1.07 Contacts Home
Operator (letter or phone) to
initiate inspection process
with Public Health and Fire

11.1.09 Home Operator
schedules inspections
with Fire Department

and Public Health

11.1.08 Arrange
formal date with
Home Operator
for inspection

11.1.10 Field Worker
conducts inspection
(sometimes in pairs)

Inspection
guidelines /

checklist

11.1.05 Field
Office Secretary
prepares license

schedule

Some PPHs will
involve Field Office
Secretary for these

activities, and
others will not

11.1.06 Arrange
inspections with
Home Operators
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A

Inspection Report

11.1.12 Three
forms are
completed

License Renewal
Application

Addendum to
Application for

License

11.1.13 Complete 7
page inspection report

11.1.11 Keep Field
Worker informed regarding

what is outstanding  for
the inspection

11.1.14 Outline what
action is required for

compliance

N

Recommend
for renewal?

Y

11.1.15 Wait for
compliance

11.1.16 Meet with Operator
to review results of

inspection.  If needed,
negotiate compliance dates

11.1.18 Await for forms from
public health and and fire,
and put together with HSC

inspection information

B

11.1.17 Home Operator
forwards Public health and

Fire inspection forms to
Field Office / Field Worker

11.1 Inspection & Renewal Process
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C

B

11.1.19 Applications
and inspections
signed by Field

worker / supervisor

11.1.20 Application, license
and recommendations
forwarded to Regional

Office

11.1.20 Application, license
and recommendations
forwarded to Regional

Office

11.1.21 Retain copy for
files & keep track of docs

completed and due

11.1.22 Application and
reports received for

license renewal

11.1.23 Review documents
to make sure all reports

have been received and are
in compliance

11.1 Inspection & Renewal Process
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C
In

compliance
?

11.1.24 Contact Field
Staff regarding missing
documents.  Hold file
until receive all docs.

11.1.25 Enter
information

into database

11.1.26
Prepare

license for
signature

 11.1.27 Prepare
routing slip for
signature from

Manager and Director

11.1.28  License
is forwarded to
ADM’s office for

signature

E

N

Y

11.1 Inspection & Renewal Process
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EndE

11.1.29  Signed license
received.  Database

updated, including date
of license

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

 11.1.31 Signed
license mailed to

Home Operator with
copy to Field Office

11.1 Inspection & Renewal Process


