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5.1 Admissions Process

Referral Form
(can be

different in
each region)

Start

5.1.01 Field Office /
Worker receives call /
referral to the program

(from Hospital,
Applicant, family

member, community)

5.1.02 Field Worker
answers inquiries and
does initial screening

of applicant

5.1.03 Request Referral
Form be sent to referral

source.  Inform of financial
requirements, and to

contact the OPGT

5.1.04 A consent form will
be sent out with Referral

Form enabling more
information to be obtained

on applicant (I.e. from
hospitals)

Consent Form
(Form 14 )

5.1.05  Receive
Referral Form from

referral source
A
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A

5.1.06 Discuss issues
with referral /

application with
Finance if required

5.1.07 Finance involved
in referral program to
respond to inquiries /

issues with application

5.1.08 Referral reviewed
at intake meeting (team

of Field Workers) to
determine suitability

Accept
referral?

Y

N
5.1.09 Contact referral
source.  Give reasons
for refusal and offer

alternatives.

5.1.10 Field Worker
assigned to follow up
with referral / referral

source

5.1.11 Field Worker informs
referral source of status and
obtains more information if

needed

Field Worker should confirm
OPGT status and obtain
OPGT number at this time.

B

5.1 Admissions Process
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B

5.1.12 Conduct interview with
applicant.  Inform about

program and conduct a needs
assessment.

Is applicant
suitable for
program?

Y

N
5.1.13 Advise applicant
of alternatives (I.e. what

other options are
available)

5.1.14 Consult Home
Operator(s) to determine
availability / willingness to

accept applicant

Operator
willing to
accept

applicant?

Y

N

5.1.15 Try other
homes

5.1.16 If no other homes
are available, then discuss
alternatives with applicant

5.1.17 Pre-placement
visit is arranged with

Home Operator
C

5.1 Admissions Process
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C

5.1.18 Pre-placement visit
with Home Operator,

Applicant, Field Worker and
possibly family member (or

referral source)

5.1.23 Applicant,
staff and Home
Owner agree to

place

Operator /
Applicant

accept
application /

home?

Y

N

Is home
full?

5.1.19 Try other
homes /

alternatives

N

Y

Place resident
on waiting list?

5.1.20 Applicant is put on
waiting list and may be

placed in  alternate home
(and may transfer later)

5.1.21 Request to over-
bed home completed or
provide alternatives to

applicant

5.1.24 Agree
on placement

date

5.1.25 Financial
responsibility form

completed & signed by
applicant / committee

D

5.1.22 Review and
approve/deny request to over-
bed.  If approved, applicant will

be placed in home

Y

N

5.1 Admissions Process

Financial
Responsibility

Acknowledgement
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D
5.1.26 Final
placement

5.1.28 Applicant
signs Form 14
(consent form)

Form 14 –
consent form

5.1.27 Home
operator receives
more information
about applicant

5.1.30 Field worker completes
referral / application form,
signs form and sends all

forms to Secretary

5.1.29 Field Worker
initiates ODSP process
(for all applicants) by

completing ODSP form.

5.1.31 Secretary
receives forms

5.1.32 Obtain RAN
# from Supply &

Financial Services

5.1.33 Receive
request from

Secretary to create
RAN #

5.1.34 Assign
RAN #

E

F

5.1.37 Record
RAN # on all
documents

5.1 Admissions Process

Notice of
Admission / Re-

admission
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E

F
5.1.35 Check OHIP #
on RPDB (Registered
Persons Data Base)

5.1.38 Resident
data information

recorded in
database

5.1.36 Advise Field Staff
if any irregularities in

OHIP # (HSC is not an
insured benefit)

5.1.39 Receive files
from Queen Street to
obtain signature and
distribute (Whitby)

5.1.40 Distribute forms:
original to MOH, copy
to MCSS (ODSP) and

OPGT

5.1.41 Resident file
created &

maintained.
Documents filed.

5.1.42 Receive
forms from
Secretary

5.1.43 Check
completion of forms,

accuracy and signature
of Field Worker

5.1 Admissions Process

5.1.44 Sort forms
(admissions from

transfers) Record in
movement log.

Movement Log

5.1.45 Distribute
copy to audit and
maintain copy for

resident files.

G

Carbon copy
for Resident file
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G

5.1.47 Verify
completion of billing

party info (from
attached fin. stmt.)

Check
if

under
OPGT?

5.1.50 Batch
and assign

batch
number

N

Y

5.1 Admissions Process

OPGT
information

completed on
the form?

5.1.46 Follow up
with Field Worker

to determine
status

5.1.49 Ensure
OPGT number

is on form

5.1.48 Ensure
financial declaration

form has been
received & signed

H
N

Y

Batch Log
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5.1 Admissions Process

5.1.52
Input data
into HSC
system

5.1.51 Enter
data on Batch
Control Sheet

5.1.53 Enter
data into
Header
Record

5.1.54 Enter all
data from

Admission Form
into HSC system

End

BVL report from
HSC system

indicating
accept input

H
Data

rejected
?

5.1.56
System
updated

5.1.55
Investigate
and correct

errors

Y

N

5.1.57 Batch
documents
retained for

audit

Batch Control
Sheet


