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6.1 Transfers Within / Between Homes Process

Start

6.1.01Request to transfer
received from Home

Operator, Resident, Field
Worker or Family

6.1.02 Discuss with
Resident / Home

Owner reasons for
transfer

6.1.03 Notify Family /
Case Manager of
request to transfer

Is transfer
supported

?

Y

N

6.1.04 Attempt to
resolve issues with
Resident / Home

Operator

6.1.05 Notify Family /
Case Manager of
request to transfer

A
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A

6.1.06 Find available
accommodations (may
require over-bedding)

Need
immediate
transfer?

Y

N

6.1.07 Request
external involvement if
required (I.e. Police,

Psychiatrist)

6.1.08 Look at available
options with Resident.

Seek availability of other
homes.

6.1.09 Discuss transfer with
Home Operators.  Determine
availability of beds, setup pre-

placement visit.

6.1.10 Pre-placement
visit with Homer

Operator, Resident and
Field Worker

Accept
transfer?

Y

N

6.1 Transfers Within / Between Homes Process

6.1.12 Confirm transfer
date.  Implement

transfer.
B

6.1.11 Offer similar
transfer, or cancel
transfer, or offer

alternatives.
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6.1 Transfers Within / Between Homes Process

B

6.1.13 Inform Field Secretary
re: transfer.

Complete and sign transfer
forms, forward to Secretary.

6.1.14 Facilitate move
(possessions,
information,
medication).

6.1.15 Secretary receives
signed transfer forms (for
Queen Street – Secretary

gets forms signed)

6.1.16 Secretary
enters

information into
database.

Notice of Death,
Discharge, Transfer,
Absence and Return

from Absence

6.1.17 Secretary
distributes forms
to MOH, ODSP,

and OPGT.

6.1.18 File copy of
forms in Resident file
and make changes to

file

6.1.19 Finance &
Supply clerk receives
forms from the Field

Office

6.1.20 Review files to
ensure accurate and
complete, and verify

signature of Field Worker

6.1.21 Input
information

into log book

Movement Log

C

6.1.22 Batch
and assign

batch
number

6.1.23 Enter
data on Batch
Control Sheet
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6.1 Transfers Within / Between Homes Process

C

6.1.24
Input data
into HSC
system

6.1.27
Report

issued from
system.

Data
rejected

?

6.1.29
System
updated

6.1.28
Investigate
and correct

errors

Y

N

End

6.1.30 One
copy filed with
audit, one with
Resident file

6.1.31
Close

file

6.1.25
Enter data

into Header
Record

6.1 26 Adjust
status of

Resident in
system

BVL report from
HSC system

indicating
accept input


