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7.2 Unpaid Leave Process

Start

Unpaid leave occurs after a
maximum of 5 weeks on paid

leave

7.2.01 Paid
leave (i.e.

hospitalization)

7.2.02 During the 4th

week of paid leave, Field
Worker determines if
leave is warranted

7.2.03 If leave is required,
contact Home (may want to
give up bed), family and/or

service agency

7.2.04 Complete notice
of leave (transfer /

leave form), sign and
forward to Secretary)

Notice of Death,
Transfer, Leave of

Absence Form

7.2.05 Receive
forms (obtain

signature for Queen
Street forms)

7.2.06 Enter
information

into
database

7.2.07 Distribute forms:
Supply and Financial

Services, ODSP, OPGT.
Copy for Resident file.

7.2.08
Receive

forms from
Secretary

A
7.2.09 Review
forms.  Verify

signature.
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7.2.10
Input info
into log
book

Movement Log

7.2.11 Batch
and assign

batch
number

A

7.2.13
Input data
into HSC
system

7.2.16
Report

issued from
system.

7.2.14 Enter
data into
Header
Record

7.2.15 Adjust
status of

Resident in
system

7.2.12 Enter
data on Batch
Control Sheet

Data
rejected

?

7.2.17
Investigate
and correct

errors

Y

N

B

BVL report from
HSC system

indicating
accept input

7.2 Unpaid Leave Process
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7.2.18
System
updated

End

7.2.19 One
copy filed with
audit, one with
Resident file

B

7.2 Unpaid Leave Process


