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7.3 Return From Leave Process

Start A
NNeed re-

assessment?

Y

Y
7.3.01 Receive

request for return

7.3.04 Confirm
with original home

if bed is still
available

Return to
original
home?

7.3.09 Arrange to
return to original

home

7.3.03 Initiate
alternative

arrangement (I.e.
nursing home)

Re-
instated?

Seek
alternative
placement

?

7.3.05 Negotiate with
new Home Operator

N

N

N
7.3.08 Seek new

housing option with
hospital, family and

client

Y

Y

7.3.10 Complete form
(Code M on Transfer /
Discharge form) and

sign form

7.3.02 Client re-
assessed

7.3.06 Arrange
and conduct pre-
placement visit

Placement
suitable?

Form: Notice of death,
discharge, transfer,

absence and return from
absence

B

N

N
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A

7.3.13 Updates
database /

movement book

7.3.12
Secretary
receives

forms

7.3.14 Distributes forms to:
Supply and Financial

Services, ODSP, & OPGT.
Files copy in Resident file.

7.3.11 Forward
form to Field Office

Secretary

C

B

7.3.07 Complete
form (code Y) on
transfer transfer
form and signs

form

Log book

7.3.15 Finance &
Supply clerk receives
forms from the Field

Office

7.3.16 Review files to
ensure accurate and
complete, and verify

signature of Field Worker

7.3.17 Input
information

into log book

7.3.18 Batch
and assign

batch number

7.3 Return From Leave Process
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c End
7.3.19 Enter

data on Batch
Control Sheet

7.3.20
Input data
into HSC
system

7.3.23
Report

issued from
system.

Data
rejected

?

7.3.25
System
updated

7.3.24
Investigate
and correct

errors

Y

N

7.3.26 One
copy filed with
audit, one with
Resident file

7.3.21
Enter data

into Header
Record

7.3.22 Adjust
status of

Resident in
system

BVL report from
HSC system

indicating
accept input

7.3 Return From Leave Process


