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8.1 Discharge Process

Start A

N

Pre-
arranged

?

8.1.01 No action
(AWOL, choice,

etc.)

8.1.02 May
involve police
(i.e. missing

person)

8.1.03 After 72
hours initiate

discharge

8.1.04 Complete
discharge form, sign
and forward to Field

Office Secretary

Going to
family?

Is there
income?

8.1.05
Alternatives
discussed

8.1.06 Alternative
agency provides
information re:

accommodation and
programs

8.1.08 Notify
ODSP

ODSP
determines

eligibility

8.1.07 Work with
agency (provide
information) and
initiate discharge

8.1.09 Income
established

8.1.10 Notify
Ontario Works to

provide assistance

Y
Y Y

N

N

Y

N

B

Notice of Death,
Transfer, Leave of

Absence Form
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8.1.11 Ensure follow-up is in
place, as well as transfer of
medications, belongings,

etc.

A
8.1.12 Obtain

forwarding
address

8.1.14 Provide
transportation

(may be family)

8.1.16 Discharge forms
completed, signed and
forwarded to Secretary

8.1.15
Discharge

implemented

8.1.13 Notify
Home of

discharge date
B

Notice of Death,
Transfer, Leave of

Absence Form

8.1 Discharge Process
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B

8.1.18
Updates
database

8.1.17
Secretary
receives

forms

Notice of Death,
Transfer, Leave of

Absence Form

8.1.19 Distributes forms to:
Supply and Financial Services,

ODSP, and OPGT.  Files copy in
Resident file and closes file.

C

8.1.21 Review
files for

completeness and
verify signature

8.1.20
Finance
receives

files

8.1.22 Input
information

into log book

Maintenance
Log

8.1.23 Batch
and assign

batch number

8.1.24 Enter
data on Batch
Control Sheet

8.1 Discharge Process

Batch Control
Sheet
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C

8.1.25
Input data
into HSC
system

8.1.28
Report

issued from
system.

Data
rejected

?

8.1.30
System
updated

8.1.29
Investigate
and correct

errors

Y

N

End

8.1.31 One
copy filed with
audit, one with
Resident file

8.1.26
Enter data

into Header
Record

8.1.27 Adjust
status of

Resident in
system

BVL report from
HSC system

indicating
accept input

8.1 Discharge Process


