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SECTION:  PROGRAM MANUAL

TOPIC:  GENERIC PROGRAM POLICIES

POLICY TITLE:  WAITING LIST- MOVIN’ GB, MOW, Housekeeping, Friendly Visiting, Dining Club


[bookmark: h.gjdgxs][bookmark: _GoBack]POLICY STATEMENT
If a client has been referred and there are no appropriate vacancies in the program, or if after the first quarter the most up to date monthly consolidated units for that program are more than 10%  above the at-the pace-annual projections, the client will be placed on a waiting list.  The Executive Director is responsible for informing the Programs Director(s) in writing when waiting lists must be implemented or discontinued due to unit numbers.  The Executive Director will provide the Planning and Integration Lead with the SWLHIN with a written summary of the number of clients waiting for service due to high demand for that program.

PROCEDURE
1. When a potential client/caregiver contacts HCSS applying for services, or a referral is received from another health or social service agency, the Intake and Admission process will be initiated.  See Policy PM 2-20 Referral and Intake.
2. Current clients may request additional services at any time (e.g. additional Meals on Wheels, Housekeeping, Dining Club, Friendly Visiting and MOVIN’ GB Transportation).   If these services have a waiting list, with consent from the client/caregiver, the client will be placed on this list.  The waiting list process for Day Away is detailed in Policy PM 2-90 Waiting List Day Away. 
3. The assessment staff will contact the person and give an indication of the current status of vacancies in the program.  A letter will be sent to the client/caregiver, (Form PM-12- Client Waiting List Letter) with a copy inserted in the client file. If the waiting list has no defined end date an assessment will not be conducted.
4. Admission to other services may be considered if available and appropriate. 
5. If the referral for an HCSS service has been received, if there is a waiting list for the program/service, the Family and Client Care Coordinator (FCCC)  will inform the referring person/agency . 
6. The FCCC will review additional community resources with the client/caregiver and assist as necessary with any referrals.
7. As vacancies occur, clients on the waiting list will be offered service based upon date of intake.  If the needs of the client/caregiver are urgent, their place on the waiting list may be adjusted.  The Management Team will provide direction before new clients are accepted from the waiting list.
8. When waiting lists are in place, new clients will be offered the following maximum levels of service when admitted: in Housekeeping, a maximum of one 2 hour visit per week will be provided unless nutrition and safety have been identified as risk factors.  ( See PM 9-10 service description of Housekeeping service)  . Exceptions to the service levels must be approved by the Programs Director. 

9. The FCCC will inform staff at referring agencies (e.g. CCAC, Alzheimer's Society) of the offer of admission, as this may affect delivery of other community health services.
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