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Policy Statement:
Discharge/Transfer/Termination of Service Policy may be initiated by supported persons living in residence or by the Madawaska Valley Association for Community Living.  Discharge/Transfer/Termination of Service from Residential Program will occur:

a) When it is mutually agreed by MVACL and the supported person, that the supported person no longer requires the service being provided.

b) When the available services do not meet the needs of the supported person.

c) When a supported persons aggressive and/or disruptive behaviour constitutes an undue risk to the physical and emotional well-being of self or others.

d) When the actions of the supported person are contrary to the aims and objectives of the program.

e) When the supported person initiates/requests termination of services.

Discharge Procedure:
When discharge from the Residential Program is at issue, the following will occur:

a) The supported person/advocate and the Manager will meet to discuss the discharge policy and issues surrounding discharge.  Minutes of this meeting will be documented by the Manager.

b) The discharge date will give at least thirty (30) days notice.  Exceptions can be made with a valid request.
c) If the supported person’s physical and/or emotional needs change, the supported persons support group will assist with seeking appropriate alternative care by contacting DSOER to request DS Services.
d) At the request of the supported person, support visits to his/her new accommodation setting will be conducted on a bi weekly basis for the first month and once per month for the following two (2) months.  

e) Discharge into an independent living situation should be agreed upon with consultation and planning.  An Adult Protective Service Worker from FCS will be notified and possible alternatives for suitable placement consistent with past environment will be recommended.

f) The supported person will move from accommodations with all of the personal property that they originally arrived with.

Transfer:
Transfer from Group Living to a supported independent living environment will be treated in the same manner as to an independent living environment.

All original file documents are to stay with the Administration Office.  The Manager will compile information requests with authorized release from the resident only.

Appeal/Re-Application Procedure:
These procedures will follow the outline dealt with in the Residential Admissions Procedure.

Closed Resident Files - Retention of Records:
In the event that a client is discharged from the care of the Madawaska Valley Association for Community Living, the Association will retain all case records in that client's file for at least seven years after the last entry in the file.

In instances where an individual has died, all case records in the individual’s file will be kept for at least seven (7) years.  See Death of a Supported Person Policy. 

File Management:

In instances where a supported person has died or has been discharged, all case records in the personal file will be kept.  A Closure Form shall be completed by the Manager responsible for the residence of the deceased/discharged individual. The completed File Closure form shall become a part of all closed files.  Current documents contained in the supported person’s house binder (e.g. ISP, IBSP, MAR sheets, Health Summaries) will be included as part of the normal end of year storage procedures.

The manager will create a separate Closed File which will contain:

· Personal ID documents (e.g. birth certificate)

· Personal Identification Sheet and Contacts (Client Information Sheet)

· Individualized Service Agreement

· Tenancy Agreement

· Family and other consent papers (e.g. for medical treatment)

· Application for Development Services and Supports

· Supports Intensity Scale and Report

· Prior Placement(s) documents

· Other assessment documents and reports (e.g medical reports)

· Contracts (e.g. employment/volunteer work, financial, legal)

· CRA statements

· End of Life Plan, copy of DNR
In addition the manager will:

· Make arrangements to notify the supported person’s bank so their accounts can be closed (if applicable).

· Make arrangements to notify the supported person’s insurance company (if applicable).

· Facilitate funeral arrangements if requested by the family and in other applicable circumstances.

· Comply with relevant directives in the individual’s will.

· Ensure a final inventory of the person’s belongings is completed and record their disposition. Attach the inventory to the File Closure Form.

· Complete the File Closure form and insert it into the Closed File.

File Closure Form
	Name:


	Date of death/discharge:

	Circumstances of death/discharge:



	Forwarding Name and Address (for outstanding correspondence/documents):



	List any financial or property directives in the supported persons will (if applicable):



	List all the supported person’s bank/trust accounts and their disposition (e.g. accounts 

closed)



	List all transfers of the money following the discharge or death:




· Attach a final inventory to this form of persons belongings and indicate the disposition of these belongings.

· Close the supported personsl binder at the location where he/she was supported and forward it to the central file.
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