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FaII]jlieS Guidelines for Transferring of Families First Families
First Between Regional Health Authorities

Purpose of the Guideline

To facilitate the transfer of Families First home visiting services to families that permanently relocate to another
Regional Health Authority (RHA). It is essential that both the sending and receiving Regional Health
Authorities work closely to minimize an interruption in the continuity of Families First service for the family.

Responsibilities of the Sending RHA

1) When the family notifies the Home Visitor or Public Health Nurse of their intent to move to another RHA
and they would like to continue to receive Families First home visiting, the Home Visitor or Public Health
Nurse advises the family that their personal health information will be shared with the other RHA. A
“Consent to Release of Information” is not required under PHIA as per s.22(2)(a):

A trustee may disclose personal health information without the consent of the individual the
information is about if the disclosure is to a person who is or will be providing or has provided
health care to the individual, to the extent necessary to provide health care to the individual,
unless the individual has instructed the trustee not to make the disclosure.

2) The Supervisor, Lead Role Public Health Nurse, or Lead Nurse will:

D Phone the Families First Coordinator or Lead Nurse in the receiving RHA or the Lead Role Public
Health Nurse in the WRHA, to discuss vacancies and feasibility of transferring the family.

If a Home Visitor is available, fax to the receiving RHA the:
D Families First Inter-Regional Transfer Summary-This form is to be completed in collaboration with
the Supervisor, or Lead Role, or Lead Nurse, Case Manager and the Families First Home Visitor.

Send the following photocopied documents via registered mail or regular mail according to policy of
the sending RHA:

[]
[]
[]

[]

Family Demographic Information (Intake Form),

Parent Survey Summary

Curriculum log

Families First HV Logs and Family Support plans from the last three months
ASQ and Safety Teleform if completed

D Complete the Discharge / Transfer Summary and fax to HCMO
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Responsibilities of the Receiving RHA
Priority consideration will be given to accepting “transferred Families First families” by the receiving RHA.
1) The receiving RHA Families First Coordinator, Lead Role Public Health Nurse or Lead Nurse will:

a) Assign the family a Home Visitor and Case Manager Public Health Nurse and begin the process of
connecting the new Home Visitor to the family.

b) The new Home Visitor should attempt to establish contact with the family within 2 days of the RHA
accepting the family.

c) The new Home Visitor may wish to connect with the families previous Home Visitor to facilitate the
transfer.

2) If the receiving RHA is unable to provide Families First home visiting services to the family then:

a) The sending RHA will discuss with the family a referral to Public Health Nursing for exploration of
services in the region that would be applicable and coincide with the areas identified in the original
parent survey until such time when a Families First Home Visitor becomes available.

b) The sending RHA will provide the family with the next unit of module handouts for reference until
such time as a Families First Home Visitor is available.

Filing Instructions:

The original copy from the Sending Office will be filed in the Public Health Nurse client file with other
correspondence. The faxed copy received in the Receiving Office will be filed with other correspondence and
referrals in the client file of the Case Manager Public Health Nurse. A copy will be made for the Families First
Home Visitor client file when the Public Health Nurse and Families First Home Visitor work with separate
client files.

Author Contact Information:
Provincial Families First Coordinators
C/O Marion Ross, Healthy Child Manitoba
Marion.Ross@gov.mb.ca
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Guidelines for Transferring Families Enrolled in the Families First Program within
the WRHA

1. a) Upon awareness of a family moving to another community area the transferring
Lead Role Public Health Nurse will contact the Lead Role Public Health Nurse in the
receiving community area to inform of the transferring family and to inquire if there is
availability on the Families First Home Visitor caseload.

b) Priority consideration will be given to accepting all transferring families by the
receiving community area.

c) The transferring Lead Role Public Health Nurse will inform the Case Manager Public
Health Nurse and Families First Home Visitor that there is space available and the files
are to be transferred in accordance to the Client File Management Facility and Support
Services Document for clerical support.

d) Prior to transferring the file, the Case Manager Public Health Nurse is to ensure that
the new address and phone number has been transcribed on the Client Data form. A
WRHA Transfer Summary form is to be filled out to accompany the chart. The Case
Manager Public Health Nurse file and the Families First Home Visitor file may be
transferred separately or together in accordance to the Client File Management Facility
and Support Services Document for clerical support. There will be no “handing off” of
files between community area staff.

e) A HCMO Families First Discharge/Transfer Summary form is not required when
transferring families between WRHA community areas.

f) Whenever possible, joint home visits are encouraged between the transferring Families
First Home Visitor and the receiving Families First Home visitor to help facilitate the
transfer.

g) For families with complex issues it may be necessary for the PHN Case Managers and
Families First Home Visitors from the transferring and receiving community areas
arrange to meet to discuss case management for the family.

2. If the Families First Home Visitor’s caseload in the receiving area is full then the
Families First Home Visitor in the former community area will continue to provide
services to the family until the first opening occurs. The former Lead Role Public Health
Nurse and Families First Home Visitor will determine the level of service provided to the
family while waiting for an opening. In some cases this may be in the form of creative
engagement.

a) The former Case Manager Public Health Nurse will transfer the Public Health Nurse
family file to the new Case Manager Public Health Nurse.
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b) The Families First Home Visitor Family File will remain with the transferring Families
First Home Visitor until space becomes available in the receiving area.

c) Reflective Supervision of the Families First Home Visitor will continue with the Lead
Role Public Health Nurse in the transferring community.

d). Upon receiving the Public Health Nursing client file, the new Case Manager Public
Health Nurse is to contact the Families First Home Visitor from the transferring area to
discuss case management with the family. In some cases, the Case Manager Public
Health Nurse and Families First Home Visitor may choose to arrange an in person
meeting to discuss case management for the family.

e) On going communication (both issue specific and regularly scheduled) is to take place
between the Families First Home Visitor and the receiving community area Case
Manager Public Health Nurse.

3. The receiving community area Lead Role Public Health Nurse is to advise the former
Lead Role Public Health Nurse as soon an opening occurs so arrangements can be made
to transition the family to the new Home Visitor.

a) Whenever possible, joint home visits are encouraged between the transferring
Families First Home Visitor and the receiving Families First Home visitor.

4. The Team Manager is to be kept informed of the transfer arrangements and on going
plans of service delivery. For complex families, the Team Manager may assist with
providing caseload management strategies until the transfer is complete.

December 2010
Updated July 2012
Revised January 2014






Families

First Inter-Regional Transfer Summary

1. Sending RHA Information

Date: Families First

Screening Number:

Home Visitor’s Phone Number:
Name:

Case Manager Phone Number:
PHN:

FF Coordinator Phone Number:
or Lead Role
PHN:

2. Family Information

Name: MHSC #:

New Address: Phone Number:
Contact Name: Contact Phone
Number:

3. Summary of Families First Services

Date family began Date of last Level:
receiving FF visit:
service:

4. Describe the strengths of the family
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5. Brief description of how engaged the family has been in home visiting

6. What current goals are the Family, Home Visitor and the PHN Case Manager working
towards?

7. Are there any outstanding safety concerns?

Signature/Title Date
Please print name and sign
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