
Coordination Workflow (New Client) v.7

Task Received
Review Referral 

and Intake form on 
client profile

Verify that paper scan has 
been uploaded and 

attachment on client’s profile.  
Review Nursing Orders in 

attachments (if applicable)

Further 
develop Client 

Care Plan

Refer to CARE 
PLAN process

Complete initial 
assessment(s) as per 
clinical framework

Are there 
additional 

services that 
need to be 
opened?

Remove "Active" 
filter in the Client 
Services list. If the 

service is there, 
choose the Service 
from the list and 

change the status to 
“Active”.  If no 

previous service 
exists, create a 

Service.

Create task to alert Team 
Lead/Service, named “New 
Service”, include details as 

appropriate

COORDINATION 
(PRIMARY) complete

Yes

No

PC
PC PC

PC

PC
PC

PC

For Nursing and 
Home Support, 

navigate to 
Coordination > 

Associated 
Employees and 
assign the most 

appropriate Nurse/
Team Leader.  Under 

description, enter 
service e.g. Nursing 
or Home Support.

In the “Add Service” 
page, for Nursing and 
Home Support, leave  

Primary Employee 
blank.  For all other 
Services, choose the 

most appropriate 
employee for the 
Primary Employee 
selection - this will 

populate to the 
Associated Employee 

list.

In the “Add 
Service” page, 
assign Primary 
Employee for 

Single Services

PC
Assign 

Associated 
Employees for 
Nursing and 

Home Support

PC
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