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1. INTRODUCTION  

1.1 Background & Overview 

The Health Partner Gateway (HPG) provides a single solution to securely exchange 
health information between a CCAC and its partners.  It was built to interoperate 
with longer term e-Health initiatives and to enable Health Partner access to client 
health information held within CCAC tools and applications such as the Client Health 
and Related Information System (CHRIS). 

HPG is deployed with CHRIS and serves as the Health Partner interface for Service 
Offers, Orders, Billing/Invoicing, and Document Sharing. Since the application was 
made available in 2007, it has evolved into a robust, integrated application that 
enables CCACs and Health Partners to communicate and share information in ways 
that go far beyond the initial applications of one way notifications, service offer 
responses and equipment/supply orders between CCAC and Services 
Providers/Vendors. 

The HPG is now integrated with document management systems and more intricately 
with CHRIS to enable more sophisticated methods of information sharing, including 
the access of client information through the Community Health Portal (CHP) and 
through Referral Management. 

1.2 Overview of Functionality 

The HPG is one application, featuring a main area that links to each of the 14 CCACs.  
Each CCAC has its own secure area for their internal or external partners where 
information is exchanged.  

There are two ways to access HPG: 

• Internally - from within the CCAC network, logging in as a CCAC user/CCAC 
Admin user using Active Directory credentials  
 

• Externally - from outside the CCAC network – accessible via internet – logging 
in as a Health Partner user. 

This reference guide version update will outline the functionalities within HPG for the 
External HPG User – i.e. health partner users (providers, community agencies, 
complex care/rehab facilities and LTCHs, etc.) that access HPG from outside the 
CCAC network. 

A user’s account type, team membership and role assignments determine what that 
user is able to see and do within HPG.  

Summary of functional principles in HPG: 

• All communication in HPG occurs between teams, as opposed to between 
individual users 

• A team is always owned by a single CCAC 
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• A single user can belong to many teams 
• A team can have members (users) from other CCACs 
• A user can either be a person or a system (such as CHRIS) 
• Teams are either designated as a CCAC Team or a Health Partner Team 
• Only users set up as CCAC users can be members of CCAC (internal) Teams 
• Only users that are set up as Health Partner users can be members of Health 

Partner Organization (external) Teams 

 

1.3 Referral Management 

The Referral Management tab in HPG enables Health Partners to manage electronic 
referrals (e-referrals) sent from a CCAC user in CHRIS. Referral types that are 
managed in HPG Referral Management include: 

• e-Referral to Long Term Care (LTCH) 
• e-Referral to Complex Care Hospital  
• e-Referral to Rehab Hospital  
• e-Referral to Community Support Service Agencies 

Health Partners access e-Referrals in HPG Referral Management: 

 

This allows the Health Partner user to: 

• Search for Referrals 
• View Waitlist 
• View Notification Logs 
• View Referral Details  

o Client Information 
o Referral Notification Log 

• View Referral Documents 
• Respond and update referral statuses 
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1.4 Module 5 Layout 

This document is intended for HPG Health Partners that have been assigned roles 
providing them access to the Referral Management area of HPG.  This document 
provides a high level overview on the following areas in HPG: 

• Section 2: Referral Status 
• Section 3: Referral Search 
• Section 4:  Referral Details 
• Section 6: Referral Documents 

Three sub-modules are available by referral type. Each sub-module describes 
detailed processes on responding to referrals in Referral Management and email 
notifications and updates: 

• Module 5.1:  Managing Referrals for LTCH Health Partners  
• Module 5.2:  Managing Referrals for Complex Care and Rehab Facilities 
• Module 5.3:  Managing Referrals for Community Support Service Agencies 

Other modules available: 

• Module 1:   Introduction to HPG (available March 2013) 
• Module 2:  Document Exchange (available March 2013) 
• Module 3:  Offer Management (available March 2013) 
• Module 4:   Community Health Portal (CHP) (available March 2013) 
• Module 6:  Self-User Management (available May 2013) 

 

1.4.1 Abbreviations used in this document 

LTCH – Long Term Care Home 

SSI – Short Stay Interim 

SSCC – Short Stay Convalescent Care 

CC – Complex Care 

HPG – Health Partner Gateway 

DMS – Document Management System 
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2. REFERRAL STATUS 
There are four possible status categories for e-Referrals that are managed in HPG 
Referral Management: 

• Awaiting Response 
• Admitted 
• Closed 
• Waitlisted 

Some statuses may not apply to all referral/service and/or bed types (e.g. the 
Admitted status does not apply to e-Referral to LTCH – Long Stay bed types). 

2.1 Awaiting Response 

Awaiting Response is the referral status assigned to any new referral created in 
CHRIS. This status indicates to the Health Partner that a response is required on the 
referral; (either from the Health Partner or from the CCAC when ‘Additional 
Information is requested’). 

2.1.1 LTCH Referrals 

When a LTCH receives a new referral, the status of that referral is ‘Awaiting 
Response (CCAC Creates Referral). Other status options that automatically assign 
the Awaiting Response status include: 

• When the LTCH selects a Tier 1 refusal, the referral status is updated to 
‘Awaiting Response’ because the CCAC must take the action to confirm the 
Tier 1 refusal.  

• When the LTCH selects ‘Requests Additional Information  

2.1.2 Complex Care and Rehab Referrals 

Complex Care and Rehab Referrals are returned to this state prior to the client’s 
admission to a bed and each time that a CCAC provides updated information about 
the client’s referral. Because the update might affect the hospital’s ability to care for 
the client, they are forced to respond again with their acceptance or refusal of the 
client’s referral. 

2.1.3 Community Support Service Referrals 

Means that a new/updated referral has been sent by the CCAC and the CSSA needs 
to respond to the CCAC. 

2.2 Admitted 

An admitted status indicates that the client has started the program, has been 
admitted to a Complex Care/Rehab facility or Short Stay bed. 
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2.2.1 LTCH Referrals 

This status pertains only to the Short Stay Interim and Short Stay Convalescent 
Care referrals. 

Once a client has been admitted and is receiving treatment/care in a LTCH bed, the 
referral status of the client remains in ‘Admitted Status’ until the client is discharged 
from the LTCH. 

2.2.2 Complex Care and Rehab Referrals 

Means that the client has been admitted to a complex care bed in the selected 
Facility, and is receiving care/treatment. Selecting Admitted status provides the 
facility with a list of all the CCAC referred clients who are currently in beds in the 
selected Facility. 

2.2.3 Community Support Service Referrals 

A status of Admitted means that the client will be starting the community program or 
has been accepted to move in to the residence.  A CCAC may set up some 
community referral types to automatically ‘Close Upon Admission’. This means that 
the status will automatically change from Admitted to Close. 

2.3 Closed 

The length of time that Closed referrals remain visible in HPG is configured for each 
CCAC. The CCAC needs to determine with their privacy officer what an appropriate 
length of time is for this function. This status may indicate that the client is admitted 
to the facility/residence or has started the community program. 

2.3.1 LTCH Referrals 

Closed Status occurs as a result of: 

• Admitting a client to LTCH for LTC referral (long stay) 
• Discharging a client from LTCH for SSI or SSCC 
• LTCH withdraw referral approval (Tier 2 reject) 
• CCAC confirms Tier 1 refusal 

The Status on the referral Search Results shows ‘Closed’ along with the event that 
resulted in the closed status beside it in brackets 

2.3.2 Complex Care and Rehab Referrals 

A status of Closed for Complex Care and Rehab Referrals means that the client no 
longer requires care by the hospital. This can be one of two reasons: the client 
withdrew their application prior to admission to a bed or the client was admitted for 
care and has been discharged from the complex care bed. Selecting Closed status 
gives the hospital a list of all recent discharges and withdrawn referrals. 
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2.3.3 Community Support Service Referrals 
Means that the client no longer requires service related to the referral. This can be one of 
three reasons:  

• the client withdrew their application prior to admission for service  
• the client was accepted/admitted to the service  
• the client was offered service and refused  

2.4 Waitlisted 

A status of waitlisted indicates that the e-referral has been waitlisted due to 
availability, staffing, etc. Waitlisted e-referrals may be viewed in the Waitlist tab. 

2.4.1 LTCH Referrals 

The referral status will remain in ‘Waitlisted’ status as the CCAC progresses through 
the process of bed matching and bed offer (for Long Stay referrals) with each update 
displaying in brackets in the Status column. 

2.4.2 Complex Care and Rehab Referrals 

Indicates that the hospital has accepted the client’s referral, but the client has not 
yet been admitted for service. They are waiting for a vacant bed 

2.4.3 Community Support Service Referrals 

Indicates that the agency has accepted the referral, but the client has not yet been 
admitted for service. 

 

3. REFERRAL SEARCH 
The Referrals tab is the default when you select Referral Management in HPG.  
This page allows you to search for referrals sent to your Organization team, with a 
further option to filter by Referring CCAC. 

 

 

Organization and Referring CCAC Drop Down(s) may appear greyed out (no other 
options) if the HPG user is assigned to one Organization and/or CCAC. 
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3.1 Search Criteria 

When the Organization and Referring CCAC is selected from the drop down options, 
HPG displays the Referral Search tab to further refine your search results. 

Available criteria include: 

• Referral ID 
• Notification Date From/To 
• Bed Type  or Service Type 
• Status 

 

Referral Search for LTCH Referral  
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Referral Search for Community Referrals  

To search for referrals: 

 Set the search criteria on the Referral Search page according to the table 1.
below. 

 Select  to see a list of referrals that match the refined criteria. 2.

 

Referral Search Criteria and Descriptions: 

Criteria Description/Comments 

a) Referral ID  System generated identifier for the referral.  If it is 
known, it can be entered here to find the specific 
referral 

b) Notification Date 
From/To 

DD/MM/YYYY can be entered as an additional filter 
(calendar tool available) 

Select the dates to filter and display referrals based 
on the Notification Date-the date the notice was sent 
to the Health Partner 

c) Bed Type (for 
LTCH, CC, Rehab 
referral types) 

Multiple Check boxes available for Health Partners 
that offer more than one bed type.(Any or all can be 
selected)  
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Check the Bed Type(s) that you wish to display in the 
Search Results  

 (Select All, Clear All available) 

d) Service Type (for 
Community referral 
types) 

Multiple Check boxes available for Health Partners 
that offer more than one service type. 

Check the Service Type(s) that you wish to display in 
the Search Results  

 (Select All, Clear All available) 

e) Status Refers to the Referral Status, and defaults to 
‘Awaiting Response’; other choices include Waitlisted, 
Admitted and Closed  

Check the Status(s) that you wish to display in the 
Search Results  

(Select All, Clear All available) 

 *Reset clears all criteria 3.

3.1.1 Search Results 

Search results generated in the Referrals tab will be available until a new 
search is performed. 

The information displays in the Search Results grid in several columns: 

 

Referral ID – unique system generated identifier assigned to the client’s 
referral.  If you click on this link, the referral details for the selected referral will 
display in the Referral Details tab. 

Status – displays the referral status followed by the most recent business 
action/event in brackets. 
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Client Name – the name of the referred client, in the format “Surname, First 
Name” 

Bed Type (for LTCH, CC, Rehab referral types) – the name of the bed type 
related to the referral set in CHRIS 

Priority (for LTCH Referral type only) – displays priority level assigned to the 
bed choice in CHRIS 

Notification Date – the date on which the most recent business event relating 
to the referral occurred 

Decision Expected By – the date by which the facility is expected to respond to 
a new/updated referral.  This only applies to referrals in ‘Awaiting Response’ 
status. 

3.2 Waitlist View 

The Waitlist View tab allows you to view Referrals that are on the ‘Waitlist’. This 
includes referrals that may be in the “Awaiting Response” status from a ‘Waitlist’ 
status (e.g. Health Partner has requested more information from the CCAC prior to 
admission from the Waitlist). Therefore you are able to view all referrals in any 
status that have been put on the Waitlist. 

The Waitlist search filters are specific to each referral and bed type. What displays is 
determined by the first filter selected. 

3.2.1 Waitlist View for LTCH Referral  

The Waitlist View tab provides the LTCH with a list of clients who have been 
waitlisted for that LTCH and Bed Type.  You can refine the list using the Filter 
Criteria with the filters of: 

• Bed Type: 
o selection based on the Bed Types available in the LTHC 
o can only select one Bed Type at a time  

• Gender: 
o Choices of Any, Female and Male  

• Accommodation Type: 
o Displays for Long Term Stay Types 
o Displays the accommodation type(s) that are available for the 

particular Long Stay Bed Type in this LTCH 
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3.2.2 Waitlist View for Complex Care/Rehab Referral  

The Waitlist View tab provides the CC/Rehab Facility with a list of clients who are on 
the waitlist for that CC/Rehab Facility and Bed Type.  You can refine the list using the 
Filter Criteria with the filters of: 

• Bed Type: 
o Options on the pick list are based on the Bed Types available in the 

selected CC or Rehab Facility 
o can only select one Bed Type at a time  

• Gender: 
o Choices of Any, Female and Male  

Waitlist View: 
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3.2.3 Waitlist View for Community Referral Types 

The Waitlist View tab is (greyed out) for community referral types:  

 

The expanded role referral types (Adult Day Program, Assisted Living and Supportive 
Housing) have access to the Waitlist View tab. 

You can refine the list using the Filter Criteria with the filters of: 

• Service Type: 
o Options on the pick list are based on the Service Types available in the 

selected Agency or Residence 
o You can only select one Service Type at a time  

• Gender: 
o Choices of Any, Female and Male  
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4. REFERRAL DETAILS 
The Referral Details tab allows you to view the details of the referral, the 
notification logs as well as perform an action on the notification. The Referral Details 
tab is disabled (greyed out) on first entry until a referral is selected for viewing. Once 
you have opened the Referral Details view, you will be able to toggle between the 
Referral and Referral Details tabs without losing the focus/settings.  

You can access the Referral Details tab by selecting the Referral ID link from the 
referral results: 

 

 

The Header:  
 

 
 

Referral ID – unique identifier assigned by the system; selecting the link generates 
a PDF version of the Referral Details 

Client – client last and first name 

Referral Status – current status of the referral (Awaiting Response, Waitlisted, 
Admitted or Closed) 

                                            

 The choice of actions depends on the current status of the referral and the 
referral type. 
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Referral Details Section: 

 

Information included in the Referral Details section: 

Organization – the name of CC/Rehab/LTCH Facility or Community Agency to which 
the client has been referred  

Address of the above 

Bed Type (for LTCH, CC, Rehab referrals) - type of bed client requires  

Priority (for LTCH, CC, Rehab referrals) - Priority of the choice entered in CHRIS  

Waitlist Date-the date the client is added to the waitlist  

Notes – additional information relevant to the referral.  

Referral Date/Time – date and time when the referral was initially sent to the 
organization 

Referring CCAC – the CCAC that referred the client to the facility/agency  

CCAC Team – the team at the CCAC primarily responsible for the client  

Caseload – name of the primary caseload responsible for the client  

Care Coordinator–name of care coordinator responsible for the client 

Other information contained in the Referral Details tab: 

Client Information – all information is derived from the Client Information screen 
in CHRIS; client identifiers and demographics and selected information 
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• Health Profile – selected information taken from the Client Health 
Profile in CHRIS  

• Contacts – contains Active Personal and Medical Contacts information 
derived from CHRIS  

 

Notification Log 

The Notification Log records all the actions and updates sent/completed between the 
Health Partner and the CCAC. It is located at the bottom of the Referral Details page. 

 

5. RESPONDING TO REFERRALS 
The Referral header in the Referral Details tab contains an Action drop down menu 
that enables the Health Partner to respond to a referral based on its current status; 

 

5.1 LTCH Health Partners 

The following table displays all of the possible actions for each LTCH referral status: 
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Referral Status Possible Actions 

Awaiting Response LTCH Requests More Information 

LTCH Admits Referral 

LTCH Refuses Referral 

LTCH Accepts for Bed 

Waitlisted LTCH Admits Client 

LTCH Withdraws Approval 

Admitted – applies to SSCC and SSI LTCH Discharges Client 

Closed None 

 

For detailed information on Status Actions and responding to LTCH e-Referrals, 
access sub-module 5.1 ‘Managing Referrals for LTCH Health Partners’ here 

5.2 Rehab/CC Health Partners 

The following table displays all of the possible actions for each referral status: 

Referral Status Possible Actions 

Awaiting Response Facility Requests More Information 

Facility Accepts Referral 

Facility Refuses Referral 

Waitlisted Facility Admits Client 

Admitted Facility Requests Client Reassessment 

Facility – Client Ready for Discharge 

Facility Discharges Client 

Closed None 

For detailed information on Status Actions and responding to LTCH e-Referrals, 
access sub-module 5.2 ‘Managing Referrals for Complex Care and Rehab 
Facilities’ here 

5.3 Community Support Service Agency Partners 

The following table displays all of the possible actions for each CSSA referral status: 

 

 

http://www.ccac-ont.ca/Content.aspx?EnterpriseID=15&LanguageID=1&MenuID=128
http://www.ccac-ont.ca/Content.aspx?EnterpriseID=15&LanguageID=1&MenuID=128
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Referral Status Possible Actions 

Awaiting Response CSSA Accepts Referral 

CSSA Refuses Referral 

CSSA Admits Referral 

Waitlisted CSSA Admits Referral 

Admitted CSSA Discharges Referral 

Closed None 

For detailed information on Status Actions and responding to LTCH e-Referrals, 
access sub-module 5.3 ‘Managing Referrals for Community Support Service 
Agencies’ here 

 

6. REFERRAL DOCUMENTS 
As part of the e-Referral ‘Referral Package’, CCAC CHRIS users have the ability to 
share documents from their Document Management System (DMS) library and 
interRAI Assessments from PointClickCare.  

The Documents tab is disabled (greyed out) on first entry until a referral is selected. 
When a referral is selected from the results grid, the documents and assessments 
can be accessed by the Health Partner from the Referral Documents tab: 

 

 

Only those documents and assessments associated with the referral will be 
displayed. 

There are two views when accessing shared Referral Documents: 

1. When the Quick View is checked; 

 

http://www.ccac-ont.ca/Content.aspx?EnterpriseID=15&LanguageID=1&MenuID=128
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By selecting the Document Type link from the Shared Documents grid, HPG 
navigates you to the document tab where you can view the document within that tab 
(if the document is a PDF or TIFF). 

 

 

You are automatically taken to the Document Type tab, and will need to toggle 
back to the Referral Documents tab to open up another document. 

 

 A File Download window may pop up (if the document format is not PDF) prompting 
you to either Open or Save the document: 

 

 When the Quick View is not checked; 2.

 

You can open multiple document tabs without having to go back to the Referral 
Documents tab each time you wish to open a new document.  
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6.1 Shared Assessments 

Assessment Reports may be shared by the CCAC as part of the Referral Package. 
The last completed and locked Assessment Report is made available in the Referral 
Documents tab. CCAC staff are responsible for deciding what Assessment Reports 
are made available; as well as sending an update when a new Assessment is 
completed. 

Assessment tools and reports for sharing include: 

RAI – Contact Assessment (displays as RAI-CA)  

• Full report available to Complex Care/Rehab and Community Referral types 

RAI – Hospital (displays as RAI-HC-HO and RAI-HC-HO PHP) 

• Full report and Personal Health Profile report available for all Referral types 

RAI – Community (displays as RAI-HC-CO and RAI-HC-CO PHP) 

• Full report and Personal Health Profile report available for all Referral types 

 

When Assessment Reports are shared, an Assessment Name hyperlink displays 
under the Referral Documents tab.  

 

To view an assessment report, select the Assessment Name link from the table: 

 

A PDF version of the assessment opens in a tab 
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Select ‘x’ to Close the Report. 

6.2 Shared Documents 

As part of the LTCH e-Referral Add Choice Wizard, CCAC CHRIS users have the 
ability to share documents from the client’s DMS library. Documents may be shared 
or unshared throughout the application process.  

By selecting the Document Type link from the Shared Documents grid, HPG 
navigates you to the document tab where you can view the document within that tab 
(if the document is a PDF or TIFF). 
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7. EMAIL NOTIFICATIONS 
In order to make the referral and application process seamless, e-mail notifications 
may be enabled for the Health Partner user to be notified of any changes or updates 
made to the Referral application. 

Example of email notification for a new Complex Care referral: 

 

The Referral ID hyperlink sends you to HPG Referral Management for you to 
respond to the referral. 

7.1.1 LTCH Referrals 

For those CCACs and LTCHs that have Sharing Authorization for referrals, the LTCH 
will automatically receive an email notification for these events: 

• New Referral 

• Response to Request for More Information 

• Bed Offer Accepted 

• Admission Consideration to a Bed 

• Bed Offer Refused (with or without exception) 

• Referral Record Corrected (e.g. a CCAC may have deleted or reversed a status in 
CHRIS) 

• Referral Withdrawn 

• Referral Record Corrected 

7.1.2 Complex Care and Rehab Referrals 

For those CCACs and CC/Rehab Facilities that have Sharing Authorization for 
referrals, the CC/Rehab Facility will automatically receive an email notification for 
these events/actions: 

• New Referral 

• Client Information Updated 

• Bed Offer Refused 

• Bed Offer Accepted 
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• Referral Record Corrected (e.g. a CCAC may have deleted or reversed a status in 
CHRIS) 

• Referral Withdrawn 

7.1.3 Community Referrals 

For those CCACs and CSSA’s that have Sharing Authorization for referrals, the LTCH 
will automatically receive an email notification for these events: 

• CCAC creates a referral 

• CCAC withdraws a referral 

• CCAC send an update to the referral 

• CCAC creates a data entry correction, i.e. status is rolled back. 
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