
Transfer / Discharge Workflow for SMHS

No

Transfer to another 
BHRS SMHS Program

Provide Services

Did the other program 
accept the transfer?

Yes

Open New Episode

Discuss next steps 
with supervisor 
and/or program 

manager.

When the client is ready to be 
discharged, complete the 

following Discharge Paperwork.

If closing psychiatry 
services but client will 

continue receiving other 
non-psychiatry services...

If closing non-psychiatry 
services but client will 

continue receiving 
psychiatry services...

Is the client being 
transferred or discharged?

Client is already receiving 
services

Neither. Will close one service 
but will continue to receive 

other service(s).

No Timely Access 
action needed. 

Continue 
providing 
remaining 
services.

Assessment Form 
(Update or 

Reassessment)

CANS/PSC-35 (if 
applicable) Progress NoteDiagnosis Form

Complete “Timely Access Appointment” Form

Discharge Client

If client is still in the Timely 
Access tracking process, 

route the “Timely Access 
Appointment” Form to the 

receiving program.

Tasks for Transferring Program Tasks for Program Accepting 
Client Transfer

Discharge.
Will no longer be open to 
any BHRS SMHS Programs

Has client attended their 
initial appointment with an 

MD/NP?

Has client attended their 
first follow-up 
appointment?

Yes

No No

NOABD
(if Applicable)

Only complete the 
Timely Access 

Appointment Form 
for the service you 

are closing.

Check out our 2 other SMHS Workflows:

1) Workflow for New Clients (SMHS)

2) Workflow for MH Psychiatry

This is a more detailed Flow Chart for 
what to do when you’ve already 

provided at least one appointment with 
the client and are going to discharge / 

transfer the client.
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