Referring Worker Checklist – OCCARS

This checklist helps ensure requests to OCCARS are clear, complete, and clinically appropriate, supporting timely and effective recommendations for children, youth, and families.
	 🧾 Confirm Eligibility


☐ Ensure the child/youth meets Coordinated Access criteria (multiple, complex needs).
☐ Clearly explain how these criteria are met in your submission.

	 📋 Provide a Comprehensive Overview


☐ Include a concise summary of the child/youth’s identified needs, goals, service history, and current treatment plan.
☐ Show how the request aligns with and complements existing services.

	 🔍 Clearly Identify the Request


☐ Specify the request type: Service(s), Funding, or Respite.
☐ Be concise and precise in describing what is being requested.

	 💬 Service Requests


☐ Identify the specific service requested and explain why it is the most appropriate at this time.
☐ Link the service to the child/youth’s needs, goals, and plan.

	 💰 Funding Requests


☐ Explain how the funding supports the child/youth’s mental health goals and complements the service plan.
☐ Include: amount requested, service provider, and invoicing method (direct to OCCARS, family reimbursement or cash advance to referring worker).
☐ Confirm that other funding options (e.g., SSAH, OAP, insurance, subsidies, parent contribution) have been explored.
☐ Funding is short-term; include a transition/sustainability plan.
☐ OCCARS funds cannot be used for general family financial assistance.
☐ OCCARS cannot reimburse expenses incurred prior to written approval.

	 🏕️ Camps / Organized Activities


☐ Include the camp/program name, dates, and cost.
☐ Camps/organizations may invoice OCCARS directly.
☐ Families may pay directly (once approved) and submit receipts for reimbursement.
☐ Cash advances can be provided to the referring worker to support the family with payments. Receipts must be returned to info@coordinatedaccess.ca

	 🌿 Respite Requests


☐ Provide 2 quotes for requests up to $5000 and 3 quotes for requests over $5000.
☐ Quotes must specify: provider name, start date, duration, rate, and total cost.
☐ Private respite must be invoiced by the parent, signed by the worker, and clearly dated.
☐ Respite must complement mental health services and include a phase-out or sustainability plan.
☐ Payment is issued to agencies/organization or families are reimbursed for expenses for private respite services.
☐ Reimbursements are typically processed within 30 days of receiving complete documentation.

	 🧾 Receipt Requirements


☐ Receipts must be legible and include:
☐ Organization or provider name
☐ Date of transaction
☐ Items/services purchased
☐ Total cost and applicable taxes
☐ Business or HST number
☐ Not accepted: debit/credit slips, order confirmations, or estimates. Only official receipts are accepted.

	 🤝 Ongoing Worker Responsibility


☐ The referring worker remains responsible throughout the process.
☐ Continue to monitor implementation, maintain communication with OCCARS, and support coordination between the family and providers.

	 📞 Consultation and Support


☐ Contact info@coordinatedaccess.ca for consultation before submitting, especially for complex or unclear requests.
☐ Early consultation helps ensure complete applications and timely recommendations.
☐ Incomplete or unclear submissions may delay processing.

	 🔒 Submission Instructions


☐ A complete file must be submitted via encrypted email or fax:
☐ Fax: (613) 288-0426
☐ Email: info@coordinatedaccess.ca

