
 

Host Process: What to expect as a host  
Please note that some processes are likely to evolve over time as we strive to move towards a fully electronic scheduling system solution.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Orange text – indicates links to supporting documents and resources 

** – indicates steps facilitated by Program staff; resources shown here are for reference purposes only 

BEFORE 
APPLYING

CONFIRM 
ELIGIBILITY

READ THE FAQ

APPLY TO 
PROGRAM

SUBMIT 
APPLICATION

** SIGN 
MEMORANDUM 

OF 
UNDERSTANDING

MATCHING 
PERIOD

** SUBMIT 
COVERAGE 

REQUEST FORM

LOCUM CLAIMS 
SHIFT(S)

SUCCESS DEPENDENT ON 
LOCUM POOL AND 

AVAILABILITY 

** INTRODUCTION TO 
LOCUM PHYSICIAN AND 

REVIEW OF HOST 
PHYSICIAN ORIENTATION

CLINIC ADMINISTRATOR 
CONFIRMS CLINIC, 
SCHEDULE & SHIFT 

INFORMATION WITH LOCUM

ORIENTATION 
WITH 

HOST/CLINIC

IF LOCUM IS NEW TO CLINIC, 
AN ORIENTATION IS 

SCHEDULED (ORIENTATION 
CHECKLIST)

PREPARE FOR 
LOCUM

CLINIC INITIATES 
ASSIGNMENT OF 

PAYMENT (AOP) FORM

PRINCIPLE PHYSICIAN 
ASSIGNED TO 

PAYMENT NUMBER 
COUNTERSIGNS AOP 

FORM

CLINIC FAXES AOP 
FORM TO HIBC

** SET UP EMR 
FOR ENCOUNTER 

AND SHIFT 
CODING

ENSURE AFTER-HOURS 
AND OUT-OF-OFFICE 

COVERAGE, AS 
APPROPRIATE

COVERAGE 
PROVIDED

LOCUM PROVIDES 
SERVICES DURING 

SCHEDULED 
SHIFT(S)

** COMPLETE 
REQUIRED 

EVALUATIONS

**OVERHEAD 
PAID TO HOST

https://victoriadivision.ca/urban-locum-program/
https://victoriadivision.ca/resource/ulp-faq/
https://www.surveymonkey.com/r/ULPEOI
https://victoriadivision.ca/ULP-Greater-Victoria-Pilot-MOU
https://www.surveymonkey.com/r/ULPcoverage
https://victoriadivision.ca/ULP-Host-Physician-Orientation
https://www2.gov.bc.ca/assets/gov/health/forms/2870fil.pdf
https://victoriadivision.ca/ULP-Clinic-Orientation-Checklist
https://victoriadivision.ca/ULP-Encounter-and-Shift-Reporting-Guide

