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Introduction to Oima

e Oimais a browser-based platform used by the Western Uusimaa Wellbeing
Services County to manage payments and reimbursements for informal
caregivers, family caregivers, and fee-based contractors.

e Accessible on any internet-connected device (computer, tablet, smartphone)
at oima.fi

o  Tosign up, you'll need an internet connection, an email address, and
strong authentication methods.

o Ifelectronic systems are not suitable for you, continue to manage
information on your caregiving duties as before.

e Oima provides an efficient way to communicate caregiving information,
allowing you more time for other things.

e With Oima, you can easily report care period details, such as care days
provided and other factors affecting your pay, directly to the Wellbeing
Services County.

o Using Oima means there’s no need to send this information through

other methods.
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Account setup and login

To begin using Oima, you must first register an account. Ensure you have a
valid emailaddress and your banking codes or mobile certificate handy.
Registration is possible once the wellbeing services county has designated you
arole (caregiver,employee, personalassistant employer) in Oima.

Creating an Oima account requires a valid email address and online banking
credentials (or mobile certificate).

Kirjaudu sisaan

Instructions:

Tarvitsetko Oima-tilin?|Luo ilmainen tili

1. Visit the Oima login page: minun.oima.fi

2. Click “Luo ilmainen tili ” (“Create a free account”) to start the registration Sahkoposti
process.

Jatka —>

Unohditko salasanasi?

o
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Account setup and login

3.Emailaddress

e Enteryour preferred emailaddress. This willbe your username for future
logins to Oima.

4.Creating a secure password

e Minimum of 8 characters.

o The longer, the better.
Include at least one uppercase letter.
Include at least one lowercase letter.
Include at least one number.

Include at least one specialcharacter (e.g.,!,", #,%, %, & /)

As you type, the red crosses will turn into green checkmarks as each

requirement is met. This feature assists you in creating a secure password.

 »

o
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oima
Tervetuloa Oima-
palvelun kayttajaksi

Syo6ta alla olevaan kenttdan kaytossasi
oleva sahkopostiosoite, jolla jatkossa
kirjaudut palveluun.

Sahkopostiosoite @

esimerkki@gmail.com|

Salasana

¥ Salasanassa tulee olla vahintdén kahdeksan
merkkia.

» Salasanassa tulee olla vahintdédn yksi numero.
¥ Salasanassa tulee olla vahintaan yksi iso kirjain.
X Salasanassa tulee olla vahintaan yksi pieni
kirjain.

¥ Salasanassa tulee olla vahintdan yksi

erikoismerkki.




Account setup and login

5. Connecting to Visma Connect

e Youwillreceive the following message for strong
authentication. Click on "Kylla, linkitd sahkopostini O | Mma
elD:hen” (“Yes, link my emailto eID”). This enables you to

use your banking codes for strong authentication.
Sovellus vaatii sahkoisen tunnistautumisen ja olet kirjautunut sisdan sahkopostilla
testaaja@sposti.fi.
° Strong authentication is required for your first login to o ) ) _
. . . Haluatko yhdistaa sahképostiosoitteesi testaaja@sposti.fi sahkdiseen tunnisteeseen
verify your identity. It also ensures that contracts, mahdollistaaksesi kertakirjautumisen sovellusten valilla jatkossa?
payments, and other private information are securely _ ) : R i s
Jos valitset Kylla, tunnistaudu sahkoiselld henkilotunnisteella. Linkitamme ja tallennamme sen
sahkopostiosoitteeseesi.

Kylld, linkita sahk&postini elD:hen Kirjaudu ulos ja kirjaudu sisdan elD:lla

S VISMA

directed to the intended person. (The process does not

link your bank account to the Oima service.)

e Proceed to strong authentication by clicking "Kylla,
linkitd sdhképostini elD:hen” (“Yes, link my email to eID”)

v i _3

®
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Account setup and login

6. Strong authentication

e Continue to strong authentication using your mobile
certificate or online banking codes. [fusing online
banking codes, please select your bank from the options

provided.

TUNNISTAUTUMINEN PALVELUUN Visma
Connect

Tunnistaudu mobaivarmenteelia tai henkilokohtaisilla

verkkopankkitunnuksilla

Valitse Mobiilivarmenne

®

Valtse verkhopankdd
@ Aktia A
Macp  poPPankkf @

Nordea S-Pankki o

Hanoeisbanken

Keskeyta

Tama asiointi on suojaftu Tekia Tunnishs-palvelun avulla
Tehan luottamuspaivehalla alickineital. unnisiat, yarmennal ja arkstoil luctettavast.

Asipkaspabvelun yhieystedol Tietosuoia j -1unva

®
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Account setup and login

7.Receiving the security code

e Afterauthentication, a six-digit security code willbe sent to your email. (see image 3)

Note: Do not close your current browser window.

@ oima.fi

Uusi valilehti

Palvelut Tarina RefEGrensSitNIOISSaOImalla  Blogi Yhteystiedot

Hei kayttdja,

Kayta seuraavaa turvakoodia tilillasi testaaja@spost.fi.

e Instead, open a new tab or window to check your email and note down the \
. ~
security code sent.

ITurvakoodi: 179535 I

Tama koodi vanhenee 15 minuuttia kuluttua sahkopostin
e When creating your account, you will receive the email containing the security saapumisesta.

code. o
Terveisin,
Oima
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8. Entering the security code
. . . . . Olet saanut osoitteeseesi oima.user@test.fi sahkopostin, jossa on
e Enterthereceived security code into the designated field kuusinumeroinen turvakoodi. Sy6ta koodi tahan linkittaaksesi BankiD
(see image) and click “Linkitd tili” (“Link my account”). Finland tilis!.
, . . . g - 382616
e Aconfirmation message willappear stating BankID _
Finland linkitetty Visman tiliisi. (“BankID Finland has been , _
linked to your Visma account”). Click “Jatka”
(“Continue™).
> VISMA
e This confirms your identity securely without connecting

your bank account to Oima. Here, “BankID” simply means

that you have done strong authentication via your bank

account.

e Youare now done with strong authentication. Click on

Jatka (“Continue™).

° BankID Finland linkitetty Visman tiliisi

_—
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Account setup and login

9. Welcome and role selection

e Good job! You have now successfully logged in to Oima.

Now, select your role from the available options. Byt roll X

e Oima features different roles for different users (fee-based I~ Arbetsgivare

contractors,employees, employers, etc.)

e Family caregivers should select Hoitaja (“Caregiver”). 4  Arbetstagare E

Mk

e Ifyouaccidentally select the wrong role or you use Oima in

. . . . . Vardare
multiple roles, you can switch roles via the top right corner: 22 2
vaihda roolia . (“Change roles™).
For further assistance, visit ophtuki.oima.fi and navigate to:
-> Ratkaisut (“Solutions”) @ Anvisningar (23] Boris v

-> Perhe- taiomaishoitajat (“Family or informalcaregivers”)
-> Perhe- ja omaishoitaja: Ndin otat Oima-palvelun kdyttodsi
(“Family or informalcaregiver: How to start using the Oima

service”).
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Tax cards

Oima retrieves tax card information for payments directly from the
Finnish Tax Administration

e Youmusthave a valid tax card specified for informalcare
registered with the Tax Administration. The generaltax card for
salary is not applicable in Oima.

o Oima automatically fetches the appropriate tax card from
the Tax Administration’s system for each type of contract.
o The caregiver does not need to submit the tax card
themselves anywhere.
o Oima automatically updates tax card details close to

payday.

® Youcansee your current tax rate in Oima under the
“Hoitopéivat” (Care Days) section.

e Fordetailed taxation instructions, visit vero.fi/en, call the Finnish
Tax Administration's service number, or visit a tax office in
person.

@
OIma Kasarmintie 15, 90130 Oulu Kaisaniemenkatu 4 A, 00100 Helsinki




Vapaus

oima

Recording entries in the service

Kaisaniemenkatu 4 A, 00100 Helsinki



Documenting care periods

e Youcanaccess care period details directly from Oima’s

homepage by clicking onfhoitojaksot” (“care periods”) or
“toimeksiantosopimus” (fcontiacts”).

e Tonavigate from the contracts section to view specific care

periods, click on Hoitopaivat (“Care days”).

Oima Framsida Avtal  Arvoden  Rapporter

@ Anvisningar «* Bytroll ﬁ Boris v

Toimeksiantosopimus
0 Virekommenderar att alla tar | bruk Visma Connect. Du kan ta i bfuk det har.
| KRAFT

- : Avtalsversioner: Enda versionen.
God ettermiddag Boris!
Uppdragsavtal

Utbetalda arvoden (2024)

Arvoden brutto (2024)

Arvoden netto (2024)
>
3 kpl 0 kpl 000€ 0,00 € . .
p Skriv ut (O varddagar
Gillande uppdragsavtal Virdperioder som krier uppmirksamhet Arvoden >
Lansi-Uudenmaan hyvinvointialue (demo)  Sorsa Vertti Lansi-Uudenmaan hyvinvointialue 01.04.2024 -
1.3.2024 (demo) 30.04.2024
Sorsa Vertt

Visa alla uppdragsavtal (3) =

Du har dnnu inte betalats nagot arvode.

o
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o]
Varddagar
Till uppdragsavtalet
virdmottagare Vardperioder © Denna vardperiod har @nnu inte bekraftats.
Ankka Didi - Sijaisomaishoitaja - . 01.05. - 31.05.2024 OPPEN  ~ Bekrafta
Skattekortsuppgifter: Inget skattekort 01.06. - 30.06.2024 OPPEN
01.05. - 31.05.2024 OPPEN
01.03. - 31.03.2024
Skriv har en anmarkning om vardperioden... Spara anmarkning
Ve
¢® Lisad dokumentti Dokumentit (0) Vardperiodens tillaggsfunktioner
e Ifmanaging multiple contracts or e The Hoitojaksot “Care periods”) menu e Confirm a care period by
care recipients, use the Hoidettava displays care periods chronologically, selecting (“vahvista") afterall
(“Care recipient") menu to switch o allowing you to view past periods necessary entries for the
between different individuals. and period have been made.

o record upcoming ones.

®
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Notes during care periods

Anmairkningar om vardperioden

Skriv har en anmarkning om vardperioden... Spara anmarkning

Ankka Dandy (Vardare) - 08.04.2024: Exempelkommentar f Redigera '|f|' Ta bort

e Caregivers may add comments to a care period, which willbe visible to the Wellbeing Services County employee.
o The employee willmark these comments as processed during the review before payment day.

e Caregivers can modify or delete their comments untilprocessed by a Wellbeing Services County employee.

e The Wellbeing Services County employee may also add comments within the same care period.

®
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Calendar Shortcuts (Note: You can also enter care days one ata

time by clicking on the specific day; a menu will
open in the bottom right corner).

Vérdperiod: 01.05. - 31.05.2024 4 Foéregiende Nista »
Mandag Tisdag Onsdag Torsdag Fredag Lardag Sondag
1 2 3 4 5
Valitse arkipaivat (“Select Valitse kaikki (“Select Tyhjenna valinnat Monisyétté (“Multiple Muokkaa paivia (“Edit
weekdays”): all”): (“Clear selections"): inputs"): days”):

e C(Click here to record e C(Click here to e C(Clears any days e Here,youcanselect e Use this to finalize
entries for all record entries for you have specific days and apply details afterusing
weekdays in one every day shown selected. the same entries to calendar shortcuts.
go. in the calendar. each.

e Then,select e Then,select e Then, select Muokkaa
Muokkaa paivia Muokkaa paivia paivid (“Edit days”™)

(“Edit days”) (“Edit days”)

o
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Entries by substitute informal
caregivers

1. Openthe calendar and click on the day you wish to record an entry for.

2. Amenuwillappear on the right to select the type ofday:

(e]

©]
©]
©]
@]

Hoitopdivd (“Care day”)  ”

Koulutuspéivd (“Training day”)

Irtisanomisaika (“Notice period”)

Peruuntunut hoitopdivd (“Canceled care day")

Peruuntunut hoitopdivéd (palkaton) (“Canceled care day, unpaid”)

Note: You do not have to insert the hours.

1. Youmayalsoaddacomment for the day, though this is not required.

2. Rememberto click Tallenna ja sulje (“Save and exit”)!

Example: If you log an entry for two 24-hour care periods, always begin with the
first day of care. If you log these periods overtwo distinct calendar days, you’ll
receive separate compensations for each day.

Typically, weekend substitute caregiving (from Friday to Sunday) is accounted for
as two 24-hour care periods. Therefore, only record entries for Friday and

Saturday. In this case,there’s no need to log any entries for Sunday! You’llreceive
compensation for two 24-hour care periods.

Uppgifter om varddagen

1 dag vald
< Foregaende dag 03.05.2024 Nasta dag -
X Toém registreringar
TYP AV DAG
@
Hoitopaiva
Syota alku- ja loppuaikojen kellonajat:
HH : MM > HH : MN X

Koulutuspaiva

Irtisanomisaika

Peruuntunut hoitopaiva

Peruuntunut hoitopaiva (palkaton)

Kommentar (ej obligatorisk)

Spara och stédng

Spara och nasta

oima
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Uppgifter om varddagen

Correcting entries

< Foregdende dag 03.05.2024 Néastadag >
< X Tomregistreringar >
If you have entered incorrect information in the calendar, you can TYP AV DAG
correct it before the care period is confirmed. 9
Hoitopaiva |

1. Selectthe day you need to correct by clicking on it in the Syéti alku- ja loppuaikojen kellonajat:
calendar;a menu willappear.
Choose Tyhjenna kirjaukset  (“Clear entries”) HH | | MM = HH |2 | MM X
3. Rememberto click Tallenna ja sulje (“Save and exit”)! o
Koulutuspaiva

This function clears all entries from the selected calendar day.

Irtisanomisaika
Caregivers and contractors can make corrections to their entries until
the care period is reviewed and finalized for payment by the
Wellbeing Services County.

Peruuntunut hoitopaiva

Peruuntunut hoitopaiva (palkaton)

Kommentar (ej obligatorisk)

Spara och sténg Spara och nasta

®
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Confirming care periods

Bekrifta vardperiod

Hoitojakson kirjaukset:
« Hoitopaiva: 5 st

Angra Bekrifta vardperiod

Once allentries are complete,
confirm the care period by
clicking “Vahvista” (“Confirm”)
in the top right corner. This
notifies the Wellbeing Services
County that your care period is
ready for review.

Note: If you forget to confirm
the care period, it will stillbe
reviewed and confirmed for
payment on your behalf.
However, please remember to
log allcare days provided!

Note: After confirmation, only
employees of the Wellbeing
Services County can modify the
entries.

oima
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Managing your information in Oima

Entries (“Kirjaukset”)
e Record entries for care periods.
e View entries made by the Wellbeing Services County for your care
periods.

Contracts (“Sopimukset”)
e Access and review your current and past contracts.
e Electronically sign new contracts.

Payslips
e View allpayslips and payments processed through Oima.

Reports (“Raportit”)
e Generate reports on kilometre allowances and trip reimbursements
for possible tax deductions.

Comments (“Kommentit”)
e Add comments to provide additionaldetails to the Wellbeing Services
County regarding care periods, contracts, or other matters.

@
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Oima homepage overview for
0imq Framsida Avtal  Arvoden  Rapporter caregivers

o Vi rekommenderar att allz tar | bruk Visma Connect. Du kan ta | bruk det har.

Uppdragsavtal

3 kpl

Gillande uppdragsavtal
Lansi-Uudenmaan hyvinvointialue (demo) Sorsa Vertti
13.2024 L1 cRAFT

Visa &\ ‘opdragsavtal (3) =3

A

Navigate to the care
period for a specific
contract.

Utbetalda arvoden (2024)

God dag Boris!

0 kpl 0,00 €

Vardperioder som kriver uppméirksamhet

Lansi-Uudenmaan hyvinveintialue 01.04.2024 -
({demo) 30.04.2024
Sorsa Vertti

VARDAREMN GODKANT

Ongoing_ care periods.

Arvoden brutto (2024)

(®) Anvisningar  «* Byt roll

Arvoden netto (2024)
0,00 €

Arvoden

Duk  annuinte betalats nagot arvode.

AL

View details of payments
received.

(1)
£

Boris ~

oima
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Caregiver’s information @ mmsningor > sy

2 Mina uppgifter

() Logga ut

Upon your first login to Oima, please verify that your personalinformation is
accurate.

1. Click on your name in the top right corner and select Omat tietoni “My
information”
e Youwillsee your details displayed, but
e youcannot modify these yourself. Please contact the

Wellbeing Services County if something needs to be updated. @ MINA UPPGIFTER
.\ . . . ) Grundldggande
Additionally, in this section, you can: uppgifter

e Change your password.
e Change youruser ID. .
. . Byte av losenord
e Change the display language of Oima to
o Swedish
o English

Setup Visma Connect user ID

Byt anvandarnamn

o (Ifnotalreadysetup during your first login). S . ;
kommunikationssprak

Ibruktagande av Visma
Connect

®
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Commission Contracts

e To view your contracts, navigate to theSopimukset (“Contracts”)tab

e Yourcontracts are categorized as:
o  Valid contracts
o Pending (Unfinished, waiting for signing)
o Finished (Archived past contracts)

Oima Framsida  Awtal Arvoden Rapparter

Avtal

Note: If you notice that something is
. incorrect in your contract details, please
I kraft Ofullbordade 1 Ut 2 . . )
@ uihordade gangna contact the Wellbeing Services County
for corrections.

{ J
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Signing electronic contracts

Oima Framsida  Avtal  Arvoden  Rapporter

Gillande uppdragsavtal
Avtal

Lansi-Uudenmaan hyvinvointialue

(demo)

1.2.2024

I kraft (@) Ofullbordade 1 Utgangna 2

Sorsa Leenu

ODOTTAA
HYVAKSYMISTA

Electronic contracts are signed via Oima.
You willreceive an email notification when there is a new contract waiting for your signature.
You can also view any pending contracts on the Oima homepage.
Sign contracts by clicking “Allekirjoita” (“Sign”).
o Note:Please read and review the contract before signing it.

Vérdare 111
+ Underteckna

Vantar pa din underskrift.

oima
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Payslips

=

@ Anvisnmingar  «

.
o‘mq Framsida  Avtal( Arvoden  Rypporter

Sammandrag
- - -
Arvodesspecifikationer
Dokument
ARVODE
Arvodesbetaln Vardperiod Utbetalt arvode Atgarder
Arvodesandringar
> Arvodesspecifikationer
150477 € Till arvodesspecifikationen

LEDIGHETER 15.04.2024 01.03.2024 - 31.03.2024

Ackumulerade ledigheter

You can track all your payments conveniently through Oima.
The Oima homepage displays a summary of payments you received.

°
e Underthe “Palkkiot” (“Payments”) tab, you can review your payslips in more detail.
e Youcansee any possible changes to your pay and the relevant payslips under “Toimeksiantosopimus” (“Commission

contracts”).

Kaisaniemenkatu 4 A, 00100 Helsinki
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Paydays and entry submission checklist

IMPORTANT: Please provide
the email address you use via
Oima in the “Hoitojakson
Payday huomautukset” (“Notes on the

Compensation for substitute informalcaregivers is paid on the last business care period”) ﬁeld

(Unless the email address can

day ofthe month following the care period.

Entries (“Kirjaukset”)

IC?fDrm ion
Care days should be reported by the third day ofthe month following the TaX cara 1or Intor al care

month of the care period.

Details to be given for each care period:
e Care days provided,
e Notes on the care period (ifany)

Payment is based on the actual care days provided and recorded. No entries
for a care period means no payment willbe processed.

NOTE: Caregivers who do not use electronic systems can submit care period
details and entries to the Wellbeing Services County as previously done.

Always adhere to the guidelines provided by the Wellbeing Services County
when recording entries.

@
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Built -in instructions

When logged in, you can access instructions

B within Oima by clicking the question mark in the Perhehoitaja - nadin kaytat
. top right corner. 2
Ohjeet palvelua ©
For specific instructions (with pictures) on Perhehoitajan ohje palvelun kayttdon seka
rec ording entries hoito- ja vapaapaivien raportointiin
Kysyttavaa? ’
i . i s v g SISALTO
ae apua e click on Perhehoitaja - nain kaytat palvelua
R — (“Family caregiver - instructions on using « Nain passet raportoimaan
=Uosituimmat vastaukset
the service.”) « Hoitopaivien raportointi
[0 Omaishoitaja - ndin kiytét palvelua o Hoitopaiva
o Monisyotto

[ Paet e o Tt oo Pk at G Instructions can be selected by topic or browsed
palvelun kayttoosi freely.

C

Koulutuspaiva

Irtisanomisaika

Peruuntunut hoitopaiva ja palkaton
peruuntunut hoitopaiva
Perhehoidon vapaat

Vapaiden kaytto

Kuljetukset

Matkakustannusten korvaukset

[I] Perhehoitaja - ndin kdytat palvelua

[0 Tervetuloa hoitaja

[I] Hoitajan ohje dokumenttien
tallentamiseen

= Matkakustannusten korvaus:

Kilometrikorvaus

o
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Support website

Instructions can also be accessed without login at ophtuki.oima.fi

e Click on Ratkaisut (“Solutions”) -> Perhe - tai omaishoitajat (“Family or
informalcaregivers”).

[ ]
o I m a Omais- ja perhehoidon tuki Q Laheta tukipyynto Omat tukipyyntoni

Kuinka voimme auttaa sinua tanaan?

Syo6téd hakuehtosi téhan... -

S0, — o
O =1 (e e
Ratkaisut Liheta tukipyynto Omat tukipyyntoni Soita kdyttotukeemme

®
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Contact information
Lansi-Uudenmaan

- [ | -
The Disability Servi - be reached at 029 1512 h o t al e
4256 1Sa llty ervices customer service can creacne at yv‘ nv ln I u

e Espoo & Kauniainen : Mon, Wed, Frifrom 9.00-11.00 and 12.00-
14.00.
Kirkkonummi : Mon and Thu from 9.00-11.00.
Lohja, Siuntio, Inga, Karkkila, & Vihti : Mon, Wed, Frifrom 9.00—
12.00.

e Raseborg & Hanko: Mon, Wed, Thu from 9.00-10.00

The phone service utilises a call-back service Mon—Frifrom 9.00—
15.00. During these hours, you can leave a call-back request. The call-
back service is not used in Espoo and Kauniainen.

Municipality-specific emailaddresses:

Raseborg

e vammaispalvelut.espoo -kauniainen@luvn.fi Raasepori *‘2‘,‘;’,!,‘2‘5:}:"
e vammaispalvelut.hanko@luvn.fi
e vammaispalvelut.kirkkonummi@Iluvn.fi
e vammaispalvelut.lohja@luvn.fi  (Also for residents of Ing4, K"t;mggm'
Karkkila, Siuntio, and Vihti.)

«® Vammaispalvelut.raseborg@luvn.fi
oimda Kasarmintie 15, 90130 Oulu Kaisaniemenkatu 4 A, 00100 Helsinki




Ladnsi-Uudenmaan hyvinvointialue
Vastra Nylands vdlfdrdsomrdade

Karkkila
Hégfors

Eurcopan unionin rahoittama -
MextGenerationEL

Thank you!

<

Siuntio
Sjunded

Seuraa meita sosiaalisessa mediassa: Raseborg

Raasepori Kauniainen

Lansi-Uudenmaan hyvinvointialue Grankulla

@Iluhyvinvointialue

Kirkkonummi

Lansi-Uudenmaan hyvinvointialue Kyrkslatt

@LUhyvinvointi

BCEOD

Lansi-Uudenmaan hyvinvointialue

www.luvn.fi



https://www.luvn.fi/fi
https://www.facebook.com/LansiUudenmaanHyvinvointialue
https://www.instagram.com/luhyvinvointialue/
https://www.linkedin.com/company/lansiuudenmaanhyvinvointialue
https://twitter.com/LUhyvinvointi
https://www.youtube.com/channel/UCx_t523hylIHyrN0B6IdPTA
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