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Introduction

The following guide provides an overview of the updates recently released into the PA HMIS system for
the Western Continuum Coordinated Entry System. The updates are separated into two main sections,
one detailing the updates during Intake and Assessment and updates included on the Prioritization List.

For additional information on the Western Coordinated Entry System in HMIS you can view/stream the
latest training class for the HMIS and/or review the complete CES HMIS Guide which details the entire

system at the links listed below.

Western PA Coordinated Entry System Training Class (October 18th, 2018)

Western PA Coordinated Entry System HMIS Guide

Intake and Assessment

The Intake and Assessment part of the CES process is performing by Assessment Centers and enters a
person/household into the Coordinated Entry system and follows the Client Intake, Pre-Screen,
Screening Tool and placement onto the Prioritization List. The following are updates the occurred
pertaining to these sections of the process.

Pre-Screen

The Pre-Screening step is a short assessment that gathers a small amount of information about the
person being assessed and attempts to determine whether the client(s) should continue with the CE
process or be referred to another system. The following three updates were included in the release.

Required Questions
The Pre-Screen was updated to require all three main questions to be answered with a Yes or No before
moving forward in the process. This includes the homeless status identification types for literally
homeless and at-risk of becoming homeless and for determining if a person is unsafe or afraid in their
current environment.

Are you literally homeless:* |Yes v
Are you at risk for becoming homeless:* |No v
Is anyone in your home making you feel unsafe or* | vl

afraid:

Homeless Status Identification
The system also requires that each person being screened is only identiffied under a single classification
for Homeless Status can only anwser Yes to either Literally Homeless or At-Risk of becoming Homeless.
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https://copa.webex.com/copa/k2/e.php?RCID=cb040d0897902e788f6a4150666dc937
http://www.pennsylvaniacoc.org/wp-content/uploads/2018/10/Western-Continuum-Coordinated-Entry-System-Guide-October-2018.pdf

Please address the following:

I You have recorded that the person is both Literally Homeless and At-Risk of Homelessness, please select Yes to only one the identifications
before continuing.

The Pre-Screening Assessment for the Western Continuum uses these questions to help determine the client's initial needs and whether the Coordinated

Aecacomant Tanl etan nf tha nrarace chanld ha narfarmad Ar tha rliant chnnld ha eant far athar riit af PF natwnels carirae Ear all nawr nliante nlasea
Are you literally homeless: |Yes v
Are you at risk for becoming homeless: |Yes v
Is anyone in your home making you feel unsafe or q.
afraid:

If both are answered as Yes, the system will display the above message and only a single classification
will be allowed to be identified before moving forward in the system.

Redundant Questions Removed

The Pre-Screen also removed any redundant data collection regarding a person’s First Name, Last
Name and Telephone number, since they are collected in the initial Client Intake step. Inits placeis a
standardized script that can be used for beginning the Pre-Screen assessment.

Pre-Screening Assessment - complete the following Pre-Screening Assessment or select an existing one from above (if available) to use as the current version for the
current Intake/Contact; once finished hit "Save and Next".

Please answer the following questions to the best
of your ability to allow us to match you with the
most appropriate service needs:

With this change, if a person requests legal advice from the Fair Housing Law Center and the person
has not yet had a telephone number recorded, the system will prompt for their telephone number
before to continuing, so the contact number can be sent to the appropriate persons in the automated
email request.

Fair Housing Questions

Legal Advice Contact Telephone h
Number:

Do you believe you were discriminated
against in an eviction process based on
your race, color, national origin, religion,

sex, familial status or disability? :

If yes, would you like a request to be sent
to the Fair Housing Law Center to receive I
professional legal advice?

Screening Tool Assessment

The Coordinated Entry Screening Tool when completed provides scoring for specific vulnerabilities,
subpopulations and determines the client(s) overall supportive service need / score. The following two
updates were included in the release.

Western CES HMIS Updates — October 2018 4|Page



Youth Head of Household

The Screening Tool Assessment now includes a new Youth Head of Household option that is available
within the Household section. This option has been available for DVACs for a while, but is now being
provided to GACs as well.

This option will allow Case/Intake Workers the ability to identify a person as a Youth and receive the
appropriate points on the assessment even if the Date of Birth is not able to be collected.

' o
Total Points Available: 80
Family Type: © Family ® Individual

Youth Head of Household: & @ «

The system used the Date of Birth of determine Youth persons, which are those under the age of 25,
and still automatically identifies those under 25 with a birth date. This option allows for users to
manually make this identification wen a birthdate cannot be collected.

Homeless Episode History

Homeless Episode History section within the Homeless Assessment Section of the screening has been
modified to help perform several automatic calculations for fields within this section, such as the
Number of Days Continuously Homeless and other homeless history metrics.

The Homeless Episode History information is now only displayed on the Screening Tool and cannot be
edited directly. To add an episode to the homeless history grid or make any edits to this information,
use the Add/ Edit Homeless History button located within this section.

Homeless Episode History - (No more than 3 years of history) - The following lists all homeless episodes for
new homeless episodes or edit existing episodes please use the Add/Edit Homeless History button below to load a niev

eperson being assessed with the last 3 years, to enter in
creen to record/edit these episodes.

¢ = Add/ Edit Homeless History

Homeless Provider Name, Location Current Living Start End [[1Had & break in continuous Continuous Leave )
- . - - . ) Homeless Episode Documentation
Location*® &« Description* ~ Situation ~ Date* ¥ Date* « homeless episodes @ o Alert Message Reason

Using the Add/ Edit Homeless History button will load a new screen that will allow for the entry and
editing of all homeless history episode information and once finished will return you to the Screening
Tool. This new method allows for the system to collect the information and upon returning to the
Screening Tool to perform all the necessary calculations that are visible within the main Screening
Tool itself.
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Please note that while the system does perform many calculations for homeless history thetrics,
system stilheeds assistance froosers to identify when a break in continuous homelessness pccurs
particularlywhena breakbetween stays ibetween 8 and 90 days long.

The Homeless Episode History grid has remained predominately the same and allows for the
collection of a person’s homeless episodes by location for the last three years. Each row in the grid
identifies a homeless stay in a specific location for a specific timeframe and it marked by its Homeless
Location type (i.e. Emergency Shelter, Transitional Housing, etc.) and its Start Date and End Date.

+
( [Had a break in )
continuous homeless|
Ct:;:ﬁm episodes (Institional
Homeless Location* @ - Provider Name, Location Description* « Situati?:n Start Date* = End Date stay over 90 days or
N Temporary/Permanen|
Housing Stay over 7
days) a
[Emergency Shelter v| Johnson East Shelter ® |09/27/2018 EE m|
[Transitional Housing v| TH Goodwell House O 0772172018 [ 09/24/2018 [ O
[Emergency Sheliter v| EastTown Shelter O |o6s13/2018 T 07/03/2018 [
|Place not meant for human habitation V| Living out of car O |0s5/21/2018 &= 06/10/2018 H\ O )

The Homeless Episode History grid should only include homeless stays andlamyeless stay,
including those at institutional locations (i.e. jail, hospital) should not be iedlud

The two new elements that have been added are the “Current Living Situation” and the “Had a Break
in Continuous Homeless Episodes” which are highlighted above. Both these new elements are
explained in more detail below.

Current Living Situation: this new element allows for the identification of the current homeless stay
for the person and always defaults to the top or first record entered. For the record that is identified
as the “Current Living Situation”, the system will not require the entry of an End Date and should be
left blank if the homeless episode remains on-going.

Had a Break in Continuous Homeless Episodes: this new element is very important as it identifies
when there was a break in continuous homeless episodes from the previous homeless stay to the
current one. This new element is used to properly calculate the # of days and # of months
continuously homeless within the Screening Tool.

Once you have completed the Homeless Episode History grid, we then recommend reviewing each
homeless stay to determine if there was a break in continuous homelessness between the records.
When a break in continuous homeless episodes is found, the “Had a break in continuous homeless...”
option should be checked within the history grid. The process should be repeated until all homeless
stay records are reviewed and all breaks in continuous homelessness have been identified.

4
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Per HUD guidelinesbmeak in continuous homelessness occurs when a person stays in an institutional
location for over 90 dayar stays in a temporary or permanent housing location (i.e-hmmeless) for
over 7 days.

The best way to determine if a break in homelessness has occurred is to compare previous record’s
Start Date against the current record’s End Date. This will provide the # of days that occurred
between those two homeless stays (provide the “break” number).

Using the above example, starting with the 2" homeless stay at TH Goodwell House it ended on
9/24/2018 and the next episode (which is also the current one) started at Johnson East Shelter on
9/27/2018. Since that is only 3 days, it is not a break in continuous homelessness and you can move
to the next one in the grid.

] Johnson East Shelter . L]
] TH Goodwell House L]
| EastTown Shelter O 06/13/2018 T2 07/03/2018 T

Moving to the next record, the 3™ homeless stay at EastTown Shelter ended on 7/3/2018, but the 2
homeless stay as TH Goodwell House did not start until 7/21/2018. This is a total of 18 days. Since
this is longer than 7 days this would constitute a break in continuous homelessness unless the person
was at an institutional location for that time.

| Johnson East Shelter ®  09/27/2018 [ il O
] TH Goodwell House
] EastTown Shelter O

For this example, the person was not in an institutional location, they at a friend’s house, and
because this is a break in continuous homelessness the “Had a Break” option would need to be

checked.

By using the above process, you can ensure that each break in continuous homelessness is identified
before saving and returning to the Screening Tool.

Once the Homeless Episode History grid is completed and the information confirmed, use the Save
and Close option to permanently record the data and return to the Screening Tool.

Once the Screening Tool is reloaded, you are placed back on the Homeless Assessment page and the

homeless episode grid will be visible and in read-only format. Any additions or changes to the
episode information can always be made by using the Add /Edit Homeless History button.
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Homeless Episode History - (No more than 3 years of history) - The following lists all homeless episodes for the person being assessed with the last 3 years, to enter in new homeless episodes or edit existing

episodes please use the Add/Edit Homeless History button below to load a new screen to record/edit these episodes.
'!' Add / Edit Homeless History

Had a break in
Homeless Location* @ O

. . Current Living End Date* Continuous Homeless Episode  Leave .
B " Jo
O N Provider Name, Location Description* & Situation Start Date’ N cunlln.ucus homeless Alert Message Reason Documentation
episodes @ &
0 Emergency Shelter Johnson East Shelter L) 9/27/2018 Choose File
0 Transitional Housing  TH Goodwell House 7/21/2018  9/24/2018 Choose File
Potential Non-continucus
0 Emergency Shelter EastTown Shelter 6/13/2018  7/3/2018 i episode - break between 8 and Choose File &
90 days

Q :L"[ﬁ;:'f;?;;:;:‘" Living in Car 5/21/2018  6/10/2018 ChooseFile ¢
(vy PSR s e ce 12/27/2017  1/25/2018 ] MEDEER MO E e s - i ChooseFile ¢

human habitation for over 90 days

Along with displaying all the homeless stay and episode information collected, the system will also
provide messaging in terms of breaks in continuous homelessness, within an alert field (circled
below). This alert field will provide information when there is break on time between episodes for
more than 7 days.

[[JHad a break in

continuous homeless
episodes @

Continuous Homeless Episode Dyave

Current Living Start Date* = End Date*
Alert Message

Situation - -
. 9/27/2018

7/21/2018 9/24/2018

Potential Non-continuous
6/13/2018  7/3/2018 4 episode - break between 8 and
90 days

5/21/2018 6/10/2018

MNon-continuous episode -

12/27/2017 1/25/2018 hd break for over 90 days

For those homeless stays where a break in time is detected that is longer than 90 days, the system will
automatically record this as a break in continuous homelessness and display a “Non-continuous
episode” message.

For those homeless stays where a break in time is detected that is between 8 and 90 days, the system

will display a “Potential Non-continuous episode” message to help users identify when these potential
breaks may have occurred. Those homeless stays that have breaks between 8 and 90 days should
only remain continuous if the person was at an toittnal locationduring that timeframe.

The Screening Tool and Homeless Assessment section will use the information from the episode grid
to automatically complete and anwser the following data elements automatically.

9 Where did you sleep last night: the system uses the Current Living Situation location
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Where did you sleep last night? : |Emergency Shelter v|

I Total Number of Continuous Days Homeless and Total Number of Days Homeless Overall:

Total Days recorded in the Homeless Episode History: 167 ¥

TOTAL # of current continuous days homeless: 95

I  Number of Months Continuously Homeless, Total Number of Homeless Episodes and Total
Number of Month Homeless
0 From these calculations, the system will automatically answer the 2 questions shown
about the person’s homeless history (Literally Homeless for last 12 months, 4+ literal
homeless episodes that total 12 months or more)

Number of Months Continuously Homeless: 4 Total Number of Homeless Episodes (Last 3 Years): 3 Total Number of Months of Homeless (Last 3 Years): 8

Been literally homeless for at least the last 12 continuous

months: Yes @ No

Had four or more separate episodes of literal homelessness

- Yes ® No
within the past three years that total at least 12 months:

Current Housing Status
The Housing Status question will be automatically completed during the initial Screening based on the
person’s homeless status entered from the Pre-Screen.

Current Housing Status: |Category 1-Homeless v

For those that are identified as Literally Homeless, the Housing Status will default to Category 1 —
Literally Homeless, for those that are identified as At-Risk of becoming homeless the Housing Status will
default to Category 2 — At Imminent Risk of losing homeless.

Documentation Storage / Sharing

The Screening Tool has included places where documentation can be uploaded into the system and
stored for later use. Any person with access to the Screening Tool and Western CES in HMIS will be
able to upload documentation as well as download / review any uploaded documentation.

Currently the system also documentation to be upload for each Homeless Stay within the Homeless
History Grid by using the Choose File option at the end of the row.
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Current [[JHad a break

Homeless Living End Date* | ti continuous Leave
] == Provider Name, Location Description* S0 start Date* - In COMUNUOUS  y4maless Episode "¢ Documentation
Location® ¥ a Situation - homeless Reason
. Alert Message
- episodes @ &

EDHEEIE; Johnson East Shelter L} 9/27/2018 Choose File
Shelter
Transitional 1, 6oodwell House 7/21/2018  9/24/2018 Choose File
Housing

By selecting this option the system will prompt the user to upload a file of their choice, in which the
user browses to the file’s location on their local computer/network and selects the file. Almost all file
types are supported, such as Word, PDF, Excel and for time when you want to upload multiple
documents together you can upload a .zip file which many documents bundled together.

Once documentation is uploaded, the Choose File will be replaced by the file’s name and the menu
option at the beginning of the record (blue ball action menu) will allow for Dowmoading or Deleting of
that documentation by all accessible users.

* . . Conunuous
1 HomgIeSf Provider Name, Location Description® Lmn.g Start Date* +— End Date in continuous Homeless Episode Lewye Documentation
Location” @ & Situstion - homeless Alert Message  Neaoq(
- episodes @ a ) )
HMIS
0 Ecﬂﬂirgrency Johnson East Shelter O 9,/27/2018 Links.docx @ @
o
= Download Documentation N
¢ 7: Delete Documentation e 7/21/2018  9/24/2018 ChooseFile
Dot ™

Pkase be on the lookout for additional areas on the Screening Tool where documentation can be upload
and for guidance from CES Administrators on the best way to use this documentation storage features.

Prioritization List

The Prioritization List contains the persons placed during the initial Intake and Assessment process and
the following includes updates made directly to the Prioritization List search and review functions as
well as any function updated to aid in its management.

Prioritization List Search

The Prioritization List search has been updated to improve locating persons on the active list and
includes allowing for the selecting and searching of more than one Available County at a time. The
Available County search filter now allows for the selection of multiple counties.

Available County: Greene County 4
Indiana County o

Jefferson County
v Lawrence County
McKean County
Mercer County

—~ .
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A new Age Range filter has been added within the search to allow to locating persons on the list
within the following age ranges; this filter allows for the searching of multiple ranges at the same
time.

Age Range: Under 18 v
v 18to 24

2510 30
55 and over

Improved searching by person name and person IDs has been included by default at the bottom of the
search screen. Users can search by either the client’s HMIS ID or their DVAC ID by entering that
information directly into the search screen to locate a person on the list.

Type:

Client Search (Last, First): | Last Name, First Name

Client ID / DVAC ID Search: |ID/DVACID

Service Inquiry

The Service Inquiry function was approved and made available for use with DV/Anonymous clients on
the Prioritization List. Providers with housing and service openings can now use the service inquiry
feature to reach out to DV/Anonymous clients and work with their assessing provider through the
system.

The Service Inquiry function can be located for all persons, within their Prioritization List record, next
to the Service Acceptance/Rejection option near the bottom of the page.

Referral Service Review

:;; Referra.= | .'Q Service Inquiry I i Service Acceptance/Rejection

The Service Inquiry Status was expanded to include Acknowledged — Client Accepted and Acknowledged
— Client Rejected (previously there was only an Acknowledged option) to display the overall overcome
of the inquiry along with it being responded to.

Western CES HMIS Updates — October 2018 11| Page



—SELECT - M

Acknowledged - Client Accepted
Acknowledged - Client Rejected

Inquiry Status:*

-up to Inquiry Provider:

The last update that was released was to help with Service Inquiry management and handle currently
open or pending inquiries once a person on the list was served or placed. Once a person is recorded
with a Service Acceptance or Closed/Placed off the Prioritization List, the system will automatically set
any currently pending inquiry to “Cancelled” so users are not working on requests that are no longer
needed.

Inquiry Service a Inquiry From Provider « Inquiry Status

Lawrence County Social Services - Blair

Rapid Rehousing Services County Cancelled
Permanent 3upportwe Lawrence County Social Services - Lawrence cancelled
Housing County

When you do see “cancelled” inquiries on your list, they can be ignored as the client was served or
removed from the active Prioritization list and no longer needs assistance.

Service Acceptance

Once a service acceptance is performed for a permanent housing service, such as Rapid Rehousing or
Permanent Supportive Housing, the system will now automatically set that person’s Prioritization List
status to “In Processing” automatically.

Prioritization List Status - by providing a permanent housing based service (RRH, PSH) the person will have their Status set to
"In Processing" on the Prioritization List as shown below. This denotes that the person/household is enrolled into a project but
has not yet been placed into permanent housing and will remain on the active queue. Once they have been placed into
permanent housing please set the Status to "Placed" to complete the process and move them off the Active queue.

Please note that you can choose the "Placed” option below for Status to denote the person is both enrolled into a project and
has been placed into permanent housing. Using this Status will remove the person from the Active queue and should be
performed if the person is confirmed to have permanent housing.

Status:

In Processing
Placed

Uses can set the person’s Prioritization List Status to “Placed” and remove them from the active list
during this step as well, but should only be done when the client/household is residing in permanent
housing (not just enrolled).
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¢KS aLYy tNRrOSaaAy3¢ adl ddza RSy 2 (S andiseithelcNgae y A a
being served by a Housing/Service Provider or has been served altebdny a Provider and is awaiting
placement into a permanent housing unit KS &t f F OSRé¢ &Gl Gdza RSy203Sa
active Prioritization List and has been served/enrolled and been placed and is residing in permanent
housing.

Assessing Provider Transfer

The system has the ability, upon request, to transfer a person on the Prioritization List from one
Assessing Provider to another. Thisis inthe event the person being assessed at one Assessment Center
locates or is moved to the care of another Assessment Center within the system.

To request a Provider Transfer, load the person’s Prioritization List record, check the “Request Provider
Transfer” option as shown below, and hit Save on the record.

Assessing Provider: |HMIS Service Agency - Lehigh v| Request Provider Transfer v @

Assigned Assessment Staff:  John Smith %
Phone Number:  717-917-9700

After the save, the system will automatically send an email request to the appropriate persons to
begin the process to transfer the person to another Assessing Provider. Once the request is sent
someone will be in contact to gather further information on the transfer.

The Assessing Provider is traditionally the Provider that performed the original assessment of the
person and performed their placement onto the Prioritization List. Once a transfer occurs the new
Provider will be the Assessing Provider of record in the system, for reporting and administrative
responsibilities.
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