HMIS for Coordinated Assessment
Step 1: You receive an email notification stating that you have a pending referral.
It looks like this:
 (
This is the referral notification number. You will need this number in order to locate the referral from your agency’s Incoming Referral list.
) (
1031
)[image: ]
Your goal is to accept the referral within 2 business days.
Time Commitment: 2 minutes.

1. Log into HMIS.
2. Click on Community Resources, Referrals.
[image: ]
3. Click on the tab for Incoming referrals.
[image: ]



4. Select the referral with the appropriate Referral ID (it matches the ID in your email).
 (
Referral ID Number is the first column in the table labeled “Pending Referrals.”
You can sort the Referrals by clicking on the green arrows in the column header.
)[image: ]
5. Detailed info about the referral will appear. Scroll down, then click the button Accept Referral.
 (
Client’s name
) (
Information about the priority level and the referral notes will be listed here. This is how you know how quickly you should call the person back.
)[image: ]
6. Then the buttons on the right will gray out, and the Referral Status will be Accepted. You are done.
[image: ]


Step 2: You are ready to call the client back and complete the Eligibility Screening over the phone.
1. Log into HMIS.
2. Click on Client Management, Bucks County Housing Link.
[image: ]
3. Click on Load Intake.
[image: ]
4. Select the client’s name from the drop down menu.
[image: ]
5. Click Load.
[image: ]
6. Click on the button View Last Call Screening to view the Call Center’s completed call screening.
[image: ]

Print the full call screening by clicking on the little icon that looks like a printer.
[image: ]

Then close the box by clicking the Close button.










7. Ask the client if there are additional household members.

a. If there are, add those names one at a time into the text box below the Head of Household. You can check the box after DOB and SSN if the person refused to provide that for you at this time. Click Save.
 (
Add the name, date of birth, social security number, and select gender. 
Then click Save.
)[image: ]
b. Now add the relationship for that person, and click Save.
[image: ]
c. If you need to add more family members, continue steps (a) and (b) until you have added and saved each household member.








8. Click on the button New Eligibility Screening to open up the Eligibility Screening form.
[image: ]
It looks like this:
[image: ]







9. Complete the Eligibility Screening by answering all of the questions that have a gold dot. Some answers that you put in may require additional questions to be answered. If that happens, be sure to answer those additional questions as well. 
 (
These additional questions popped up based on the Eviction and Benefits answers we provided.
)[image: ]
This information is used to help HMIS (and you) make sure that people meet all of the eligibility requirements for a program before being referred.

10. Click Save at the bottom of the page when you are done.
[image: ]

11. This is how your screen will look when you click Save: 
(A budget appears, and your Eligibility Screening gets saved as just one tab in the eligibility process)
(Note: if you didn’t answer all of the required questions, the red box will appear at the top of the screen to let you know which questions must still be completed.)
 (
Your Eligibility Assessment is saved under this first tab marked Eligibility Assessment. You can open it again by click
ing
 on the 
title
,
 or close by clicking on the 
title
 again.
)[image: ]
This budget is where you enter the income information that is used to determine income eligibility.  

So, scroll down to the bottom where it says Gross Monthly Household Income, and enter their income.
 (
Budget surplus/ deficit, Area Median Income, and Poverty Limit (FPIG) all get calculated automatically for you here.
) (
Tip:
A budget is a good piece of information to send with a referral. It is highly recommended that you complete this with the client if possible, especially if completing a HAP application.
)[image: ]

12. Click Save.

13. Most likely, at this time you need to know whether the person is eligible for prevention services (HAP), another program (so you will need to bring them in for a SPDAT), or not eligible for anything.

To help you make this decision, you can use the Eligibility Scorecard.

Scroll to the bottom of the page (the Document Check List will appear; you can ignore that for now). Click on the button labeled Eligibility Scorecard.
[image: ]
14. The Eligibility Scorecard will appear in the screen. You will see which programs the person qualifies for based on their eligibility assessment. 
[image: ]
The SPDAT matching programs won’t appear until you actually input a SPDAT score (more on that next).

15. Most likely, at this point you are either bringing the person in for an in-person appointment to make a HAP payment, complete the SPDAT and then make a referral, or are not referring them elsewhere because they are not eligible for anything through the Housing Link. 

You can now close the Eligibility Scorecard, and exit out of HMIS until you are ready for Step 3: Completing the SPDAT.







Step 3: Entering the HUD Required Data Elements, aka Before you complete the SPDAT in HMIS.
You need to have the client complete the HMIS Release of Information (data sharing consent form) and complete the basic required data elements for each household member before you can enter the SPDAT data.
There are shortcuts to do this through the Housing Link pages.
So, your workflow at the in-person appointment should go like this:
1. Have the client sign the HMIS Release of Information for each person in their household. Then enter the data sharing policy into HMIS for each member of the household:
a. Log into HMIS.
b. Click on Community Resources, Bucks County Housing Link.
c. Click on Load Intake.
d. Select the Client’s name from the dropdown menu and click Load.
e. Click on the button labeled Sharing next to the client’s name.
[image: ]
f. A pop-up will appear with the data sharing page. First you will enter the Domestic Violence status and current date, and click Save. [image: ]
g. Then you will enter the data sharing permission level that the client agreed to by selecting the appropriate bubble, then scroll down and click Save. (If you are completing the SPDAT over the phone, and can’t get a signed release, just select ‘No Data Sharing.’)
               [image: ]
               [image: ]
h. You will be taken back to the household screen. Complete this step for each additional member.
2. Complete the HUD required data elements for each person:
a. Click on the button labeled Profile next the client’s name.
[image: ]
i. A popup window will appear. Click on the text that says HUD Required Elements.
[image: ]
ii. The box will expand and you will see the data elements appear. Complete them, then click Save.
[image: ]
iii. You will be taken back to the household screen. If there are other family members, repeat the same process by clicking on the Profile button, then the HUD Data Elements.










Step 4: Completing the SPDAT in HMIS.
(If you are completing the SPDAT immediately after entering the data sharing and profile information, skip to Step 5 below)
1. Log into HMIS.
2. Click on Community Resources, Bucks County Housing Link.
3. Click on Load Intake.
4. Select the Client’s name from the dropdown menu and click Load.
5. Scroll down the page and click the button that says Continue Eligibility Screening.
[image: ]
6. You will be taken to the Eligibility Screening form that you already completed. It will look like this:
[image: ]

You can update or change any information here if you need to.





7. Scroll down, and you will see the Household Budget and Document Checklist pages. 

[image: ]

You can click on the text (where it says ‘Click to expand’) to view those pages. You can edit those pages now, too, if you need to.

8. To open the SPDAT form, click on the button that says Next Step.
9. You will see a pop-up window appear in the center of the screen, asking you what you want to do next:
[image: ]
10. You want to click Continue Coordinated Assessment.
11. Now another pop-up window will appear. This one is asking if you want to complete any additional assessments at this time, in addition to the SPDAT. These additional assessments are the same HMIS assessments that you are used to completing (health, education, employment, income, benefits, etc). 
[image: ]
If you have the information to complete any of these now, check the box. If you don’t want to complete anything other than the SPDAT at this time, then just click Continue.

In this example, we want to add in the client’s employment information in addition to the SPDAT assessment.

12. The HMIS assessments appear first. Since we chose employment, the employment assessment then appears for us to complete. This looks just like the assessment when we complete it for a program enrollment.
[image: ]

So we complete the assessment, and click Save and Next Client. Continue to do this for all of your clients and assessments.





13. Once all of the HMIS assessments are done, the SPDAT form will appear. It looks like this:
[image: ]

Note that HMIS knows whether you are completing the Family SPDAT or the Individual SPDAT based on the household composition that you selected on the Eligibility Screening form. 

If you have 2 adults, HMIS will provide 2 Individual SPDAT’s for you.

14. Select the scores for your household as appropriate. For any dimensions that are not listed on the pre-screen, enter a ‘0’. (See the attached sheet for matching the pre-screen categories to the full SPDAT categories)
15. Then enter the Assessment Date, and click Save.
[image: ]
16. From here, you can do a couple of things:
a. Check the Eligibility Program Match and SPDAT score match.
i. Click on the button Eligibility Scorecard, and the programs that match the person’s eligibility and SPDAT will appear.
[image: ]
b. Refer the client to another agency’s program.
i. Click on the button Next Step.
[image: ]
ii. Click on the button Refer Client.
[image: ]
iii. Then follow the steps for making a referral:

iv. You’ll be taken to the referral page. Note that this is actually in the client’s profile.
 (
Look familiar?
)[image: ]
v. Click the button Start Referral.
vi. Select your Site and the Referral Type (housing and services).
[image: ]







vii. Then select the Program Type that you are referring to from the dropdown menu, and click the + button.
[image: ]
viii. Then select the agency. (You can uncheck the ‘Only Show Collaborating Agencies’ box if the agency isn’t one of the Housing Link partners).
[image: ]
ix. And click Continue.
x. A confirmation page will appear. Click Continue.
[image: ]
xi. A final confirmation page will appear. Select the Staff person to send it to by clicking the button labeled Customize:
[image: ]
xii. Then select the Priority Level, the Referral Source (Other Social Service Staff), click on the Site, and click Refer. You can also add any notes on the referral if you choose.
[image: ]
xiii. Your confirmation will appear at the bottom, are you done.
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enact system security protocols to ensure this client’s privacy is protected. No data about this dlient will be able to be globally shared and new Data

Sharing polices will not be activated until the Domestic Violence status is set to No'.

[Glientpatasharing |

Domestic Violence Information

Assessment Date

Is the dlient actively flesing a Domestic Violence Situation: No

03/05/2014|

Global Data Sharing

Full Data Sharing
Sharing Policy  Cuctom Data Sharing

No Data Sharing

|All General Information:

Al Health Information:
Disabling Condition:
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Mental Health:

Substance Abuse:

General Health:
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Justin Bieber (SSN: 234982340, DoB:

1o Required Elements | contactunformation _______________]

HUD Required
Ethnicity Non-Hispanic/Non-Latino
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American Indian or Alaska Native

Gender Male =

Housing Status [Imminently losing their housing

Veteran Status [No =

| AdditionalClienttnformation |
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Intake Form I
Intake Name:  Bieber, Justin - (3/4/2014)
Intake Date:  [03/02/201%
Agency: Rucks Countv Onnartunity Council = Il
Intake Type:  [Household [

Household

Household Name: Bisber Household Head of Household: [Aicher. Tusx] [ Save ]

Intake Clients

First Name Middle LastName Suffix Do ssn Gender Relationship _Join Date

5 Sustin Bicber ov/01/1380 [ 234-98-2340 [ [baie [lserf ~103/04/2014  [Gave) Remove) eave)

v Baby. Bieber oy/o1/2013 [ Female. [<llother  [<]03/04/2014  (Save]Remove][Leave]

x [} ) [Select o valuel — [<][ Select a velz] =

Call Screening
‘Screening History

Last Call Screening Date: 3/4/2014

T

Screening History
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ty Assessment _(Click to collapse)

Bieber, Justin| self
Bisber, Baby | Other

24 Male |2150982344, thebiebs@gmail.com

Interviewer's Name:

‘D Assessment Date:
‘D Are you a Bucks County resident?
‘9 HUD housing status:
‘D At-Risk Category:
‘D Has eviction notice?
‘D Date of Evictoin:
‘2 Amount Due:
‘D Months of Rent Due:

'J Has documented crisis that led to eviction?

Landlord contact information:

' Amount household can contribute to resolving housing crisis?

‘2 Does household currently receive benefits from the County Assistance Office?
‘2 Has household applied for Emergency Shelter Assistance Office?
' was household approved for Emergency Shelter Assistance?
'J Does household have denial letter?

'J Verified assets under $10,0007

Trainer, Agency

|

Yes =

HUD At-Risk of Homelessness - Prevention programs only.

At-Risk Category 1 - Individuals and Families =

Yes =

Within 21 Days [+

Quakertown, PA 18901
215-345-6789

200
Yes =
Yes =
No =
Yes =
[ves [

1800
2 =
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wr. Landlord z
100 Main St
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12 Was household approved for Emergency Shelter Assistance? No. = i
2 Does household have denial letter? Yes =

3 Verified assets under $10,0007 Yes =

3 Will agree to work with Children and Youth worker? Ves =

3 Will agree to accept Case Management? Yes =

3 Working or currently enrolled in school? Ves =

3 Has reliable transportation? Yes =

'3 willing to under go criminal background check? Yes. -

3 Has a documented disabling condition? o =

3 Has received housing assistance in the past 2 years? Yes =
3 From which program: HAP rogram =
2 Was maximum amount of assistance provided? o =

‘2 Family Composition: Single father w/ child(ren) -

I the chidren are not currently with the parent is reunifcation expected within 30 days of housing placement? o =

Res) [Smve) -

Household Budget (Click to expand)

Document Check List _(Click to expand)

Household
Household Name: Sieber Household Head of Household: Bieber, Justn <] [ Save ]
Intake Clents

First Name Middle LastName Suffix Dop ssn Gender Relationship Join Date
 [Profie)Sharing) 3ustin Sieber 01/01/29%0 234952340 [ [Male <[self ~103/04/2014  (Gave [RemoveLeave)
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Optional Assessments: Assessment screens with a black label are not required to be completed by any housshold member and can be skipped with the 'Next’ button

K Bicber, Justin : Employment Assessment :

oisber by A
Employment Information
Employed Ves =
Number of hours worked in the past week .
Employment tenure Permanent =
1 the dient looking for addiionsl employment or increased hours at their current job? Ves =
Assessment Date @ 03/0s/2014 | T

Please ensure that you have entered in the correct Assessment date. It canfot be changed after the Assessment has been completed:
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SPDAT Assessment
e
‘SPDAT Assessment
[3 Family sPDAT
1Q# Questions/Sections Score (0-4) Notes
1 [Self Care and Daily Living Skills of Family Head [Select a Score] [w
2 |Meaningful Daily Activity [Select a Score] |w.
3 |Social Relationships and Networks [Select a Score] [w
4 |Mental Health and Wellness and Cognitive Functioning [Select a Score] [w
5 |Physical Health and Wellness [Select a Score] [w
6 |Substance Abuse [Select a Score] [w
7 |Medication [Select a Score] [w
8 |Personal Administration and Money Management [Select a Score] [w
9 |Risk of Personal Harm/Harm to Others [Select a Score] [w
10 |Interaction with Crisis or Emergency Services [Select a Score] [w
11 |Involvement in High Risk and/or Explosive Situations [Select a Score] [w
12 |Legal [Select a Score] [w
13 History of Homlessness and Housing [Select a Scorel [=.
14| Managing Tenancy [Select a Score] [=
15 |Parental Engagement [Select a Score] [w
16 | Stability and Resiliency of Family Unit [Select a Score] [w
17 |Needs of Children [Select a Score] [w
18 [Abuse and/or Trauma of Parents [Select a Score][+. U
19 |Size of Family [Select a Score] [w
20 |Interaction with Child Protective Services and/or Family Court| |[Select a Score][w
21 [otal
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13 [History of Homlessness and Housing
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15 |parental engagement
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17 |Needs of Children
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Client profile | Data Sharing | Assessments | Referrals/waitlist

Outgoing Referrals _Add to Watlist

‘Agency Resource Directory.

Outgoing Referral

@

Household Members - Bieber Household

Bieber,Justin | 24 | selff | 3/4/2014
misberaby | 1 | oher | /42014

Please use this Referral Data Quality Card to evaluste the overall data score for all included persons; select ‘Continue' to go forward with the referral process with the current data content or
Select 'Cancel to stop the process to update any missing information.

This Referral data Quality Card will be made available to the receiving Agency and any data deficiencies could increase the chance that this referral is either sent back to the sender
requesting additional information or rejected outright.

Referral Data Quality Card

Client Age Client profile % Contact Information Assessments Included
Bieber, Justin 24 100 Phone, Email Employment, Call Screening, Eligibiity Screening
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