Program Entries and Exits - HMIS Entry Instructions

1.0 Overview

Entries and Exits are some of the most important data entry tasks in HMIS. Without an entry, funders will not be able to see that a particular client
is working with your program at all, nor what their current situation is. Without an exit, no one can tell, how quickly you are able to serve a client’s
needs, nor whether or not you are still working with and able to provide updates about a client.
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Everything in this section takes place on the Entry/Exit tab of a client’s file, as do the instructions about interims and follow-ups. It is likely that you
will perform a program entry, then later do an interim review on that entry, then do an exit followed by a follow-up. Depending on circumstances
some of these steps may not be necessary, but you should always check to make certain.

2.0Work Instructions

1.0 Program Entry/Intake

a.

You will make a program entry whenever a client enrolls in
one of your agency’s programs.

When you add a program entry, you are required to fill out
all information in the entry assessment, described below.
The only programs excepted from this rule are Outreach
providers, and then only in certain circumstances.

1.1 Fill out Entry information

a.

d.

Navigate to Entry/Exit tab of client’s file and click,
Add Entry/Exit.

Select all clients who should be in this Entry from the
client’s household.

Change Provider to the specific program where the client
is currently enrolling. (For example, do not leave as
“AntFarm - Agency Admin — Clackamas” but change to
“AntFarm (CGF) RRH Clackamas” if the client is getting
Rapid Rehousing assistance)

Answer Type with HUD in almost all cases.

1.1 Fill out Entry Information

e

Release of information: Ends 04232034

Client Information

@) Reminer Housenoid members must be established on Households 1 before creating Entry/ Exits
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e. Providers which have “(YEHP)” as part of their names will
choose RHY for Type instead

f.  The date on which the client started working with the
selected provider will be the Project Start Date.

g. Click Save & Continue

1.2 Troubleshooting “No Assessment”
a. Ifthe message, “No assessment has been specified for
this provider” appears, do not close the window.

b. This indicates an incorrect Type or Provider selection.

c. Scroll to the top of the entry, make all necessary
corrections, select Update.

d. Important: Unless your provider has the abbreviation,
YEHP in its name, your Type with be HUD.

e. Important: the provider for your entry should not have the
word “Agency” in it, but will have the specific program type
the agency will be providing to client to the client.
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Project Start Data - (456) Doe, John >
Household Members

@ T°include Household members for this Emtry / Exit, click the box beside each name. Only members from the SAME Houschald
may be selected.

(217) Male Single Parent

47

Project Start Data - (456) Doe, John

Coordinated Housing Access

LTI {Col) CE Clackamas (4433)

Type* HUD -~

Project Start Date * 04 ;15 ;2024 BN S N 10~ - 12+ - 42+~ AM ~

Sove s Comine ] cancet

1.2 Troubleshooting “No Assessment”

Entry Assessment
Household Members Household Data Sharing lﬂ
Ry ' - Client: (156) FCA, Brunt Add Household Data
etera 0 D
Entry Assessment
No HUD Entry Assessment has been specified for this Provider
: Entry/Exit Data L_J =
@ Mot Ifveu change the provie
Provider * »
Type * # Basic ~
Household Members Associated with this Entry / Exit
Name. Head of Housshald Project Start Date EX interima FOIOW ReasonforLeaving  Destination  Hetes
48 O o9 snme, sos #° 0a/29/2024 P (] (]

Include Additional Household Members

Entry Azzessmant

Showing 1-1 of 1
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1.3 Demographics Questions

Within the Entry, the first group of questions for client
demographics. Even though these questions are also on the
Client Profile tab, you must complete them as part of this
assessment.

The questions in this section are:
e Date of Birth and Date of Birth Type
e Gender
¢ Race and Ethnicity
a. All questions must be answered if applicable.
e Aclient may select “prefer not to answer” to any
question, which is a valid answer.

b. Gender and Race and Ethnicity are answered the same
way: ask clients to identify their gender and race, then
select as accurately as you can.

e Holding the CTRL key (Command key if using an
Apple product), multiple options can be selected.

e Free text fields are available when no option is a best
match.

e Select Clear all to unselect options in the list above
the button, to make new selections or corrections.

1.3 Demographics Questions

Date of Birth

Date of Birth Type

f_ MmO Ms

-Select-

~ G

To select multiple values hold down the "ctrl” or "emd" key and click on each value

Gender

If Other Gender, specify

wWoman (Girl, if child)
Man (Boy, if child)

Culturally Specific Identity (e.g., Two-Spirit)

Transgender

Non-Binary

Questioning

Different Identity

Client doesn't know

Client prefers not to answer
Data not collected

Text field below is required when selecting "Different Identity”

If Different Identity, Please
Specify

Race and Ethnicity

Additional Race and
Ethnicity Detail

American Indian, Alaska Native, or Indigenous

Asian or Asian American

Black, African American, or African

Hispanic/Latina/e/o
Middle Eastern or North African

Mative Hawaiian or Pacific Islander

White

Client doesn’t know

Client prefers not to answer
Data not collected
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1.4 Bookkeeping Questions 1.4 Bookkeeping Questions ‘
This set of questions must be answered for all household Ethnicity Detail ¢
members, even if no other information at time of intake for the Household Size o
clients. No exceptions. —
ReleionsiptoHeadof ¥ - sef (nead of household) v
a. The questions in this section are:
¢ Household Size Enrollment CoC Select- v 6
¢ Relationship to Head of Household Translation Assistance e P
e Enrollment CoC Needed =
e Translation Assistance Needed (and follow-up
questions)
b. Each household may only have one (1) person who
answers “Self (Head of Household)” for Relationship to
Head of Household
c. The answer to Enroliment CoC will always be “OR-507
Clackamas County CoC”.
1.5 HUD Verification Tables 1.5 HUD Verification Tables
a. HUD Verification Tables consist of four items: Health e seect v GI [———
Insurance, Disabilities (AKA Health Conditions), Monthly _— —
e Health In: HUD Verification
Income, and Non Cash Benefits. i ——-
Start Date* Health Insurance Type Covered? End Date
. ousehold members must have these tables 7 W ez ciber o
b. Allh hold b th th tabl
Completed. 7 W a2z State Health Insurance for Adults Ko
c. Household members under the age 18 are only required B oo e
to complete Health Insurance and Disabilities when they 3] — e et
are aISO the Head Of HousehOId (See 14) /‘ —.— 04232024 Health Insurance obtained through o
e COBRA §
d. Each category has a “gateway question” which must be x sowegsoro ([N (D N N
answered first.
e. DO NOT CLICK “ADD”. SCFO” screen to the r|ght to see a HUD Verification: Monthly Income for 04/23/2024
link called “HUD Verification” with either a waming sign or | | g e e e e e s e e o,
a checkmark. Click on the HUD Verification link. records rfesiraieeemilredepleredegd take precedence for reporting purposes:
Select the Receiving Income Soirce? Ne
. lue for all i lete Sou bf I [lec
f.  From the pops up, a list of Health Insurance types, health e e
conditions, income, or benefits.
Document Owner: HCDD Printed versions of this document may be outdated. Find Page | 4 of 10
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Each Item must have a Yes or No response to clear the
warning.
g. If aresponse is changed from No to “Yes” a pop-up
warning will appear. These are skip-able, except for
Monthly Income. An estimate of Monthly Amount for
must be entered to clear the warning.
h. Click Save & Exit
i. An item table is complete when the Warning Sign on the
right will be replaced with a Checkmark.
1.6 Client History 1.6 Client History
Required for HoH and Adults Only, and describe the client’s Required for Head of Household and Adults Only:
history of homelessness, as well as other sensitive questions Prior Living Situation I -setect
about their paSt' Length of Stay in Previous [] Salact-
Place
a. Ask these in a quiet place where a client can feel safe and oximate date this [
with a reasonable amount of privacy. Others may l--,.-[;ff of homelessness / BOMs
oyerhear responses, potentially leading to harassment or g
Vlolence. stayed last night - Number of
ti the client has b -
| | | Fuprlitydpdreriall RO
b. If aclient refuses to answer a question, select “Client the past three years
» including today
prefers not to answer”. -
otal number of months
) ) ] ) homeless on tk [| _Salect-
¢c. Common questions in this section: ES or SH in the past g
1 n7 H H years
* Prior lemg Sltl-,latlon . If Other Type of Residence,
e Length of stay in previous place specify
e Approximate date this episode started
e Number of times homeless in past 3 years
¢ Number of months spent homeless in past 3 years
e Last grade completed
e Sexual orientation
e Survivor of DV (and follow-up questions)
d. For Prior Living Situation enter the location where the
client slept last night (or the night before they came to
your program).
Document Owner: HCDD Printed versions of this document may be outdated. Find Page | 5 of 10
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e. An episode of homelessness, when answering Number of
times homeless in the past 3 years, means at least one
(1) night spent homeless on the street, in an emergency
shelter, or in a hotel/motel with a voucher.

f.  An episode of homelessness continues until a client
spends at least seven (7) nights in a residential building
with electricity and running water.

g. Ifaclient spends even a single night of a month
homeless, that whole month will be counted towards the
total for Number of months spent homeless in the past
3 years.

h. Sexual Orientation
Inform clients this is asked of everyone to ensure quality
and services meet everyone’s needs. A client can refuse
to answer this question if they do not feel comfortable
discussing it. Select or type what the client tells you,
putting “Client prefers not to answer,” if they do not want
to discuss this with you.

i. Survivor of Domestic Violence Do not ask a client in
front of their partner, as this could be dangerous or make
it difficult for clients to respond honestly. If a client
answers, “Yes” to this question, and indicated are actively
concerned or trying to escape, offer to connect with
Clackamas Women’s Services.

1.6 Final Questions 1.6 Final Questions
After Non-Cash Benefits HUD Verification, is a set of questions

that you do not directly ask the client. Instead, you will use the Percent of Median Family -Select- v (e
client’s previous responses to complete. Income I —

Identify the SHS Priority I Select- v I
Population

a. Common questions in this section:

Document Owner: HCDD Printed versions of this document may be outdated. Find Page | 6 of 10
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b.

e Percent of Median Family Income
e  SHS Priority Population
e Level of Family Income (% HHS Guidelines)

To answer Percent of Median Family Income, look at
the table found on:
https://www.clackamas.us/housingauthority/section8.html

To answer Level of Family Income (%HHS Guidelines),
look at the table found on:
https://www.healthcare.gov/glossary/federal-poverty-level-

fol/

To answer SHS Priority Population, see [Population A&B
Reference Guide].

1.7 Additional Household Members

a.

On the left side of the screen, you will see that one
client’s name is highlighted blue.

All of the questions that you fill out will be answered
for this client.

Scroll back up to the top of the screen, select the
next client, and answer questions for them.

Youth (under 18) who are not HoH, only need to be
filled out up through the Disabilities subassessment.
Repeat steps a-d until all clients on the entry have
completed assessments.

The color bar next to each question indicates how
old the response is, from bright green (very new) to
red (old). Clicking on the bar will show you who has
updated the answer to that question previously.

1.7 Additional Household Members

Household Members CHA 2.0 PRE Clackamas

_ "
Veteran: No (HUD)

(475) Do, Jane
Age: §

Viteran: No (HUD)

How did this person get 11 i
comected withyou? ﬂ_rhmug the central CHAlin v 6

Agency conducting the PR |] [C Social Services v G

(Enter the caller's phone number|in cae you are disconnected or need to call back.)

Phone I] 23456-7890
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Other Contacts H bhndoe1992@gmail.com
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2.0 Program Exits .
. . . 2.0 Program Exits
a. A Program Exit tells HMIS that a client and their e g _
household are no longer actively working with a ————
particular program. —
. . . Enlry/ xit
b. To add an Exit, navigate to the Entry/Exit tab of the
Clientys flle and CIiCk on the Second PenCII ICon neXt 0Rem\rcw.Hc.sehul-:memnelsmLs?bees:abhshedanHchehuIdstat:ue"oreureai\"gE"try:'E!ti;s
to the Exit Date column. i
Program Type Project Start Date Exit Date: Interims F‘:L? m
i Cathol Charties Good Shephed Vilage (HS)PSH Clackemas (9063 HUD / wrm E B 00 [
2.1 Fill out exit information 2.1 Fill out exitinformation
A pop-up window will ask for exit information. TR
. (456) Doe, John
a. You must enter a response to: "
b. Household members
c. Exit Date Edit Exit Data - (456) Doe, John
d. Reason for leaving
e. Destination 04 15 ;202 (O E 12 06w L2v PMv
Iml Needs could not be met v
f. Important: select all household members, unless only —
certain household members are leaving the program (as e
in, the household is Spllttlng Up) Rental by client, no ongoing housing subsicy (HUD) v
. If "Other”, Specify
g. Enter an exit date when: —
. . . otes
e Client is housed independent of the program
e No contact
e Moved into a Housing Program
e No longer met program eligibility
e Ended program for any other reason
h. Select the best option for the situation.
i. Do not select any options that end with (HOPWA Only) for
reason for leaving. The most common response will be
Document Owner: HCDD Printed versions of this document may be outdated. Find Page | 8 of 10
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“completed program,” but choose whichever one is
appropriate.

j- Destination: See [Living Situations and Exit Destination
Crosswalk]

Note: If you are unsure of which option to select. This is the
living situation for the client on the date entered above for this
exit. If the client is receiving rent support through a program
or voucher, you will be prompted to select their housing
subsidy type.

k. Click Save & Continue.

2.2 Exit Assessment

a. After you Save & Continue, most programs will see an
assessment that looks similar to what you filled out for
program entry.

b. If the person’s situation has changed since their last Interim,
you should update their information [See Interim Reviews
instructions for how to update answers after project entry].

c. Click Save & Continue.

3.0 Resources

3.1 Referenced Material
e 2024 HUD Data Standards (linked)
e 2024 Living Situations & Exit Destination Crosswalk (Linked)
e 2024 Interim Reviews Work Instructions (Linked)
Population A&B Reference Guide (Linked)
3.2 Related Material
e 2024 CoC Program HMIS Manual (linked)
3.3 Contacts
e HMISAdmin@clackamas.us (linked)
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https://files.hudexchange.info/resources/documents/HMIS-Data-Standards-Manual-2024.pdf
https://clackamascounty.sharepoint.com/:b:/s/H3S-HACC-SupportiveHousingServices/EbRC50ze0GpDqhU_cB-St3QB3fT-ha1OTiCoLJofL4a89g?e=IwuYz0
https://clackamascounty.sharepoint.com/:b:/s/H3S-HACC-SupportiveHousingServices/ESMuv4AtnWhHjU5pdlpDnzsBS4QZUx06DiSwevJvFPd2kg?e=kC0xsf
https://clackamascounty.sharepoint.com/:b:/s/H3S-HACC-SupportiveHousingServices/EeAsCvzq1T5NiAXoO69fBfcBpIgVC7BZc04Qh1eTj5E5Ng?e=gKx3pe
https://files.hudexchange.info/resources/documents/CoC-Program-HMIS-Manual-2024.pdf
https://lchsdhelpdesk.freshdesk.com/support/solutions/articles/70000492702-entry-assessment-tips
https://lchsdhelpdesk.freshdesk.com/support/solutions/articles/70000492702-entry-assessment-tips

