Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

Before Starting the CoC Application

The CoC Consolidated Application is made up of two parts: the CoC Application and the CoC
Priority Listing, with all of the CoC's project applications either approved and ranked, or rejected.
The Collaborative Applicant is responsible for submitting both the CoC Application and the CoC
Priority Listing in order for the CoC Consolidated Application to be considered complete.

The Collaborative Applicant is responsible for:

- Reviewing the FY 2015 CoC Program Competition NOFA in its entirety for specific application
and program requirements.

- Using the CoC Application Detailed Instructions for assistance with completing the application
in e-snaps.

- Answering all questions in the CoC Application. It is the responsibility of the Collaborative
Applicant to ensure that all imported and new responses in all parts of the application are fully
reviewed and completed. When doing so, please keep in mind that:

- This year, CoCs will see that a few responses have been imported from the FY 2013/FY 2014
CoC Application. Due to significant changes to the CoC Application questions, most of the
responses from the FY 2013/FY 2014 CoC Application could not be imported.

- For some questions, HUD has provided documents to assist Collaborative Applicants in filling
out responses.

- For other questions, the Collaborative Applicant must be aware of responses provided by
project applicants in their Project Applications.
- Some questions require that the Collaborative Applicant attach a document to receive credit.
This will be identified in the question.

- All questions marked with an asterisk (*) are mandatory and must be completed in order to
submit the CoC Application.

For Detailed Instructions click here.
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1A. Continuum of Care (CoC) Identification

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

1A-1. CoC Name and Number: PA-508 - Scranton/Lackawanna County CoC

1A-2. Collaborative Applicant Name: United Neighborhood Centers

1A-3. CoC Designation: CA

1A-4. HMIS Lead: United Neighborhood Centers
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Applicant: Scranton-Lackawanna County CoC

Project: PA-508 CoC Registration FY2015

PA-508
COC_REG_2015_ 121597

1B. Continuum of Care (CoC) Engagement

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

1B-1. From the list below, select those organizations and persons that
participate in CoC meetings. Then select "Yes" or "No" to indicate if CoC
meeting participants are voting members or if they sit on the CoC Board.
Only select "Not Applicable" if the organization or person does not exist in
the CoC's geographic area.

Votes,
Organization/Person Participates including Sits on
Categories in CoC electing CoC Board
Meetings CoC Board
Local Government Staff/Officials Yes No No
CDBG/HOME/ESG Entitlement Jurisdiction Yes No No
Law Enforcement No No No
Local Jail(s) Yes No No
Hospital(s) Yes No No
EMT/Crisis Response Team(s) No No No
Mental Health Service Organizations No No No
Substance Abuse Service Organizations Yes No No
Affordable Housing Developer(s) Yes Yes Yes
Public Housing Authorities Yes No No

CoC Funded Youth Homeless Organizations

Not Applicable

Not Applicable

Not Applicable

Non-CoC Funded Youth Homeless Organizations Yes Yes Yes
School Administrators/Homeless Liaisons Yes No No
CoC Funded Victim Service Providers Yes Yes Yes

Non-CoC Funded Victim Service Providers

Not Applicable

Not Applicable

Not Applicable

Street Outreach Team(s) Yes Yes Yes
Youth advocates Yes Yes Yes
Agencies that serve survivors of human trafficking Yes Yes Yes
Other homeless subpopulation advocates Yes No No
Homeless or Formerly Homeless Persons Yes Yes Yes
Legal Service Provider Yes Yes Yes
VA Medical Center Yes No No
SSVF Provider Yes No No
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Applicant: Scranton-Lackawanna County CoC
Project: PA-508 CoC Registration FY2015

1B-1a. Describe in detail how the CoC solicits and considers the full range
of opinions from individuals or organizations with knowledge of
homelessness in the geographic area or an interest in preventing and
ending homelessness in the geographic area. Please provide two
examples of organizations or individuals from the list in 1B-1 to answer
this question.

(limit 1000 characters)

The CoC addresses the above question in its meetings and subcommittees
including the monthly general CoC meeting where service providers including
ESG and SHP (including victim serv. prov.), SSVF & HUD-VASH, CoC staff, &
ESG Jurisdiction staff, youth homeless and more are able to share info. &
knowledge. Questions and open discussion are encouraged in meetings. At
the Chronic Homeless meeting, VAMC, outreach, PSH, TH, RRH, SSO and
shelter providers conduct case conferencing for individuals on the CH list —
pooling knowledge & resources to assist in entering housing. Office of Youth
and Family Services (which funds youth homeless program & serves homeless
families) as well as the school homeless liaison attend education committee
meetings to discuss and inform policies and activities regarding youth and the
variety of family needs they are seeing in the community. Participation from this
variety of organizations helps coordinate efforts and informs policy and
spending decisions.

1B-1b. List Runaway and Homeless Youth (RHY)-funded and other youth
homeless assistance providers (CoC Program and non-CoC Program

funded) who operate within the CoC's geographic area. Then select "Yes"

or "No" to indicate if each provider is a voting member or sits on the CoC

Board.
Participated as a Voting Sat on the CoC Board as
Youth Service Provider RHY Member active
(up to 10) Funded? in at least two CoC member or official at any
Meetings point

within the last 12 months
(between October 1, 2014
and November 15, 2015).

during the last 12 months
(between October 1, 2014
and November 15, 2015).

United Neighborhood Centers

No

Yes

Yes

Office of Youth and Family Services

No

No

No
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1B-1c. List the victim service providers (CoC Program and non-CoC
Program funded) who operate within the CoC's geographic area. Then
select "Yes" or "No" to indicate if each provider is a voting member or sits
on the CoC Board.

Sat on CoC Board

Victim Service Provider Participated as a Voting Member as active member or
for Survivors of in at least two CoC Meetings official at any point during
Domestic Violence (up to 10) within the last 12 months the last 12 months
(between October 1, 2014 (between October 1, 2014
and November 15, 2015). and November 15, 2015).
Women's Resource Center Yes Yes

1B-2. Does the CoC intend to meet the timelines for ending homelessness
as defined in Opening Doors?

CoC has
Opening Doors Goal established
timeline?
End Veteran Homelessness by 2015 Yes
End Chronic Homelessness by 2017 Yes
End Family and Youth Homelessness by 2020 Yes
Set a Path to End All Homelessness by 2020 Yes

1B-3. How does the CoC identify and assign the individuals, committees,
or organizations responsible for overseeing implementation of specific
strategies to prevent and end homelessness in order to meet the goals of
Opening Doors?

(limit 1000 characters)
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

The CoC addresses the above question by using guidance from the
community’s 10-yr plan to end chronic homelessness where specific goals were
set & agencies or committees assigned to those goals. The CoC built on those
goals & that team to meet the goals of ending other types of homelessness.
Assignments were & are a collaborative process where agencies/individuals
who work with housing & homeless households gather together & volunteer or
are assigned based on their strengths or specific foci, & committees are
assigned tasks based on their mission. Staff for committees are chosen based
on knowledge and ability regarding the subject matter & task at hand. Each
recipient of CoC funds staffs committees and 6 of the 7 recipients are
responsible for attaining a goal or an action step within a goal, with other
community partners stepping in to collaborate on tasks such as increasing
employment opportunities, reducing job loss & increasing the supply of safe,
affordable housing.

1B-4. Explain how the CoC is open to proposals from entities that have
not previously received funds in prior CoC Program competitions, even if
the CoC is not applying for any new projects in 2015.

(limit 1000 characters)

Entities that express an interest in applying for HUD funds are highly
encouraged to attend all CoC meetings. The CoC will work with that entity to
work towards & assess its readiness in applying for funds. The CoC solicits
requests for proposals via newspaper notice to advertise that funds are
available. Also, during the time of the NOFA, notice is given to the general CoC
membership of the funding available. The process for re-allocation and project
selection is available on the collaborative applicant's website, including program
priorities.

1B-5. How often does the CoC invite new Semi-Annually
members
to join the CoC through a publicly available
Invitation?
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1C. Continuum of Care (CoC) Coordination

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

1C-1. Does the CoC coordinate with other Federal, State, local, private and
other entities serving homeless individuals and families and those at risk
of homelessness in the planning, operation and funding of projects? Only
select "Not Applicable" if the funding source does not exist within the
CoC's geographic area.

Coordinates with
Funding or Program Source Planning, Operation
and Funding of
Projects
Housing Opportunities for Persons with AIDS (HOPWA) Yes
Temporary Assistance for Needy Families (TANF) Yes
Runaway and Homeless Youth (RHY) Not Applicable
HeadStart Program Yes
Other housing and service programs funded through Yes
Federal, State and local government resources.

1C-2. The McKinney-Vento Act, as amended, requires CoCs to participate
in the Consolidated Plan(s) (Con Plan(s)) for the geographic area served
by the CoC. The CoC Program interim rule at 24 CFR 578.7(c)(4) requires
that the CoC provide information required to complete the Con Plan(s)
within the CoC’s geographic area, and 24 CFR 91.100(a)(2)(i) and 24 CFR
91.110(b)(1) requires that the State and local Con Plan jurisdiction(s)
consult with the CoC. The following chart asks for information about CoC
and Con Plan jurisdiction coordination, as well as CoC and ESG recipient
coordination.

CoCs can use the CoCs and Consolidated Plan Jurisdiction Crosswalk to assist in answering
this question.

Numbe | Percen
r tage
Number of Con Plan jurisdictions with whom the CoC geography overlaps -
How many Con Plan jurisdictions did the CoC participate with in their Con Plan development process? 50.00%
50.00%

How many of the Con Plan jurisdictions are also ESG recipients?

How many ESG recipients did the CoC participate with to make ESG funding decisions?

50.00%

2
1
How many Con Plan jurisdictions did the CoC provide with Con Plan jurisdiction level PIT data? 1
2
1
1

How many ESG recipients did the CoC consult with in the development of ESG performance standards and
evaluation process for ESG funded activities?

50.00%
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1C-2a. Based on the responses selected in 1C-2, describe in greater detail
how the CoC participates with the Consolidated Plan jurisdiction(s)
located in the CoC's geographic area and include the frequency, extent,
and type of interactions between the CoC and the Consolidated Plan
jurisdiction(s).

(limit 1000 characters)

The CoC collaborates with the Scranton Con Plan Jurisdiction (which
encompasses over 85% of our projects/units)on a monthly (1-hour/month)basis.
The Scranton jurisdiction attends monthly CoC meetings collecting and
disbursing information as needed and participating in discussions. In addition,
phone calls and e-mails are exchanged for additional 1 hour every 2 months.
For the state con plan jurisdiction, the CoC gets certification of consistency with
that jurisdiction. The state may have access to the CoCs HIC & PIT data and
we are open to further involvement.

1C-2b. Based on the responses selected in 1C-2, describe how the CoC is
working with ESG recipients to determine local ESG funding decisions
and how the CoC assists in the development of performance standards
and evaluation of outcomes for ESG-funded activities.

(limit 1000 characters)

The CoC works with the City of Scranton ESG recipient at our monthly CoC
meeting. This 1-hour per month meeting enables Scranton to keep up to date
on CoC activities, housing inventory and PIT counts and to participate in
discussions on CoC policies and procedures as well as sharing any relevant
information the ESG recipient would like to share. The CoC relies on PIT, HIC
and HMIS data for the development of performance standards. The CoC aids
in the development of ESG performance standards, monitors HMIS data, and
outcomes and discusses challenges and successes in ESG projects at regular
meetings. The CoC board and the City decide together the community needs
that would be best served by ESG funding and what recipient would best meet
that need.

1C-3. Describe the how the CoC coordinates with victim service providers
and non-victim service providers (CoC Program funded and non-CoC
funded) to ensure that survivors of domestic violence are provided
housing and services that provide and maintain safety and security.
Responses must address how the service providers ensure and maintain
the safety and security of participants and how client choice is upheld.
(limit 1000 characters)
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

Upon entry into a non-victim service provider (VSP) agency within the CoC,
survivors are given the option to continue with current agency or be referred
directly to WRC, the VSP for Lackawanna Co. With both types of provider,
clients info. is collected & maintained in a confidential manner & entered into a
secure database. At non-VSPs, clients are given the choice to share (with
client consent)/not share/or be entered anonymously. With any provider,
disclosure of DV status to another agency requires informed consent. WRC
requires informed consent to share PIl when making referrals and conducting
advocacy, or may give clients referral contacts to make connections
themselves. Services for survivors are voluntary at all CoC providers, VSP &
non-VSP. Options across the spectrum of housing are outlined & goals are
designed to meet individual needs & choice. WRC conducts annual training for
CoC staff on dynamics of DV, risk assessment & importance of confidentiality.

1C-4. List each of the Public Housing Agencies (PHAS) within the CoC's
geographic area. If there are more than 5 PHAs within the CoC’s
geographic area, list the 5 largest PHAs. For each PHA, provide the
percentage of new admissions that were homeless at the time of
admission between October 1, 2014 and March 31, 2015, and indicate
whether the PHA has a homeless admissions preference in its Public
Housing and/or Housing Choice Voucher (HCV) program. (Full credit
consideration may be given for the relevant excerpt from the PHA’s
administrative planning document(s) clearly showing the PHA's homeless
preference, e.g. Administration Plan, Admissions and Continued
Occupancy Policy (ACOP), Annual Plan, or 5-Year Plan, as appropriate).

% New Admissions into Public PHA has
Public Housing Agency Housing and Housing Choice General or
Name Voucher Program from 10/1/14 Limited
to 3/31/15 who were Homeless
homeless at entry Preference
Scranton Housing Authority 8.00% | Yes-Both
Lackawanna Housing Authority Yes-Both
Carbondale Housing Authority No

If you select "Yes--Public Housing," "Yes--HCV," or "Yes--Both" for "PHA
has general or limited homeless preference,” you must attach
documentation of the preference from the PHA in order to receive credit.

1C-5. Other than CoC, ESG, Housing Choice Voucher Programs and
Public Housing, describe other subsidized or low-income housing
opportunities that exist within the CoC that target persons experiencing
homelessness.

(limit 1000 characters)
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

There are a variety of other options for subsidized or low-income housing in our
CoC that target persons experiencing homelessness. HUD-VASH, SSVF and
the VA Grant Per Diem(GPD)programs all target homeless veterans and have a
strong presence in Lackawanna County, having supplied housing for 34
households to date this year. VASH is not separated out of the 34. Veteran
GPD account for 30 beds in the CoC, 8 of which overlap with CoC funding.
Additional beds outside of those listed in the question, but which target
homeless households include a post-foster care program with 8 beds targeting
youth aging out of foster care who would otherwise be homeless, Cath.
McAuley Center has programs with approx. 15 homeless beds, CSS has 8 beds
dedicated to homeless with mental health issues.

1C-6. Select the specific strategies implemented by the CoC to ensure that
homelessness is not criminalized in the CoC's geographic area. Select all
that apply. For "Other,"” you must provide a description (2000 character
limit)

Engaged/educated local policymakers:

Engaged/educated law enforcement:

Implemented communitywide plans:

No strategies have been implemented:
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1D. Continuum of Care (CoC) Discharge Planning

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

1D-1. Select the systems of care within the CoC's geographic area for
which there is a discharge policy in place that is mandated by the State,
the CoC, or another entity for the following institutions? Check all that

apply.
Foster Care:
X
Health Care:
Mental Health Care:
X

Correctional Facilities

None:

1D-2. Select the systems of care within the CoC's geographic area with
which the CoC actively coordinates to ensure that institutionalized
persons that have resided in each system of care for longer than 90 days
are not discharged into homelessness. Check all that apply.

Foster Care:
X
Health Care:
X
Mental Health Care:
X
Correctional Facilities:
X
None:
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PA-508

Applicant: Scranton-Lackawanna County CoC
COC_REG_2015_121597

Project: PA-508 CoC Registration FY2015

1D-2a. If the applicant did not check all boxes in 1D-2, explain why there is
no coordination with the institution(s) and explain how the CoC plans to
coordinate with the institution(s) to ensure persons discharged are not
discharged into homelessness.

(limit 1000 characters)

N/A
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1E. Centralized or Coordinated Assessment
(Coordinated Entry)

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

CoCs are required by the CoC Program interim rule to establish a
Centralized or Coordinated Assessment system — also referred to as
Coordinated Entry. Based on the recent Coordinated Entry Policy Brief,
HUD’s primary goals for coordinated entry processes are that assistance
be allocated as effectively as possible and that it be easily accessible
regardless of where or how people present for assistance. Most
communities lack the resources needed to meet all of the needs of people
experiencing homelessness. This combined with the lack of a well-
developed coordinated entry processes can result in severe hardships for
persons experiencing homelessness who often face long wait times to
receive assistance or are screened out of needed assistance. Coordinated
entry processes help communities prioritize assistance based on
vulnerability and severity of service needs to ensure that people who need
assistance the most can receive it in a timely manner. Coordinated entry
processes also provide information about service needs and gaps to help
communities plan their assistance and identify needed resources.

1E-1. Explain how the CoC’s coordinated entry process is designed to
identify, engage, and assist homeless individuals and families that will
ensure those who request or need assistance are connected to proper
housing and services.
(limit 1000 characters)

The Scranton Lackawanna County CoC has chosen to employ the no wrong
door approach to coordinated entry whereby individuals and families entering
any of our CoC agencies will receive the same assessment and referral
process. ldentification and engagement are components of our CoC outreach
whereby CoC staff canvas homeless camps, the soup kitchen and the shelters.
Homeless services are advertised on provider websites, the local helpline
directory and through outreach/education to law enforcement, the medical
community and various courts. Participants are directed to appropriate housing
and services via use of the VI-SPDAT as well as a few pre-screening questions
to identify any resources the participant may already have, and gather
information relevant for specific supportive housing programs. The CoC has
created a by-name list of individuals and families eligible for permanent
supportive housing.
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Applicant: Scranton-Lackawanna County CoC
Project: PA-508 CoC Registration FY2015

PA-508

COC_REG_2015_ 121597

1E-2. CoC Program and ESG Program funded projects are required to

participate in the coordinated entry process, but there are many other
organizations and individuals who may participate but are not required to
do so. From the following list, for each type of organization or individual,
select all of the applicable checkboxes that indicate how that organization

or individual participates in the CoC's coordinated entry process. If the
organization or person does not exist in the CoC’s geographic area, select

“Not Applicable.”

If there are other organizations or persons that
participate not on this list, enter the information, click "Save" at the
bottom of the screen, and then select the applicable checkboxes.

Makes Referrals Receives Operates Access
Participates in to the Referrals Point for Participates in
Organization/Person Ongoing Coordinated from the Coordinated Case Not
Categories Planning Entry Coordinated Entry Conferencing Applicable
and Evaluation Process Entry Process
Process

Local Government Staff/Officials ]

X
CDBG/HOME/Entitlement
Jurisdiction X
Law Enforcement

X X
Local Jail(s) ]

X
Hospital(s)

X X
EMT/Crisis Response Team(s)

X X
Mental Health Service
Organizations X X
Substance Abuse Service
Organizations X X
Affordable Housing Developer(s)

X X X X X

Public Housing Authorities

X X
Non-CoC Funded Youth
Homeless Organizations X X X X
School
Administrators/Homeless X X
Liaisons L |
Non-CoC Funded Victim Service
Organizations X
Street Outreach Team(s) ]

X X X X
Homeless or Formerly Homeless ]
Persons X X
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Applicant: Scranton-Lackawanna County CoC PA-508

Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597
HUD funded Victim Service ]
Organization X X X X

VA, SSVF and HUD-VASH ]
Providers X X X

Non-HUD funded Emergency ]
Shelter X X X
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Applicant: Scranton-Lackawanna County CoC

PA-508

Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597
1F. Continuum of Care (CoC) Project Review,
Ranking, and Selection
Instructions
For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.
1F-1. For all renewal project applications submitted in the FY 2015 CoC
Program Competition complete the chart below regarding the CoC's
review of the Annual Performance Report(s).
How many renewal project applications were submitted in the FY 2015 CoC Program Competition? | | 19|
How many of the renewal project applications are first time renewals for which the first operating 1
year has not expired yet?
How many renewal project application APRs were reviewed by the CoC as part of the local CoC 18
competition project review, ranking, and selection process for the FY 2015 CoC Program
Competition?
Percentage of APRs submitted by renewing projects within the CoC that were reviewed by the CoC 100.00%
in the 2015 CoC Competition?
1F-2. In the sections below, check the appropriate box(s) for each section
to indicate how project applications were reviewed and ranked for the FY
2015 CoC Program Competition. (Written documentation of the CoC's
publicly announced Rating and Review procedure must be attached.)
Type of Project or Program
(PH, TH, HMIS, SSO, RRH, etc.) X
Performance outcomes from APR reports/HMIS
Length of stay
X
% permanent housing exit destinations
X
% increases in income
X
% Connected to mainstream benefits
X
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Applicant: Scranton-Lackawanna County CoC
Project: PA-508 CoC Registration FY2015

PA-508
COC_REG_2015_ 121597

Monitoring criteria
Participant Eligibility
X
Utilization rates
X
Drawdown rates
X
Frequency or Amount of Funds Recaptured by HUD N
Timely submission of APR N
Need for specialized population services
Youth
X
Victims of Domestic Violence N
Families with Children
X
Persons Experiencing Chronic Homelessness x
Veterans
X
None
1F-2a. Describe how the CoC considered the severity of needs and
vulnerabilities of participants that are, or will be, served by the project
applications when determining project application priority.
(limit 1000 characters)
The CoC prioritized Permanent Supportive Housing Projects first, weighting the
projects with 85% or more beds dedicated to Chronic Homeless more heavily.
Given the nature of chronic homelessness, participants with a longer
experience of homelessness plus the challenge of a disability, projects serving
this population were given higher priority. For RRH, TH, SH and SSO, projects
were given points if they served vulnerable populations such as DV survivors,
youth, low/no income, and drug/alcohol users. For all projects, the coordinated
assessment tool captures severity of needs and vulnerabilities so that those
individuals or households with greater need will be scored as higher need,
enabling the CoC to give these participants higher priority.
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Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

1F-3. Describe how the CoC made the local competition review, ranking,
and selection criteria publicly available, and identify the public medium(s)
used and the date(s) of posting. In addition, describe how the CoC made
this information available to all stakeholders. (Evidence of the public
posting must be attached)

(limit 750 characters)

The CoC made local competition review, ranking and selection criteria publicly
available via announcement at the Public CoC meeting on October 20th and on
the Collaborative Applicant's website on 10/30/2015. The information was
made available to all stakeholders in the same way - at the public meeting on
10/20/15 and on the Collaborative Applicant's website on 10/30/15. All new and
renewal project applicants were present at the public meeting.

1F-4. On what date did the CoC and 11/18/2015
Collaborative Applicant publicly post all parts
of the FY 2015 CoC Consolidated Application
that included the final project application
ranking? (Written documentation of the
public posting, with the date of the posting
clearly visible, must be attached. In addition,
evidence of communicating decisions to the
CoC's full membership must be attached.)

1F-5. Did the CoC use the reallocation No
process in the FY 2015 CoC Program
Competition to reduce or reject projects for
the creation of new projects? (If the CoC
utilized the reallocation process, evidence of
the public posting of the reallocation process
must be attached.)

1F-5a. If the CoC rejected project
application(s) on what date did the CoC and
Collaborative Applicant notify those project
applicants their project application was
rejected in the local CoC competition
process? (If project applications were
rejected, a copy of the written notification to
each project applicant must be attached.)
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PA-508
COC_REG_2015_ 121597

1F-6. Is the Annual Renewal Demand (ARD) in
the CoC's FY 2015 CoC Priority Listing equal
to or less than the ARD on the final HUD-
approved FY 2015 GIW?

Yes
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Applicant: Scranton-Lackawanna County CoC PA-508
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1G. Continuum of Care (CoC) Addressing Project
Capacity

Instructions

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

1G-1. Describe how the CoC monitors the performance of CoC Program
recipients.
(limit 1000 characters)

The CoC's process and criteria for monitoring project performance and capacity
is to collect Project Information Sheets for each project. On this sheet are
performance measures and benchmarks for increasing participant income and
access to mainstream benefits, bed utilization, and increasing housing stability.
Additional information such as residence prior to entry, length of time homeless,
homeless and disability status were added to determine participant eligibility.
Capacity questions such as on-time APR submission, maintaining quarterly
drawdowns and full expenditure of funds were also included. An Evaluation
Workgroup verified that the information presented on the sheets matched
project APRs. The CoC also monitors program performance mid-way through
the year, focusing mostly on performance measures, bed utilization and
program spending.

1G-2. Did the Collaborative Applicant review Yes
and confirm that all project applicants
attached accurately completed and current
dated form HUD 50070 and
form HUD-2880 to the Project Applicant
Profile in e-snaps?

1G-3. Did the Collaborative Applicant include Yes
accurately completed and appropriately
signed form HUD-2991(s) for all project
applications submitted on the CoC
Priority Listing?
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2A. Homeless Management Information System
(HMIS) Implementation

Intructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2A-1. Does the CoC have a governance Yes
charter that outlines the roles and
responsibilities of the CoC and the HMIS
Lead, either within the charter itself or by
reference to a separate document like an
MOU? In all cases, the CoC’s governance
charter must be attached to receive credit. In
addition, if applicable, any separate
document, like an MOU, must also be
attached to receive credit.

2A-1a. Include the page number where the p. 7, 9-10
roles and responsibilities of the CoC and
HMIS Lead can be found in the attached
document referenced in 2A-1. In addition, in
the textbox indicate if the page number
applies to the CoC's attached governance
charter or the attached MOU.

2A-2. Does the CoC have a HMIS Policies and Yes
Procedures Manual? If yes, in order to receive
credit the HMIS Policies and Procedures
Manual must be attached to the CoC
Application.

2A-3. Are there agreements in place that Yes
outline roles and responsibilities between the
HMIS Lead and the Contributing HMIS
Organizations (CHOs)?
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2A-4. What is the name of the HMIS software Clienttrack

used by the CoC (e.g., ABC Software)?
Applicant will enter the HMIS software name
(e.g., ABC Software).

2A-5. What is the name of the HMIS software
vendor (e.g., ABC Systems)?

Applicant will enter the name of the vendor
(e.g., ABC Systems).

Data Systems International
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2B. Homeless Management Information System
(HMIS) Funding Sources

Instructions

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2B-1. Select the HMIS implementation Single CoC
coverage area:

* 2B-2. In the charts below, enter the amount of funding from each funding
source that contributes to the total HMIS budget for the CoC.

2B-2.1 Funding Type: Federal - HUD

Funding Source Funding
CoC $59,556
ESG $0
CDBG $0
HOME $0
HOPWA $0
Federal - HUD - Total Amount $59,556

2B-2.2 Funding Type: Other Federal

Funding Source Funding
Department of Education $0
Department of Health and Human Services $0
Department of Labor $0
Department of Agriculture $0
Department of Veterans Affairs $0
Other Federal $0
Other Federal - Total Amount $0
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2B-2.3 Funding Type: State and Local

Funding Source Funding
City $0
County $0
State $0
State and Local - Total Amount $0

2B-2.4 Funding Type: Private

Funding Source Funding
Individual $0
Organization $889

Private - Total Amount $889

2B-2.5 Funding Type: Other

Funding Source Funding
Participation Fees $14,000

Other - Total Amount $14,000

2B-2.6 Total Budget for Operating Year $74,445
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2C. Homeless Management Information System
(HMIS) Bed Coverage

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2C-1. Enter the date the CoC submitted the 05/14/2015
2015 HIC data in HDX, (mm/dd/yyyy):

2C-2. Per the 2015 Housing Inventory Count (HIC) indicate the number of

beds in the 2015 HIC and in HMIS for each project type within the CoC. If a
particular housing type does not exist in the CoC then enter "0" for all

cells in that housing type.

Project Type

Total Beds
in 2015 HIC

Total Beds in HIC
Dedicated for DV

Total Beds
in HMIS

HMIS Bed
Coverage Rate

Emergency Shelter beds

83

42

55.26%

Safe Haven (SH) beds

100.00%

Transitional Housing (TH)
beds

162

148

100.00%

Rapid Re-Housing (RRH)
beds

Permanent Supportive
Housing (PSH) beds

125

125

100.00%

Other Permanent Housing
(OPH) beds

2C-2a. If the bed coverage rate for any housing type is 85% or below,
describe how the CoC plans to increase this percentage over the next 12

months.

(limit 1000 characters)

The bed coverage rate for Emergency Shelter during the HIC is below 85%
because there is one seasonal shelter which is run by faith based organizations.
This shelter has a history of changing management and has been resistant to
entering data into HMIS, citing staffing and time issues.

In the next 12 months, CoC members will outreach to this shelter staff to

increase collaboration including input of data into HMIS, impressing upon them
the importance of data tracking and the utility of HMIS. HMIS training and
support will also be offered/conducted as needed.
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2C-3. HUD understands that certain projects are either not required to or
discouraged from participating in HMIS, and CoCs cannot require this if
they are not funded through the CoC or ESG programs. This does NOT
include domestic violence providers that are prohibited from entering
client data in HMIS. If any of the project types listed in question 2C-2
above has a coverage rate of 85% or below, and some or all of these rates
can be attributed to beds covered by one of the following programs types,
please indicate that here by selecting all that apply from the list below.
(limit 1000 characters)

VA Domiciliary (VA DOM):

VA Grant per diem (VA GPD):

Faith-Based projects/Rescue mission:

Youth focused projects:

HOPWA projects:

Not Applicable:

2C-4. How often does the CoC review or Annually
assess its HMIS bed coverage?
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2D. Homeless Management Information System
(HMIS) Data Quality

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2D-1. Indicate the percentage of unduplicated client records with null or
missing values and the percentage of "Client Doesn't Know" or "Client
Refused" during the time period of October 1, 2013 through September 30,

2014.
Percentage
Percentage Client
Universal Null or Doesn't
Data Element Missing Know

or Refused
3.1 Name 0% 0%
3.2 Social Security Number 0% 2%
3.3 Date of birth 0% 0%
3.4 Race 0% 0%
3.5 Ethnicity 0% 0%
3.6 Gender 0% 0%
3.7 Veteran status 0% 0%
3.8 Disabling condition 0% 0%
3.9 Residence prior to project entry 9% 0%
3.10 Project Entry Date 0% 0%
3.11 Project Exit Date 0% 0%
3.12 Destination 0% 0%
3.15 Relationship to Head of Household 0% 0%
3.16 Client Location 37% 0%
3.17 Length of time on street, in an emergency shelter, or safe haven 3% 0%

2D-2. Identify which of the following reports your HMIS generates. Select

all that apply:
CoC Annual Performance Report (APR):
X
ESG Consolidated Annual Performance and Evaluation Report (CAPER):
X
Annual Homeless Assessment Report (AHAR) table shells:
X
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None

2D-3. If you submitted the 2015 AHAR, how 10

many AHAR tables (i.e., ES-ind, ES-family,
etc)

were accepted and used in the last AHAR?

2D-4. How frequently does the CoC review Monthly
data quality in the HMIS?

2D-5. Select from the dropdown to indicate if Both Project and CoC
standardized HMIS data quality reports are
generated to review data quality at the CoC
level, project level, or both?

2D-6. From the following list of federal partner programs, select the ones
that are currently using the CoC's HMIS.

VA Supportive Services for Veteran Families (SSVF):

VA Grant and Per Diem (GPD):

Runaway and Homeless Youth (RHY):

Projects for Assistance in Transition from Homelessness (PATH):

None:

2D-6a. If any of the federal partner programs listed in 2D-6 are not
currently entering data in the CoC's HMIS and intend to begin entering
data in the next 12 months, indicate the federal partner program and the
anticipated start date.

(limit 750 characters)
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N/A
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2E. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

The data collected during the PIT count is vital for both CoCs and HUD.
Communities need accurate data to determine the size and scope of
homelessness at the local level so they can best plan for services and
programs that will appropriately address local needs and measure
progress in addressing homelessness. HUD needs accurate data to
understand the extent and nature of homelessness throughout the
country, and to provide Congress and the Office of Management and
Budget (OMB) with information regarding services provided, gaps in
service, and performance. This information helps inform Congress'
funding decisions, and it is vital that the data reported is accurate and of
high quality.

2E-1. Did the CoC approve the final sheltered Yes
PIT count methodology for the 2015 sheltered
PIT count?

2E-2. Indicate the date of the most recent 01/28/2015
sheltered PIT count (mm/dd/yyyy):

2E-2a. If the CoC conducted the sheltered PIT Not Applicable
count outside of the last 10 days of January
2015, was an exception granted by HUD?

2E-3. Enter the date the CoC submitted the 05/14/2015
sheltered PIT count data in HDX,

(mm/dd/yyyy):
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2F. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count: Methods

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2F-1. Indicate the method(s) used to count sheltered homeless persons
during the 2015 PIT count:

Complete Census Count:
X
Random sample and extrapolation:
Non-random sample and extrapolation:
2F-2. Indicate the methods used to gather and calculate subpopulation
data for sheltered homeless persons:
HMIS:
X
HMIS plus extrapolation:
Interview of sheltered persons:
X

Sample of PIT interviews plus extrapolation:

2F-3. Provide a brief description of your CoC's sheltered PIT count
methodology and describe why your CoC selected its sheltered PIT count
methodology.

(limit 1000 characters)
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Sheltered Homeless persons were interviewed during the point-in-time count
using customized surveys. Through the interviews, the CoC is able to gather all
of the information required for the PIT and additional information on causes of
homelessness and needs. This survey data is checked against our HMIS
system to confirm accuracy. All year-round homeless service providers
participate in the HMIS system and client-level information is entered on a daily
basis, giving the community good data quality. We decided on the survey with
HMIS confirmation methodology to ensure we're obtaining all necessary PIT
data plus a few extra elements which our community finds useful.

2F-4. Describe any change in methodology from your sheltered PIT count
in 2014 to 2015, including any change in sampling or extrapolation
method, if applicable. Do not include information on changes to the
implementation of your sheltered PIT count methodology (e.g., enhanced
training and change in partners participating in the PIT count).

(limit 1000 characters)

N/A

2F-5. Did your CoC change its provider No
coverage in the 2015 sheltered count?

2F-5a. If "Yes" in 2F-5, then describe the change in provider coverage in
the 2015 sheltered count.
(limit 750 characters)

N/A
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2G. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count: Data Quality

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2G-1. Indicate the methods used to ensure the quality of the data collected
during the sheltered PIT count:

Training:
X
Provider follow-up:
X
HMIS:
X
Non-HMIS de-duplication techniques:
X

2G-2. Describe any change to the way your CoC implemented its sheltered
PIT count from 2014 to 2015 that would change data quality, including
changes to training volunteers and inclusion of any partner agencies in
the sheltered PIT count planning and implementation, if applicable. Do not
include information on changes to actual sheltered PIT count
methodology (e.g., change in sampling or extrapolation method).

(limit 1000 characters)

We did not change the way our CoC implemented its sheltered PIT count from
2014 to 2015.
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2H. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

The unsheltered PIT count assists communities and HUD to understand
the characteristics and number of people with a primary nighttime
residence that is a public or private place not designed for or ordinarily
used as a regular sleeping accommodation for human beings, including a
car, park, abandoned building, bus or train station, airport, or camping
ground. CoCs are required to conduct an unsheltered PIT count every 2
years (biennially) during the last 10 days in January; however, CoCs are
strongly encouraged to conduct the unsheltered PIT count annually, at the
same time that it does the annual sheltered PIT count. The last official PIT
count required by HUD was in January 2015.

2H-1. Did the CoC approve the final Yes
unsheltered PIT count methodology for the
most recent unsheltered PIT count?

2H-2. Indicate the date of the most recent 01/28/2015
unsheltered PIT count (mm/dd/yyyy):

2H-2a. If the CoC conducted the unsheltered Not Applicable
PIT count outside of the last 10 days of
January 2015, was an exception granted by
HUD?

2H-3. Enter the date the CoC submitted the 05/14/2015
unsheltered PIT count data in HDX

(mm/dd/yyyy):
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21. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count: Methods

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

21-1. Indicate the methods used to count unsheltered homeless persons
during the 2015 PIT count:

Night of the count - complete census:

Night of the count - known locations:

Night of the count - random sample:

Service-based count:

HMIS:

21-2. Provide a brief description of your CoC's unsheltered PIT count
methodology and describe why your CoC selected its unsheltered PIT
count methodology.

(limit 1000 characters)

All outreach workers meet prior to the PIT night and designate who will be
covering what locations frequented by the unsheltered homeless. Surveys are
administered at assigned locations. Following the PIT night, outreach workers
convene to ensure all locations were covered and that no one was counted
more than once. There is a survey question asking if the individual has been
surveyed already that day, also ensuring no duplicates are received. The
unsheltered survey information is checked against HMIS information to ensure
complete and accurate data. We chose this methodology to ensure we reach
all of the unsheltered people in the area and get as accurate information as is
possible.
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21-3. Describe any change in methodology from your unsheltered PIT
count in 2014 (or 2013 if an unsheltered count was not conducted in 2014)
to 2015, including any change in sampling or extrapolation method, if
applicable. Do not include information on changes to implementation of
your sheltered PIT count methodology (e.g., enhanced training and
change in partners participating in the count).

(limit 1000 characters)

There was no change in methodology from unsheltered PIT count from 2014 to
2015.

21-4. Does your CoC plan on conducting Yes
an unsheltered PIT count in 20167

(If “Yes” is selected, HUD expects the CoC to conduct an unsheltered PIT count in 2016. See
the FY 2015 CoC Program NOFA, Section VII.A.4.d. for full information.)
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2J. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count: Data Quality

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

2J-1. Indicate the steps taken by the CoC to ensure the quality of the data
collected for the 2015 unsheltered population PIT count:

Training:
X
"Blitz" count:
Unique identifier:
Survey question:
X

Enumerator observation:

None:

2J-2. Describe any change to the way the CoC implemented the
unsheltered PIT count from 2014 (or 2013 if an unsheltered count was not
conducted in 2014) to 2015 that would affect data quality. This includes
changes to training volunteers and inclusion of any partner agencies in
the unsheltered PIT count planning and implementation, if applicable. Do
not include information on changes to actual methodology (e.g., change
in sampling or extrapolation method).

(limit 1000 characters)

There was no change in the way the CoC implemented the unsheltered PIT
count from 2014 to 2015 that would affect data quality.
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3A. Continuum of Care (CoC) System

Performance

Instructions

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.

Please submit technical questions to the HUDExchange Ask A Question.

3A-1. Performance Measure: Number of Persons Homeless - Point-in-Time

Count.

* 3A-1a. Change in PIT Counts of Sheltered and Unsheltered Homeless

Persons

Using the table below, indicate the number of persons who were homeless at a Point-in-Time
(PIT) based on the 2014 and 2015 PIT counts as recorded in the Homelessness Data Exchange

(HDX).
2014 PIT 2015 PIT Difference
(for unsheltered count, most
recent year conducted)
Universe: Total PIT Count 282 233 -49
of sheltered and
unsheltered persons
Emergency Shelter 90 68 -22
Total
Safe Haven Total 4 4 0
Transitional Housing 188 151 -37
Total
Total Sheltered Count 282 223 -59
Total Unsheltered Count 0 10 10
3A-1b. Number of Sheltered Persons Homeless - HMIS.
Using HMIS data, CoCs must use the table below to indicate the number of homeless persons
who were served in a sheltered environment between October 1, 2013 and September 30, 2014.
Between
October 1, 2013
and
September 30, 2014
Universe: Unduplicated Total 764
sheltered homeless persons
Emergency Shelter Total 511
Safe Haven Total 8
Transitional Housing Total 312
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3A-2. Performance Measure: First Time Homeless.

Describe the CoC'’s efforts to reduce the number of individuals and
families who become homeless for the first time. Specifically, describe
what the CoC is doing to identify risk factors for becoming homeless for
the first time.

(limit 1000 characters)

The CoC'’s efforts to reduce the number of first-time homeless includes
diversion efforts built into the Coordinated Assessment (CA) system. The CA is
conducted for shelter homeless as well as other’s seeking housing assistance
who are already homeless or at imminent risk, identifying any other resources
or avenues of support an individual or family might use and assistance with
referrals and connections. Coordination with ESG Prevention providers and
utility assistance providers and HAP providers is another effort employed and
are some of those aforementioned resources to which a household may be
referred. To ID homeless risk factors, our discharge planning committee
conducts fact-finding with providers/institutions which discharge to
homelessness. The CoC also works closely with mainstream service and
general assistance providers to determine trends in the population they are
seeing which lead to homelessness.

3A-3. Performance Measure: Length of Time Homeless.

Describe the CoC’s efforts to reduce the length of time individuals and
families remain homeless. Specifically, describe how your CoC has
reduced the average length of time homeless, including how the CoC
identifies and houses individuals and families with the longest lengths of
time homeless.

(limit 1000 characters)

The CoC identifies those with the longest time homeless using an assessment
tool in the Coordinated Assessment (CA) which prioritizes need using the length
of time (LOT). LOT is tracked and recorded in the HMIS system via the CA &
entry assessments for CoC & ESG programs. CA is conducted at both ESG &
CoC agencies/projects. In the near future, the CoC plans to run reports in
HMIS which will track progress on completed the CA, & follow-up with those
who are still homeless. Efforts to reduce time homeless also include increasing
PH options for individuals & families via CoC & ESG funded RRH & PSH. The
CoC has used re-allocation and changed program component to make those
changes & used RRH strategically in ESG funds because of the need for PH.

In addition, new/bonus programs are designed with the goal of increasing PH
options for individuals and families so that once they are identified, enough PH
is available to move into as quickly as possible.
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* 3A-4. Performance Measure: Successful Permanent Housing Placement
or Retention.

In the next two questions, CoCs must indicate the success of its projects
in placing persons from its projects into permanent housing.

3A-4a. Exits to Permanent Housing Destinations:

In the chart below, CoCs must indicate the number of persons in CoC funded supportive
services only (SSO), transitional housing (TH), and rapid re-housing (RRH) project types who
exited into permanent housing destinations between October 1, 2013 and September 30, 2014.

Between
October 1, 2013
and
September 30, 2014
Universe: Persons in SSO, TH and 262
PH-RRH who exited
Of the persons in the Universe 190
above, how many of those exited
to permanent destinations?
% Successful Exits 72.52%
3A-4b. Exit To or Retention Of Permanent Housing:

In the chart below, CoCs must indicate the number of persons who exited from any CoC funded

permanent housing project, except rapid re-housing projects, to permanent housing destinations

or retained their permanent housing between October 1, 2013 and September 31, 2014.

Between
October 1, 2013
and
September 30, 2014

Universe: Persons in all PH projects 130
except PH-RRH
Of the persons in the Universe above, 117
indicate how many of those remained
in applicable PH projects and how many
of those exited to permanent destinations?
% Successful Retentions/Exits 90.00%

3A-5. Performance Measure: Returns to Homelessness:

Describe the CoC’s efforts to reduce the rate of individuals and families
who return to homelessness. Specifically, describe at least three
strategies your CoC has implemented to identify and minimize returns to
homelessness, and demonstrate the use of HMIS or a comparable
database to monitor and record returns to homelessness.

(limit 1000 characters)
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The CoC uses HMIS to monitor and record returns to homelessness by persons
exiting housing projects. Strategies to identify and minimize returns to
homelessness are 1. Ensuring that persons exiting programs have stable
sources of income, 2. Participation in budgeting/money management classes, 3.
Connection with mainstream benefits, 4. Follow-up with those exiting RRH, TH
and PSH programs for 6 months or more and 5. offering case management and
advocacy as needed. Monitoring HMIS for re-entry to the homeless system
(exits from RRH, TH and PSH) for 2 years after program exit.

3A-6. Performance Measure: Job and Income Growth.

Describe specific strategies implemented by CoC Program-funded
projects to increase the rate by which homeless individuals and families
increase income from employment and non-employment sources (include
at least one specific strategy for employment income and one for non-
employment related income, and name the organization responsible for
carrying out each strategy).

(limit 1000 characters)

Case managers assess the income sources for which a participant may be
eligible, making referrals & connections to appropriate resources such as the
County Assistance Office, EARN Program, mainstream employment
organizations, school, GED or training programs, or the Social Security
Administration. CoC staff may accompany participants to appointments,
facilitate transportation, conduct advocacy and help with applications as
necessary. Over the past year, the CoC has taken advantage of the Pathway
program to assist those with a criminal record with employment & the EOC’s
assistance with aptitude testing, school loan deferments, and counseling on
employment options which offer sustainable income. Also, within the year, new
CoC staff has been trained in SOARSs to assist in obtaining non-employment
income (SSI/SSDI) and all PSH recipients who haven'’t yet done so, have
agreed to be trained in the upcoming year to assist disabled participants in
gaining income.

3A-6a. Describe how the CoC is working with mainstream employment
organizations to aid homeless individuals and families in increasing their
income.

(limit 1000 characters)

Mainstream employment organizations provide a wealth of assistance to CoC
program participants and are considered valued partners in gaining permanent
housing. The primary mainstream employment organizations with whom the
CoC works to grow income for homeless individuals and families are Careerlink,
the EARN Program, EOC & Pathstone. These organizations help clients with
aptitude testing, school loan deferments, counseling on employment options
offering sustainable income, resume writing & interview training, providing
updated lists of job availability including those which hire people with a criminal
record, career training & education - all in efforts to aid homeless individuals &
families grow their income. It is estimated that 100% of CoC funded SH, TH,
RRH and PSH projects connect their participants with at least one of these
organizations regularly.
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3A-7. Performance Measure: Thoroughness of Outreach.

How does the CoC ensure that all people living unsheltered in the CoC's
geographic area are known to and engaged by providers and outreach
teams?

(limit 1000 characters)

The CoC Outreach team identifies & engages households living in environs unfit
for human habitation by scouting known locations where homeless converge &
through word of mouth with the area’s homeless as well as collaboration among
housing, homeless and other providers, including local and state police so that
resources are known throughout the county. Homeless info. & services are
available through a local hotline and the internet, & outreach workers have
access to a 24-7 phone translation service for non-English speakers.
Communication is fluid within the CoC’s subcommittees & the broader Housing
Coalition. Using the Housing 1st Model homeless individuals, when willing, are
connected with shelter or permanent housing via the coordinated assessment
(CA) using the no wrong door approach, whereby referral and tracking systems
are set up. CA, Outreach & shelter data are tracked in HMIS & chronic
homeless are additionally tracked on a by-name list which is updated monthly.

3A-7a. Did the CoC exclude geographic areas No
from the 2015 unsheltered PIT count where
the CoC determined that there were no
unsheltered homeless people, including
areas that are uninhabitable (e.g., deserts)?

3A-7b. What was the the criteria and decision-making process the CoC
used to identify and exclude specific geographic areas from the CoC's
unsheltered PIT count?

(limit 1000 characters)

N/A
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3B. Continuum of Care (CoC) Performance and
Strategic Planning Objectives

Objective 1: Ending Chronic Homelessness

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

Opening Doors, Federal Strategic Plan to Prevent and End Homelessness
(as amended in 2015) establishes the national goal of ending chronic
homelessness. Although the original goal was to end chronic
homelessness by the end of 2015, that goal timeline has been extended to
2017. HUD is hopeful that communities that are participating in the Zero:
2016 technical assistance initiative will continue to be able to reach the
goal by the end of 2016. The questions in this section focus on the
strategies and resources available within a community to help meet this
goal.

3B-1.1. Compare the total number of chronically homeless persons, which
includes persons in families, in the CoC as reported by the CoC for the
2015 PIT count compared to 2014 (or 2013 if an unsheltered count was not
conducted in 2014).

2014 2015
(for unsheltered count,
most recent
year conducted)

Difference

Universe: Total PIT Count of
sheltered and

unsheltered chronically homeless

persons

18

28

10

Sheltered Count of chronically
homeless persons

18

18

Unsheltered Count of chronically
homeless persons

10

10

3B-1.1a. Using the "Differences" calculated in question 3B-1.1 above,
explain the reason(s) for any increase, decrease, or no change in the
overall TOTAL number of chronically homeless persons in the CoC, as

well as the change in the unsheltered count, as reported in the PIT count
in 2015 compared to 2014. To possibly receive full credit, both the overall
total and unsheltered changes must be addressed.

(limit 1000 characters)
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Although the CoC did increase the number of Chronic Homeless (CH) beds, the
beds were for families. The sheltered count for CH stayed the same, as they
were homeless individuals as opposed to families. Our dedicated Veteran beds
went from 20 to 42, with all of the increase being TH including a new, VA-
funded Veteran Grant Per Diem program for which the VA pulls from 19
counties. All of the individuals who were in the sheltered count were in the TH
Veteran programs, 22 beds of which are not CoC funded.

As for the unsheltered count, the date of the 2014 PIT count was very cold. In
fact, it was code blue here in Scranton. So, the police are mandated to go out
and bring anyone they find on the streets or in homeless camps indoors. Also,
when it is that cold, some of the homeless will find someone to double up with
for a night or two until the cold passes. The 2015 count date had milder
weather and those individuals who are in camps stayed in camps.

3B-1.2. From the FY 2013/FY 2014 CoC Application: Describe the CoC's
two year plan (2014-2015) to increase the number of permanent supportive
housing beds available for chronically homeless persons and to meet the
proposed numeric goals as indicated in the table above. Response should
address the specific strategies and actions the CoC will take to achieve
the goal of ending chronic homelessness by the end of 2015.

(read only)

The Scranton-Lackawanna CoC continues to work to add new permanent
supportive housing beds for the chronically homeless each year. Through PSH
beds, this CoC has been able to reduce the number of chronically homeless
persons dramatically as demonstrated by our most recent PIT counts. This is,
in part, a result of 100% of our PSH beds being dedicated to the chronically
homeless. Last year the Catherine McAuley Center was approved for 7
additional units for the chronically homeless and is awaiting the contract to
implement their new project. In addition, United Neighborhood Centers is
reallocating a TH program to become a PSH program, adding 26 beds for
chronically homeless families. For the upcoming year, Catholic Social Services
has proposed to reallocate 8 beds to PSH. These actions will help to achieve
the goal of ending chronic homelessness in Scranton/Lackawanna County by
the end of 2015.

3B-1.2a. Of the strategies listed in the FY 2013/FY 2014 CoC Application
represented in 3B-1.2, which of these strategies and actions were
accomplished?

(limit 1000 characters)

Of the strategies listed in the FY 2013/14 CoC Application, the Scranton-
Lackawanna CoC did add new Permanent Supportive Housing Beds dedicated
to the Chronically Homeless, going from 83 to 125 CH beds, which is an
increase of 54%. We did this through the UNC's reallocated project (11/1/14
implementation) and through the implementation of the McAuley Center's bonus
PSH project listed above (4/1/14 implemented). CSS decided the timing wasn't
right to reallocate this year, but is looking to do so in the near future. 100% of
PSH beds are CH dedicated.

FY2015 CoC Application Page 44 11/18/2015




Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

3B-1.3. Compare the total number of PSH beds (CoC Program and non-
CoC Program funded) that were identified as dedicated for use by

chronically homeless persons on the 2015 Housing Inventory Count, as
compared to those identified on the 2014 Housing Inventory Count.

2014 2015 Difference

Number of CoC Program and non-CoC Program funded PSH beds dedicated 83 125 42
for use by chronically homelessness persons identified on the HIC.

3B-1.3a. Explain the reason(s) for any increase, decrease or no change in
the total number of PSH beds (CoC Program and non CoC Program
funded) that were identified as dedicated for use by chronically homeless
persons on the 2015 Housing Inventory Count compared to those
identified on the 2014 Housing Inventory Count.

(limit 1000 characters)

As stated above, the number of PSH beds identified as dedicated for use by
chronically homeless persons increased due to a bonus PSH project being
implemented and a TH project being reallocated to PSH. All of these new beds
are CH-dedicated. Both of these projects are for Chronic Homeless families
resulting in a dramatic increase of 54%.

3B-1.4. Did the CoC adopt the orders of Yes
priority in all CoC Program-funded PSH as
described in Notice CPD-14-012: Prioritizing
Persons Experiencing Chronic Homelessness
in Permanent Supportive Housing and
Recordkeeping Requirements for
Documenting Chronic Homeless Status ?

3B-1.4a. If “Yes”, attach the CoC’s written pages 4 &5
standards that were updated to incorporate
the order of priority in Notice CPD-14-012 and
indicate the page(s) that contain the CoC’s
update.

3B-1.5. CoC Program funded Permanent Supportive Housing Project Beds
prioritized for serving people experiencing chronic homelessness in
FY2015 operating year.

Percentage of CoC Program funded PSH beds FY2015 Project
prioritized for chronic homelessness Application
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Based on all of the renewal project applications for PSH, enter the
estimated number of CoC-funded PSH beds in projects being
renewed in the FY 2015 CoC Program Competition that are not
designated as dedicated beds for persons experiencing chronic
homelessness.

0

Based on all of the renewal project applications for PSH, enter the
estimated number of CoC-funded PSH beds in projects being
renewed in the FY 2015 CoC Program Competition that are not
designated as dedicated beds for persons experiencing chronic
homelessness that will be made available through turnover in the
FY 2015 operating year.

Based on all of the renewal project applications for PSH, enter the
estimated number of PSH beds made available through turnover that
will be prioritized beds for persons experiencing chronic
homelessness in the FY 2015 operating year.

This field estimates the percentage of turnover beds that will be
prioritized beds for persons experiencing chronic homelessness
in the FY 2015 operating year.

0.00%

3B-1.6. Is the CoC on track to meet the goal
of ending chronic homelessness by 2017?

This question will not be scored.

Yes

3B-1.6a. If “Yes,” what are the strategies implemented by the CoC to

maximize current resources to meet this goal? If “No,” what resources or
technical assistance will be implemented by the CoC to reach the goal of
ending chronically homeless by 20177

(limit 1000 characters)

Strategies implemented by the CoC to maximize current resources to meet the
goal of ending chronic homelessness (CH) are adopting the HUD Order of
Priority(leveraging the use of coordinated assessment & the VI-SPDAT to
prioritize), dedicating all PSH beds to serve CH, focused ESG funding & efforts
on preventing new entries into homelessness, partnering with healthcare
providers to improve mental & physical health in order to obtain & maintain
permanent housing, increasing an individual’s ability to be self-sufficient, &
engaging formerly homeless individuals in outreach efforts. The CoC will use
the TA currently being given for ending Vet homelessness as it applies to CH.
The CoC also hopes to increase our dedicated CH beds for individuals with a
bonus project for 12 individuals during this application process, & plans to
further explore partnerships with Medicaid (MA) providers or becoming MA
providers ourselves to better coordinate healthcare & housing.
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3B. Continuum of Care (CoC) Strategic Planning
Objectives

Objective 2: Ending Homelessness Among Households with Children and
Ending Youth Homelessness

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

Opening Doors outlines the goal of ending family (Households with
Children) and youth homelessness by 2020. The following questions focus
on the various strategies that will aid communities in meeting this goal.

3B-2.1. What factors will the CoC use to prioritize households with
children during the FY2015 Operating year? (Check all that apply).

Vulnerability to victimization:

X
Number of previous homeless episodes:

X
Unsheltered homelessness:

X
Criminal History:

X
Bad credit or rental history (including
not having been a leaseholder): X
Head of household has mental/physical disabilities:

X

N/A:
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3B-2.2. Describe the CoC's plan to rapidly rehouse every family that
becomes homeless within 30 days of becoming homeless on the street or
entering shelter.

(limit 1000 characters)

The CoC'’s plan to rapidly rehouse every family that becomes homeless within
30 days of becoming homeless includes the use of the Coordinated Entry (CE)
to identify and provide correct referrals. The CE uses a vulnerability index
which prioritizes families appropriate for RRH. Additionally, the CoC prioritizes
use of CoC and ESG funds for RRH programs based on HIC, PIT and CE data.
Focusing funds this way gives the CoC a greater inventory with which to serve
homeless families. As another part of our plan, we have met with the mayor to
address the slow response on our requests for Environmental Reviews.
Additionally, the CoC plans to hold a landlord “fair” to enlist more landlords who
are willing to accept the CoC’s program participants and ESG/CoC funds.
Within the next few months, an HMIS report will track progress on families who
completed the CE, & CoC providers will follow-up with those who are still
homeless two weeks from the CE.

3B-2.3. Compare the number of RRH units available to serve families from
the 2014 and 2015 HIC.

2014 2015 Difference

RRH units available to serve families in the HIC: 2 0 -2

3B-2.4. How does the CoC ensure that emergency shelters, transitional
housing, and permanent housing (PSH and RRH) providers within the CoC
do not deny admission to or separate any family members from other
members of their family based on age, sex, or gender when entering
shelter or housing? (check all strategies that apply)

CoC policies and procedures prohibit involuntary family separation:

There is a method for clients to alert CoC when involuntarily separated:

CoC holds trainings on preventing involuntary family separation,
at least once a year:

None:
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3B-2.5. Compare the total number of homeless households with children in
the CoC as reported by the CoC for the 2015 PIT count compared to 2014
(or 2013 if an unsheltered count was not conducted in 2014).

PIT Count of Homelessness Among Households With Children

2014

(for unsheltered count,
most recent year conducted)

2015

Difference

Universe:

Total PIT Count of sheltered
and unsheltered homeless
households with children:

52

38

-14

Sheltered Count of homeless
households with children:

52

38

-14

Unsheltered Count of homeless
households with children:

3B-2.5a. Explain the reason(s) for any increase, decrease or no change in
the total number of homeless households with children in the CoC as
reported in the 2015 PIT count compared to the 2014 PIT count.

(limit 1000 characters)

The reason for the decrease in the number of households with children is due to
the CoC's increase in the Permanent Supportive Housing available to this
population. From the 2014 to the 2015 count, 2 programs were added resulting
in 45 additional beds. One of the programs was a result of reallocation of a
family program from TH to PSH, reducing the number of TH beds available for

families.

3B-2.6. Does the CoC have strategies to address the unique needs of
unaccompanied homeless youth (under age 18, and ages 18-24), including

the following:

Human trafficking and other forms of exploitation?

LGBTQ youth homelessness?

Exits from foster care into homelessness?

Family reunification and community engagement?

Positive Youth Development, Trauma Informed Care,
and the use of Risk and Protective Factors in
assessing youth housing and service needs?

Unaccompanied minors/youth below the age of 187

Yes

Yes

Yes

Yes

Yes

Yes

3B-2.6a. Select all strategies that the CoC uses to address homeless youth
trafficking and other forms of exploitation.
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Diversion from institutions and decriminalization of youth actions that stem from being trafficked: ]
Increase housing and service options for youth fleeing or attempting to flee trafficking: |
X
Specific sampling methodology for enumerating and characterizing local youth trafficking: ]
Cross systems strategies to quickly identify and prevent occurrences of youth trafficking: ]
Community awareness training concerning youth trafficking: ]
X
N/A: ]
3B-2.7. What factors will the CoC use to prioritize unaccompanied youth
(under age 18, and ages 18-24) for housing and services during the FY2015
operating year? (Check all that apply)

Vulnerability to victimization:

X
Length of time homeless:

X
Unsheltered homelessness:

X
Lack of access to family and community support networks:

X
N/A:

3B-2.8. Using HMIS, compare all unaccompanied youth (under age 18, and
ages 18-24) served in any HMIS contributing program who were in an
unsheltered situation prior to entry in FY 2013 (October 1, 2012 -
September 30, 2013) and FY 2014 (October 1, 2013 - September 30, 2014).
FY 2013 FY 2014
(October 1, 2012 - (October 1, 2013 - Difference
September 30, 2013) September 30, 2104)

Total number of unaccompanied youth served 82 82 0
in HMIS contributing programs who were in an
unsheltered situation prior to entry:
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3B-2.8a. If the number of unaccompanied youth and children, and youth-
headed households with children served in any HMIS contributing
program who were in an unsheltered situation prior to entry in FY 2014 is

lower than FY 2013, explain why.
(limit 1000 characters)

N/A

3B-2.9. Compare funding for youth homelessness in the CoC's geographic

areain CY 2015 to projected funding for CY 2016.

Calendar Year 2015 Calendar Year 2016 Difference
Overall funding for youth $167,000.00 $173,000.00 $6,000.00
homelessness dedicated
projects (CoC Program and non-
CoC Program funded):
CoC Program funding for youth $0.00 $0.00 $0.00
homelessness dedicated projects:
Non-CoC funding for youth $167,000.00 $173,000.00 $6,000.00
homelessness dedicated projects
(e.g. RHY or other Federal, State
and Local funding):
3B-2.10. To what extent have youth housing and service providers and/or
State or Local educational representatives, and CoC representatives
participated in each other's meetings over the past 12 months?
Cross-Participation in Meetings # Times
CoC meetings or planning events attended by LEA or SEA representatives: 3
LEA or SEA meetings or planning events (e.g. those about child welfare, 0
juvenille justice or out of school time) attended by CoC representatives:
CoC meetings or planning events attended by youth housing and service 14
providers (e.g. RHY providers):

3B-2.10a. Given the responses in 3B-2.10, describe in detail how the CoC
collaborates with the McKinney-Vento local eduction liaisons and State

educational coordinators.
(limit 1000 characters)
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The CoC has established an education subcommittee to address and help
identify homeless families and to inform them of their rights in regards to
education. One key member of the committee is the local Education for C&Y
Experiencing Homelessness Liaison. He is the direct point of contact who is in
communication with school counselors, superintendents, teachers and local
Head Start preschool programs. The education committee organizes an annual
presentation on youth homelessness and education rights of homeless youth for
all Lackawanna County school districts and homeless service providers.
Resources such as brochures and websites were also distributed at the
meeting. In addition, CoC meetings are attended by youth housing and service
providers regularly and planning events are attended by several youth housing
providers, including one exclusively for youth (Head Start and Post-foster care)
and others where youth are a large percentage of the population served.

3B-2.11. How does the CoC make sure that homeless participants are
informed of their eligibility for and receive access to educational
services? Include the policies and procedures that homeless service
providers (CoC and ESG Programs) are required to follow. In addition,
include how the CoC, together with its youth and educational partners
(e.g. RHY, schools, juvenilee justice and children welfare agencies),
identifies participants who are eligible for CoC or ESG programs.
(limit 2000 characters)

Policies & Procedures CoC and ESG Programs are required to follow in regards
to eligibility for educational services are: 1. Upon project entry, homeless
families are given information on the education rights for homeless children, 2.
Assistance is provided as necessary in facilitating/coordinating education for the
child/children at the school/site the family chooses and as is within their rights
(i.e phone calls to schools, assistance in completion of forms and coordinating
transportation), and 3. If necessary, advocacy in the form of education and
involvement of the local Education for C&Y Experiencing Homelessness Liaison
is provided.

The Coordinated Assessment(CA) system is the major way CoC agencies
identify eligible participants. Through this system, families entering any of the
CoC or ESG program applicants and identifying as homeless will receive the
appropriate referral to a CoC or ESG program. In addition, the CoC coordinates
an educational presentation at least yearly on homeless youth, their educational
rights and signs and signals that a student may be homeless. This program is
attended by local, county-wide school districts, the Office of Children & Youth
Services (OYFS), and local homeless providers. It also gives information on the
CoC'’s resources for homeless children and families and eligibility requirements
for the programs. Participants in the presentation are encouraged to make the
appropriate referral to homeless services within the CoC. Along with
educational partner referrals, CoC & ESG programs receive many referrals from
OYFS. Infact, OYFS is a partner, providing leverage & match for several
programs.
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3B. Continuum of Care (CoC) Performance and

Strategic Planning Objectives

Objective 3: Ending Veterans Homelessness

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

Opening Doors outlines the goal of ending Veteran homelessness by the
end of 2015. The following questions focus on the various strategies that

will aid communities in meeting this goal.

3B-3.1. Compare the total number of homeless Veterans in the CoC as
reported by the CoC for the 2015 PIT count compared to 2014 (or 2013 if an

unsheltered count was not conducted in 2014).

2014 (for unsheltered
count, most recent
year conducted)

2015

Difference

Universe: Total PIT count of sheltered
and unsheltered homeless veterans:

36

36

Sheltered count of homeless veterans:

36

36

Unsheltered count of homeless
veterans:

3B-3.1a. Explain the reason(s) for any increase, decrease or no change in
the total number of homeless veterans in the CoC as reported in the 2015
PIT count compared to the 2014 PIT count.

(limit 1000 characters)
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There was no change in the homeless veteran PIT count from 2014 to 2015.
While the CoC has had success moving homeless veterans into sheltered
situations as evidenced by the 0 count for unsheltered veterans for both years,
there are many TH and VA Grant Per Diem beds in our area. In fact, the
number of dedicated veteran beds increased with a new VA Grant Per Diem
program from 20 TH beds to 42 TH dedicated veteran beds, providing much
needed services for homeless veterans in conjunction with the local VA Medical
Center in Wilkes Barre. The beds and referrals to the aforementioned programs
are the reason that the PIT count remained the same.

As for the unsheltered count, outreach and shelter workers are well aware of
the multitude of resources available for veterans in our CoC including the above
programs, VASH vouchers, SSVF funding and VA services and successfully
connect veterans with services and programs.

3B-3.2. How is the CoC ensuring that Veterans that are eligible for VA
services are identified, assessed and referred to appropriate resources,
i.e. HUD-VASH and SSVF?

(limit 1000 characters)

One of the 1st questions a homeless indiv. or family entering the area is asked
in the Coordinated Entry (CE) system or upon entry into an outreach
(SSVF,VAMC,CoC/ESG-funded) program is vet. status. It's a part of both CE,
entry interviews & outreach contacts. If the individual isn’t able to answer, staff
from above-referenced places would check with the VA to see if a record exists.
Upon identification by any of the above, a vet is referred to the VAMC to
determine service eligibility. VA & SSVF staff attend monthly general CoC
meetings as well as monthly chronic homeless meetings, staying engaged in
this CoC'’s efforts to end vet. homelessness, distributing contact information for
VA,CoC,SSVF,ESG funded programs to make referrals for all vets. Referrals
are generally made via phone call, although we hope to be able to refer through
HMIS within the next few months. The VA has been very responsive to
referrals, at times driving from the next county for new referrals the same day.

3B-3.3. For Veterans who are not eligible for homeless assistance through
the U.S Department of Veterans Affairs Programs, how is the CoC
prioritizing CoC Program-funded resources to serve this population?
(limit 1000 characters)

For Veterans who are not eligible for homeless assistance through the US Dept.
of Veterans Affairs, the CoC checks with SSVF to see if the Veteran may be
eligible for their services. The CoC also has many supportive housing and ESG
funded programs for which being a service eligible veteran is not a requirement.
At this time, VA service ineligible veterans are being prioritized for these
housing options. So, if all other things are equal(length of time homeless,
service needs, etc.), and one person is a vet and the other is not, the vet would
be offered program assistance first.
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3B-3.4. Compare the total number of homeless Veterans in the CoC AND
the total number of unsheltered homeless Veterans in the CoC, as
reported by the CoC for the 2015 PIT Count compared to the 2010 PIT
Count (or 2009 if an unsheltered count was not conducted in 2010).

2010 (or 2009 if an
unsheltered count was
not conducted in 2010)

2015

% Difference

Total PIT count of sheltered and
unsheltered
homeless veterans:

43

36

-16.28%

Unsheltered count of homeless
veterans:

0.00%

3B-3.5. Indicate from the dropdown whether
you are on target to end Veteran
homelessness

No

by the end of 2015.

This question will not be scored.

3B-3.5a. If “Yes,” what are the strategies being used to maximize your
current resources to meet this goal? If “No,” what resources or technical
assistance would help you reach the goal of ending Veteran
homelessness by the end of 2015?

(limit 1000 characters)

We are currently receiving Vets @ Home TA, which will hopefully educate us on
strategies to assist in ending veteran homelessness, such as a re-thinking of
how we utilize veteran TH beds including CoC funded and VA funded GPD
beds. We also hope to gain methods to engage landlords in our region,
determine if the amount of resources, esp. SSVF, are enough and, if not,
develop strategies to gain more.

FY2015 CoC Application Page 55 11/18/2015




Applicant: Scranton-Lackawanna County CoC PA-508
Project: PA-508 CoC Registration FY2015 COC_REG_2015 121597

4A. Accessing Mainstream Benefits

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

4A-1. Does the CoC systematically provide Yes
information
to provider staff about mainstream benefits,
including
up-to-date resources on eligibility and
mainstream
program changes that can affect homeless
clients?

4A-2. Based on the CoC's FY 2015 new and renewal project applications,
what percentage of projects have demonstrated that the project is
assisting project participants to obtain mainstream benefits, which
includes all of the following within each project: transportation assistance,
use of a single application, annual follow-ups with participants, and SOAR-
trained staff technical assistance to obtain SSI/SSDI?

FY 2015 Assistance with Mainstream Benefits

Total number of project applications in the FY 2015 competition 20
(new and renewal):

Total number of renewal and new project applications that 16
demonstrate assistance to project participants to obtain mainstream
benefits (i.e. In a Renewal Project Application, “Yes” is selected for
Questions 3a, 3b, 3c, 4, and 4a on Screen 4A. In a New Project Application,
"Yes" is selected for Questions 5a, 5b, 5c, 6, and 6a on Screen 4A).

Percentage of renewal and new project applications in the 80%
FY 2015 competition that have demonstrated assistance to
project participants to obtain mainstream benefits:

4A-3. List the healthcare organizations you are collaborating with to
facilitate health insurance enrollment (e.g. Medicaid, Affordable Care Act
options) for program participants. For each healthcare partner, detail the
specific outcomes resulting from the partnership in the establishment of
benefits for program participants.

(limit 1000 characters)
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The CoC is in a Medicaid expansion State and collaborates with Scranton
Primary Health Care Center, the Wright Center and UNC's CH Program and
Regional Hospital for health insurance enrollment. One outcome from such
collaboration occurred after an SHP program participant was struck by a car
while riding his bicycle. Regional was able to connect him with Medical
Assistance (MA), enabling him to have the treatment necessary (including
multiple surgeries and PT visits) to recover from his injuries. Another participant
who had been receiving dialysis in the ER had Medicare, but nothing else.
Through his work with the CH Program, he was connected with MA through the
marketplace and then with Medical Transportation to receive dialysis regularly.
After having dialysis regularly, he has decided to pursue a transplant. There
are many steps involved and this consumer is now self-advocating at all
medical appointments.

4A-4. What are the primary ways that the CoC ensures that program
participants with health insurance are able to effectively utilize the
healthcare benefits available?

Educational materials:

In-Person Trainings:

Transportation to medical appointments:

Healthcare advocacy

Not Applicable or None:
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4B. Additional Policies

Instructions:

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.
Please submit technical questions to the HUDExchange Ask A Question.

4B-1. Based on the CoC's FY 2015 new and renewal project applications,
what percentage of Permanent Housing (PSH and RRH), Transitional
Housing (TH) and SSO (non-Coordinated Entry) projects in the CoC are
low barrier? Meaning that they do not screen out potential participants
based on those clients possessing a) too little or little income, b) active or
history of substance use, c¢) criminal record, with exceptions for state-
mandated restrictions, and d) history of domestic violence.

FY 2015 Low Barrier Designation

Total number of PH (PSH and RRH), TH and 20
non-Coordinated Entry SSO project applications in
the FY 2015 competition (new and renewal):

Total number of PH (PSH and RRH), TH and 20
non-Coordinated Entry SSO renewal and new project applications
that selected “low barrier” in the FY 2015 competition:

Percentage of PH (PSH and RRH), TH and 100%
non-Coordinated Entry SSO renewal and new project
applications in the FY 2015 competition that will be
designated as “low barrier”:

4B-2. What percentage of CoC Program-funded Permanent Supportive
Housing (PSH), RRH, SSO (non-Coordinated Entry) and Transitional
Housing (TH) FY 2015 Projects have adopted a Housing First approach,
meaning that the project quickly houses clients without preconditions or
service participation requirements?

FY 2015 Projects Housing First Designation

Total number of PSH, RRH, non-Coordinated Entry SSO, 20
and TH project applications in the FY 2015 competition
(new and renewal):

Total number of PSH, RRH, non-Coordinated Entry SSO, 20
and TH renewal and new project applications that
selected Housing First in the FY 2015 competition:

Percentage of PSH, RRH, non-Coordinated Entry SSO, 100%
and TH renewal and new project applications in
the FY 2015 competition that will be designated as
Housing First:
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4B-3. What has the CoC done to ensure awareness of and access to
housing and supportive services within the CoC’s geographic area to
persons that could benefit from CoC-funded programs but are not
currently participating in a CoC funded program? In particular, how does
the CoC reach out to for persons that are least likely to request housing or
services in the absence of special outreach?

Direct outreach and marketing:
X
Use of phone or internet-based services like 211:
X
Marketing in languages commonly spoken in the community:
Making physical and virtual locations accessible to those with disabilities:
X
Not applicable:
4B-4. Compare the number of RRH units available to serve any population
from the 2014 and 2015 HIC.
2014 2015 Difference
RRH units available to serve any population in the 5 0 -5
HIC:

4B-5. Are any new proposed project No
applications requesting $200,000 or more in
funding for housing rehabilitation or new
construction?

4B-6. If "Yes" in Questions 4B-5, then describe the activities that the
project(s) will undertake to ensure that employment, training and other
economic opportunities are directed to low or very low income persons to
comply with section 3 of the Housing and Urban Development Act of 1968
(12 U.S.C. 1701u) (Section 3) and HUD’s implementing rules at 24 CFR part
135?

(limit 1000 characters)
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N/A

4B-7. Is the CoC requesting to desighate one No

or more
of its SSO or TH projects to serve families
with children

and youth defined as homeless under other
Federal statutes?

4B-7a. If "Yes" in Question 4B-7, describe how the use of grant funds to
serve such persons is of equal or greater priority than serving persons
defined as homeless in accordance with 24 CFR 578.89. Description must
include whether or not this is listed as a priority in the Consolidated
Plan(s) and its CoC strategic plan goals. CoCs must attach the list of
projects that would be serving this population (up to 10 percent of CoC
total award) and the applicable portions of the Consolidated Plan.

(limit 2500 characters)
N/A

4B-8. Has the project been affected by a No

major disaster, as declared by President
Obama under Title IV of the Robert T. Stafford
Act in the 12 months prior to the opening of
the FY 2015 CoC Program Competition?

4B-8a. If "Yes" in Question 4B-8, describe the impact of the natural
disaster on specific projects in the CoC and how this affected the CoC's
ability to address homelessness and provide the necessary reporting to

HUD.
(limit 1500 characters)

N/A

4B-9. Did the CoC or any of its CoC program Yes

recipients/subrecipients request technical
assistance from HUD in the past two years
(since the submission of the FY 2012
application)? This response does not affect
the scoring of this application.

FY2015 CoC Application
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4B-9a. If "Yes" to Question 4B-9, check the box(es) for which technical
assistance was requested.

This response does not affect the scoring of this application.

CoC Governance:

CoC Systems Performance Measurement:

Coordinated Entry:

Data reporting and data analysis:

HMIS:

Homeless subpopulations targeted by
Opening Doors: veterans, chronic, X
children and families, and
unaccompanied youth:

Maximizing the use of mainstream resources:

Retooling transitional housing:

Rapid re-housing:

Under-performing program recipient,
subrecipient or project:

H2 (Housing and Healthcare)

X
Not applicable:

4B-9b. If TA was received, indicate the type(s) of TA received, using the

categories listed in 4B-9a, the month and year it was received and then

indicate the value of the TA to the CoC/recipient/subrecipient involved
given the local conditions at the time, with 5 being the highest value and a

1 indicating no value.
This response does not affect the scoring of this application.
Type of Technical Date Rate the Value of
Assistance Received Received the Technical Assistance

Vets at home

11/02/2015 3
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Instructions:

4C. Attachments

For guidance on completing this form, please reference the FY 2015 CoC Application Detailed
Instructions, the CoC Application Instructional Guides and the FY 2015 CoC Program NOFA.

Please submit technical questions to the HUDExchange Ask A Question.

For required attachments related to rejected projects, if the CoC did not reject any projects then
attach a document that says "Does Not Apply".

Document Type Required? Document Description Date Attached
01. 2015 CoC Consolidated Yes Does Not Apply 11/17/2015
Application: Evidence of the
CoC's Communication to
Rejected Projects
02. 2015 CoC Consolidated Yes
Application: Public Posting
Evidence
03. CoC Rating and Review Yes Ranking and Revie... 11/02/2015
Procedure
04. CoC's Rating and Review Yes Rating & Review p... 11/02/2015
Procedure: Public Posting
Evidence
05. CoCs Process for Yes Process for reall... 11/17/2015
Reallocating
06. CoC's Governance Charter Yes Governance Charte... 11/16/2015
07. HMIS Policy and Yes HMIS Policy & Pro... 11/17/2015
Procedures Manual
08. Applicable Sections of Con No
Plan to Serving Persons
Defined as Homeless Under
Other Fed Statutes
09. PHA Administration Plan Yes PHA preference do... 11/17/2015
(Applicable Section(s) Only)
10. CoC-HMIS MOU (if No CoC HMIS MOU 11/17/2015
referenced in the CoC's
Goverance Charter)
11. CoC Written Standards for No CoC P&P 11/09/2015
Order of Priority
12. Project List to Serve No
Persons Defined as Homeless
under Other Federal Statutes
13. Other No PA-508 FY 2015 GIW 10/02/2015
14. Other No
15. Other No
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Attachment Details

Document Description: Does Not Apply

Attachment Details

Document Description:

Attachment Detalils

Document Description: Ranking and Review Criteria 2015

Attachment Detalils

Document Description: Rating & Review public posting

Attachment Details

Document Description: Process for reallocating

Attachment Details

Document Description: Governance Charter w/ HMIS MOU

Attachment Details
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Document Description: HMIS Policy & Procedures Manual

Attachment Detalils

Document Description:

Attachment Detalils

Document Description: PHA preference documents

Attachment Details

Document Description: CoC HMIS MOU

Attachment Details

Document Description: CoC P&P

Attachment Details

Document Description:

Attachment Details

Document Description: PA-508 FY 2015 GIW
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Attachment Details

Document Description:

Attachment Details

Document Description:
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Submission Summary

1A.
1B.
1C.
1D.
1E.
1F.
1G.
2A.
2B.
2C.
2D.
2E.
2F.
2G.
2H.

2.

2J.

3A
3B
3B
3B
4A
4B
4C
Su

Page

Identification

CoC Engagement
Coordination

CoC Discharge Planning
Coordinated Assessment
Project Review
Addressing Project Capacity
HMIS Implementation
HMIS Funding Sources
HMIS Beds

HMIS Data Quality
Sheltered PIT

Sheltered Data - Methods
Sheltered Data - Quality
Unsheltered PIT
Unsheltered Data - Methods
Unsheltered Data - Quality
. System Performance

. Objective 1

. Objective 2

. Objective 3

. Benefits

. Additional Policies

. Attachments

bmission Summary

Last Updated

11/13/2015
11/18/2015
11/18/2015
11/13/2015
11/13/2015
11/17/2015
11/16/2015
11/16/2015
11/13/2015
11/13/2015
11/18/2015
11/13/2015
11/13/2015
11/13/2015
11/13/2015
11/13/2015
11/13/2015
11/17/2015
11/17/2015
11/18/2015
11/18/2015
11/16/2015
11/13/2015

Please Complete
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The CoC did not reject or reduce any projects using the reallocation process in the FY 2015
CoC Program Competition, and this document does not apply.



Ranking and Selection Criteria for the Fiscal Year 2015
Continuum of Care Program Competition (NOFA)

BACKGROUND FROM THE NOFA
For the 2015 CoC Program Competition, approximately $1.83 billion is available for FY 2015.
Although the available amount of funding is expected to be sufficient to fund anticipated eligible
renewal projects in the FY 2015 funding process, HUD continues to require Collaborative
Applicants to rank all projects in two tiers. (HUD places strong emphasis on performance and
encouraging CoCs to reallocate under-performing projects).

The CoC must assign a unique rank to each project that it intends to submit to HUD for FY 2015
funding for both new and renewal projects, excluding CoC Planning. HUD strongly advises CoCs
to rank higher those project applications the CoC determines are high priority, high performing,
and meet the needs and gaps as identified by the CoC.

Each CoC must comprehensively review both new and renewal projects within its geographic
area, using CoC-approved scoring criteria and selection priorities, to determine the extent to
which each project is still necessary and addresses the listed policy priorities. Funds for projects
that are determined to be underperforming, obsolete, or ineffective should be reallocated to
new projects that are based on proven or promising models.

Reallocation during this cycle will include the opportunity to reallocate funds to new permanent
housing projects (PSH/RRH) as well as to HMIS and Coordinated Entry Systems.

CoCs should consider the policy priorities established in the NOFA in conjunction with local
priorities to determine the ranking of new projects created through reallocation, CoC planning,
UFA costs, and renewal project requests.

HUD’S POLICY AND PROGRAM PRIORITIES

(1) Strategic Resource Allocation
(2) Ending Chronic Homelessness—increasing beds, targeting chronic homeless, Housing First
(3) Ending Family Homelessness—Rapid Re-Housing, moving as quickly as possible into PH
(4) Ending Youth Homelessness - coordinate with youth serving organizations
(5) Ending Veteran Homelessness - prioritize vets & their families who can't be assisted with
VA housing & services and work closely with VA
(6) Using Housing First Approach - rapid placement & stabilization in permanent housing
without preconditions/requirements
e remove barriers
e coordinated entry system
e prioritizing households most in need
e inclusive decision making




HUD’S PROJECT RANKING CRITERIA FOR THE COC PROGRAM COMPETITION FROM 2015 NOFA

HUD has announced that there is enough funding to approve all Tier 1 new and renewal
programs. HUD will first select all projects from Tier 1 by CoC score:

Rationale for Preliminary Rankings
o Closely followed HUD's priorities and guidelines for ranking projects
e Examine under-performing projects and consider reallocation

e Projects/agencies engagement in Continuum of Care efforts and Coordinated Entry will
be weighed when ranking projects

e Projects that serve chronically homeless—those programs with dedicated CH beds were
ranked higher on the list than programs without dedicated beds. Programs that described
they would target chronically homeless for non-dedicated beds as they became available
were ranked higher on the list

e Projects implementing Housing First model ranked higher
e Transitional Housing programs ranked lower on list based on HUD's priority of permanent

housing projects

PERFORMANCE MEASURES FROM THE 2015 NOFA
The following performance measures will be considered when evaluating the performance of
renewal projects.

Housing Stability. Achieving housing stability — the ability to obtain and maintain permanent
supportive housing or permanent housing — is critical for the homeless.

At least 65% (NOFA says 80% - plan to raise for next eval.)of Project participants either remained in
permanent housing, or exited from project to permanent housing (as reported in the most
recently submitted APR).

Jobs and Income Growth. CoC Program-funded projects should assist project participants to
maintain or increase income, which is one way to ensure housing stability and decrease the
possibility of returning to homelessness.

Project Applicants must clearly demonstrate that participants in their project maintained or
increased employment income from all sources during program participation as reported in all




APRs. Maximum points will be awarded to applicable projects where 50 percent or more of
participants in the projects have employment income.

Mainstream Benefits. CoC Program-funded projects should assist project participants to obtain
mainstream benefits, which is one way to ensure housing stability and decrease the possibility of

returning to homelessness.

Project Applicants must clearly demonstrate that participants in project maintained or increased
their mainstream benefits during program participation (as reported in all APRs). Maximum
points will be awarded to projects where at least 50% of participants obtain mainstream benefits.

Housing First for PH and Low Barrier for TH. CoC Program-funded projects should provide
housing without precondition such as sobriety or income requirement. Also, projects should not

have participation requirements.

Maximum Points will be awarded to projects that have demonstrated that they are low barrier and
commit to use Housing First/Low Barrier model.

Ending Chronic Homelessness. CoC Program-funded PSH projects should either be dedicated to
serve the chronic homeless or have their beds prioritized for chronic homeless.

Maximum Points will be awarded to projects that have at least 85% of PSH beds dedicated to
chronic homeless or, those that become available through turnover are prioritized for the
chronically homeless.

Consider Severity of Needs/Vulnerabilities. CoC Program-funded TH projects should consider the
severity of needs experienced by program participants, including low/no income, substance
abuse, criminal record, DV experience.

Maximum Points will be awarded to projects that serve households with severe
needs/vulnerabilities.




Scranton/Lackawanna County Policy on Project Ranking and Tiering
Section I: Scranton/Lackawanna County Policy on Project Re-Allocation, Ranking and Tiering

A. Policy Objectives:
In developing our local policy governing project ranking, re-allocation and tiering
Scranton/Lackawanna County CoC’s objectives are to:
e Comply with HUD requirements;
e Preserve funding for high performing projects;
e Reallocate from lower performing projects to new projects that help advance
our community’s goal of reducing homelessness and are in line with HUD
priorities.

B. Project Review and Ranking Policy:
The Scranton/Lackawanna County CoC will invite submissions for new and renewal
projects and will conduct a review and ranking following the procedures stated in
Sections Il and IV.

The general approach to rating and ranking will be to organize projects into three groups,
following the priority order established by HUD:

) renewal PH and RRH;

) new PH and RRH;

) renewal transitional housing;

) renewal SSO

W NP

Within each type, projects will be scored using a score system specific to that program type and
placed within their ranked order, with renewal PSH and RRH in the first group (ordered by score),
the new PSH and RRH in the second group (ordered by score), the renewal Transitional Housing
in the third group (ordered by score), and renewal Supportive Services Only in the fourth group.

C. Tiering Policy
The rank order of projects has been determined that 85% of the ARD ($2,196,088.90)
fall into Tier 1 while the remainder of the ARD, plus the 15% available for new projects
($775,090.20) are categorized under Tier 2. The CoC reserves the option of re-ordering
the project list to place projects in Tier 2 to best position Scranton/Lackawanna County
to receive the maximum overall funding.

As HMIS is a HUD mandated requirement in order to receive Continuum of Care funding,
is strongly recommended as one of the top priorities in Tier 1 in order to secure funding
for this authorized activity. Per HUD guidance, HMIS will be placed in Tier 1.

The CoC Planning Grant does not need to be ranked according to 2015 NOFA.

Section II: Process for Rating and Ranking of Renewal Projects




A. Scoring Criteria for Renewal Permanent Housing (PSH and RRH), Transitional Housing (TH)
and Supportive Services Only (SSO) Projects

The scoring system will have a maximum of 100 points with 70 points for project performance
and 30 points for threshold factors. Data to assess both performance and threshold criteria will
be obtained from the information in the project APRS, the Project Information Sheets and e-

snaps.

Priority will be given to Transitional Housing which falls in line with serving HUD priority
populations. The performance measures will be based on those established by HUD and tracked
through HMIS data:

at least 65 percent of project participants either remained in the project, or exited to
a permanent housing location;
at least 50 percent of project participants maintained or increased their income from
all sources in an operating year;
at least 50 percent of project participants obtained or maintained mainstream
benefits;
was the project at full capacity on the last Wednesday of January, April, July and
October of the operating year?
Is the project Housing First (PH) or Low Barrier (TH/RRH)
For PSH — are at least 85% of beds dedicated to Chronic Homeless?
For RRH/TH/SSO: Does your project serve:
o low/no income households?
Those fleeing domestic violence?
Households with substance abuse issues?
Youth from ages 18 — 24?

o O O

The CoC will convene an unbiased project review panel to review each renewal project. Projects
will be scored based on a 100 point system. The scores will then be averaged for each project by
CoC Staff and the CoC Board will meet for final ranking and approval.

B. HMIS Renewal

Consistent with previous CoC applications, HMIS renewals will be assessed performance and
spending in alignment with HUD requirements. As noted in Section II, the HMIS renewal will be
placed in Tier 1.

Section lll: New Projects




The CoC Board will examine recommendations from the CoC Evaluation Workgroup and CoC
staff to determine the amount of funding available for reallocation. Additionally, the CoC may
apply for Permanent Housing Bonus funding when available.

Reallocated funds and new bonus funds will be awarded through a Request for Proposal (RFP)
process for open competition for projects that provide permanent supportive housing to
chronically homeless and or RRH for homeless families.

The RFP will be structured to award funds to projects that 1) meet Scranton/Lackawanna
County’s CoC needs; and 2) are most competitive and likely to receive HUD funding. In addition,
projects must meet HUD's threshold and quality requirements. The RFP will require applicants to
submit project narrative, applicant capacity and financial information sufficient to assess all of
these factors.

To evaluate whether projects meet the HUD threshold and quality standards, the projects will be
reviewed by CoC staff.

New projects will be reviewed by the CoC Board to determine whether they meet priorities for
housing in Scranton/Lackawanna County. The final approval and ranking of new projects will be
discussed by the CoC Board to determine the order on the Project Priority Listing.

Section IV: Final Project Priority List and Notification to Applicants

Once the rating and ranking processes for new and renewal applicants are complete, CoC staff
will integrate the results of the scoring/ranking processes and create the final proposed Project
Priority Listing for review by the CoC Board. This proposed list can include recommendations to
adjust the placement of projects in Tier 2 in order to maximize the total funding award for
Scranton/Lackawanna County. The proposed final list will be approved, notice sent to the
applicants of the final results and the list will be posted on United Neighborhood Centers’
website.




Attachment A

Permanent Supportive Housing (PSH) Performance Measures - Max. 70 Points

at least 65 percent of project participants either remained in permanent housing or
at least 50 percent of project participants maintained or increased their income from all

at least 50 percent of project participants obtained or maintained mainstream benefits;
program spent all of its allocated funding for the last program year

1.
exited to another PH
2.
sources in an operating year;
3.
4,
5. program was at full capacity for

a. last Wed. of January
b. last Wed. of April

c. last Wed of July

d. last Wed of October

6. Is the project Housing First (PH) or Low Barrier (TH/RRH/SSO)?
7a. For PSH — are at least 85% of beds dedicated to Chronic Homeless?
7b. For RRH/TH/SSO: Does your project serve:
a. low/noincome households?
b. Those fleeing domestic violence?
c. Households with substance abuse issues?
d. Youth from ages 18 — 247
Projects meeting: Performance measures 1 through 4 receive 10 points each.
Item 5 is worth a total of 20 points with each performance measure receiving 5 points each.
ltem 6 is worth 5 points and 7a (only for PSH programs) is worth 5 points and 7b (only for

RRH/TH/SSO) is worth 5 points

Threshold Renewal Points Source Document Max Points
Project Performance 20
APR submitted on time e-snaps 5
At least quarterly drawdowns | Project information sheets 5
from LOCCS
Correct Leverage and Match | Project Application 5
Participant Eligibility Project info sheets/APR 5
Length of time homeless Project Info sheets 0
CoC Strategic Participation 10
Attendance & Participation CoC Attendance 10
CoC Committees Documentation —

documented attendance of

CoC alliance and committee

meetings by agency

staff/board member.
Total 30




Project Name/Number:

10.
11.
12.
13.

14,

15.

Attachment B
Project Information Sheet

Type of project? _
Housing First (PSH)/Low Barrier (TH/SSO)?
Did at least 65 % of project participants either remain in project or exited project to PH?_

Did at least 20 percent or more of project participants have employment income or
SSI/SSDI for those who are not employable?
Did at least 50 percent of project participants maintained or increased their income from
all sources during the operating year?
Did at least 50 percent of project participants obtained or maintained mainstream
benefits?
Did the program spend all of its allocated funding for the last program year?
Program was at full capacity for:
a. last Wednesday of January?
b. last Wednesday of April?
c. last Wednesday of July?
d. last Wednesday of October?
Was the project’s most recent APR submitted on time?
Did the project draw down funds from LOCCS at least quarterly?
Number of program Participants/households:
Number of program households with a documented disability?
Number of program participants who were homeless or at risk of being homeless prior to
program entry?
Length of time each program participant was homeless prior to program entry? (Indicate
the number of participants/households next to each category)
a. less than 1 month
b. 1to 3 months
c. 3to 6 months?
d. 6 month to 12 months?
e. 1yearorlonger?
Residence prior to program entry? (Indicate the number of participants/households next
to each category) If fleeing DV, please indicate so in “other”
emergency shelter
transitional housing
permanent housing
staying with friend or relative
hotel/motel
place not meant for habitation
other:

®
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2015 Scoring Sheet

Project Name

Grant Term

Performance Measures (70)

Threshold Renewal Points (5)

Leverage (2.5)/Match (2.5)

Project Performance (15)

APR submitted on time (5)

Participant Eligibility (5)

At Least quarterly drawdowns from LOCCS (5)

CoC Strategic Planning (10)

Attendance and Participation in
CoC Alliance and Committees (10)

TOTAL
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Fax: 570-207~4242
Phone: 570-346-0759
Toll-Free: 866-288-8830
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CoC Public Meeting Minutes 10-20-2015

2:35: Brief intro and welcome by Shannon Quinn-Sheeran, United Neighborhood Centers and
Str. Susan Hadzima, ITHM, CoC Chair, Catherine McAuley Center. Meeting participants are
encouraged to ask questions, make suggestions or make any public comments they desire on
CoC activities.

2:40: Jerry Auriema from the City of Scranton reads a letter from the mayor expressing his
interest and intent to end veteran homeless in the area and announcing his signing of the Mayor’s
Challenge.

2:45: Steve Nocilla, Catholic Social Services, speaks about the CoC’s commitment to ending
veteran homelessness and recent progress on that goal.

2:45: Tion, a homeless veteran, gives a brief history on his roots here in the area and how CoC
and VA programs have helped him throughout the years and continue to help him now.

2:50: Jason Griffiths from Community Intervention Center, chair of the Chronic Homeless
Committee, informs everyone on how they conduct outreach. He also explains the rating system
for those on the chronic homeless list, and the criteria for being on the list. The committee has
recently implemented a system of conducting case conferences for those on the CH list where
individuals and/or families are discussed by committee members and next steps identified.

3:05: Kim Cadugan, Coordinated Assessment Chair, explains the Coordinated Assessment
program including the No Wrong Door approach and the assessment tool used. She announced
that plans are in the works to get this system into HMIS, Mary Ann Kochanski, Scranton
Housing Authority asked for clarification on the CA system, how it is accessed and what is
received by a client. She also asked how rent is determined for CoC program participants.

3:10: Shannon announces that we are currently in the process of applying for CoC homeless
funds through this year’s NOFA competition. The CoC is applying for more than $2.5 million in
homeless assistance funding. As part of the competition, a rating, evaluating and ranking of
projects is required. The CoC approved the policy for that process this year and Shannon
announced that this is available for anyone who is interested. She said that it includes several
measures that programs are familiar with through their APRs including maintaining/increasing
income, obtaining permanent housing, connection to mainstream resources and other criteria.
Participants are encouraged to contact Shannon if they want a copy of the policy and all of the
criteria.

3:15: Shannon announces any questions/comments are welcome again. Mary Ann Kochanski
asks for clarification on a NOFA question she received about homeless entries to the housing
authority.

3:20 Meeting adjourned
Meeting minutes submitted by:

Kevin Munley, United Neighborhood Centers, Data Support Coordinator
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Scranton/Lackawanna County Continuum of Care

Process for Project Reallocation

The CoC Board examines the CoC’s housing inventory and the needs of the community along with HUD priorities to determine CoC and ESG
funding priorities. The CoC comprehensively reviews both new and renewal projects within its geographic area, using a CoC-approved scoring
criteria and selection priorities to determine the extent to which each project is still necessary and addresses the listed policy priorities. See document
Ranking and Selection Criteria for the Fiscal Year 2015 for a complete description of these.

Low-scoring projects and those determined not to be within selection priorities are discussed with the CoC board. The project applicant is given an
opportunity to make the case as to why the program should be included. This information is weighed along with the scoring criteria and the board
determines if the project will be included or reallocated.
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PROGRAMS

Housing Counseling

= One Stop Shop

= Foreclosure Prevention
= Homebuyers Club

= Condemnation
Supportive Housing

Continuum of Care

Donate Now

& Continuum of Care | United... *

United Neighborhood Centers is the lead agency for the Scranton/Lackawanna County Continnum of Care and
provides administrative support and technical assistance for the agencies and its functions. The
Scranton/Lackawanna County Continuum of Care (CoC) 1s committed to streamlining and strengthening the

current service deliveries that its member agencies offer to the community through collaborative efforts, planning,

and partnerships. The members of the Continuum of Care include Directors, Case Managers, and representatives
of agencies in Lackawanna County who are dedicated to serving the homeless and at risk population. The CoC
meets monthly to discuss the programs currently operated under each agency and to identify ways to expand
services to befter meet the needs of the community. The goals of the CoC are to prevent and end homelessness,
support the needs of the homeless population, and help individuals to achieve self sufficiency. The members
monitor the characteristics and situations of the homeless population, operate and develop new programs, and
1dentify strategies on how to best use all of our available resources.

UNC is responsible for the completion and submission of the Continuum of Care Homeless Assistance
Competition, as well as the Housing Inventory Chart and the Point in Time Count.

Besides UNC, the following non-profits are an integral part of providing homeless services to Northeastern
Pennsylvania and are included in the statistical compilation for the CoC:

Catherine McAuley Center
Catholic Social Services

+ Community Intervention Center
St. Joseph's Center

Voluntary Action Center

* Women’s Resource Center

Fiscal Year 2015 Continuum of Care Competition Application Materials:

* Rankmg & Selection Criteria 2015

* Project Priority Listing
+ Rankmg Tool

Fiscal Year 2013-2014 Continuum of Care Competition Application Materials:

Consolidated Application

Certification of Consistency with the Consohdated Plan
+ Chronic Homeless Priortitazation List

CoC Governance Charter

+ HMIS Govemnance Charter

Meeting Minutes for ANNUAL meeting

Process for funding cuts

Ranking for FY2013-2014

Score Card
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SCRANTON/ LACKAWANNA COUNTY CONTINUUM OF CARE:
BY LAWS
ARTICLE 1: NAME
The name of the organization is: Scranton/ Lackawanna County Continuum of Care
ATTICLE II: PURPOSE AND FUNCTION

1. Promote community-wide commitment to the goal of ending homelessness

2. Act as a conduit for funding in support of the efforts by nonprofit providers, States, and
local governments to quickly re-house homeless individuals and families while
minimizing the trauma and dislocation caused to homeless individuals, families, and
communities by homelessness

3. Promote access to effective utilization of mainstream programs by homeless individuals
and families

4. Optimize self-sufficiency among individuals and families experiencing homelessness

5. Provide funding to support the CoC structure and process

ARTICLE III: MEMBERSHIP
Membership is open to representatives of non-profit organizations, private businesses,
individual members 18 years and over, homeless and formerly homeless individuals and

governmental entities as well as elected officials committed to the goal of ending
homelessness in Scranton/ Lackawanna County.

ARTICLE 1V: Board of Directors

1. The Scranton/ Lackawanna Continuum of Care shall be governed by a Board of Directors
consisting of a maximum of nine members.

2. Not less than two thirds of the Board shall be comprised of current providers of services
to the homeless and an active participant in the Continuum’s Homeless Management
Information System.

3. Atleast one member of the Board shall be a homeless or formerly homeless individual.

4. New members may be admitted to the Continuum of Care Board of Directors by action of
the current Continuum of Care Membership with two-thirds vote of the members present.

5. Each organization may have only one voting member, and no individuals may represent

more than one organization for the purpose of voting.

6. The Board shall meet at least quarterly.




ARTICLE V: OFFICERS

1.

2.

The officers shall be as follows: Chair, Vice-Chair, and Secretary.

The term of the office is two years.

Should one of the positions be vacated before expiration term, the Nominating
Committee will propose a replacement, which will take office upon the approval of a

simple majority of the Board Coalition and affirmed at the next annual meeting.

The three officers constitute the Executive Committee.

ARTICLE VI;: Nominations and Elections

1.

The Nominating committee is comprised of three members from the Board, shall be
nominated and elected at the Annual Meeting for a term of one year.

The Nominating Committee shall analyze the composition of the slate candidates for
offices, and make nominations for vacancies.

The slate for nominees willing to serve or as officers shall be submitted to the Executive
Committee for approval.

Additional nominations may be made from the floor at the annual meeting by any
member with the consent of the person being nominated.

The Continuum of Care membership votes on the recommended slate; a simple majority
is required for election. The new officers take their positions at the January meeting.

The Nominating Committee is responsible for notifying nominees after their election and
scheduling an orientation to acquaint them with the programs operated by the Continuum
of Care.

Article VII: Conflict of Interest and Recusal

1.

APPLICABILITY

All members of the Board of Directors of the Scranton/ Lackawanna Continuum of Care
(SLCoC) shall adhere to the following policy concerning Conflicts of Interest.




2. POLICY

The purpose of the conflicts of interest policy (this “Policy™) is to protect the interests of
SLCoC, when it is contemplating entering into transaction or arrangement that might
benefit the private interest of a Director or Officer of SLCoC. This Policy is intended to
supplement but not replace any applicable laws governing conflicts of interest for
SLCoC.

Directors, Officers, and staff of SLCoC shall, during the course of performing services
for SLCoC, maintain the highest standards of ethical behavior, integrity and public
responsibility. Actual, potential and/or perceived conflicts of interest may damage
SLCoC’s reputation and must be avoided. Doubts as to whether an actual, potential or
perceived conflict exists must be resolved by full disclosure and reporting as set forth in
this policy statement.

3. CONFLICTS OF INTEREST
Potential conflicts of interest (“Potential Conflicts”) include:
1. Having a Financial Interest, as that term is defined below;

2. Acting in multiple capacities either within or without SLCoC in any matter or
transaction relating to SLCoC;

3. Receiving compensation for services to SL.CoC, other than approved compensation for
staff;

4. Accepting favors, gifts, gratuities, or taking part in any activities or transactions that
relate to, affect or influence decisions made for, regarding, or on behalf of SLCoC;

5. Using information or relationships inappropriately or in ways that might damage
confidentiality and/or relationships with SL.CoC;

6. Participating in any arrangements or transactions which might give the appearance of a
conflict of interest.

4. FINANCIAL INTEREST

A person has a Financial Interest if the person has, directly or indirectly, through
business, investment or family:

1. An ownership or investment interest in any entity with which the SLCoC has an actual
or proposed transaction or arrangement, or

2. A compensation arrangement with any entity with which SL.CoC has a transaction or
arrangement, or




3. A potential ownership or investment in, or compensation arrangement with, any entity
or individual with which SLCoC is negotiating a transaction or arrangement.

Compensation includes direct and indirect remuneration as well as gifts or favors that are
substantial in nature.

A Financial Interest is not necessarily a conflict of interest. A person who has a Financial
Interest may have a conflict of interest only if the SLCoC Board of Directors decides that
a conflict of interest exists, as set forth in the Reporting and Resolution Procedures
below.

REPORTING AND RESOLUTION PROCEDURES

A. Duty to Disclose

Any Director, Officer or staff member of SLCoC must disclose the existence of his or her
Potential Conflict to SLCoC’s Chairperson of the Board of Directors and must be given
the opportunity to disclose all material facts to the Board Directors or committee
designated by the Board of Directors to consider the proposed transaction or
arrangement.

B. Determining Whether a Conflict of Interest Exists

After disclosure of all Potential Conflicts and all material facts, and after any discussion
with the individual with the Potential Conflict, that individual shall leave the Board of
Directors or committee meeting while the determination of a conflict of interest is
discussed and voted upon. The remaining Board of Directors shall decide if a conflict of

interest exists.
C. Procedures for Addressing the Potential Conflict

After exercising due diligence, the Board of Directors or designated committee shall
determine whether SLCoC can obtain an arrangement with reasonable efforts that would
not give rise to a conflict of interest. If such an arrangement is not reasonably attainable
under circumstances that would not give rise to a conflict of interest, the Board of
Directors or designated committee shall determine by a majority vote if the transaction or
arrangement giving rise to the Potential Conflict is in SLCoC’s best interest and for its
own benefit and shall make its decision as to whether to enter into the transaction or
permit the arrangement in conformity with such determination.

D. Record-keeping Regarding Potential Conflicts
The minutes of the Board or committee reviewing a Potential Conflict shall contain: the

names of the persons who disclosed or otherwise were found to have a Potential Conflict;
the facts related to the Potential Conflict; any action taken to determine whether a conflict




of interest was present; and the Board of Director’s or committee’s decision as to whether
a conflict of interest in fact existed.

ANNUAL REPORTING

All individuals covered by this policy shall complete and sign the Conflict of

Interest Statement (See Exhibit A) annually. Such statement will serve as a continuing
reminder and control mechanism, but should not modify the obligation for

individuals covered by this policy to report Potential Conflicts as they arise.

ARTICLE VIII: EXECUTIVE COMMITTEE AND STANDING COMMITTEES

1.

The Executive Committee plans and organizes the meetings of the Continuum of Care
Bi-Annual Meeting of members and the quarterly meetings of the Board.

The Executive Committee acts in the Continuum of Care’s name when urgent matters
require immediate action. The Executive Committee will advise all Board members of
such actions.

The Executive Committee shall appoint chairs of all standing committees.
Standing Committees:

A. Committee for the Chronically Homeless: This committee meets monthly to review
the action steps in the 10 year plan to end chronic homelessness, develop new goals
and objectives such as creating new PSH beds and oversee the identification of
chronically individuals and families in the community. The committee chair is
responsible for organizing the agenda and updating the chronic homeless list. All
Continuum of Care funded agencies shall be represented on this committee.
Additional members of the Continuum of Care may serve on this committee as well.

B. Homeless Management Information System (HMIS) Governance Committee & Users
Group: This committee meets monthly to ensure that all housing and service
providers in the community participate in order to explore issues among current users
with the many facets of the HMIS system. This group currently reviews, revises and
approves the privacy, security and data quality plans for the CoC and reviews the data
quality of each program participating in HMIS to ensure reliable and correct data on a
monthly basis. The Chair is the HMIS administrator who is responsible for
organizing agendas and providing training/guidance for the HMIS system. All
Continuum of Care funded agencies with the exception of the Victims Service
Provider must be represented on this committee.

C. Discharge Planning Committee: This committee meets quarterly to develop and
implement discharge planning policies to prevent homelessness following discharge
from publicly funded institutions. This committee has representatives from all
publicly funded systems of care/institutions in the CoC as well as hospitals and




homeless providers. This group reviews PIT data and monthly reports from
emergency shelters regarding discharges that resulted in homelessness. This group
also organizes annual in-service opportunities for hospitals or correctional facilities to
understand more about the homeless providers in the community.

D. Educational Assurances Committee: This committee meets bi-monthly to ensure that
families of school aged children have knowledge of their educational choices. The
CoC strives to give all school aged children the opportunity to continue their
education at the school which they have been attending prior to their homelessness or
displacement. The committee consists of members from several CoC agencies and is
collaborating with local educational agencies to assist with identifying homeless
children and informing their families of their educational options.

E. Housing Coalition: This committee meets monthly to provide the systemic and
strategic coordination of housing and services within the community, including
services to homeless persons. This committee oversees the needs and provisions of
the CoC and housing services in the county.

F. Coordinated Assessment: This committee meets monthly to coordinate and
implement the coordinated assessment process for the Scranton/Lackawanna county
CoC. This committee is responsible for the creation and review of the assessment
process. Membership is comprised of at least 1 person from each of the CoC funded
agencies.

G. Evaluation Committee: This committee is responsible for the evaluation of CoC
funded programs through a performance score card. This committee is crucial in
order to assess how well or how poorly programs are performing based on goals and
objectives outlined in the score card. Members of this committee shall not be CoC
funded agencies and shall represent independent agencies and organization.

H. Nominating Committee: This committee shall be elected and serve as defined in
article V1.

4, Other committees may be created at the discretion of the Executive Committee.

ARTICLE IX: MEETINGS

1.

Regular meetings of the Scranton/Lackawanna Continuum of Care membership are
scheduled on the second Tuesday of each month at 9:00 a.m. Additional meetings are
scheduled, as the Executive Committee deems necessary.

Two meetings will be publicly advertised to encourage and promote wider community
participation. These meetings shall serve as the biennial meetings of the Continuum of
Care.




Article X: Roles and Responsibilities of the CoC and HMIS Lead
1. The CoC designates United Neighborhood Centers to be the HMIS Lead agency.

2. Please see the document HMIS MOU for Scranton/Lackawanna County CoC and United
Neighborhood Centers which outlines roles and responsibilities regarding HMIS.

ARTICLE XI: AMENDMENTS
1. These bylaws may be amended by two-thirds vote of members present.

2. Notice of any amendment must be presented in writing to the membership ten days
before the meeting at which the said amendment will be voted upon.

ARTICLE XII: EFFECTIVE DATE

1. These bylaws are effective as of November 5, 2015.




Exhibit A
ANNUAL CONFLICTS OF INTEREST DISCLOSURE FORM
Scranton/Lackawanna Continuum of Care

In accordance with the Conflicts of Interest Policy of the Scranton/Lackawanna County
Continuum of Care (SLCoC), I hereby affirm that:

1. T have received a copy of the SLCoC Conflicts of Interest Policy (the “Policy™).

2. I have read and understand the Policy.

3. I agree to comply with the terms of the Policy.

4. To my present knowledge neither I nor any member of my immediate family has any
relationship, involvements, activities, or arrangements that could create a Potential Conflict, as

defined in the Policy, except as follows:

(If there is none, write “None” below. Otherwise, list each applicable business or organization
and the office or relationship of you or any member of your immediate family with such entity.)

In the event that at any future date I believe I may have a Potential Conflict, as described in
SLCoC’s Conflicts of Interest Policy, I will promptly disclose such matter to the Chairperson of
the SLCoC’s Board of Directors.

NAME:

DATE:

Return to:

Scranton Lackawanna Continuum of Care ¢/o UNC 425 Alder Street, Scranton, PA 18505.




HMIS Memorandum of Understanding

Scranton/Lackawanna County CoC and United Neighborhood Centers

Effective November 2015

United Neighborhood Centers (UNC) will:

e Oversee and coordinate all aspects of Scranton/Lackawanna County CoC's HMIS Project

implementation and development;

Serve as the primary contact with the SLCCoC’s HMIS vendor (ClientTrack);

Monitor ClientTrack’s performance under their contract with UNC;

Provide ongoing training and technical support on the use of ClientTrack;

Oversee system administration, especially as it relates to external security protocols;

Review data quality and report to CoC and HMIS governance committee;

Provide ongoing support, training, technical assistance to and function as a resocurce to the

local Security Officers and ClientTrack users.

e Provide CoC with information needed from HMIS for the completion of the HUD NOFA. In
addition, UNC will provide CoC with information needed for their Housing Inventory Charts.

The Continuum of Care will:

Ensure active membership of HMIS governance committee.

Review reporting

Monitor UNC as HMIS lead agency and contributing HMIS organizations (CHOs) for compliance.
Ensure CHOs are collecting all necessary data in the correct format

Ensure accuracy of AHAR

Ensure accuracy of CoC NOFA data

Contributing HMIS Organizations (CHOs) will:

Regularly attend HMIS Governance Committee meetings.

Review and correct data quality issues found on monthly report.

Follow Data Quality Plan

Work with CHO users to develop action plans to get to acceptable levels of data quality, and to
make HMIS a useful tool for their community.

HMIS Governance Committee will:

Make final decisions on: planning, participation, policies & procedures, determination of software
company, and growth of HMIS

Monitor Data Quality

Direct the HMIS administrator




HMIS Memorandum of Understanding

Scranton/Lackawanna County CoC and United Neighborhood Centers
Effective November 2015

By signing below | agree to the stipulations of this Memorandum of Understanding.

nited/Neighborhood Centers

Chief Executive Offlcer o

Signature Date /- J&-(5
Print Name
CoC Chair

CoC Chair Signature 4 /JM—AW wpDate_ /¢ // 6 //-5

Print Name and Title Se. Susanr zé/& G/z/'nM( / D e . ov[‘ 73(1’_0\7* P
Name of Agency Catlosee M QAW(MQI, (o e
Mailing Address Y30 O, Hston. Ave, ) Se ﬂa,n'{‘o—p\ FPA 18505

Email L‘laz,c/Z/'.S [ S/(.S .‘ng.,sa.il:/'/,m_ Oﬁ]

HMIS Syst%ﬁlmmlstrator
Signature , 2 wﬂ@%;@&f Date gfz Qg/g (

Print Namecyyﬁnnon OM'W H /vé(,/&///g/
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System Requirements

In order for the program to work properly, please check the system reguirements listed below
and make any necessary adjustments,

Use a computer with DSL or faster connection to the Internet

For best results, make sure the computer you are using to access ClientTrack has a DSL or faster
connection to the Internet,

Use a computer with a modern browser

CiientTrack is designed to run on Microsoft Internet Explorer 7+, Google Chrome, and Firefox
9.0+. Operation of ClientTrack depends on the browser, not on the operating system installed on
the computer. If the system will run one of the browsers above, CllentTrack should operate
normally, The program may not operate properily in other browsers, such as Netscape
Navigator or Safari,

Set your video display to 1024 x 768 or higher

Certain pages in ClientTrack will not display properly in resolutions less than 1024x768, although
higher resolution settings are fine,

To set your video display (Windows 7)
1. Gotovour Control Panel,
2. inthe Appearance and Personalization section, click the Adjust screen resolution link.
3. Under Resolution select 1024 x 768 {or higher).

4. Click OK.
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Logging in

Log into ClientTrack by typing the User Name and case sensitive Password provided to you. Click
Sign In or hit Enter on the computer keyboard,
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After logging in, a new window will open in your browser, Be sure to disable any pop-up
blockers that would prevent a new window from opening, prior to logging in.

Login Errors
This section lists common problems users may encounter while logging in.

Invalid login or password

If you receive this error when you try to sign in, double-check your login information.
Remember that your user name is not case sensitive, but the password s, Also, check to be sure
CAPS LOCK on the computer keyhoard is turned off.,

V2.0




No second window appears:

If you typed your User Name and Password, clicked Sign in and nothing happens: First, check the
task bar at the bottom of your computer screen to see if another browser window is open and
minimized, if there s another window, click it, and you will see the ClientTrack home page.

if there is no second browser window open and minimized on the task bar, most likely a pop-up
blocker has prevented the ClientTrack home page from opening, Verify that all pop-up blockers
are turned off and sign-in again.

V2.0




Basic Steps to Use ClientTrack

This help document is designed to teach you how to use ClientTrack to accomplish the following
fasks:

¢ intake new clients and record client information

¢ Understand how client information is shared and restricted in ClientTrack
s Record additional client information in ClientTrack
»  Work with client Families in ClientTrack

» (reate case notes

+ Record client assessments

» Record goals and action plans

e Record services provided for clients

s Record referrals

e Use ClientTrack Workflows

o Assess shelter bed availability

s  Make reservations for a facility

o Check clients into a facility

o Use the ClierdTrack calendar

Getting Help
There are various ways to access Help in ClientTrack:

Page-level Help

Most pages in ClientTrack include basic help information displayed automatically as brief written
notes designed to facilitate entries on the page.

Screen-Level Process Help

@
The help Econ‘@) is available on many screens and pages in ClientTrack, Your organization has
the ability to customize many of these notes during administrative setup. Click on the Help icon
V2.0




to see if there Is special help for your screen. if the help icon does not appear on a particular
form, then there is not any help text identified for that form.
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Help Menu

This document may be accessed and downloaded by clicking Help in the upper right corner of
every ClientTrack screen.

Ease-of-Use Features

Form Steps

Form steps are designed to facilitate data entry by leading the user through an orderly process
dispiayed as numbered steps at the tap of the page.
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Paused Operations

Many times you may not finish an entire process, and you may want to put a record on hold, log
out of the program, and return to the particular form at a later time. 1f a user has not
completed a process and selects Logout, a new window will open that presents the user with
the option to pause the operation,

Please selstl ARy SCDG vt ke T peifore Refoe
Eligbrivy fasl:

7 rende Hie Clant Intake ooy

Selecting yes will save the data entered in the current form and allows the user to continue the
process later. Selecting No will end the current process, and the data already entered on the
form will not be saved. On many pages in the program, CllentTrack displays a Pause feature,
which allows the user to pause the current operation, move to another page, and then return to
the original process when desired. Processes that are halted using both Paused Operations
methods are displayed in the User Home area under My ClientTrack.
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Required Fields

Required fields are referenced on the forms with a red asterisk * that displays at the end of the
field label.

-Sparch ‘Elis;ng Giznts Cﬁﬂﬁ iHake
ihient IniEks @
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the cliert's bitth date ard the dient's cumert age Wil dispiy 7 an eiact bifth date s enknown onter the fest dag of tha faorth andfor yiser of bish,

Suteck the sppropiale gendan ¥ the divat s fornalin pragnarde stetus B requited - I Bhe cBert is pregnant, Sregrency Dre Dile & required. Click Maxt io
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Lzt i B
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Mizhtle Hame
Sociat Security Womben - =
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Keyboard Shortcuts

There are many keyboard shorteuts within ClientTrack, For example, whern recording
infarmation on ClientTrack screens, you can use the Tab key on the computer keyboard to move
from fleld to field. For a full list of keyboard shortcuts, click the helg link in the top right corner,
and then select Kevboard Shorteuts,
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= Report anissue
There is-a problenyan the current page.

< Ask a guestion
Thave a quastion or request ahout the current page

= Make a suggestion

1 have sn ides on how to Improve the current page,

< View the documeniation

boar

(= Keyboard Shortcuts _
e dorumentalionesderhosrd Shortauts used for

Btoessiplity

Aboyt ChermtTrack

Sorting

In categories such as Find Client (see below}, where results are displayed in column form,
ClientTrack has a sorting feature. To sort results, click on the category heading or the grey arrow

either alphabetical or numerical order. If you click on the same heading again, the arrow will
switch directions =, indicating that the category is now displayed in reverse alphabetical or
numerical order,

For examale, clicking on Birth Date will sort the results with the earliest date listed first. Clicking
on Birth Date again sorts the list with the latest date fisted first,
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Clicking and holding a column header will show a sort menu. Mouse over the sort option you
want, and then release your mouse button to activate that sort option,

74 Sort {)ezcencfiﬁg

Rerove Sart

Bata Validation

When s field Is required and has not been properly completed, a message will display in red at
the top of the screen indicating that more information is required. The application will also
draw a red box around the field{s) that may have a problem.
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Basic Navigation

ClientTrack consists of the following main areas:

Eritity Toolbar Tabs

Banner
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Navigatiorn Panel » .

Tabs

Several Tabs appear across the top of your screen. Each Tab indicates a specific area of the
application in which you are able to work in,

¢ Home Tab ~ This tab is your “home base” as a user. Here, you can view information
specific to you as a user like your caseload or update user information like your
password,

+ (Client Tab — This tab provides you with access to information specific 1o a selected
client, This is where most users spend the majority of their time in ClientTrack.

» Employer Tab — This tab provides you with access to information specific to a selected
employer.
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e Provider Tab ~ This tab provides you with access to information specific to a selected
provider, Here, users can identify which services a provider provides and review a
history of their referrals,

» Housing Tab — This tab provides you with access to manage information about a specific
housing facility. Here, users can identify whether there are rooms available or check
clients in.

Entity Toolbar

The Entity Toolbar identifies which entity you are currently working with, For instance, on the
client tab the entity toolbar will display the client you have selected; on the Provider tab the
entity toolbar will display the provider name that you have selected,

Navigation Panel

The Navigation Panel is on the left, In the Navigation Panel, you will navigate to the different
areas to perform your daily case management tasks, such as client intakes, assessments,
services, and referrals.

Page/Form Area

The data entry form or page is on the right. This is where users create, edit, and review content.

Banner

The Banner area of the application allows users to perform simple actions such as getting help
or logging out. Users can also click on “My Configuration” to change their color theme or
change workgroups and/or organizations {only available to certain users),

Navigation
Expanding/Collupsing the Navigation Panel

A small arrow icon in the left Navigation Panel can be used to expand or contract the panel.
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Clicking on the icon will collapse the left Navigation Panel. To restore the panel, click on the
icon again,

Search Fxisting Chanis

Search Dxisting Clients €

Expanding / Collapsing Navigation Folders

Clicking on the arrow adjacent to a menu category displays the available submenus, The
downward arrow next to a category indicates that the folder is open. Click on the downward
arrow to close the foider.
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) ClientTrack:

sareh dMenw

Client Dashboand

Searching the Navigation Panel
ClientTrack includes the ability to search the navigation panel for any menu option. Click the

search menu button and begin typing the name of the menu option you are looking for.

PETALS

ckr

As you type, ClientTrack will show a list of menu options that match what you have entered.
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Search

ClientTrack makes searching easy. Anywhere in ClientTrack when a search button is displayed,
type In any identifying information, such as part of the Last Name, and click Search. For
example, you can type in just part of a client's last name to get a list of clients that match that
tast name. O, you can simply click Search and all clients will be displayed,
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Use the section criteris below to find your dient. Te narrow the search,

hié best fields to narow your search,

erogds found.
ot Mima -

Last Na e
Gen_cier:
First Mame
fetitllte Marne
Full Magne s, Frsil
Spcial Sectsity Numben
Birtls Date:
Sean Card ID;

Fifst Name «  Middle Name -

Smith
Seiyithy
Sith
srth
Srnith

w
smith
smith
senith
Senith
Smith
Smih
B
Srrith

Tommy
Mary fo
[
Juli
fahn
log

joa

loe
janice
lamnie
fames
Jamwes
Jake
Frank

Click Trails

n more than ohe ritetia, Soelal Security Mumbsr 2 Birth Pataare *

WK KH-RFES

(8SN Bith Date & SeanCard1D City & Home Phone
""""" COCKK6789 0B/05/1980 o
FRNXX-BTIS 1272342007 Fulbon  335-5%2-0008
o 470541970 Oswegn  315-343-1284
R TR L Omwego
0570242000 Dewego  315-343-1234
KNA-XN-4788 05/22/1957 thicago
WOLKCTBES  OS/OSFISED
WOCIH-DARS  GHAZ/2012
© o130
D2ZALT{00%
XQUXX-2003  Bd/18/1983 Orlando o
OCIN-6789 (10271966 Oswege  315:343-1234

Click trails serve a dual purpose. They indicate the user’s location in ClientTrack, and by clicking
on the displayed arrow, the program will return the user to the page listed in the title.
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Navigation Icons:

Acticn Menu

Displays a list of available actions

Delete -

Vi

Delete a record

Edit

Edit a record

Find }

Search records

Print fsi
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Print the page contents

Date

Displays a clickable calendar to
facilitate date entries

Family

!

Navigation among family members
information. {See page 59.}

afk

Alerts

The alerts icon displays when an
atert has been posted concerning a
client or other entity, The priority
of the alert is displayed by color,

Red = High
Yellow = Medium

Green = Low




Working with Clients

How is the client intake process accomplished in
ClientTrack?

During the intake process, new clients are first added to the ClientTrack database. The initial
step Involves searching the database to see if the client is already in the system. Then, you will
enter basic client demographic data, which will help you accomplish specific assessments and
provide the client with essentiad services.

To begin the client intake process:

Click the Cllents tab at the top of the page. In the left navigation panel click the Case
Management menu. In the Case Management area you will see several of the client intake
processes including the Add New Client and Find Client finks as well as the Case Management
menu group,

Cattoei il &

A gatiedaly Zae
Elieleh Geevie  Baly
Fsabding:, ety welnEs
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To add a new client to ClientTrack:
1. From the Left panel in the Case Management area, click Add New Client.
2, ClientTrack will take you through a series of Add Client Steps.

3. The first step usually asks for Client Name, SSN, and Birth Date. ClientTrack
automatically checks for duplicate clients when you click next on this step,

Informatiap Ralelge and Sexuriiy

e s i e
Search Dxisting Clienis Cherif Inkake Farby gnd Con{m‘{ Inforsation Demographics
Sesrch Buisting Clients @

The: first shep. m adlding & fiev thent i to sedrch existing £ient records for possible matches Yo avoid duplicate éntry. Entr partial identifing
2 cliarit, and thin dick Next (0 search ffom svisting dlient fecords,

i thds nio potential matches, you will birtaken direcily 10 Steg 2.

i finds potentiat inatches, the search resylts will display belove. If an acturate malch appears, select and Ofien that exisling
i by d zckmg orithat iow,

« Tihefe 414 no accurale matches, click Next again to continui bo Stap 2 in adding a new hent record

bastNomert |

First Mame:*

Suaffin

Eotial Security Numbern
Sirth Dl

4. {fyour client has a family, be sure to set up the family so you can attach the other family
members to it. (In ClientTrack, you add each family member as a new client, and then
tie thelr record to the family account created for the first family member.) With the first
family member you add as a client, click Look-up next to the Family Account box, and

then click Add New Family.
5. Click Finish,
Finding an Existing Client

After you have added a client to the database, you can find that client’s file easily from the Case
Management Left Navigation Panel.

To find an existing client:

1. At the top of the Case Managemaent area in the feft panel, ¢lick Find Client.

2. Type in any identifying information, such as Last Name, and click Search. If you leave
the form blank and then click Search, a list of all clients will be displayed,
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Use the section criteria below to find your client. To narrow the search, il in more than one oitena, Sorial Secutify Number and Birth Date are
the hest fields to narrow your search,

Last Mame!
Gerefen

ELECT[]

First Ndre

hibicidle Name:

Ful Manse {Last, Eircty
Sociat Secuity Mumber:
girth Dater

Scan Card I

3. [If the client appears in the search results, click on the clients’ name,

Us_e the sertios criteria below to find your ¢ient, To narrow the seasch, il It mase than one criteria, Soelal Security Numbar and Birth Date sre 7

“the best figkds 1o narrow your search,
Lot Mg
Gandern
Eirst Mame:
Middle Nams:
il Marvie dLast, Eirsiy
Social Secwrity Numben
Birth Dates
Sean Card B
15 regewds found:
tast Name 4 First Nome Middie_p’lglme I B5N - Bth Dot ». Scan Card 1D - City & Horme Fhone a
smith — Jommy - O0CXK-H789  08/05/1980 ' _ _
Swith Mary ko XNERA-BT34 227272007 Fulten  313-392-0000
Smitth It O 005/197 Dewegs 3153431234
saith ulia JCOCKX-SEFT 09/14/1477 Qswego
Senith sohn o 0502000 Owago  315-343-1284
Smith e . | ROCXCETEE 082271857 . Cimgo
smith s HOOCRX-7860  DBAS/IGED
St ioe | OOOLXN-0498 010272012
smith Jrice o B4/ /501
Eppith Jarmie 0Z/17/2008
Sty James XUC0CE093 047181983 Crdarido
Smith samas XNN-XA-67BE 01702710066 Oswege  315-24341234
smith juke
il N—— . )

Srnith Frank
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ClientTrack also offers a client quick search option at the top of the right navigation panel. To

use quick search, type the client’s last name and click the Find %con{:)%. The Find Client page

will then be displayed.

Editing a Client
To edit a client:
1. Onthe Cliants tab, in the Case Management menu, click Edit Client.

2. You can then edit by changing the fields or adding information to blank fields,
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Families

How is a family handled in ClientTrack?

Clients related to other clients are normally entered in the ClientTrack database as families.
ClientTrack uses the term “family” to refer to a household. A client may be a member of
multiple households, but always has a “primary household” identified.

Family information in ClientTrack

There are two primary ways to access family information in ClientTrack. On the fop tab area,
click the Client tab. In the left navigation panel click the Case Management menu. Click Edit

Client, and then click Family. Or, click the Family icon n the entity tooibar, then click

Quick Add Family Member, Both of these methods will be described below.,

Recording a Family
The family can be recorded several different ways.

To add an existing client to a new family:

1. inthe Case Management menu, click Edit Client then click Family,

4F?

5_
Ji ClientTracl:
(;3 Secach Mo

2. On the Client Family History page, click Add New Family.
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2. Onthe Add the Client to Another Family page, click the Find lcon.

4, The Find Family page will open. Click the Add New Family button to add a new
family to the system.
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5. Enterthe family information on the Family page.

6. Click save.
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Y

Famiily Natwe defaults fo Last Name, First Name - Birth Year of the current dient a5 the head of househiold, Vesify or edit Family
Nuivie. Entor optional address and telephone contact information for the familly, Click Save,

family Namwz = Locksley, Robln-1978

Adldress
Aedress 2
City/State/Zip Code Oy L Sfate Zio Cada
Home Phores
Famity Type: |- SELECY -

Restiction: ¢ Restrictfo Organization €9
&y Restrictio User
@ Unrestricted

7. The new family name will then appear in the Family Account.

8. Toadd the client to this family, select his/her Relationship to Head of Household
from the dropdown menu,

9. Enter any other desired information, then click Save,
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Karitify the client’s family by clicking the Lookup icon. A bew fanilly can also be added by dicking the koakup icon;then dicking the Adg New
Faimily button, After youw've identifiéd the family, varify that the contact information ¥ comect, Tt is not comect, please cotrect it below. Clicking
St a5 Current Fansily vill tag this as the cusrent family in family summany. Clicking Rémove Client frons Al Other Families vill saencve the client
trom any dlher family, C ’

Family pamers  Locksley, Rebin -1

?amiiy Aglifrens;
Family Zio Code:

Family Home Phone
fuste added;  TIAOHZD12

SETECY

Relationship To Head of Household:?
Relationskip Type Tl

Sel as Curvant Farihyr  |Parent

’ Son

Daughler )

Bependent Child

Granwiparéri

Guartian

Spouse

Cither Family Mamber

Crther Mon-Family

Other Caretaker

To add o new family to a new client:
1. From the left panel of the Case Management meny, click Add New Client.

2. Click the Find icon next to the Family Account box wherever it appears on your add
new page(s).

. Client intake

@

Search Existing fants Gifent fatake Family and Contact (remographics Infrreating Retiase s Brcurity
Information

-

Family and Contact Information @

Fasmily Information  1f the dient is @ meiber of 2 famly household, ink the dien 16 a Farmlly using the lookup 16 saarch for a family inember |
and assogiate the membar's family fo.this client. Selfect the client’s rélationship fo the family's head of household, The family's contact
information displays below.

Family;
Refationship to Hesd of Household; » |- SELECT — T%r
Farnily Addfess: |
samily Zip Coder ]»_‘_MW """""" !
Famity Home Phone! | IIIIIIIIIIIIIIII W_E

3. inthe Find Family pop-up window, click Add New Family.
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To search exizting family records, search for g member of the farnify. Selecting the
nsember wilt associate the member's famiy to the current client.
Ta salect a record from the search resulfs; click on the row,

To create 2 new family record, click Add New Family.

- s Adkd New Famnily

Last Name: ™ Fitzwalter
First Name:
Farnily Address:

Family Zip Coder l'"-%;,
Faraily Cify

Oty show "Current” Tamily
members;

4, ClientTrack will default a Family Name as Last Name, First Name- Birth Year. Record
other contact information in the Family window and click Save.

5. Complete the additional Client Information wizard steps.
To add a new client to an existing family:
1. inthe ieft panel of the Case Management menu, click Add New Client.

2. dick the Find icon next to the Family Account box wherever it appears on your add
new pagefs).
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..... A,

A ) A
Search Existing Clients CHent fntake Famify and Contact Demefgapiicg Inforrakion Refiase and Seouniy

Infermation
Family and Contact Information @
Famity Informatian - the chent fs a meiber of & family household, ik tha client to o Family using the toakup 1o search for a family mefiber
and associate the member's family to tbis client, Select the client's relationship to the family's head of household, The family's contact
informiation displays below,

Family

Relationship to besd of Household:

Fanily Addresy

Fanily Zip Codo

Family Home Bhone:

To search existing family records; search for a member of the family. Selecting the
mémber will associaté the member's family to the current client.
To select 8 record from the search results, dlick on the row.

To c_mate'a;new-fazﬁiiy record, dhick Ad_:i MNaw Family.

{ i Add New Family
Last Namg;™» Fitzwalter
First Name:
Family Address: .
Family Zip Codel mmm"--r%gb
Farnily City;

Only show “Coment” family 1=
members:

4, Click on the appropriate family name and the program will return to the Family and
Contact Information page and the appropriate family information will be
automatically inserted into the Family Contact information area.

5. Click Next and complete the additional Client Information Wizard steps.
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Alternative method to add a new client to an existing family:

in the top right corner of the right navigation panel,

- REsbut 4 = Fazk T Faminfiodn e

2, Click Add Family Member,

Eacksley, Robin

B U* te A i Y ERARTE by

TRERET TemmEn Lys L

3. Since the process of adding a new family member involves adding a new client to
the ClientTrack database, the Client Intake page will be displayed. ClientTrack
enters the Last Name of the new client automatically. if the {ast name of the family
member is different, type the correct last name.

4. Since the new client will be linked to the current family, ClientTrack enters the
Family name in the Family and Contact Information area. The Family name should
not be changed.

5. Clicking the Copy Address button will copy family contact information to the client’s
individual contact information.

6. When finished entering client information, click Save,
To add an existing client to an existing family:

Under the Case Management menuy, click Find Client and locate the client that will be added to
the family,

1. inthe Case Management menu, click Edit Client and then Family.
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2. On the Client Family History screen, click Add New Family,

{ Facfilly eaz iesin iy an pmﬁe Sy, gl e iy i Dpenily ysambiers, .vim the
spfrirating 2enct th BAY Fasdly cofion, T ok s Durtant ptica wil
o7 B Zaendgs il e Do MAbeE CpYian, wiow @ Fidony o i,zmtg Fariad

Egnady Fzema = Firep | Bl died v Bl Bapnvng
fackiley, Raney - £ ER5-A5L-0E38 [Tb et DS

3. Onthe Add the Client fo Another Family page, click the Find icon next to the Family
Account field.

Iderdiy the cliént's family by dicking the kaup won. A nesy family ean ako be sdded by ciicking the Lcoimp oo, ‘rhen dicking the Adé New
Famziy faton, Aler yoir'va identified the Family, verily that the contact informistion is corect, ¥ # s not comect, plasss comedt it beloiia Clicking
Set as Current Family will tag s 25 the curvent family in family susunary, Clcking Remave Client from All Other Pamilies will remove thi client

{rom any ather family,

FamityNamest |
Family Adddrass:
Family Zip Codes

Fatnily Home Phona!

pate Added:  THRTRNZ |"‘_]

Relationship To Head of Househatg ¢ |- BELECT - =]
Redationship Type
-Set as Cument Family i
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4. inthe Find Family pop-up window, type some search criteria in the Family Name, Zip
Code and/or City fields and click Search.

5. Alist of famiiles will display below the fields on the form, Click the appropriate family,

£ E0TE ¥ Fon m e EORU Dty CTIL 08 WM g

" trmfe 1 sl famlly rocned 1l At Hew Famdy

g Atk e Bamids
b Addidey
F¥=) Filbs:

t 'r".aig dadijera

fﬂi:?, l.lfy
by b Cesnenh el wambeg s

{ Luibioms  Hntlame Funily fidirane o Famiy Sp Cade » Famy ity = e Fam o

6. The pop-up window will close, and the family information will display in the Add the
Chient to Another Family page.
7. Click save,

Family Navigation

if the client has been entered as a member of a ClientTrack family, the Family icon
appears to the left of the entity {the current client’s} name.

Clicking on the Family Icon allows users to:
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e View the names of the other family members (blue icons display for males % ! and

)

s Access family member’s information
s Add a new client to the family

pink icons display for females

e Navigate among family members
s View Case Notes for each family member

 CeniTra

Fitrieaiier, Masen A
{ Casg tiidr b Seveion [ CEarins P e P % o .?.up.\e .j;}'
fadkstay, Robin £ausd Gl 3 M (TR ot ]

Ly Cenaeenr L) Seeann st 1 I . B T

Family Information

Various details of a client’s family history recorded in the ClientTrack data base are available
through the Client Family History page. This information is often used to determine eligibility
for certain grants or funding sources based on information like family size, monthly income, and
number of children.

To access the Client Family History page:

Under the Clients tab in the Case Management menu, click Edit Client, then click Family.

15 Segreh Meni b
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Action Functions in Family

Clicking the Action Gear next to the family name will display a number of aptions.

To add the client to & new family, dick Add New Family and create s nieve family profle. To view, edit, or add rewr fanily members, selack the
Fandily Members option an the action wheal, To edit Srview the family Information sefect the Keit Family option. The $24 #s Current option wil
set the family as the dient's carrent family. You can also add Case Notes for the family with the Casa Notes option, view a history of family name
changas with Famy Aliases, recort] services for the antire family; o view 2 history of Family Services.

= recorils Found,

Gument? a  Family Name N ... L LpdeAdded
@j) ra Locksiey, Robin - 1578 555-555-5555 134072012
R e e
¢ 35 Farmily hemberg wsfter, Marian - 1087 027£6/1982
1207 edit Famsity '

i4 56t 85 Current
L] Case Notes
{55 Femily Ahases

Bl services

(38} Family Saivices Report

View Family Members

This option opens the Family Members page, which displays the members of the client’s current
family. The family members’ information can be edited or deleted by using the Edit and Delete

icons next to each family member's name.

The members of the selecten family are displaved below, To add 2 new fanily member, dick Add New. To edit the famit_y mamber's information;

choose Edit next fothe desired record,

2 racards found.

Narna = SSh a  Date Added Date Removed Refationship » Relationship
. . . I o Typa s
4 Fitzsalter, Martan 1307/2012 Other NoswFamily
W Locksley, Robin L1978 Self
Edit Family

The Edit Family option displays the Family page where you can edit basic family information.
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Fargily Name defaulls to Last Name, First Nrma - Birth Yaar.of the cutrent dient as the head of household, Ver‘rfy of edit Fémiisr Mame. Enter
optional address snd telephone contact infonmation for the family, Click Save.

Family Hame:  Locksley, Robin - 1976

Address: 1234 Maln 5t
Addtress 2:

Cip/State/zip Coder™ Shenwood Foresl (MDD 21405

Home fhone

Family Type
Hesifictior: £ Restrled o Organization €
& Restck o tser
& Unrestricted

Set as Current Family

Because a client may be linked to more than one family in ClientTrack, the Set as Current option
allows you to set the current family for the client. When you click on Set as Current, a small
window will open to verify the current family is set as the client’s family,

Family Alias

The Family Aliases option displays a history of family name changes that occur over time. Ifa
family name was changed from “Allen” to “Allen, lill - Family,” then the alias option would
display both names as illustrated below. Family aliases may be deleted by clicking the Delete

icon.
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Thefist below displays the dliases of the sefected fanvily. This i 3 history of name changes for the farmily.
2 recareds Faund,

Alizs & ) Hias Date «

Hood, Robin - 1978 LHAOF/2057 2:30900

Locksley, Robin - 1978 LLA8/2012 FADPI
Case Notes

The case notes option allows the user to record a case note on behalf of the family and attach
the case note to the family name. Many times the case manager will interview an entire family
and have specific notes for each family member but also have notes that relate to the entire
family. Selecting Family Information in the Template dropdown list adds basic information for
all family members to the case note text area.

i By e, ity (e Ukt rodoerding s nobe Erkar o bukaf sithh i natelplins S0 B e s et Comiiite thy
s i et ek et B Rt Dy Tt chchind, om0 b o Bk w800 10 detile 2 6elt 19 £ noty wrdens ey meed tardy chisckbex Fag
]

£iry ysade
21324
Fppatideg

P Tope

iR 5 S ?ﬁ B Ferztlurt v Bamt A ‘:;_-,f.' "
Hoed, Bk - 1578
Erd4 Paain Bt

Shrreeed Proast B0 21405
FRGIhE-5554
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Rhartesbamnly
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Enrollments

What is an enrollment in ClientTrack?

The basic components of enrollment include program name, begin date and end date. An
enroliment can be associated with assessments for reporting purposes, It is important to
remember that the function performed by an enroliment may come under a number of
different names, so it is important to think in terms of function.

An enroliment Is often used to mark out a range of fime used to measure ocutcomes, For
example, when a client begins working with an agency it s common for that agency o collect
data about thelr income. When the agency has stopped working with the client they may
measure income again, in terms of the enroliment the first income assessment occurred when
entering the program and the latter when exiting the program. The difference between these
two points demonstrates quantifiable changes that can help identify whether working with the
client had a substantial effect on their situation,

To access enrollments in ClientTrack:

On the Clients tab in the Case Managemaent menu, click Enroliments,

Ervclimients

To enroll a client in a program:

1. Onthe Enroliments page, click Add New.
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Al of client's enroliments display balow with cument enroliments fisted at the top and previous enrolinients listed below, To
ad B uiversal enroliment for the client seiect add new. Note' that exiting or reentering ah anroliment will not affect the other
members‘ «f thie case, but deiet:ng 3 gdse mll delete the enroﬂmem for. mtl case membem

3 recopds found.

LaseNome & Enrollment » ... Memberss  EnrollDate  Exitbates
& Cuzrent
; %Lqé_icsley,ﬁe_bin L é‘fr&'ﬁsitic’:’-fia! Housing 1 1271372012
@ Locksley, Robin Transitions! Housing 1 132603012
& Previcus
€3  Locksiey, Robin Emergency Shelter 1 11202012 120842012

2. Enter the Enrollment Date

3. Enterthe Case for the enroliment, This defaults to the current client, but you can ook
up a head of household to enroll this family member in another case,

4. Select the Program to enroll the client in

5. i you wish to associate the enrollment with a Grani, select the correct Grant, This is
often used for reporting purposes. For example, the HUD APR is dependent on
associating the enrollment with a grant.

6. Change the Relationship to Head of Household and Case Manager, if necessary,

- 7. The next section allows youl to associate the enroliment with an assessment, This
section uses the assessment plug in which you will see on many forms that use
assessments.

a. Click on the magnifying glass icon to search for existing assessments or create a
new assessment.
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Enroliment Date®
Case - £or & head of household clfent, usé the default value 10 create a new rase, For a family member, use the lookup to
setact the head of household's case - this wlll entol] the Tamily member as 2.case member in thae same case.

Case: ‘Lockstey, Robin ‘J%
Progrann® [ BELECT -~ [=]

Grant -8
gamilyr  |Hood, Robls - 1478 ]
Redationship to Head of Household:* | Beif _
Case Manager, [lala Bysiems ‘L')%

Entry Assessment - Select the Astessment corresponding to the point-in-time of entiy for this envollment,. 1

Erttry Assessment:

No Assessent, elacted
x}%

Followup - To treate.a followup, choose one ormore of the options below. T you do-not want to schedule a Tolloveip, ftis
not necessaty 16 choose sny of these options. '

LHE

Commenis:

o

Create 30 Day Followup: il
Create 80 Day Followup: £
‘Create 90 Day Followup: [
Restriciion:* . Restrict to Organization @
3 Resirict to User
@ Unrastrictad -

b, Once an assessment has been selected (by clicking on a search result or adding 2
new assessment} the plug in will display information about that assessment.
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Enm!!mem Date » QUOTR013 Lj

Case For a head of hﬁusehﬂid rizmt Hse the defauit valug 10 r:feate f new tase, For a femsiy marnbef e the Ecokup 0
seiect ’ﬁha he&d of I*cmseimld $ case - thzs Wi“ enmﬁ the fam:!y member as 8 {asé member i the same case,

Casea LOCKsiey, Robin {J@
Program* | SE}_EC'I" ]
Grant:

Family; IHOud. %-{obm . iaTR 1
Relationship to Head of Household:® | Self Ei
Case Manager: Data Syaiems ‘s,,,}%

Entry Asse&sment Se!ecz the Assessment corre&pandmg 10 the pomt—m«

rsimbi

ma of antry for this enrollment.

Entry Assessment:

Date Program | Type ey )
13/26/2002 120000 AM | Trensitional Hoysing | Entry | Daiin Patiesson %

o e e

Followup - To create a followup, choose one or more of the options below, i you do not want to schedule 3 Tollowup, it s
not necessary to chooss any of these nptions.

Create 30 Day Folowup: i

Create 60 Day rollowup: [

Creste 80 Day Foliowup:

Restriction:® 1) Restrict to Organization €@
< Restrict 1o iser -

¢. Hyouwant to disassociate the assessment from the enroliment simply dlick on
the delete icon to the left of the magnifying glass.
8. The next section allows the user to initiate a follow up. This will create a task scheduled
for 30, 60, or 90 days after the enroliment date. The task wili be created for both the
client enrolled and the case manager identified in the case section.

Once an enroliment is created it will appear on the enrollments page. Clicking the action button

wili allow you 1o perform the following tasks.

Edit the Information entered when the enroliment was created.

2. Case Members, Goals, Action Plan, and Services are all used to collect their respective
data points with a reference to the enrollment.

3. When the enroliment period has ended click on ‘Exit the Enrollment’. This will prompt
you for some data related o exiting the enroliment.
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To éxit the client from the Ensoliment, énter the Exit Date, and sefect Exit Redsan and Destination.

Assessment:
Mo Assessment Selecied

FaER
fxitDater™: - i
Destination |- BELECT
Exit Reason: |—SELECT - 7]
Exit All Case Membars - Check the bos fa save the selected exit date and information for ail éase members enrolled n the
case.

Case Manager Assignment.  Data Systems A

End Case Assignment. b4 9

a. The assessment plug in is used here to associate the enrollment with an exit

assessment. As mentioned above, this Is Important for measuring cutcomes in
that it allows comparison between the entry and exit assessments.

b. Use the ‘Exit All Case Members’ checkbox to exit every member of the case
associated with this enrollment.
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Recording Assessments

What are assessments and how are they recorded in
ClientTrack?

Assessments are snapshots about a client concerning basic information like education, financial,
heaith, and employment issues as well as barriers to client success. Unlike basic client
information, such as name, address, and family information, assessments track client data that
generally varies over time. After adding a new client and entering basic client information, the
next step in ClientTrack involves recording client assessment information used to create goals
and action plans. Depending on organization setup, client assessments can be accomplished
through workflows, which are discussed later in this document. This section explains some of
the different types of assessments and how to enter them individually. HMIS assessments,
which are normally recorded through workflows, are also discussed iater in this guide.

ChientTrack offers many different submenus in the Assessments section in order to evaluate
client issues. To better explain the assessment process in ClientTrack, the following section
divides the submenus into four basic groups: Master Assessment, Informational Assessments,
Barriers, and the client Self-Sufficiency Matrix. The process o enter information and record
client assessments Is essentially the same for all categories.

Master Assessments

What is a Muaster Assessment and how is it used in ChentTrack?

A Master Assessment ties together a number of separate, detailed assessments/data elements
to a single process at a particular point in time. Data presented in the Master Assessment is
controlled by the system administrator and is based on requirements of the Annual Progress
Report {APR) if applicable. Master Assessments are normally created during Workflows, which
will be explained later. The Master Assessment form creates an Assessment 1D, which is used to
tie all program-specific assessments together.

To access Muaster Assessments in ClientTrack:

On the Clients tab in the Case Management menu, click Assessments.
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Befow is a } _
it an existing assessmént, cfick Edit next {o the récord,

Erata @

. Master Assessments .. .

ist of daster Asiéssments that have heen éieated for this client. To trentd 3 new dssessinent, click Add New. To

0 recards found.

No Results Found
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On the Master Assessment page, enter an Assessment Date.
Seiect an Assessment Type.
Select a Program in which you intend to enroil the client.

ClientTrack automatically fills in the Assessor as the current user name,

Topie & Program 4 AZLassOr A Cormmeits




6. Include any Comments,

7. Click Save,

A Master Assessment record ties together & sumber of separate, defalled assessmiants/data elements to a single process, For
Y g, if you are creatmg] afi Entry Type Mastet Assessment, the data elaritents you record whils this assessment is active wil
bé tied to the entry.

Start Assessment
Assessmant Dater» 111882012

PFrogram:*

Assessor ¥ Data Systems \_)_%

ents If yotx have any Dther cmnmems of no{es rega{dmg th:s as&essmeni pisase erzter them be!{)w

Comments; i

Once 3 Master Assessment has been created, it will appear on the Master Assessments page.

Clicking on the Action Menu next to the assessment displays user options,

1. Toenter individual assessments for this Master Assessment, click View Related
Assessments,
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Belbw is a list of Master Assessments that have beery created for this client, To create & new assessment, c!EcR'Adéf MNew, fo
h existing assessment, click Edit riext to the record,

@ adden |
1 record found.
Pate = Typer | Progame AS5RSSOF - Comments & .
11719/2017 Entry £arly Ptervention Data Systems '
Edit Assessmenit . o

View Related Assessments

[ view Réi;%% Enioliment or Applications

ol
w- Delete Assessment
N

2. Onthe Assessment Status page, click on the individual Assessments to access the entry

page for each assessment.

1/16/2012 Entty »_Assessment Stat
pisplayed below i th status of the Assessment:

. Finished

ﬁ_?f? Aduit Education
i|f .As'se 5

ﬁ? Child Education
{n}?ﬁ? Chironle Homelesstiess
ﬁ%’? Domestic Vielence
EZ? Employment

W Finantial .

r@? F%ea!ih

ﬁ?qy HIES Barriers

f?ﬁf’ HMIS Universal Data
i?Zf? Sedf Sufficiency Matrix
Fﬁ” Vetaran: Datalls

3. IHustrated below is the Veteran Assessment page which will be displayed after clicking

on Veteran.
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Select the mifitary bianch. Select the military service era, For the curesnt conflicts in Iragy or Afghanistan, select Persian Gulf Era.
Enter the dutation of active diity in humber of months. Selixct discharga statis,

i the client served in-a war zone, click the Yes, Enterthe duration of service In 7 war zone i riumber of months, Indicate if the
client retelvad hostile or friendly fire.

i Liefault Last Assessment_ ]

Assessmant Date:?
Mahiary Hranch; *

Duration Active Duly (Monthsk®

Drscharge Siatus®

Served i s War Zore?

3 No
&y Don't Know
iy Refused

' g'g pause % Concel

Informational Assessments

What is an informational type assessment and how are they enterved in ClientTrack?

Informational assessments are used to collect a broad range of client data including heaith
Issues, veteran status, education, work history, and financial information. This type of
information aids the case manager in determining the best way to assist clients.

Fo record client Employment data:

1. In the Case Management menu, click Assessments, and then Employment.
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M Search enu
d Cllent |

- Client Dashboard

Disabling:
Ethnigity:

Locksley, Robin

Non-Hisparic/lating

Goal DateSet Target Dat

_ Date - Regarding

Below is a Hist of the clients vt
existing assessment, click EdFE next 1o the record.

0 recoeds found,

Assessment Pate = employed .

s previgus employment assessments. To fatord & hew assessmint, ¢

Looking
For Work =

i Reslts Fotnd




3. Onthe second Employment Assessment page, complete the appropriate data.

4, Click Save.

Once an Employment Assessment has been entered it will display on the client’s Employment
Assessments page. The assessment can be edited or deleted by clicking on the apgropriate

icons.

elow is a-list of the chient’s pravious emplovinent msseesmiants, To record @ few assessment, click Adé New, o adit an

exlsting assessment, click EGif next 16 the record,

! g Add New
1 emcord found,
. . tooking .
Assassment Date — Employed Foir Work User =
hygopoi 0 e Yes. Dita Systams

Yo record client Work History data:

1. Inthe Case Management Options menu, click Assessments, then click Employment, and
then Work History.
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2. Onthe Work History page, click Add New.,

Befow is 3 list of the dient's previous work hastery To add a hew wark history record, click f-\&d New Toedit or view an existing
remrd click Edit, Toi view 22’19 history of upddtes to g work bistory record, itk View Journal. Click Work Histery Report to run

4 fepart on the client's work history,

| cgiadd New || B Werk History Réport

0 records found.
_ Emplayer = Start Date ¥ Ead Date. Wage + Jolb Title » 35l jobDesc e

Ive Results Fourd

3. Type the Employer name and use the Find icon to locate the employer or add a new
employer to the database

4, Type an hourly wage and average weekly hours at the time the client started the job.
ClientTrack automatically calculates the Monthly and Start Annual fields.
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5. the client is no longer employed by this employer, complete the Waork History —
Termination Information section,

6, Click Save.

S ClientTrach
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Barriers

Barriers represent personal issues that may affect a client’s ability to successfully achieve
- specific goals, In addition to general barriers, ClientTrack has submenus to record HMIS Barriers
and Felonies,
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To record client Barriers:

1. inthe Case Management Options menu, click Assessments, then click Barriers.

2. Onthe Barriers page, click Add New.

; identified ]iame{s ar pr‘éseming Hsuey displays balow, Td recorda new barrier, click Add New. To

The client’s history of id : ; 1e: i _ vier, click A
réroit multiple new harriers, dick Quick Barrlers, To view or edit an existing bartier, click Edit riext to the record.

2 records found,

Barfiar . ) Senvices
Pre se}&ti’ N Barriar « Piate Tentified = Date Resodved a. Explanation s Raceived

) o ~ Histoty
iNo Results Found

3. Onthe second Barrier form, enter the Date |dentified.

4, The Barrier Type determines the barriers displayed in the Barrier dropdown menu, so
select a Barrier Type before selecting an Issue.

5. Enter the additional information concerning the Barrier,

6. Click Save.
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Once a Barrier has been entered it will display on the client’s Barriers page. The assessment can
be edited or deleted by clicking on the appropriate icons.

The thent's histery of sdentsf;ed barriers or presenting issues displays below, To record a new bartier, thck Add New. To
recard mi}it;p!a new barriers, click Quick Barriers. To view of edit an existing barrioy, ¢hick Edlit iext to the record:

i dh Add New | 2 Quicif_. Barriers f

1 record found.

Barriet Services
Presenty = Barrier = Date [dentified w Date Resolved a Explanation 4 Receivad
History

b ot aamip e

[E\racﬁzd from Home '11;2?{2012

How are HMIS Barriers recorded in ClientTrack?

HIMHS Barriers are recorded in the same manner as Barriers (described above), except that you
must select HMIS Barriers as the Barrier Type.
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Quick Barrier Entries
ClientTrack offers an alternative method to enter muitiple client barriers on a single page.

To record client barriers using Quick Barrier enlry:

1. Onthe Barriers page, click Guick Barriers,

The client’s history of |{ienﬂf19d bamers oF presemmg issues dlspiays below, To rec¢ord a new barrier, click Add New. To
recoid fultiple new barriers, oick Quick Barrlérs, To view or edit an axisling bairiés, dlick Edit next to the racord,

| i Add New( | Q;zick'aarriers:'

2 roconds found,

Barrief Services
) Barrier » Diate Infentified = Date Resolved o Explanation o Received.
Presefli E-Ei'sicary

5 tiictad from Home - 11/27/2012
A . s ol
TL?&? % Yes Alcohol Abuse 1372972012

2. Onthe Quick Barriers screen, verify Barrier is displayed in the Screen dropdown menu.
Selections in the dropdown menu are controlled by the system administrator.

3. ldentify the client’s barriers by clicking the checkbox next to the appropriate Barrier,
Clicking the checkbox in the header row {next to Barrier), will select all Barriers listed on
the page.

4, i desired, type an Explanation.
5, Selecta Restriction from the dropdown menu,

8. If your organization is set up to record case notes for a barrier, the Edit icon will be
displayed to the right of the Restriction column. To enter case notes, click on the Edit
icon. The Case Note editor will open and case notes can then be recorded,

7. your system administrator has added help information for the specific Barrier, the
Help icon will be displayed in the Help column. Positioning the mouse pointer over the
icon will display the Help information.

8. When finished recording Barriers, click Save,

Self-Sufficiency Matrix

A client’s Self-Sufficiency Matrix is a case manager’s evaluation of a client’s level of self-
sufficiency at a particular point-in-time recorded in numerical format.
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To create a Self-Sufficiency Maitrix in ClientTrack:

1. Inthe Case Management menu, click Assessments, and then ¢lick Self-Sufficiency
Matrix.

T

é‘f _ TEFEMFIAL
s ChentTrack:

2. On the Self-Sufficiency Matrix Assessments page, click Add New.
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Below is & ligh of the client’s seff-sufficlelicy matnx asseisments. To complete a new matrix, dick Add New. To.edit an existing

riatrix; click Edit fext to the ricord

@ Add New)

I8 records found,
_ batew _ Type s _ Scora s Commenis &
Y Y A D S S et

3. On the Self-Sufficiency Matrix page, rate the client’s level of self-sufficiency using a scaie
of 1 to 5 for each area of assessment by clicking the applicable radio button, Select 6 if
a particular assessment area is not applicable to the client.

fficiency

R echent's level of self-sufficiency at the assed ment pointin-time on @ scale of 1 10 5 in each.domain below based on
the déscriptions provided, Select s if 4 dbmain is Not Applicable.

| Defpult Last Assessment

Asseesment:
N Assessmiént Selected
ER

Assessment Date”

Asgossment Typer*

Comments:

Incorms ™ 3 1 - Ng Incomae
& 7 - nadequate income and/or spontanecus or Inappropriate spending
5 3 - Can meet bastc needs with subsidy; appropriste speading
73 4 - Can meel basic needs and manage debt without assistancé
€3 5 - Income is sufficient, well managed; has discrétionary income and is
able 1o spve
"3 & - Not Applicable

Employments® 3 1 - NoJob

& 2 - Temporary, part-time or seasonal; inadequate pay; no banefits

3 3 - Employed fuil-time; inadequate pay; Few o1 no banefits

# 4 - fployed fll-time with adeguate pay and benefits
S % - Maintains permanent employment with adequate income and besiefits
¢y 6 - Not Applicable

4. ClientTrack adds the values entered for each assessment and displays the total at the

bottom of the page. Click Save.
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lethality is bigh

@ 3 - Current feve) of safely is nifnimatly adeaquate; ongoing safety planning
i essentis

(22 4 - Ervironment is safe howaver, fiiture of such j¢ uncertsin safety
planning is importand _

71 5 - Enviroriment {s apparently safe ond stable’

) & - Not Applicabla

Parenting Skills:» 1 1 - There are safaty coriceins regarding parenting skifle
3 2 - Parenting skills ara minimat
i} & - Parenting skills are apparent but not adequate
i@ 4 - Parenting skills are adequate
€3 3 - Parenting skills are well developad
2 6~ Mot Applicable

Credit History:# £ 1~ No credit history

3 2 - Cutstanding Judgments or bankruptey/foredlosure

£ 3 ~ Has a ¢redit repair plan

B 4 - Moderste cradit rating

£} 5 - Gobd credit / manageable debt ratio

16 - Not Applicable
Mattix Score Summary - The Matrix Score caleulatés the average of all ddmain scores betwesn 1 and 5, exclyding domaing
where Not Applicable is sefected, o -

_Matriy Scorer 306

esgﬁct,'on; T Restrict to Crgenization &
€ Restrict to User ._
& Unrestricted "

8 g Pause % Cancel

Once a client Self-Sufficiency Matrix has been entered it will display on the client’s Self-
Sufficiency Matrix Assessment page. The assessment can be edited or deleted by clicking on the
appropriate icons,

- Assessments

Below is & Hist of the tlient's self-sufficiency mathix assessments. To complete & new matr, dick Add New. To edit an existing.
atix, tlick Editnéxt to the record.

1 record found,
Date = Type =

N2 fEnuy

Cemments -
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Setting Goals

Once you have entered a client into the ClientTrack database and conducted a personal
assessment, you can then assign goals to the client and establish action plans to achieve those
goals. In addition, you can link specific services to those goals/action plans.

To assign client goals individually:

1. On the Clients tab in the Case Management menu, click Goals,

| FESENTIAL
jentTracl:
A pen

2. Onthe Client Goals page, click Add New.,

Al of the clignt's goals.display below. To tredte a naw goal, click Add New. To treate multiple new goals, click Quick Gaals:
¥ gear oplions include: Edit - edit the.goal; Actions - view siisting actions/objectives for the goal of add 3 new action;
‘Quick Actions - crete multiple new actions for the goal; Goal Rrogress - track the client's progress toward completion of the
goal: Service - record a service for the goal; Delete - delete the goal, To print the dient's goal plan, click CHent Goal Report.

| B g New |}

1 recard faumed,

Goaf_v__-'- Date Gat ™ Target Bate & Qutcome C{)mp!etien Date =
a Open _ N
%Obtai_n_Gl]_i]dcare_.Subsicfy_ . Henzaenz 1271472012

3. Onthe Client Goals page, complete ali applicable entries concerning the Goal,
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4. The Goal Type determines the Goals displayed in the Goal dropdown menu, so select a
Goal Type before selecting Goal.

. Type any detailed information concerning the client’s goal in the text editor.

6. (lick Save.

identify the informition on the dient's individusl goal. el

Stattis;¢

T
__
Saak* i

oal Descrption:
Tasks:  Dpen Calendar
God Daterr THIGROT2

Bxplanation: 147 48 49w (4
B4 LIEE W

To assign mulitiple client goals quickly:

1. Onthe Client Goals page, click Quick Goals.
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‘Al o 1he chent's goals.display below, To create a new goa), dick Add New. To create multiple new goals, click Quisk Goals.
Adtion géat options include; Edit - edit the goal; Actions - vew exigting actions/ebjectives for the gostoradd s nev action,
Qu:ck Actions - criaté muitsp o new actions for the goil Gosl Progress - track the client's progress toward completian of the
gcaf Sew:ce record a service for the gcmi Delete - de!ete the gost. o print {he client's goal pian dlick Client Gonl Report,

i i) Ak‘_i_&fl\!ew_ i i @_én?t:k :Gb'éis_i 5 Cfi:ef}t'ﬁ_oéi Réﬁ}m‘t-i
1 record found,
Goal = Date Set Targst Date & Quicome & Completion Date »

lObtain Chitdcare Subsidy  P2/iaja0lz . 12147012

2. Select the appropriate Screen and Goal Type from the dropdown menus. These menus
are a method to filter goals, and they are configurad by the system administrator.

3. Check the hox next to each Goal you would like to assign to the client.

4, Tolink goals to an Enrollment in a specific program, select the program in the
Enroliment dropdown menu,

5. To assign all goals on the page 1o the client, check the box next to Goal.
§. Enter a Target Date and any Comments,

7. Click Save,

Lhuiich vty abows yo seipls foals for Ute cutrent ebénd. o Bl the hvsfebls s, saet thy
Surthes e by !}';-n sefoet Goat Grodig. To Hnk gbvls te an sncdnteal swlect Enrallssont. The Rertrietisn
seitin as;.{aiie i geals sehdtid L‘eim&'

el !Pw appropriate gt by ficking an e rowy/checkbad for 1k goal. Erter Bate Sdb and & Targed frate o
cemhtion, Beleeme and Completion Dute ohly 2ply 1o goak with 2 Setus 64 Glosd, Inthme any sditanid
Tommerke Click Save Selactions o exve ard centime v this Parms oe dick Finkshed 1o save ang fare.

Sos Gilape |- ] L
prevhaent: [0 SELECT- [

A ressrds frgead

TR alon

Ligte & Loemsanls Rosfi

(ST ST fgta fet » Targot Tt o Sdutus e Eriteerng &

ol “ﬁ
Fundicslien; ’
BRHGE T
Farmify il ] i" 555{.5!}?_ ’_’i.’f\E
byttt
b . . .

0 crigears VRYIRDNI T 12002812 1Y [ Opes =l - hY
Tubily T o
Hagizipaty v

5 Faarfy oE
Cobsatag

nre,

fa

H
"

a '5.-'.-'&1 £ Siivd Py _

V2.0

|
|
|
1
1
b
P
|
'



After client goals have been recorded, the client manager can edit the goals, establish an action
plan to achieve the goals, track goal progress, and record a service for the goal. To access these

options, on the Client Goals page, ciick the Action Menu next to the goal. To change any

previously entered information concerning the goal, click Edit.

Al of the client's gouals display blow, Tu create & new goul, click Add New. T6 create mulliple niw goals, click Quick Goals,
AE ‘geal optiong include: Edit - edit the goal; Actions - View existing actions/objectives for the goal or addd & new ai:tzon
Quick Actions - create muitrpie new actions for the goal; Goal Prograss - track the client's progress toward completion of fhe
goal Service - record 2 servlm for the gosl; Delate - delete the gﬁai To print the cilert's goal plan, click Client Gual Report,

1 record found,

Da’ceSe}w” Target Date » Outcome & Completion Date -

1244342012 1A4/2012

@ Quick Actions:
{5y Goal Frogréss
&%ﬁ Case Notes

1. Toset up an action plan to accomplish the client goal, click Actions.
2. On the Action Plan page, click Add New.
3. Enter the approprigte data on the Action page.

4. Click Save,
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To créate off action or ohjettive for the client, first identiy the associated goal from the client's foat plah {f applicable
who Is {esponszbie far rﬂmpietmg th;s actmn hased rm whe*zhiﬂrihis isa task to be performed by the client or & service 10 bre

ion n from the drop, down Bst; type a description to identify the specific action, Type begin and end dates and
k h arqet ttmelme for t!rus action. Bdit thts action o update acius] end date/time, statis antt ;)ercentaqe

Goal
Responsivility: @Ig%cﬁdn v.
Actiop:* {~ SELECT Iri

Description:

Begn Daten®
fnd Dates

Status: -

Percent Completel
Weight: _ %

Carments: *

5. Depending on system configuration, clicking Quick Actions will open a spreadsheet
where multiple actions may be entered guickly.

6. To track goal progress click Goal Progress.
7. To set up Services, click Servicas.
8. in the Service page, enter the information about the service provided to the client.

g, Click Save.

V2.0




Recording Services

How does the case manager record services provided to a client in
ClientTrack?

Services provided to clients are normally recorded on the Quick Services page accessed through
the Case Management area of ClientTrack,

To access the Services area of ClientTrack:

On the Clients tab in the Case Management menu, dick Services.

Sret/Tlinest

? — T SENTIALE
i ClientTrack:
M Seareh Menu

e
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To record Services using Quick Service:

1. On the Client Services page, click Quick Service,

The tlient’s service history displays below. To record a seyvice
Services. To edit or visw ah existing service, ciick Edit next to the record,

, click Add New. To record multiple sarvices, click Guick

®

{ @ add tteve {| ® Quick Services| [} Add with Biling |

O recards found.
Date & service = Units & $ Total = QOrganization =

“Wo Results Found

2. On the Quick Services page, select the appropriate Screen filter and Grant from the
dropdown menus.

3. Type the Provider name or search for the provider's name by clicking the Find icon,

4. Record each Sarvice provided to the client by checking the checkbox next to the
particular Service.

5, Type the number of service Units provided fo the client, the unit cost, and $/Unit.
Dapending on your organization’s setup, the unit cost may appear automatically,

6, When finished recording services corresponding to the parameters entered at the top of
the page, click Save Selactions.

7. To record Services provided under a different set of parameters, repeat steps 2-6.

8. When finished recording Services, click Finished.
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.

Usi the Service Screen fist to filtér services available, You may also fiter services avallable by Grant and/or Provider. -
Select the services the cieft has received and verify the Units and Unit Vaiuas,

Service Screeni®  (Birect Bervicea ;;‘”;

Farily Income:
#o Recend Income

Family Members: L
Poverly tevel; | $807.50 .
Date: 12132012 [
Grant, [ SELEGT -7
Provider Name: '\jﬁ
Enroliment [~ BELECT —
User Performing the Servicelsy  Dats Systems "J-%
tocation; |Training  [x}
Wrerordsfound. e
Sepvice” Unit Type & Units” & Unit Value™ & ?mf I-f.lp Restriction €° «
5 [] Assessments (0) ] ‘ )
£ nancaa! Asrersment |Mamzles o 1.64 F1.00 5100 jRest'rictm Ofganizaﬁbnm
2 TIBasic Needs {0} '
E3 Clothing {ng_n_mt__E] 1.00 $1.00  s100 §i.inres_jfi{:ie{i E!
# Case Management (0} '
[ case Management  [Hours 1.08 §006 5000 | Unrestricied _

0.00 $0.00  $0.00 -

@, Save & Close .' 3 Cancel
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gf N ESEENTIAL
 ClientTrack"

Seagrch Menu

To view or edit a client's service records:
1. Onthe Clients tab in the Case Management menu, click Services.

2. Click the Edit or Delete icons on the Client Services page.
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The dient's service history displays bitfow. 10 record # service, click Add New. To.record multiple' services; dick Quick.

Senims To edit or View an ekisting sénvice, click Edit neit to the record,

| @t Add New = CEJ Qulrk Sprwceﬁ | z& a&dd w:?h Bi!lmg |

2 records found,

bates L Senvdee - " Units & 3 Total = Organization «.
100 - 13090 ClentTrack Tralning
100 $1.00 ClientTrack Tratning

To view a list of a client’s existing tasks and services with an associated Provider:

On the Clients tab in the Case Management menu, click Services then click Provider Services,

e
I Clie
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The Client Services with an Associated Provider page displays all existing tasks and services for
the selected client with an associated provider, The Service can be edited or deleted by clicking
the Edit or Delete icans, To enter a new Client Service with an Associated Provider, click Add

New.

Beldw Is a list of afi éxisting tasks.and services for the selacted client that have &i dssoclated provider, To add a new service,
58 e:Add New bution. T6 edit or view an existing service, click the Edit button hektto the desired recdrd, To delete an
existing seivice, click the Delete joon next fo the desired record,

l record found,
Date = Servics & _ Provider &

E?’T@ &1 2s14/7012 . ';Comseiingf;ubstance Abuse <l Departmentof Health

Enter the appropriate information on the Provider Services page, then click Save. The new
Service will then be listed on the Client Services with an Assoclated Provider page,

provider:* | e

Contract é

Grant:
fnroliments® |~ SELECY — =]
|ocation: |Traimng vl

Tuvsmmrssioe e .

Servicer* |— BELECT [+
Daters 1201412012 [
Units Of Measurer® @ Dollars
& Minutes
71 Count
&% Hours

Hinfts:® imég
Unit Valuert _1_,5}{12

Comments:

Rastrictions® {0 Restrict to Organization €
i1 Rastriet to tser
@ Unrestricted

g0 Bause. x Cancel
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Referrals

What are Referrals and how are they recorded in ClientTrack?

Hyou are referring a client to another provider for services, you can record the referral as a
service. Recording Referral Services is a two-step wizard process.

To access Referrals in ClientTrack:

Cn the Clients tab in the Case Management section, click Referrals,

To record client referrals:

1. Onthe Client Referrals page, click Add New.

Client Pﬂferra[s

58 !sst of sl existing referrals fer tbe f;eiected dient. To add e refarrai fer th? thant, dick the Add New button o

fedit a racdrd displaying In the list, thick Bdit hext 1o the desired record, Qiirk Services neit o'y referral record in orger
16 view or add services thai feference the referrs], To get ditections from tHie chiatif's address to the provider, click the Gat
Directions option. Toprinta referm vuucher lick Referral Voucher next fo the desired record,

1 recory found.

............ Date & From Provider » To Provider » Service & Status 4 Result &
© [12;’ 17/2012 éﬁﬁéﬂmﬂﬂk Training  Depariment of Human Services Clothing  Referral Made

2. Onsecond Client Referrals page, enter a Referral Date.
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3, i desired, enter a Referral Need,
4, Select a Referral Service from the dropdown menu.

5. Click on the Refer to Provider search icon to look for providers that provide the service
you have selected. {only providers that provide that service will be displayed for
selection}

6. The Refer from Provider field defaults to your organization. If this referrai is from
another arganization, you can click the search icon to find that organization

7. The Refer from User field defaults to the active user, You can click the search icon to
find a different user.

8. Select the Status of the referral,

9. if desired, type Comments and select a Client Barrier.

10. Click Next.

Youcher and ln&wmatmn Retease Refer;ai Butmme

Referral

'fiompi_eie the information below to idénﬁﬁl the serviceand the provider baing refarred to,

Refarral Dater®

[~ SELECT

Referrai R&c;pient Seled the dgency rPferrai mcapzem as the R@fer ta Prowder

Referml Sew:ce

Re?ex 19 Prﬁvscfer " \»-_}Q%
Ret‘errai Smrr;e Seiec’f the agenty referral source as ihe Ref@r frorrz PFQV!dEﬂ
Refer from Providerss (CHentTrack Training \u_}%
nefer from User,  Data Systems A

Location: ﬁ?éﬁ’mj

Coamments,

Client Bamier: |- SELECT -
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11. On Step 2, if your organization has authorized a voucher for this service, click Voucher is
Authorized.

12, If the client has authorized that his/her information can be released to the selected
provider, check Email Authorized. This will cause a window to apen upon form
completion that allows you to craft an email to send to this provider with information
regarding the referrai.

13. Click Next.

3&?@?&3! ‘Voucher and kiformation Releasa Refarral bué»ame

Youcher and Information Release

Voucher iztformatlon Pleaw cempiete the foiicawmc] mformatmn if your ergamzaiicm ha*; authonzed A wuchﬁr fur thf&
sefvice,

\fouch?r is kuthmzed

Izzfcrmauon Release - 1 the Client Das atrihcarrzed that h:s/har ;nformataon can be rcieased io the* salected prowder, piease
indicate this below. Doing 50 will cause an emall to be automatically generated and sent fo this provider with infarmation

r@garqu !he refe;rai
Email Authorized:
Autharize Information Relesse:
Information Relase Start Date

Information Release End Date:

14. On Step 3, enter the Date Acknowledged by the referral recipient and any other desired
information.

15. Click Finish.
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Referial Voucher and Infotmation Release flaferral Outcome

Referral Outcome

Cutcome Information - Enter the Date Acknowledged by the referral redipiont, Appointment Date and Time, Result Date and
R_e‘suit;

Date Acknowledged:

Appolntment Date:
Result Dater
Result:

Comments: i

Restriction® &0 Restrict 1o Organization €2
% Restrict to User
B Unrestricted

& Finish

Client Referral Actions

Once client referrals are recorded they will be displayed on the Client Referrals page. Clicking
on the Action Menu will dispiay a number of options. Referrals can be edited, deleted, and the
referral voucher can be viewed and printed by clicking Referral Voucher. The Services option
allows the user to view or add services that reference the referral,
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Below is 2 list of off existing reforrals for the selected dient, T9 add a new refetral for the client, click the Add New butfon, To

et & fecord d;spiaymg in the list, dick Edit next to the dedired record. Click Services neit to a referral record in crder
10 view or add services that reference the refefral, To get directions from the client's addiess to the provider, dick the Get
Diractions aption. To printa referral voucher, elick Referral Youcher next to the desired racord.

[ Add New 2 £>., Quzck Rsfermls i (:# Refer by AIRS. | | @’ Referra Hn |

2 records inund,

Dete=  From Pmyi;i_gi_&a o wader o

e SEVE A Statuse  Results
12/17/2012 Clie_nﬂ”fack Training gzgggaftment of Hur,;,;,gp még;gvg_f_ Giothin_g_ Refarrai Made
@ 12;1?[2{}12 CEIeﬂtTrack Training i Mational Office Clothing Referml Madle
Mp? Ed;‘e Refarfai )

Raferfai {}uthme

@ Sarvices

{7} Gt Difections
&

Referral Vaucher

% Delete Reforral

Clicking Get Directions will display MapQuest to obtain directions to the provider,
To record Quick Referrals:

1. Onthe Client Referrals page, click Quick Referrals,

Below is a st of afl existing re!ermis ft)r the setected client, To'udd & new referrat for the client, click the Add New button, To
vlew cr edii a record d1spiaymg in the list: click Edit nxt to the desited record. ¢ wic Services peit to a feferral rer:ord N order
1 view or athd services that feference the refer;af To.get directions from the clight's address to the provider, dick the Get
Directions option, To print a referal voucher, click Referra$ Voucher next to the desived record,

|| b Quick refortats | |

| Adid e

1 recorc fountd.

Erom provider . To Provider & Service «  Status e Result &

2}1?/’?012 fCEaemTrack i"rammg Dapartment gjj,j,umrgggl&che C!oth'i'ng Refoerral Made

2. Onthe Quick Referrals page, select a Screen from the dropdown menu to display
corresponding Referral Services.

3. Click Refresh.

4. To display additional services, type a number in the Number of Additional Services hox
and click Refresh.
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v form &0 identify multiple referrals for & client, quickly, Change the Referral Screen to filter pre-definkd
afs avaliahie To add adda&:onaz refermls thai are it Etsted add new mws to ihe buttom of the form Chmstﬂ a service

fefarring Provider Name:~  ChentTrack Training L)Q

Referral Date:™

Referring Location Trainmg
Refering User:  Data Systema k,}%

raferrsl Screemn® gprefarred meders%i—..gl

3 reconds found,

o , Tefephone Streat state |
[} Referral Siatis” o Service® a Provider Namie® ... - phone ::e City « . #

N

- ELECT ~ |v] {Food "™ 157 Chitdren and Families First il

2303
________ . River _
~BELECT ~ 7] [Family Services [x]| Family and Chilgren's P?acé)@ Road, Louisville ¥ 4
Suite ;
200
2303
) . River ;
- BELECT — EI { Childcare r_vj Family and Children's P!acti\‘:, Road, Louisville KY  # |
) Suite :
200

5. Select the desired Services by clicking the checkbox next to each service. To select all
services Hsted, click the box next to Referral Service,

6. When finished recording referrals, click Finished.
To record a referral into your organization:

1. Cn the Client Referrals page, click Referral In.

Eei{}w is & Hst of all existing refercals for the selectatd dlight, To add a neiy referral for the client, click the Add New button To
ie gddit s record displaying in the Het, elick. Edit ot to' the desired secord, Click Services hint to 3 referral record inorider

16 view of add services that refersfice the referral, To qgat directions from the client's addrdss to the provider, dick the Get
Directions option. To print a referral voucher, dick Referral Vouther naxt to the desired racord,

[

| @ addl New | |18 Quick Referrals || @ Refer by AIRY| | ¢ ReferralIn
1 record Tound,
Yo Provider = o SETice e Sttus 4 Resulte
Bepartment of Human Sefvices Clothing  Referrsd ’v}ade

2. Since the client has been referred to your organization from another provider, Verify
that your organization’s name is in the Refer to Provider field on the Referral page.
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3. Type the provider's name that referred the client to your organization in the Refer from
Provider field.

4. Complete the additional information concerning the referral.

5, Clck Save.

[xjo

Providers - Select the agency refeiral fecipient 45 the Refer to Provider and the agency referral source as the Refer from
Provider,

Refer to Provider* ClientTrack Training k,}%
Refer from Provider | i,

%

oriter & Result Date and Result for the _;f_s__ffgrréi.

Comments

Restriction; © €0 Restrictto Qrganization &
% Restrict to User
@ Unrestricted

: gg 'P_aiusé:. | x iaﬁ@fé!_
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Case Notes

How are client case notes recorded in ClientTrack?

ClientTrack allows users 1o enter unlimited notes concerning clients’ goals, actions, and

progress,

To record chient Case Notes in ClientTrack:

1. On Clients tab in the Case Management meny, select Case Notes, then click Add New.

V2.0

On the Case Note page, you will see a Template dropdown menu. The templates
displayed in the dropdown menu are controlled by your organization’s system
administrator, The selected template will change information displayed in the text
entry section,

Select a Tempiate from the dropdown menu.

ClientTrack automatically inputs the current date and the name of the user into the
Entry Date and Case Manager fields. Verify that the information is correct,

Type the text in the text field. There are a variety of options in the text editor, including
fonts, spel checking, and printing in the toolbar.

If Read Only is checked, no one will be able to delete or edit the case note until the read
only checkbox has been unchecked.

Set a Restriction if desired.

Click Save.




Coniplite case note Entry Date. Verfy the User rétording the nole. Eeter 7 biief tithe or description Yor the riote in Regarding. _
Cofriplete the cuse pofe in the text gditor field, f Read Unly is checked, no ane will be able to dalete or adit the case note untess the
read only checkbox has been unchecked,

Entry Daterr | ]
user;  ClientTrack Tralning ‘u?%
Regarding:™
Note Type: [~ SELECT - [x]
Tempiate:| Gption ot in the list[=]
(A T 1
Case Nots

Client Name: Robin Locksley

Once a case note has been entered, it is displayed on the Client Case Notes page where you can
edit, or delete if.

; eit’s case note history displays below. T create a new case
N '

t's cast _ ¥ te, dick Add New. To view or kdit a Gieif note, dick Edit Case
ote next to the record, To preview and print cdde hotas, dhieck the Prnt box pedt to ohe of more care notes, gnd then dick Print
Selectad,

1 recerd {ound.

dentnle Date v

[ .
i 13/09/2012
[y view Case Note |

{7 Edit Cose Note |

\g;:';ﬁeiete x}

#rint Se!edj&_"d '

Usar «

o Grgardzation a
{dient Intake

CHendTrack Training ChentTrack Training
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Additional Client Information

Client information incledes data like Address History, Document Check, Interested Gthers,
Family Members, Case Managers, Notifications, Alias History, Walt List, Bar List and Client
Photo, Most of this is usually recorded under the Edit Client menu option,

Address History

The Address History section provides the current address and a list of previous addresses for the
selected client. When you add a new client 1o ClentTrack, vou will record an address in the
basic information, If 3 client has additional addresses that may be useful to track, the addresses
can be recorded in Address History, Any changes made to the client’s address in the Edit Client
menu will automatically be entered into the Address History,

To record address history:
1. lLocate the client using Find Client.

2. Onthe Client tab, in the Case Management menu, click Edit Client then click Address
History.,

3, Click Add New,

i, Aot Sear B Hookts: W - ey S sk B - o0H 2o s Dalida - diete af atdicic
B pies o CPRrGe G i 3 AR S Ve v sty e T B0 e Ok dty thiy
t ; S F mochatt Hlony vlik Addyiad Histary

¥ QeI
Sl dtarratieaty g
{Rapert

e Faed.
ArdratT Tipd « Fdiess - Ardmsgd e flya 1S

iﬁ' ChrrenT SEkg 1234 s 5t EREnLTnE Ak T s

B Db = o Euthe =

4, Onthe Client Address page, enter the Address Type and other required information,
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5. Click Save,

telart an Addre Yype Tope the vl oe o' 2o éovde, iy ok op bre o oz, fhe oy e stetend] Bln hm:zl T ﬂ'w e ﬂ:vtk e ed
lamne Py me:awml t»i;f{ww bt tor S widets, Thle b s m:! Lo sty W 'Hs.;;ﬁm' ey ] T At Chok Savi.

Saddress
Aatdpagst
i

© Fesinitio Degeeaaten G
< Bl e
4. Heestatid

Address History Report

To create a report of the client’s address history, on the Address History page, click Address
History Report.

whe dicelz :;.u,mm oty daplays brew. A far ptioes inghate Yiew - vee anadaneid Ba -0 an adrery Delita - welete au e

A s speanation bebety i Ve it IS, pru rans B of it 3 vieels Gared iatieg akelizas by st the Chirk bt this
el s Ty i AT R e P, ciek Mﬁ R To puind e ity schest hutoiy ;h Hﬁlhm Hiatnry

iewd heald ’
dyfisaey Ty = dikhuns = afiftenf = Dlya Bt s Hpe Hegrifuts {onf Gesle =
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The report opens in a new window as llustrated below. i the reportis longer than a single
hage, the navigation tools at the top of the page help the user move around in the document. In
addition, the resuiis may be displayed in a spread sheet or PDF file by clicking the appropriate

huttons.
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Once a client address has been entered, it will appear on the Address History page.

Chicking on the Action Menu next to the assessment displays user options to View, Edit, or
Delete the record.
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Interested Others

An interested other is an individual who has an interest or imporiant association with the client
and has not been recorded as a family member. Interested others inchude emergency contacts,
physicians, counselors, or friends, etc.

To create an interested other:

1. On the Clients tab in the Case Management section, click Edit Client and then click
interested Gthers,
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2. Onthe interested Others page, click Add New,
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3. Onthe second Interested Others page, select the Type/Description of the Interested
Cther from the dropdown menu.

4, Complete any additional information on the page.

5. Click Save.
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Notifications

Notifications allow users to enter alerts regarding a specific client. These alerts can be
configured to immediately appear once you select a particular client.

To create a Notification:

1. On the Clients tab in the Case Management menu, click Edit Client and then click
Notifications,

5{; . _ 1AL
i ClientTraclc

2 Search fleny

= Edit Client Infonmation

2. Onthe Notiications screen click Add New.
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On the Client Notifications page, enter the notification information.

The Urgency Option selection determines the Notification icon that will appear when
the client is accessed.

To create a popup alert for a task or for a schedule, check the Aleri{s} checkbox and
enter the date{s} and time(s) to show the alert,

Click Save,
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After you have entered in a notification, depending on the urgency, a red, yellow or green
exclamation mark will show up next to the dlient’s name. If there is more than one notification,
the color representing the most urgent notification will be displayed.

R EEMNTIGN

‘x!’:,‘. . _ 2
4 ClieptTraclk

s Th_-ggcu-rent.nntiﬁcatinns recH
xjthe Editicon to.the lefl of the

notifications Upceming
|y Thisis atest Thisis only atést.  INo appoiniments

3 Al New [} Open Calendar :

The Notification popup page opens to display the notification information, You can modify the
data, Snooze the alert, Dismiss the alert, or change the time in minutes that the popup window
will be displayed,
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¥ This is a test. This is only  test.
Wednescay, November 7, 2012 7:30 AM

¥ This is 8 test, This is-only a test, ™0

25 minttes dgo 0

tlick Snooze to be reminded again in:

15 minites v| [ sneoze. ]

Wait List

The Client Wait list is a record of the referrals or facilities for which the client has been puton a
waiting list, After clients are added to a waiting list, the provider assigned to the referral is able
to access the list from the Wait List in the Provider Management area.

To access the CHent Wait list:

On the Clients tab in the Case Management area, click Edit Client then click Wait List.
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To add a referral or facility to a client Wait List:

1, On the Client Wait List page, click Add New.,
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2. Select 2 Service from the dropdown menu,
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3. Enter any additional information.

4, Click Save.
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To record when a client has been turned away from a referral or facility on the Wait
List:

1. Onthe Client Wait List page, click the Action Menu next to the appropriate item on
the client’s wait list,

2. Click Turn Away.

Relow are the refereals of facifities for wiich the client has been put on 2 waiting fst. When you record await here, the provider to whont you want
to.make the referal will be able to access thelist from te Wait List in the Provider Managemen? area,

1 recard found,

. CEOTBMENE & BeginOntew HousingfProdiderw 0 Seice s Statusa  Pla
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3. Onthe Waiting List Turn-Away page, enter the reason for the turn-away, any
Comments, and an End Date.

4, Click Save,
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Bar List

The bar list is a record of all the services and the facilities from which this client has heen
barred. Clients may be barred for many different reasons. Once they have been harred from a
service or facility, they will not be able to check in 1o the facility or receive the service,

To access the client Bar List:

On the Clients tab in the Case Management area, click Edit Client then click Bar List,
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To add o cHent to the bar Hst:

1. Onthe Client Bar List page, click Add New.
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2. Enter a Begin Date.
3. f you wish fo create a date range o bar the cliani, enter an End Date,

4, You have the option of barring a client fram a single Service, Facility, or Program, or
from all of these entities by checking the appropriate Bar From Al checkbox,

5. Select the Organization(s} to enforce the bar.

6. Click Save.
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After a client has been barred from a Service, Facility, or Program the Barred From items will be
displayed on the client’s Bar List Setup page. Hems listed in the bar list may be edited or deleted
by clicking on the Edit or Belete icon,
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Aliases

An alias is any name a client may use to identify himself/herseif. An alias is automatically
created behind the scenes when the user edits the client’s name, but additional aliases can also
be added manually.

To add a client Alias:

1. Onthe Clients tab in the Case Managemaent section, click Edit Client and then ¢lick
Aliases.
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3. Onthe Clent Alias page, fill in the new client alias information.

4. i you wish to restrict access to the new client alias, select the appropriate Restriction
radio button,

5. Click Save,
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To edit an existing alias:

1. Onthe Alias History page, next fo the name you would fike to edit, click the Edit icon,
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2. Onthe Client Alias page, make the necessary changes.

3. Click Save.

V2.0




Workflows

Overview

The workflow process is a systematic method of capturing information that steps the user
through a series of required entries, Workflows are created by the system administrator to
make data entry an easy and organized procedure,

To begin a workflow:

Click on the workflow icon to begin the process, When a Workflow begins, the Workflow
name along with a group of status icons and navigation buttens appear in the upper left

navigation panel.

Add or Edit

D Add a nev
ini?ﬂ; Use the oL

‘::?QSe%eci anc

Warkflow Navigation Buttons:
X _Delete Workflow
2]
-Stop Workflow

W -Pause Workfiow

Workflow Status lcons:
¥ . Workflow Step Completed.

r—?’ -Current Workflow Step
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o -Workflow Step Locked
@ . Optional Step

@ . Required Step

After the Workflow begins, the forms and questions appear in the main form area.

Add or Edit

Ej Add a new client
ﬁ?uge the current client

‘::?%Seiect another client

As the user proceeds through the Workflow, the status icons will change to indicate progress.

1 g
Universal Data

To pause a Workflow and return at a later time, click the Pause button. ™ To cancel the

Workflow and discard any unsaved data, click the delete button. X

Paused workflows may be resumed at any tima.

To access your paused operations

On the Home tab in the My ClientTrack section, click Paused Operations.
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To Access a Client’s Paused Workflows

in the Clients Tab under the Fdit Client Information menu option, click Paused Workflows. From
here you can use the action menu to resume a workflow where it was paused, restart a

workflow from the beginning, or delete a workflow.
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Housing Management

Shelter and Transitional Housing processes are located on the Housing tab of ClientTrack. The
Housing Management menus enable users to check avallability, view current residents, and
check clients into housing facilities. Housing reports are available in the Housing Reports menu
aption.

There are various methods to access housing information in ClientTrack. When an individual
facility has been selected, it Is displayed in the entity area, the same as a client,

Hmaivg Facdily SAFE Mavea
Brang Tppes  Peemialan Suppottive

To locate a housing facility in ClientTrack:

1. On the Housing tab, in the top left navigation panel, click Find Facility.

2. The Find Facility function operates the same as Find Client. Type any known data and
click Search.

3, The View Facilities function will display a list of all faciiities,
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Seatch for a housing faclity by Fadiity Name, Housing Type'or Zip Code.

Faciity;
Housing Type: |~ SELECT -
Zig Coder
!-ﬁ Search t
1 record foumnd,
..... Facility « HousingType s ... FpCodes Bhone &
BAFE Maven %?‘ermane;n_t_Suppar’t’ive 55555 888-535-2222

4. The selected facility information will be displayed on the Facllity Dashboard Info page,
and the facility will be listed as the current entity. The menu items in the left navigation
panel refer to the facility listed as the entity.

bzunmg Paesity: BAFE vlaven
vioigeg Tyner Permenerd Supparties
Stdronr  1ZHEARSR S
T cadn, 5385
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Proeds  BASESEIIZE .

Besed Ondy

. Shelter

- Trangitional

- Program Unit
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- Permanent

Checking Bed Availability

When yous are assessing client needs, you may want to do quick search to check for bed
availability on a specific data,

To check bed availability:

1. On the Housing tab in the Housing Options menu, click View Facilities,

pe Emmh Mc;m

2. The View Facilities page displays all the housing facilities available to members of your
organization along with the occupancy of the facility for a specific Date. Fach facility is
listed with the number of available units as well as a brief description under the facility
name,

3. To view availability for a different date, select a new Date and click Update.

Housmg Facilities

Dispiayed bélow are the housmg fau!mes avadabie to memhars of your orgamzataon a!cmg Wfth the occupancy 0{ The fac:!:fy
Depending on your conft wuration for the fadlity, you can check a client into the facﬁ:iy, make a reservation fora room in the
factiity, view the fac;irty s waiting list, or selett the facility io view the ava;iabla rooms,

Dater 12/17/2012 | _

SAFE Haven 0 of 0 Roomis) Avaliable
Permanant Sugppertive Fagifity onWaiting Hst Besenatine Checkln

4. Holding the mouse cursor over a facility will also display availability in an information
bailoen above the facility's icon.
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Js avaflable to.Taembers of vour organization along with 'Ihe secupancy of the facility,
_ acility, you can check a client into the facility, make 3 reservation for a room in the
st Tota! Room Capacdity: 070 ldect the facllity to view the available rooms,

Total Bed Capatityr 070

s

Total Gocupanisisy ¢]

}pate: o0y

SAFE Haven & of 0 Rooms) Available
Parmanent Suppartive Facility G on Walting List  Reservation Checkin

5. Clicking on the facility name will make that faciliity the current entity and display
additional detalis, including a breakdown of individual units with information such as
the type of rooms in the facility and the ages and gender of clients that may occupy
them.

Reservations in Housing Management
To make a bed reservation:
1. On the Housing tab in the Case Management menu, do either of the following:
a. Click View Facilities
b, Click New Reservation/Check In

2. Clicking on View Facilities wilf display the Housing Facilities page. Click Reservation,

Hﬂusmg ?ac;iltrec IR o

Displaved below are the izmmmg fauiitaes avaﬂab!e o membtxrs of your argamzation along with the weeupsney of the fac:!:ty
Deperiding on your confi iguration forthe facility, you can check a client into the facility, raake a reservation fora room in the
Tacility, view the facility's waztsng fist, or selact the fcility tg.view the aveilable rooms.

Update. |

SAFE Haven o Available
Barmanent :uppottwm ra{simf Q_vggmwwggtm&}mihs Reqewatum {Cheg}g}g

Datet: 1211712012 [

3. Clicking on New Reservation/Check in will display the rooms/apartments for the current
facility entity. Click Reservation for the specific room/apartment where you want to
reserve a bed for the client.
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Djsplayed below are the rooms/units within the selected famls‘ly along Wlth the Dooupancy Gi eacb room, Dependmg on the
copfiguration of the facility, you can check a client into the reom, make 5 reservation for 2 room, or select the room to view the

avallable bedssstats,

Select a room from this fist

Room 1
o Crasrgeney < Male * Youth

oom 2 13 of 13 Bed{s) Available
Y - Emergency * Battered * Femate ® Voulth Resgrvation Checkin

4. Onthe Housing Reservation page, verify the Facility in the dropdown menu, and then
select a Room and a Bed.

5. The Availability of the facility is automatically displayed. Enter a Reservation Begin Date
and End Date.

6. Use the Search icon to find the client you wish to assign a reservation, ClientTrack will
fill in the client’s personal information automatically.

Checking in Clients
To check in a client:
1. Onthe Housing tab in the Housing Options meny, do either of the following:
a, Click View Facilities
b. Click New Reservation/Check In

2, Clicking on View Facilities or Check Availability will display the Housing Facilities page.
Click Check In,
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Displayed below are the housing facilifies ava_iiabié 1o members of your organization along with the sccupancy of the facility,
Depefiding on your configuration forthe facility, you can check a client into the facifity, make s resarvation fora room in the
facility, view the facifity's waiting list, of selact the facility to. view the avaliable rooms,

Date: 12/1702012 T3]

SAFE Haveﬂ 0 of § Room{s) Auaiist [z
Pertranent Supportive Facility 0 on Walling tist Rasapvation { Chedl

3. Clicking on New Reservation/Check In will display the rooms/apartments for the current
facility entity, Click Check In for the specific room/apartment where you want to check

in the client,

Digplayed below are the rooms/units within the selected facility along with the prcupancy of each roore, fepénding on the
configiiration of the facility, you can check a client into the om, make 2 reservation o 2 room, of select the room to view the
avallatde beds/slots. B

Datel 1211742012 4]

Hpdats
Q.accipantis) withbut 3 rogm

Select a room from this st
Room i 8 of ¥ Bed(s Avallabie

T Emergency T hiate < Youth Reservation
Room 2 13 0f 13 ged(s) Available
= Emsrgency * Ballorsd © Femala * Youth Regervation Check In

4. If the facility is a shelter, the Shelter Check In page will be displayed. Verify the Facility
in the dropdown menu,

5. If desired, select a specific Room and Bed. These items may be selected jater.
6. Select a Check-in Date and, if desired, a Check-out Date,

7. you wish to assign the client a Chore, such as mopping the floors or removing the
trash, select the chore in the dropdown menu.

8. To assign a Storage/Locker at the particular facility, use the Find icon to locate available
resources and assign one to the client.

3. I the client must have a Bottom Bunk, check the box on the page.

10. Click save.
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Faciitn®
Room:
Bad;
Check-in Dater®
Check-gut Date:
Cliznti*
Socal Securily Numben
girth Date:

‘Gender:
errolment® ‘:‘SEL?{‘T .
client Must be on the Bottom Bunk: §f§

Addmss Enter mformatmn abam the addmss whei’e the chem wall be 5taymg.

M

Address: 1234 Main St
Zip Code: ERESE _LQ
Cityr  Young America
) State: MN .
Fair Market Rent Arew u%
Grant; P
Housing Type: | Parmanent Suppnﬂive [=]

Bedrooms:®

® Cancel

g Pause

11. If the client has not been assigned a bed, the Rooms in the facllity page will display and
the client’s name and icon will appear at the top of the page. Click the name of the
room where you would like to assign the client a bed.

ayed Below are the rooms/units fatility along with the occupancy of each room, Uepenqu on the
configuration of the facility, you can check a chignt into the rooin, make a reservation for a room, or select the room 1o view the
‘available beds/slots,

Date: “{317/2012

£ greupani{ss without & room

8 of 9 Bedf{s] Available
y ihdeke © Youth RE‘SPF\EQ’{I{}} _bgggwfn

13 of 13 Bed{s) Available
* Erugrgency © 2attered T Female ¢ Youth Reservation Chedkin
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The following icons appear in rooms:

- Available

Occupied Beds

~ Female

~ Male

12. The client’s icon will appear under Occupants without a bed assignment. Hold the
mouse cursor over the icon and client information will be displayed. Then hold down
the left mouse button and drag the icon to a bed.

g,g Marian FitzwaRer
- Robin Locksiey

S Eamily
Select 4 olient to foad
the family members.

Beds R
Bed 1 #1 :
Bed 2 #7
Bed 3 #3
Bed 4 #4
Bed 5 #5
Bed & 6
Bed ¥ &7
Bed 848
Bed ¢ #9




13. The client’s icon will then move to the bed. Holding the cursor aver the icon will display
client information.

Client Entity Reservations and Check In

Client housing reservations can also be made in the Clients tab. Reservations made using this
method will automatically be tied to the current client entity.

To make a reservation for the current client entity:

1. On the Clients tab in the Housing menu, click Reservation/Check In. The reservation will
be referenced to the current client entity,

F Search Mepy
Find Chent

: Reservation/CheckIn

2. The Housing Facilities page will then be displayed with the active client’s name displayed

next to an icon. Click on Reservation in the facility where you would like to make a
reservation,

susing Faciities

played befow are the housing faciities avaitable to Thembers of ymir organization slong with the aecupanty of the facility.
Dépending on your configuration for the facility, you can check 2 dlient info the facifity, make @ reservation for s room inthe.
‘facility, view the faclfity's waiting list; of sefect the fagility to view the avallable rooms,

Gate: 12418001

M | Marian Filzwalter

SAFE Haven

4 parmanent Supporiive Fagifty

;____..__J

21 of 22 Bedist Availsble
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3. The Housing Reservation page will then be displayed with the current client’s
information already entered, Follow the procedures fisted above to reserve a bed for
the client. The check in procedure is also the same,

Facifity ;
Roon :
Hed:
Avallability: ;
Reservation Begin Dater® ;
Réservation End Dater* ;
Special Requests: -
Required (lent Information - The following information is faquired to be éntered prior 1o check in of the facility, Pledse

revigw the infarmation below to make sure that it i cirrent/forrect. i dient has not been in the system hefore plesse

complete the information below or use the lockup to find the guest within the system.
Client:*  Fhzwalter, Marlan ‘».J%
Rirth Drater  7/7/1978 1200:00 AM
Gender: [Femsle v}
Hacer | Awmerican disn or Alasks Native -
E Asisn :
Black ar African American
[ Mative Haveatian or (tther Pacific ishander
Fthnicity: [ Homn-Hiape isnanic I i i
Enzoliment: ]“ BELECT - [xje .
# Cancel
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HMIS Privacy Plan
Of the
Scranton/Lackawanna County Continoum of Care

A. Purpose
This document describes the privacy plan of the Scranton/Lackawanna County Continuum of

Care’s HMIS participating agencies. This document covers the processing of protected personal
information for clients of HMIS Participating Agencies.

Protected Personal Information is any information we maintain about a client that:
a. Allows identification of a client/eonsumer directly or indirectly,
b. Can be manipulated by a reasonably foreseeable method to identify a specific

client/consumer, or
¢.  Can be linked with other available information to identify a specific client/consumer.

"The provisions of this plan shall go into effect immediately.

B. Data Coliection Notice
HMIS Participating Agencies must fet clients know that personal identifying information is bein g
collected, and the reasons for collecting this information, To meet this requirement, HMIS
Participating agencies must post the following language in places where intake occurs:

The Scranton/Lackawanna County Continuum of Care (CoC)’s provider agencies collect
personal information about homeless or threatened homeless individuals and families in a
computer system called a Homeless Management Information System (HMIS) for
reasons that are outlined in our privacy policy. We may be required to collect some
personal information by law or by organizations that provide funds fo operate this
program. Other personal information that is collected is important to run our programs,
to improve services and to better understand the needs of individuals being served. The
Scranton/Lackawanna County CoC’s provider agencies only collect information that is
considered to be appropriate. I you have any questions or would like fo see our privacy
policy, our staff will provide you with a copy.

Each agency shall adopt and comply with the attached Notice of Privacy Practices for Use with
the HMIS (HMIS Privacy Notice).

Each agency must provide a copy of the HMIS Privacy Notice upon client request,

Each agency shall provide reasonable accommeodations to persons with disabilities and to Persons
with limited English proficiency to ensure their understanding of the HMIS Privacy Notice.

C.  Accountability
Each agency must uphold relevant federal and state confidentiality regulations and laws that
protect client records, including but not limited to the privacy and security standards found in
HUD’s Data aud Technical Standards. If the agency is a HIPAA-covered entity, the agency is
required to operate in accordance with HIPAA regulations and is exempt from the privacy and
security standards found in HUD s Data and Technical Standards.

B, Access and Correction




Each agency must alfow individuals to inspect and have a copy of their personal information that
is maintained in HMIS,
Each agency must offer fo explain any information that is not mnderstood.

Individuals must submit a request to inspect their HMIS data in writing to their social
worker/case manager. Each agency must consider a written request for correction of inaccurate
or incomplete personal information. If the agency agrees that the information is inaccurate or
incomplete, the agency may delete ir ot may choose to mark it as inaccurate or incomplete and to
supplement it with additional information.

Each agency may deny the individual’s request for inspection or copying of personal information
if:
a. Information was compiled in reasonable anticipation of litigation or comparable
proceedings
b, Information is about another client/consumer
¢. Information was obtained under a promise of confidentiality or the disclosure would
reveal the source of the information, or
d. Disclosure of the information would be reasonably likely to endanger the life or
physical safety of any individual.
If the agency denies a request for access or correction, it must explain the reason for the denial
and include documentation of the request and the reason for the denial.

Each agency may reject repeated or harassing requests for access or correction.

Purpose and Use Limitations
Each agency will use or disclose personal information for activities described in this part of the
notice. The agency assumes that clients consent to the use or disclosure of personal information
for the purposes described here and for other uses and disclosures that are determined to be
compatible with these uses or disclosures;
To provide or coordinate services to individuals (shelter, housing, case management, efc.)
b, For functions related fo payment or reimbursement for services
¢. To carry out administrative functions such as personnel oversight, management functions,
and auditing purposes
d. To create de-identified (anonymous) information that can be used for research and statistical
PUrposes
e. When required by law
f. To avert a serious threat to healih or safety if
a, The agency believes that the use or disclosure is necessary fo prevent or lessen a
serious and imminent threat {o the health and safety of an individuai or the public,
and
b. The use or disclosure is made to a person reasonably able to prevent or lessen the
threat, including the target of the threat
g, Toreport victims of abuse when authorized by law
h. For research purposes unless restricted by other federal and state laws
i, To a law enforcement official for a Iaw enforcement purpose (if consistent with applicable
faw and standards of ethical conduct}.
j.  For judicial and administrative proceedings in response fo a lawful court order, court-ordered
warrant, subpoena or summons issued by a judicial officer or a grand jury subpoena.
k. To comply with government reporting obligations for homeless management mformation
systems and for oversight of compliance with homeless management information system
requirements.

fd




Before any use or disclosure of personal information that is not described here, the agency must seelk the
clients consent first.

F. Confidentiality
Bach agency must maintain any/alf personal information as required by federal, state, or local
laws.

Lach agency shall only solicit or input into HMIS client information that is essential o providing
services fo the client.

Each agency shall not knowingly enter false or misieading data under any circumstance, nor use
HMIS with intent to defraud federal, state or local governments, individuals or entities, or to
conduct any illegal activity.

Fach agency shall ensure that all staff, volunteers and other persons who use HMIIS are issued an
individual User 1D and password.

Bach agency shall ensure that all staff, volunteers and other persons issued a User 1D and
password for HMIS receive confidentiality training, HMIS training and comply with the attached
HMIS User Agreement and the HMIS Parinership Agreement.

G. Protections for victims of Domestic Violence, Dating Violence, Sexual Assault and Stalking
Victim service providers are prohibited from entering data into HMIS. Other agencies must be
particularly aware of the need for confidentiality regarding information about persons who are
victims of domestic violence, dating violence, sexual assault, and stalking,

H. Duration
This plan must be reviewed annually and updated as needed by the Scranton/Lackawanna County
Continuuam of Care.

Attachments:

A. Scranton/Lackawanna County Notice of Privacy Practices for Use with the Homeless

Management Information System (HMIS)

B. Notice of Privacy Practices Posting
C. Scranton/Lackawanna County User Policy, Responsibilify Statement and Code of Ethics




3.

Attachment A:
Scranton-Lackawanna County CoC

Notice of Privacy Practices for use with the

Homeless Management Information System (HMIS)

This notice described the privacy policy and practices of the Scranton/Lackawanna County Contingum of
Care (CoC) as it relates to the Homeless Management Information System (HMIS), The employees of
the CoC Provider Agencies collect personal information only when appropriate. The CoC provider
agencies may use oy disclose your information to provide you with services or to comply with legal and
other obligations.

As a client/consumer, you may request o inspect the electronic of paper record of the personal
information about you that the CoC’s provider agencies maintain in HMIS. You may also ask the
agencies 1o correct inaccurate or incomplete information, You may ask the agencies about the HMIS
privacy policy or practices. The CoC or its provider agencies will respond to your questions and
complaings.

What this Policy Covers.

This document describes Homeless Management Information Systems (HMIS) privacy policy and
practices of the Scrantor/Lackawanna Continuum of Care (CoC}. The CoC’s HMIS system is
maintained by United Neighborhood Centers (UNC) as the HMIS Lead Agency, UNC’s administrative
office is at 4235 Alder Street, Scranton, PA 18505,

This policy covers the collection, use and maintenance of Personally Identifiable
Information/Protected ldentifying Information (PII) for persons served by the CoC on the
Scranton/Lackawanna County HMIS ClientTrack website.

Pl is any personal information we maintain about a client that:

a.  Allows identification of an individual directly or indirectly;
b. Can be manipulated by a reasonably foreseeable method to identify a specific individual; or
4. Can be linked with other available information to identify a specific client.
5. We may amend our policy or practices at any time. Amendiments may affect PII that we obtained
before the effective date of the amendment.
6. We give a writfen copy of this privacy policy to any individual who asks for it.

Hoew and Why We Collect PIL
1. We coliect PH only when appropriate to provide services or for another specific purpose of our
organization or when required by faw. We may collect information for these purposes:
To provide or coordinate services;
To produce aggregate-level reports regarding use of services;
T'o track individual pzowct»icvd outcomes;
To identify unfilled service needs and plan for the provision of new services;
To operate our organization including administrative functions such as legal, audits,
personnel, oversight, and management functions;
To comply with government reporting obligations;
When required by law;
B, To conduct research for consulting and/or educational purposes; and
i, To accomplish any and all other purposes deemed appropriate by the CoC.
2. We only use lawful and fair means to collect PIL

o oo g
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3. We normally collect with the knowledge or consent of our clients or their legal guardians. Hyou
seek our assistance and provide us with Pil, we assume that you consent {o the collection of
information described in this policy.

4. This data is shared among the Serantog/Lackawanna CoC HUD grant recipients (see curyent fist
of participating agencies) and, cccasionally, with support staff at ClientTrack, the data systems
company designated by the CoC fo provide our HMIS system.

5. We post a sign at our intake desks or other locations where client information is added explaining
the reasons we ask for PIL. The sign says:

The Scranton/Lackawanna County Continuum of Care {CoC)’s provider agencies coliect
personal information about homeless or threatened homeless individuals and families in a
computer system called a Homeless Management Information Systen: (HMIS) for
reasons that are outlined in our privacy policy., We may be required to collect some
personal information by law or by organizations that provide funds to operate this
program. Other personal information that is collected is important fo run our programs,
to improve services and to better understand the needs of mdividuals being served. The
Seranton/Lackawanna County CoC’s provider agencies only coliect information that is
considered to be appropriate.

If you have any guestions or would like to see our privacy policy, our staff will provide you with

a copy.

How We Use and Disclose PIL _

1. We use or disclose PII for activities described in this part of the policy. We may or may not
make any of these uses or disclosures of your PII. We assume that you consent to the use or
disclosure of your PII for the purposes described below and for other uses and disclosures that we
determine to be compatible with these uses or disclosures:

a.
b,

C.

ol

To provide or coordinate services to individuals.
For functions related to payment or reimbursement for services,
T'o carry out administrative functions such as legal, audits, personnel, oversight and
management functions.
To create de-identified (anonymous) information.
When required by law to the extent that use or disclosures complies with and is limited to
the requirements of the law.
To avert a sericus threat to health or safety ift
i. We believe that the use or disclosure is necessary to prevent or lessen a serious
and imminent threat to the health or safety of an individual or the public; and
i,  The use or disclosure is made o a person reasonably able o prevent or lessen the

threat, including the target of the threat,
To report victims of abuse when authorized by law.
For research purposes unless restricted by other federal and state faws,
T'o a law enforeement official for a law enforcement purpose (if consistent with
applicable law and standards of ethical conduct).
For judicial and administrative proceedings in response to a lawful court order, court-
ordered warrant, subpoena or summons issued by a judicial officer, or a grand jury
subpoena.
To comply with government reporting obligations for the HMIS and for oversight of
compliance with HMIS requirements,
Before we make any use or disclosure of vour personal information that is not described
kere, we seek your coasent,




Hew to luspect and Corvect Personal Information

1.

2,

You may inspect and have a copy of your personal information that we maintain. We will offer
to explain any information that you may not understand.
We will consider a request from yvou for correction of inaceurate or incomplete personal
information that we maintain about you. If we agree that the information is inaccurate or
incomplete, we may delete it or we may choose to mark it as inaccurate or incomplete and to
supplement it with additional information.
To inspect, get a copy of, or ask for correction of your information, by submiiling your request in
writing to your case worker/case manager,
We may deny your request for inspection or copying of personal information if:
a. the information was compiled in reasonable anticipation of ltigation or comparabie
proceedings.
b. the information is about another client/consumer,
¢. the information was obtained under a promise of confidentiality and the disclosure would
reveal the source of the information, or
d. disclosure of the information would be reasonably likely o endanger the life or physical
safety of any individual.
If we deny a request for access or correction, we will explain the reason for the denial, We wiil
also include, as pait of the personal information that we maintain, documentation of the request
and the reason for denial.

Participation in data collection, although optional, is a critical component of the community's ability to
provide the most effective services and housing possible. Please understand that access fo shelfer and
housing services is available without participation in data collection,

The information gathered and prepared by the Agency will be included in a HMIS database of
collaborating agencies (list available}, and only to collaborating agencies, who have entered into an
HMIS Agency Participation Agreement and shall be used to;

a) Produce a client profile at intake that will be shared by collaborating agencies
b) Produce anonymous, aggregate-level reports regarding use of services

¢} Track individual program-level oufcomes

d) Identify unfilled service needs and plan for the provision of new services

e} Allocate resources among agencies engaged in the provision of services

)} Provide individual case managenent

Information Collected
Identifying information (Name, birth date, social security numnber)

Demographic information (gender, race, residential information, family composition}

Letter to number code conversion for name and Date of Birth, Demographic information (gender,
race, residential information, family composition)

Medical records {except HIV/AIDS and alcohol and drug treatment), Psychological records and
evaluations, vocational assessment, care coordinators recommendations and direct observations,
employment status, etc,

Financial information {income verification, public assistance payments, food stamps)

HIV/AIDS diagnosis




7. Substance abuse diagnoses, treatment plan, progress in treatment, discharge.

This release can be revoked by the client at any time. The revocation must be signed and dated by the
client. This consent is subject to revocation at any time, except to the extent that the Agency has already
taken action in reliance on it. If not previously revoked, this consent terminates automatically 1 year after
clients last treatment or discharge from the agency where the client was seeking services. These records
are protected by federal, state, and local regulations governing confidentiality of client records and cannot
be disclosed without client’s written consent unless otherwise provided for in the regulations.

Participation in data collection is optional, and clients are able fo access shelter and housing services if
they choose not to participate in data collection.




Attachment B:

HMIS Privacy Posting/Notice

HOMELESS MANAGEMENT INFORMATION SYSTEM

The Scranton/Lackawanna County Continuum of Care (CoC)’s provider agencies collect

personal information about homeless or threatened homeless individuals and families in a

computer system called a Homeless Management Information System (HMIS) for reasons that

are outlined in our privacy policy. We may be required to collect some personal information by

law ot by organizations that provide funds to operate this program, Other personal information

that is collected is important to run our programs, to improve services and to better understand

the needs of individuals being served, The Scranton/Lackawanna County CoC’s provider .
agencies only collect information that is considered to be appropriate.

If you have any questions or would like to sce our privacy policy, our staff will provide you with
a copy.




Attachment C:
Homeless Management Information System User Policy,
Responsihility Statement and Code of Fthics
User Policy

Partner agencies shall share information for provision of services to homeless persons and those
at risk of homelessness through a web-based infrastructure that establishes electronic
communication among the partner agencies.

The Client Consent/Release of Information form shall be signed if the client agrees that
information about their situation can be entered into the HMIS database system. [n accordance
with HUD HMIS regulations, minimum data entry on each consenting client will be input and
includes:

* General information identifying the client by name, social security number, date of birth,
indicating family status and latest residential history;

* Data detailing the client’s current housing situation and the cause of their housing crisis and
any barriers to housing;

* Shelter and transitional housing utilization information, when appropriate.

Data necessary for the development of aggregate reports of homelessness service includes
services needed, services provided, referrals and client goals and outcomes. The HMIS database
system is a tool o assist our agencies in focusing services and locating alternative resources to
help homeless persons. Therefore, agency staff must usc the client information in HMIS only to
target services to clients” needs.

User Responsibility

Your username and password give you access to the HMIS system.

Your signature below indicates your undesstanding and acceptance of the proper use of your
username and password.

Failure to uphold the confidentiality standards set forth below is grounds for immediate
termination from the HMIS database access, and may result in disciplinary action from the
pariner agency as defined in the partner agency’s personnel policies.

[ agree to maintain the confidentiality of client information in HMIS in the following manner:

* My username and password are for my use only in connection with my employment and will
not be shared with anyone or used for any other purpose.

* T will take reasonable means to keep my password physically secure,




* I will only view, obtain, disclose, or use the database information that is necessary to perform
my job.

* | understand that the only individuals who may view or hear HMIS client information are
authorized users, and 1 will take these steps to prevent casual observers from seeing or hearing

HMIS client information.

* T will log off of HMIS before leaving my work area, lock my computer access, or make sure
that the HMIS database has “timed out” before leaving my work area,

* I will not leave unattended any computer that has HMIS “open and running.”

* T will keep my computer monifor positioned so that persons not authorized to use HMIS cannot
view if.

* T will store hard copies of HMIS information in a secure file and not leave such hard copy
information in public view on my desk, or on a photocopier, printer or fax machine.

* I will properly destroy hard copies of HMIS information when they are no longer needed.

* 1 will not discuss confidential client information with staff, clients, or client family members in
a public area.

* 1 will not discuss confidential client information on the telephone in any areas where the public
might overhear my conversation.

* T will not leave messages on my agency’s answering machine or voicemail system that contain
confidential client information,

* 1 will keep answering machine volume low so that confidential information left by callers is
not overheard by the public or unauthorized persons.

* T understand that certain types of information that I will receive from clients are protected by
the Health Information Privacy and Accountability Act (HIPAA) and will take every measure
required by law to keep this information confidential and private.

* ] understand that a failure to follow these security steps appropriately may result in a breach of
client confidentiality and system security. If such a breach occurs, my access to HMIS will be
terminated and I may be subject to further disciplinary action as defined in my employer’s
personnel policy.

* I Tnotice or suspect a security breach, | will immediately notify the director of my agency.

User Code of Fthics

1. HMIS users will treat partner agencies with respect, fairness and good faith,




2. Each HMIS user will maintain high standards of professional conduct in his or her capacity as
an HMIS user.

3. HIMIS users will use HMIS in good faith to benefit clients,

4. HMIS users have the responsibility to relate to the clients of other partner agencies with full
professional consideration.

3. Clients have the right to receive assistance even if they do not choose to provide their
information to the HMIS.

I understand and agree to comply with all of the statements listed above.
User Name (please print)  User Signature  Date
Employer (please print)  Employer Signature  Date

Agency ot Sys. Admin (print) Agency or Sys. Admin Signature Date




Scranton Lackawanna County HMIS
SECURITY PLAN

This plan describes the standards for the security of all data contained in the Scranton/Lackawanna

-ounty Contimuum of Care (CoC) Homeless Management Information System (HMIS). This plan
outlines the security measures currently implemented by the HMIS Lead Agency, United Neighborhood
Centers of Northeastern Pennsylvania and details the basecline security requirements for all HMIS
Participating Agencies.

Applicability

UNC and HMIS Participating Agencies must apply system security provisions to all the systems where
personai protected information (PPI) is stored, including, but not limited to, its networks, desktops,
laptops, mini-computers, mainframes and servers.

Security Officers

The Scranfon Lackawanna County CoC has designated an FIMIS Security Officer whose duties include:

Review of the Security Plan annually and at the time of any change to the security management
process, the data warehouse software, the methods of data exchange, and any HMIS data or
technical requirements issued by HUD. In the event that changes are required to the HMIS
Security Plan, the Security Officer will work with CoC Board for review, modification, and
approval,

Confirmation that the CoC adheres to the Security Plan.

Response to any security questions, requests, or security breaches to HMIS and communication
of security-related HMIS information to contributing HMIS organizations (CHOs)

Each provider must also designate a CHO HMIS Security Officer whose duties include:
Confirmation that the CHO adheres to the Security Plan.

Communication of any security questions, requests, or security breaches to the CoC HMIS
Security Officer, and security-related HMIS information relayed from the HMIS Lead to the
CHO’s end users,

Participate in security training offered by the CoC.

Each Provider must complete an annual security review to ensure the implementation of the Security Plan
and HUD Standards for the HMIS. The CoC, through the HMIS Lead Agency, retains the right to
conduct site visits to check compliance with the security policy and to verify self-certification of the
CHOs.

All users must receive security training prior to being given access to the HMIS. In addition, the HMIS
Lead shall provide security training no less than once per year.

Reporting security cidents




The HMIS l.ead has created the following policy and chain of communication for reporting and
responding o security incidents.

Secusity Incidents

All HMIS users are obligated to report to their agency HMIS Security Officer suspected instances of
noncompliance with policies and procedures that may leave HMIS data vuinerable to intrusion, Each
CHO is responsible for reporting any security incidents involving the real or potential intrusion of the
HMIS to the HMIS Lead Agency. The Lead agency is responsible for reporting any security incidents
involving the real or potential intrusion of the HMIS to the CoC Board,

Reporting Threshold

HMIS users must report any incident in which unauthorized use or disclosure of PH has occurred and any
ncident in which PIl may have been used in a manner inconsistent with the CHO Privacy or Security
Policies. Security breaches that have the possibility to impact the CoC’s HMIS must be reported to the
HMIS Administrator,

Reporting Process

HMIS users will report security violations to their CHO HMIS Security Officer. The CHO HMIS
Security Officer will report viclations to the CoC HMIS Security Officer. Any security breaches
identified by Clienttrack will be communicated to the CoC Security Officer and System Administrator,
The System Administrator will review violations and recommend corrective and disciplinary actions to
the BMIS Commitiee and the Board of Directors, as appropriate, Fach CHO will maintain and follow
procedures related to internal reporting of security incidents.

Audit Controls

Clienttrack maintains an accessible audit trail that allows the HMIS Administrator to monitor user activity
and examine data access for specified users. The HMIS Administrator will monitor audit reports for any
apparent security breaches or behavior inconsistent with the CoC’s Privacy Policy.

System Security

Fach CIHO must apply system security provisions o all the systems where personal protected information
is stored, including, but not limited to, a CHO's networks, desktops, faptops, mini- computers, mainframes
and servers.

Uiser Authentication

Upon successful completion of training and subject to approval by UNC, each HMIS user will be
provided with a unique User ID and initial password to access the HMIS.

While the User ID provided will not change, HUD standards require that the initial password only be
valid for the user’s first aceess to HMIS. Upon access with the initial password, the user will see a screen
that will prompt the user to change the initial password to a personal password created by the user.

Passwords must be at least eight characters long and meet reasonable industry standard requirements.
The password may not be sfored in a publicly accessible location, and written information pertaining to
the User I, password, or how to access HIMIS may not be displaved in any publicly accessible location.

The user is not permitted to divaige this password or to share this password with anyone.




Individoal users must not be able to log on to HMIS on more than one workstation at a time, or be able to
fog on to the network at more than one location at a time,

CHOs are responsible for communicating all staff departures to UNC staff in a timely manner to ensure
user profiles for departed staff are inactivated,

Virus Protection

A CHO must protect HMIS systems from viruses by using commercially available virus protection
software. Virus protection must inciude automated scanning of files as they are accessed by users on the
system where the HMIS application is housed, A CHO must regularly update virus definitions from the
software vendor,

Firewalls

A CHO must protect HMIS systems from malicious intrusion behind a secure firewall. Each individual
workstation does not need its own firewall, as long as there is a firewall between that workstation and any
systems, including the Internet and other computer networks, located outside of the organization. For
example, a workstation that accesses the Internet through a modem would need ifs own firewall. A
workstation that accesses the Infernet through a central server would not need a firewall as long as the
server has a firewall.

Physical Access to Svstems with Access to HIMIS Data

A CHO must staff computers stationed in public areas that are used to coliect and store HMIS data at all
times. When workstations are not in use and staff is not present, steps should be taken to ensure that
computers and data are secore and not usable by unauthorized individuals. After a short amount of time,
workstations should automatically turn on a password protected screen saver when the workstation is
temporarily not in use. If staff from a CHO will be gone for an extended period of time, staff should log
off the data entry system and shut down the computer.

Hard Cepy Data

The guidelines regarding the security of paper or other hard copy containing PPI that is either rgenerated
by or for the HMIS, including, but not limited to reposts, data entry forms, and signed consent forms are:

1. CHO staff must supervise at all times any paper or other hard copy gencrated by or for the
HMIS that contains PPI when the hard copy is in a public area.
2. When CHO staff is not present, the information must be secured in areas that are nof publicly
accessible.
Patabase Integrity

The CHO must not intentionally cause corruption of HMIS in any manner. Any unauthorized access or
unautborized modification to computer system information, or interference with normal system
operations, will result in immediate suspension of HMIS licenses held by the CHO, and suspension of
continued access to HMIS by the CHO,

The CoC will investigate all potential violations of any security protocols. Any user found to be in
violation of security protocols will be subject to sanctions. Individual users may be subject to disciplinary
action by the employer CHO.

Disaster Recovery




Scranton Lackawanna County HMIS data is stored by Clienttrack in secure and protected off-site
locations with duplicate back-up. In the event of disaster, the FIMIS Administrator will coordinate with
Clienttrack to ensure the HMIS is functional and that data is restored. The HMIS Lead Agency will
communicate to CHOs when data becomes accessible following a disaster.

Contracts and other arrangements

The HMIS Lead shall retain copies of all contracts and agreements executed as part of the administration
and management of the HMIS or required to comply with HUD requirements for a five-year period,




Client Consent — Release of Information

The Scranton/Lackawanna County Continuum of Care (CoC) is a group of pariner agencies
working together to provide services to homeless and low-income individuals and families in
Scranton/Lackawanna County, In accordance with US Federal Law, a sub-group of agencies have
joined together to build a Homeless Management Information Systern (HMIS) to report to the
Department of Housing and Urban Development on the services we provide to our clients.

We collect information directly from you for reasons described in our Privacy Policy. We may
be required to collect some personal information by law or by organization that give us money to
operate programs,. Other personal information that we collect is important to run our programs,
to improve services and to understand your needs, We only collect information we consider fo
be appropriate. The collection and use of all personal information is guided by strict standards of
confidentiality.

The information you give may also be used by other helping agencies in the system, but first you
must agree to share the information before any sharing can occur.

BY SIGNING THIS FORM, I AUTHORIZE THE FOLLOWING:

1 authorize the partner agencies and their representatives fo share the following information
regarding my family and me. Tunderstand that this information is for the purpose of assessing our
needs for housing, utility assistance, food, counseling and/or other services. The information may
consist of the following:

» dentifying information {name, birthdate, gender, race, soclal security number, residential information,
education level, household information]

s Medical records {except HIV/AIDS diagnosis and drug and alcohol treatment), psychological records
and evaluations, vocational assessments, case manager’s recommendations and direct observations,
employment status, elc.

o Financial information {income verification, public assistance payments and allowances, food stamp
allotments, disability payments, etc.)

s HIV/AIDS diagnosis

o Substance abuse diaghoses, treatment plan, progress in treatment, discharge, etc,

{ UNDERSTAND THAT:

« Information | give concerning physical or mental health will be shared with other partner agencies {see
attached list of current participating agencies) to help identify needs.

¢ The pariner agencies have signed agreements to {reat my mformation in a professional and
confidential manner. I have the right to view the CoC’s HMIS privacy policy.

e Staff members of the partner agencies who will see my information have signed agreements
to maintain confidentiality regarding my information.

e The partner agencies may share non-identifying information about the people they serve with other
parties working to end homelessness.

* The release of my information does not guarantee that I will receive assistance.




¢ My refusal to authorize the use of my information dees not disqualify me from receiving
agsistance.

® This authorization will remain in effect unless I revoke it in wriling, and 1 may revoke
authorization at any time by signing a written staterent available at any partner agency.

e IfIrevoke my authorization, all information about me already in the database will remain, but
will become invisible to all of the partner agencies except for the agency that entered the data.

¢ I have the right to request information about the information maintained in the system for me.

The information that is collected in the HMIS database is protected by limiting access to the
database and by limiting with whom the information may be shared, in compliance with the
standards set forth, Every person and agency that is authorized to read or enter information into
the database has signed an agreement to maintain the security and confidentiality of the
information. Any person or agency that is found to violate their agreement may have their access
rights terminated and may be subject to further penalties.

[ ] I agree that information regarding myself, my family and my housing situation can be shared
among the Lackawanna County Continuum of Care HMIS providers.

[ ]I have given verbal permission to the intake worker to share my information among the
Lackawanna County Continuunm of Care HMIS Providers.

[ ] I agree that information regarding myself, my family and my housing situation can be shared
among the Lackawanna County Housing and Homeless Continuum of Care HMIS providers
except for the following:

Client Name {please print) Client Signature Date




List of Participating Agencies that Share Information
Catholic Social Services
Catherine MeAuley Center
Communify Intervention Center
Scranton Primary Health Care Center
St. Joseph's Center

United Neighborhood Centers




Lackawanna/Scranton Continuum of Care Data Quality Plan

The Lackawanna/Scranton Continuum of Care has developed a written policy and procedure
practice for entering data into the local Homeless Management Information System. The
purpose of this plan is to ensure accurate and complete information to report on the homeless
population being served by the PA-508 Continuum. All Continuum of Care agencies will adhere
to the protocol described to meet data quality requirements, This plan describes the timeliness,
completeness, accuracy, monitoring, incentives and enforcement policies to be followed.

Cornponents of a Data Quality Pign
1. Timeliness: The timeliness component of the data quality plan is docurnented to ensure that data
is accessible when needed and also to avoid any Incorrect data due to postponement of entering
universal and program specific elements,

Transitional Housing Programs
Entering Data: All Universal and Program Specific Data Elements will be entered into HMIS

within one week of intake

- Exiting Data: Clients will be exfted from HMIS within three working days after the client{s)
exited the program.
Al HUD Assessments will be updated annually.

Permanent Supportive Housing Programs
- Entering Data: All Universal and Program Specific Data Elements will be entered into HMIS

within one week of intake.

- Exiting Data: Clients will be exited from HMIS within three working days after the client{s)
exited the program.
AlTHUD Assessments will be updated annually.

ESG Programs:

Emergency Shefters - including Night-by-Night's (NBN's).

- Entering Data: All Universal and Prograr Specific Data Elements, including “Contact” & “Date
of Engagement”, will be entered into HMIS within two days of intake.

- Exiting Data: NBN's leaving without an exit interview will record "Exit Destination” as “No exit
interview completed”. All other shelters will exit clients within three working days after the
chient has exited the program.

- Anannual assessment will be conducted for all persons in a project for one year or more,

Prevention:
- Entering Data: All Universal and Program Specific Data Elements, including “Housing

Assessment at Exit” will be entered within 24 hours of receiving assistance.
- Re-evaluations/updates will be performed on prevention clients once every three months.

Rapid Re-housing:




- Entering Data: All Universal and Program Specific Data, including “Residential Move-In Date”
will be entered at project entry.

- Exiting Data: Client will be exited fror HMIS within three working days after exiting the
program.

- Alf assessments will be updated annually,

Chtreach:

- Entering Data: Qutreach projects will record every contact made with client in HMIS. All
Universal and Program Specific Data, including “Contact” & “Date of Engagement” will be
entered into HMIS at the point when the client has been engaged by the outreach worker,

- Fxiting Data: Client will be exited from HMIS after three months of no contact.

Support Services Only
- Entering Data: All Universal and Program Specific Data Elements will be entered into HMIS
within one week of intake
- Exiting Data: Client(s} will be exited from HMIS quarterly.

2. Completeness: The Continuum’s goal is to collect 100% accurate data. Comprehensive data
supplies the CoC with a clear picture of the clientele they are serving, fulfills funding/compliance
requirements and plays a vital role with future planning, However, the CoCunderstands that
collecting 100% of all data elements may not be possible in all cases and scenarios. The CoC has
established an acceptable range of unknown/don’t know/refused responses between 1 and 5%
for each data element. The CoC has agreed to estabiish a 0% allowable null/missing data for
universal elements because all elernents are a requirement in HMIS. {Please refer to data guudity
muonitoring tool for details on specific efements)

All data is completely and accurately entered into HMIS. The HMIS staff administrator runs monthly data
quality reports which are reviewed at the monthly CoC meetings. If corrections need to be made, staff
and agencies will have 10 working days to complete. If compliance has been achieved no changes should
be necessary,

Example: If the data element for veteran status is unknown for emergency shelters is 1% or less, the data
is complete and no changes need to be made. If veteran status is unknown for emergency shelters is
greater than 1%, the data is incomplete and needs to be corrected,

2.1 Completeness: All Clients Served — The PA-508 CoC must make sure that all clients being served are
entered into HMIS. If a program only enters some clients and not all clients, the data is not
representing our homeless population in the correct way. Therefore, 100% of all homeless residential
clients are to be entered into HMIS detailing the clients’ specific siftuations. 100% of all homeless
program participants will have the services data entered info HMIS.

2.2 Completeness: Bed Utilization Rates- Staff enters a client into HMIS and they are assigned to a
program until they are exited. Once a client Is exited, the bed or unit becomes free. The bed
yiilization rate is the # of beds occupied divided by the # of total beds. fa program has alow rate it
could mean that the facility was not full or it could mean that the clients were not entered properly.
High rates could mean that a program was over capacity on a given night or it could mean that clients
are not being exited, Programs are assigned a maximurn bed/unit capacity and should abide by those




rules unless there are unusual circumstances that can be explained. Staff must ensure that the

number of clients they are serving in any given program, matches the number of clients for that

program in HMIS,

3. Accuracy —Information entered into HMIS needs to accurately reflect any/ all of the people that
enter any of the homeless programs. Inaccurate or false data/information is worse than having
missing data. Agencies and staff should understand that it is better to enter nothing {or
preferable don’t know or refused) than to enter false information. To ensure correctness, data
entry errors/mistakes should be edited on a monthly basis. Data in HMIS must also match the
client file. Example: The date a client physically left the program should be the same in HMIS and
on client paperwork,

4. Consistency- Al data should be collected and entered on a consistent basis across all programs, If
data Is not collected and entered on a consistent basis, information may be lost or inaccurate. All
intake and data entry workers will complete an initial training before entering any information
into the live database. Definitions of specific data elements will also be available o as to ensure
staff is collecting the exact Information that funders are looking for. New agencies that join the
CoC as well as new staff will review this document as part of the HMIS Agency Agreement.

5. Monitoring-Monitoring will be conducted to ensure that HMIS data quality is valid. All HMIS
agencles are expected to meet the data quality benchmarks described on the monitoring tool.
HMIS data will be monitored on a monthly basis to quickly identify any issues. To ensure that
users understand the process of the data quality plan, the following protocol will be used from
month to month.

a.  HMIS end users should have all data entered into the system within one week of the
intake,

b. Data quality reports will be run by the 2™ Thursday of every month by the HMIS staff,

¢. Data quality reports will be reviewed by the HMIS sub-committee on a monthly basis,
either at an HMIS meeting or via e-mail.

d. Providers will have 10 working days from the time the sub-committee’s Data Quality
Report Is distributed to correct the data.

e. Brief overview of the progress of the data quality will be discussed at the following CoC
meeting after corrections have been made.

£ agencies fail to meet the data quality benchmarks even after the corrective period,
agencies will have to explain why they have not met these requirements and the CoC
shall take necessary actions as the members see fit.

6. Incentives and Fnforcement-
- Incentives: The Continuum of Care proposed that some incentives for timeliness,
completeness, accuracy, consistency of data are as follows:
o Agencies will have recognition at CoC Meetings
o Each Agency within the Continuum of Care is encouraged to come up with their own
incentives for their respective agencies,
- Enforcements: The Continuum of Care proposed that if agencies do not comply with this data
quality plan, the future funding of projects operated by that agency will be in jeopardy.




Domestic Violence Provider
Data Quality Plan
e The Lackawanna County Continuum of Care’s Domestic Viclence provider, in accordance with the
protocol and procedures set in place by the Lackawanna County CoC will adhere to the following
components of the Data Quality Plan;
o Timeliness ~

»  Emergency Shelter Programs: The DV provider will enter data into an HMIS
comparable database within 24 hours of intake

»  Transitional Housing Programs: The DV provider will enter data into an HMIS
comparable database within one week of intake

o Completeness -

«  The DV provider will collect 100% of data elements unless an individual being
served reports an unknown, don’t know or refusal element. In that instance, the
DV provider will stay within the 1 and 5% compliance.

»  100% of all homeless participants served through the DV provider will be entered
into the HMIS comparable database.

»  The DV Provider will ensure that the number of participants they are serving in a
program match the number of participants for that specific program in Housing
index as reported to the CoC..

o Accuragy -

» Information entered into the DV providers HMIS comparable database will reflect
any/all of the individuals that enter any of the homeless programs. Data in the
HMIS comparable database will be the same as the data in the participants file.

o Consistency —

»  The DV provider will collect and enter all data on a consistent basis across all
programs, The provider will ensure that all data entry workers complete training
on the HMIS comparable database prior to entering any information into the
database. A document that outlines basic information needed for the accurate
collection of information will match intake forms,

o Monitoring — ' _

= The DV provider will strive to meet the data quality benchmarks as described on
the monitoring tool and will follow the protocol as outlined in the Data Quality
pian.




PA-508 HMIS GOVERNANCE CHARTER

Updated on 11/4/2015

Governance HMIS Sub- CoC Responsibilities HMIS Lead HMIS User
Model Committee Responsibilities Responsibilities

HMIS Sub- *Membership: *Ensures active *Oversees the * Provides

Committee | -CoC representatives | membership of day-to-day recommendations
-HMIS lead agency governing administration of | on use of software
staff committee. HMIS system * Reviews APR’s
-Participating Agency | * Reviews reporting | *Provides for accuracy
staff *Monitors HMIS technical * Follow data
*At least bi-monthly | Lead agency and assistance to quality plan
meetings participating participating
*Makes Final agencies for agencies
decisions on: compliance *Provides training
- Planning *Ensures agencies | on software,
- Participation are collecting all *Reviews data
- Coordination of necessary data guality and
data * Ensures agency reports to the CoC
- Policies and participation and governing
Procedures *Ensures accuracy | committee.
- Determination of of AHAR *Ensures that the
software company *Ensures accuracy | software is able to
-Growth of HMIS of COCNOFA produce the
*Protects rights and reporting that is
privacy of clients required to
*Monitors data funders.
quality
*Directs HMIS
administrator

CoC Lead N/A *Membership: *Also the HMIS * Provides

Agency -CoC Lead agency recommendations

representatives
-HMIS lead agency
staff

-Housing Coalition
Staff

-Agancy staff
*Regular monthly
meetings

*Makes Final
decisions on:

- Planning

*Responds to CoC
instruction

*Oversees the
day-to-day
administration of
HMIS systemn
*Provides
technical
assistance to

on use of software
* Reviews APR’s
for accuracy

* Follow data
quality plan




- Participation

- Coordination of
data

- Policies and
Procedures

- Determination of
software company
-Growth of HMIS
*Protects rights
and privacy of

participating
agencies
*Provides tralning
on software.
*Reviews data
guality and
reports to the CoC
and governing
committee,
*Ensures that the

clients software is able to
*Monttors data produce the
guality reporting that is
*provides training | required to
on ethics and client | funders.
confidentiality
HMIS Sub- Serves as a liaison Membership: *Responds to CoC | * Provides
Cormnmittee between CoC and -CoC instruction recommendations
HMIS Lead Agency. representatives *Oversees the on use of software
*Membership: -HMIS lead agency | day-to-day * Raviews APR's
-CoC staff administration of | for accuracy
representatives -Housing Coalition | HMIS system * Eollow data
- HMIS Lead Agency | Staff *Provides quality plan
Staff -Agency staff technical
- Participating *Regular monthly assistance Lo
Agency Staff, meelings participating
*At least bi-monthly | *Makes Final agencies
meetings decisions on: *Provides tralning
*Makes - Planning on software.
recommaendations to | - Participation *Reviews data
HMIS Lead Agency - Coordination of quality and
and CoCom data reports to the CoC
-Planning - Policles and and governing
-Participation Procedures committee.
~Coordination of - Determination of | *£nsures that the
data software company | software is able to
-Policies and *Supports and produce the
Procedures protects the rights | reporting thatis
-Determination of and privacy of required to
software company clients funders.
*Drotects rights and | *Monitors data
privacy of clients guality

*Ensures dala
quality

*Ensures active
representation on
the HMIS Sub-
cominittee




*Supports HMIS by
providing funding







November 13, 2015

Shannon Quinn-Sheeran

Director of Program Analysis and Data Quality
United Neighborhood Centers

425 Alder Street

Scranton, PA 18505

Dear Shannon,

I am writing to confirm that Scranton Housing Authority has a general preference for individuals and
families experiencing homelessness for both the Public Housing and Housing Choice Voucher Programs.

Sincerely,

)‘ '"‘)’// .
k“%/wﬁ,o (()v» vz ‘«"/Q/vwl"v

Mary~Ahn Kochanski

Administrative Assistant of Operations
Scranton Housing Authority

400 Adams Avenue

Scranton, PA 18510




400 ADAMS AVENUE
SCRANTON, PA. 18510

QUESTIONNAIRE FOR PREFERENCE

PUBLIC HOUSING

DATE:

The Scratiton Housing Authority will give priority in the selection of applicants from the
public housing waiting list in the following order, Please check the preference that applies to your situation.

Office
Use Only
Wt
___Applicant who is involuntarily displaced from his/her home as a result of fire, disaster or government action. 8
___ Single or two parent liouschold who resides in the City of Scranton where the head of househiold or spouse T
works or has been hired to work in the City of Scranton. Head of household or spouse must be employed a
minimum of 30 hours per week.
___ Head of household or spouse or sole member who is 62 years of age or older, or who receives Social Security, 7
SSI or any benefits resulting from an individual’s inability to work will be counted as the ecuivaleént to the
second preference, i

Head of household or spouse that has graduated from an education and/or training program that is designed to 6
prepare individuals for the job market

Applicant who is a victim of domestic violence,

- . L3
l Applicant who is homeless, ' 4
— App]icant living in substandard housing, 3
- App]icant paying more than 50% of income for rent. 2
__ No preference 1

All applicants will be selected by date and time of application according to the criteria herein
stated.

Applicant must verify preference based on current status at initial lease up.

DATE SIGNATURE




Housing Authority of the County of Lackawanna
Administrative Office: 2019 West Pine Street, Dunmore, Pennsylvania 18512
(570) 342-7629  FAX: (570) 342-5756 E-Mail: hacl5 @comcast.net

November 16, 2015

Michael J. Hanley

Chief Executive Officer
United Neighborhood Centers
425 Alder Street

Scranton, PA 18505

Dear Mike,

['am writing to confirm that Housing Authority of the County of Lackawanna has a general preference for
individuals and families experiencing homelessness for the Public Housing,

Sincerely,

Jim Dartt

Executive Director

Housing Authority of the County of Lackawanna
2019 W, Pine Street

Dunmore, PA 18512

@ Housing Authority of the County of Lackawanna

EQUAL HOUSING
OPPORTUNITY







HMIS Memorandum of Understanding

Scranton/Lackawanna County CoC and United Neighborhood Centers
Effective November 2015

United Neighborhood Centers (UNC) will:

e Oversee and coordinate all aspects of Scranton/Lackawanna County CoC’s HMIS Project

implementation and development;

Serve as the primary contact with the SLCCoC’s HMIS vendor (ClientTrack);

Monitor ClientTrack’s performance under their contract with UNC;

Provide ongoing training and technical support on the use of ClientTrack;

Oversee system administration, especially as it relates to external security protocols;

Review data quality and report to CoC and HMIS governance committee;

Provide ongoing support, training, technical assistance to and function as a resource to the

local Security Officers and ClientTrack users.

e Provide CoC with information needed from HMIS for the completion of the HUD NOFA. In
addition, UNC will provide CoC with information needed for their Housing Inventory Charts.

The Continuum of Care will:

Ensure active membership of HMIS governance committee.

Review reporting

Monitor UNC as HMIS lead agency and contributing HMIS organizations (CHOs) for compliance.
Ensure CHOs are collecting all necessary data in the correct format

Ensure accuracy of AHAR

Ensure accuracy of CoC NOFA data

Contributing HMIS Organizations (CHOs) will:

Regularly attend HMIS Governance Committee meetings.

Review and correct data quality issues found on monthly report.

Follow Data Quality Plan

Work with CHO users to develop action plans to get to acceptable levels of data quality, and to
make HMIS a useful tool for their community.

HMIS Governance Committee will:

Make final decisions on: planning, participation, policies & procedures, determination of software
company, and growth of HMIS

Monitor Data Quality

Direct the HMIS administrator




HMIS Memorandum of Understanding

Scranton/Lackawanna County CoC and United Neighborhood Centers
Effective November 2015

By signing below | agree to the stipulations of this Memorandum of Understanding.

Chief Executive Offlcer Uni eighborhood Centers

Signature e _ Date_/f /b~ 5
Print Name //cgm, }a:«\

CoC Chair

CoC Chair Signature 4 /JW %L«Date 7l // 6 //—5

Print Name and Title Se. Susan 74@ G/z,'m4 / Doe. ot 7307\7 P
Name of Agency Cathoire M M%, &%to
Mailing Address %30 T, s fon Au&' Seranten PA 18505

Email Lu»,c/z/'s@ <.s '{(er‘sa‘]c/%{/w-@g

HMIS Systymmlstrator
Signature .2 é/"?wm;/;zou;jb\" ﬁw Date %( o_)’g (

Print Name<>)%/¥nm>n Oﬁlﬂm/Vc:(i/{,//A/




Scranton/Lackawanna County Continuum of Care
Policies and Procedures
ARTICLE XII: PROCESS FOR MONITORING OUTCOMES OF ESG RECIPIENTS

ESG Recipients will provide the CoC with a copy of all ESG sub recipient executed contracts
within 10 business days of execution in order to maintain an accurate inventory of assistance
available for the Coordinated Assessment System and set up of ESG program and reporting tools
in the HMIS system.

The HMIS Lead will cooperate with ESG Recipients in providing needed performance or client
HMIS information. The CoC Collaborative Applicant will conduct at least a biannual monitoring
of ESG recipients to ensure data quality and annual monitoring to evaluate program outcomes.

The CoC Collaborative applicant will provide ESG Recipients with required Consolidated
Action Plan and CAPER data.

ARTICLE XIII: CoC Program Rapid Rehousing Rental Assistance

Rapid Rehousing Permanent Housing Projects are designed to provide flexible programming that
will expedite a household’s ability to become self-sufficient through time-limited rental subsidy
programs. Per 24 CFR part 578.37(a)(1)(ii), the CoC will establish annually priority populations
to receive Rapid Rehousing assistance consistent with HUD Continuum of Care Program NOFA
requirements and in response to analysis of point in time count and housing inventory and unmet
needs reports.

The CoC will establish a Rapid Rehousing Rental Assistance Subsidy Policy to determine the
amount or percentage of rent each program participant must pay and the maximum amount or
percentage of rental assistance that a program participant may receive.

The CoC will also establish a Rapid Rehousing Rental Assistance Subsidy Policy to determine
the maximum number of months that a program participant may receive rental assistance, the
maximum number of times that a program participant may receive rental assistance, and the
extent to which a program participant must share the cost of rent.

Program Participants may participate in a Rapid Rehousing Program a maximum of two times
over a 24 month period including participation in an ESG Rapid Rehousing Program. Eligibility
for frequency of participation will be determined by the Coordinated Assessment System review
of client service history recorded in the HMIS and through consultation with any domestic
violence Rapid Rehousing program.

ARTICLE XVIII: RATING AND RANKING CRITERIA

The CoC has developed a Rating and Ranking Policy. Please refer to this document for the
process whereby projects are evaluated and ranked for the annual NOFA process.



ARTICLE XVI: MID-TERM PROGRAM EVALUATION POLICY

The Collaborative Applicant will provide midterm project evaluations of CoC Program projects
to measure individual Project progress in achieving goals established in the CoC Program
Application and the Recipient Agency Project Application. This evaluation assistance will be
performed six months after the NOFA competition ends.

ii. The Collaborative Applicant will review an Annual Performance Report from the HMIS
system. They will evaluate: progress in achieving project goals; contributions to meeting CoC
level performance goals; and areas of concern for improvements. Examples of areas of concern
include missing data elements within HMIS, data inconsistent with agency targets as outlined in
the project’s application, or significant shortfalls in CoC level performance benchmarks.

iii. The Collaborative Applicant will share findings with the Executive Director or designee of
the Recipient Agency. Technical assistance will be provided upon request of the agency or as
determined needful by the Collaborative Applicant. Technical assistance may include:

a) Review of client roles for accurate enroliment and exit documentation (as allowable by law)
b) Supplemental HMIS training

c) Review of project spending

ARTICLE XV: WRITTEN STANDARDS FOR ADMINISTERING ASSISTANCE

Use of Supportive Services Funds for Health, Mental health and Substance Abuse Services
Issue: What activities are eligible?

These supportive services are:
e linked to an assessment that identifies the need for the services related to obtaining and
maintaining housing,
e provided by a licensed medical professional, and
e fall into one of the regulatory categories below

Health:

* Providing an analysis or assessment of an individual‘s health problems and the development of
a treatment plan;

* Assisting individuals to understand their health needs;
* Providing directly or assisting individuals to obtain and utilize appropriate medical treatment;

* Preventive medical care and health maintenance services, including in home health services
and emergency medical services;



* Provision of appropriate medication;

* Providing follow-up services; and

* Preventive and non-cosmetic dental care.
Mental health:

* Direct outpatient treatment of mental health conditions that are provided by licensed
professionals.

* Crisis interventions
* Counseling; individual, family, or group therapy sessions;

* Prescription of psychotropic medications or explanations about the use and management of
medications; and

* Combinations of therapeutic approaches to address multiple problems.

Substance abuse:

* Program participant intake and assessment

* Qutpatient treatment, group and individual counseling, and

* Drug testing

* Inpatient detoxification and other inpatient drug or alcohol treatment are ineligible.
Vacancies.

If a unit assisted under this section is vacated before the expiration of the lease, the assistance for
the unit may continue for a maximum of 30 days from the end of the month in which the unit
was vacated, unless occupied by another eligible person. No additional assistance will be paid
until the unit is occupied by another eligible person. Brief periods of stays in institutions, not to
exceed 90 days for each occurrence, are not considered vacancies.

According to the Interim Rule: The recipient or sub recipient must provide leasing assistance
funds as set forth in 8578.49. Occupancy agreements and subleases are required as specified in §
578.77(a).

COORDINATED ASSESSMENT

The CoC has chosen to use the No Wrong Door Approach in regards to the Coordinated
Assessment System whereby a client could come to any of the CoC’s seven participating



agencies and receive the same needs assessment for the purpose of identifying potential
diversion resources and/or the level of housing need for the individual or family. This system
eliminates the need for households to go from agency to agency telling the same story, and will
lead to the appropriate referral for services or housing program. Please see the CoC document,
Coordinated Assessment Policy and Procedures for more detail.

The CoC shall adopt the provisions and requirements set out in HUD Notice CPD -14 -

012 for the

Prioritizing Persons Experiencing Chronic Homelessness and Other Vulnerable Homeless Person
s in Permanent Supportive Housing and Recordkeeping Requirements for Documenting Chronic
Homeless

Status as the baseline written standards for operations of the CoC Coordinated Assessment Syste
m.

As Notice CPD-14-012 states: For CoC Program-funded PSH that is dedicated or prioritized for
persons experiencing chronic homelessness, the following order of priority is strongly
encouraged:

(a) First Priority—Chronically Homeless Individuals and Families with the Longest
History of Homelessness and with the Most Severe Service Needs. A chronically
homeless individual or head of household as defined in 24 CFR 578.3 for whom both of
the following are true:

i. The chronically homeless individual or head of household of a family has been
homeless and living in a place not meant for human habitation, a safe haven, or in
an emergency shelter for at least 12 months either continuously or on at least four
separate occasions in the last 3 years, where the cumulative total length of the
four occasions equals at least 12 months; and

ii. The CoC or CoC Program recipient has identified the chronically homeless
individual or head of household, who meets all of the criteria in paragraph (1) of
the definition for chronically homeless, of the family as having severe service
needs

(b) Second Priority—Chronically Homeless Individuals and Families with the Longest
History of Homelessness. A chronically homeless individual or head of household, as
defined in 24 CFR 578.3, for which both of the following are true:

i. The chronically homeless individual or head of household of a family has been
homeless and living in a place not meant for human habitation, a safe haven, or in
an emergency shelter for at least 12 months either continuously or on at least four
separate occasions in the last 3 years, where the cumulative total length of the
four occasions equals at least 12 months; and,

ii. The CoC or CoC program recipient has not identified the chronically homeless
individual or the head of household, who meets all of the criteria in paragraph (1)



of the definition for chronically homeless, of the family as having severe service
needs.

(c) Third Priority—Chronically Homeless Individuals and Families with the Most Severe
Service Needs. A chronically homeless individual or head of household as defined in 24
CFR 578.3 for whom both of the following are true:

i. The chronically homeless individual or head of household of a family has been
homeless and living or residing in a place not meant for human habitation, a safe
haven, or in an emergency shelter on at least four separate occasions in the last 3
years, where the total length of those separate occasions equals less than one year;
and

ii. The CoC or CoC program recipient has identified the chronically homeless
individual or the head of household, who meets all of the criteria in paragraph (1)
of the definition for chronically homeless, of the family as having severe service
needs.

(d) Fourth Priority—All Other Chronically Homeless Individuals and Families. A
chronically homeless individual or head of household as defined in 24 CFR 578.3 for
whom both of the following are true:

I. The chronically homeless individual or head of household of a family has been
homeless and living in a place not meant for human habitation, a safe haven, or in
an emergency shelter for on at least four separate occasions in the last 3 years,
where the cumulative total length the four occasions is less than 12 months; and

ii. The CoC or CoC program recipient has not identified the chronically homeless
individual or the head of household, who meets all of the criteria in paragraph (1)
of the definition for chronically homeless, of the family as having severe service
needs.

Housing First

Housing First is an approach in which housing is offered to people experiencing homelessness
without preconditions (such as sobriety, mental health treatment, or a minimum income
threshold) or service participation requirements and in which rapid placement and stabilization in
permanent housing are primary goals. PSH projects that use a Housing First approach promote
the acceptance of applicants regardless of their sobriety or use of substances, completion of
treatment, or participation in services. HUD encourages all recipients of CoC Program-funded
PSH to follow a Housing First approach to the maximum extent practicable.

Notice CPD 14-012 states that Projects that claimed to be Housing First in the 2013 NOFA must
practice Housing First for both the FY 2013 and FY 2014 operating years. As follows, if a
project has identified as practicing housing first for the FY 2015 operating year, it must practice
that policy for the FY 2015 operating year.
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(does not include Admin)		Are you requesting Admin Costs that exceed FY2014 award?		Administrative Costs Requested		Calculated Administrative Costs Allowed                                                                                                                                                                                                                                                                                                                                                               		Total ARA                                                                                                                                                                                                                                                                                                                                                                                                 		Is the project Leasing a structure?		Housing Assistance Type                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                (select from drop-down)		Was a lease provided to the FO for units, structures?                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                    (select from drop-down)		Has the project been included in a HUD approved consolidation?                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                 (select from drop-down)                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                            (if yes, explain why in Comments)   		Project Applicant/CoC
Comments		Field Office
Comments		Desk Officer
Comments																																																																																																												Field Office		CoC Number		CoC Name		S+C Admin Formula		SHP Admin Formula		CoC Admin Formula		Current Admin Formula

		1		Catherine McAuley Center		Permanent Supportive Housing		PA0201L3T081407		1		6/30/16		CoC		PH		$0		$57,500		$0		$72,462		$5,486		$0		$6,499		0		0		8		0		0		0		0		0		8		$141,947		No		No		N/A		$57,500		$0		$72,462		$5,486		$0		0		0		8		0		0		0		0		0		8		$135,448		No		$6,499		$6,499		$141,947		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		6499		6499		6499		4.80%

		2		Catherine McAuley Center		Transitonal Housing Program		PA0379L3T081406		1		6/30/16		CoC		TRA		$0		$66,912		$0		$37,383		$2,625		$0		$2,800		0		0		2		5		3		0		0		0		10		$109,720		Yes		No		N/A		$0		$66,912		$40,008		$0		$0		0		0		2		5		3		0		0		0		10		$106,920		No		$2,800		$2,800		$109,720		No		Rental Assistance-TRA		No		No		Leases will be provided upon approval of transfer of funds from leasing to rental assistance.  Changing Component from TH to PH-RRH		This grant is changing component  from TH to PH:RRA																																																																																																														Philadelphia		PA-508		Scranton/Lackawanna County CoC		2800		2800		2800		2.62%

		3		Catherine McAuley Center		Permanent Supportive Housing #2		PA0631L3T081401		1		3/31/16		CoC		PH		$0		$70,876		$0		$94,780		$25,440		$0		$12,993		0		0		0		2		4		1		0		0		7		$204,089		No		No		N/A		$70,876		$0		$94,780		$25,440		$0		0		0		0		2		4		1		0		0		7		$191,096		No		$12,993		$12,993		$204,089		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		12993		12993		12993		6.80%

		4		Catholic Social Services of the Diocese of Scranton, Inc.		Permanent Supportive Housing 2		PA0198L3T081404		1		1/31/16		CoC		PH		$0		$39,175		$0		$15,064		$27,094		$0		$5,431		0		0		5		0		0		0		0		0		5		$86,764		No		No		N/A		$39,175		$0		$15,064		$27,094		$0		0		0		5		0		0		0		0		0		5		$81,333		No		$5,431		$5,431		$86,764		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		5431		5431		5431		6.68%

		5		Catholic Social Services of the Diocese of Scranton, Inc.		CSS PSHP #1		PA0376L3T081406		1		6/30/16		CoC		PH		$0		$55,116		$0		$50,741		$6,148		$0		$7,598		0		0		8		0		0		0		0		0		8		$119,603		No		No		N/A		$55,116		$0		$50,741		$6,148		$0		0		0		8		0		0		0		0		0		8		$112,005		No		$7,598		$7,598		$119,603		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		7598		7598		7598		6.78%

		6		Catholic Social Services of the Diocese of Scranton, Inc.		CSS St James Manor SHP		PA0377L3T081406		1		1/31/16		CoC		TH		$0		$0		$0		$34,041		$1,742		$0		$2,693		0		0		12		4		0		0		0		0		16		$38,476		N/A		No		N/A		$0		$0		$34,041		$1,742		$0		0		0		12		4		0		0		0		0		16		$35,783		No		$2,693		$2,693		$38,476		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		2505		2693		2693		7.53%

		7		Catholic Social Services of the Diocese of Scranton, Inc.		CSS VA-SRO		PA0378L3T081406		1		10/31/16		CoC		TH		$0		$0		$0		$47,396		$79,885		$0		$9,580		8		0		0		0		0		0		0		0		8		$136,861		N/A		No		N/A		$0		$0		$47,396		$79,885		$0		8		0		0		0		0		0		0		0		8		$127,281		No		$9,580		$9,580		$136,861		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		8910		9580		9580		7.53%

		8		Catholic Social Services of the Diocese of Scranton, Inc.		VA-PSHP Lackawanna		PA0518L3T081402		1		5/31/16		CoC		PH		$0		$57,596		$0		$20,006		$5,565		$0		$5,571		0		0		8		0		0		0		0		0		8		$88,738		No		No		N/A		$57,596		$0		$20,006		$5,565		$0		0		0		8		0		0		0		0		0		8		$83,167		No		$5,571		$5,571		$88,738		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		5571		5571		5571		6.70%

		9		Scranton Primary Health Care Center, Inc.		SPHCC Caring for People in Transitional Living		PA0380L3T081406		1		3/31/16		CoC		SSO		$0		$0		$0		$49,472		$0		$0		$3,724		0		0		0		0		0		0		0		0		0		$53,196		N/A		No		N/A		$0		$0		$49,472		$0		$0		0		0		0		0		0		0		0		0		0		$49,472		No		$3,724		$3,724		$53,196		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		3463		3724		3724		7.53%

		10		St. Joseph's Center		St. Joseph's Mother Infant Program 2014		PA0381L3T081406		1		7/31/16		CoC		TH		$0		$0		$0		$71,180		$29,148		$0		$0		0		0		5		0		0		0		0		0		5		$100,328		N/A		No		N/A		$0		$0		$71,180		$29,148		$0		0		0		5		0		0		0		0		0		5		$100,328		No		$0		$0		$100,328		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		0		0		0.00%

		11		The Community Intervention Center of Lackawanna County		Shelter Me Safe Haven		PA0199L3T081404		1		12/31/16		CoC		SH		$0		$0		$0		$101,900		$37,137		$0		$6,994		0		0		4		0		0		0		0		0		4		$146,031		N/A		No		N/A		$0		$0		$101,900		$37,137		$0		0		0		4		0		0		0		0		0		4		$139,037		No		$6,994		$6,994		$146,031		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		6994		6994		6994		5.03%

		12		The Community Intervention Center of Lackawanna County		CIC Permanent Supportive Housing #1		PA0375L3T081406		1		6/30/16		CoC		PH		$0		$62,800		$0		$61,000		$16,272		$0		$8,695		0		0		8		0		0		0		0		0		8		$148,767		No		No		N/A		$62,800		$0		$61,000		$16,272		$0		0		0		8		0		0		0		0		0		8		$140,072		No		$8,695		$8,695		$148,767		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		8695		8695		8695		6.21%

		13		The Community Intervention Center of Lackawanna County		CIC Permanent Supportive Housing #2		PA0448L3T081404		1		11/30/16		CoC		PH		$0		$47,100		$0		$41,328		$15,704		$0		$6,408		0		0		6		0		0		0		0		0		6		$110,540		No		No		N/A		$47,100		$0		$41,328		$15,704		$0		0		0		6		0		0		0		0		0		6		$104,132		No		$6,408		$6,408		$110,540		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		6408		6408		6408		6.15%

		14		United Neighborhood Centers of Northeastern Pennsylvania		UNC Family Reunification Housing Program		PA0197L3T081405		1		11/30/16		CoC		TH		$0		$74,400		$0		$47,897		$32,109		$0		$10,808		0		0		0		1		7		0		0		0		8		$165,214		No		No		N/A		$74,400		$0		$47,897		$32,109		$0		0		0		0		1		7		0		0		0		8		$154,406		No		$10,818		$10,808		$165,214		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		10808		10818		10808		7.00%

		15		United Neighborhood Centers of Northeastern Pennsylvania		Homeless Management Information Systems (HMIS)		PA0200L3T081407		1		6/30/16		CoC		HMIS		$0		$0		$0		$0		$0		$55,387		$4,169		0		0		0		0		0		0		0		0		0		$59,556		N/A		No		N/A		$0		$0		$0		$0		$55,387		0		0		0		0		0		0		0		0		0		$55,387		No		$4,169		$4,169		$59,556		N/A		N/A		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		3877		4169		4169		7.53%

		16		United Neighborhood Centers of Northeastern Pennsylvania		UNC Permanent Supportive Housing #1		PA0382L3T081406		1		6/30/16		CoC		PH		$0		$62,800		$0		$62,240		$15,107		$0		$8,716		0		0		8		0		0		0		0		0		8		$148,863		No		No		N/A		$125,600		$0		$106,640		$56,195		$0		0		0		16		0		0		0		0		0		16		$288,435		No		$17,638		$17,638		$306,073		No		Leasing		N/A		Yes		Admin amount exceeds previous award because of consolidation of grants.  Total does not exceed the sum of the 2 admin amounts.  This is surviving grant.		This is the surviving grant and will be consolidated with PA0383L3T081406.  The consolidation will be completed for the 2014 grant  prior to announcement of 2015 awards. Please correct the Admin costs allowed to $17,638 in column AT - the combined amount between the two grants.																																																																																																														Philadelphia		PA-508		Scranton/Lackawanna County CoC		17638		11519		8716		6.22%

		17		United Neighborhood Centers of Northeastern Pennsylvania		UNC Permanent Supportive Housing #2		PA0383L3T081406		1		8/31/16		CoC		PH		$0		$0		$0		$0		$0		$0		$0		0		0		0		0		0		0		0		0		0		$0		No		No		N/A		$0		$0		$0		$0		$0		0		0		0		0		0		0		0		0		0		$0		No		$0		$0		$0		No		Leasing		N/A		Yes		terminating		This is the terminated grant that will be consolidated with PA0382L3T081406.  The consolidation will be completed for the 2014 grant  prior to announcement of 2015 awards.																																																																																																														Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		0		0		0.00%

		18		United Neighborhood Centers of Northeastern Pennsylvania		Permanent Supportive Housing for Families #1		PA0581L3T081403		1		9/30/16		CoC		PH		$0		$90,538		$0		$52,240		$68,108		$0		$12,671		0		0		0		2		6		0		0		0		8		$223,557		No		No		N/A		$90,538		$0		$52,240		$68,108		$0		0		0		0		2		6		0		0		0		8		$210,886		No		$12,671		$12,671		$223,557		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		12671		12671		12671		6.01%

		19		United Neighborhood Centers of Northeastern Pennsylvania		Permanent Supportive Housing for Families #2		PA0656L3T081401		1		10/31/16		CoC		PH		$0		$102,142		$0		$80,256		$18,424		$0		$14,601		0		0		0		7		3		0		0		0		10		$215,423		No		No		N/A		$102,142		$0		$80,256		$18,424		$0		0		0		0		7		3		0		0		0		10		$200,822		No		$14,601		$14,601		$215,423		No		Leasing		N/A		No																																																																																																																		Philadelphia		PA-508		Scranton/Lackawanna County CoC		14058		14601		14601		7.27%

		20		Women's Resource Center, Inc.		WRC Transitional Housing and Legal Advocacy for Battered Women		PA0202L3T081407		1		6/30/16		CoC		TH		$0		$34,932		$0		$87,530		$0		$0		$6,289		0		0		1		4		0		0		0		0		5		$128,751		Yes		No		N/A		$15,900		$26,460		$80,102		$0		$0		0		0		1		4		0		0		0		0		5		$122,462		No		$6,289		$6,289		$128,751		No		Leasing		N/A		No		Leases will be provided upon approval of transfer of funds from leasing to rental assistance.  All changes have been CoC approved pending field office approval.		Grantee is requesting ability to administer both leasing and rental assistance via a waiver. Additional guidance  will be provided HQ. 																																																																																																														Philadelphia		PA-508		Scranton/Lackawanna County CoC		6289		6289		6289		5.14%

		21																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		22																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		23																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		24																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		25																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		26																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		27																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		28																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		29																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		30																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		31																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		32																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		33																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		34																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		35																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		36																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		37																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%

		38																																														0		$0																																		0		$0		No				$0		$0																																																																																																																										Philadelphia		PA-508		Scranton/Lackawanna County CoC		0		ERROR:#DIV/0!		ERROR:#DIV/0!		0.00%
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Rental Assistance Worksheet

								Rental Assistance Budget Worksheet



								Please click on the link provided below to obtain 2015 FMR amounts.  

												2015 FMRs

				Project Name:				WRC Transitional Housing and Legal Advocacy for Battered Women

				Project Number:				PA0202L3T081407

				Rental Assistance:				$26,460





				County/FMR Area:				Lackawanna County



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms				3		x		$735		x		12		=		$26,460



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0																8																						125600				106640		56195								16																		17638

												8/30/16																								8																						0				0		0								0																		0

				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				3										=		$26,460





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





				County/FMR Area:



				Size of Units				# of Units				FMR/Actual Rent				# of Months				Total Budget



				SRO						x				x		12		=		$0



				0 Bedroom						x				x		12		=		$0



				1 Bedroom						x				x		12		=		$0



				2 Bedrooms						x				x		12		=		$0



				3 Bedrooms						x				x		12		=		$0



				4 Bedrooms						x				x		12		=		$0



				5 Bedrooms						x				x		12		=		$0



				6+ Bedrooms						x				x		12		=		$0



				Total				0										=		$0





http://www.huduser.org/portal/datasets/fmr/fmrs/docsys.html&data=fmr15

