[bookmark: _GoBack]Street Outreach Workflow

IMPORTANT PREREQUISITE NOTICE
This workflow requires that users have a FIRM understanding of the ClientPoint Module as well as the basic ServicePoint functionality. Individuals who are either new to the system or are unfamiliar with any aspect of those things mentioned above MUST complete the appropriate prerequisite training before continuing. Please see www.mihomeless.org for more information.


IMPORTANT INFO:
To record a contact in HMIS requires that a client record be established. It is understood that street outreach workers may not be able to obtain all the information necessary to complete the entire client record at the point of first contact. As such, staff may record a project entry with limited information about the client and improve on the accuracy and completeness of client data over time by editing data in the HMIS record. The initial entry may be as basic as the project entry date (i.e. date of initial contact), a “made-up” name (e.g.
Redhat Tenthstreetbridge) that would be identifiable for retrieval by the worker in the system, and gender.
It is expected that information will be obtained over time as the street outreach worker builds a rapport with the client As new information is obtained, it must be entered into HMIS or edited for accuracy (e.g. replacing ‘Redhat” with “Robert”). Data quality reporting is not relevant until the client becomes ‘Engaged’ in services. Once this occurs, ALL required data elements should be completed.
Creating a Client Record/Program Entry in HMIS


1. Select the Street Outreach provider page using Enter Data As (if necessary)

2. Use Back Date function to record data captured on a previous date (if necessary).

3. Search for Existing Client (Add New Client Only When Necessary)
· If the client’s name is unknown at the point of initial contact, use a “made-up” name (e.g. Redhat Tenthstreetbridge). When the correct name is obtained, edit the record for accuracy (e.g. replacing Redhat with “Robert”).

· IMPORTANT!!! If a fictitious name is used to create the record, DO NOT enter a client DOB until the client’s actual name obtained and updated in the system. This will help ensure the unduplication of clients in the statewide homeless count.

· IMPORTANT!!! When replacing the fictitious name with the client’s actual name, it is important to do a search in HMIS to see if another record already exists for the client. If there is more than one record in the system for the client, contact your System Administrator to request that the records be merged.

· IMPORTANT!!! Make sure to document the client’s HMIS ID number so you can locate the record in the future!!!

[bookmark: -_IF_you_have_the_client’s_SSN_add_that_]-	IF you have the client’s SSN add that information, otherwise enter ‘Data Not Collected’ in the SSN Data Quality field on the Client Search Screen. A System Administrator may enter this information at a later date.

4. [bookmark: 4._Edit_any_existing_Household_Informati]Edit any existing Household Information (**if applicable) – See ‘Household Addendum’ for more information.
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5. Add electronic ROI to enable internal sharing. If the client has not signed an HMIS ROI: Verify that the client record is locked to all External Providers. (Lock record, if necessary) – See ‘Securing Client Records Addendum’ for more information.
NOTE: If the client was already in the system and you are working on a record that was created by another agency, the system will not allow you to lock the record. If the lock is green/open, it means the client already gave consent to another agency to have his/her basic client information shared on the client search screen. All other parts of the record should be locked down accordingly (e.g. red/closed locks). If this is not the case, contact your Agency Administrator before proceeding.

When creating a new client record AND the client has not signed an HMIS ROI, verify that the client record is closed to all external providers by looking at the lock next to the client name (at the top of the screen). The lock should be RED as seen below. When you click on the lock, you should only see your internal sharing group or internal agency pages listed.

6. Client Profile Tab - Click the edit pencil next to Client Record to record Name Data Quality, Also, answer U.S. Military Veteran question (if client is 18 or older) and the information is known and the data was not already entered on the client search screen when the record was created.

7. Add Entry/Exit

8. Click on the edit pencil next to the Entry Date:
· Entry/Exit Type= ‘HUD’
· Entry Date = Date of First Contact

9. Save and Continue. Screen will refresh.

10. Complete as much of the MSHMIS Street & Shelter Intake as possible.

11. Record the Initial Contact, Location and Date information in the Outreach Subassessment
Contacts: A street outreach project is expected to record every contact made with each client in HMIS. A contact is defined as an interaction between a worker and a client designed to engage the client. Contacts may include activities such as a conversation between the worker and client about the client’s well-being and needs, an office visit to discuss their housing plan, or a referral to another community service.
Engagement: An engagement date is the date when an interactive client relationship results in a deliberate client assessment or beginning of a case plan. The date of engagement should be entered into HMIS at the point when the client has been engaged by the outreach worker. This date may be on or after the project entry date and must be prior to the project exit. If the client exits without becoming engaged, the engagement date should be left blank. If the client was contact on the date of engagement, a contact must also be entered for that date.
IMPORTANT!!! DO NOT complete the Date of Engagement field until the client the actually becomes engaged in services.
Documenting Services Transactions

12. Click the Service Transactions tab
13. Add Service Transactions, if applicable (spread to all HH members) 
· Start Date = Start of Service. End Date = Same as Start Date.
· Service = Varies based on services provided. 

14. Complete the Need Information (i.e. Need Status, Outcome of Need, If Need Not Met Reason) accordingly.

Updating HMIS Record While Client is Receiving Services

**Continue to maintain client record while client is receiving services**

This may include:
· Entering/updating various data elements (e.g. assessment questions) as information becomes available. If this information was true at entry update the questions via the program entry assessment. If the client’s information is different than it was at the time of entry, update the assessment information on the interim review.

· Documenting additional contacts as they occur  (should be done via interim review)
o	Contacts can be documented via an interim review once a week or once a month so long as each contact is recorded on the in the Outreach Subassessment on the date that it actually occurred (i.e. 5 contacts = 5 separate entries in the Outreach Subassesment).

· Adding additional Service Transactions as they occur (see instructions above) See ‘Interim Review Addendum’ and ‘Income Addendum’ for more information.
Discharging/Exiting Clients from HMIS

13. Select the Street Outreach page using Enter Data As (if necessary)

14. Use Back Date function to record exit data that occurred on a previous date (if necessary)

15. Update/Add any outstanding Service Transactions (if applicable)

16. Click on the Entry/Exit Tab. Click the edit pencil next to the Exit Date.
· Exit Date: Date that the client is no longer receiving outreach services

NOTE: Staff should monitor un-exited clients. Clients who have not had contact with outreach staff in 90 days should be closed out with an exit date that reflects that last date of contact.

· Complete Reason for Leaving and Destination information.

· Click Save & Continue.

· Complete the MSHMIS Exit. 
· If project is conducting an assessment for the coordinated entry system, make sure to complete the Assessment Disposition field.

· Make sure that all client contacts are documented in the Outreach Subassessment

· If client engaged in services, make sure that a Date of Engagement is recorded.
· NOTE: Data quality becomes relevant when the client becomes ‘Engaged’ in services. Once this occurs, ALL required data elements should be completed. If a Date of Engagement is recorded, check the client record to make sure all assessment questions are answered.

· Click Save & Exit when finished.
