Coordinated Entry:
Family Shelter Training

Marin County
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Agenda

In today’s training, you will learn how to

e Complete the Family Shelter Screening
o Refer a family from the Family Shelter Queue to the family shelter program
e Process a referral by

o Changing a referral from pending to pending in-process
o Denying a referral
o Accepting a referral by enrolling the client
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How to know who IS on
the Shelter Queue
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Families on the Shelter Queue Report

» The Families on the Shelter Queue report will help you identify new
families on the queue
» The report can be accessed under the Data Analysis tab
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Completing the Family
Shelter Screening
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Family Shelter Screening

e All families will be screened using the Family Shelter Screening

e This assessment will be added as a stand alone assessment under HBOM
o Itis not added to the Coordinated Entry enrollment

e Navigate to the head of household’s profile, click on the Assessments tab

e Click Start next to the Family Shelter Screening

Bitfocus Test
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Family Shelter Screening

e Complete the Family Shelter Assessment
o Once the adult/s name/s have been checked against the Megan'’s
Law database, and the toggle is moved, the rest of the assessment
will appear.
o Click Save at the bottom when you are done

FAMILY SHELTER SCREENING

Assessment Date 09/03/2020

FAMILY SHELTER SCREENING First and Last Namke)s of Adult(s) (for

Megan's Law Checl Test

First and Last Name)s of Adult(s) (for
K

Megan's Law Chec} Bitfocus

Megan's Law Check [ ]
Assessment Date 09/03/2020

First and Last Names of Adult(s) (for HOUSING SITUATION

Megan's Law Check) Test

Where is the family currently living? Select

First and Last Names of Adult(s) (for
Megan's Law Check)
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Referring a Client from the
Family Shelter Queue
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Family Shelter Queue

o Before Navigating to the Family Shelter Queue, you will need to first
switch under the Marin Coordinated Entry Agency

e Click on the drop down arrow below your name in the top right corner

e Select Marin Coordinated Entry Agency from the list

e You are now ready to go to the Referrals tab
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Family Shelter Queue

e Click on the Referrals Tab

e Click on the Community Queue tab

e The name that is highlighted in blue is
the queue that you are viewing. If
you're viewing the wrong list, just click
on the list you want to be viewing.

e Make sure Family Shelter Queue is
the one that is highlighted
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Your recent client searches:

REFERRALS

Dashboard Pending Community Queue Analysis Completed Denied Sent Availability

Community Queue

Active List Family Shelter Queue

Search Standard
Active Agency Marin County Coordinated Entry Agency Default

Eligible Clients Only

Client Referral Date Days Pending



Family Shelter Queue

o From the Family Shelter Queue, you can see a list of families (heads of

household) who have been referred for family shelter
o Search - Client Name, Ul, SSN
o Mode - Assessment Type (e.g. VI-SPDAT Prescreen for Families [V2])
o Active Agency - the agency you want to send a referral to

Community Queue

Family Shelter Queue Active List

Search Mode VI-F-SPDAT Prescreen for Families [v2]
Active Agency Homeward Bound of Marin Score Range -- All Ranges --

Eligible Clients Only Sort By Default
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Family Shelter Queue

e From this list, find the client you

wish to refer
e Hover your mouse to the left and
click the pencil to edit the referral
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Dashboard Pending Community Queue Analysis

Community Queue

Active List

Search

Active Agency Homeward Bound of Marin

Eligible Clients Only

Client
Jane Smith

Referred by: Marin County Coordinated Entry Agency O

Lindsay Tester
Referred by: Marin County Coordinated Entry Agency O

Completed Denied Sent Availability

Family Shelter Queue

Standard

Default

Referral Date Days Pending

08/18/2020 16

09/03/2020




Family Shelter Queue

e From the referral, scroll down to
the Re-assign section

refer the client to

o Click Save Changes L

Marin County ES Program

Marin County PSH Program

o —

RE-ASSIGN

Program Marin County ES Program v

SAVE CHANGES CANCEL

REMOVE FROM QUEUE
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Processing a Referral
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Processing a Referral

o Before processing a referral, you will need to be logged in under Homeward
Bound of Marin

e If not already logged in under HBOM, Click on the drop down arrow below
your name in the top right corner

o Select Homeward Bound of Marin from the list

e You are now ready to go to process the referral
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Processing a Referral

e Navigate to the Pending tab by
clicking the Referrals tab in the top
right section under your name

o It will automatically sort the clients by
Days Pending

o There are different sort options you
can select

o You can also search for clients by
name or UID

o White= status hasn’t’ been
changed

o Green= status in pending I/P
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our recent client searches:

REFERRALS

Pending Community Queue Completed Denied Sent

Pending Referrals

Search UID or Name Standard

Sort By v Default Eligible Clients Only

Program Name

Client Name
Date of Referral

Referring Agency

Client Referral Date Qualified Days Pending

Sara Test
Program: Marin County PSH Program 08/17/2020 Reassigned
Referred by: Marin County Coordinated Entry Agency ()

17 total
7 pending

Johnny Doe 16 total

16 pending

Program: Marin County PSH Program 08/18/2020 Reassigned
Referred by: Marin County Coordinated Entry Agency (§)



Processing a Referral
| swon |

e From this list, find the referral you

W i S h to p roceSS Client Referral Date Qualified Days Pending
Sara Tes
° H Ove r yo u r m O u Se to th e Ieft a n d Program: rtllan'n County PSH Program 08/17/2020 Reassigned ;i;::‘ng
Referred by: Marin County Coordinated Entry Agency O
click the pencil to edit the referral — .
. . Program: Marin (?oumy PSH Program 08/18/2020 Reassigned 16 pz:d\'ng
PY O n Ce I n S I d e th e refe rra | , Scrol I Referred by: Marin County Coordinated Entry Agency O

down until you see Status VLSPDATV2 score \
o Pending In-Process - these are

referrals HBOM is processing
o Denied - referrals HBOM is not

aCCGpUng Last Activity 08/17/2020 m

Status

Pending - In Process
Denied
Expired

Referred by Staff Sara Hoffman (©)

Case Manager Select v

Private

SAVE CHANGES CANCEL
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Processing a Referral

e Denials - if HBOM is denying a referral, four additional field will appear
Send to Community Queue - sends the referral back to the Family Shelter Queue

o Denied by Type - Client or Provider
o Denial Reason - List of reasons the referral was denied
o  Denial Information - Add additional details regarding the denial

Status Denied

Stk
Lack of Eligibility

Full Capacity/No Availability

Client out of Jurisdiction

Client previously received service

Needs could not be met by program
Disagreement with rules

Client refused services

Client did not show up or call

Referral time expired

Self Resolved - Client Housed m
Falsification of Documents

Denied by Landlord/Property Manager

Other

Send to Community Queue - Select— v

Denied By Type Denial Information

Denied Reason

Private

Denial Information

Private

FERRAL CONNECTIONS
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Accepting a Referral

e To accept a referral, client and
household will then be enrolled
in the family shelter program

o Click on the client’'s name to be
taken directly to their profile,

where you can then enrolled
the client and household into
the family shelter program

JBitfocus

Pending Community Queue Completed Denied Sent

REFERRAL: EDIT

Client Sara Test

Referred Program Marin County PSH Program

Referred to Agency Homeward Bound of Marin
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Processing a Referral

e Once at the Head of Household’s profile, click the Programs tab

e Click on the family shelter program
o IMPORTANT: Before clicking Enroll make sure Program Placement a result of Referral
provided by Marin County Coordinated Entry Agency is toggled on - this is what will mark the
referral as complete and accepted
o Toggle the slider next to each Program Group Member that is enrolling with the head of
household

. Program Placement a Include group members:
result of Referral provided by
Marin County Coordinated
Entry Agency

. Baby Tester

B DOC REQUIREMENTS
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Resources

: The Help Desk Widget
Bitfocus Help Desk

marin@pbitfocus.com or (415) 429-4211

Marin Help Center Web Page

https://marin.clarityhs.help/hc/en-us

Coordinated Entry Training Materials

https://marin.clarityhs.help/hc/en-
us/articles/360052218714
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