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Chapter 1 - Program Overview

What is UPLIFT?

The Universal Pass for Life Improvement From Transportation (UPLIFT) Program provides
guarterly Valley Transportation Authority (VTA) transit passes to adults experiencing
homelessness or who are at risk of homelessness. The goal of UPLIFT is to help clients get
housing or employment by improving access to public transit.

The program is a partnership between:

PR ﬂ qﬁ Valley . CIrY O m
TR WA e SANJOSE

CAPITAL OF SILICON YMALLEY

Eligibility Requirements
1. Client must be 18 years of age or older.

2. Client must be (as defined in Title 24 CFR 91.5 of the Code of Federal Regulations):
a. homeless; OR

b. at risk of homelessness.

3. Client must be currently receiving case management services once per month at
minimum from the agency providing the transit pass.
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Allocation

® Every agency that participates in UPLIFT has an allocation (the number of transit

passes reserved for that agency at the beginning of every quarter)

® Check with your agency’s main UPLIFT contact to find out your agency's allocation

Timeline for Requesting UPLIFT Passes

o 2 weeks before the start of the quarter: you can start requesting transit passes for

the guarter.

e Until the end of the first month of the quarter: agencies may make requests up to
their total allocation. If you reach your allocation within this time, no more passes
will be issued to your agency until the start of the next month.

® |nthe second and third month of the quarter: any unused allocations will be pooled.
Any agency (including agencies who have already used their full allocation) may
request passes on a first-come, first-served basis until all passes have been

distributed.
2 Veeks Start of Second Third End of
Before Cuarter Cluarter Kanth Month Quarter

Passes are available up to your Passes available on a first-come, first-served basis
agency’s total allocation

Any unused allocaiions will be pooled. Any agency
If you reach your alfocation within this ime,  (including agenciss who have already used their full
no mare passes will be issued fo your altocsation) may request passes on a first-come, first-senved
agerncy until the start of the next manih. basis until all passes have been distibufed.
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Example: 2017 Schedule

Allocations in Effect: Pooled Stickers:

LA Request passes up Request passes on a
Quarter Requ:;satsllp LIFT to your agency’s first-come, first-
total allocation served basis
January - March 1216 1216 - 1121 21 - 3731
April - June T 3T - 4730 51 - 630
July - September 6/16 B/16 - 7731 21 - 9730
October - December 915 G5 - 10131 111 -12/3

Please Note:
= Requests will be filled until all UPLIFT passes have been disinbuted.

= The First Date to Request UPLIFT varies from year to year. Please check the most recent UPLIFT
calendar disfributed by OSH for the comect dafes.

Receiving UPLIFT

UPLIFT passes are processed on a regular basis by the UPLIFT Administrator at the Office
of Supportive Housing (OSH)

The UPLIFT Administrator will email each agency’s UPLIFT Point of Contact when badges
and stickers are ready for pick-up at the OSH office

If a request has not been filled within 5 business days, please email the UPLIFT
Administrator at UPLIFT{@hhs.scceov.org

You can monitor your UPLIFT request in HMIS by using Monitor Status of UPLIFT Request
(Chapter 4) process.
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Chapter 2 - Program Policy

Applicable to the Agency:
e Meet all Santa Clara County Exhibit B-2 Insurance requirements.
e Maintain Program data quality in HMIS.
e Attend meetings to facilitate communication, training, coordination, and evaluation of the
program as needed.
e Monitor client’s usage of the UPLIFT pass to eliminate fraud, abuse, and unauthorized transfer
of the UPLIFT passes.

o Impose sanctions, per consultation with Santa Clara County UPLIFT Program Manager,
on UPLIFT client who violates the UPLIFT Policy such as providing falsifying information,
mutilating the UPLIFT pass, transferring/selling the UPLIFT passes...

o Inform the UPLIFT Community, via HMIS Public Alert, of the UPLIFT sanction.

e Assign and inform the Santa Clara County UPLIFT Administrator of a primary and an alternate
UPLIFT Point of Contact (POC's).

e Complete a Corrective Action Plan (CAP) for any loss or missing sticker due to the Agency’s loss
or mishandling of the UPLIFT pass:

o 1%incident in one (1) calendar year: CAP signed by the Agency’s Program Manager.

o 2"incident in one (1) calendar year: CAP signed by the Agency’s Executive Director.
Agency’s next quarter allocation will be automatically reduced by 5% (five percent).

o 3"incident in one (1) calendar year: CAP signed by the Agency’s Executive Director. The
County may impose additional corrective measures which may include the Agency’s
disqualification from the program.

Applicable to the Case Manager:
e Maintain accurate and up-to-date client’s UPLIFT eligibility record.
e Provide, at a minimum, monthly case management and maintain accurate record of the
appointment.
o Affix the new sticker onto client’s existing badge.
o A Reminder: Clients are NOT to be handed a renewal sticker.
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Chapter 3 Request UPLIFT
Standard Procedures

General Information

# To refer a client to UPLIFT, create an UPLIFT program enrollment

# Every quarter, you will:

o Enroll new UPLIFT clients into your agency's UPLIFT program

o Create status update assessments for continuing UPLIFT clients {or an annual assessment if

they have been in the program for a year)

o Exit clients from UPLIFT if you will not be requesting passes for them this guarter

# Other requirements:

o Standard HMIS reguirements: ROI, VI-SPDAT

o Profile photo for badges

UPLIFT Steps to Follow

Is the client in need of UPLIFT this quarter?

Yes/

Did client receive
UPLIFT last quarter
from your agency?

Create Status Enroll client into UPLIFT
Assessment for the client {See New Clients
(see Continuing Clients section of manual)
section of manual)

N

Did client receive
UPLIFT last quarter
from your agency?

Exit the client from

UFLIFT (See Closing
out clients section of

manual)

Mo action
needed
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Procedures for New Clients

1.Go to the client’s profile page

Make sure the
client is an adult
and has a valid
ROI

If requesting a
badge, make
sure client
consented to

share their

photo

2. Upload a profile photo (used for UPLIFT badge)

B ]

. Requirements:

Show entire

e — Houurrboid Member, === hEHd
:.:::-.u I:n:-ww 1 - H @ ND 5ur|g|EIS-SE“S
::-:.-::-f :::H-:.Iw = g BE ClEEIr [I'I'Dt
——— - -~ blurry)

— wn Would this

- = : photo be

N— - ' accepted at the

Sk T L .DM V?
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3. Complete a VI-SPDAT (refers client to housing)

Required for

a .

clients who are

Houtehold Membery =
homeless
A RPN Pompierr= T Fipeis [ET] =8k BT bried il P R gy
s A o = i —— [ (not required if:
housed OR the
-
client already has

a VI-SPDAT within
the last year)

There are nd rewelth o diopliy

Note:
e Only trained staff who completed the VI-SPDAT training may

complete the VI-SPDAT
e [f the client is not homeless a VI-SPDAT is not needed

4. Switch to the UPLIFT agency

Search Caseload

I Household Members [I53

Mo active members

= i O
—
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5. Enroll the client into your agency’s UPLIFT program

. Program Entry
Date = the date

S you are

requesting the

Thine e &0 repay o diply

= O pass
JPLIFT] Alunia Sersoes - * e

JIPLIFT]) Bl Yatlaan Coried

JUPLIFT) Cadhalie: ChosiSe Biriciges of Feps .

JUPLIFT] Catholic CharfSes: Criminal Jualos -

APLIFT] Cateis. Cruiiies. Supptive Hooieg

-

e Do not backdate on enroliment dates

Fill out the UPLIFT questions

.. Make sure to

choose the

correct type of
pass (badge,
Ladgih of Wiy b5 Prviiai Mals S‘t.“:kEr.. Dr b'ﬂthj

B Cad o s Abrs o et and time period

ey W la i 6 Ly

Eridyran Frice 13 Frogres e

I
i
]
E

e ——— (quarter) for the

i Fm Ol i i srries Uy al ik

-:I.l:ua mthmmuml.ni il Ll paEE

b i e e iy renring na
S i e v e

W T o ESIR RS AT
Tryeg T

s
‘Whay piemy peeaal iw 1ke pae Por? T

Tirme ooy ibmy Srawin. [rqrgeray Shoker, or Safs Havn
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6. Switch back to your home agency

Test User,
o . UPLIF] ‘

Abode Services

DAYS
ACTIVE PROGRAM

Program Type: Individual

Program Start Date 03/21/2016
! Assigned Staff; Test User

Head of Household: Test Client

Program Group Members

New Client Request Recap

® Make sure the client has a Profile, and their DOB shows the client is an adult
e Make sure the client has an ROI!

® If you are requesting a badge for the client, make sure a profile photo is uploaded.

Photo should meet DMV driver’s license requirements.
e If client is homeless and does not have a VI-SPDAT, complete a VI-SPDAT
e Switch to the UPLIFT agency
¢ Enroll client into your agency’s UPLIFT program

e Switch back to your home agency when you are done
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Procedures for Renewals/Continuing Clients

1. Switch to the UPLIFT agency

Search Caseload

I Household Members 8

Mo active members

_ Nea

2. Go to the client’s UPLIFT program enrollment

Before entering
data, make sure
the client’s ROI

Hidhpdd Mamisens ==

: e is still valid. If
=0 not, please
e
[LELFT] B Wiison Cander P [ET] Kbl Lt HDII

Assigrnd Haff o
[URLEFT Cashoks Crowist Bridged of kg

JUPLIFT] Cahobs Charies Criminal hotion

LR T Cashdes Ciruwineisd Sagaporied Honaang

goaaD

JUPLIFT] Caty Tasiom Misiairias

10
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3. Create a Status Update Assessment

AfsEidmenls
e

i Bt

Asgessment litory

Thiere are ao resabs oo Sisplay

Make sure to update the UPLIFT section

PREDCHAME [UPLIFT] ABOOE SIFNACES
=i e, o lem amseem Hemm Pl [

Add Staus Updace fee client Test Client

Frimgrirs Wabat lils

UFLFT Eligbiliy a=d Bafarral

In tha chew homabain o sescsnly m
riuk of osing their bouing dem o ok
of riporntion?

Ih 1B CRET MR (i PUrgE T
throasgh et sgEray !

Wbty o Crans paLs are o
ragaa g

b ki bR pasd et

.

]
St

By gt

DHabiieg Cordinon ard Baman

e Do not backdate status assessment dates

Assessment
Date = the date
you are
requesting the
pass

(Do NOT go
back and edit

the enrollment)

Also update

any other
information
that has
changed
(housing
status, income,
benefits, etc)
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4. Switch back to your home agency

Test User,
- - UPLIFT .

Search

Abode Services

1 DAYS
ACTIVE PROGRAM

Program Type: Individual

Program Start Date 03/21/2016
Assigned Staff: Test User

Head of Household Test Client

Program Group Members

Renewals/Continuing Client Recap

o Switch to the UPLIFT agency
© Make sure the client’s ROI is still valid
© Go to the client’s UPLIFT program enroliment

o Create a Status Update Assessment

0O

Switch bock to your home agency when you are done

12
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Annual Assessment for Continuing Clients who have been with the
Program for one year:

1. Complete a VI-SPDAT if the client is homeless

. Make sure the

client has a valid
ROI!

WL ST P oy o F e [T B o oy e e ey

S ————— = e VI-SPDAT is not
R — - required if: the
Hﬁ client is housed
OR the client
e e el 1 g already has a VI-
SPDAT within the
last year.
Note:

e Only trained staff who completed the VI-SPDAT training may
complete the VI-SPDAT
e If the client is not homeless a VI-SPDAT is not needed

2. Switch to the UPLIFT agency

Search Caseload

I Household Members [

Mo active members

= [ O
_—

13
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3. Go to the client’s UPLIFT program enroliment

EROGRALE: AVRILABLE

REFLFT) Bl Wisor Candsr

UPLIFT] Cathoks Chariss Bridgss of Hops

[UPLFT] Gtk Chuioies S o ing

O ot o ottt (- I
=3
=3

JUPLIFT)] City Tasirw Miisbias

4. Create an Annual Assessment

Assessment
Date = the date
you are
requesting the
pass

Axvevement Hiskory Sanus Ausramseans (=)

There are o revale oo Sioplay

14
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Make sure to update the UPLIFT section

Add Annual Assesimant far clisnt Tedst Client

Pragtam Valus Gt

. | Also update any
~ other
information
""""""""" = that has
e changed

(housing status,

URLIFT Liigibality arad Kafer- ol

by ey ghigrd Ramelns pe arimerly @t

1k il birpimg i Fuomr by e L L)
ol s s et

5 W S seeaiing Gies mpg
e A

Whal Iy o A0 i i

tegurilingF

Whal fiorn gurvied i I i T B ger

income,
benefits, etc)

Deaablong Corduizes and R

5. Switch back to your home agency

Test User,
UPLIFY

1 DAYS
ACTIVE PROGRAM

Program Type:

Program Start Date

/7 Assigned Staff.

Head of Household:

Search

Abode Services

Individual
03/21/2016
Test User

Test Client

Program Group Members

15
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Special Procedures

Allocation Limit

Unfilled UPLIFT Request due to Allocation Limit

New Client - Flowchart

Contact Client on or after See HMIS Screenshat below
pooled sticker period
begins

Update Enrollment date
(date MUST be on or Email UPLIFT

after pooled sticker (UPLIFT.hhs.sccgov.org
period begins)

Quarter Pooled-Sticker Period

Delete* Client’s Jan-Mar Feb 1% and after

UPLIFT enrollment Apr-Jun May 1* and after

~ st
*Contact Bitfocus support Desk for Jul-Sep Aug 1% and after
help with deletion assistance Oct-Dec Nov 1% and after

Unfilled UPLIFT Request due to Allocation Limit

New Client — Flowchart — HMIS Screenshot
How to change Program Entry Date

PROFILE HISTORY PROGRAMS SERVICES Enroll Program for client Wonder Woman
PROGRAM: [UPLIFT] COUNTY OF SANTA CLARA
Then Update Here Project Start Date 08/01/2018
Zip Code of Last Address

Enrollment | History Provide Services Assessm:

UPLIFT ELIGIBILITY AND REFERRAL

Click Here Is the client homeless or
seriously at risk of losing Select
their housing?

16
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Unfilled UPLIFT Request due to Allocation Limit
Continuing Client

Contact client on or

Update Assessment date

after polled-sticker (date MUST BE on or after
period begins

pooled Sticker period begins)

Email UPLIFT
(UPLIFT.hhs.sccgov.org)

Create Assessment (date
MUST BE on or after pooled

Delete* Assessment Sticker period begins)

and Exit client

*Contact Bitfocus support Desk for
help with deletion assistance

17
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Unfilled Request from Previous Quarter

Unfilled UPLIFT Request due to No Sticker Left ®
New Client

Contact Client on or

after the quarter begins

Update Enrollment date
(date MUST BE on or
after the quarter begins)

Change “What Time
Period is the Pass for”
to the next quarter

~@

Delete* Assessment
and Exit client

*Contact Bitfocus support Desk for
help with deletion assistance

Unfilled UPLIFT Request due to No Sticker Left ®
Continuing Client

Contact Client on or
after the NEW quarter
begins

Delete Previous Quarter

. Enrollment client as
Assessment and Exit X
NEW Client

Client

Delete* Assessment

and Exit client

*Contact Bitfocus support Desk for
help with deletion assistance

18
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Lost Badge or Sticker
To request a lost or stolen badge:

¢ Create a Status Assessment for your client

¢ Email UPLIFT@hhs.sccgov.org detailing the reason why your client needs another
UPLIFT pass for this quarter

Replacement passes will only be given out during the 2nd and 3rd months of the quarter.
Clients will not be able to have their pass replaced more than once per quarter, and the
County reserves the right to not replace a client’s badge if they see fit.

e Replacement period

Quarter Replacement Period

Jan-Mar Feb 1% and after
Apr-Jun May 1%t and after
Jul-Sep Aug 1t and after
Oct-Dec Nov 1%t and after

e Example email detailing reason client lost badge:

“Client, HMIS# ABCDEFG came to the office stating that his bus pass was stolen
on MM/DD. He is currently homeless and stated that he got really tired and fell
asleep in the park and when he woke up his belongings were stolen including his

bus pass. He and | explored different options including getting him a lanyard or a
badge holder to prevent re-occurrence.”

19



UPLIFT User Handbook | Rev. 9 - 2018

Client Refuses to Sign the Release of Information (ROI)

If a client refuses to sign the consent to have their data entered into HMIS, this should
not prohibit them from receiving UPLIFT.

# Create the client anonymously — See SCC HMIS Client Consent Training

# Create UPLIFT servicer referral.

# Send client’s picture and name to UPLIFT @hhs.sccgov.org, confirming that the client is

18 years or older.

# Contact UPLIFT Administrator for instructions that should be used rarely and as a last
resort.

Client Refuses to Complete the VI-SPDAT

We highly encourage clients to complete the VI-SPDAT. If the client refuses to complete
the VI-SPDAT, they can still receive UPLIFT.

# Email UPLIFT@hhs.sccgov.org the reason(s) for not completing VI-SPDAT.

Do NOT create a VI-SPDAT and enter “client refused” for every VI-SPDAT question.
Client Refuses to Share photo in HMIS
Client can still request a badge.

If the client did not give consent to share their photo, follow the normal steps to request
a pass, but do NOT upload their photo.

Email client’s picture to UPLIFT@hhs.sccgov.org

Client Refuses to share full Date of Birth
¢ |f the client did not give consent to share his/her date of birth

Enter 01/01 /000 in HMIS, where xxxx is the year the client was born

Choose Quality of DOB as “Approximate or partial DOB reported”

¢ |f the client refuses to have his/her year of birth in HMIS
Inform UPLIFT@hhs.sccgov.org that client is 18 years or older

20
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Chapter 4 - Closing out a Client
e Use this process if:
< You are no longer requesting UPLIFT passes for the client OR
< You are no longer working with the client OR
o The client is no longer eligible for the program
® Please note:

< Ifyou are exiting the client from UPLIFT, please wait until you receive the client's UPLIFT pass before

you exit them from UPLIFT

o You do NOT need to exit the client at the end of every quarter if they will need a pass next quarter
through your agency

1. Switch to the UPLIFT agency

Search  Caseload

I Household Members

Mo active members

= O

21
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2. Go to the client’s UPLIFT program enrollment

PROGRAMS MAILARLE

[UPLIFT] Bl Wilson Canisr

=
[MPLIFT] Camolic Crarises. Bridges of Hops m -
[==1

RFLFT) Catholc Chawites Crimingl Justicon

[URALFT] Cashahe Choinies Sapgaorive bowming -
i .

e -

Update any
information

(housing status,

income,
md Program for client Test Client : o benefits, etc)
R - T that has
g buaran o Dee gy | - Fomme [] [ ———
pe—— v changed
SLaad A divaals (5

Disabiing Condaiars and Ruran

L aary
Cliabling Condiues: L Mg Wi RN e By T ET
Pl Ghabiey ] e
Ewwthapemelal ol by [}

Chepnic maaith Caad i

A

FFFRER

Wl Heal® Fraldse

22
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4. Switch back to your home agency

Test User,
o . UPLIFT .

arch :
Rl Abode Services

DAYS
ACTIVE PROGRAM

Program Type: Individual

Program Start Date: 03/21/2016
B4 Assigned Staff: Test User

Head of Household: Test Client

Program Group Members

Closing out Client Recap

® Switch to the UPLIFT agency
® Go to the client’s UPLIFT program enrollment

® Exit the client from your agency’s UPLIFT program

o Make sure to fill out their exit destination, housing status, and income information

® Switch back to your home agency when you are done

23
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Chapter 5 - Monitor Status of UPLIFT Request

1. Go to the client’s UPLIFT program enrollment

- v tan 2 °

Test Client i e

E e ingb e

Soarr Do v ure Tine N3 320w

i

BL TPUIPT) A Brwin

)9
PROGRAMS: AVALAELE T
ve PMRMS

JUPLIFT] 88 Wikson Carmar

(PP Cat Chaties 8es o Hepe [

[UPLIFT) Canhatic Chartes: Crimingd Jusson

1APUTT] R S i
Assigned Staf¥ §

e
BEN)
=y

[UPLIFT] Carhalic ChariSes: Scppoanive Housing Marierm o

[UPLIFT] Ciy Toam Micistres PR

2. Under the History tab, look for the badge and/or
sticker services

Frofile  Hbooy SO IOUENE Serdces  Anmgsmems  Hoos  F

Program Service History

Sareica Hams Stari Duiw Ead Oxia
i Ues Oinly® [UPLIFT] Abaade Bervices Trane Pace:Shoker OTNIGEE LTERE
LT

“Arimn Uen Onky® [LPUFT] Stde Sarveso Tramet MesecBaigs e TR

Letad

24
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3. If there are no services, then the UPLIFT request
has not been processed yet

Al Hhitory N erien simenti  Wotes P I
PROGRAM: [UPLIFT] ABODE SERVICES
Frmi -u-:wmm Nowe  Fies Fxi

Program Service History

There are no results 1o display

4_|If there are services, look at the End Date of each
service

Program Service History

Sarvic Mera $iu=t D Erd Culw
e b Dy LPLIFT] Agsiigit Bt Trasnsil P Sricion R 5 (Arrrem
T

“gherie, L Oefy® [UPLIFT] Ao Barvions Trart Pass Basge
T

25
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5. If the Service End Date is...

e ... before you requested the pass, the pass has not been processed yet

e ... after you requested the pass, the pass has been processed

Examples:
Date of UPLIFT .
Request Service End Date
Request has been processed an2017 8272017
Request has NOT been processed 8M2017v 72017

How to Check if a Request had been Filled Recap

You can monitor your UPLIFT request using HMIS:
® Go to the client’s UPLIFT program enrollment
¢ Under the History tab, look for the UPLIFT badge and/or sticker services
< Ifthere are no services, the UPLIFT reguest has not been processed yet
o Ifthere is a service, check the end date of the service

m [fthe end date is after you requested the pass, then the request has been processed

m [fthe end date is before you requested the pass, then the request has not been processed yet
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Chapter 6 - Agency Utilization Report

* To Monitor Agency’s Utilization rate:

* Manage Agency’s Utilization Internally.
* Manage Agency’s Quarterly Allotment during 1°* Month of the Quarter.

* To Devise Plan and Action Items to Address High Volume
Replacement rate.

Procedures:

1. Loginto HMIS
2. Switch to UPLIFT Agency

Eugene Doan,
UPLIFT

Search Caseload

Eugene Doan,

Caseload
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4. Select Service Based Reports then [GNRL-104] Service Summary:

Service Based Reports
[ERRRL -0 Chent Lng gt | ORE BFD
FOUT5-108] Cmnt Denograghc Bar | WAL PFO
[EXFE-1101] Fusfaling Sounca Fitanal Dot Wa | MIAE
(kR A 0M] Serwicn Summany B | WOAE E
[GHRL-107] Sarvice Censos Higa | WORE HED

5. Select:
a. Your Agency:
I. Sticker or

ii. Badge or

ili. Badge and Sticker (hold down Ctrl key for “and”)
h. Select the period of interest.
c. Select report format.
d. Click “OK".

Report Library Explore Data Analysis

r~ Choose services (To select more than one sarvice, hold down the control key and dick)

*Admin Use Only* [UPLIFT] County of Santa Clars: SUTS OTP Transit Pass: Badge -
*Admin Use Only* {[UPLIFT] County of Santa Clars: SUTS OTP Transit Pass: Sticker

*Admin Use Only* [UPLIFT] County of Santa Clara: SUTS Parciee RRC Transit Pass: Badge
*Admin Use Only* [UPLIFT] County of Santa Clara: SUTS Parclee RRC Transit Pass: Sticker
*Admin Use Only* [UPLIFT] County of Santa Claa: SUTS SPC Transit Pass: Badge

*Admin Use Only* [UPLIFT] County of Santa Clars: SUTS SPC Transit Pass: Sticker

*Admin Use Only* [UPLIET] Coundy of Santa Clars: \VHHD Transit Pass: Badge

*Admin Use Only* [UPLIFT] County of Santa Clars: VHHP Transit Pass: Sticker

*Admin Usa Only* [UPLIFT] County of Santa Clara: VS Transit Pass. Sadge

*Admin Use Onily* [UPLIFT] County of Santa Clars: VS Transit Fass: Sticker

*Admin Use Only* [UPLIFT] Downtown Streets Team Transit Pass: Badge

*Admin Use Only* [UPLIFT] Downtown Strests Team Transit Pass’ Sticker

*Admin Use Only* [UPLIFT] Family and Chilaren Senices Transit Pass Sadge

*Admin Use Only* [UPLIFT] Family snd Children Senices Transit Pass Sticker

*idmio Lise Onke® LLIPLIET] Eamily. Sunoodtive. Housion Teansit Pass: Bados

—~Choose 3 starting date

pomeie |

r—Choose an ending date
2017305 3

1

Select Report Format
Web Page ® POF L Excet
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Examples of Agency Utilization Report

» Utilization with no Replacement Request:

* The # of Unigue and Total are the same:
* 87 requests for badges had been filled.
* 111 requests for stickers had been filled.

Snwicaﬁummary Dates Batwesn: DEMERDT T nrlltl:;Ll?[j:
“Agmin LUse Only® [UPLIFT] Counly of Santa Clara. V5 Transil Pass
Badge ;i? ar
Slickar 111 i1
* Utilization with Replacement:
* The # of Unique and Total are different:
* 83 requests for badges had been filled and 1 is a replacement.

* 158 requests for stickers had been filled and 4 are replacements.
Unique: Total

Badge B2 B3
Shickes 154 158

29



UPLIFT User Handbook | Rev. 9 - 2018

Chapter 7 - Frequently Asked Questions
Client who has Multiple Active UPLIFT Programs

Per Agency’s own findings or at the UPLIFT Administrator’s request, 2nd and/or 3rd
agencies are to check with the client if s/he would like his/her program to be managed by

2nd or 3rd Agency.
Scenario Agency's Action ltem UPLIFT Administrator's Action ltem

Client prefers 1st Agency | 2nd and/or 3rd Agencies are to  Delete 2nd and/or 3rd Agencies’ Mew
Exit client. Enrollment or Status Assessment.

Client prefers 2nd Agency | 1stand/or 3rd Agencies are to  Delete 1st and/or 3rd Agencies’ New

Exit client Enrollment or Status Assessment.
Client prefers 3rd Agency 1st and 2nd Agencies are to Delete 15t and 2nd Agencies’ New
Exit client. Enrollment andior Status Assessment.

If 1st, 2nd, and 3rd Agency submit the request for the same client at the same time,
UPLIFT Administrator will delete New Enrollment or Status Assessment from 2nd and/or

3rd Agencies. 2nd and/or 3rd Agencies are to Exit client.

Enlist UPLIFT Administrator's assistance as needed if additional facilitation / coordination

is required.

How do I Correct my UPLIFT Request?

Please see the Frequently Asked Questions section at http://scc.hmis.cc/training/uplift/

for a full list of how to correct different issues

Please note: any user who is asked to correct their UPLIFT request 3 times will be asked
to rewatch the UPLIFT training before they can continue requesting UPLIFT passes.
Important items:

& RO
® Date of Birth shows the client is an adult

e VI-SPDAT
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How do I Get Started?
e If you already have access to UPLIFT in Clarity

< 5Start Sending UPLIFT Request Per Allocation and Replacement Policy

e If you do not yet have access to UPLIFT in Clarity
o Make sure you have a Clarity login

m Complete required training (General Training and Privacy Training) http://scc hmis.co/client-

forms/

m Fill out and sign End User Agreement http://scc_hmis.co/training/uplift/

m Ask your agency’s HMIS Technical Administrator to request your Clarity login

o Askvyour agency's UPLIFT contact to approve your access to UPLIFT and add you to the UPLIFT email
distribution list (email sccsupport@ bitfocus.com and UPLIFTEhhs sccgov.org)
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Appendix A: Glossary

& 1st month: 1st day of the quarter (See 2017 UPLIFT Planned Processing Schedule
and Official County Holidays calendar) to the last calendar day of next month

o Example: Jul-52p 17 1st month period is from 6,/16/2017 to 7/31/2017

¢ Pooled period: 1st calendar day of the 2nd month to the last calendar day of the

guarter or until all stickers have been distributed

o Example: Jul-5ep’l7 pooled period is from 8/1/2017 to 8/30/2017 or until all stickers have been
distributed

¢ Allocation: Number of stickers allocated to each Agency per quarter. Any unused
allocation will be pooled on the 1st day of the second month of the quarter, i.e. Aug
1, 2017 for Jul-Sep’17 quarter.

o Mumber of UPLIFT passes (Badge and Sticker + Sticker) issued to an Agency will not exceed Allocation
during 1st month.

o Example:
® Vocational Services is allocated 125 stickers/quarter

m Number of UPLIFT passes issued to Vocational Services will be capped at 125 stickers between
6,/16/2017 to 7/31/2017

m Additional requests from Vocation Services will be processed and completed first comes first
served during Pooled period.

e Replacement: Replacing lost UPLIFT pass because the UPLIFT pass was stolen from

the client or client had misplaced it.
o Maximum one (1) replacement per client per quarter.
o No replacement during 1st month.
o Replacement must-have documents:
m HMIS Status Assessment.

m Email to UPLIFT {UPLIFT{@ hhs.sccgov.ore | with replacement reason(s).
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Appendix B: Helpful Links
e Website: http://scc.hmis.cc/training/uplift/
e UPLIFT Administrator: UPLIFT@hhs.sccgov.org
e Clarity HMIS Support: sccsupport@bitfocus.com



http://scc.hmis.cc/training/uplift/
mailto:UPLIFT@hhs.sccgov.org
file:///C:/Users/eugene.doan/AppData/Local/Microsoft/Windows/Temporary%20Internet%20Files/Content.Outlook/D4NFP173/sccsupport@bitfocus.com

