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Chapter 1 - Program Overview 
 

What is UPLIFT?  

 

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

 

Timeline for Requesting UPLIFT Passes  
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Receiving UPLIFT  
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Chapter 2 – Program Policy 

Applicable to the Agency: 

 Meet all Santa Clara County Exhibit B-2 Insurance requirements. 

 Maintain Program data quality in HMIS. 

 Attend meetings to facilitate communication, training, coordination, and evaluation of the 

program as needed. 

 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. 

 Assign and inform the Santa Clara County UPLIFT Administrator of a primary and an alternate 

UPLIFT Point of Contact (POC’s). 

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

o 2nd 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 3rd 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: 
 Maintain accurate and up-to-date client’s UPLIFT eligibility record. 

 Provide, at a minimum, monthly case management and maintain accurate record of the 

appointment. 

 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 
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Procedures for New Clients  
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Note:   
 Only trained staff who completed the VI-SPDAT training may 

complete the VI-SPDAT 

 If the client is not homeless a VI-SPDAT is not needed 
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 Do not backdate on enrollment dates 
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New Client Request Recap 
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Procedures for Renewals/Continuing Clients  
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 Do not backdate status assessment dates 

 

 

 



UPLIFT User Handbook Rev. 9 - 2018 

 

12 
 

 

 

 

 

 

 

 

 

 

 
 

 

Renewals/Continuing Client Recap 
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Annual Assessment for Continuing Clients who have been with the 

Program for one year: 

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

complete the VI-SPDAT 

 If the client is not homeless a VI-SPDAT is not needed 
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Special Procedures 

Allocation Limit 

 

 

 

 

Unfilled UPLIFT Request due to Allocation Limit 

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

 

  

 

Click Here 

Then Update Here 
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Unfilled UPLIFT Request due to Allocation Limit 
Continuing Client 

 

 

 

 

 

 

 

 

  

 

 

  

Contact client on or 

after polled-sticker 

period begins 

Update Assessment date 

(date MUST BE on or after 

pooled Sticker period begins) 

Email UPLIFT 

(UPLIFT.hhs.sccgov.org) Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

Yes 

Assessment 

already 

created? 

Create Assessment (date 

MUST BE on or after pooled 

Sticker period begins) 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Yes 

No 
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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 

Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Update Enrollment date 

(date MUST BE on or 

after the quarter begins) 
Yes 

Change “What Time 

Period is the Pass for” 

to the next quarter 

Unfilled UPLIFT Request due to No Sticker Left  

Continuing Client 
 

 

 

 

 

  

  

 

  

 

 

 

Contact Client on or 

after the NEW quarter 

begins 

Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Delete Previous Quarter 

Assessment and Exit 

Client  
Yes 

Enrollment client as 

NEW Client 
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Lost Badge or Sticker 

 

 Replacement period  

 

 

 

 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 I explored different options including getting him a lanyard or a 

badge holder to prevent re-occurrence.” 

Quarter Replacement Period 

Jan-Mar Feb 1st and after 

Apr-Jun May 1st and after 

Jul-Sep Aug 1st and after 

Oct-Dec Nov 1st and after 
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Client Refuses to Sign the Release of Information (ROI) 

Client Refuses to Complete the VI-SPDAT 
 

 

 

 

 

Client Refuses to Share photo in HMIS 

 

Client Refuses to share full Date of Birth 
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Chapter 4 – Closing out a Client 
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Closing out Client Recap 
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Chapter 5 – Monitor Status of UPLIFT Request 
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How to Check if a Request had been Filled Recap 
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Chapter 6 – Agency Utilization Report 
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Chapter 7 – Frequently Asked Questions 

Client who has Multiple Active UPLIFT Programs 

 

 

 

 

 

How do I Correct my UPLIFT Request? 
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How do I Get Started? 
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Appendix A: Glossary  
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Appendix B: Helpful Links 

 Website: http://scc.hmis.cc/training/uplift/ 

 UPLIFT Administrator: UPLIFT@hhs.sccgov.org 

 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

