PATH Data Entry Workflow

Visual Guide

The Data Entry Workflow found in this document is largely taken from Bowman Systems’ document “Workflow for PATH
Projects”.
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Terms

Contact: An interaction between a PATH-funded worker or workers and an individual who is potentially PATH eligible or
enrolled in PATH. Contacts may range from a brief conversation between the street outreach worker and the client
about the client’s well-being or needs, to a referral to service. A contact may occur in a street outreach setting or a
service setting such as an emergency shelter or drop-in center.

Engagement: The point at which an interactive client relationship results in a deliberate client assessment or beginning
of a case plan. Engagement is a one-time event, may occur on or after the project entry date, and must occur prior to
PATH enrollment and project exit. Clients cannot be enrolled in PATH without being engaged. Although some
interactions with a client may result in a positive outcome, without a deliberate client assessment or the beginning of a
case plan, those interactions are not considered to be an engagement. All assessment fields must be completed once
the client becomes engaged.

Enrollment: A PATH-eligible individual and a PATH provider have mutually and formally agreed to engage in services
and the provider has initiated an individual file or record for that individual. Once client is enrolled, Client Enrolled
should be listed as “Yes.”

Reengagement: The process of reestablishing interaction with PATH-enrolled individuals who are disconnected from
PATH services in order to reconnect the client to services based on the previously developed case management or goal
plan. Reengagement must occur after enrollment and prior to project exit.

Eligibility: Case workers are not expected to determine eligibility at project entry but must have a reasonable
expectation that the person will be eligible.

PATH Program Components
The PATH Program includes two components:

e The Street Outreach component of PATH is used by PATH projects that provide outreach and engagement to
those living in places not meant for human habitation. These PATH activities are designed to meet the
immediate needs of unsheltered persons experiencing homelessness by connecting them with emergency
shelter, housing, and / or critical health services. Example of person who are living in places not meant for
habitation are those who sleep on the streets, under bridges, in camps, campgrounds, abandoned buildings,
structure meant for animals, vehicles, and public places.

e The Supportive Services component of PATH is used by PATH projects to provide outreach and engagement to
those living in places meant for human habitation. This includes both persons who are residing in shelter, and
those doubled-up in housing or at-risk of homelessness.

A client should be entered into the PATH component where they are initially contacted. For example, if a client is first
connected to a PATH outreach worker in a homeless camp, they would be entered into the Street Outreach component,
even if the client later transitions to emergency shelter. Likewise, if the client is initially seen by a PATH outreach worker
at an emergency shelter, they would be entered into the Supportive Services component, even if the client later ends up
in a place not meant for human habitation.
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Background

The PATH Project workflow starts when the outreach worker meets with a potential client one or more times prior to
engaging and enrolling the client into the PATH Project. ServicePoint provides the following fields to track that data:
1. Current Living Situation Sub-Assessment
a. This sub-assessment is used to record each Contact with the client.
b. It contains entries for Date of Contact and Time (time optional), Start Date, Location, Comments
(comments optional), and End Date (end date optional).
c. The date of the first Contact is the same as the Entry Date.
2. Date of Engagement
a. Thisis the date the client consented to participate in services provided by the PATH Project.
There should only be one Date of Engagement per enrollment into the PATH Project.
The Date of Engagement must occur on or before the Date of Enrollment.
If the client does not become engaged, no date is recorded.
Client Contacts are still recorded after the Date of Engagement is recorded, until the client is exited from
the PATH Project.
3. PATH Status
a. Thisis aYes/ No question that indicates whether the client has been enrolled in the PATH Project.
b. If the client has consented to participate in services provided by the PATH Project, then the PATH Status
is answered “Yes”, and the appropriate Enrollment Date should be recorded.
c. Ifaclientis not enrolled in PATH, then the PATH Status is answered “No”, and the date of the non-
enrollment and reason should be recorded.

Poogo

Following the recommended workflow will ensure that data elements are entered properly into ServicePoint for
reporting purposes, and that users are compliant with the requirements outlined in the 2017 HMIS Data Dictionary,
Version 1.2, issued June 2017.2

Data Entry Workflow

Initial Meeting with Client

This is the initial Point of Contact with the client. In essence, it involves capturing the information about the client’s
demographics and the number of contacts the outreach worker had with the client before Engagement, and finally,
formal Enrollment into the PATH Project.

Note: The outreach worker is required to enter all persons contacted into HMIS.

In the past, most projects waited until a client was formally Enrolled into the PATH Project before entering the
information into HMIS. With the new reporting structure, all clients who have been contacted for potential enrollment
into PATH need to have their data entered into HMIS. In some instances, a person contacted may not even be willing to
provide a name. This person will still need to be entered into HMIS. Projects are highly encouraged to collect as much
information as possible, but in certain circumstances, it may be necessary to put very rudimentary information into
HMIS. In these situations, it is critical that you remember the system client ID that was automatically generated and
assigned to the client file. With a lack of client demographics and identifying information, it will be more likely that
duplicate client files will be created, which can cause report issues.
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1. For every person contacted for potential enrollment into the PATH Project, a client profile must be
created at first contact.
a. Click Enter Data As to select the specific PATH component into which the client is being entered.

Type here for Global Search

IEnter Data As Provider Search 2
Provider Search E:

Search for Providers by using keywords from the Provider Name or Description.

Search || Show Advanced Options |

Search Clear

Provider Number

Enter or scan a Provider ID number to search for that Provider. [

Provider ID # ‘ Submit

Provider Search Results

# A B C D E F GH I J KL MMNOWPQRSTWUVWV WX Y Z AI

Provider Level Phone Location Last Updated
&2 @ LHC-CoC - Hotel/Motel ES (15724) Level 2 | 843-203-2744 ;:;:S;-smn_ sc 05/07/2020
&2 @ LHC - Diversion (15596) Level 2 | 843-203-2744 gg‘jg;‘sm”' &= 05/07/2020
LHC-One80 Place - Outreach Beds Charleston, SC
@@ e Level 3 | 843-723-9477 So70° 03/18/2020
[+ ] LHC-Oned0 Place - PATH Outreach B 1 5 Unknown Unknown 12/02/2019
(15121)
LHC-0ONne80 Place - PATH Shelter .
o Based (12880) evel 2 unknown Unknown 12/02/2019 _
ing 1-5of 5
Exit

b. Unless you are doing “live time” data entry, click Back Date to select the date that you initially met with
the client and gathered the initial information. Only change the date, the time stamp must remain the
default if you are using Backdate mode. Click Set Back Date.

Type here for Global Search

g Follow Up List (0) [y |

Client ID Type Date Time Remaining

"
Back Date Mode E‘

View All
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c. Click ClientPoint on the left side of the screen and enter the client’s name into the Client Search field.
Click Search.

» Last Viewed Favorites Client Search
Home ) |
ClientPoint @ 0 Please Search the System before adding a New Chent.
m( ‘ lc"\[ 2 "!- l_-'lr:. Last e =
: Name Bdbo B. |
SkanPoint . ol 4 |Baggns |
e | Name Data Quaity -Selact- -
» Admin | Alss
Socal Security Number Data 1
-Select- v
p Quaity .
U.S. Military Vateran? -Select- v)
Exact Match (]
Search Clear J Add New Chent With This Information
Pl R L N -

d. Look in Client Results. If there are matches, check to see if it is the same client. If it is, click on the client’s
name to use that same record. If there are no matches, click Add New Client With This Information.

Exact Match o

Search | ciear | | add New Client with This information

Client Number

Entar of sCcan a Clignt 1D number to go directly to that Chant's profile.

Client ID # | Submit
1i} HNama & Sacial Security Humbar Date of Birth Alias Gandar Banawed g::::m
Check here for matches Ho matches.
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e. Across the top there are two rows of tabs: one row includes the Client Information and Service
Transactions tabs. The second row includes the Summary, Client Profile, Households, ROI, Entry / Exit,
Case Managers, Case Plans, Measurements, and Assessments. Click on the Households tab.

O O
Client - {312398) Test-LHC, Brandy "
W (312398) Tesh-U8L. Brandy
Eelease ol Lalarmation: Hone
Row 1 Chent Information Sery A O I
P —— Cliant P a. o 5 RO Unitry / i Cane Manager Pams 1
Row 2 — |
Added 1o U Fyibem O3/ 14/2019 11:22 AM
Hama Test-LHC, Brandy Gander
Date of Brth Prmary Eagn
Social Security Sacondary Race
[T
I ‘Wateran®

f. If client has a household already listed, verify that the household members listed are correct. To edit the
household, click Manage Household. If the client is not already in a household click, Start New

Household.

v (122) Male Single Parent

Head of  Relationshi Joined Previous Household
— Age = hold Associations Count
(315) Pettar, Harry 33 s self oe/28/2020 0 ' 1
(217) Potter, Alan [ Son 10/01/2020 O 1
(241) Potter, Brandy 6 No Daughter o8/28/2020 0 ' 2
{3) Pottar, Hamy 34 No 12/02/2020 O 1
b Previous Househ?lds
|
Search Exsting Households I Start New Household | I Exat
g. Next, click on the Entry / Exit tab. Click Add Entry / Exit.
{15) Baggins, Bilbo
Release of Information: Fods 05 /03 2007
Client Information Sarvicn Transactsens
SR IR Y Client Profile Howsieholds RO ' Eﬂll".rﬂ'E:I"t Casie Managiers

) reminder: Household membsers must be establshed on Housshalds tab belon

Entry / Exit
Prodyrany Typa Entry [hal
Add Entry / Exit Mo miatchy
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h. Make sure to select PATH as the Type* before clicking Save & Continue. ‘
Entry Data - (86) Baggins, Bilbo

Household Members

This Client is not a member of any Households.

Entry Data - (86) Baggins, Bilbo

Provider* |Anchorage Community Mental Health Services - PATH Program Street Outreach [SO] (234) ~
Entry Date* f!)j;j.o s ~|:[oo v|:[o0 v[am ]

Sawve & Continue Cancel

2. For every client contacted, at first contact, use the Current Living Situation Sub-Assessment to create
the Contact.
j. Theinitial contact with the client should be the same date as the client’s Entry Date into the PATH
Project. To do this, click Add under the Current Living Situation Sub-Assessment.

I <, Current Living Situation I

M End Date Information Date Current Living Situation

Add

k. Click on the calendar icon with the checkmark to make the Information Date the same as the Entry Date.
Select the Current Living Situation from the dropdown list (PATH projects are required to use Place not
meant for habitation, Emergency shelter, including hotel or motel paid for with emergency shelter
voucher or RHY-funded Host Home shelter, Safe Haven, Other, Worker Unable to determine options.
Make the End Date match the Start Date. Click Save.

Current Living Situation

Start Date* [10 [/[13 |r[2020 | 2§ 2y s
End Date LIV oS @
SO sE)
Current Living Situation  fi| -Select- o v|e
If "Other”, Specify \ G

Living situation verified by I Lookup Clear G
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I. If the client is not yet considered Engaged, leave the Engagement Date blank until such time that the
client is considered Engaged.

Current Living Situation

%

Start Date* End Date Information Date Current Living Situation

Add

@Engagement L S & Leave blank until client is

considered Engaged

3. Complete the Entry Assessment data elements as thoroughly as possible.
m. Remember that the HUD Verification questions must be answered in a specific way for them to be
considered complete. First, answer the Yes / No question — in this example, “Does the client have a
disabling condition?” Next, click on the red triangle to the right of HUD Verification.

Does the dient have a
disabling condition? Yes (MUD) v G
[3.8)

_ Disabilities [4.5 - 4.10] HUD Veriﬂcolio@

I Yes, Expected to be I Yes
- '
of long-~continzed and Documentation (If yes)Currently

Disability Type indefisite duration and of the receiving services or Start Date *
substantially impairs
disability and treatment?
ability to ive il
independently severity on file
Alaska Mental Health s R P
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With all HUD Verification questions, you must document both the types a client does have and the types
they do not have. First, click No at the top of the screen. Doing so will change all the types to No
answers.

HUD Verification: Disabilities [4.5 - 4.10] for 05/02/2016

Per Disabidity Type, the current records for Dsabilities [4.5 - 4.10] as of 05/02/2016 are displayed below. Any previous
o records for Dsabiities (4.5 < 4,10] not overlapping as of thes date are not displayed. In the event that multiple records
exist per Disabiity Type as of 05/02/2016, records contamneng "Yes® values will be dsplayed and take precedence for

Select the Disabiity determination
value for all incomplete Disabiity
Type records

Tvee Yes (HUD)
Alcohol Abuse (HUD)

Both Alcohol and Drug Abuse
{HUD)

Chronic Health Condition (HUD)
Developmental (HUD)

Drug Abuse (MUD)

HIV/AIDS (HUD)

Mental Health Problem (HUD)
Physical (HUD)

PO E® @ @
O00000O O O
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Then you simply change the answer to Yes for the type(s) the client does have. For disabilities, when you
change a No answer to a Yes answer, an additional sub-assessment opens. Answer all questions within

the sub-assessment, then click Save.

Add Recordset

Disabilities [4.5 - 4.10]

Disability determination Yes (HUD)

If Yos, Expected to be

of long-continued and

indefinite duration and
substantially impairs

ability to live
independently

If Yos, Documentation
of the disability and
severity on file

1f Yes for Mental Health
Problem, Alcohol Abuse,

M':w“:' '@cmmd; presumplive or self-report

How confamed (PATH
only)

If Yos for Mental Health
Problem (PATH only)

Senous mental liness Unconfirmed; presumptive of self-report
(SM1) and, if SMI, how
confirmed

(M yes)Currently
recelving services
treatment?

Above condition s
qgoing to be long term?

Note on Disabdity

or

Page | 10



p. Once all the types within a HUD Verification question are either answered as Yes or No and none are left
Incomplete, click Save & Exit.

HUD Verification: Disabilities [4.5 - 4.10] for 05/02/2016

Per Disabdity Type, the current records for Disabilibies [4.5 - 4.10] as of 05/02/2016 are displayed below. Any previous

reportng purposes.

® o (D)
Select the Disabiity determination ) Chent doasn't know (HUD)
value for all incomplete Disabdity O Chent refused (HUD)
Type sacords Opata not coliected (HUD)

O Incomgpiets

Disability determination
Clieat Clent
e A Yes(HUD) Mo (HUD)  doesnt  refused
know (HUD) (HuD)

Alcohol Abuse (HUD) (o} I} ) O

Both Alcohol and Drug Abuse

(Huo)

Chrorec Health Condition

(Hu0)

Developmental (HUD)

Drug Abuse (HUD)

HIV/AIDS (HUD)

Mental Health Problem (HUD)

Physical (HUD)

records for Dsabikties [4.5 - 4.10] not overlapping as of thes date are not displayed, In the event that multiple records
exst per Disabdty Type as of 05/02/2016, records containeng “Yes® values will be dsplayed and take precedence for

: €

No types ~
should be
left in this
field
Data not
collected Incomplete
(+uD)
o) o
(o}
0
o

g. The HUD Verification questions are completed when you see the green box with the checkmark next to

them.
Does the dient have a P .
disabling condition? | Yes (HUD) vle
[3.8)
. Disabilities [4.5 - 4.10] NUDVedﬁalloi: EI
::;;wm:: If Yes
-mu. "
Indefinite durati Documentation (If yes)Currently
DS DTN suhsmnhlylmpa::‘ olthe receiving services or  Start Date *
ability to five disabllity and  treatment?
independently severity on file

Pl |
o
i
P |
e
)

P |

HIV/AIDS (HUD)

Developmental (HUD)

Chronic Health
Condition (HUD)

Drug Abuse (HUD)

Both Alcohol and Drug
Abuse (HUD)

05/02/2016
05/02/2016

05/02/2016
05/02/2016

05/02/2016
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r.  Once the Entry Assessment information is completed, click Save & Exit. This will take you back to the
Entry / Exit tab and will show you the date the client entered the project.

Updating Client Information not collected at initial contact
If you need to edit / add information in the Entry Assessment (information that was true at project entry, but was not
collected at initial contact), simply return to the Entry / Exit tab and click on the pencil icon next to the Entry Date.

Dabes 06 /02 2016 Bz0000 AH

Entry J/ Exit

ehodd members must be establshed on Households tab before Creabng Entry | Exts

Type Entry Date Exit Date Ity

¥ (234) PATH +" us/02/2016 ; i

Showing 1-1 of 1

Documenting Contacts

Outreach workers must document every Contact with a client from project Entry Date to project Exit Date. The Current
Living Situation sub-assessment must be used to document EVERY Contact made with a potential PATH participant. In
any situation where contact is made more than once in a day, each contact on that day must be recorded.

1. Recording contacts after the initial contact and Project Entry Date
a. You will need to create a new Interim Review / Update each time a new Contact needs to be recorded.
To do that, navigate to the Entry / Exit tab and click on the icon below Interims.

Drate: 5/ 1072016 Do00:00 AH

Entry J Exit

s must e establsned on Households Tab belore creatng Entry [ Exts

Follow Clie
Type Entry Date Exit Date Interims Ups Cou
PATH #" osfoz/2016 7 i i P

Showing 1-1 of 1
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b. Click Add Interim Review. Interim Review Type will be an Update. Click Save & Continue.

Interim Reviews

Interim Reviews Assodiated with this Entry / Exit

Ty

Add Interim Review | teo matches.

Add Interim Review - (15) Baggins, Bilbo

Save & Continue

Interim Review Dats n%s
Entry / Exit Provider ancharage Community Mental Health Services - PATH Program (234) re
Entry | Exit Type PATH

| nterim Review Type*  [Upaate - |
Review Date* [o5 ]¢[10 J/[2016 | A3 &fe ~|: 00 ~|:[00 ~[am -] !
-

c. Torecord the Contact, click Add under Current Living Situation

<, Current Living Situation

End Date Information Date

Add

Current Living Situation

d. Again, complete as many Contacts as there are during the entire time the client is in the PATH Project in
HMIS. These are recorded under Interim Reviews after the Initial Contact. Complete the same fields:

Information Date and Current Living Situation. Click Save.

Current Living Situation

Start Date * ff i_ﬂa 26
End Date L VLWL 189 &
V1B #s

Information Date

Current Living Situation |-le|ect-

If "Other", Specify | G
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Using Interim Review to Document PATH Engagement and Enrollment
Over time, the outreach worker and client will develop a relationship that leads to Engagement. Once a client has
formally agreed to accept PATH services, the client record should be updated to note this in the PATH Status.

Note: The Date of Engagement MUST be on or before the date the client is enrolled in PATH (PATH Status = Yes) and
must be after the project start date.

1. Record the Engagement Date in an Interim Review

Audd Showing 1-2 of 2 l

Engagemant Dabe [4.13] G5 |09 |f2016 i a -"': ]

Date of PATH Status

i i A Mo E—
i s Blos /(20 J¢f20s |83 #s

Chent Became Enrcllad Iive
PATH e

L

If na; reasan not enrolled - Select- G

If the client does not enroll in the PATH Project, answer the “Client Became Enrolled in PATH” data element as No.
Include the Date of PATH Status Determination. Answer the “If no, reason not enrolled” question.

Provide and Document Services for the Client

Services: A specific PATH-funded assessment, benefit, or form of assistance provided to a PATH-enrolled individual.
PATH-funded services may include screening, clinical assessment, community-based mental health services, substance
use treatment, and housing assistance. Services are only reported for PATH-funded services provided to a PATH-enrolled
individual. A PATH-funded service only needs to be recorded once for the client while entered into the PATH program,
but projects are encouraged to enter all services that are provided to PATH-enrolled individuals.

Note: It is recommended that the Multiple Services function in ServicePoint be utilized to add services. This
function provides the ability to add many different types of services or the same service many times with
different dates.

1. Add Service Transactions to the client’s record
a. Click on the Service Transactions tab. Click Add Multiple Services.

Baggins, Bilba [kate: 05 /09 2016 B:00:00 AH

sse of Information: Ends 0502/ 2017
{ Service Transactions }

sice Transaction Rashboard

L

b. If applicable, change the Number of Services provided, Select the Service Type*, and the Type of PATH
FUNDED Service Provided.

Page | 14



*If Type of PATH Funded Service Provided is not answered, the service will not be counted on the PATH
Report.
*100% of South Carolina PATH enrolled clients are to receive a PATH Funded Service type of
“Community Mental Health.”
Definition: A range of mental health and/or co-occurring services and activities provided in non-
institutional settings to facilitate an individual’s recovery. Note: This category does not include
case management, alcohol or drug treatment, habilitation, or rehabilitation, as they are
standalone services with distinct definitions.

This Cllent = not a member of any Households.
Multiple Services
“ Be sure to select the correct Provider before entering data in the Service List below. 1f you change the Provider, the page will refres]
Prowvider's Service List defaults. Any data that is currently in the Service List will be removed and will need to b
Service Provider * Anchorsge Comeunity Mental Health Sernces - PATH Program [234)
Servioe List
Humber of Services 1 M
Humbaer of Services * |
Start Date* os /oo /(200 |3 Zfe ~|:[0o |:[o0 ~[am -]
! End Date os |/os /200 | 38 &Y ~|:[vo ~]:[o0 ~[am
Service Type * Cada/Care Managemant [PH- 1000 hd
?:::: ;_""TH F:"JED :Easw managemant
Apply Funds for Service
c. Define the Need Status* and Outcome of Need. Click Add Another.
Add Furibng Sewrce | Cakiulate  Total; $0.00
Heed Information
Heed Status * Clesad -
Butcome of Heed [ Fuily Mat ~]
:Q:::: falkiok Bt =Gkt
Ramova | Clear |
memowe all | cear an
Save & Eot Cancal

d. Select a different Service Type* or the same Service Type* and change the date, if needed. Select the
Type of PATH FUNDED Service Provided. Define the Need Status* and Outcome of Need. Do this as
many times as needed to record all services. Once completed, click Save & Exit.
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Humber of Services* 1

Start Date* 05 |r[os [rlzme [ 83D s ~|: (o0 -]:[oo ~[am ~
End Date 05 |r[os [rl2006 | B)e) Zfe ~|:00 -]:[oo ~Jam ~
Sarvice Typas* Health Care Referrals (LH-2600)

;ﬁ-ﬂf s;ﬁg:“:’::mED Soresning adsesement b

Apphy Funds for Service

Funding Sources

Sapiarcan

Amssunl
Add Furiing Source

Calculate | Tetal: $0.00
Nead Information

Maed Status* Clogad i

Outcome of Heed Fully Met -]

TF Raed s Not Bat,
Ra Select

Remove Claar
Add ancther | Remove all Chear All
-

Document and Document Referrals for Services

Referral: Active and direct PATH staff support on behalf of or in conjunction with a PATH-enrolled individual to connect
to an appropriate agency, organization, or service. Referrals are only reported for PATH-funded referrals provided to a
PATH-enrolled individual.! A PATH-funded referral only needs to be recorded once for the client while entered into the

PATH program. This documentation is required whether or not the referral was successful in connecting the PATH
participant to the service.

* You must answer the Type of PATH Referral to receive credit for the referral on the PATH report. Additionally, you
must track the outcome of the referral, which can be completed when adding the referral initially.

1. Create a Referral for the client

a. Click on the Service Transactions tab. Click Add Referrals.

{1%5) Bagains, Bilba Dste: 005/ 10/ 200 6 B:00:00 AH
Release of Information: Ends 05/02/ 2017

Client Information Sarvice Transactions

Service Transaction Rashboard

5

o =0 S

S B+

d Multiple Services Add
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b. Select the Needs for which you are making the referral. To select more than one Need for the referral,

hold the Ctrl key while selecting the needs. Click Add Terms.

*  Add Heads

¥  Household Members
This Client is not a member of any Houscholds.

I Heeds Assignment I
0 seect up o 5 Heads

w

Add Tesms & Go To Search Results |

Relerral Pravider Duicklist

Select the Provider you are making the Referral to either from the Quicklist or search for the provider in

C.
the Search field.

Information and Referal (T3-3000)
Job Sesrch/Placemant (ND-1500.38600)
Job Trawreng Resource LSts (ND-2000.3510)
Long Term Case/Care Management (PH- 10004500
Hmalth Fualiation (RP-S0001
Add Terms & Go To Search Results |

Agd Terms | Servica Code Lock-Up |

| Retoral Provider quicktist |
= Audd Prosider Bed

Prowider - Salect-
p Anchorage Coc - Unsheltered Sngles Prionty Lst (463}
¥ Search for Anchorage Community Mental Health Services - PATH Program (234)
n Thede Servce Terms were udsd a8 Search Cntena, If necesaady, use ths area to perform andther M&mhhram WIW te the Selected Servce Terms oF by

tha Servica Temms used for the Provider Search.

¥ Refine Search with Service Terms or Target Populations
= Reline Provider Search Criteria

o e ek e b B AR bl 07 TSI,
Search | | Search Hede Advanced Search Options |

If a provider that you are referring to is not in HMIS, make the referral back to your provider. Click Add

d.
Provider.
Referral Provider Quickdise
Prowider | Anchorage Community Mental Health Services - PATH Program (234) ~| Audd Prowidser Bad Availabiity |

*  Search lor Providers
i These Sersce Terms ware used a8 Search Criteria, If necessary, use this area to perform another Provider Search by adding Tasget Populateons to the Salected Ser
madifying the Service Temms used for the Provider Search,

¥ Reline Search wilth Service Terms or Target Populations
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e. Scroll down to Referral Data. Select the Type of PATH Referral and answer “If any Type of PATH Referral
made, select Outcome”. Make sure to check all the boxes under each Need in the Referrals section.

Referral Data

Meeds Referral Date * [os 10 [fzore | 83 g ~]: o0 «]:[00 ~Jam |

Rafarral Ranking |-Salegt- ~

VI-SPDAT Score Maase Select a VI-SPDAT Score Saarch Claar

VI-FSPDUT Score Mease Select a VI-FSPOAT Score  Search | Claar |

Type of PATH Refarral | Housng Placemant Assistance ™|

If any *Typa of PATH Rafarral® mada, selact Outcoms | Linknown v

Projected Follow Up Date [ , f J_f,]a Lt}

AL I Anchorage Community Mental Health Seraces - PATH Program (234) v

-Sglgct- v

U check to natify SenvcePoint Providers by Emad,

Ralerrals Sand Summary

Referred-To Provider Housing f Shelter Job Search/Macement Long Term Case/Cane Manasgemaent erred Clients

Anchorags Community Mental Health Seraces
- PATH Program (234) @ @ @ 15) Baggns, Bdbo

*  Head Data

f. In the bottom right hand corner, click Save ALL.

-Seleck- < 1
|-salect- <|
[1dentified

—— | J
|-Select- -
[1dentified  ~

-Salact- h il
[-Setect- -]

Save Naeds ONLY Save ALL Clear UL | Cancel

Interim Review (Updates)

(Change from Project Entry in Health Insurance Coverage, Monthly Income, and / or Non-Cash Benefits)
An Interim Review is created for a client if they have a change in their Health Insurance Coverage, Monthly Income, and
/ or Non-Cash Benefits that is different from their Project Entry information.

1. Create an Interim Review
a. Todo that, navigate to the Entry / Exit tab and click on the icon below Interims.

Page | 18



Client - (15) Baggins, Bilbo Mass Visibiity Update | 4}

(15) Baggins, Bilbo Date: 05/10/2016 8:00:00 AN
Release of IMormation: Ends 05/02/2017

Client Information Sorvice Transactions

Summary Cliont Profile Houscholds ROI Entry / Exit Case Managers Case Plans Measurements Assessments

@) reminder: Housencld members must be estabkshed on Households tab before creating Entry / Exts

Entry / Exit
Follow Client
Program Type Entry Date Exit Date Interims Ups Count
W Anchorage Community Mental Health Services - PATH Program (234) PATH +" 050212016 /7 E E o =
Add Entry / Bt | Showing 1-1 of 1

b. Click Add Interim Review. Interim Review Type* will be an Update, unless it is an Annual Assessment.
Click Save & Continue.

Interim Reviews

Intarinm Reviews Associatod with this Entry J Exit

Client - (13)

{15} Baggins, Biba

- Add Interim Review - (15) Baggins, Bilbo

Interim Review Dala ns Meas
Entry / Exit Provider Anchorage Community Mental Health Services - PATH Program [234) I Exts
Entry / ﬂ Entry [ Exit Type PATH
| nterion meview Type*  [update < |
e Review Date * o5 |/[10 |/2016 | 508y &s ~]:[00 ~]:[o0 ~Jam | 'Eﬂ"m'
f anchorage
add Entry

Save & Continus Cancal

c. Again, if the client had a change in their Income, Non-Cash Benefits, or Health Insurance Coverage from
when they entered the project, you would show that in an Interim Review. For example, let’s say this
client started a part-time job and is making $300 per month, in addition to the $200 he was receiving in
Unemployment Insurance at project entry. First, change the Total Monthly Income to $500. Next, click
the magnifying glass icon next to Monthly Income.
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(15) Bagoes, 8o

Age: S0
Vetersnu Mo (HUO)

HHS PATH Update-AKHMIS

Interim Review Date: 05/10/2016 08:00:00 AM 4§}

Chent Location (3,16] I Ak-soomchovag'

Total Monthly Income
[4.2)

Income from Any Source
[4.2)

fiso e

Bives 60) 3

vie

HUD Verification W4

Measurements Assossmants

Source of
Income

Monthly If Other, Please
Amount Specify
4" W other trup)
VA
Non-Senice
* s Connected
' Disabity
Pension
(HuD)
_ Worker's
/s W Compensation
(Mu0)
VA Service
Connected

+ W Disabity

Camnaneanan

05/02/2016

05/02/2016

05/02/2016

05/02/2016

Start Date® End Date

Recenving
Income
Sowrce?

No

Interims u”” m:' l{
[ iz 0 ~
Bxt

d. Find the Earned Income record that was created when the client initially entered the project. Because
the client started a part-time job, this record is no longer true, so it needs to be end-dated or closed. To
do that, click on the pencil to the left of the record.

N

Anchorage
L [prems s:ryv:::w g:s;gzzgo‘::‘ §S1 (WD) 05/02/2016 No
PATH Program (234)
Anchorage
| fnam s.'ml'"' ::s;g:zﬁo:: SSOI (HUD) 05/02/2016 No
PATH Program (234)
Anchorage Private
* o Community Mantal 05/02/2016  Desability
7 W aatth Services - 8:00:00 AM  Insurance 05/02/2016 No
PATH Program (234) (HUD)
Pension or
Anchor,
* @ Comemunity Mental  05/02/2016 oo oeer
7 W health Services - 8:00:00 AM "“;‘L s 05/02/2016 No
ano
PATH Program (234) (HUD)
Anchor
Community Mental 05/02/2016 Eamed
Health Services - 8:00:00 AM  Income {HUD) 05/02/2016 No
PATH Program (234)
Anchorage
- Comenunil General
L Iy s.m"" g.s;g'zgo:’: Assstance 05/02/2016 No
PATH Program (234) (Huo)
Anchorage
. Commurity Mental 05/02/2016 Child Support
¢ W jeaith services - 8:00:00aM  (HUD) 05/02/2016 No
PATH Program (234)
Anchorage
& Community Men 02/201
/ L] .c,..m. s:rv.c,,t.‘l ﬂ‘&f&, A; TANF (HUD) 05/02/2016 No

e. Do not change anything to this record. The only thing you are doing is closing it out, so add an End Date,
which should be the date of the Interim Review / Update. Click Save.
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Edit Recordset - (15) Baggins, Bilbo

Monthly Income [4.2] [

S ot coma [N | [Eoad ocons A0

Monthly Amount [ jG
1If Other, Mease Specify

Change NOTHING.
Only add the End Date.

Start Date * flos i/lo2 172016 | G
£ Date s a0 /ose | 239
Receiving Income Source? l No vle '

Print Recordset |

f.  Now, you have to record how much the client is now making in Earned Income. Click Add in the lower
left hand corner.

- rrwe e v - VoV e s e
PATH Program (234) |
Anchorage

General
* & Comenurity Mental  05/02/2016

21V th Secvices - o:00:00 aa | Assistance 05/02/2016 No

PATH Program (234) (WD)

05/02/2016  Chid Support
- B:00:00 AM 98/92/2016
PATH Program (234)
Anchorage
Comenuruty Mental 05/02/2016
Health Services - 8:00:00 AM
PATH Program (234)

Anchorage

Comenunity Mental  05/02/2016 S::"V o
Health Services - 8:00:00 AM s‘:“"’ >
PATH Program (234) Support (HUD)

Anchorage
. i Comeunity Mental  05/02/2016
/ Health Services - 8:00:00 AM

05/02/2016

05/02/2016

Unemployment
Insurance US$200.00 05/02/2016

PATH Program (234) ()

Showing 1-15 of 15
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g. Complete the Source of Income, Monthly Amount, and Receiving Income Source fields. Click Save.

Add Recordset

Maonthly Income [4.2]

Source of Income ;Eam-bd Incom [HUD)

Monthly Amount [3o0 |a

If Other, Mease Spacify

Start Date® [os 120 2006 | &3 H s
End Date [ W M | 8D &8s

Receiving Income Source?

Client Exit from the PATH Project
An Exit is created for the client if the client is not enrolled in the PATH Project, if the client declines further services, or
once the client is housed. Clients who are “Contacted” or “Contacted and Engaged”, but never have a PATH Status

determined (Enroliment) will need an Exit from the PATH Project after 90 days of non-contact.

1. Create the Exit Record

a.

Client - (15) Baggins, Bilbo

To exit the client, click on the Entry / Exit tab. Click the pencil icon next to the open Exit Date field.

Mass Visibiity Update | 4}

(15) Bagains, Bilbo Dates 05/31/2016 8:00:00 AW
Release of Information: Ends 05/02/2017
Client Information rvice Transacthor
Summary Client Profile Houscholds ROT Entry / Exit Case Managers Case Plans Measuremonts Assessments
@ reminder: Household members must be establkshed on Households tab before creating Entry / Exits
Entry / Exit
Program Type Entry Date Exit Date Interims Ups Count
W Anchorage Community Mental Health Services - PATH Program (234) PATH ;" 0s/02/2016 /s lo E o »

Add Entry / Exit Showing 1-1 of 1
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b. Select a Reason for Leaving and Destination*. Click Save & Continue.

Edit Exit Data - (15) Baggins, Bilbo

Edit Exit Data - {15) Baggin=, Bilbo

Reason for Leaving |unknown/Duappeared

Exit Date* s J/[31 Jrf201 |31 s -I:[00 v]:[o0 ~Jam -]

1f "Other”, Specify

Dastination * Mo it inberview complated (HUD)

I *Othear®, Specify

Mates

M Sar e ma

c. The last question on the Exit Assessment asked if the client was connected with SOAR. Answer and then

click Save & Exit.

MR RGOYTIITLIN WA (T A

o jr e
wJ'L

il RN WG T

Date of PATH Status  Jl/oc 1fea /ot |

= 44 los |02 J/[2016 | MY e
Chant Became Enrclled n = 1

PATH Bives e

1f no, reason not enrolied | -Select-

Connection with SOAR No (HUD)

Print Entry/Ext S y |
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PATH Project Workflow Checklist

v

AN NN N Y N N N NN

Create the client record in HMIS, if the client doesn’t already exist in the system.
Record Project Entry Date and First Date of Contact with the same dates.

Record all known data elements in the Entry Assessment.

Record Outreach Service Transaction.

Record subsequent Contacts with client in Interim Review.

Enter additional data elements in the Entry Assessment as they become available.
Record Date of Engagement.

Record PATH Status (Enrollment).

Record Service Transactions.

Record Referrals for services not provided directly by the PATH Project.

Record Project Exit Date.

Helpful Tips and Reminders

As you meet with the client and gather additional client demographic information, include those data elements
in the PATH Project Entry Assessment.

Create Interim Reviews to document Contacts, an Engagement Date, and changes to HUD Verification questions
(changes in health insurance coverage, disability information, monthly income, and non-cash benefits) that
occur after the first contact / project entry.

The difference between updating client information on the Entry Assessment and creating an Interim Review:

o Even if you don’t know all of the client’s demographic data (i.e. name, gender, date of birth, etc.) at the
time of the first contact, regardless of when you do learn this information, the client demographic
information is true for a client at the time of their PATH Project Entry Date. Therefore, when you get the
demographic data from the client, you should enter this information on the Project Entry Assessment.

o Interim Reviews are created for Contacts and for data that changes after the PATH Project Entry (i.e. the
client begins receiving SSI that they weren’t receiving at Project Entry and they have new income). This
data was not true or accurate at the time of the PATH Project Entry because the client started receiving
the income after the Entry Date into the PATH Project. Therefore, you will need to create an Interim
Review to document the date that the change in income occurred.

Services and Referrals should not be documented as PATH Funded until Enrolled is listed as “Yes,” and Date of
PATH Status Determination is answered.
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