HARA_ESG Basic Workflow 
(FY 2013-2014)
!!IMPORTANT PREREQUISTE NOTICE!!:

This workflow requires that users have a FIRM understanding of the ClientPoint Module as well as 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. 

HARA Screening Interview
Complete on HARA SCREENINGS Page    
*REMEMBER ENTER DATA AS and BACKDATE MODE (IF NECESSARY)

1. Search/Add Client in ClientPoint
2. Create Household (if applicable) – See Household Addendum’ for more information. 
a) Add SSN information for all HH members

b) Note: Single individuals - complete SSN information on Client Profile tab 

3. Add ROI/Lock Record if necessary – See ‘Securing Client Records Addendum’ for more information.
4. Click Client Profile tab 

a) Complete screening assessment for HoH.
b) Complete appropriate sections of the screening assessment for ALL remaining household members. *Return to HoH record before proceeding.
c) Add Case/Care Mgt. Service Transaction.  
· Start/End Date = Initial Screening Date. See ‘Service Transaction Addendum’ for more information.
*Providers may also add any other services that their program provides and/or makes referrals to as long as service activity has been confirmed. This may include, but is not limited to, emergency shelter, mental health services, drug and/or alcohol services, etc. If referrals are being made but service activity cannot be confirmed, providers can add a basic ‘Information and Referral’ Service.
* If Client refuses services or is ineligible - End of Workflow

** If Client is eligible – Schedule Intake Interview (and proceed with ESG Intake)

HARA_ESG Intake Assessment
Complete on HARA RRH Page if ‘literally homeless’, otherwise complete on HARA Prevention Page.
*Complete once the client is determined eligible for services –includes clients who will be receiving financial assistance as well as those who will only be receiving housing relocation and stabilization (case management) services.    

*REMEMBER BACK DATE AND ENTER DATA AS MODE (IF NECESSARY)

1. Search for client in ClientPoint (Create Household if not already done)
2. Add ROI 

3. Add a HUD type Program Entry (spread to all HH members). 
· Entry Date = Intake date
· Complete assessment questions on entry for ALL HH members. 
· Note: The Self Sufficiency Matrix is no longer required. However, it can be beneficial if HARAs are actively engaged with clients for an extended period of time.
· Return to HoH Record before proceeding.

.
4. Add Case/Care Mgt. Service Transaction.  
· Start/End Date = Intake Date. See ‘Service Transaction Addendum’ for more information.

5. Add Additional Service Transactions (spread to all HH members) –See ‘Service Transaction Addendum’ for more information.
· Start Date = Start of Service. End Date = Same as Start Date. However… 
· Emergency Shelter service end date should be at least one day AFTER the service start date. 

· Rent Payment Assistance service end date should be the last day of the month for which the rent payment covers.
· Service = Varies based on services provided. See “HARA Provider Page Configuration” document for a list of recommended ESG services.
· If Service is financial in nature (i.e. rent payment assistance), Select appropriate Funding Source and Amount*:
· MSHDA ESG – HP (Recommended)
· MSHDA ESG – RR (Recommended)
· Important!!! - Complete Number of Units, Unit Type & Cost fields for back rent/utilities
· Status of Need, Outcome of Need & If Need is Not Met, Reason = Responses will vary
**Important – Continue to update services while client is still in the program (this includes both financial and case management transactions). 
ESG Program Exit 
1. Update Service Transactions (if applicable)
· Verify that all financial services are listed with the appropriate funding source and dollar amount.
· Verify that all back rent/utility payments include unit information. 

· Verify that all case management transactions are accounted for (i.e. screening, intake, ongoing case management meetings, follow-up call, etc.).

2. Add a Program Exit (spread to all HH members)  

· Exit Date = (see below)
· After 30 days in which the client is no longer receiving any form of housing stabilization or financial services (and the client has not returned seeking additional services), the Housing Resource Specialist should follow-up with the client to ensure that all housing needs have been met. If additional assistance is required, leave the case open while providing the services, otherwise, exit the client.  

· Exit Date = Follow-up Date (If HARA Specialist was able to speak with client). Otherwise, Exit Date = End Date of the Last Service provided.
· DO NOT discharge clients while they are still receiving ESG rapid re-housing and/or prevention assistance.
· Reason for Leaving and Destination must be completed.

· Complete ‘If HARA, answer the following…” Exit Question –Remember to do this for everyone in the HH!
· Update Monthly Income and Non-Cash Benefits if income has changed (See ‘Income Addendum’).
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