APPENDIX E2 
Veterans Master List PA-HMIS Coordinated Entry Intake Notes Data Entry Guide
The following guide was created to support providers understand the types of information they need to be entering into PA-HMIS in order for the Eastern PA CoC Veterans Leadership Engagement Committee to track efforts to End Veterans Homelessness.

Attempted Contact - To document your outreach to clients so that other providers are aware that contact is being attempted and don’t also try to outreach to the client, please record your attempts, successful or not, in PA-HMIS. Per the Coordinated Entry Policies, providers must attempt to contact a participant not less than 3 times over a 5 day period. All 3 attempts need to be documented in PA-HMIS.

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intake Note

	Attempted Contact - Voicemail
	“Provider name” attempted to contact client on “date”. No answer; left a voicemail.

	Attempted Contact - No Response
	“Provider name” attempted to contact client on “date”. Unable to leave voicemail. 

	Attempted Contact - Successful
	“Provider name” successful contact with client on “date”. assessing program eligibility SSVF RRH, ESG RRH, CoC PSH, HUD-VASH, etc.”



Veteran Status - The Eastern PA CoC Veterans Leadership Engagement Committee (VLEC) using the following USICH definition of veteran: 
· An adult who served on active duty in the armed forces of the United States, including persons who served on active duty from the military reserves or the National Guard. For the purposes of these criteria, a Veteran is any person who served in the armed forces, regardless of how long they served or the type of discharge they received. 

Some people who self-identify as veterans do not meet this definition. For these individuals, the CoC will work to move them from homelessness to permanently housed, but the VLEC will not track them on our veterans master list.

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intake Note

	Vet Status - Pending
	“Provider Name” in the process of confirming client’s veteran status.

	Vet Status - Confirmed
	“Provider Name” confirmed client’s veteran status. Client meets USICH definition.

	Vet Status - Does Not Meet USICH Vet Definition
	Vet Status - Does Not Meet USICH definition


Client Eligibility - To document client’s eligibility for certain funding streams or project types so other providers know whether or not to reach out to the client, document this information in PA-HMIS.

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intake Note

	Eligible/ Not Eligible for “Funding Stream Project Type” 
	Client is eligible/ not eligible for “Funding Stream - Project type - SSVF RRH, CoC RRH, CoC PSH, ESG RRH, HUD-VASH, VHA etc.” 
If eligible, note that a case manager was assigned to client.
If not eligible, provide information about the reason why: because of “being over income, having a dishonorable discharge, no active duty service, etc.”



Client Contact Information - PA-HMIS collects data on client phone number and most recent address. In your initial contact with a veteran, if you are able to gather additional contact information, such as email address, please record this information in PA-HMIS.

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Case Note

	Client Contact Information
	Alternative Contact: “email address, additional phone, etc.” provided



Client Care Coordination - If you are able to gather information about other providers or entities the client is working with, record this information in PA-HMIS.

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intake Note

	Client Care Coordinated
	Client advised is also working with “Name, Title/ Role, and contact information” at “shelter name, VA County Office, VAMC office, etc” 



Offer of permanent housing intervention (SSVF, ESG RRH, CoC RRH, CoC PSH, HUD-VASH, etc.) – An offer of an intervention in which the intervention is available at the time the offer is made such that the veteran can begin the housing search process to secure a unit. It does not mean that the Veteran is offered a specific unit to rent with that subsidy. An offer is not, for example, placement on a waiting list for an affordable unit or a subsidy program, or enrollment in a HUD-VASH program without an available voucher that can be issued right away. 
· For Chronic and long-term homeless veterans who have not yet accepted an offer of PH intervention, offers of PH intervention should occur and be documented at least every 2 weeks/ 14 days.
· For veterans who chose transitional housing, including GPD, over permanent housing, offers of PH intervention should occur and be documented at least every month/ 30 days.

Your PA-HMIS Coordinated Entry Intake Note should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intakes Note

	Offer of PH intervention - Accepted, Not Yet Accepted, Declined, Chose SITH
	“Provider Name” offered client “type of PH intervention - SSVF RRH, ESG RRH, HUD-VASH, CoC RRH, etc.” on “date” via “mode of communication - voicemail, phone conversation, in-person meeting, etc.” Client has accepted, not yet accepted, declined, or declined the offer and chosen to enroll in service-intensive TH instead to “address a clinical need, access generalized case management, job training, etc”



PH Housing Status: For veterans who have accepted an offer of PH intervention, providers should be documenting in HMIS their status at least every 2 weeks/ 14 days

Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:	
	Regarding
	Coordinated Entry Intake Note

	PH - Housing Plan Created
	Client and “provider name” created a housing plan. 

	PH - Housing Search
	Client is actively in the process of identifying a unit.

	PH - Housing Inspection
	Client has identified a unit. “Provider name” has scheduled an inspection for “inspection date.”

	PH - Housing Move-In Date
	Client has secured a unit,  and will be moving in on “move-in date.”

	PH - Housed
	Client moved into unit on “date.” Note: When client moves into PH, submit an CE BNL Exit Form to the appropriate CE Regional Manager.



TH Enrollment: Veterans enrolled in transitional housing (TH) are considered to be homeless. As such, the VLEC must track them while they are enrolled in TH until they are interested in moving to PH and through their move into PH.
	Your PA-HMIS Coordinated Entry Intake Notes should adhere to the following guidance:		
	Regarding
	Coordinated Entry Intake Note

	TH - Enrolled
	Client enrolled in “provider name project type” (GPD-BH, GPD-LD, GPD-SI, non-VA bridge housing, non-VA service intensive TH, etc.) on “date” Client enrolled/ did not enroll in TH to address a clinical need.



For information/ context of the following PA-HMIS Data Entry Requirements, the USICH Benchmarks to End Veterans Homelessness are described later in this document.

1. Chronic and long-term homelessness among Veterans has been ended. The community has no Veterans experiencing chronic or long-term homelessness, with the rare exceptions of:
a. Any Veteran experiencing chronic or long-term homelessness who has been identified and offered an available permanent housing intervention, but who has not yet accepted;
b. Any Veteran experiencing chronic or long-term homelessness who has been offered an available permanent housing intervention, but has declined and instead chosen to enter a transitional housing program in order to appropriately address a clinical need, such as treatment and services for homeless Veterans with substance use disorders or other mental health disorders, Safe Haven-like services for chronically homeless Veterans, or recuperative care for homeless Veterans post-hospitalization. Unless otherwise indicated, chronically homeless and long-term homeless Veterans entering GPD-SITH programs are assumed to be doing so to accomplish a clinical need. Note: Veterans who have chosen to enter GPD-SITH programs to access generalized case management or job training are not included within this exempted group. Federal agencies will not be asking for detailed or personalized information regarding such exemptions, such as official confirmation of clinical needs.
c. Any Veteran that has accepted a permanent housing intervention but is still actively in the process of identifying, securing, or moving into a unit. It is important to note that Veterans are included within this exception only for the first 90 days after acceptance of the permanent housing intervention. The community continues to outreach to any Veterans experiencing long-term homelessness that have not yet accepted an offer of a permanent housing intervention and continues to offer an available permanent housing intervention to those Veterans at least once every two weeks.

Note: For the purposes of this benchmark, the time a Veteran spends in transitional housing is included in the calculation of whether that Veteran is experiencing long-term homelessness.

2. Veterans have quick access to permanent housing. The community has a system in place to connect Veterans experiencing homelessness to permanent housing in an average of 90 days or less, measured from the day they are identified as experiencing homelessness to the day they enter permanent housing (with the exceptions described below). The calculation of this average should include all Veterans who entered permanent housing in the past three months, with two rare exceptions:
a. For any Veteran who was identified and offered a permanent housing intervention, but did not initially accept the offer, the calculation of the average should only include the time from when they accepted the intervention until they moved into housing; and
b. Any Veteran who was offered a permanent housing intervention but declined and has instead chosen to enter service-intensive transitional housing, whether to address a clinical need or not, prior to moving to a permanent housing destination should not be included. Offers must be documented through a transparent, coordinated process within the homelessness service system so that a refusal of permanent housing intervention and the Veteran’s choice to enter service-intensive transitional housing is easily verifiable.

3. The community has sufficient permanent housing capacity. The number of Veterans exiting homelessness and moving into permanent housing is greater than or equal to the number of Veterans entering homelessness.

Note: In cases where the community has very small numbers of Veterans experiencing homelessness, the number of Veterans entering homelessness may, at times, temporarily exceed the number of Veterans placed into permanent housing. Even in these cases, however, the long-term trend must still be consistent with reducing or preventing increases in the number of Veterans experiencing homelessness.

4. The community is committed to Housing First and provides service-intensive transitional housing to Veterans experiencing homelessness only in limited instances.
a. The number of Veterans experiencing homelessness who enter service-intensive transitional housing is significantly less than the number of Veterans entering homelessness.


