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1.  Introduction to Coordinated Entry
Schenectady County CoC Coordinated Entry (CE) process is designed to identify, engage, and assist homeless individuals and families that will ensure those who request or need assistance are connected to proper housing and services. Coordinated Entry uses a standardized assessment tool and incorporates a system wide housing first approach, Client choice and prioritizes housing for those with the most vulnerable service needs.
2.   Overview of Coordinated Entry Process

There are four principle parts to the Coordinated Entry System within Schenectady that work to provide services to persons presenting as homeless.  The CEF is responsible for overseeing the process from the time the Client presents as homeless at the Point of Entry to being stably housed, the Point of Entry guides the Client through the application process, the Referral agency reviews the application and determines if Client qualifies for their specific program and the CEC is responsible for getting weekly updates on vacancies, and waitlist.
NOTE:  All participating agencies are required to attend monthly meetings, responded to weekly calls, and participate in bi-weekly conference call. 
3.   Coordinated Entry Agency and User Requirements
3a. Role of the Coordinated Entry Facilitator (CEF)
The CEF will oversee the referral process and track all referrals.  The CEF is responsible for monitoring and managing the waitlist and making annotations as necessary.  The CEF will also communicate regularly with Point of Entry and Referring agencies to get updates on vacancies and referrals.  The CEF will distribute the client tracking list weekly, co-lead CE monthly meetings, and is the point of contact for CoC CE questions. 
3b. Role of the Coordinated Entry Coordinator (CEC) 
CEC will contact Referral Agencies -weekly by phone and/or E-mail to get vacancy and anticipated vacancy status, waiting lists, update on applications, and generate analytical reports. During the weekly contact the CEC will ask referral agencies to report on current and anticipated vacancies (including information regarding the vacancies that could be useful to share with the Points of Entry) and check in on the status of all clients referred to them.  The CEC will report information obtained in the weekly contacts to the CEF and will provide a summary written report to CE participants. 
The CEC will co-lead monthly meetings, generate minutes, and be the secondary point of contact for CoC CE questions.   
3c. Role of the Point of Entry (POE)
The POE is where the Client first presents as homeless.   The Point of Entry is responsible for guiding the Client through the application process with the goal of obtaining stable housing.   The Point of Entry is responsible for completing the Coordinated Entry application with the Client and determines if Client is eligible for Permanent Supportive Housing.  CE application should be forwarded onto CE Facilitator within five business days.  If CE facilitator receives CE application after five business days, the CE Coordinator will contact POE to discuss why application was held.
POE Process:

· Complete Intake/application

· Send documents to CEF and up to 3 agencies 

· HOLD onto client until permanent housing is secured

POE Responsibilities: Intake – Housed

· POE in contact with CEF and CEC regarding status of client with each referral agency

· NOTE: CEC will contact referral agency weekly and communicate results via email
· If there is a gap in client information, the referral agency will contact POE for clarification
· If client is not appropriate for referral agency based on application, the POE will inform the client 

· If client meets with referral agency and it is determined that client is not appropriate for same agency, that agency will inform the client 

· NOTE: the client will continue to have active referrals with the remaining 2 referral agencies. 

· If the client is not appropriate for any of the referral agencies, the client’s case will be discussed at the monthly meeting


3d. Role of the Referral Agency
The Referral agency receives and reviews the Coordinated Entry application.  The Referral agency then determines if Client qualifies for their program’s vacancy.  The referral agency will communicate to the CE Facilitator when a client will be screened for appropriateness. The referral agency will contact the CEF and CEC when a client is denied along with completing and submitting a denial form.  
4.    Determining CE Eligibility 

The Coordinated Entry Application is completed at the POE.  The POE will use the approved Assessment tool to determine Client’s eligibility.   Single clients with a vulnerability score of 6 and above and families with vulnerability score of 6 and above are eligible for Coordinated Entry.  If the Client is eligible, the Client is asked to sign the release of information. Clients who do not meet CoC criteria will be discussed at the monthly meetings if it is requested by a CoC agency representative. 
NOTE: The above is current however, as the system develops housing options for clients with lower vulnerability scores will be captured as we address gaps in CoC services. 

4a.  Rapid Re-housing 
Clients referred for Rapid Re-housing who score the above mentioned vulnerability scores will go through the Coordinated Entry process. 

Clients who are eligible for Rapid Re-housing however have a lower vulnerability score are able to access Rapid Re-housing subsidy money through the appropriate agencies using the standard intake process, established by those agencies, without going through the Coordinated Entry process. 

4b.   Single Youth Ages 18-24

Single youth between the ages of 18 and 24 who have an intake and assessment completed by SAFE Inc. (SAFE house or outreach program) will go through the  Coordinated Entry process in order to access permanent supportive or rapid rehousing programs.  Like family and adult singles applicant’s youth intakes and assessments should be referred to appropriate services and will be discussed at Coordinated entry meetings (conference calls and physical meetings).

5.  Completing a CE Assessment Form
The Coordinated Entry assessment form is completed at POE.  Form must be fully completed.  POE ensures the Release of Information is signed by the Client.  POE determines Clients Permanent Supportive Housing Eligibility.  The POE places the vulnerability score on the Clients application.  The POE selects top three, if possible, housing options with the Client.  All three options are noted on the application (Permanent Supportive housing options must meet Client’s level of need).    
NOTE:  Due to specific criteria for CoC housing options, it is understood that there may not be 3 CoC housing bed options. 
6.   The Referral Process

The POE forwards application and all necessary documentation to the CEF and up to three Permanent Supportive housing options within five business days of application being completed.  The CEF monitors that application and documentation for the most vulnerable Client has been forwarded to the most appropriate Permanent Supportive Housing options.  Most appropriate Permanent Supportive Housing Options review application and determine if Client qualifies for their vacant or waitlist.  This decision is made within 14 days. The CEC in weekly phone and email contacts will inquire about the status of applications and will report back to the CEF and the POEs regarding clients on the wait list.   
7.    The Waiting List Process

The CEF is notified by the POE that Client qualifies for Permanent Supportive Housing.  CEF records referral and Client is put on approved spreadsheet (waitlist).  Permanent Supportive Housing agencies report application status reports by phone/e-mail bi-weekly to the CEC and in person at monthly Coordinated Entry meetings.  CEF will track waitlist from Client’s initial notification to discharge.
NOTE:  In the event that two or more homeless households within the same geographic area are identically prioritized for referral to the next available unit, and each household is also eligible for referral to that unit, the CoC should refer the household that first presented for assistance in the next available unit. 
8.    The Admission Process

Prioritized Permanent Supportive Housing option interviews Client for vacancy.  Permanent Supportive Housing option notifies CEF/CEC and POE that Client qualifies for vacancy.  If Client does not qualify for the vacancy at the Permanent Supportive Housing Option, that agency must have sufficient documentation supporting rejection of referral.  The Denial Form must be completed and submitted to the CEF who will enter the information on the excel workbook.

Process for denial: 

· Housing Option 1 denies referral, completes denial paperwork, and submits to the CEF

· The CEF contacts Housing Option 2 

· Housing Option 2 will proceed with contacting the client

· The client will be prioritized if opening is still available 
Referral agency attempts to contact Client 3 times, if Referral Agency is not able to reach Client the CEF is notified and Client is moved to inactive status.
9.  Updating the Coordinated Entry System

CEF updates waitlist to reflect Clients acceptance onto waitlist or vacancy.  CEF notes reason for denial from any Referral agency.

10.  Finalizing the Process: This process will be active when the CE HMIS database is available
Admitting agency removes Client from waitlist and accepts them into their program.   



The Purpose of this document is to explain the role and responsibility of each entity within the Schenectady Coordinated Entry System and guide service providers through the Coordinated Entry Process from when Client first presents as homeless to being stably housed.





Appendix A:�Coordinated Entry User Guide


A step by step guide to the Coordinated Entry Process in Schenectady County
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