Coordinated Entry

Family Access Point ONE System Training
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Learning Objectives

Learn the Family Coordinated Entry (FCE) workflow in ONE

i Understand ONE System functions as they relate to FCE —
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Navigating the ONE System
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Navigating ONE

Family Coordinated Entry work should be completed under the
San Francisco Family Coordinated Entry Agency

PD

If you have access to multiple agencies, you will need to
switch to the San Francisco Family Coordinated Entry Agency

from your additional agency dropdown list in the upper right
corner of the ONE System
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Client Profiles
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Looking up households in ONE

e Search for household/ head of household
* Search by name, DOB and SSN

* Easiest to search clients by the first 3 letters of their first and last name or last 4 of
their SSN

e |[f you look up all three identifiers and are unable to find head of household, create a
new profile

e Can always go back to this page using the Search button beneath your name

Search by name, partial name, DOB or SSN
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Duplicate Profiles

- If there are multiple profiles in ONE for a client:

* Please contact the Bitfocus Help Desk (onesf@bitfocus.com) to get the records
merged together

* Provide the unique identifiers for each profile and identify the profile to be
retained

* Make sure you do not include client Personal Identifiable Information in the email

J Bitfocus
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RELEASE OF INFORMATION

Creating New Profiles oo e
Start Date 0506/2025
« After you search for a client by name, DoB and SSN and do not find a End Date R
profile, you can create one for them Docwmentation Select

* Go to the ONE System search page and locate the “Add Client +”
button right above the search bar

- -
* Click on the button to open the Create A New Client Screen e —HFHH==EE :

« Here you can enter details about the client and complete their digital el Sucmty b
Release of Information st of s

Las1 Mame
SEARCH FOR A CLIENT ADD CLENT(F)

First Hame

Draality of Name
Guality of DOB

Date of Birth

|
Erbii % aurihy L dbove Mo sarol fior & ellent. e ame, parl amue, date of birth or any combination
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Release of Information

When creating a new client profile, ONE will prompt you to have the client sign a Release
of Information.

« The Release of Information date should correspond with both the date that the client
signed the release and the date you created the client profile.

« Do not change the end date of the Release of Information from 3 years

e Add a new Release of Information if the previous one is expired

RELEASE OF INFORMATION ELECTRONIC SIGNATURE FORM 0

Permission Yes V. By completing this form, you are certifying the client:

Start Date gribin 1) was notified of the Department of Homelessness and Supportive Housing Notice of Privacy Policy

End Date 05/13/2028 2) completed the Release of Information: Homeless Response System as required for the ONE System

Documentation v Select 3) reviewed the Release of Information: Human Service Agency

Electronic Signature

Any signed Release of Information forms must be uploaded in client files.

SAVE | Verbal Consent
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Creating a Household

. After creating the Head of Household’s record in ONE, you must search for or create a
profile for each family member and link the records together.

Stregt Outreach Test, ‘ = q DD TO HOUSEHOLD ®
= ;

.
p SEARCH = CASELOAD
Search for a Househald Member tO t he HO H \

[ — Search for the family member here 2 m Member Type Daughter v

- T O
w— L Start Date 11/11/2019

Household Members : e aatoa
all | ey " e i i
e |

J

No active members Previous Household History for
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Managing a Household

. If the family composition changes, you may need to add or remove (exit) family
members from the household or change their membership type

You can edit a household through a client’s profile page

O SEARCH = CASELOAD Household Members

Hesd ol Household

Spring Flowers Mother Spring Flowers
o Houtehold D& TrR0T8

Household Members

Springtime Flowerchild Daughter Exited Household | Y

Enter Date
Springtime Flowerchild Daughter

Your recent client searches accessed:

Active Proarams
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Contact and Location Information
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Update Contact Information

PROFILE HISTORY SERVICES

CLIENT CONTACTS

J Bitfocus

ADD CONTACT

Contact Type
Email

Phone (#1)
Phone (#2)
Active Contact

Private

Contact Date

PROGRAMS ASSESSMENTS

NOTES

Client

XXX-XXX-XXXX

XXX-XXX-XXXX

K J

FILES

REFERRALS

CONTACT

LOCATION

ADD CONTACT (¥)

 Client
Aunt/Uncle

Case Manager
Child

Client- Work
Client- Cell
Doctor
Employer
Emergency Contact
Friend
Grandparent
[eVETE
Niece/Nephew
IHSS Provider
Parent

Sibling

- —d




Update Contact Location

I
LOCATION

CLIENT LOCATION ADD ADDRESS @ e

Address

Address (lne 2)

Location Date

Active Location

Private

Note
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Eligibility Assessment
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Eligibility Assessment

Pablo Program

P MS ASSESSMENTS | N | ! CONTA(

Pandemic Prioritization Assessment (HSH Staff Only)

SF Family Eligibility Assessment

« Completed for all Heads of Households (HoH)
trying to access Family CE
- This is a client level assessment
- Completed prior to enrolling the client in CE
- Assesses a family’s eligibility; only clients who
are eligible should be enrolled in a FCE program

ASSESSMENTS

Assessment Date 05062025

MERMT
Farmily Status Puduits) wath plrysacal and kegal custody of manor child(nn

Where did you stay kst night? Where did you

Some or all mghis in San Francsco
stay for the last 7 nights® . = : :

Do you hawe children in school, preschool, o

Mo children n 5F school, preschool, of ©
{'illrﬂﬁ'_i:ﬂf_l in S]ﬁ Fljl‘u:u{-:‘ﬂ‘ L i by ! SCHDOM, piNng MO (=gl e s [

Head of househaold is under 25 and has been in
foster care in San Francisco (Le., a ward of thes
county)?

Family Situation Primary nighittime residence that is a public or privabe place not meant. ..

NEEDEL

oooooo SF Homebiess Famiby



Coordinated Entry Enroliment
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CE Enroliment

PROGRAMS: AVAILABLE

Bayview Access Point

Central City Access Point

HSH Staff

Mission Access Point

J Bitfocus

02172025

02417152025 Individual

Bayviiiw Aceeas Point

Active Clients

B 56 % Families
® 44% Individuals

Fumniding Sowce

Awailability

Inchude group members

. Komd Houser
. Annsi Prégcatt

Service Cabtegories

o M Catagory w" Financial o Cate Managomsnl

<+ Tranapoalion W Moussg Seadch and Placement o i

w" RETIRED (Coordinated Entry Event)

Make sure to include all
relevant household
members in the
enroliment




CE Enroliment

Ervodll Program fal cliem Fraddy Fox

If any of the fields auto-populated from a
Frogrars Bniry Date oBTRON previous enrollment, please confirm the
information is still up to date.

Depabslng Condtson

Physical Dinabibty Complete all fields whan

possible. Try to avoid
selecting "Data not

Chwornc Health Candition ! collected” when possile.

Do g al Disability

HIV - RIDE

Marstal Health Profiem

“Data not collected”
SR P - implies that the

Vit of Domnonthe Vistonsn . guestion was not

- asked, if a client does
Wnaems rom Ay Sowrve not know an answer
: : put “client does not
Raceswing Mon Cash fenafas ' - know”

Covered by Health Insarce
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CE Enroliment

DISABLING CONDITIONS AND BARRIERS

Disabling Condition

Physical Disability

Developmental Disability

Chronic Health Condition

HIV - AIDS

Mental Health Disorder

Substance Use Disorder

set to "Yes”, but no disability type has been selected. Please update the Disabling Condition field or select at least one disability type, as

- Make sure your disabling conditions match what you enter on the disabling conditions toggle
- If you answer “Yes” to any disabling conditions, make sure Disabling Condition also says "Yes”
- If the client has no disabling conditions, make sure the Disabling Conditions say “No”
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Current Living Situation
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Current Living Situation Assessment

LOCATION REFERRALS ASSESSMENTS

PROFILE HISTORY SERVICES PROGRAMS NOTES

PROGRAM HISTORY

Program Name PROGRAM: ECS: BAYVIEW ACCESS POINT
ECS: Bayview Access Point
[TRAINING] San Francisco Adult Coordinated Entry |
Enrcliment History Provide Services Motes Files Forms

Assessments

FILES CONTACT

Current Living Situation

ADD PROGRAM ASSESSMENT

« Click into the client’'s Access Point enrollment to
@@ Pablo Program Husband

complete a Current Living Situation Assessment under the @® omotous -
omo Houser aug ler
Assessment tab at the program level @@ Annie Prescott Wife
- Make sure to include all household members in the
assessment.
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Current Living Situation Assessment

« Com P lete the Current Livi ng Add Current Living Situation for client Cedar Fever
Situation Assessment by filling
out the field ' lonsms
Place not meant for habitation (e.g., a vehicle, an abandoned buildirv
* The Living Situation Verified s St vt §
By field is where you will enter -
the name of the Access Point o mm,
p ro gra m th at iS e nte ri N g th e [TRAINING] Always Awesome Agency
C LS d a ta [TRAINING) Department of Homelessness and Supportive ...
. [TRAINING] San Francisco Adult Coordinated Entry Agency
* Youwill find all FCE Access S
Points under Coordinated Entry Eiergency Shelter

> SF Family Coordinated Entry e

[TRAINING] Department of Homelessness and Supportive ...
Ag en CY [TRAINING] Dolores Street Community Services

« Homelessness is self reported

[TRAINING] Emergency Solutions Grant

LR N R T TN B T S ——
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Current Living Situation Assessment

Add Current Living Situation for client Pita Pocket

Additional questions may
populate based on the client’s
responses

Date of Contact 1O 42018
Current Living Situation Hospital or ather residential non-psychiatric medical facility

Living Siwation Verified By ECS: Bayview Access Point

Is elient going to have to leave thelr current living situation
within 14 days?

Yes
Has a subsequent residence been identified? Select

Does individual ar family have resources or support networks

to abtain other permanent housing? Select

Has the client had a lease or ownership interest in a permanent

housing unit in the last 60 days? Select

Has the client moved 2 of more times in the last 60 days? Select

Location Details

J Bitfocus

Fields may auto populate
with information from the
most recent CLS

Please verify all
information so ensure it is
still accurate and update
as needed



Problem Solving

* For any Problem Solving questions please contact your HSH Problem Solving Program Manager
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Family Housing Prioritization Assessment



Completing the Assessment in ONE

PROGRAM HISTORY

Streat Qutreach (Non-PATH)

Active il vl dduial

This is a program level assessment

Only the HOH for an ellglble famlly ShOUId be Enroliment Histnrwlalez Files Forms
given a Family Housing Prioritization

Assessment. Assessments LINK FROM ASSESSMENTS
This assessment will determine if a household
is eligible for a housing referral [T
This assessment can be found within the Family Housing Problem-Solving Assessment m

Access Point program enrollment.
®*  You must be under the SFFCE agency to give this
Shelter (Individual Room) Placement Criteria m

Family Eligibility Assessment

assessment




Completing the Assessment in ONE

FAMILY PRIORITIZATION ASSESSMENT

Complete the fields in the assessment
SECTION 1: LIVING SITUATION AND HOUSING HISTORY being as thorough as possible

o V24
(try to avoid using data not collected) Data not COI IeCted

m:';hyd)'d you stay last night? (living situation, not Select | m pl IeS th at the

guestion was not
asked; if a client does
ety e ' not know an answer
P select “client does not
sheiter, safe haven, or on the street/place not meant for

; ”
human habitation for more than 12 months (total) over kn ow
the last 3 years?

2) How long have you been homeless this time (lived in
ES or place not meant for human habitation)?

5) How many times in the past 3 years have you lived in
a sheiter, outdoors, in a vehicle, or other place not
meant for people to live (each break in homelessness
has to span at least 7 consecutive nights)?

FTHE REMAINING FIELDS AR ATISTICAL PURP S (MO INPUT NECESSARY)
6) Number of stays in a family shelter in San Francisco
in past 2 years?

7) When was the last time any adult household member
had a lease in their own name?

8) How many times has any adult household member
left housing due a legal eviction notice?

9) Is anyone in the household age 5 or under?



Multiple Community Queues

-»>San Francisco has multiple Community Queues that Each queue is completely g

: queues.
clients can be referred to: .. :
. : -> |f a client is removed from one queue, it does not
-» Permanent Supportive Housing Queue affect their placement on other queues
-» Rapid Rehousing Queue ~> Which Community Queue is available will depend on

the assessment they are given and what the score for

-> Temporary Shelter Queue . :
their assessment is.

Fam Priority Score summary - AMIlY Housing Prioritization Assessment

LIVING SITIAT DUSING HISTORY 12

Fam Priority PRE-SCREEN TOTAL 15

Family Shelter Assessment
Fam Shelter Scone Summary
LEMCE

Rapid Rehious Chusui
PREGMANCY OLSIEHOLD COlAF

Fam Sheiter PRE-SCREEN TOTAL &
REFER DIRECTLY TO COMMUNITY QUEUE(S)
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Referring to the Community Queue (CQ)

« |f a client’s score reached the referral threshold, they can be referred to the PSH Queue.

« Toggle on the PSH queue and make sure the referral date and time is correct on the next
screen

« Add any relevant notes to the referral as necessary

Referral Date

Send 10 Queues

Referred Program

Referred to Agency

Referring Agency

Private

I REFEH DARECTLY TO COMMURITY QUEUE|S) I
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Referrals to the CQ

e A referral’s assessment score will update if a new assessment is conducted while the client is on the
gueue, or if the original is edited.

e If a client is already on a CQ, do not complete a new Family Prioritization Assessment unless their
household composition changes

e A client’s referral can be removed if you click in to edit the referral, add a reason for the referral’s
removal, and click save changes

Pablo Program

ROFILI  HISTORY SEAYICES PROGAAMS  ASSES NOTE FILES CONTACT LOCATICN
REMOVE FROM QUEUE

Reason for Removal - Select Reason - N

Advanced search options  view

Queue Removal Date 05/08/2025 3:45 PM

¥ 5 ..I A I|'..|-:'-.| Exif Date (anly cresle once snd updale &8 exlensang are N8I B02E m
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Checking In

« Checking in a client can keep them active on the queue. If a client does not have any activity for 90 days,
their CQ referral will expire.

« A client should be checked in via the check-in button on their referral (and a service or event recorded) every time
they are in contact with an Access Point staff member

Dashibosrd Pernaiarig Corramaty Queie Afusbyirs Corrapleted Deimsd Sent Avaiabit

Community Queue

Permanent Housing/ RRH Queue

1 Judet Mendoza
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Matchmaking: Program Openings
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Program Openings

San Francisco Family Coordinated Entry Agency

Loan b TR
* Openings for family
resources can be seen in
multiple places.

* The reports can be located Systemwide Openings Guide
on the referrals screen on the S e st ks oo s o springs fraton b pemdtion, epars o o

located on the Data Analysis tab

Dashboard Tab or on the Open NOTE Cichog desctcnth mpot ek eyt wk s e web b A ol ey
UnltS Tab Adult Reports

¢ Adult Flex Pool & RRM Housing Program Openings: Lists Flex Pool scatlerad site and REM openings
avolable for Adulty

* Click on the appropriate e R g T 5 e

report link for the opening you Houting Antase

* Temporary Shelter Open Bed/Unit Report Lis

are trying to reserve. (You may el by 8 Qo Plckmart o o Yoo
need to do this in a new tab) Family Reports

* Family Flex Pool & RRM Housing Program Openings Lists Flex Pool scattered site
avadable for referral by the Farmily CE Access Pomnts

* Family Open PS

H Units 8 site-Dased PSH units avadabie for referral (and with a pending referral)
by the Family CE Access e

¢ Farmily Opan Shelter & Transitional Housing Units. Lists shefter and transitional housing units/Deds
avaltable for refecral (and with & pending referral) by the Famay C

* Family Urgent Accommodation Voucher Openings Lists Urgent Accommodation Youcher (UAV
openings available for referral by the Family CE Access Points
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Program Openings

ul Devencens

Your recent client searches:

Pablo Program System EEE ﬁ Paul I?evencenzi, P D

Pablo Arthwr REPORT LIBRARY EXPLORE DATA ANALYSIS O SEARCH = CASELOAD

Annie Prescott DATA ANALYSIS . C I—A R I TY

HUMAN SERVICES

Built In Reports 0 report(s) v

San Francisco ONE System Reports 72 report(s) A

Coordinated Entry for Families

*Familses on Temporary Shelter Queue

*5F Family Housing Prioritization Dashboards

F ey ::}'T1|T|un||‘!|' Cueue Referrnls

Family Flex Pood & ERH Housing Program Openings
Family Open PSH Units

g Linits

ising Referral Status Refusals Tracking
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Program Opening Reports

Family Open PSH Units

Initial Date Uinit Mast Recent Date Unit

Assigned o Access Re-Assigned to Access
Paint Staff 1o Fll Point Staff 1o Fill

Mzl Bataary - CalC

2024-0509 20250211 Re-

dgpgred
1o Alan
4/BF2025
WS Hindre] Juan Pfare Plaza Juan Pitarme Plaza 30 b [ Ao mlathe 031 Farmaly CE
+ HOPWA

1o Cymthia
2025
\Cemiral

City
ALCESS
Poant

Edey and Taylior - HLID Y arnily - ZBR - HLID PEY Arplable
Y
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Claim Responsibility for an Opening
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Switching Agencies

. You will need to switch your active agency to the agency you will be referring
to (the agency that manages the resource) to claim responsibility for that unit.

. You will then need to switch back to CE to make the referral.

.““ Paul Devencenzi,

Human Services Agency

Institute on Aging

John Stewart Company

La Casa de Las Madres
Larkin Street Youth Services
LGBT Center

Lutheran Social Services of Norcal

Lyric
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Claiming Responsibility for a Program Opening

Once you have switched your
agency, return to the report
page

Click on the Link to Unit Page
code and then select the Unit
Overview to go to the unit
screen

J Bitfocus

Family Open PSH Units

Agency Name Building Mame Current Availability  Referral Channel

is any value is any value is Available is any value

#  Building Name A Program Name

1 Catholic Charities CYO Hazel Betsey Hazel Betsey - CoC +

Community HOPWA

ADA Accessible Building ADA Unit

any value any value

Family Open PSH U

Link to Unit
Unit Name A

Family - 1BH -

Links

| Unit Overview Z




Claiming Units/Beds

AMILY & YOUTH ACCHE
HLY THE FiE BELOW

Referral Channel

e Select “Referral Channel” pccass Pt Saf

Responsible for Filing
Unit

* Add your name to “Access Point Staff il Date U

Assigned to Access
Point Staff to Fill

Responsible for Filling Unit” o o B

Re-Assigned to Access
Point Staff to Fill

« Add "Initial Date Unit Assigned to O
Access Point Staff to Fill”

* |f the Current Availability date is after

the Initial Date unit was Assigned date, v Select
then you will only update this date field Family CE
" oy T Youth CE
* Use "Additional NOt.eS fields to : Transfer from within Site-Based PSH
document any rea55|gnment details Transfer from Flexible Housing Subsidy Pool

including who was reassigned to fill the Transfer from RRH
unit and why

J Bitfocus



Reassign Unit/Bed to a Different Access Point/Staff
Member

« Update "Access Point Staff Responsible"
e Leave "Initial Date" as is

« Update "Most Recent Date Unit Re-Assigned to Access Point Staff to
Fill"

FIELDS BELOW FOR USE BY FAMILY & YOUTH ACCESS POINTS OR HSH STAFF COORDINATING TRANSFERS INTO FAMILY & YOUTH UNITS
Referral Channel Select v

Access Point Staff
Responsible for Filling
Unit

Initial Date Unit
Assigned to Access
Point Staff to Fill

Most Recent Date Unit
Re-Assigned to Access
Point Staff to Fill

Additional Notes
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Matchmaking



Matchmaking

« All of the Permanent Housing programs have been set up in the ONE System with
eligibility criteria

« The Eligibility Engine compares the eligibility criteria to the responses from the client’s
Housing Prioritization assessment and profile screen

« The Community Queue can generate a list of clients who are eligible for specific
programs
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Matchmaking

e The process for matchmaking is very similar no matter which queue you are
using.

e For PSH use the Permanent Supportive Housing Community Queue.
e For Shelter, use the Temporary Shelter Queue.

e For Rapid Rehousing use the Rapid Rehousing Queue.
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Matchmaking

There are various filters you can use to
sort the clients on the queues.

- Search = you can enter a client name or
unique ID.

-> Mode = allows you to sort by
assessment type and show the
assessment score for each client.

-> Active Agency = the agency you are
referring to.

-> Eligible Clients Only = generates a list of
clients who meet the eligibility criteria
for a specific agency and/or program.

-> Project = the program you are referring
(e}

J Bitfocus

Community Queue

Permanent Supportive Rapid Rehousing Queue
Housing Queue

@ Eigible Clients Only
05/09/2025 11:15 AM
54CB1B7CC
TRAIN - Compass Family Services

14-Day Family UAV - GF

Pablo Houser
ferred by IAIN - San it

Temporary Shelter Queue Transfer Queue (HSH Only)

Filter Type Standard

Mode Standard

Characteristic - Select -

Sort By Default

Referral Date

03/03/202512.30PM 66




Matchmaking: Temporary Shelter

- Shelter Eligible Families are identified using the *Families on the Temporary Shelter
Queue Report

« Families are represented by their HoH
« Access through the Reports -> Data Analysis -> Coordinated Entry For Families tab

*Families on Temporary Shelter Queue
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Matchmaking: Temporary Shelter

« Once you have identified the Family that will be referred, you can search for the HoH on
the Temporary Shelter Queue on the Referrals screen

- Enter the client’s Ul and select the agency the shelter is under and hit Search, then click
on the edit button next to the client to go into the referral

Community Queue

Permanent Supportive Rapid Rehousing Temporary Shelter Transfer Queue (HSH
Housing Queue Queue Queue Only)

Eligible Clients Only Mode Standard

05/22/2025 §:30 AM Characteristic -- Salect --

E1E4DED4F Sort By Default

TRAIN - Catholic Charities CYO v

Referral Date

Pablo Program o o
0572772025 9:30 AM

Referred by System
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Matchmaking: Permanent Supportive Housing

« The process is the same for referring clients to PSH units, you will just need to select the
Permanent Supportive Housing Queue

Permanent Supportive Rapid Rehousing Queus Temporary Shelter Queue Transfer Queus (HSH Only)
Housing Queus

« Optional: You can turn
FiterType  Standard - on eligibility and select
— prr——— Mode Standard a specific program,
Serch paolo Characterietic - Select - otherwise you eligibility
will be calculated on
the next screen

« Only PSH is set up with
Pablo Arthur | eligibility, so you can
I:---l--u- i by: TRAIM - San Francisco Aduli Coardinated Emiry 01/15/2025 2:45 PM use this function to See
Pablo Program if a client is eligible

Referred by: TRAIN - San F co Family Cor sted Enry 05/08/2025 3:45 PM

Active Agency TRAIN - Tandarioin Neighborhood Davelopmant G Sort By Default

Project 1038 Mission - LOSP
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Matchmaking: Making the Referral

- To make a referral, go to the Re-Assign section of the referral screen and select a

program and unit to refer to:

05082025 2-15 PM

Community Queue

Tearrher Qs (5 Deddy

P Sugportiel Feagus b siores T
Reassignment Date |

Program 681 Florida - LOSP

Eligibility Owerride

Opiening

If you did not check for eligibility on
previous screen, selecting a unit will
start a check. You will see the
following message if no units are

A No eligible units are available in selected program.
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Matchmaking: Assigning a Navigator

 When making the referral, staff must assign themselves as the Navigator

Client

Onyx Test

Referred by: [TRAIMING] San Francisco Family Coo

Bob Uncle

Referred by: [TRAIMING] San Francisco Famih

Rose Bush

Refemred by: [TRAINING] San Francisco Family

J Bitfocus

Referral Date

06/02/2020

07/29/2020

08/13/2020

Days Pending

104

Referred to

Referring Agency

Referred Date

Days Pending

Qualified

Family Shelter score

Last Activity

Referred by Staff

Navigator

Bob Uncle

Community Queue - Family Shelter Community Queue
[TRAINING] San Francisco Family Coordinated Entry Agenc
07/29/2020 3:.02 PM

36 day(s)

Yes

1

Jon Hoskins (7))

ASSIGN NAVIGATOR




Housing Refusal Assessment
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Housing Refusal Assessment

 |f a client refuses a housing referral, you must document the refusal using the
Client Housing Refusal Assessment

PROGRAM: BAYVIEW ACCESS POINT

This is a Program Level Assessment

Enrollment History Provide Services Events Motes Files Forms

Assessments LINK FROM ASSESSMENTS

Current Living Situation START

Client Housing Refusal m
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Housing Refusal Assessment

 Complete the Housing Refusal Assessment by filling out the following fields

* Housing Program
PH = Housing Only

* Reason for Refusal PH - Housing with Services (no disability required for entry)
Abode Services
Abode Services - Flexible Housing Subsidy Pool - Prop C
Abode Services - Shallow Subsidy Program - Adults - Prop C

CLIENT HOUSING REFUSAL

0SNS5

Bayview Flexible Housing Subsidy Pool- Prop C

City Gardens - HUD PBV
City Gardens - Prop C

Reason for Refusal

| Decline SRO
Health needs not met by the site
Justice Involved: Re-Entry Delay
No private bathroom

| No private kitchen

Prefer a different building

! Prefer a different neighborhood

J Bitfocus Prafar a larner iinit




Services & Events
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Events

Depending on what kind of interaction you P —
have a with a client, a CE Event may need to
be logged

Documnent Ready Requered Documents Posted for Housing Referral

Document Ready Reguired Documents Posted for Shelter Referral

Housing Application 1) Mousing Apphcation Started

Housing Application 7) Housing Appiication Completed

Encoliment History Provide Services Assessments

Coordinated Entry Events

MHousing Outreach Attermpt’ Emall Sent

MHousing Outreach Attermpt In Person Meeting
Problem Solving/Diversion/Rapid Resolution intervention or service

Housing Outreach Atternpt. Phone Call- Contact (Household's Case Manager or Other Provider)

Referral to Street Outreach project or services

Houting Outreach Attermpt Phone Call- Message Left
Referral to Housing Navigation project or services

Housing Outreach Attermpt. Phone Call- No Contact

Houning Outreach Attermpt Phone Call- Successful Contact

Other Outreach Attermpt Emad Sent

J Bitfocus



Events

Housing Outreach Attempt: In Person Meeting

Date 05/M14/2025

Include group members:

Momo Houser

Annie Prescott

Event Note:

B

J Bitfocus

]

SUBMIT

- Events are structured very
similarly to services

- You will need to add a
date, toggle on relevant
household members and add
a case note just like a
service

- |If you are recording a CE
Event, you must also
complete a Current Living
Situation Assessment for the
household.



Services

There are services configured to You may see service items under a
document various interactions throughout service which allows you to be more
the Family Shelter and Housing process. specific about the interaction.

Refused Individual Room Shefter Referral

Services
Family declined offered shelter room

Accepled Reservation af Congregale Shelber
Farmily s MLA

Rackground Check Comglete

Congregate Shelter Placement Dutreach Family iz no longer interested in shelter placement

Dechned Dffer of Congregate Shelter Hamiiian Famies
Family moved out of region

Indivicdaal Room Shelter Placement Outreach

Family was referred to a different individual room shelter
Problem Solving Fimancisl Aiptence

fused e — ! aising e Plesamanl )
Refused rdividual Room Shelter Referral ar F ly was referred 1o PSH op unity

Repassied dipiriance lrom APyT
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Services

- Dates should be entered
for every service.

- A case notes should be
entered under Service Note.

- You can toggle on all

household members that are
relevant to the service

J Bitfocus

Family is no longer interested in shelter placement

Start Date: 05/14/2025 End Date:

Include group members:

Momo Houser

Annie Prescott

Service Note :

05/14/2025

F




Uploading Documents
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Uploading Documents

All client documents should be uploaded into the client's record

PROFILE HISTORY SERVICES PROGRAMS ASSESSMENTS NOTES REFERRALS FILES CONTACT LOCATION

CLIENT FILES ApD FiLE (3)

J Bitfocus

UPLOAD A FILE

Category

Predefined Name

File

Permanant Supportve Housing Applcation Package

Birth certificate: HoH

[ | e ]

Lo

b

- Select a File Category and

Predefined Name to label
the file

- Upload a file using the

Select File button

- Click Add Record



Exits
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Exits

e Client should be manually exited from the FCE Access Point program for the following reasons:
o Client has left San Francisco
o The client has been successfully problem solved
o The client is known to be housed
o Client is deceased

e If aclientis being exited from CE, but they still have a Pending Referral on the Community
Queue, remove the client from the queue at the time of exit.

REMOVE FROM QUEUE

Reason for Removal Self Resolved

Housed with Community Inventory - Not with CE
Housed with RRH - Not with CE

Permanently Living with Family/Friends

Rental By Client

Return To Prior Residence

Queue Removal Date 09/04/2020
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Exits — Managing Households

e |If exiting a Head of Household, but not the entire household, a new Head of Household must
be assigned

Group (3)

05/06/2025 Select

Paul Devencenzi v Self (head of household)

. ) A D Head of household's child
CHAMNGE HEAD OF HOUSEHOLD

_ Head of household's spouse or partner
p Pablo Program Head of household's spouse.

Head of Household’s other relation membe;
Program Group Members Momo Houser Head of household's child

s " _ Other: non-relation member
Momo Houser  05/00/202 o Annie Prescott Self (head of household) s

A

.
Prescott o%oe2028 » m m
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Exits

PROGRAM HISTORY

Program Name Start Date End Date Type

Street Outreach (Non-PATH)
Street Qutreach

PROGRAM: BAYVIEW ACCESS POINT
TRAIN - HSH - SFHOT ()

Bayview Access Point

D Coordinated Entry Enroliment History Provide Services Events Assessments Notes Files Forms

TRAIN - Sa ancisco Family Coon

Program Service History R

SELECT CLIENTS TO EXIT FROM PROGRAM

@ Fablo Program Husband
P Momo Houser Daughter
I Annie Prescott wife
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Plae fdl Madnl Tof Rabetalidn (8.9 . & vaidks, & ABARIORSD Buslde] Budtfaen/iulwiyy SLBLORSIMDOM OF Sy whare Sutidae

margency shelter, including hotel or motel paid for with emergency shelter voucher, Host Home sheller

Foster care home or fosier Care group home

E | t
Hospital or othar resadenia non-peychatric medical faclity

End ngram for client Pablo Prﬂ'grﬂ-m Jail, prisan, of juvenike detention faciity

Lo -t Clra RRCTy OF fuar el PeliTol
3 - ArEE
Program Exit Date 05/13/2025 Paychiatric hospital or othar psycheatric Tacsiity
- Substance abuse reatment Tacility or detox Centar
Destination Salect
Transitional housing for homeless persons [Including homealess youth)
Exit R Salect Residential project of haltway houte with no Romeless criteria
At Heason Salec
Hoted of molel Daid Tor withoyt ST Garly ANdld wiad Pl
Family CE Program Exit Destination Note: PRI Vo nen-tee
Starying or living with famdy, lemporary lenure (e.g , room, apariment, or Pouse)

DISABLING CONDITIONS AND BARRIERS Select
_ . Client is no longer in 5F County

Physical Disability

Client placed in Institutional Setting

Developmental Disability Danisl of Service
Deceased

Chronic Health Condition Exit by Client Cholce
Housed through Coordinated Entry

HIV - AIDS Housed through Referral to Other Problem Solving Resource

Housed through Problem Solving Resolution

Mental Health Disorder
Journey Home Relocation

Substance Use Disorder P Tarminated from Program due to Ingligibility

Data not Collected

MONTHLY | EAND S

eetema from Al fusmos If a HoH is exited without a new HoH
assigned, ONE will give you a warning
J Bitfocus message and remind you to pick a new HoH



Auto-Exits

* Auto-exits from the CE program may occur if:
 The household is permanently housed through CE.
* Any household enrolled in the CE program has no activity in ONE for 90 days.

Exit Destination will be marked as “Unknown”.

The following events will trigger an auto-exit from CE Program:

o A staff member saves a value for the field Housing Move-In Date in an enrollment screen for
any program enrollment with a permanent housing program Type.

e A staff member saves a “housed" exit Destination for any program exit screen.
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Auto-Exit Thresholds

CE Program Auto-Exit Threshold

ONE System Coordinated Entry & Community Queue Auto-Exit Settings

Program/CQueue

Auto-exit
Threshald

Activities that prevent auto-exits in ONE

All CE Programs

J Bitfocus

Adding/editing 2 program level
Service or Event
Adding/editing a program level CE
Assessment
Adding/editing a:

o Status Assessment

o Annuzl Assessment

o Current Living Situation

Aszessment

Adding/editing a Unit to the program
enrollment
Adding/editing a location to the
Location tab
Adding/editing a contact to the
Contact tab

Housing Referral Auto-Exit Threshold

-CAAP PSH Queue

-Permanent Supportive Housing Queue
-Rapid Rehousing Queue

-Temporary Shelter Queue

Transfer Queue (HSH Only)

Adding/editing a Service or Event
(chient level and program level)
Adding/editing a CE Assessment
(client level and program level)
Adding/editing a:

o Status Assessment

o Annual Assessment
Adding/editing a contact to the
Contact tab
Adding/editing a location to the
Location tab
Adding/editing a File (client level and
program level)
Adding/editing a note (client level
and program level)
Adding/editing an alert
Enrolling a client into a program or
editing a chient enroliment
Exiting a client from a program or
editing a chent exit
Creating a direct program referral
Selecting the "CHECK-IN" button
within the referral

Additionally, the threshold “clock”™ is reset
when a referrol returns to the queve os @
result of a denlal/expiration or is ploced on
the queve as the result of o tronsfer from
another queve.,

Note that progrom-level actions listed in this
section will prevent outo-exits from o
Community Queue regardless of the progrom
in which they are administered,




Additional Reports and Dashboards

ul Devencens

Your recent client searches:

Pablo Program System EEE ﬁ Paul I?evencenzi, P D

Pablo Arthur REPORT LIBRARY EXPLORE DATA ANALYSIS O SEARCH = CASELOAD

KBCLARITY

HUMAN SERVICES

Built In Reports 0 report(s) v

San Francisco ONE System Reports 72 report(s) A

Coordinated Entry for Families
*Familses on Temporary Shelter Queue
*5F Family Housing Priortizaton Dash
Family Community Queus Referrals
W) Program Dpenings

Family Open PSH Units

y Open Sheller & Transfsonal Housing Units
Family Py List with Disabling Conditions

Family Urgent Accommadation Voucher Openings

Housing Referral Status Refusals Tracking

J Bitfocus



Resources

Bitfocus Help Desk

For 1-on-1 help, contact the Bitfocus Help Desk with any issues or
guestions regarding the ONE System

« onesf@bitfocus.com
o 4154294211

ONESF Help Center Website

For referencing training slides, recordings, toolkits or any other
workflow related documents

« onesf.bitfocus.com

J Bitfocus

Help Desk Widget (In ONE System and on
ONESF Help Center Website)
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