Referrals to Coordinated Entry
1. Eligibility
Not all clients you come across will be eligible. To be eligible the client must be literally homeless.

2. ServicePoint Client Consent 
Please have clients sign the client authorization this allows the clients information to be shared in ServicePoint. Do not enter the client’s information in ServicePoint without an authorization.
3. Coordinated Entry Client Consent
The Coordinated Entry consent form will allow for the sharing of more personal information for the purposes of housing. This is an important document since the VI-SPDAT will be done over the phone. 
4. Uploading Consents in ServicePoint
The entry point will need the consent form before they can complete the VI-SPDAT. Scan the signed consent form and save it in a folder that you will be able to retrieve. To upload the consent form, go to the Client Profile Tab.  Click Add New File Attachment. Select Choose File and locate the consent form on your computer. Click Upload.
[image: ]
[image: ]
[image: ]
5. Identifying an Existing Coordinated Assessment Entry
A client may already be a part of Coordinate Entry. You can identify clients who are already open to Coordinated Entry by looking at their Entry/Exits.
Open Entry = Do not send a referral		    Closed Entry or No Entry = Send Referral
6. Send Referral to PADS Coordinated Entry
	1. Log in, search for client
2. If the client is not in the system, add a new client
3. Complete the Referral Network Form
4. Add an outstanding outgoing referral

	5. Select Housing Related Coordinated Entry from the Service Code Quick List
6. Select PADS Coordinated Entry Provider
7. Save All


See SPRN Sending a Referral for more detailed instructions.
7. Setting the Stage (optional)
Make sure the client understands the followings items:
· Answers will go in ServicePoint, which is a shared database.
· Being added to the By-Name List doesn’t guarantee housing. It’s also not a wait list.
· The client may skip or refuse to answer any question.
· Some questions may feel uncomfortable, but it is in their best interest to answer all questions honestly.
· [bookmark: _GoBack]Being honest and open is to the client’s benefit. 
· Clients should be prepared to provide as many contacts (phone numbers) as possible. This will help us get a hold of the client if they are matched to a housing provider.
8. PADS will contact Client (w/in 24-48 hours of receiving referral)
All assessments will be assumed to be over the phone unless the referring agency contacts PADS externally and both parties agree a phone assessment would not be appropriate. PADS will attempt to contact the client 3 times within 5 business days to complete the Coordinated Entry Assessment. 

Literally Homeless


Person sleeping in a place not designated for or ordinarily used as regular sleeping accomodations
Ex: Car, Shed, Park, Storage Unit, Parking Garage


Person living in a supervised shelter or using motel vouchers designated to provide temporary shelter
Ex: PADS, Motel when stay is being paid for by charity organization


Person exiting an institution (jail) where (a) the stay was 90 days or less and (b) immediately prior to the institution the person was staying in an emergency shelter or place not meant for human habitation.
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