EMERGENCY SHELTER FLOWCHART

Does your
shelter receive referrals

from other sources

Referrals will be received

from Centralized
Intake (CI)?

Referrals will be received via
email and CMIS under
"Outstanding Referrals"

p-| Complete client's intake process |« J

Go to No
ClientPoint |™
Check-in  / Check-out
Process Process

Unless client moved in on
same day as CMIS data

Click on pencil
icon to Edit Exit

entry, click on Back Date

Search for client using
their name and ensure

Select all family
members that
moved out

SSN is complete

Go to client's ROl tab and
click on "Add Release of

Information" valid for three

Match exit date
with client's
actual move out
date

years

Go to client's Entry/Exit
tab

Click on "Add Entry/Exit"

Select all family members
that will move in

Select Provider and Type

Click on Save and
Continue

Ensure each client's entry
data is correct and
updated

Save and Exit

Did client's

insurance, or disability
change?

v

@d Interims - Upd@

Select responses
for "Reason for
Leaving" and
"Destination”

Do you use

ShelterPoint? Yes

Check-in Check-out
Process Process
| |
Go to ShelterPoint, select Click on red

specific provider and click on
"View All"

check out button

Un-hold bed(s) that client(s) will
move into

For Cl referrals, click green
check-in button for Head of
Household under
Outstanding Referrals

Select all family
members that
moved out

For non-Cl referrals, click
on "Empty" bed, search for
client, and click on green
plus sign if profile exits.

Select responses
for "Reason for
Leaving" and
"Destination”

Check if client's SSN is correct.
If not, go to ClientPoint
afterwards and edit profile.

Ensure each
client's exit data
is correct and
updated

]
Click on "Empty"
bed to hold for

next referral

Ensure each

|

client's exit data

Select correct Date In

is correct and

income, non-cash benefits,

updated

Assign Unit

No.

Is the client
a single

Yes

For families, review if household
is complete under Household
Overview. If not, select Manage
Household and Add/Delete
Household Members.

Tick boxes beside each family
member that will move in

Assign unit for each family
member

individual?

Add Release of Information
valid for three years

Ensure each client's entry
data is correct and updated

Save and Exit

AND.

No—$ {—No

Leave as is

HOUSING
ALLIANCE
DELAWARE

Does client
receive Case
Management?

Add updates to Case
Managment and Case
Plans

Yes—p
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