OFFICE OF SUPPORTIVE HOUSING

HOMELESS MANAGEMENT INFORMATION SYSTEM

AFTER HOURS PROCESSING CLERK MANUAL

City of Philadelphia Revised 8/08/06



AFTERS HOURS PROCESSING CLERK

Job Role: The After Hours Processing Clerk (AOC) has the responsibility of receiving clients who are
referred to the shelter after the daytime shelter staff is no longer on duty.

The main HMIS functions of this job role are

Completing a Reception Interview.

Writing POS’s for clients who come to the shelter without computer generated POS’s.
Accepting the POS.

Assigning the client to a room.

The AOC may encounter clients in a number of ways. Each situation will be handled differently.

1. Referral from an OESS Intake Site with a computer generated POS

e The AOC “Accepts the POS” on the computer and assigns the client to a room.
See Attached procedure.

e The AOC may also review the “Reception Interview” previously entered by Intake to
determine if there are any alerts on the client or any other information that is relevant
to the client’s case. See attached procedure.

2. Client(s) comes to the site with a handwritten POS or client appears without a POS.
(Same procedure for new or existing client)

“Search” for the client(s) in the computer. See Attached Procedure
Complete a “Reception Interview”.

Write a POS. (see attached procedure)

“Accept” the POS and place the client in a “unit”.
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CLIENT SEARCH FUNCTION

At the top of the screen, the site should be “Office of Emergency Shelter and Services”. This
will allow the AOC to view all clients in the system.

® The “Identifier Search” section is to be used only for exact matches on SSN, License #,
DPA #, or Medicare#. Enter the number and press “Find”.

®  The “Client Information” section does a Pattern Match, which means it looks for all
clients with similar names. In order to yield the most similar matches, enter the “First
Name and Last Name. If “DOB”, “Gender”, or “SSN” is entered, the search will be
further narrowed. It is therefore recommended that staff search only on First and Last
Name to get the most potential matches from which to choose. Click “Find”.

e A number of clients may appear on the grid. To alphabetize the list, click on “Client
Name” at the top of the screen. This list will show clients whose names match part or the
desired client’s entire name.

e  Double Click the correct client. Go to P.2 of Client History. This provides a brief
summary of client information. Check for Alerts or Protocol Violations. You can also
view Notes, POS History, and Incidents.

e  Click “Cancel” to close History screen.

e At the bottom of the Client Identification Screen, click Reception Interview (p.4)
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RECEPTION INTERVIEW SCREEN

Purpose: If a client appears at an After Hours Reception site with a handwritten POS or no
POS, a Reception Interview (RI) must be done, whether the case is open or closed. This
function is done for everyone without a computer generated POS, whether the case is open or
closed.

All fields on the RI are mandatory. If “Other” is chosen for a value, there’re must be an
explanation in the “If Other, Explain” field.

If the client has a computer generated POS, the RI will have been completed at Intake.

When a closed out client comes back within 15 days from the date of the previous reception
interview, the system will automatically produce the old Reception Interview and not create a new
one. Ifthe client comes after 15 days, HMIS will automatically create a new reception interview
for the client. Note that completion of a Reception Interview will re-open a closed case.
Procedure:

e Search for a client using “Client Search” (P.3 of manual)

e  Whether or not the client is found, click “Reception Interview” button at the bottom of
the screen.

e The Rl screen has 3 pages. Review all the pages for an existing client. Take particular
note of any “Alerts”.

e Ifthe client is new, enter as many fields as you can.

e Complete the “Family Members” section and click the box at the left to include or
exclude Family Members from the case.

e Ifanew Family Member is to be added , enter the information in the “Family Member
Details” section and Click “Save”. If no family member is to be added, click “Cancel”.

e  There is a “Comments” notepad attached to each “Comments” field.

e Onscreen no. 3 is a field titled “If service is not provided to this client, select the
reason.” If you complete and save this field, you will not be able to open a case file. If
you have a case in which this field is blocking you from opening the case, go to the

“Reason” field and select the “Blank” option at the top of the list.

e  “Save” the RI. The computer will prompt you for the mandatory fields. Try to enter all
the fields, not just mandatory fields.

e A case number is not assigned at this point. Only when a POS is written or the “Client
Master” screen is completed will a case number be assigned.

e Ifyou are going to place the client in your shelter, click “Create POS” at the bottom of
the screen. See the next page for details of how to create a POS.
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CREATE/CHANGE POS, ADD FAMILY MEMBERS TO POS, POS HISTORY

CREATE POS - This function is used to write a new POS.

e Enter a “Start Date”. Enter an “End Date”. There are two ways to determine the “End
Date”. Either enter the “Shelter Nights” or enter the Projected End Date”. If “Shelter
Nights” is entered, the computer will automatically calculate the “End Date.”

e NOTE: The End Date of a POS is the “Morning of Departure”. It is not a night of
shelter. To write a POS for September, for example, the POS should be written
from 9/1-10/1.

e NOTE: If the POS is written between midnight and 5 AM, the Start Date must be
the previous night. For example, if the client arrives at 2AM on 11/6, the POS Start
Date is 11/5.

e  Enter Shelter- Choose the “Find Button” to locate the shelter. Double click the Shelter
name.

e Enter “POS Type”.

e The “Family Members” grid at the bottom lists all the Open members on the case. Check
the family members who will be residing at the shelter.

e Enter any “Notes” that you want to appear on the POS.

e C(Click “Save POS”.

e  Print the POS.

Note: If there a POS in the system that conflicts with the one you are attempting to write, the
computer will produce a message stating “Active POS exists, Close the Existing POS”. If you
answer yes, the existing POS will be terminated, and a new one created.

CHANGE POS (Part of Create/Change POS) - This function is used to change information on a
POS, such as the date, family composition, or shelter.

Enter the “Create/Change POS screen.

At the “POS Details” section , go the POS# field.

Click the “Find” button.

The “POS Master Search” screen appears.

Double Click the POS you want to change.

The POS details appear on the “Create/Change” screen.
Change the relevant information, and “Save” the POS.

POS HISTORY is used to view all the POS’s that have been written for the client.

e  Click “POS History”. The entire POS History will be displayed.
e Double click the POS you want to view and the details will appear on the screen.
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ACCEPTING THE POS

When a client arrives at a shelter with a computer generated POS, the Shelter Service Staff should ”Accept
the POS” according to the following procedure. The After Hours job role does not have “Accept POS”. If
the After Hours staff “Accepts the POS”, they should switch to the “Shelter Service Staff” job role.
The Site Location must also be changed.

Note: The Site location at the top of the screen should be the location at which the Shelter Services
worker is located. It must not be OESS.

The “Accept a POS” function has the following purposes:

e Transferring the file to the shelter so the worker can access the data.
e Notifies the HMIS system that the client has reached the shelter
e Assigns a client to a unit so that the vacancy is no longer available to the system.

Procedure

e At the left hand side of the screen, choose “POS”.

e  Choose “Accept POS”.

e Double click the correct client.

e Atthe “Accept POS” screen, go to the “POS Acceptance” block.

e At “Client Admitted? Choose “Yes” or “No.” The “No” choice will be used primarily if the
client is a “No Show” at the shelter. “Refused will be chosen if the shelter does not want to
admit the client. By choosing either option, the client will no longer appear on the Attendance
screen. If the choice is “No” or “Refused: the POS will be automatically closed with the same
date as the Start date, which means that there was no night of occupancy.

e Next to the “Unit No” is a magnifying glass. Click this, and the “Shelter Unit Assignment”
screen will appear. Double click on the room to which you want to assign the client. The rooms
that have a “Green” color are available. The rooms that are Pink are not available for placement.

e At the bottom of the screen, choose “Save”.

A POS which is written by an Intake or After Hours worker will appear on the

“Accept POS” screen. A POS written by a case manager will not appear on this screen.

If your shelter has “After Hours” workers who write POS’s to your shelter, the “Shelter Services Staff”
must also “Accept” the POS.
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