BUTTE COUNTYWIDE HOMELESS CONTINUUM OF CARE

HMIS TRAINING CHECKLIST

Modular Version — Universal Sections Referenced, Not Repeated

Date of Training: Training Place:

Trainer Name: Check One: |:| In Person

[ |Teams

Trainee(s) Name

Agency

About This Document

This is the modular version of the Butte CoC HMIS Training Checklist. Sections 1, 2, and 3 cover content that
applies to all staff regardless of program type. Each program-type section lists only the unique workflows for that
program, plus exit guidance. Trainers should always complete Sections 1-3 before moving to program-specific

sections. Based on FY 2026 HMIS Data Standards (effective October 1, 2025).

How to Use This Checklist

Step 1: Complete Sections 1, 2, and 3 with all trainees regardless of program type.

Step 2: Proceed to the relevant program-type section(s) for the trainee's agency.

Step 3: Use the cross-reference notes in each program section to link back to Section 3

reminders.

Step 4: Review the Exit Guidance box at the end of each program section with the trainee.

Step 5: Leave trainer notes after each section and return this completed document to the

Housing Navigator Supervisor for agency records.




SECTION 1: HMIS-RELATED INFORMATION
o GIVE HMIS PRETEST TO ALL TRAINEES (collect and return to HMIS Lead)

What HMIS is and why it matters — for the community, the agency, and the client
Review Butte CoC website: HMIS/CES page, HMIS Training page, policies & procedures
Locate Open Office Hours schedule
Locate Training Manual and Training Materials
Review where to find HMIS, CES, Data Quality, Privacy & Security Policies and Procedures
(P&Ps) & their responsibility to know.
o HMIS Help email: HMISHelp@buttecounty.ca.gov — go to agency CHO Administrator first;
escalate if unresolved
o Data entry timelines:
o Review CoC-required timelines for entry, update, and exit
o Emphasize timely tracking (e.g. bed-night, service tracking, etc.)
o Informed Consent — what it is and why it is required
o How to go over with client
Children on the Informed Consent form
Uploading parent/guardian Informed Consent to children's profiles (both parents' forms)
Must be completed/uploaded before entering data into HMIS — no exceptions
2 consent levels (we want sharing; good for staff & client)
Verbal Consent — only over the phone/only 211
o Client refuses to sign; privatize, cannot deny services
Privacy Notice Quick Guide, give to all clients when signing Informed Consent
Data Quality response codes — trainer must cover all three:
o Client Prefers Not to Answer
o Client Doesn't Know
o Data Not Collected

o Self-Reporting: services cannot be denied for declining to provide information, or providing
"false" information

o How to ask questions/have conversations with client to get answer needed (rephrasing, not an
interrogation)

Explain HUD definitions when they differ from common usage
CoC ID Cards
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Trainer Notes:




SECTION 2: Privacy & Security Plan

About This Checklist

This checklist covers all required Privacy & Security Plan content for new HMIS End User training.
Work through each section in order. Topics are written as trainer directives — cover each point with
the trainee before checking it off. Leave notes in the Trainer Notes box at the end of each section
and return the completed checklist to the Housing Navigator Supervisor for agency records.

SECTION 1: Privacy Plan

Privacy Notice & Client Rights

O HMIS Privacy & Security Plan what it is and why it exists — for client, agency, and CoC
O Review Privacy Notice (Appendix A)— what it says & how to explain to clients in plain language
O Client rights under the Privacy Plan:
O Right to request copies of their PPI/PII
O Right to request amendments to their records
O Right to an account of disclosures made
O Right to file a complaint if they believe their rights have been violated
O CHOs must respond to written client requests within five (5) business days

O If a request to inspect PPI/PIl is denied, the CHO must provide a written explanation and document
the request in project records

O Review the Public Notice (Appendix B) — must be visibly posted at any location or workstation
where HMIS data is collected, including during outreach

Disclosures & Sharing

O Explain who can/cannot share data; no sharing with non-HMIS users (even within own agency)
O Permitted disclosures — situations where PPI/PIl may be shared without client consent, as long
as listed in the Privacy Notice:

O Coordinating or providing services for the client

O Legal or audit functions

O To avert a serious and imminent threat to health or safety

O Law enforcement disclosures under specific legal conditions

O Reference: Privacy Plan — Data Disclosures Not Requiring Client Consent, pp. 10-12

O If the CHO discloses information to law enforcement, the HMIS Lead Agency must be notified
within 24 hours at HMIShelp@buttecounty.net

O Reference: Privacy Plan — Disclosures of PPI/PIl, p. 12

O IF a client revokes consent to share: data already shared with partner agencies cannot be
retrieved — revocation only stops future sharing

Privacy Training Requirements

O All individuals with access to PPI/PIl must complete formal privacy training at least annually

O The Privacy Notice may be amended at any time — amendments apply retroactively to
information already collected



SECTION 2: Security Plan

Physical Safeguards

O HMIS workstations must be in a secure location, not accessible or visible to clients or
unauthorized staff

O Monitors must not be visible to non-authorized persons — turn screens away from public areas
and/or use privacy filters

O A password-protected screensaver must activate within 15 minutes of inactivity on any
workstation

O Reference: Security Plan — Physical Safeguards, p. 16

O Mobile devices (of any kind) used to access HMIS must auto-lock within 5 minutes and have
remote wipe enabled, and MUST be agency provided (cell plan/tablet plan subsidies do not
count as agency provided device)

O Reference: Security Plan — Physical Safeguards, p. 17

O HMIS MUST only be accessed from devices purchased, approved, and secured by the CHO —
personal devices are prohibited and result in immediate, permanent loss of access
O Reference: Security Plan — Security Plan Applicability, p. 15

User Authentication & Passwords

O Each end user has a unique User ID and password — never shared with anyone, including the
CHO Administrator

O Passwords must be changed every 90 days — the system will prompt the user
O Three consecutive failed login attempts will disable the account — the HMIS System
Administrator must reset it
O End users must log out of HMIS and lock or log off the workstation any time they step away
O HMIS will automatically log out after 45 minutes of inactivity
O Reference: Security Plan — User Authentication, p. 18
O Sharing or allowing others to use your password may result in a lifetime ban from HMIS and

depending on circumstances could lead to criminal charges

Technical Safeguards & Data Handling
O Unencrypted PPI/PIl must never be stored or transmitted — not by email, flash drive, or any
unencrypted method
O All downloaded files containing PPI/PIl must be deleted from the workstation and the Recycle Bin
emptied before leaving the workstation
O Reference: Security Plan — Technical Safeguards, p. 19

O HMIS may not be accessed outside of authorized work hours and/or from any device not
approved by the CHO

O Client information must not be discussed in public areas or within hearing of unauthorized persons

Access & Workforce Security

O End users may only view, access, and use HMIS data necessary to perform their job duties

O Data and client interactions must be entered into HMIS within 3 business days

O If an end user moves to a new employer or their duties change, their User ID will be deactivated
— credentials must not be passed to replacement staff

O Misappropriation of client data will result in permanent HMIS access revocation and possible
criminal prosecution under applicable state and federal law



SECTION 4: Reporting Security Incidents

O Review what constitutes a reportable security or privacy incident — suspected incidents must be
reported; confirmation is not required before reporting
O If the end user becomes aware of or suspects a breach by another End User:
O Report immediately to the CHO Administrator in writing within one (1) hour
O Reference: Security Plan — Reporting Security Incidents, p. 13
O If the end user becomes aware of or suspects a breach by the CHO Administrator:
O Report immediately to the HMIS Lead Agency in writing within one (1) hour at
HMIShelp@buttecounty.net
O Reference: Security Plan — Reporting Security Incidents, p. 13

SECTION 4: Reporting Security Incidents

o Explain Data Quality expectations and standards (basic)

i. IMPORTANT — KEY REMINDERS
» Suspected incidents must be reported — do not wait to confirm before reporting
» Breach by End User: notify CHO Administrator in writing within 1 hour

» Breach by CHO Administrator: notify HMIS Lead Agency in writing within 1 hour at
HMIShelp@buttecounty.net

» Law enforcement disclosures: notify HMIS Lead Agency within 24 hours at
HMIShelp@buttecounty.net

SECTION 5: Authorized Representative (AR) Form

O Review the Authorized Representative (AR) Form (Appendix J):
O Used when a client designates someone to act on their behalf
O All parties must be physically present when the form is completed
O The client may revoke an AR designation at any time, without the AR's knowledge or
consent

Trainer Notes:




SECTION 3: GENERAL HMIS NAVIGATION (CLARITY

o Review all parts of the Search page — demonstrate at least two different search methods
o System navigation overview:
o Waffle/grid icon
HMIS email notifications
Client-level menu vs. Program-level menu (history, programs)
Changing password
Caseload tab
Switching agencies (if applicable)
Care Team
Client reports
o Searching for clients (all clients in household, multiple searches)
o Creating a new client record
o Complete Client Profile — confirm all sections are entered:
o Client demographics (including new FY2026 Sex data element)
Contact information
NEVER overwrite information (STRESS THIS)
Location/housing information
Household information
If client(s) already in system, confirm demographic information is completed/nothing missing
o Confirm contact and location information is correct
Privatizing a client record — when and how to use this feature
How to ask veteran status — use appropriate, non-intimidating language
o Explain veteran question is required for all adult clients
o Creating and managing households:
o Adding household members
o All portions of the Manage Household page
o Household relationship types
Data Quality Issues — what triggers a DQ flag and how to resolve

Alerts and Program Restrictions — explain notification bars for alerts and missing Informed
Consent

Client level notes (only used for client specific info, NEVER for program level info)
General rule: if it is on the page, it is required
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Trainer Notes:




SECTION 4: TOPICS THAT APPLY TO MULTIPLE PROGRAM TYPES

o Attendance module — demonstrate how to record daily attendance/bed nights
Track Move-In Date when client moves into Permanent Housing
o If not tracked, system says client not housed
o Annual Assessment — required for all residential programs for stays of 365+ days
o Due within 30 days of program anniversary date
Alerts and Program Restrictions — notification bars for alerts and missing Informed Consent
Reminder: if it is on the page, it is required

Closing prior programs — when a client obtains permanent housing, close any open SO or ES
programs with the appropriate permanent housing destination

o At end of Training day: GIVE HMIS POST TEST TO ALL TRAINEES (Collect and
return to HMIS Lead)

Trainer Notes:




STREET OUTREACH (SO

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Track Current Living Situation (CLS) Assessment at enroliment AND at every subsequent
contact Required at each contact — this is unique to SO

o Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Track Engagement Date when client first meaningfully engages in services
Check/update client phone number at every contact

Enroll client in CES (Coordinated Entry System)

Track all services in program-level services

Exit immediately when client leaves the street Enter ES, TH, PH, deceased, etc. as destination — do not
leave open

o Update ALL data points on exit

O o o o o

[i] See Section 3 for Alerts, Attendance Module, and general reminders.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Street Outreach clients should be exited as soon as they move to any other living situation. Do not hold
enrollments open.

A\ IMPORTANT — EXIT GUIDANCE

» Exit immediately when client transitions off the street — enter destination (ES, TH, PH, deceased,
incarcerated, etc.)

» If client cannot be located and engagement has stopped, discuss with supervisor and document
attempts to contact

» Do NOT leave SO enroliments open indefinitely — stale open enroliments skew CoC data and affect
reporting

» Update ALL data points (income, benefits, health, living situation, destination) before saving exit

Trainer Notes:




EMERGENCY SHELTER (ES

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program
Night-by-Night (NbN) shelters — complete Homeless Verification Form:

o If client can stay in all day: form only needed at enroliment
o If client cannot stay all day: new form required for each bed night tracked

o Entry/Exit (EE) shelters — complete Homeless Verification Form:
o Only needed at enroliment
How bed nights are tracked (NbN versus EE) See EXIT GUIDANCE below

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enroliment

Track Engagement Date when client begins working with Case Manager
Check/update client phone number at every contact

Enroll client in CES (Coordinated Entry System)

Track all services in program-level services

Track bed nights as soon as possible after each stay

Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date
Update ALL data points on exit

O
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[i] See Section 3 for Attendance Module, Move-In Date, and Alerts.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Emergency Shelter exit rules differ depending on shelter type (Night-by-Night vs. Entry/Exit). Read carefully.

A\ IMPORTANT — EXIT GUIDANCE

» Night-by-Night (NbN) — AUTO-EXIT: Clarity will automatically exit a client after 15 consecutive
days with no bed night tracked. (CHO Admin) Check for unexpected auto-exits regularly.

» NbN — CLIENT STOPS RETURNING: Client(s) who have not returned for 5 days, manually exit them
with the day after the last known bed night as the exit date.

» NbN — Exit Date — Must be the day AFTER the last bed night tracked.
» Entry/Exit (EE) — exit when client leaves the shelter program.
» Entry/Exit (EE) — Exit Date — Must be the last date slept in shelter.

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination.

» If client returns after a gap: open a NEW enroliment — do not reopen or backdate the old one.

Trainer Notes:




TRANSITIONAL HOUSING (TH

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Check/update client phone number at every contact

Enroll client in CES (Coordinated Entry System)

Track all services in program-level services

Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date
Update ALL data points on exit

O
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[i] See Section 3 for Attendance Module, Move-In Date, and Alerts.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Exit clients from Transitional Housing when they leave the program, whether to permanent housing, another
program, or unknown.

A\ IMPORTANT — EXIT GUIDANCE

» Exit when client physically leaves the TH unit or program ends

» If client transitions to permanent housing: enter permanent housing destination and record Move-
In Date before exiting

» If client abandons the unit or cannot be located: exit with best available date and ‘No Exit Interview
Completed’ or appropriate destination

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination

» TH maximum length of stay is 24 months — no lease/client agreement longer than month to month

Trainer Notes:




PERMANENT SUPPORTIVE HOUSING (PSH

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Check/update client phone number at every contact

Enroll client in CES (Coordinated Entry System)

o Track Move-In Date when client physically moves into permanent housing unit Critical for
APR/CAPER reporting — do not leave blank

o Close any open SO or ES programs with permanent housing destination when Move-In Date is
entered
Track all services in program-level services
Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date

Update ALL data points on exit

[i] See Section 3 for Attendance Module, Alerts, and Annual Assessment reminders.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

PSH is designed for long-term housing. Exits are less common but must be recorded accurately.

A\ IMPORTANT — EXIT GUIDANCE

» Exit when client voluntarily leaves, is evicted, or passes away

» If client passes away: select ‘Deceased' as destination — do not leave enroliment open

» If client is evicted or leaves: document accurate destination; coordinate with case manager on next
steps

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination

» If the client moves to a different PSH unit within the same program: update address DO NOT exit
and re-enroll

Trainer Notes:




RAPID RE-HOUSING (RRH

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Check/update client phone number at every contact
Enroll client in CES (Coordinated Entry System)

o Track Move-In Date when client physically moves into permanent housing unit Critical for APR
reporting — do not leave blank

o Close any open SO or ES programs with permanent housing destination when Move-In Date is
entered

Track all services in program-level services
Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date
Update ALL data points on exit

[i] See Section 3 for Attendance Module, Alerts, and Annual Assessment reminders.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

RRH clients should be exited once rental assistance ends and housing stability is confirmed — or earlier if
housing is not achieved.

A\ IMPORTANT — EXIT GUIDANCE

» Exit when rental assistance period ends and client has transitioned to self-sufficiency or another
subsidy

» If client obtains permanent housing during RRH: ensure Move-In Date is entered BEFORE exit
(track even if client obtained housing through other program, on their own, or with CM assistance but
no money was provided by program)

» If client loses housing or leaves the program without obtaining housing: exit with accurate
destination

» Close any open SO or ES enroliments when Move-In Date is entered

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination

Trainer Notes:




OTHER PERMANENT HOUSING (OPH

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Check/update client phone number at every contact
Enroll client in CES (Coordinated Entry System)
Track Move-In Date when client physically moves into permanent housing unit

Close any open SO or ES programs with permanent housing destination when Move-In Date is
entered

Track all services in program-level services
Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date
Update ALL data points on exit

O o o o O
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[i] See Section 3 for Attendance Module, Alerts, and Annual Assessment reminders.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Exit clients from Other Permanent Housing when they leave the housing unit or program support ends.

A\ IMPORTANT — EXIT GUIDANCE

» Exit when client vacates the permanent housing unit or program ends
» Ensure Move-In Date is on record before exiting if client was housed
» If client passes away: select 'Deceased’ as destination

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination

Trainer Notes:




SERVICES ONLY (SSO

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program (or use Walk-In / non-enrollment approach per program setup)

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

Check/update client phone number at every contact

Track all services in program-level services Services are the primary data point for SSO programs
Update data points on exit (if an enroliment-based SSO program)

No Move-In Date required — SSO programs do not provide housing

O
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[i] See Section 3 for Alerts and general reminders. No Annual Assessment required for SSO.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

SSO exits depend on whether the program uses enrollment-based or walk-in tracking.

A\ IMPORTANT — EXIT GUIDANCE

» Enroliment-based SSO: exit when service period ends or client is no longer receiving services
» If enroliment-based: update all data points on exit

Trainer Notes:




HOMELESS PREVENTION (HP

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Enroll client in program

Confirm all Universal Data Elements (UDEs) and Program Specific Data Elements (PSDEs) are
complete at enrollment

o Complete HP Targeting Criteria screening at enrollment Documents client's risk of homelessness —
required for ESG-funded HP programs

Check/update client phone number at every contact

Track all services in program-level services (rental assistance, utility assistance, legal, etc.)
Track Annual Assessment Required for stays 365+ days; due within 30 days of anniversary date
Update ALL data points on exit

Document housing outcome at exit — did client retain stable housing?

If client/household loses housing (even 1 day 'homeless') while in HP program:

o Exit client from HP program immediately (updating ALL data points on exit)
o Enroll client in RRH program (if appropriate)

O oo oo d

[i] See Section 3 for Alerts and Annual Assessment reminders.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Homeless Prevention exits document whether the client successfully retained stable housing.

A\ IMPORTANT — EXIT GUIDANCE

» Exit when assistance ends — document whether the client retained housing

» If client/household loses housing (even 1 day without stable housing) while enrolled in HP: exit
immediately from HP (update ALL data points), then enroll in RRH or other program if appropriate

» Update ALL data points on exit — income, benefits, health insurance, living situation, and
destination

Trainer Notes:




COORDINATED ENTRY (CE

[i] Universal Requirements & General Navigation: see Sections 1 and 2. Cross-program reminders: see Section 3.

Who can and cannot be enrolled in CE
Enroll client in CE program
Confirm all Universal Data Elements (UDEs) complete at enroliment

Complete CLS and CE Assessment (4.19) — Crisis Needs or Housing Needs type, as
appropriate
o Required for all CE-funded and CE-participating projects

o CLS and CE Assessment must be completed when: family make-up changes, major life changes,
major medical changes, or anything that affects barriers or needs of household

Check/update client phone number at every contact

Track CE Events: referrals, prioritization decisions, housing placements
Track all CE Events in program-level events tab

Update ALL data points on exit

O o o o
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[i] See Section 3 for Alerts and general reminders. No Annual Assessment or Move-In Date required for CE.

EXIT GUIDANCE — WHEN AND HOW TO EXIT CLIENTS

Coordinated Entry exits occur when a client is housed, leaves the CoC service area, or is otherwise no longer
active in the CE process.

/A IMPORTANT — EXIT GUIDANCE

» Contact HMIShelp@buttecounty.ca.qov when client obtains housing through non-HMIS
participating program/agency OR when client is no longer seeking services or has left the CoC area

» If client obtains permanent housing via a HMIS participating program, client will be auto exited with
the same exit information provided by assisting program

» CE exit does NOT replace exits from individual program enrollments (ES, RRH, PSH, etc.) — those
must be exited separately

» Update ALL data points on exit

Trainer Notes:


mailto:HMIShelp@buttecounty.ca.gov

VI-SPDAT ility Index — Service Prioritization Decision Assistance Tool

[i] General HMIS navigation and client record creation: see Sections 1 and 2. The VI-SPDAT is completed
within the CE program enrollment — see the CE section for enrollment steps. Only staff who have completed
VI-SPDAT training may administer or enter assessments.

What is the VI-SPDAT is & why used: Standardized, self-reported assessment tool used within
CES to evaluate vulnerability and barriers to housing, for the sole purpose of prioritizing
households for available permanent housing resources — it does NOT determine program
eligibility, and is NOT a guarantee of housing or a waitlist
Three versions — selecting the correct one BEFORE starting is critical (cannot be changed after
entry begins):

o Individual VI-SPDAT — single adults (25+, not pregnant, no children under 18)

o Family VI-SPDAT — households with children under 18 (complete even if children are not currently
in the home, as long as household qualifies); also used when a household member is pregnant and
family qualifies — see priority point flowchart

o TAY VI-SPDAT — Unaccompanied Homeless Youth ages 18—24 (not in a household with a parent,
guardian, or anyone 25+); use the TAY VI-SPDAT for all unaccompanied youth regardless of
whether they have children

Local priority points (Butte CoC) — up to 4 additional points may be added to the assessment
score; points added automatically:

o Chronically Homeless — 2 points (cannot be combined with At-Risk points)

o At-Risk of Chronic Homelessness — 2 points (cannot be combined with CH points)

o Unaccompanied Homeless Youth — 1 point

o Household with Children — 1 point

Before administering, confirm:

o Client has signed the Informed Consent / Release of Information

o Client record exists in HMIS and is enrolled in the CE program — always search before creating

o Check for a prior VI-SPDAT — do not edit, create NEW assessment

o Confirm the assessment will be conducted in a safe and private space to protect the client’s
sensitive information

Administer correctly:

o Read all questions exactly as written, in order — the sequence is required for scoring accuracy; do

not skip

o This is a self-reported tool — record the client’'s own answers; do NOT complete from observation
or assumed knowledge

o You may clarify a question the client does not understand — do not lead the answer

o Clients may decline to answer — no household may be denied CES participation or screened out
due to refusal to answer, perceived barriers (income, substance use history, criminal record,
evictions, disability, etc.), or any other reason; declining may limit matching to programs with
specific eligibility criteria but does not remove them from CES

o Clients are NOT required to disclose a specific disability or diagnosis — only request via self-
disclosure and only for the purpose of matching to a program that requires it in writing

o Entering in Clarity:

o Navigate to the client’s CE program enroliment — assessments are entered at the program level,
not the client profile level

o Select the correct VI-SPDAT version BEFORE starting; complete all fields — incomplete
assessments delay referrals to permanent housing

o Use the actual assessment date — do not backdate or forward-date; confirm the system-generated
score after saving



o Remind the client to keep their phone number and address current in CES — failure to do so will
result in being exited from CES; inform them to report any changes in household composition or life
circumstances to a CES Access Point

o Inform client of their CES enrollment responsibilities:

o CES enroliment is NOT a guarantee of housing — clients must continue to look and apply for
housing while in CES

o Assessment must be updated at least every 365 days — if there is no activity in a household’s CES
program in one year the enrollment will be automatically exited, requiring a new CES enrollment

o Reassessment — update the assessment when:
o The client’s current living situation changes

o There is a life-changing event that increases the vulnerability of the household (major medical
event, family make-up change, etc.)

o It has been 365 days since last updated — when reassessing, a new assessment must be
completed (not edited); do NOT reassess solely to change a score

o VI-SPDAT data is Protected Personal Information (PPI) — do not share scores or assessment
details outside the CE system; do not discuss the score with the client (explain it is used for
system prioritization only)

o Check/update client contact information (phone, address) at every assessment — current
contact info is critical for housing placement outreach

/A IMPORTANT — VI-SPDAT KEY REMINDERS

» Confirm Informed Consent is signed BEFORE beginning

» Read questions in order — sequence is required for scoring accuracy

» Self-reported tool — do NOT complete from observation or prior knowledge

» Clients may decline to answer; do NOT screen anyone out for any perceived barrier

> Select correct version BEFORE starting: Individual, Family, or TAY — cannot be changed after
entry begins

» Family VI-SPDAT: complete even if children are not currently in the home (if household qualifies)
» Do NOT share scores outside the CE system; do NOT discuss the score with the client

> Assessment must be updated at least every 365 days — no activity in 365 days triggers auto-exit
from CES

> Do NOT reassess solely to change a score — must reflect a genuine change in client
circumstances

» Questions about the CES Assessment Tool? Email HMIShelp@buttecounty.ca.gov

Trainer Notes:
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