Butte Countywide Homeless Continuum of Care

A

Adding a New Household Member to an Existing Enroliment

If a client was not in the household at the time of an initial program enrollment, or if a staff member
did not select the household member for program inclusion, a HMIS End User may need to add the
client to the enrollment at a later date. Before adding a new household member to an active
enrollment, ensure the client has been added to the household.

If a HMIS End User doesn’t add one of the “Global Household” members to a program enrollment
using the method shown in the screenshot below, then the enrollments are not linked, and the system
does not recognize these as “Program Household” members, but as individual enrollments. This means,
if a pregnant client enters a program, and the baby is born a month later and that baby’s program
enrollment is not added to the parent’s existing program the system will show a program enrollment
with an infant as the Head of Household (HoH). However, if the child is added to the parent’s existing
program as shown in the screenshot below, the “Program Household” will include both parent and
child.
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https://help.bitfocus.com/how-do-i-create-a-household-and-manage-members

