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Forms Overview 

 Active Listening Guide

 Diversion and Rapid Resolution Assessment

 Minnesota Homeless Prevention Assessment Tool

 NWCoC Coordinated Entry Assessment

 HMIS Release of Information

 NWCoC Coordinated Entry Receipt and ROI

 Referral Request Form (E-mail Priority  List Manager for Link) 

 Alternative Assessment (E-mail Priority List Manager for Link) 

Presenter Notes
Presentation Notes
The listed forms are part of the Coordinated Entry Process.  Active Listening GuideDiversion and Rapid Resolution AssessmentMinnesota Homeless Prevention Assessment ToolNWCoC Coordinated Entry AssessmentHMIS Release of InformationNWCoC Coordinated Entry Receipt and ROIReferral Request FormAlternative AssessmentThis section will take you through each of the paper versions of this form.  There are instructions located in the NWCoC Procedure Manual or on the Minnesota HMIS website to assist you in adding the information into the statewide HMIS.  If you need instructions on entering into the Alternative Priority List Database e-mail the NWCoC Priority List Manager. This training and review of the forms will not cover all of the program eligibility.  Each agency has their own set of programs and eligibility criteria may vary slightly across programs.  It is important that you work with your agency to understand available programs and eligibility requirements.  As well as becoming familiar and building relationships with other service providers in your community. Throughout this section of the training you may be asking yourself, Why can we not make these questions simpler, or reduce the amount of choices, or ask in a different way?  The biggest reason for this is the NWCoC participates in a statewide Homeless Management Information System.  There is not capacity for each CoC to craft different questions, so we use question available in the HMIS.  We attempted to simplify the paper forms, which made it difficult to then enter the data in HMIS.  So the decision was made to align the paper form with what would be entered into the HMIS or the Alternative Database. 

https://www.nwmf.org/wp-content/uploads/2021/10/Step-1-Active-Listening-Guide.docx
https://www.nwmf.org/wp-content/uploads/2023/02/NWCOC-Diversion-and-RR-Assessment-020223.docx
https://www.nwmf.org/wp-content/uploads/2021/10/Step-3a-Minnesota-Homeless-Prevention-Assessmetn-Tool.rtf
https://www.nwmf.org/wp-content/uploads/2022/03/Step-3b-Coordinated-Entry-Assessment.docx
https://www.nwmf.org/wp-content/uploads/2020/01/HMIS-ROI_10-01-16-1.pdf
https://www.nwmf.org/wp-content/uploads/2022/03/NW-MN-CoC-CES-Participant-Notice-and-Consent-for-Release-of-Information-rev.-2-4-22.docx


Active Listening Guide

• Use the Active Listening Guide as a 
resource to help clients and learn. 

• Record the Information for Referral 
and help clients get in contact. 

• Use the form to listen and understand 
the needs of the client. 

• This is NOT meant to be a step by 
step question and answer. Listen, 
check boxes, record information, and 
use it to best serve the client. 

Presenter Notes
Presentation Notes
Use the Active Listening Guide as a resource to help clients and learn. Record the Information for Referral and help clients get in contact.  The document is available in .WORD so you can fill in the information that is relative to your community.  None of this information is required to be entered into any database, it is just to assist in listening to the client.  If your agency has another form you use at intake that is okay to, use this to your benefit as needed. Use the form to listen and understand the needs of the client. This is NOT meant to be a step by step question and answer. Listen, check boxes, record information, and use it to best serve the client. 



Diversion and Rapid Resolution Assessment 

Presenter Notes
Presentation Notes
The assessment will determine the most appropriate intervention to solve the clients housing crisis.  This aligns with the CoC guiding value of Progressive Engagement. There are four typical outcomes from the Diversion and Rapid Resolution Assessment. Prevention is the typical outcome for a household who can remain in their home if they had assistance paying there rent and utilities. Rapid Resolution is the typical outcome for a household in crisis who is currently homeless, but has indicated they have a place to move into, or a voucher and with assistance can be housed.  Typical assistance would be a few months rent, or first/last months rent, utility payments. Coordinated Entry Assessment and placed on the NWCoC Priority List.   This outcome is for people experiencing homelessness who are likely to require supportive services and rental assistance long-term to achieve stabile housing.  The Coordinated Entry Assessment records valuable information to assist in the prioritization of clients through Case Conferencing. Clients who present as literally homeless or fleeing intimate partner violence should be immediately referred to the best available shelter option in your community.  Assessors should be familiar with shelter options in their community and options for those fleeing intimate partner violence. There is a beginning script to assist you in starting the conversation.  This is not required to be read work for word, it is for you to use to your benefit as needed.  Collect Household Information for all of the Household Members.  If you are completing this assessment you have already determined through listening to the client during Active Listening that you are likely going to work to provide services to the household.  So it is important to gather as much information as possible to best serve the client. Determine the clients current housing situation.  If the client is homeless either Federal Literal Homeless, Fleeing DV or for their safety, or doubled up, it is likely you will complete a Rapid Resolution Assessment, or the Coordinated Entry Assessment adding to the Priority List.  If Unhoused you may also assist in finding available emergency shelter.   If they are staying in their own housing you will likely move forward with the Minnesota Prevention Assessment Tool (MPAT). 



Diversion and Rapid Resolution Assessment

Presenter Notes
Presentation Notes
The length of time a person can stay in a current living situation can also be an indicator of the assessment outcomes.   Eviction notices, and knowing whether or not they are putting a friend and family member in danger of losing housing.  Many people allow friends and family to couch hop when not on the lease it puts them in danger of losing their own housing. Income is important to understand.  Assessors should be familiar with program income limitations to understand if a client with be eligible.  



Diversion and Rapid Resolution Assessment

Presenter Notes
Presentation Notes
The Rapid Resolution Assessment is a way to assist a client who is homeless without needing to place the client on the priority list and get a referral.  This is a way to divert a client from entering into the homeless response system and solving the crisis as quickly as possible.   Typically, this pathway is for a household who has unit lined up, maybe a section 8 voucher, and with some assistance for down payments and utility payments can resolve the housing crisis.  If your assessment determines the client can gain housing stability in the near term- typically within three months – complete the rapid resolution assessment of the Diversion and Rapid Resolution Assessment.  Select the most appropriate box for your assessor determination based on the assessment interview. 



Diversion and Rapid Resolution Assessment

Presenter Notes
Presentation Notes
Gain as much contact information as you can from the client.   When the client is referred to a program opening the housing program will attempt to contact the client through all of the communication methods provided by the client. Use the table on this page to add additional household member information.  Again, gain the best information you can.  Things like social security numbers are of course difficult to obtain during this part of the process, but if it is available get the information while the client does have it available. 



Diversion and Rapid Resolution Assessment

Instructions for completing this form in HMIS can be found in Appendix C 
Diversion and Coordinated Entry Data Instructions of the NWCoC CES 
Procedure Manual 

For adding information into HMIS, you will also want to complete 

Presenter Notes
Presentation Notes
Assessor Notes are one of the most important part of the HMIS record.  Good notes turns into good referrals.  Good referrals benefit the agency, and of course the client. 

https://www.nwmf.org/wp-content/uploads/2023/02/Appendix-C-Diversion-and-Coordinated-Entry-Data-Instructions.pdf


Minnesota Homeless Prevention 
Assessment Tool 

 The MPAT is used as the Prevention Screening Tool. 

 The NWCoC did not create its own assessment for prevention as nearly all 
providers that have prevention services utilize the state Family Homelessness 
Prevention and Assistance Program (FHPAP)

 The FHPAP program requires the use of the MPAT

 Training for the MPAT can be found at this link or by contacting Minnesota 
Housing. MPAT Training Documents (Sept. 2019)

Presenter Notes
Presentation Notes
The MPAT is used as the Prevention Screening Tool. The NWCoC did not create its own assessment for prevention as nearly all providers that have prevention services utilize the state Family Homelessness Prevention and Assistance Program (FHPAP)The FHPAP program requires the use of the MPATTraining for the MPAT can be found at this link or by contacting Minnesota Housing. MPAT Training Documents     (Sept. 2019)

https://drive.google.com/drive/folders/1UxLRYyTExRFo3W7FEY3lGTC4ZI5XfUI2


NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
The Coordinated Entry Assessment is  the linkage to supportive housing resources. Linkage to resources is based on NWCoC prioritization criteria, client-choice, and peer to peer discussion through case conferencing meetings. NOTE: Being placed on the housing priority list does not guarantee a housing placement.  Agencies should do everything possible to resolve the housing crisis without needing supportive housing services (housing with case management). Only after Diversion and RR Assessment has determined supportive housing resources will be necessary.  All clients who complete a Coordinated Entry Assessment are anticipated to be added to the NWCoC Prioritization list. The assessment an be completed over the phone or in-person.There is a script provided on the form to assist you in starting the conversation.  All of the information collected through this form will help determine how to best serve the client.  Some of it is required to determined eligibility.  Some of it will help with the prioritization of the client through the case conferencing process.  Some of it may be required from a majority of supportive service and housing funders.   It is important as an assessor to do your best to collect as much information as possible, it may require following up and doing an interim assessment to collect information you are unable to obtain in the initial interview.  A fully complete assessment provides the best opportunity for the client to be referred to programs and for that referral to be successful. Knowing where the client is looking to live, and if they have housing preferences can assist in making good referrals.   As far as client preference, it is not a requirement that a client selects three counites.  If the client only wants to live in Kittson county, only record Kittson County. If a client does not have connection in an area that they would like to live, it does not mean they are ineligible for services in that area.  It just provided valuable information to help ensure the appropriate supports are provided to give the client the greatest opportunity for success. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
The questions on this section are used to assist case conferencing in the prioritization of client referrals. Discrimination, interaction with institutional settings, health needs, and family composition are all ways the CoC determines potential vulnerability of the client. 



NWCoC Coordinated Entry Assessment 

Where are you 
living right now at 
this moment?

This part of the 
assessment needs 
to updated during 
the Interim 
Assessment phase. 

Presenter Notes
Presentation Notes
During the Coordinated Entry Assessment complete the Current Living Situation section.  The Current Living Situation answers the question “Where are you living right now at this moment?”The current living situation is updated each time an Interim Assessment is completed.  The Current Living Situation is very informative to the Case Conferencing Process, and can help determine if a client should be prioritized for a housing opening. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
The Housing Summary can best assist in determining the extent of homeless a person is.  As we know, many of the funders use different definitions of homelessness.  Most typical is the difference between HUD or Federal Homeless, Chronic Homeless,  Minnesota Homeless or Doubled-Up, or Minnesota Long Term Homeless.It is understood this is difficult, many of us, who have had long term housing may have a hard time determining start date and end dates of places we have lived.  Again, do your best to help the client to get the information needed to determine eligibility. 



NWCoC Coordinated Entry Assessment 

Where did you 
sleep the night 
before the 
assessment?

This part of the 
assessment only 
needs to be 
completed one-
time.

Presenter Notes
Presentation Notes
During intake and completion of the Coordinated Entry Assessment the Prior Living Situation is required to be recorded. The Prior Living Situation answers the question (Where did you sleep the night before the CE Assessment or Intake?)  This is completed only one time during the CE intake process.  If the client were to be exited, and then re-entered into the Coordinated Entry, the Prior Living Situation would need to be updated. As an example a client may have stayed at a friends house the night before calling your office for housing services.  They chose to call your office for housing services because they were told they are not allowed to stay at the friends house anymore, and plan to sleep in there car.  In this case the clients Prior Living Situation would be doubled-up, but the Current Living Situation would be place not meant for habitation. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
This section helps to determine the households veteran status. And if the client has health insurance.   



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
Income information may be complete from the Diversion Assessment.  This is an opportunity to update the income if needed,  if you are completing the Coordinated Entry Assessment at a different time than the Diversion Assessment. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
Use this part of the form to collect information on the clients disability status.  Collect the information the best you can as it can help determine eligibility for programs.  This information will be updated by the housing provider when completing an intake and entering a household into a program after they are referred. This is also an opportunity to understand how many times clients are moving and if they are trying to leave an unsafe situation.  Clients can be in unsafe situations that they may not think of as domestic violence. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
As part of the Coordinated Entry Process the Assessor will make a determination if they feel the client is likely eligible for Housing Stabilization Services.  Those questions are completed in the next part, and are not asked of the client.  The questions shown here can help the assessor in determining eligibility for Housing Stabilization Services and also gain valuable insight into the needs the client will have to obtain housing.  This can help the assessor best determine a communications plan, figure out what documents the client might need to obtain services, and provide as many opportunities to access benefits as possible. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
This assessment is completed by the assessor.  These questions are not asked of the client.  Use the form and examples provided to make your best judgement and answer the questions. 



NWCoC Coordinated Entry Assessment 

Presenter Notes
Presentation Notes
This section on action steps can help you work with the client to build relationship and determine what they may be capable of completing, and where you as the assessor and housing agency may need to provide additional support to resolve the housing crisis. This is also a time to ensure all of the contact information is correct. Then lastly, any notes you feel may help a housing provider make contact with the client, or for case conferencing to make a good referral.  The notes can be the most important part of the process. 



Participant Notice and Consent for ROI 

Presenter Notes
Presentation Notes
The Participant Notice and Consent ROI is for the NWCoC Coordinated Entry System.  The client is giving consent to be discussed at Case Conferencing.   There is opportunity for the client to sign or to complete over the phone.  If completing over the phone it is best practice to obtain a signature if you meet in person with the client to provide services.  This ROI should be included in the client file, and can be saved in the HMIS record for the client. This also serves as the clients information on how to appeal a decision. 



Minnesota HMIS Data Privacy Notice 

Presenter Notes
Presentation Notes
This form is for the Minnesota HMIS System.  The HMIS training will have more detail on this, but it is included as part of the CES, as CES data is collected and placed into the HMIS. 



Adding information in HMIS or 
Alternative Priority List 

 Appendix C Diversion and Coordinated Entry Data Instructions of this 
document includes detailed instruction for completing the NWCoC 
Coordinated Entry Assessment and placing a household on the priority list.  

 For users that will be using the HMIS to enter data the Institute of Community 
Alliances has training you will need to complete. 
https://www.hmismn.org/coordinated-entry.

 For information on adding the information into the Alternative Priority list for 
DV Providers or when clients refuse entry into HMIS e-mail the Priority List 
Manager.

Presenter Notes
Presentation Notes
Appendix C Diversion and Coordinated Entry Data Instructions of this document includes detailed instruction for completing the NWCoC Coordinated Entry Assessment and placing a household on the priority list.  For users that will be using the HMIS to enter data the Institute of Community Alliances has training you will need to complete. https://www.hmismn.org/coordinated-entry. For information on adding the information into the Alternative Priority list for DV Providers or when clients refuse entry into HMIS e-mail the Priority List Manager.

https://www.hmismn.org/coordinated-entry


Thank You

 If  you have questions regarding this training please reach out to the NWCoC 
Priority List Manager. 
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