Guidance for Putting a Working Group Together to Lead a 

Point-In-Time Count 
This sheet provides basic guidance to agencies/Point-In-Time Count field coordinators on convening a working group for the Point-In-Time Homeless Count.  If you have any questions or need help with putting a working group together, please contact Kentucky Housing Corporation’s Laurent Houekpon toll-free in Kentucky at (800) 633-8896 or (502) 564-7630, extension 304; TTY 711; or e-mail lhouekpon@kyhousing.org.  
Objectives of a Working Group
Ensure that communities across Kentucky conduct the statewide Point-In-Time Count for the homeless.
Why Create a Working Group?
· To plan the count.
· To identify key action items in counting homeless individuals.
· To monitor planning and implementation progress.
· To ensure accountability in the process.
· To maintain consistent Point-In-Time Count standards.
Basic Methodology
· A Point-In-Time Count field coordinator sends out an invitation letter to local community stakeholders, such as county judges, mayors, law enforcement agencies, schools, local businesses, hospitals, churches, media outlets, private citizens, etc.  The letter should explain the importance of the count to the broader community (letter should include data on homeless or precariously housed individuals in the community, if available).

· A Point-In-Time Count field coordinator calls for meetings that include committed stakeholders (county judges, mayors, law enforcement, local jails, schools, local businesses with vested interests, hospitals, churches, local media outlets, and private citizens).

· A Point-In-Time Count field coordinator prepares an agenda related to the planning process. 
· A Point-In-Time Count field coordinator identifies key activities of the count and assigns roles and responsibilities.
· A Point-In-Time Count field coordinator puts together handouts, fliers, work/project plans, and identifies a venue/location for the meetings.
· A Point-In-Time Count field coordinator maintains an attendance list and records minutes of the meetings.
Possible Meeting Agenda Items
Call meeting to order
Housekeeping items
Introduction of attendees
Why the count

Date and time of the count

Desired outcomes

Planning process

Contingency plans

Roles and duties

Work/project plan

Others

Adjourn

Possible Point-In-Time Count Coordination Roles
· Lead Point-In-Time Count Field Coordinator
· Outreach Coordinator

· Volunteer Coordinator 
· Operational Coordinator

Point-In-Time Count Coordination Roles and Responsibilities

Lead Point-In-Time Count Field Coordinator

1. Conduct Point-In-Time Count area meetings.
2. Seek process improvement input at the local community level.
3. Report progress, updates, and concerns about the count to regional CoC members.
4. Provide support to Point-In-Time Count issue coordinators.
5. Delegate tasks as needed to Point-In-Time Count issue coordinators.
6. Assist with decision-making for Point-In-Time issue coordinators as needed.
7. Support and promote the involvement of former homeless individuals in the planning of the count.
8. Ensure that the overall planning process is successful.

9. Complete other necessary tasks as required for a complete and successful count.

Outreach Issues Coordinator

1. Call and conduct Point-In-Time Count area/community outreach meetings.
2. Report any updates, process improvements, and concerns regarding outreach strategies to Point-In-Time Count field coordination committee.

3. Develop a Point-In-Time Count strategic action with specific appropriate timeline.

4. Implement/execute Point-In-Time Count outreach strategic actions.
5. Work with committee to distribute outreach fliers.
6. Make follow-up contact with local community stakeholders.

7. Ensure that any outreach correspondences from the lead Point-In-Time Count field coordinator are received at the community level.

8. Organize, with the support of lead Point-In-Time Count field coordinator, public education and awareness-raising events.

9. Put together or review all resource guides, lists of stakeholders, or list of any possible participating agencies.
10. Assist local agencies that have Web sites in the dissemination of the Point-In-Time Count results.
11. Organize, in concert with the lead Point-In-Time Count field coordinator, events on the findings from the Point-In-Time Count including (local officials, media, and other concerned parties).

12. Forward local press release to media outlets.
13. Send a thank you letter to volunteers and donors.
14. Complete other necessary tasks as required for a complete and successful Point-In-Time Count.

Volunteer Issues Coordinator

1. Call and conduct Point-In-Time Count sub-regional volunteer issue meetings.
2. Report any updates, process improvements and concerns regarding volunteers to the Point-In-Time Count field coordination committee.

3. Work with the Point-Time Count outreach coordinator to identify volunteer recruitment issues.
4. Ensure that all volunteer training materials are available.

5. Network with existing community volunteer programs to streamline Point-In-Time Count volunteer recruitment process.

6. Attend regional Point-In-Time Count training.

7. Coordinate all related activities the day of the count.

8. Assist with the administration of the survey to homeless individuals on the day of the count.
9. Review, discuss in concert with the lead Point-In-Time Count field coordinator training agenda and contents of trainings.

10. Complete basic volunteer duty list and ensure that volunteers understand all obligations and requirements.

11. In concert with Point-In-Time Count operation coordinator, identify an appropriate training location.

12. Work with Point-In-Time Count outreach coordinator to develop list of potential volunteers for count (former homeless individuals, local colleges and universities, churches, homeless service providers, senior citizen centers, hospital, behavioral health service providers, civic organizations, etc.).  
13. Complete other necessary tasks as required for successful volunteer involvement in the count.
Operation Issues Coordinator

1. Call and conduct community level operation and planning issue meetings.

2. Report any updates, process improvement, and concerns regarding community level operation and planning related to the Point-In-Time Count field coordination committee.

3. Provide logistical support to the Point-In-Time Count field coordination committee.
4. Review with county offices, sheriff departments, and law enforcement departments abandoned buildings and other sites not meant for human habitation used by homeless individuals.
5. Work with Community Action Agencies, utilities agencies, and school systems to establish list or database of sub-standard houses.

6. Develop list of what volunteer need on the day of the count (cell phones, rain gear, flashlight, pens, clip board or writing tablet, whistle, identification, community resource brochures, etc.).

7. Identify places/locations for meetings.

8. Identify a place to be used as command center the day of the count (street count).
9. Complete other necessary tasks as required for a complete and successful Point-In-Time Count.

