Recovery Kentucky Database Instruction Manual  4/27/2010

To access the Recovery Kentucky Database, go to your Internet Browser and type in www.kyhousing.org  for the Kentucky Housing Corporation website. 

Once there, find and put your cursor on Specialized Housing Resources, scroll over to HMIS (Homeless Management System) in the gray box, then scroll over to the next gray box and click on ServicePoint. That will bring up the log-in page. 


Use your login and password given to you in your training and it will then connect you to ServicePoint. You should have already created a new original password known only to you. You will see the screen shown below. The only green fields you will use are HOME, CLIENT POINT and LOG OFF.  Click on Client Point to start.  

For a new client, type in the client’s name (first and last) and Social Security number. Then click on Search for Client. This will search the ServicePoint database for any clients that match that name and/or social security number. If one comes up, it will show at the top of the screen right under the tabs. If you have a matching name or social security, click on that number and confirm that both are matching for your client. If they are, that is the identification number you will use for that client. 
If there are no matches, click on the Add An Anonymous Client tab and continue on.  There is a delete button next to the number. If you have found that you have started to enter a client that was already on the system, you can delete your entry here, using the tab next to Search This ID at the top titled Delete This ID. You do not want to delete a client that is already in the system. Someone else has entered this client for a reason and has information tied to that entry.  If you need a client merged, call or e-mail the Help desk or call or email the Recovery Kentucky team. 
Another way of searching for a client is to enter a Client ID and then Search This ID.  If the client is the system for any other reason and/or for your program, it will bring them up. So, for instance, if you start to enter a client and have to logoff, you can bring it back up with the number. 

Like so….

You are in  Client Profile now. Enter all information for the Assessment screen here. If you are unsure about a question and want more information on the question, click on the question itself. It should then show a detailed description for the information concerning that question, if a description has been put in.
The H and G at the end of the question are for you to click on to see the history of entries or goals set for that client. The green vertical rectangle box, when clicked on, will show the last person who has entered information on this question. 

There are drop down boxes for your choices. Zip codes should be entered in full with a Full or Partial Zip Code Reported used. For Homeless and Chronically Homeless, please review the HUD definitions of Homeless in the detailed description by clicking on either of the questions.  For Mental Illness, normally all clients would qualify as mentally ill due to their addictions, but because housing is an issue, only those diagnosed by a medical professional should enter yes in the mental, physical and developmental questions  if they apply.

“Client Contact” is where you enter the last permanent address for the client.  Not a jail, shelter, or hospital, but the last street address where they had a permanent address. This can be when they lived with a family member, had an apartment/ home, or other address.  
“Emergency Contact” is the name(s) of the person(s) the client would like you to contact in case of an emergency situation involving the client. There can be more than one. This is also used to help find the client should they unexpectedly leave the program and you need to locate them. 
“File Attachments” are provided for centers that have scanning abilities and would like to scan the “Authorization for Release of Information” for that client. This form is allowing the center to release certain information authorized to those calling in requesting it, such as a family member, or a legal person, if they are on the form. Otherwise, no information is to be released on the client, you can’t even confirm whether or not the client is in the program without the inquirer being on  the “Authorization for Release of Information” and then if there are, only for the items checked by the client on the form. 
 A copy of the actual form will pull up once saved and added to this assessment. You click on “Add New File Attachment”, locate the file with the attachment on your computer, upload it and then it will be readily available to be viewed now or any later date. You may also upload other information, such as the Database Information Form, photos, etc.  and they will be viewable on this option. 
The Pencils can be clicked on to make changes on a previous entry, the printer to review information that has been entered and the trash can (or some call it a cupcake) is to delete the entry. You can make changes, you just need to very careful when doing so. 



For “Infractions” for the client, this is a space that you enter in any infractions that would ban the client from the program now, or for the foreseeable future.  If a client has done something that causes you to not accept that client back, that should be entered here. If the ban has been lifted, it should show it, otherwise it is considered a ban indefinitely. Any time there is a ban on a client, it should be reported to the Recovery Kentucky Frankfort office. 

Once you have entered everything you can for this page, click on SAVE and the information will be saved to the database. This is the “Client Profile/Admission”.  
Now, locate the gold/orange box at the top as seen in the screen below. It is the “Entry/Exit” function. This box is vital and information in this box helps drive the reports. Click on this box to enter a client into the program. 

You will later use this same function to show a client’s progress in the program, the client’s exit from the program, and Phase II information. 

To enter the client, they should be entered into SOS the same date as their admission date.  You would click on “Add Entry/Exit” and that will bring up the Entry Screen below. Click on Provider, change the Provider name showing to the progress choice, RKY (Your center’s name) and the section of the program they are in (SOS) as they enter. 
The next drop down is “Basic Entry/Exit”. It is the first choice on the drop down and it will always be this choice. This is another item that must be entered correctly in order to have the reports show correct information, so it is very important that you always enter “Basic Entry/Exit” when making an entry on this screen.  Fill in the date of the program entry (Date admitted to SOS). 




When entering an Exit date, whether it is showing the exit from the program or more commonly when progress has been made and the client is moving to the next phase of the program, click on the pencil in exit date and it will bring up this screen. Enter the date the client has finished this step, it will be the same date they are beginning the next. Enter Completed Step and Next Level of Program. 
Comments can be made in the provided boxes, but are not mandatory unless they are entered in as an Exit from the center. If they exit from the center, please be sure to provide a short explanation. If the client has regressed and is being set back on a permanent basis (short term consequences do not need to be and should not be entered here), then exit the client from the program they are currently in and re-enter the client in SOS. You will now have two SOS entries. 
Do not erase or trash can any of the previous entries. You can use the trash can to delete an entry if it needs to be re-typed or if you have duplicates. Adding a second entry to SOS (or any other phase) is not a duplicate if the dates are different and you are doing a whole new entry for the client. 
I

This is a typical entry of movement through the program. As long as the most current phase the client is in is left with an open exit date, the reports will pick up this client as a current client. If the client has left the center, all exit dates should be filled in to show that they are no longer active. This also shows where a client was in the program when the client left.  You use Save and Close on this screen. 
The next screen is “Assessments”. Under this screen are “Admission, SOS, Legal Information, Overnight Stay, Housing, Discharge, and Graduate/Alumni”.  You have already entered the “Admission Information”, when on “Client Profile” and that information has been carried over. Review it to make sure all date is filled in and is correct. Once you have done that, click on “SOS”. 




Review……If you need to make a change or addition, do so and then click on SAVE. 

Now you are ready for SOS.  Click on SOS in the green box. Do not hit Exit if you were in Admission or any of the other Assessments. It will take you out and you will have to re-enter. By saving and then scrolling to the green box for the next entry, you can go straight to that function. 
[image: ]
will the second date of admission. If the client has never been in your center before, number of times in this Recovery Center will be zero. If the client has been in your center, discharged and re-entered, it will be one. If the client has been in any other center, including RKY centers, enter the number of times they were admitted in the other centers Make sure your Admission date is showing the client’s date of entry to the program.  You are tracking your program only if the client is in your program for the very first time, last date in this center is blank. If the client had been in your program previously, then the last date will be the previous admission date to the program and this admission date. 

Substance abuse is where you enter all substances the client has taken, abused, experimented with in their lifetime. Just enter the Admission date to the center, skip the discharge date, and enter the drug name, age when first used, and if not listed or under a category, enter the specific drug name.  

For instance, list Cocaine, but under not listed, enter Crack. It will allow you to do multiple entries.  See the next few screens for this procedure.  

Click on Save and Add Another to keep entering. 
[image: ]
For monthly income, click on Add and enter EACH income the client has. Answer each question. Save and add another if there is another income. Please review the descriptions of income before entering this. 
[image: ]


In the entries under the income table, enter the primary income, the source, the amount, whether or not the client receives food stamps and if so, how much.  Save changes. Do not exit, but scroll back to the green menu and choose the next option.  
[image: ]
If entering a new client, it will be Legal Information. 
Legal Information is the Assessment that has whether or not the client is a Department of Corrections (DOC) referral, and if so, whether or not the client is on Probation or Parole. All DOC entering clients will be on the Probation/Parole option status.  They can be on it even if they aren’t DOC referrals but ALL DOC referrals are on it. Have they ever been arrested for Misdemeanors or Felonies is next. Enter yes or no. If yes, enter all arrests the client has given you. If they have given dates, enter those too. Dates are not required but if given, show them. If there are pending charges or court dates, use the text box for your explanation of them. 

[image: ]
Legal Contacts is the Add Box for attorneys, case managers, parole or probation officers, judges, etc. that  the client is working with. These people should be identified and if information is to go to them, an Authorization for Release of Information should be completed and in-file for them.  Clients may need to call them from time to time, you may need to call them with questions, so if they have any of these involved in an active case, please have them complete this section on the Database Information Sheet and enter it here.  You may add more than one entry. 
[image: ]



If the client has minor children (we are not tracking adult children 18 and over) , we need to track this for reporting purposes and in order to have a complete history on the client. It’s yes or no, if yes, how many and then each minor child needs to be entered in the child custody section separately. 

Each child’s custodian/guardian/caretaker should be entered. It is possible for the parent to still have custody , but while they are in the center someone else has the guardianship. If they have lost custody, we need to know that too. Enter the person’s name and relationship to the child. 
If the courts are involved with the custody of the child(ren), then Child Protective Services (CPS)  may be involved. 


Overnight Stay is an optional Assessment.  If a client goes to the hospital, home on a pass, and is out of the center overnight, this is a good way to track them. Centers have the option to use or not use this Assessment. It is a good tracking tool at a glance to find out where they went and when, when  a client left your center for an overnight stay. Use the Add button to access and complete this information. SAVE CHANGES when completed. 





Housing is the next section that you will go to once the client has leased in a unit. Clients in the Dorms are not to be entered in here until they have completed the paperwork, lease/inspection procedure and have been approved by housing to be in a unit with subsidy.
Clients that are not receiving housing assistance, that are in a Non-Project Based unit can be entered here too but the room number should specify Non-Project Based. HAP will be $0 and there will not be an inspection date. Room number should be the number with NPB next to it. If not shown, it will be assumed the unit is Project-Based and subject to the HAP Contract, Housing Regulations and Inspections. 
Clients must pay at least $1 toward their rent to qualify. If at Market-Renter status (they pay all their rent and do not qualify for any portion of the Housing Assistance), then they are not qualified for Project-Based units and must either go to a Non-Project Based unit (if they qualify), the Dorms, leave, or have their unit de-certified, whichever fits the given situation. 
The room number, move-in date, move-out date when they leave or complete their one-time move, their Housing Assistance Payment (HAP), their portion of the rent, if any (Tenant Rent), the date the unit first went under lease (if they are the Head of Household, their lease date, if they are the Co-Head or Co, the lease date of the Head goes here. 
The date the unit was first inspected for the original lease and the reason for the move in or out. 

The Head and Co-Head have the same benefits and responsibilities pertaining to the lease. The CH-O is listed on the Lease Addendum. 
The Lease clock date is the date the client first moved into the unit and the client is first under lease. Put in the client’s lease date (this may or may not be the original lease date if the client is not the Head. If the client moved into a unit and then moved to another unit in Phase II/Peer Mentor, the date of the first move-in stays here.  
The clock continues to tick while the client is leased up in the program and still in residence. If the client’s income goes over the allowed amount and the unit is de-certified, or the client moves to Non-Project Based, the client stays in the center – then the clock continues on. 
If the client voluntarily moves out of a Project-Based unit while still eligible for it or if the client leaves the center, the clock stops.
 There must be twelve consecutive months on the clock for the client to apply for a Housing Choice Voucher. The client must be in residence and program compliant and ready to transition out in order to apply for the voucher. 
If the client is set-back and re-starts the program, then the clock stops and does not start again until the client leases back up in a unit. No time is carried over from the original lease-up. 
If the client does not qualify for the voucher due to Section 8 guidelines, then the client will not receive a voucher. Eligibility is subject to voucher availability. 




Another entry here is the Head, Co-Head, Co status of the client. When a client moves into a room for the first time and it is unoccupied, it must be inspected and a new lease executed. Once the lease has been executed, the client is considered the Head of Household – Original (HH-O). When the client gets a roommate, the second person joins the household as the Co-Head of Household – Original (CH-O.)  Both have the same rights
If the original HH-O leaves, the Co-Head becomes the head and is referred to a Head-Co-Head-Original (HCH-O). As long as one of these two are still in the unit, a new lease and inspection are not required. Anyone else that moves in with one of the originals is a Co. A Co cannot be in a unit by himself (herself) or with another Co. A new lease/inspection has to be executed and the Co becomes the new Head and the other person (if there is one) becomes the Co-Head, both will now be originals. 
It is important to classify both the Head and the Co-Head as Originals and the Co as simply Co to track both the client and the roommate. 
When a client leaves the center or re-starts the program, a Discharge is completed for that client. Click on the Add button and enter the information that applies to that client. You also do a Discharge for clients who have completed the program and have transitioned out. They are termed for database purposes as graduates. 


After you have entered the information, do a Save and Exit. Be sure to go back to Entry/Exit and make the change there too. If the client is in a room, you want to go back to housing and move the client out. 

It is the responsibility of the Phase II Coordinator to track the clients once they have completed the program in order to track the success of the program and the client’s continued recovery. Two entries are to be made in the Graduate/Alumni Assessment for this. Click on Add and enter the information that they have gained at the six month after completion date and again at the twelve month after completion date. 
This is a separate survey from the KTOS survey. This is not a sampling. This is information that you have received or obtained after the client has transitioned out and is a six and twelve month status pertaining to their continued success, relapse, and other information that may or may not pertain to the client after a successful completion of the program. 

END
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