[bookmark: _GoBack]HOMELESS ASSISTANCE PROGRAM
ANNUAL CLIENT DATA REPORT INSTRUCTIONS

Counties must use this form to report annual service component activities for all clients served year-to-date. Counties are required to submit a county summary reflecting the number of clients served by all of its HAP service providers. The county must retain the providers’ reports. The annual client data report is due to DPW by July 31st. The report should contain unduplicated annual client figures.  

Definitions:
Unduplicated:  A new client served in any HAP service component during the fiscal year.
Adults:   A person who is 18 years of age and older.
Children:   A person who is 17 years of age and younger.
Household :  One or more related or unrelated individuals who occupy or, in the case of homeless persons, intend to occupy a common residence and whose income and resources are to be considered together in determining eligibility and payment level for assistance.
Unit of Service:  A unit of service = one night for one person in either mass or individual shelters.

County - Enter the name of the county submitting the report.
Fiscal Year – Enter the fiscal year for report.   
Prepared by – Enter the name of the person who completed the report.
Title – Enter the title of the person who completed the report form.
Date – Enter the date the form was completed. 

HOUSEHOLDS WITH CHILDREN 

A. 1. Total number of unduplicated families with children served during fiscal year - Enter the number of new families with children served. If time is spent completing an intake/assessment, the client(s) should be counted as “served”. On the report, be sure to include families served in the previous fiscal year who continued to receive HAP services in the new fiscal year.

A. 2. Of the total in “A.1.” how many were adults - Enter the number of clients served who are 18 years of age and older. Also include those who are emancipated (17 years of age and younger who are married or separated from a spouse and have children). This number must be equal to or greater than the number in 

A. 3. Of the total in “A.1.” how many were children - Enter the number of children served who are 17 years of age and younger and are part of a family. This number must be equal to or greater than the number in A.1.
ADULT-ONLY HOUSEHOLDS 

B. 1. Total number of unduplicated adult-only households (with one or more adults) served year-to-date - Enter the number of new households (with one or more adults and no children 17 years of age and younger) served. If an intake/assessment is completed, the client(s) should be counted as “served”. On the report, be sure to include clients served in the previous fiscal year who continued to receive HAP services in the new fiscal year. For example, in May 2012, a family is determined eligible for $1,200 to resolve a housing crisis. The provider will assist the client with $300 monthly payments over the next four months. The client receives a payment in May and June and is counted on the client reporting form during the previous fiscal year. The July and August payments to the client will be paid from new fiscal year funds. Therefore, the client should also be counted on the client reporting form for the new fiscal year. 

B. 2. Of the total number of unduplicated adult-only households, what was the number of adults who resided in these households - Enter the total number of adults who resided in the households served. This number must be equal to or greater than the number in B.1.

B.3. Of the total in B1, how many adults were age 59 years and younger?

B.4. Of the total in B1, how many adults were age 60 years and older?

UNDUPLICATED ADULTS

C. 1. Total number of unduplicated adults served during current fiscal year (A.2 + B.2 ) - Enter the total (sum of “A.2.” plus “B.2”). This must equal the total number of Adults served during the report period.

C. 2. Of the total in C.1. how many were veterans – Enter the total number of adults served
who identify themselves as veterans.  

C. 3.  Of the total in C.1. how many unduplicated adults were referred to or from your agency or are currently receiving MH services – Enter the total number of unduplicated adults served who, by their own admission or your knowledge, based on a clinical diagnosis, are currently receiving  Mental Health (MH) services from another provider agency or from your agency.  Also include in your count those clients who are referred to your agency by the MH system, those clients you are referring to the MH system, those who are self-referrals to your agency, those who are referred via the informal network such as; a neighbor, workmate, prior MH client, etc., and those MH clients who obviously have MH issues, and have a clinical diagnosis but are not currently receiving MH services. This information does not need to be documented in the clients file.

C. 4.  Of the total in C.1. how many unduplicated adults were referred to or from your agency or are currently receiving D&A services – Enter the total number of unduplicated adults served who, by their own admission or your knowledge, based on a clinical diagnosis, are currently receiving Drug and Alcohol (D&A) services from another provider agency or from your agency. Also include in your count those clients who are referred to your agency by the D&A system, those clients that you are referring to the D&A system, those D&A clients who are self-referrals to your agency, those D&A clients who are referred via the informal network such as a neighbor, workmate, prior D&A client, etc., and those D&A clients who obviously have D&A issues, and have a clinical diagnosis but are not currently receiving D&A services. This information does not need to be documented in the clients file.  

C. 5. Of the total in C.1. how many unduplicated adults were referred to or from or are currently receiving Domestic Violence services– Enter the total number of unduplicated adults served who, by their own admission, or your knowledge are currently receiving Domestic Violence (DV) services from another provider agency or from your agency.  Also include those clients referred to your agency by DV services, those you are referring to DV services, those receiving DV services from your agency, those clients who are self-referrals to your agency, and those DV clients referred via the informal network such as; neighbor, workmate, prior DV victim, etc. This information does not need to be documented in the clients file.

C. 6.  Of the total number of adults served in “C.1.” how many were employed at the point of intake? - Enter the total number of unduplicated adults served that were employed at the point of intake. Employed is defined as working full or part time. Include adults who are fulfilling their TANF work requirements (working or volunteering 20 hours or more per week). 

C. 7. Of the total in C.1. how many received Rental Assistance for more than one housing crisis during their 24-month period – Enter the total number of adults that received more than one HAP Rental Assistance payment, for more than one housing crisis, during their 24-month period. For example, the county’s maximum for families with children is set at $1,200 during a 24-month period. The client receives $800 for first month rent and security deposit. Four months later, the client returns and needs $400 to prevent an eviction. This client has received more than one payment for more than one housing crisis during the 24-month period. Do NOT include those clients that receive incremental payments to resolve a single crisis.

C. 8. Of the total in C.1. how many clients received a combined Rental Assistance/ESA payment? – Enter the total number of adults that received funding from both the HAP’s Rental Assistance component and the County Assistance Office Emergency Shelter Assistance program in order to resolve their current housing crisis.

C.9 Of the total in C1, how many adults received a combined Rental Assistance/ESA payment?

UNDUPLICATED ADULTS & CHILDREN 

D.  Total number of unduplicated adults & children served during fiscal year (A.2.+A.3.+B.2.) 
Enter the sum of A.2.+A.3.+B.2., this should equal the total number of adults and children 
served during the report period.

E. Total number of adults and children who were denied services due to lack of funding - Enter the total number of unduplicated adults and children who were denied HAP services solely due to a lack of available funding. These clients may or may not be on a waiting list for services.

F.  The total number of adults and children for which eviction was resolved (near - homeless served) - Enter the total number of unduplicated adults and children for which eviction was resolved either by maintaining the client in their current residence or moving the client to a new residence in the Rental Assistance component. This will be the number of near homeless served during current fiscal year.

G. The total number of adults and children served who were homeless. (Homeless served) - Enter the total number of unduplicated adults and children served in the Rental Assistance and Case Management components who were homeless.  

H.  Total units of service provided in Mass and Individual Shelters - Enter the total number of units provided in both mass and individual shelters. One unit equals one night for one person.

Please submit one copy of the Client Data Report via email to irivera@pa.gov

