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South Carolina 2009 Homeless Count

Coordinators Training Information

Introduction

Every two years the US Department of Housing and Urban Development (HUD) requires providers who participate in the Continuum of Care Homeless Assistance Programs to complete a point in time count of the people who are homeless in their community. Aside from eligibility to compete for HUD homeless funding, an accurate count offers several benefits: 

· Supports local planning efforts by identifying unmet needs and trends in size and characteristics of the homeless population,

· Raises community awareness of homelessness,

· Raises political awareness of homelessness.

Toward these goals, the SC Coalition for the Homeless is coordinating a statewide homeless count on January 29th, 2009. The “count” has several components. To meet HUD requirements, local continuums of care (CoC) will count people who are sheltered (living in emergency shelters or transitional housing) and also provide information about the characteristics of homeless people in shelters such as whether they have a mental illness, substance use disorder, HIV/AIDS, or whether they are victims of domestic violence or veterans. CoC also will count people who are unsheltered (living on the street, in warehouses, abandoned buildings, woods, encampments or other places not meant for human habitation).  Finally, there will be additional analysis of the use of mainstream services by people who are homeless in SC.

This training manual provides guidance on how to plan and implement the count and detailed information about how to train volunteers and service providers about how to use the survey instruments.

General Count Planning Tips

· Follow methodology

· A statewide count is dependent on consistent, accurate use of methods across the state.

· It will be critical to secure identifying information to unduplicate data.
· Secure local government support

· Resolution from the county/city

· Participation from law enforcement

· Resources to complete the count

· Use the media

· Before the count

· To inform people about the count

· To draw attention to the issue

· After the count

· To disseminate results of the count

· To educate community about homelessness

· Involve people who are homeless in the count

· Identifying “known” locations

· Assist with the street counts

· Use incentives

· For participants

· For volunteers

· Use count as form of outreach

· Have some fun!

Sheltered Count

Overview
All agencies and organizations that provide shelter, vouchers or funds for shelter, or transitional housing need to provide information about the individuals they house on the night of January 29th.  Agencies that fully participate in Homeless Information Management Systems (HMIS) and reliably, accurately and completely enter data on residents will be able to provide the data through HMIS.  Agencies that choose not participate in HMIS or do not fully participate in HMIS will need to use Form A.

Steps for Coordinators
· Create a list of all agencies or organizations that provide shelter and transitional housing in your community (a good reference is the Housing Inventory submitted annually but the Continuum of Care to HUD).

· Inform all providers of the count, deadlines and strategies.

· Ask your HMIS Coordinator to identify the agencies that reliably use HMIS.

· Remind providers using HMIS to update their data so that records for all residents on January 29th are complete.

· HMIS coordinators are asked to do a test run pulling and submitting the required data on January 20th to see how well the system is functioning.

· Ask non-HMIS shelters to complete Form A for every person staying in the shelter or transitional housing program. 
· Providers using Form A should complete the data from agency records or from interviews with residents. 
· Emphasize the need to carefully and completely fill out the forms. Please ask providers or volunteers to print their answers. Please ask them to use the options on the forms unless they receive a response that does not match any choices.
· Identifying information from all sheltered people is critical for unduplicating the data. No individual data will be reported! No individual data will be identifiable. All analysis will be based on aggregated data.

· If domestic violence shelters refuse to provide identifying information on the people that they are sheltering, ask them to provide de-identified data for residents on January 29th including subpopulation data (veteran status, mental health history, etc.) Please also ask them to provide the date of birth and demographic data (gender, race) for each individual they are reporting on so that a profile for people who are homeless can be developed and so that aggregate data on homelessness in SC are complete. These requirements apply to agencies using HMIS and to those completing Form A.
· Remember to collect information from any agencies, organizations or churches that provide financial assistance or vouchers for motel rooms. 
Collecting and Submitting forms
· All data should be treated as confidential. HMIS has built-in safeguards. Completed forms should be reviewed promptly by those completing the forms and submitted as soon as possible to Coalition Count Coordinators. 

· If individual clients are to be interviewed for Form A, ensure a private place for data collection.

· Count coordinators should keep the forms safely stored in a locked place until submission.

· Coordinators should review all forms for accuracy, legibility and completeness. To the extent possible, complete blank sections. Obviously you cannot add missing client data but make sure that other information (shelter/agency name, date, county) are complete.

· Sheltered Count Form A should be promptly collected by Coalition Coordinators, reviewed and submitted to ORS.

· Forms can be dropped off at the Office of Research and Statistics or sent by certified mail (retain receipt) to: 

Carla Sadlier
Office of Research and Statistics

1919 Blanding Street
Columbia, SC  29201 
· Send the forms certified but do not require a signature for receipt.

Key Deadlines

February 17
Non HMIS Shelters submit Forms A to Coalition Coordinators

February 19

HMIS Coordinators submit shelter data to ORS

February 20 

Coalition Coordinators submit Forms A to ORS

Tips
· Deliver survey forms ahead of time. Providers should be able to complete data on current residents before the 29th. Remind them only to turn in forms on people who are residents on January 29th. 

· For large emergency shelters, winter shelters, and rescue missions with a lot of turnover, offer to provide volunteers to assist in completing forms on the 29th.

· Be sure to meet with providers ahead of time—they need to know what to expect and should be trained to accurately complete the forms. This is especially important for providers (including faith based organizations) that pay for motel vouchers. Work closely with them ahead of time to decide who should complete forms/do interviews because the provider agency may not have any case management information about the individual.
· Make sure your HMIS coordinator knows which shelters you are expecting them to provide data for and that those agencies are aware of what the HMIS coordinator will expect.
Unsheltered Count

Overview
A count of people who are homeless but not in a shelter or transitional housing program is referred to as an “unsheltered count.” The unsheltered count requires identification of homeless people that are living on the street, in abandoned buildings, in their cars, or other places not meant for human habitation on the night of the count.  There are two ways to do the unsheltered count: a street count or a service survey count. A street count requires teams of volunteers to sweep the streets, parks, woods, etc. to find people who are unsheltered. Typically, a street count takes place on a single night (though the methodology being implemented in SC for the 2009 count will allow an extended time to count people on the street).. A service survey count requires volunteers or service providers to interview clients who seek services to identify if they were homeless on a specified night. 


The same form (B) will be used for the street count and the service count. It is critical that volunteers understand that one piece of paper must be collected for each individual to be counted. The type of strategy that a CoC emphasizes for a county depends on the demographics and resources of the county.  In urban areas where there is a concentration of “visible” homelessness and/or where there are known locations where people who are homeless congregate, you can successfully find and count people in the streets in a 24 hour period. In more rural areas a service count should be considered. In a service count, agencies that provide services that people who are homeless are likely to seek survey people over a two week period to see if any of them were homeless on the night of the count. A CoC can supplement a service count by surveying people living on the streets or in the woods (combining strategies), but each individual counted must complete Form B because of the requirement to collect identifying information for unduplication purposes.  
Who is considered homeless?

For the purposes of the HUD point-in-time count we can only report the number of people who are literally homeless.  This means that we cannot report people who are “doubled-up” and living with other families or people who are living in motels that they pay for themselves. However, Form B will capture information on doubled up or precariously housed populations for local planning and education purposes. When completing survey Form B, follow the instructions carefully. Everyone interviewed with Form B is asked to complete sections One and Two. If the individual is identified to be homeless (reports spending the night of January 29th in any of the shaded area conditions), complete all sections of the form.

Service Count

The success of the service count will be based on returned surveys! Every homeless individual (or in the case of family groups and couples), head of household must participate in the survey. It is very important that you encourage homeless persons to participate. Share with clients that their participation will help increase awareness of homelessness in the state, conditions that contribute to homelessness, the service needs of people who are homeless, and funding for services for the homeless.

Steps for Coordinators

· Identify agencies where unsheltered homeless individuals receive assistance in your area. Consider the following:

· DSS

· Mental Health

· DHEC

· Primary Health care

· Free Medical Clinic

· Emergency Rooms

· Substance Abuse Services

· Parks and Recreation/Park Service

· One-Stop Employment Centers

· Food Pantries

· Soup Kitchens

· Community Service Agencies

· Law Enforcement

· Probation, Pardon, Parole

· Ensure that all participating service providers understand:

· Overall goal of the count and how their information will be used

· Whom to survey (anyone with housing problems in past month)
· When they should be collecting the surveys

· January 29th – February 12th 
· What information they need to collect

· Assign someone to periodically check in with all of the participating service providers over the two weeks to make sure they are collecting surveys and to answer any questions they may have

· If possible, provide incentives to homeless individuals who are willing to complete surveys
· Provide training to all providers who will complete or distribute and collect forms
· If you are using surveys at a high volume agency (such as soup kitchens) consider offering to provide them with volunteers who can help with survey administration
· Ensure there is a private space in which to interview people
· Check-in with providers over course of data collection.

· Get supervisor support for line workers competing forms.
Collecting and Submitting forms
· All data should be treated as confidential. Completed forms should be reviewed promptly by those completing the forms and submitted as soon as possible to Coalition Count Coordinators. 

· Ensure a private place for data collection at agency locations.

· Count coordinators should keep the forms safely stored in a locked place until submission.

· Coordinators should review all forms for accuracy, legibility and completeness. To the extent possible, complete blank sections. Obviously you cannot add missing client data but make sure that other information (shelter/agency name, date, county are complete).

· Form B should be promptly collected by Coalition Coordinators, reviewed and submitted to ORS.

· Forms can be dropped off at ORS or sent by certified mail (retain receipt but do not request a delivery signature) to: 

Carla Sadlier
Office of Research and Statistics

1919 Blanding Street
Columbia, SC  29201 
Tips for Training Service Providers and Service Count Volunteers

· Provide a general overview of what you will be presenting, for example:

· Overview and goals of the count

· When they will need to collect the survey

· Who they will need to ask to complete the survey
· Anyone with housing problems in the past month
· How to use Form B
· Explanation of each question
· Practice in small groups

· Potential problems/challenges
· Distribution of incentive gifts (if applicable)
· General tips on interviewing
· What to do with completed surveys

· Have a one page handout with the most important points 

· Provide handouts of Form B and instructions
· Ask each service provider to discuss how they plan on collecting surveys at their agency

· Provide time for questions and concerns

· Make sure they are clear about the procedures:

· When they will start collecting surveys (January 30)
· Who will be administering surveys

· Staff or volunteers

· When they will stop collecting surveys (February 12)
· When completed surveys will be sent to ORS (February 20)
· Make sure they understand you will be checking in with them throughout the two weeks and who they should contact if they have questions

· If a service provider is unable to attend the training, you can do a one-on-one training at the agency at a later date.  However, make sure you review the survey and procedures in detail

· Provide each agency with copies of the forms that they will need

· Emphasize the need to carefully and completely fill out the forms. Please ask providers or volunteers to print their answers. Please ask them to use the options on the forms unless they receive a response that does not match any choices.
Street Count

The street count method is best for those communities that have large numbers of “visible” street homelessness in concentrated areas.  
Steps for Coordinators
· Because we are requiring the collection of identifying information for all people to be counted, it is not critical to coordinate the timing of the street count with local shelters. It may save some effort if a street sweep is done during times when the shelters are occupied. 
· Identify locations: 

· Consult with outreach workers, people who are or have been homeless, shelter and services staff, police, businesses, community development organizations, faith based groups, housing inspectors, parks and recreation staff, etc.

· Review results from last count

· Develop a list of places

· Develop guidelines for finalizing list considering 

· Safety

· Number and experience of interviewers
· Distance between locations

· Finalize list and develop strategies to avoid overlapping coverage

· Regardless of the accuracy of your records or number of volunteers, nobody knows more about where to find and how to approach homeless people than homeless and formerly homeless people themselves. Ask them, and, whenever possible use homeless volunteers as guides (with appropriate incentives or payment). For locating unsheltered homeless people, along with homeless guides, snowball sampling (i.e., asking people you encounter where other homeless people stay or can be located) is invaluable.

· Train everyone participating in the street count.

· Ground rules

· Recording information/use of forms

· What to do in an emergency

· Can be provided immediately before the count

· Provide written guidelines, maps and directions.

· Assign interviewers in pairs or teams by experience – Select a team leader who has previous experience working with this population and is familiar with the area
· Develop communication strategies (cell phones, central number, radios/walkie talkies)

· Provide or make sure interviewers are equipped with pencils, clip boards, forms, flashlights, identification, incentives for people they encounter (socks, blankets, food).

· Keep notes of where interviewers did and did not observe people to use for count planning in the future

· Provide coffee, snacks or food for returning interviewers if possible

Collecting and Submitting forms
· All data should be treated as confidential. Completed forms should be reviewed promptly by those completing the forms and submitted as soon as possible to Coalition Count Coordinators. 

· Even when interviewing people on the street, volunteers should ensure privacy for data collection.

· Count coordinators should keep the forms safely stored in a locked place until submission.

· Coordinators should review all forms for accuracy, legibility and completeness. To the extent possible, complete blank sections. Obviously you cannot add missing client data but make sure that other information (shelter/agency name, date, county are complete).

· Form B should be promptly collected by Coalition Coordinators, reviewed and submitted to ORS.

· Forms can be dropped off at the Office of Research and Statistics or sent by certified mail (retain receipt but do not require signature) no later than February 20th to: 

Carla Sadlier
Office of Research and Statistics

1919 Blanding Street
Columbia, SC  29201 
Tips for Training Street Count Volunteers

· Training should take place immediately before the count and should be relatively brief (approximately one hour).

· Provide a general overview of what you will be presenting, for example:

· Overview and goals of the count

· Description of strategy

· How to use Form B

· Observation Guidelines

· Safety Guidelines

· Returning Completed Forms

· Distribute a one- or two-page summary of the enumeration guidelines to volunteers.

· During the training, present and review the protocol for every public place location, such as parks, alleys, parking ramps, and abandoned buildings.

· Provide handouts of Form B

· Provide time for volunteers to ask questions and raise concerns

· All participants must know the ground rules, how to record information on the enumerations forms, where to report results, what to do in case of trouble, and other procedures for the count. 

· Make sure they understand what you expect on the night of the count including

· What time they need to be there

· Who they will be working with (if known)

· What time they will be done

· Provide a list of necessary and recommended items including flashlights, identification, pens, forms, cell phones or other communication.

· Provide an emergency number!

Deadlines for Submitting Completed Data

Sheltered Count Data (Form A and HMIS Data)

	February 17
	Non-HMIS Shelters submit Forms A to County Coordinators

	February 19
	HMIS Coordinators submit shelter data to ORS

	February 20
	Coalition Coordinators mail (certified) Forms A to ORS


Street (Unsheltered) Count Data (Form B)

	January 30-February 12
	Surveyors submit Forms B to Coalition Coordinators as collected 

	February 20
	Coalition Coordinator mail (certified) Form B to ORS


Service Count Data (Form B)

	January 30-February 12
	Service Providers submit Forms B to Coalition Coordinators as collected

	February 20
	Coalition Coordinators mail (certified) Forms B to ORS
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