ReviewingandSubmittingForms

1. Section 1 Overview

1.1 Welcome

m State of Minnesota Department of Human Services

Welcome to the Housing Stabilization Services Training Course
Section I: Reviewing and Submitting Documentation

For keyboard wsers, cick the Tak xey 1o navigale the eloments on screen. CRek 1he Space har
to achvate and desclivate the bution of mantral

Onee aclivatsd, for the Course Navigation meng and Avdio Volumns conlrol, prass the up and
duwin anow keys

[0 ensure the best expensnce choosa your sudio preterence by selechng lum Nammaton On
or Turn Narration Off.

Leamsrs using JAWS readsrs or other audio assisled readers may want tw turn off the

flanation
Turn Turn t
Narration Narration
On Off

Notes:

State of Minnesota Department of Human Services

Welcome to the Housing Stabilization Services Training Course

Section 1: Reviewing and Submitting Documentation.

For keyboard users, click the Tab key to navigate the elements on screen. Click the Space bar to
activate and deactivate the button or control.

Once activated, for the Course Navigation menu and Audio Volume control, press the up and
down arrow keys.

To ensure the best experience, choose your audio preference by selecting Turn Narration On or

Turn Narration Off.
Learners using JAWS readers or other audio assisted readers may want to turn off the narration.
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1.2 Narration Off

—
Narration Off Instructions ﬁ ﬁ
You have tumsd narration off. Te turn the narration on uss the Course

Nawigabcn menu 1o returmn o the Welooone screen and sceled Tuim
Narration On.

You can also use the Course Navigation manu {o relurn to any shde you
hiavie alicady vesiled in the couse,

AL the boltom of he screen & @ pause’ play and revind bullons thal do nol
HAcion with narahan ot » 'l

NMany of the screens contain bittans that popup wiadnows 1t you achwate a
button and the JAWS readsr or focus doas not move to & new item, click

the 1ah key 10 Ancess the pop up windoe
Popup button

Notes:

You have turned narration off. To turn the narration on use the Course Navigation menu to return to the Welcome
screen and select Turn Narration On.

You can also use the Course Navigation menu to return to any slide you have already visited in the course.

At the bottom of the screen is a pause/ play and rewind buttons that do not function with narration off.

Many of the screens contain buttons that popup windows.

If you activate a button and the JAWS reader or focus does not move to a new item, click the Tab key to access the
pop up window.
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Popup (Slide Layer)

Narration Off Instructions ﬂ *
You have tumed narration off. Te turn the narration on uss the Course

Nawigaben menu o relum Lo the Welocoe screen and scled Tum
Narration On.

You can also use the Course Navigation manu o relurn to any shde you
have aliciady wesiled in the cowse.

AL the boltom of [he screen & 3 pause’ play
tAcion with narahan ot S I'

Many of the screens contain bittans that

button and the JAWS readsr or focus 0085 N r———

the 18 Key 1n Ancess the pop up windoe
Popup button

1.3 JAWS Reader Users

JAWS Reader Users ﬁ ﬁ

For JAWS readsr users, note Lhal pressing Lhe Tab key puts you in
agplicaticn mode. To ensure you 3¢ net missing any texl, press e plus
key of the PC cursor key W exil application mede and use the anow ksys
o navigale

Notes:

For JAWS reader users, note that pressing the Tab key puts you in application mode.

To ensure you are not missing any text, press the plus key or the PC cursor key to exit application mode and use the
arrow keys to navigate.
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Popup (Slide Layer)

—
JAWS Reader Usars ﬂ ‘A

For JAWS readsr users, note Lhal pressing the Tab key puts you in
applicaticn maede. To ensurne you are nct missing any toxl, press the plus
key of the PC cursor key o exil applicalion mede and use ths anow keys
10 navigale

1.4 Narration On

Narration On Instructions ﬂ

You have tumed narrafion on. To turn the narration off uss the Course
Nawigabion menu o reluimn o he Weloome saeen and seled Tun
Narration Off.

You can also use the Courss Navigation manu fo return to any skde you
hiave: alieady visiled in e cowse.

AL lhe bullosn ol the scresn = o pauseplay > II bulloe hial pauses
Ao and & rewind huttan o that restarts the audin

Notes:

HSS Narration On Instructions
You have turned narration on.

To turn the narration off use the Course Navigation menu to return to the Welcome screen and select Turn Narration
Off.

You can also use the Course Navigation menu to return to any slide you have already visited in the course.

At the bottom of the screen is a pause/play button that pauses audio and a rewind button that restarts the audio.
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1.5 Section Introduction

Welcome to

Housing Stabilization Services Section |: Reviewing and
Submitting Documentation

Now that you've completed the overview, this section will
demonstrate in detail how to review documentation.

TYN) enimen) o
B HumAN SERVICES

Notes:

Welcome to Housing Stabilization Services Section |: Reviewing and Submitting Documentation

Now that you've completed the overview, this section will demonstrate in detail how to review documentation.

1.6 Reviewing and Submitting Documentation

Section I: Overview

s

Reviewing and Submitting Documentation
Section I: Overview

Revigwing and submitting documensation 1S 8 senice provided by
the: Housing Consultant The consultant will reviews dacarmentation
lo ses il person & eligide, and il so, develop @ housing focused
perscn-pentencd plan

Whan devsloping this plan, the person will have the chowce of 2
Transition or Suskaining Prowvdder

Once the plan has been completad and the decumentation has
been reviewad, it will bs the responsibilily of the Housing

Corsuttant cr Transiton/Sustaining Provider to submit this
niomnation tar eliqibity review

Notes:

Reviewing and Submitting Documentation
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Section 1: Overview

Reviewing and submitting documentation is a service provided by the Housing Consultant.

The consultant will review documentation to see if a person is eligible, and if so, develop a housing focused
person centered plan.

When developing this plan, the person will have the choice of a Transition or Sustaining provider.

Once the plan has been completed and the documentation has been reviewed, it will be the responsibility of
the Housing Consultant or Transition/Sustaining provider to submit this information for eligibility review.

1.7 Reviewing and Submitting Documentation

Reviewing and Submitting Documentation
Section I: Overview

Houawyg Considtanion Senaces ans bilea &t $174.22 par cansuffation, winch includes™

Reviewing Developing Utilizing Submitting
D - R - -

“While uliliong HB101.0rg is nol & 1squired componeat of
the billstie service, Il S consaderned a best prachios

Notes:

Reviewing Documentation

Section 1: Overview

Housing Consultation Services are billed at $174.22 per consultation, which includes™:

¢ Reviewing documents
Developing a plan

o Utilizing HB101.org
e Submitting forms

*While utilizing HB101.org is not a required component of the billable service, it is considered a best practice.
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1.8 Reviewing Documents

Reviewing Documents

Revlemng Developmg Utilizing Submitting
documents ™ CRL) HB101.0rg forms

Review documents 1o assess if a person 15 aligibie (18 or over,
on Medical Assistance (MA) and hias prool of disabilily, peool of
housmg msiabilty, and proof of an asssssed nesd for services).

Notes:

Reviewing Documents

Review documents to assess if a person is eligible (18 or over, on Medical Assistance (MA) and has proof
of disability, proof of housing instability, and proof of an assessed need for services).

1.9 Developing a Plan

Developing a Plan

Reviewing Developing . (LT Submitting
documents diPTOrT mdl HE101.0rg Jall forms

Develop a housing focused person-centered plan {which
will wssisl the Transilion and Suslaining Providens in seevng
naw recipisnis).

Notes:

Developing a Plan

Develop a housing focused person-centered plan (which will assist the Transition and Sustaining
Providers in serving new recipients).
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1.10 Utilizing HB101.0rg

e
Utilizing HB101.0rg

Reviewing Developing Utilizing Submitting
documents jud - HB101.0rg mll forms

Utilize HB101.0rg {0 sacursly store information atout a parson’s
housing preferenves as well as planning ols o help Td axd
keep them in a home. This is not required as a part of the bitable
servive, bul s considerned o best practios o provides,

Notes:

Utilizing HB101.0rg

Utilize HB101.org to securely store information about a person’s housing preferences as well as planning
tools to help find and keep them in a home. This is not required as a part of the billable service, but is
considered a best practice for providers.

1.11 Submitting Forms

Submitting Forms

Reviewing Developing Utilizing Submitting
l documents -' HB101.0rg R 1L

Submit forme through the Departrment of Human Services
ehgibilily 1eviews system o detenming il 2 pesson will be eligiie
for tha program.

Notes:
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Submitting Forms

Submit forms through the Department of Human Services eligibility review system to determine if a person
will be eligible for the program.

2. Eligibility Requirements

2.1 Introduction

.’f,_——h‘b

( N\ Welcome to

/ Housing Stabilization Services Section |: Reviewing
V4 and Submitting Documentation
- Module One: Reviewing Eligibility Documentation

Estimated Completion Time: 45 minutes

YN b e Rvices
Notes:

Welcome to Housing Stabilization Services Section I: Reviewing and Submitting Documentation:
Module One: Reviewing Eligibility Documentation.

Estimated Completion Time: 45 minutes
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2.2 Reviewing Documents — Module 1 of 4

Reviewing Documents — Module 1 of 4

Revlemng Developmg Utilizing Submitting
documents ™ CRL) HB101.0rg forms

In this madule you will leam how to:

Review documents lu assess il a person s sligible (18 or over,
on Medical Assistance (MA) and has prool of disability, peool of
housing mslabilly, and proof of an assessed nesd for services).

Notes:

Reviewing Documents - Module 1 of 4
In this module you will learn how to:

Review documents to assess if a person is eligible (18 or over, on Medical Assistance (MA) and has proof
of disability, proof of housing instability, and proof of an assessed need for services).

2.3 Objectives

=== e
]
: Objectives

When you have completed this maduls, you will be able to:

«  ldentity elgibility requraments tor this program
*  Delenning vhial cunstitules grool of eligibisty, and

«  Detide il & peison has all requited docormsnts for an
sligibdity reviaw

Notes:

Objectives

Published by Articulate® Storyline www.articulate.com



When you have completed this module you will be able to:

Identify eligibility requirements for the this program,

Determine what constitutes proof of eligibility, and

Decide if a person has all required documents for an eligibility review

2.4 Eligibility Requirements

|
Eligibility Requirements

In the overvisw. you learnsd the basic requirements for
eligibdty » lhe howsing stabilication sevices program.
To be sligible for housing stabilization services, the
person must be on Medical Assistance and be 18
y8ars or older.

Ohek each of ihe three Doxes baelow 10 review oligibuily
{nne you ok ail thvee boxes. read their contant and
close the wandaws you can chek Next (o corinue

| Praat of Disabily
‘ Disabling Froot of Housang |
Condition Instability

Notes:

Eligibility Requirements

In the overview, you learned the basic requirements for eligibility in the housing stabilization services
program. To be eligible for housing stabilization services, the person must be on Medical Assistance and be
18 years or older.

Click each of the three boxes below to review eligibility. Once you click all three boxes, read their content
and close the windows, you can click Next to continue.
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Disability or Disabling Condition (Slide Layer)

" Disability or Disabling Condition

Developnenial disabilily,

Learming dsatdity, of Substanoe use disorder

Disability o dsabing condilicn can be documented by

= Prolc Statement of Need

SNBSS

nsdned oo an

&5 can be documentsed by:

rofessional Statement of Need
CHOICES A menl
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2.5 Triage

== |
Triage

\When reviewing eligindity. it is besi to ask a faw
basic questions o deterning il a person is likely o
quaify for housing stabilizatcn services.

This is callzd triage, and it allows you to

delenming il a person is Bely eligible wilh 2 lew
single quUestions

You will walk threugh these questions ane at time:

1. Are you 18 or older?
2. Do you have health insurance, specifically Medical Assistance (MA)?
3. Do you have a targeted case manager or a walver case manager?

Notes:

Triage

When reviewing eligibility, it is best to ask a few basic questions to determine if a person is likely to qualify
for housing stabilization services.

This is called triage, and it allows you to determine if a person is likely eligible with a few simple questions.
You will walk through these questions one at a time.
1. Are you 18 or older?

2. Do you have Health Insurance, specifically Medical Assistance (MA)?

3. Do you have a targeted case manager or waiver case manager?
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2.6 Triage — 18 and Older

== —————————————————— |
Triage — 18 and Older

Rolando walks inte your office e has heard aboul
naeusing stabization senaces and wauld ke assistance in
gotling stabie housing,

your convarsaian warh Halanon depanning on how he
raspovidz. Jnce you ciick both buttans, reéad their contant
and cinse the vandaows, yoi can clax Nexd fa conhnoe

1. Are you 18 or older?

Yes, | am over No, | am not
18. over 18.

Notes:

Triage - 18 and Older

Rolando walks into your office. He has heard about housing stabilization services and would like assistance
in getting stable housing.

Click on both answer buttons below to learn how to begin your conversation with Rolando depending on
how he responds. Once you click both buttons, read their content and close the windows, you can click Next
to continue.

1. Are you 18 or older?

No (Slide Layer)

nousing st

gotling st IF o, inforrn the person Wey do nol gualily,

Gk v by “$Sorry Rolando, you are not yet eligible. Feel free to
¥our cony check back when you are 18 or older. Until then here is a

reS0ONaE. list of corresponding youth services.”
ai cinse

Give nendaut for carmasponding youth senvicas
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Yes (Slide Layer)

/ Yes

IF yes, you will need o ask foe docwnentalion of the peison’s
age

wur 4 “Great, we'll just need to see some documentation to

e verify your age (ID) or we can look it up for you in our
ana cinse system.”

2.7 Triage — Health Insurance

Triage — Health Insurance

Itis best praclics to azk if a person has health insurance and you can look tham up to ses if
ey have Medical Assislance (MA). Sorne peeple won'l xnow (hey are un Medical
Asssstance, and think of it as health insurance.

Click on both snevears to lasrn how (G continus your conversation with Rolando depsnaing
H Onwe you vk both bullovrs, read their coren and close the windoyes,
i Nex!t o condinn

2. Do you have health insurance,
specifically Medical Assistance (MA)?

Yes, | have health No, | don’t have
insurance. health insurance.

Notes:

Triage - Health Insurance

It is best practice to ask if a person has health insurance and you can look them up to see if they have
Medical Assistance (MA). Some people won't know they are on Medical Assistance, and think of it as health
insurance.

Click on both answers to learn how to continue your conversation with Rolando depending on how he
responds. Once you click both buttons, read their content and close the windows, you can click Next to
continue.

2. Do you have Health Insurance, specifically Medical Assistance (MA)?
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Yes HI (Slide Layer)

IF yes. locate proof the porson is un Medical Assistance.

Click on
o how K
YOV CaN

“Great, we'll just need to confirm your health insurance,
We can look it up through our system if that's alright with
you.”

Note: MNsure and Minnasota Cars ana not e sams as
Momeal Assistance

to ses if

If no, mform the gerson they do nol gualify.
“Sorry Rolando, you need a specific type of health
insurance to meet our requirements for eligibility.”
I they ask for maove ovmabion

"You need to be on Medical Assistance (MA]. MA Is
Minnesota's Medicaid program for people with low incomea
andior disabilities and It is a requirement for eligibility. If
you would like to see if you can apply for MA visit your
local county casewarker, and they'll walk you through it."

MN Departrant of Human Ssevice Madical Assistance.

2.8 Triage — Case Manager

== — |
Triage — Case Manager

Chick all three answor builuns befurs (o Teavn how (0

3. Do you have a targeted case manager or a walver case manager?

KN N TN
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Notes:

Yes.

If yes, refer the person to their case manager. Their case manager will work with them on their plan to get access to the
housing stabilization services program.

“Thanks for letting me know. You'll need to work with your waiver or targeted case manager to get necessary
documents and develop a person-centered plan. Once that is completed, your case manager will send the
information to a Housing Stabilization Service provider of your choosing.”

Triage - Case Manager

Click all three answer buttons below to learn how to continue your conversation with Rolando depending on how he
responds.

Once you click all three buttons, read their content and close the windows, you can click Next to continue.

3. Do you have a targeted case manager or waiver case manager?

YesLayer (Slide Layer)

7/ Yes

If yas. refar the parson to ther case manager. Their casa
manager wil work with tharn on their plan to gef access 1o
the housing stabilizabon services program

(K%

how he ¢

32';'.’ :n" “Thanks for letting me know. You'll need to work with
LS f -

your waiver or targeted case manager to get necessary
documents and develop a person-centered plan, Once
that is completed, your case manager will send the
information to a housing stabilization service provider of

your choosing."”

3.D
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NolLayer (Slide Layer)

IF o, you tan be teir Housing Consullant.

“Well that's good news, Rolando. 'd be happy to help
you review your eligibility.”

If yes. bul the person has a casse manager, and @ year has
afapsed you can act a5 their Housing Consaltant

“Well Fm sorry to hear you haven’t been in contact with
your case manager for over a year Rolando. We
understand that can happen. If you desire to work with
me today | can assist you with gathering the necessary
documentation and preparing a person-<centered plan.”™

2.9 Triage — Diagram

[ eSS
Triage — Diagram

See Targeted Case
Manager or Waiver

Chek the Diltan 1o open the Case M, er

inage diagram
Triage Diagram
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Notes:

Triage - Diagram

Click the button to open the Triage diagram.

2.10 TrueFalse_2

]
Knowledge Check

Trus ov False. Ssfact the comsct answer.

f 3

If a person is under 18 they do not qualify
for housing stabilization services.

- 9

Notes:

Knowledge Check

True or False. Select the correct answer.

If a person is under 18 they do not qualify for housing stabilization services.
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Correct (Slide Layer)

¢ Cormrect!

Anyone under 18 does nat quality

# Incomrect.

Anyone under 18 dogs nat quality

2.11 TrueFalse_2

Knowledge Check

True ov False. Ssfact the camsc! snswer.

\

If a person has not been in contact with
their case manager in over a year their
caverage has lapsed and you can act as
thelr Housing Consultant.
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Notes:

Knowledge Check
True or False. Select the correct answer.

If a person has not been in contact with a their case manager in over a year their coverage has lapsed and
you can act as their Housing Consultant.

Correct (Slide Layer)

¥ Cormrect!

It a person has not baan m confact with their case mansger
in over a ysar ther coverags has lapsed and you can act as
their Housing Consuitant

Incorrect (Slide Layer)

Kno

Trus o

® Incorrect.

It a person has nat been m cnntact with their case mansger
n over a y=ar ther coverags has lapssd and you can act as
their Housing Consultant
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2.12 TrueFalse_2

[ ]
Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f )

Minnesota Care or MNsure are the same
health insurance as Medical Assistance
(MA).

Notes:

Knowledge Check
True or False. Select the correct answer.
Minnesota Care or MNsure are the same health insurance as Medical Assistance (MA).

Correct (Slide Layer)

+ Cormrectl

Minnesota Cars and MNsure are not #he same haalth
msurance as Madical Assistance (MA).

You must be on MA to qualify for housing stabiization

SeNICAS
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Incorrect (Slide Layer)

Kno

True o

¥ Incorrect.

Minnesota Care and MNsure are not the same haalth
msurance as Meadical Assistance (MA).

You must be on MA to qualify for housing stabiization
SENICAS

3. Documented Proof of Eligibility Requirements

3.1 Proof of Eligibility Requirements

You have compieted the inage queshens Yoo have
detarmingd the person IS 18 of oldar, on Meacal
Assstance, and cetemmined 0 Hey have 3 Case manages

The next siep s o colect necessany dosiments fo revies
aligodity

Let's 1ake a ook &t what types of documentation apphcants
can provide to demonstrate proof of their sligibility.

Notes:

Proof of Eligibility Requirements

You have completed the triage questions. You have determined the person is 18 or older, on Medical
Assistance, and determined if they have a case manager.

The next step is to collect necessary documents to review eligibility.
Let's take a look at what types of documentation applicants can provide to demonstrate proof of their

eligibility.
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3.2 Proof of Eligibility Requirements

== |
Proof of Eligibility Requirements

ek each of the thrae boxes Beinw 10 Jew e ieoessary aotumentation
far algrairy raquirements Once you oiick all three boxes, read their content
a0 clese e Wwindowss, you can ciick Nex! to continue

[ Proof of Disability or Disabling Condition |

| Proof of Housing Instability

{ Proof of Assessed Need Tor Services

Notes:

Proof of Eligibility Requirements

Click each of the three boxes below to view the necessary documentation for eligibility requirements. Once
you click all three boxes, read their content and close the windows, you can click Next to continue.

Disability Layer (Slide Layer)

# Proof of Disability or Disabling Condition
ek ean

for el « Professional Staternent of Neaod - PSN

= Medical Opinion Form - MOF
* Reocipl of SSESSD1, o

« G5 or oldar
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Housing Instability Layer (Slide Layer)

# Proof of Housing Instability

* MNnCHOICES Assessment,
« Professional Statameant of Nesd  PSN, or

« Coordmnatad Entry assessment

# Proof of Assessed Need for Services

* MNnCHOICES Assessment,
« Professional Statameant of Nesd  PSN, or

« Coordmatad Entry Assessment

3.3 TrueFalse_2

Knowledge Check

True ov False. Ssfact the camsc! snswer.

\

Proof of employment, proof of housing
instability, and proof of an assessed need
for services are the three main eligibility
requirements.
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Notes:

Knowledge Check

True or False. Select the correct answer.

Proof of employment, proof of housing instability, and proof of an assessed need for services are the three
main eligibility requirements.

Correct (Slide Layer)

¢ Correct!

Praat of dezshalty, proof of housing instability and proot of an
assessad need for servicss are the three main ehgibility
requirements

Praat of amployment 15 no? requerad

® Incorrect.

Praat of dizshiity, proof of housing instability and proot of an
assessad need for servicss are the three main elgibility
requirements

Praat of amplaymeant 15 nat requred
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3.4 TrueFalse_

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

A Professional Statement of Need (PSN) can
qualify as proof for all three requirements.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

A professional statement of need (PSN) can qualify as proof for all three requirements.

Correct (Slide Layer)

+ Cormrectl

APSN can quaify as proot for 8l thres requirements

In rare stuations the approprate boxes may not have been
checked off.

Always double check the PSN to maks sure it mests all
[hiess 1eguirenenls
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Incorrect (Slide Layer)

Kno

¥ Incorrect.

APSN can quaity as proot for al thres requirements

In rare stuations the appropnate boxes may not have been
checked off.

Abways doubls check the PSN to make surs it mests all
[hiess 1eguireinenls

3.5 TrueFalse_2

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

\

A Coordinated Entry assessment or
MnCHOICES Assessment can act as proof
of both housing Instabllity and an
assessed need for services.

[ 2,

Notes:

Knowledge Check

True or False. Select the correct answer.

A Coordinated Entry assessment or MNCHOICES Assessment can act as proof of both housing
instability and an assessed need for services.
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Correct (Slide Layer)

¢ Cormect!

A Coordinstad Enfry assessment or MRCHOICES
Assessment can act as proof of both housing instability and
an sasessad nead 10r sanices

Kno

¥ Incorrect.

A Coordinsted Entry assessment or MrCHOICES
Assessment can act as proof of bofh housing instability and
an sasessad nead 101 sanIces
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4. Documentation for Proof of Disability

4.1 Documentation for Proof of Disability

Documentation for Proof of Disability

Now that you know which forms are accepled as proof of the three sligitdity requirsments, lsi's
fiakez o closen look al cach lype ol docurmentation

Chotk on fhe boultores o leavn maove sboof eack (ype of docurmentation. Once you cick each of
the four butlons. read their content and close the windows, youw can click Nexf fo continus,

" Professional
Statement of

Notes:

Documentation for Proof of Disability

Now that you know which forms are accepted as proof of the three eligibility requirements, let’s take a closer
look at each type of documentation.

Click on the buttons to learn more about each type of documentation. Once you click each of the four
buttons, read their content and close the windows, you can click Next to continue.

65 or older (Slide Layer)

r
65 or older

Beang 65 o older quakfics 3s a “disability o disabing condibion” in the state of
Minresola.

Avalid D eslablishes proof lity, which can be us
Professional Shalement o M | O 0 Foumn, o

Slale ssucd, My, o Tribal Idenlifcations ae consided valkd

Sample MN |D

Published by Articulate® Storyline www.articulate.com



SSI1/SSDI (Slide Layer)

SS1/SSDI

Supplemental Seaurity Inc
by gensral lax

AMOF provi i disabili a Professional Slalement
ol Need, is nol on 55

I » gilc disabililies will be s nina laler

Sanple MOF

PSN (Slide Layer)

¥ Professional Statement of Need (PSN)

fessional mat d umenis an #iness or condition which limits tha person's ability to
work and provide self-supgorl, and documents tial & peison needs assislance o
accass or maintain housing.

y buiry docur J. APSN may not be signed by a
county wovker for this service unless they are a qualified professional.
A kst of qualkfied professions for each disability wall be shown in a later siade

Sample PSN
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4.2 What to do if a Person Needs Documentation

What to do if a Person Needs Documentation

In soene £ASAS @ PRISON MAay be abie 1n qualty tar a
dsabiity. but not have any documantation to prove 4.

Depending on your abilities, schaduls, and available
FESOUNNES YOu Can afhar 28%st™ In gethng the parson
proof they naad or paint them to resources that wil halp
them acquire o Professional Statement of Need,
Medcal Opmion o or ather proofs of disability

“Note: Asslating a person In getting the proof they
need does not count as billable time if you are
working as a Housing Consultant,

Notes:

What to do if a Person Needs Documentation
In some cases a person may be able to qualify for a disability, but not have any documentation to prove it.

Depending on your abilities, schedule, and available resources you can either assist* in getting the person proof they need or point
them to resources that will help them acquire a Professional Statement of Need, Medical Opinion Form, or other proofs of disability.
*Note: Assisting a person in getting the proof they need does not count as billable time if you are working as a Housing Consultant.

4.3 What to do if a Person Needs Documentation

What to do if a Person Needs Documentation

Hetore recommending a Solfion to chtaning
dssabiity documentaben you should find out if the
client has praat of hausing instaniity and proot of
an as38ssad need for sanices.

If they havs nachar then thay will nesd to cbtan
sithar & Professional Statemsnt of Nesd for all
three. or a proof of disability as well as a
Courdinated Enlry or MNCHCOICES Assessmant.

Notes:

What to do if a Person Needs Documentation
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Before recommending a solution to obtaining disability documentation you should find out if the client has
proof of housing instability and proof of an assessed need for services.

If they have neither then they will need to obtain either a Professional Statement of Need for all three, or a
proof of disability as well as a Coordinated Entry or MNCHOICES Assessment.

4.4 TrueFalse_

Knowledge Check

True ov False. Ssfact the comsc! snswer.

If a person Is 65 or older they do not need
a Professional Statement of Need, Medical
Oplnlon Form, or SSUSSDI to prove thelr
disability.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.

If a person is 65 or older they do not need a Professional Statement of Need, Medical Opinion Form, or
SSI/SSDI to prove their disability.
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Correct (Slide Layer)
| = |

Kno

# Cormrect!

Haing 65 or clder quathies as a disabilty or disabing
condttion in Minnssotla for the purposes of housing
stabilizahon sanvices

I he parson doas not need a Protessional Statement of
Need. Madical Opinion Form, or SSUSSDI to prove their
desalulily

"‘»l DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

Kno

2 Incorrect.

Haing 5 or older quathes as a disabilty or disabing
condttion in Minnssotla for the purposes of housing
stabilizahan sanvices

I he parson does not nead a Protessional Statement ot
Need. Madical Opinion Form, or SSUSSDI to prove their
rsulily

r"~l DREATIMENT D
B HUMAN SERVICES

4.5 TrueFalse_2

[ e
Knowledge Check

True ov False. Ssfact the camsc! snswer.

If a person cannot confirm proof of a
disabllity they can recelve help In figuring
out how to do so.

-
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Notes:

Knowledge Check
True or False. Select the correct answer.
If a person cannot confirm proof of a disability they can receive help in figuring out how to do so.

Correct (Slide Layer)

¢ Correctl

Athough you cannat bill for this time, you can rater the
parson fo resources whers they can obiain proof of their
asabiity

m~‘ DEEASIMENT O
B HUMAN SERVICIS

Incorrect (Slide Layer)

¥ Incorrect.

Arhoaigh you cannat bill for this ime, you can rater the
parson o resources whera they can obiain proof of their
asehdity

m'-‘ DREASIMENT O
B HUMAN SERVICIS
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5. Proof of Housing Instability and Assessed Need

5.1 Documentation for Proof of Housing Instability

Documentation for Proof of Housing Instability

Let's take & closar ook af decurnsntation thal can be used as proof of housing insiabdity.

Chck on the buttons to learn move sbout each fyps of documeniation. Once you clck ssch of
Ihw (hree bofiors, read ther corlent and closs the windows, you can chick Nex! o covilinue

Professional A Coordinated
MnCHOICES |
Statement of | | f Entry
Need Assessment y  Assessment 4

Notes:

Documentation for Proof of Housing Instability
Let’s take a closer look at documentation that can be used as proof of housing instability.

Click on the buttons to learn more about each type of documentation. Once you click each of the three
buttons, read their content and close the windows, you can click Next to continue.

MnChoices (Slide Layer)

7 MNCHOICES Assessment

of housing instability if a chenl doss

ol hiave 3 PSN of Coordinaled Cnlry nl

The: document 1hil you will revicew 15 e Communily Support Plan Woeks
H/91A)

MnCHOICES Community Support [*an [ orm
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Coordinated Entry Assessment (Slide Layer)

4 Coordinated Entry Assessment

PSN (Slide Layer)

4 Professional Statement of Need (PSN)

VAN
SN may not he =
5 SeVIoe unless hey e a qualiiiod ok il

Minnesola Depariment of Hurnan Services Qualified Professionals

5.2 Documentation for Proof of Assessed Need

]
Documentation for Proof of Assessed Need

Let's take & closar ook al decurnsntation thal can be used as proof of an assessad need for
sevices, These documents, which aie e same a5 the previoes side, also il he assessed
need comgonent.

Click on the buttons i you want fo lsarn more about sach fype of documentalion.

Professional - & ‘ Coordinated
MnCHOICES
Statement of | Entry
Need Assessment y Assessment J
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Notes:

Documentation for Proof of Assessed Need

Let’s take a closer look at documentation that can be used as proof of an assessed need for services. These
documents, which are the same as the previous slide, also fulfill the assessed need component.

Click on the buttons if you want to learn more about each type of documentation.

MnChoices (Slide Layer)

MnCHOICES Assessment

MnCHOIGC ANy
suppost [.lllelIﬂQ or Minresolans w

ES assessment can seiv of of housing instability if a chent doss
ol hiave 3 PSN of Coordinaled Cnlry wnl

The document hisl you will rencew i sammunily Supgorl Plan Workshest (D1HS-
H/91A)

MuCHOIC Cueniniunity Suppoit Plan Form

Coordinated Entry Assessment (Slide Layer)

4
Coordinated Entry Assessment

A Coondinated Eolry < nent can scrve of of housing nistabilty if 3 persen
s nol have a Professional Statermsnt of Nesd S AssessmenL
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PSN (Slide Layer)

Professional Statement of Need (PSN)

work and provide sel
housing

APSN can fltill all ree ne

Minnesola Departrnsat of Human Servic alified Professionals

5.3 TrueFalse_

=
Knowledge Check

True ov False. Ssfact the comsct snswer.

\

If a person Is 67 years old, and has a
Coordinated Entry assessment, which
indicates housing instability, and an
assessed need for services, this meets all
three requirements.

Notes:

Knowledge Check

True or False. Select the correct answer.

If a person is 67 years old, and has a Coordinated Entry assessment, which indicates housing instability,
and an assessed need for services, this meets all three requirements.
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Correct (Slide Layer)
| = |

¢ Correctl

It & person 15 6/ yaars ald and has 8 Cooramated Entry
assessmeant that indicates housing nstabilty, and an
assassad nead for sanaces, they maet all thres requraments

m~‘ DREAFIMENT O
B HUMAN SERVICES

Incorrect (Slide Layer)

¥ Incorrect.

It & person 15 6/ years ald and has 8 Coordmated Entry
assessment that indicates housing nstabilty, and an
assessad nead for sanaces, they maet all thres requraments

m'] DREATIMENT D
B HUMAN SERVICES

5.4 TrueFalse_2

Knowledge Check

True ov False. Ssfact the camsc! snswer.

/ 3

A MnCHOICES Assessment can act as
proof of either housing Instabllity or
assessed need but not both.

-

m~‘ DRrASIMEN]
B HUMAN SER
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Notes:

Knowledge Check.
True or False. Select the correct answer.

MnCHOICES Assessment can act as proof of either housing instability or assessed need but not both.

Correct (Slide Layer)

Kno

 Correctl

MnCHOICES can act a5 proot of Koth hausing instakdity and
an assessad need for sarvices.

m~ DEEARIMENT O
B HUmAN sERVICES

Incorrect (Slide Layer)

¥ Incormrect.

MRCHOICES can act as proot of hoth hausing instatdity and
an assessad need for sanvices.

[3 1 Ter ey
B HUmAN SERVIC
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6. Professionals Qualified to Issue PSNs

6.1 How to Verify a Professional Statement of Need

0t t .. —'|
How to Verify a Professional Statement of Need

Gk an each of the Mme DIftans I ieam haow to venfy a Profesaanal Stataemant of Nead

Cnce yau have olckad aVl threa bttans, viewed thay manfenf, and cinsed Ihe mindaows, yn
can clox Next fo conthinus.

Housing Instability Disability Assessed Need

*Note: Make sure all visible dates are within the last 9 months and signature is completed.

Notes:

Click on each of the three buttons to learn how to verify a Professional Statement of Need. Once you have
clicked all three buttons, viewed their content, and closed the windows, you can click Next to continue.
*Note: Make sure all visible dates are within the last 9 months and signature is completed.

Housing Instability (Slide Layer)

indicates proof of ho
instability. In the
am currently ho

has been salacted

S 3 g R

1 Pread of
Heusng — {5 1o sty st
heraziity

T
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Disability (Slide Layer)

Serien 1: Doding C sdiion

[E—

Any box selectad in Sachion 2
indicales proof of d y. In
this casa the cal dnass,
injury, or incapacily

bean selectad.

g 14

2. Freofof

vashibty =

Assessed Need E

6.2 Professionals Qualified to Issue PSNs

Professionals Qualified to Issue PSNs

Now that you have sxpadenced how eligibility is reviewsad, taks a moment to see how PSN's
are vaidaled. Depending on the lype of disabilily, Ihee e a variely of different professionals
qualified to creats the PSN.

Chzie on the buttans to see a izt of profassionals qualified to issue & NSN” for that dizsbility:
Crive you ohick sach of the five butlons, read heir conten!, and vose e windows you can
chok Mexd (o conlinie

Learning

I Physical illness |
j _ disabliity __J

L orinjury

I Chemical |
) _dependency

A PSN carmut be siyned by a counly repressatative unbess they se a quulified proflessional,
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Notes:

Professionals Qualified to Issue PSNs

Now that you have experienced how eligibility is reviewed, take a moment to see how PSN'’s are validated.
Depending on the type of disability, there are a variety of different professionals qualified to create the PSN.

Click on the buttons to see a list of professionals qualified to issue a PSN* for that disability. Once you click
each of the five buttons, read their content, and close the windows you can click Next to continue.

*A PSN cannot be signed by a county representative unless they are a qualified professional.

Physical illness (Slide Layer)

»
" Physical lliness or Injury

= Liconsaxd physician

* Nuise practitiont

= Chiregaddor

Developmental disability (Slide Layer)

= Physician
= Nuise prachifione:

= Phiysician assslanl

» Certified psychometnst
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Learning disability (Slide Layer)

" Leamning Disabllity

= Licensaed psychalogist

paychologest

Mental Health (Slide Layer)

" Mental Heaith

= Licensxd psychaologist

= Licensad ndependent clinical social worker

* Addvanced pradice registered nurse cestified in mental hoalth
= Licensed mansage and Bty erapist

» Licensad prodesssional dinical counselor

Chemical Dependency (Slide Layer)
B

»
" Chemical Dependency

= Trealmeast direclor
= Aeohol and diug supevisons

* Moohol and diog counsclons
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6.3 TrueFalse_

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

If a qualified professional is unavailable, a
Professional Statement of Need can be signed
by a county representative for this service.

C- 3 -9

Notes:

Knowledge Check.
True or False. Select the correct answer.

If a qualified professional is unavailable, a Professional Statement of Need can be signed by a county
representative for this service.

Correct (Slide Layer)
= >

Kno

/' Correctl

AProfassional Statemeant ot Need cannof be signad by a
couniy rapressntative for this ssovice unfess they are a
qualihed profassional

M RRAT I MENT OF
B HUMAN SERVICES
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Incorrect (Slide Layer)

¥ Incorrect.

AProfassional Statemeant ot Need cannof be signad oy a
county representativa for this service unfess they are a
qualihed profassional

M RRAT I MENT OF
B HUMAN SERVICES

6.4 TrueFalse_2

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

A Professional Statement of Need for a
learning disability can only be authorized
by a licensed psychologist.

C- K - 9

DREAAIMENT OF

B HUMAN SERVICES

Notes:

Knowledge Check

True or False. Select the correct answer.

A Professional Statement of Need for a learning disability can only be authorized by a licensed psychologist.
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Correct (Slide Layer)

/ Correctl

AFSN for a learning disadility can be authonzad oy a
bcensed psychologist or a schoo! psychologist.

m'-‘ DREAFIMENT O
B HUMAN SERVICES

¥ Incorrect.

APSN for a learning disability can he authonzed by a
bcensed psychologist or a schoo! psychologist.

m~( DREATIMENT D
B HUMAN SERVICES
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7. Defniition for Homelessness and At-Risk for Homelessness

7.1 Definition of Homelessness and At-Risk for Homelessness

Definition of Homelessness and At-Risk for Homelessness

Itis a good idea to be familiar with Minnssola's definiton for homelsssness, being al risk for
homelessness, and a few common instilutions, and licensed o registened sctlings.

Chek on fhe bottores (o eavn move. Once you ek cach of the (hree boltors, read their cortent
and close the vandows. you can cliok Next fo conlinus.

finstitutions, and
Licensed or ‘

" Minnesota's '
Definition for
|Belng At-Risk for]
j Homelessness J

Minnesota's
Definition for

Reglstered
. Homelessness | g

Settings

Notes:

Definition of Homelessness and At-Risk for Homelessness

It is a good idea to be familiar with Minnesota’s definition for homelessness, being at-risk for homelessness,
and a few common institutions, and licensed or registered settings.

Click on the buttons to learn more. Once you click each of the three buttons, read their content and close the
windows, you can click Next to continue.

Homelessness (Slide Layer)

' Minnesota’s Definition for Homelessness

The following 3 conditions meet the state of Minnesola's definition for
homeleasness.

1. Has a pnmary nighttime residence that s & publc or private piace not meant for
hurnan habitation

2. Is Bving in & pubBcly or privatedy o shelter designats
Iving arangements (inc 0 te shelters, transtional
d motsls paid fo E
AIGTIL PIOSIEany

i [or 90 dis
ant for human
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At-Risk (Slide Layer)

cubled up
iving in &
Aty payments,

50
S not have

Commaon typ s
s, Board and Lod

7.2 TrueFalse_

Knowledge Check

True ov False. Ssfact the camsc! snswer.

4 )

A person alternating between sleeping in their
car and at a friend’s house Is homeless.

GREATIMEN]
B HUmAN sERVICES
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Notes:

Knowledge Check
True or False. Select the correct answer.

A person alternating between sleeping in their car and at a friend’s house is homeless.

Correct (Slide Layer)

Kno

 Correctl

Not hawing a pemmanant nighttime residance constitutes
homelassness.

m~‘ DEEARIMENT O
B HMUMAN SERVICES

Incorrect (Slide Layer)

Kno

® Incorrect.

Not hawing a pemmanent nighttime residance constitutes
homelassness.
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7.3 TrueFalse_2

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

f e

A single mom who has recently been let
go from her job is considered at-risk for
homelessness.

C- 3 -9

Notes:

Knowledge Check
True or False. Select the correct answer.
A single mom who has recently been let go from her job is considered at-risk for homelessness.

Correct (Slide Layer)

Kno

¢ Correctl

Asingle mom who has recently teen let go from her job s
not yst considersd at risk for homslessness.

In order to be considansd at nsk for homelessness a person
must already owe mangy in the past on rent, called "ameaars”,
or have received an eviction notics, or be living in a doubled

v Iving anangement, o nol Biave their nane on e kkese

m»y DREARIMENT O
B HUMAN SERVICES
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Incorrect (Slide Layer)

Kno

® Incorrect.

Asingle mom who has recently teen lat go from her job s
not yst considerad at risk for homslessnsess.

In order to be considansd at nsk for homelessness a person
must already owe manay in the past on rent, called "amaars”,
or have received an sviction notica, or be living in a doubled
v Iving anangement, o nol Biave their nane on e kese.

o
YY) SRy es

7.4 TrueFalse_2

Knowledge Check

Trus ov False. Ssfact the camsct snswer.

~ k.

A man recently released from an
institution, licensed or registered setting
that was previously homeless is still
considered homeless.

C- 3 -9

Notes:

Knowledge Check

True or False. Select the correct answer.

A man recently released from an institution, licensed or registered setting that was previously homeless is
still considered homeless.
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Correct (Slide Layer)

¢ Correctl

Anyona whe was homalass betare entanng an inshtution
bcensed, or registecad saiting /s stll considerad homaless
100N exting

My CREATIMEN] OF
B HUMAN SERVICES

¥ Incorrect.

Anyona who was homalass before entanng en inshtution,
bcensed, or ragistecad sadling ie st considerad homalass
1pan exding

My CREATIMEN] OF
B HUMAN SERVICES
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8. Best Practices - Scenario 1

8.1 Scenario Best Practices

e ]
Scenario Best Practices

To prowvides the mest gprofessional expenacno: for the person always model
raspecthul, empsthetic, and calm behavior which prepares and coachas hem 1n
Spaak with landlords, noighbors, and rcommates

Remomber these Bvoe Key elemants when inferacinsg valh o pedomial rocpient

1) Be respectiul

2) Demonstrate empathy

3) Remain calm

Notes:

Scenario Best Practices

To provide the most professional experience for the person always model respectful, empathetic, and calm
behavior which prepares and coaches them to speak with landlords, neighbors, and roommates.

Remember these three key elements when interacting with a potential recipient.
1) Be respectful

2) Demonstrate empathy

3) Remain calm
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8.2 Best Practices Scenario 1

g
Best Practices Scenario 1

30 Tar we have kamed he inage questions, eligibiigy equirements, and acoepled
dacumentation tor proot af disabilty, housing instatility. and an assassed need 1or Senaces

Let's walk thrugh e ialiowing 2cenano ana rewew IS parsar’s ety

Notes:

Best Practices Scenario 1

So far we have learned the triage questions, eligibility requirements, and accepted documentation for proof
of disability, housing instability, and an assessed need for services.

Let’s walk through the following scenario and review this person’s eligibility.

Sonya walks into your office. She is 22, and a single mother of two kids. Sonya lost her housing, has mental
health issues - anxiety disorder, and is currently living with her sister in Brainerd, MN.

Sonya wants to find an apartment because she can’t stay permanently with her sister.

8.3 Best Practices Scenario 1 — Part 1 of 5

="
Best Practices Scenario1 —Part1 of 5

Reaxd the fofowing diddogue. Solec! the Des! fesponse

e for coming in foday. 'in goireg (o ask you o few
an help *

wrecl sl W praves yaur

am and hered 15.°
40 you have heakth Ins ce, specmcally Madical
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Notes:

Read the following dialogue. Select the best response.

“Hi Sonya. Thanks for coming in today. I'm going to ask you a few questions and we’ll see how we can
help.”

“Okay, thank you.”

“Are you over 18 and have an unexpired state ID to prove your age?”

“Yes, | am and here it is.”

“Great, and do you have health insurance, specifically Medical Assistance?”

“Yes, | do but | don’t have a card or anything with me.”

Incorrect (Slide Layer)

==
Best

Road the i

X Incormrect.

Your ¢an ook up whether Sonya & on Medical Assstanon
using MN-ITS

MN ITS websita

“That's okay, glve me a moment and I'll look It up In our
system.”

Correct (Slide Layer)

= |
Best
Road the fe ,/ Cormrect!

You can ook up whether Sanya & an Medical Assstanon
using MNITS

MN ITS websita

“That's okay, glve me a moment and I'Hl look It up In our
system."
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8.4 Best Practices Scenario 1 — Part 2 of 5

-,
Best Practices Scenario 1 —-Part2 of 5

Ruad the folfowing diaiogue. Selec! the Desl rosponss.

el prol
reserilly by samey

s Disst pines monthes s chechs il J i [/
L threa maquisemants wa naad * J 3

Notes:

Read the following dialogue. Select the best response.

“Now that we have health insurance covered, in order to properly review your eligibility, we need to find three things: proof
of disability, proof of housing instability and proof of an assessed need for services.

One document called the professional statement of need or PSN works for all three.

Typically a doctor or medical professional signs this. Have you had anything signed recently by someone like that?”

“I think this is it | got it last time | met with my doctor.”

Incorrect (Slide Layer)

® Incormrect.

Always check 1o make sure a PSN moeets all three
requirameants (proof of disability, housng nstabisty, and an
assessad nead 10 Senines) and IS signed by a qualfied
professionsal

“Excellent. Lat me just revlew this to make sure it has
been signed within the last nine months and checks all
three requirements we need.”
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Correct (Slide Layer)

]
Best

Ruad the (¢

¢ Cormect!

Ahways chack 1o make sure a PSN meets all three
requiremants (proot of disability, housing nstabity, and an
assessad nead 10 Senines) and IS signed By a qualmied
protessional

“Excellent. Lat me just review this to make sure it has
been signed within the last nine months and checks all
three requirements we need.”

8.5 Best Practices Scenario 1 — Part 3 of 5

ey
Best Practices Scenario1 —Part 3 of 5

Ruad the following dialogus. Click e ink o reviesr Sonya’s PSN. Once you have revmswed il
and ciosed Ihe vindow seiect the corec! ansawayr 10 corsine

1 hands you her PSN. Review her PSN to detormne if it

Notes:

Read the following dialogue. Click the link to review Sonya’s PSN. Once you have reviewed it and closed
the window, select the correct answer to continue.

Sonya hands you her PSN. Review her PSN to determine if it proves her eligibility.

Does Sonya’s PSN meet all four major requirements: proof of disability, proof of housing instability, proof of
an assessed need for services and signed by a qualified professional within the last nine months?
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Incorrect (Slide Layer)

——_—,,—~————
Best

Read ihe % Incomect. ot i
and cinsed

Sonya’s PSN shaws proot of dsabiity. proot of hoosing
mnstabilty, and proof of an assessed need for senvicas snd /s
signad by a qualiied professanal wehin the Fast nine
months

Correct (Slide Layer)

=]
Best

Read the fo ¢ Correct! e if

ant cinsed
Sanya’s PSN shaws praot of daabdity. proat of hoosing
mstabilty, and proof of an assessed naed for senvicas snd 1S
signexd by a qualiied professanal wehin the last ninge
months
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8.6 Best Practices Scenario 1 — Part 4 of 5

-,
Best Practices Scenario 1 —Part4 of 5

Reacd the foNowing aidogue. Solect e Des! e Sese

) Ioaks good 1l

il yau let mn knows if | will recrsve:
benchbs?”

| ] *once | submk the oo
| T'm not sure rght now, but il get back o | equphily 1 ged 2n e
| Y041 300N \ | Ll 1S e now iF

Notes:

Read the following dialogue. Select the best response.

“I've reviewed your PSN document and everything looks good. I'll submit the PSN with your plan and let you
know.”

“Okay, thank you. How will you let me know if | will receive housing stabilization services benefits?”

Incorrect (Slide Layer)

_,——
Best

Roaxd the 4

# Incormrect.

You shousd give e Chient @ timeliame ke expocling o
response

“Once | submit the documentation for eligibility, I'll get
an email within a few days that lets me know if you're
eligible and then I'll contact you. You will also receive
notification In the mall In the next few weeks, but
sometimes sooner. Thie is what the notification will look
Itke."

¥ty Show the chent an example of the lettar.  Sample lstter
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Correct (Slide Layer)

Best

Reaxd the (¢

' cormect!

You shousd give he Clienl g timelrame ke expocling o
response

“Once | submit the documentation for eligibility, I'll get
an email within a few days that lets me know if you're
eligible and then I'll contact you. You will also receive
notification In the mall In the next few weeks, but
sometimes sooner. Thie is what the notification will

p look like."
J
| Tmnot: Show the chent an axample of the lsthar

Sampie lstter

8.7 Best Practices Scenario 1 — Part 5 of 5

Best Practices Scenario1 —-Part 5 of 5

Reaad the rest of Sample seanant one with Sanya (el Ihe tigtan 1o reaey He DO

stabizanon services elgibity lsttar Cnoe you heve reviewsd if and closed the vandaw, you cen
ek Mexd fo confinie

“Creal ank you. 1 ook Tos sl i G el *

Whal are two way [ chd 7 1 want

Sample Approval | etter

Notes:

Read the rest of sample scenario one with Sonya. Click the button to review the housing stabilization services eligibility
letter.

Once you have reviewed it and closed the window, you can click Next to continue.

“Great thank you. I'll look for that in the mail.”

“What are two ways | can get a hold of you? | want to contact you as soon as | find out about your eligibility.”
“You can reach me on my cell phone or email me.”

“Great. Thanks for coming in Sonya, and I'll contact you soon.”
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9. Best Practices - Scenario 2

9.1 Best Practices Scenario 2

Best Practices Scenario 2

Lei's walk frovgh e folowing scenavio and review s person s ovgibaly

Dawd 15 a 44 year old with permanent ingunes due
ar

Notes:

Best Practices Scenario 2

Let’s walk through the following scenario and review this person’s eligibility.

David is a 49 year old with permanent injuries due to a workplace incident, living in his car in rural Butterfield,
MN.

He finds temporary work when he can manage his pain.
You are doing outreach and meet David.

He would like to move to a home that meets his needs.
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9.2 Best Practices Scenario 2 — Part 1 of 4

Best Practices Scenario 2 — Part 1 of 4

Read the fofowing didogue. SOect the DesS! fesponse

Notes:

Read the following dialogue. Select the best response.

“Hi David, nice to meet you. Can | help you find a better living situation?

“Yeah, | would appreciate any help | can get finding a stable place to live.’

Incorrect (Slide Layer)

= |
Best

Roaxd he (¢ ¢ Incorrect

Your shoukd 1ell e person 1hat you vinukd ke (o hdp Dot that
you nead o ask a few quashons to ses if you can

“We certalnly would |tke to. Do you mind If | agk you a
few questions to review your eligibility?”
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Correct (Slide Layer)

]
Best

Road the [ J Correct!

Your shoukd 1ell e person 1hat you vinikd ke (o hdp Dot that
you nead to ask a few quaeshons to ses it you can

“We certalnly would |ike to. Do you mind If | ask you a

few questions to review your eligibility 7"

9.3 Best Practices Scenario 2 — Part 2 of 4

ey
Best Practices Scenario 2 — Part 2 of 4

Reaed the folowing aiadogue

G righl ahiesad

i you Frave el irswancs, spedfically
1w (MA] 7

N, Fedon'L®

*Let me loak it up Sor you pust to seo *

Notes:

Read the following dialogue.

“Go right ahead.”

“Are you 18 or over? One of the requirements is that you're over 18.”

“Well over 18. I'm 49 years old.”

“Okay, do you have health insurance, specifically Medical Assistance (MA)?”
“No, | don't.”

“Let me look it up for you just to see.”
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9.4 Best Practices Scenario 2 — Part 3 of 4

-,
Best Practices Scenario 2 — Part 3 of 4

Read the folowing diddogue. Solec! the Dest resoose

You low s Dl insararce oo MIVITS and verily e s
nov o0 e

Whasl shoudd you say?

P W, MA T MN s requivnd Tor 3
sy ssevives, Cam | geovids you
wih soma infnrmation on how to |

Notes:

Read the following dialogue. Select the best response.

You look up David’s health insurance on MN-ITS and verify he is not on Medical Assistance.

What should you say?

Incorrect (Slide Layer)

]
Best

Reaxd the (¢ # Incomrect

Your shoudd intonm Me persan that althaugh hey o not
currently have MA, thay can see if they qualfy by contachng
thedr colinty S fnancial assEtancs department

“Well, Medical Assistance in Minnesota is required for
these services. Can | provide you with some information
on how to contact your county's financial assistance
department so you can see If you qualify?”
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Correct (Slide Layer)

]
Best
Read the f¢ + Cormect!

Your shoukd intorm e persan that althaugh ey o not
currently have MA, thay can see 1f they qualfy by contacting
thelr calinty s Inancial assEtancn department

“Well, Medical Assistance in Minnesota is required for
these services. Can | provide you with some information
on how to contact your county's financial assistance
department so you can see If you qualify?"

9.5 Best Practices Scenario 2 — Part 4 of 4

ey
Best Practices Scenario 2 — Part 4 of 4

Reacd the foowing aidogue. Solect he Des! reSose
Davxd answers. “Sure. I'd be happy 1o reach oul 1o them and see

and email

I'd ha happy o Apply Mo

Y
| Dwnwfits e fnd or Kewg lsoses

Notes:

Read the following dialogue. Select the best response.

David answers, “Sure, I'd be happy to reach out to them and see.”
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Incorrect (Slide Layer)

]
Best

Reaxd the (¢ ¢ Incorrect

You should give he person your contact infonrialion amd invile
them o reach out should they tind out they are on MA

“Can | give you my phone number and emall in case you
do qualify? I'd be happy to help you apply for benefits to

find or keep housing. Also, here’s some information about
other housing resources you might want to access.”

Hand over your contect and info abowt Housing Suppart,
rdinnasata Supplemental Al Housing Assisfancn, ol

Correct (Slide Layer)

]
Best

Roaxd the 4 J Correct!

You should give he person your contact infonrilion amd invile
Them to reach ot shoald they tind out they are on MA

“Can | give you my phone number and emall in case you
do qualify? I'd be happy to help you apply for benefits to
find or keep housing. Also, here’s some information about
other housing resources you might want to access.”

Hand over your contect and info abowt Howusing Support,
idinnasata Supplemental Aid Housing Assistance, e
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10. Best Practices - Scenario 3

10.1 Best Practices Scenario 3

=]
Best Practices Scenario 3

Let's walk throwgh 1he folowing scenaio and review s porson's ofgibildy

Jorge has e oD but 8nds it hard keeping
< W ile i 1 wilioul 3 bonre Lo el o sl

up willh J

Notes:

Best Practices Scenario 3

Let’s walk through the following scenario and review this person’s eligibility.

Jorge is a homeless 68 year old with hypertension who lives in an encampment near a major highway in St.
Paul.

Sometimes he sleeps at shelters, but when he can’t get in he relies on a couple of friends that let him sleep
on their couch.

Jorge has a full time job but finds it hard keeping his work life in order without a home to return to at the end
of the day.

An outreach worker catches up with Jorge outside a shelter one day and approaches him to ask a few
questions.
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10.2 Best Practices Scenario 3 — Part 1 of 9

-,
Best Practices Scenario 3 —Part1 of 9

Roaxd the fofowing dialogue

“Hi, I'm a housng warker tnang to help poople wha neod a stable
Lo you mind £ | 355 you a few queshons abo

hedler gz, do wau nesd

Notes:

Read the following dialogue.

“Hi, I'm a housing worker trying to help people who need a stable place to live. Do you mind if | ask you a
few questions about your housing?”

“l don’t mind.”
“What’s your name?”

“My name’s Jorge.”
“Nice to meet you. My name’s Michelle.”

“Jorge, do you need assistance finding a place to live?”

“Yes, that'd be great.”

10.3 Best Practices Scenario 3 — Part 2 of 9

="
Best Practices Scenario 3 - Part 2 of 9

Reaxd the fofowing didlogue. Solec! the Dest fesponse

over 18 and I'm pretty sure | hawe health insurance
dical Assictance ”
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Notes:

Read the following dialogue. Select the best response.

“Are you over 18 and have health insurance, specifically Medical Assistance?”
“I'm definitely over 18 and I'm pretty sure | have health insurance. Not sure if it is Medical Assistance.”

Incorrect (Slide Layer)

Best

Roaxd the i ¢ Incorrect

Aways rewview Medical Assistance proot 1o make sure that i
15 vaid of look it up on MN-ITS

“la It okay If | look It up for you to make sura?"

You confirmed Jorge is on Msdival Azsistance (14A)
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Correct (Slide Layer)

==
Best
Reaxd the (¢ ¢ Cormrectl

Aways revew Medical Assistanoe proot 1o make sure that o
15 vaid of kook it up on MN-ITs

“Ia It okay If | look It up for you to make sura?"

You confirmed Jorge s on Aisdical Azaistancs (Aid)

10.4 Best Practices Scenario 3 — Part 3 of 9

ey
Best Practices Scenario 3 - Part 3 of 9

Ruad the folowing dialogue.

Notes:

Read the following dialogue.

“Are you 65 or older?”
“Yes, I'm 68 years old.”

“Thanks. That helps you meet one of the criteria for our program. Do you have a targeted case manager or a waiver case
manager?”

“Not that | know of.”

“Do you have a Professional Statement of Need?”

“What's that?”

“It's a form you get from a health professional, like a doctor, registered nurse, or mental health professional.”

“No, | haven’t seen anyone like that in a while.”
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10.5 Best Practices Scenario 3 — Part 4 of 9

_—,—_e——
Best Practices Scenario 3 —-Part4 of 9

Reacd the foNowing aidogue. Solect e Des! reSxese

o0t think so. What's a Coorainated Entry
el of need
SO
e vall o e
“Not that | know of *

W s e Tven | cone (el P e |
‘ can'thelp.” ‘

Notes:

Read the following dialogue. Select the best response.

“Okay, well there are other ways to prove housing instability and an assessed need for services. Have you
participated in a Coordinated Entry assessment?”

“I don't think so. What'’s a Coordinated Entry assessment?”

“It’'s a way of determining what level of need someone has related to housing based on questions someone
asks. Typically outreach workers like me will do them.”

“Not that | know of.”

Incorrect (Slide Layer)

|
Best

Roaxd the 14

% Incorrect.

It & chient doas not have 8 Coorginated Entry assessmeant
you can guide them lo somecns who can complsts one. |f
thers 1sn't & Coordnated Entry assessor, rater them back

another option: MnCHOICES or PSN.

“Okay, well, if you have some time today there is a
Coordinated Entry assessor who can give you one
today. Once that is complete we can submit your
cligibility documents for review, and hopefully get you
access to these services." \
1 e 1
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Correct (Slide Layer)

]
Best

Reaxd the (¢

¢ Correct!

It & chient doas not have 8 Coorginated Entry assessment
you can guide them lo somecns who can complsts one. |f
thers 15n't & Coordnatad Entry assessor, reter them back

another option: MnCHOICES or PSN.

“Okay, well, if you have some time today there is a
Coordinated Entry assessor who can give you one
today. Once that is complete we can submit your
cligibility documents for review, and hopefully get you
access to these services."

10.6 Best Practices Scenario 3 — Part 5 of 9

ey
Best Practices Scenario 3 —Part 5 of 9

Reaxd the folowlng diiogue
‘Okay, that's juet Tine. But | have 10 Qo 10 work in 10 minutes.”
|1 wilf Bk

v bedweest 10 dpen”

& the next day. The Coamiated Endry assesse
competed for Jamge.

Note: Itis a best practice to find 3 time that works for them to
help get them eligibility criteria they need.

Notes:

Read the following dialogue.

“Okay, that’s just fine. But | have to go to work in 10 minutes.”

“Okay, well | will be back here tomorrow between 10am-4pm.”

“Okay, meet me at 11AM and we’ll do it then.”

“Okay, thank you for your time Jorge.”

“Thanks. I'll see you tomorrow.”

Fast forward to the next day. The Coordinated Entry assessment has been completed for Jorge.

Note: It is a best practice to find a time that works for them to help get them eligibility criteria they
need.
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10.7 Best Practices Scenario 3 — Part 6 of 9

-,
Best Practices Scenario 3 — Part 6 of 9

Reaxd the folowing aialogue

“Ihanks for helping me wr

other thing 1hat could help you Jorge
I's el ?
,wilh = your 10, MA sl

Notes:

Read the following dialogue.

“Thanks for helping me with this.”

“You bet, Jorge. Now that we’ve completed your assessment. | can submit all your documents for eligibility.”
“Super.”

“One other thing that could help you, Jorge.”

“What's that?”

“Well, with your permission | could scan your ID, MA, and Coordinated Entry assessment documents here,
and upload them to HB101 so you’ll have everything in one place in case you need them again in the
future.”
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10.8 Best Practices Scenario 3 — Part 7 of 9

-,
Best Practices Scenario3—-Part7 of 9

Reacd the foNowing aidogue. Solect e Des! reSese

“Fine by me. but beh 2 do that. what's HE1017*

: & websile dadicated b
d keop thelr housing. One

Notes:

Read the following dialogue. Select the best response.
“Fine by me, but before we do that, what's HB101?”

Incorrect (Slide Layer)

=]
Best

Road the (¢

® Incormrect.

Iell Jorge wnat HB101 5 and haw # can haip iim

“HB101 I2 a website dedicated to helping people find
and keap their housing. Ons of the resources on the site
Is a secure digital storage space so you have all your . \
documents if you lose them or don't have the physical telping
copies. Would you like to set up an account?” One of
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Correct (Slide Layer)

]
Best

Reaxd the (¢

¢ Cormect!

el Jorge whnat HBE101 18 and how d can haip im

“HB101 I2 a website dedicated to helping people find
and keap their housing. One of the resources on the site
Is a secure digital storage space so you have all your
documents if you losa them or don't have the physical

| " copies. Would you like to set up an account?”
§ 0N, neve 2
| st suhm our
I Taee e
\ atupan

10.9 Best Practices Scenario 3 — Part 8 of 9

ey
Best Practices Scenario 3 —Part 8 of 9

Read he folowing didogue

0K
SUDMIE them for eligrbedity
how am | going 1o remember iy

HB101.0mg

Notes:

Read the following dialogue.

“Yeah, sounds good to me.”
“Do you have an email address?”
“Yes, | do.”

“Great, just enter that and create a password, verbally authorize me to use the site for you today after you
have logged in, and | will upload all your documents. Then, | will submit them for eligibility.”

“Well, | appreciate it. But how am | going to remember my password?”
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10.10 Best Practices Scenario 3 — Part 9 of 9

-,
Best Practices Scenario 3 - Part 9 of 9

Reaxd the foowing aiadogue

K. But how am | gong 1o
don'l have 3 maling addr
“You Gan bav il Lo a friesid ¢

Notes:

Read the following dialogue.

“Well, | can write it down for you today, and if you want | can keep a copy as well and you can come see me
if you forget it.”

“OK. But how am | going to receive mail to find out about this if | don’t have a mailing address?”
“You can have it sent to a friend or relative’s house or to General Delivery at a post office of your choosing.”
“Great, thank you so much.”

“You're very welcome. Before you leave | want to make sure | have two ways to contact you so | can let you
know when | find out about your eligibility.”

“| appreciate it. Have a good day.”
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11. Knowledge Check - Eligible, Not Eligible, Not Enough

Information

11.1 Knowledge Check - Eligible, Not Eligible or Not Enough Information

Knowledge Check - Eligible, Not Eligible or Not Enough Information

Now you should have 2 good understanding of the eligiility requiremsnts and the docurnsats
(hat prove them. You alse reviewsd & lew soonanios, and selkecled responses

Selew! whelher the porsov appears ehigiblke, nol eligitie, or ol enough ifermation.

Sam is 55, receives SSDI, is on Medical Assistance.
Is homeless and has an assessed need according to
the Coordinated Entry assessment.

i . ‘ = " Not Enough
Eligible Mot Ehg:ble. A Information

Notes:

Knowledge Check - Eligible, Not Eligible or Not Enough Information

Now you should have a good understanding of the eligibility requirements and the documents that prove them. You also reviewed a
few scenarios, and selected responses.

Select whether the person appears eligible, not eligible, or not enough information.

Sam is 55, receives SSDI, is on Medical Assistance, is homeless and has an assessed need according to the Coordinated Entry
assessment.

Correct (Slide Layer)

Knowled

Now you's ¢ Correctl

(hat prove |

Sam meets the prarequisses of being 14 or okder, and an
MA, and the three primary requirsmants of Disability (SSDI),
housng mstabiity and an assessad need for senvicas
{Coordinated Entry asssssment).

Selew! whel
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Incorrect (Slide Layer)

Knowled

Now you s # Incormrect.

(hat prove |

Sam meets the prarequisses of being 14 or older, and on
MA, and ths thres primary requirsmants of Disability (SSDI),
housng mstabaty and an assessad nead 1or SaVIcRsS
{Coordinated Entry assassment).

Selec! whe

NEI (Slide Layer)

Knowled ation

Now you s # Incomrect.

(hat prove |

Sam meets the prarequisses of being 14 or older, and on
MA, and the three primary requirsmants of Disability (SSDI),
housng mstabnty and an assessad nead 1or SanVIcRs
{Coordinated Entry assassment).

Sefect whe

11.2 Knowledge Check - Eligible, Not Eligible or Not Enough Information

Knowledge Check - Eligible, Not Eligible or Not Enough Information

Selact whethar the psvson sppears siigibls, nof shigitls, or not enough information.

Deandra is a 25 year old single mother living in a
shelter. She is on Medical Assistance and has a
Professional Statement of Need completed by a
licensed psychologlst for her bipolar disorder.

= \ 8 . W NotEnough |
Eligible Not Eligible | toraistion ™|
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Notes:

Select whether the person appears eligible, not eligible, or not enough information.

Deandra is a 25 year old single mother living in a shelter. She is on Medical Assistance and has a
Professional Statement of Need completed by a licensed psychologist for her bipolar disorder.

Correct (Slide Layer)

Knowled

¢ Correctl

Selact whe

Deandra meets the praraquistas of being 18 or older, and on
MA. Deandra’s Professional Statameant of Need (PSN)
counts a5 proot ot a Lsandity, Housing Instabilty and
Assessad Nesd.

Incorrect (Slide Layer)

Knowled ation

Sefact whe ¥ Incorrect.
Desndra meets the prarequistes of heing 18 or older, and on
MA. Deandra’s Professional Statement of Need (PSN)
counts as proof ot a Lsandity, Housing Instabilty and
Assessad Nead.
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Notinfo (Slide Layer)

Knowled

Selact whel # Incormrect.

Desndra meets the preraquistas of being 15 or older, and on
MA. Deandra’s Professional Statement of Need (PSN)
couns a5 proof ot a Lsatdty, Housing Instabiity and
Assessad Nesd.

11.3 Knowledge Check - Eligible, Not Eligible or Not Enough Information

Knowledge Check - Eligible, Not Eligible or Not Enough Information

Selact whethar the psrson sppears siigibs, nof sligitis, or not enough information.

Yu is 17 years old does have Medical Assistance,
but does not have $81 or SSDI. Yu was recently
dlagnosed with a physical disabllity by a
chiropractor.

Eligible N NotEligible

Notes:

I NotEnough °
Information |

Select whether the person appears eligible, not eligible, or not enough information.

Yu is 17 years old, does have Medical Assistance, but does not have SSI or SSDI. Yu was recently
diagnosed with a physical disability by a chiropractor.
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Correct (Slide Layer)

Knowled
¢ Correctl

Sefact whe

YU does not meet the prarequisite of haing 15 or older Yu
can be referred to youth assistance services.

Incorrect (Slide Layer)

Knowled ation

Sefact whe # Incomrect.

Yu dogs not mest the prarequisite of baing 15 or older Yu
can be referred to youth assistance services.

NotEnoughinfo (Slide Layer)

Knowled

Selact whe ¥ Incomect.

YU dogs not mest the prarequisite of baing 18 or older Yu
can be referred to youth assistance services.
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11.4 Knowledge Check - Eligible, Not Eligible or Not Enough Information

Knowledge Check - Eligible, Not Eligible or Not Enough Information

Selact whether the psrson sppears siginls, nof sigitis, or not enowgh information.

Shaun is 68 yrs old, on MA, and lives with a
roommate. He wants help moving into his own
apartment. Shaun has recently taken a
MnCHOICES Assessment.

" Eligible | Not-Eligible |

Notes:

" NotEnough

L Information |

Select whether the person appears eligible, not eligible, or not enough information.

Shaun is 68 yrs old, on MA, and lives with a roommate. He wants help moving into his own apartment.
Shaun has recently taken a MNnCHOICES Assessment.

Correct (Slide Layer)

Knowled

Seigct whe ¢ Correctl

Shaun meets the prerequstes of being 18 or older, and on
Medical Assistance. Shaun's ags counts as proof of &
asabdity duf s MnCHOICES Assessment dossnt

necassarily count as proof of housing instability and an
assessad nead for sanaces, unless it s clearly marked
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Incorrect (Slide Layer)

Knowled

Selact whe| ¥ Incorrect.

Shaun meets the prerequstes of being 15 or older, and on
Medical Assistance. Shaun's age counts as proof of
asatlity dut nis MnCHOICES Assessment doesnt
necassarily count as proof of housing instability and an
assessad need for sanacas, unless it s cleary marked

Notinfo (Slide Layer)

Knowled ation

Seflact whe ¥ Incorrect.
Shaun meets the praragustes of being 18 or older, and cn
Medical Assistance. Shaun's ags counts as proof of &
asabdity duf nis MnCHOICES Assessment doesnt
necassarily count as proof of housing instability end an
assessad nead for sanaces, unless 1t s clearty marked
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12. Conclusion

12.1 Takeaways

Takeaways

Section | - Module One — Reviewing Eligibility

Inx this moduls you leamed how lo.
Idontly eSqibilily requirements Tor s progeam
utes proof of eligbility
3 porsen has all reguired documents o
an eligihidy review

Up nexl & Section 1. Modele Two - Inbeduction o
Flannmg

m~ GEEATIMEN] O
B HUmAN sERVICES

Notes:

Takeaways

Section | - Module One - Reviewing Eligibility
In this module you learned how to:

e |dentify eligibility requirements for this program
e Determine what constitutes proof of eligibility

e Decide if a person has all required documents for an eligibility review

Up next is Section |: Module Two - Introduction to Planning
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12.2 End Screen

Congratulations!

You have plalad.
Soection 1 - fule One Reviewing Chgibility
Click the Exit Course button to exit the course.

m- DEPATIMENT O
B HUmAN sERVICES

Notes:

Congratulations!

You have completed:

Section 1 - Module One: Reviewing Eligibility

Click the Exit Course button to exit the course.
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