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B INTRODUCTION

The Joint Command Center (JCC) is a unit within the New York City Department of
Homeless Services’ (‘“DHS”) Street Homeless Solutions (“SHS”) and coordinates with
Outreach Teams that are tasked with safely engaging individuals experiencing
unsheltered homelessness. When Outreach teams engage with individuals
experiencing street homelessness (“clients”), they ask them a series of questions to
make a recommendation for an appropriate facility placement (safe haven, drop-in
center, stabilization bed, or shelter). Outreach teams then contact JCC staff to confirm
the requested placement.?

B PURPOSE

The purpose of this procedure is to standardize the JCC placement process by
providing instructions to JCC staff on how to respond to requests for placement. This
standardization ensures that clients receive a placement suited to their needs and
individual situation.

B PROCEDURE

After the Outreach team has determined that a client needs a placement, they contact
the JCC with a placement request. The JCC checks CARES and StreetSmart to see if
the client has documented history of significant health, mental health, and substance
use/abuse issues (For more information on how to check a client’s history see the Joint
Command Center (JCC) Outreach - Job Aid (DHS-160a). The JCC will offer the
appropriate referral to the Outreach team who will then offer the referral to the client.
Once the client agrees to accept services, the JCC will secure the bed, and the

Outreach team will coordinate transportation for the client to the appropriate placement
site.

! For more information see Street Homeless Solutions Outreach Placement Process (DHS-PB-2024-012)
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A. Non-Asylum-seekers:

a.

If the client HAS AT LEAST SIX-MONTHS of documented history of street
homelessness in StreetSmart AND DOES NOT HAVE documented significant
mental health, medical illness, substance use/abuse issues in StreetSmart or
CARES, the JCC refers the client to a Stabilization Bed.

If the client HAS LESS THAN SIX-MONTHS of documented history of street
homelessness in StreetSmart and DOES NOT HAVE documented significant
mental health, medical illness, substance use/abuse issues in StreetSmart or
CARES, the JCC refers the client to Intake.

If the client HAS AT LEAST SIX MONTHS of documented history of street
homelessness in StreetSmart and HAS DOCUMENTED significant mental
health, medical illness, substance use/abuse issues in StreetSmart or CARES,
the JCC refers the client to a Safe Haven. If the client is currently assigned to a
mental health shelter, the JCC should consult with a manager.

. If the client DOES NOT HAVE AT LEAST SIX MONTHS of documented history

of street homelessness in StreetSmart and HAS DOCUMENTED significant
mental health, medical iliness, substance use/abuse issues in StreetSmart or
CARES, the JCC should consult with a manager.

In each case, the JCC will review the appropriate list of available beds in each facility
and work with the Outreach team to find a bed that meets the client’s needs.

Note: Assistant Commissioner titles and higher can grant exceptions to policy for non-
asylum-seekers where necessary.

B. Asylum-seekers:

a. The DHS contracted Outreach team will determine if the client is an asylum-

seeker by asking the client questions or reviewing Intake Process for Asylum-
Seekers, Asylees, and Victims of Human Trafficking (DHS-PB-2023-004).
The DHS contracted Outreach team must communicate this finding to the JCC
for the appropriate referral.

If the JCC determines the client to be an asylum-seeker, then the JCC must
recommend that the Outreach team refer the client for processing at a
designated intake center for NYC asylum-seekers.
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B TERMS
A. Street Homeless

Any individual whose nighttime residence is in a place that is not meant for human
habitation, such as a car, subway station, abandoned building, park, or sidewalk.

B. Outreach Teams

Non-profit provider staff who work to locate, build relationships with, and offer support to
people experiencing homelessness. There are six DHS contracted Outreach teams in
New York City; they cover all five boroughs and the subway system. Teams proactively
canvass people living outdoors and in subway stations to engage and encourage
individuals experiencing unsheltered homelessness to come indoors. The teams
provide links to shelter options and social services.

C. Safe Havens

Safe Havens provide an immediate alternative transitional housing resource with flexible
program requirements and robust case management services. Safe Havens are low
barrier environments, without curfews or sobriety requirements.

D. Drop-In Centers

Drop-in centers (DICs) are in all five boroughs. They have no eligibility requirements
and are open 24/7. The centers are low-barrier facilities for people who have lived
unsheltered. Drop-in Centers have no beds. There are chairs and tables for clients to
use throughout the day and night: People are allowed to come indoors, rest, bathe, and
access services. Each center provides basic necessities such as three meals per day,
clothing referrals, showers, and limited storage of property and valuables for those
clients who are “on caseload” and engaging with drop-in center staff. Drop-in centers
can also assist in connecting clients to transitional and permanent housing
opportunities.

E. Stabilization Beds

Stabilization beds are low-threshold placement options for clients experiencing
unsheltered homelessness, where clients may stay until they are placed in permanent
housing or a long-term transitional setting.

F. Asylum-seekers

Non-citizens in the U.S. seeking to remain in the U.S. due to persecution, or fear of
persecution, in their home country on account of race, religion, nationality, membership
in a particular social group, or political opinion. Some of these individuals may have
been paroled into the U.S. temporarily or may have some other immigration status.
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G. Asylees

Non-citizens in the U.S. who have been granted asylum in accordance with section 208
of the Immigration and Nationality Act.

H. Joint Command Center
The Joint Command Center (JCC) is a part of the Street Homeless Solutions Division.

The JCC acts as central communications hub and processes all placements into Safe
Havens and Stabilization beds.

Effective immediately
B ATTACHMENTS

DHS-160a (E) Joint Command Center (JCC) Outreach - Job Aid: Using
CARES System

DHS-160 (E) How to Verify Documented Health, Mental Health or Substance
Use in StreetSmart Job Aid

B RELATED PROCEDURES

DHS-PB-2023-004 Intake Process for Asylum-seekers, Asylees, and Victims of
Human Trafficking

DHS-PB-2024-012 Street Homeless Solutions’ Outreach Placement Process

BK-37 Street Homeless Solutions Joint Command Center:

Overview and Best Practices Guide
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Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System

After contracted DHS Outreach teams contact JCC staff with a placement request, JCC must confirm
whether the client has documented mental health, medical illness, substance use/abuse history by carefully
reviewing the client’s record in the Client Assistance and Rehousing Enterprise System (“CARES”) and
StreetSmart. This job aid explains how JCC staff checks this information in CARES and StreetSmart.

1. To access CARES:
a. Go to the CARES website
b. Click OK under “Welcome to CARES”
c. Input your username and password
d. Click the blue “LOGIN” button

¢ 50 n

4 https://dhscares-nychramsappproxy.net/login

NYE NYCITS

Information
Homeless Services Soclal Services. Tochnology Services

Re-Housing Enterprise System

© Important Notice
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Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System (continued)

2. You should see your first and last name next to “My Workspace”. Click the “Search Client” button under
the “My Shortcuts” tab.

< () ") 51 https//dhscares-nychra.msapp proxy.net/workspace/default

NS == CARES - NYCHRA

My Workspace ~ Users - Organization Unit = Work Queuss ~ Management Reporting = Search -

My Workspace
Inbox = My Tasks - Due

B3 Assigned Tasks Reserved Tasks
O VIEW 0 VIEW Users Reporting To Supervisor
B mMy work Queues A Alerts
O VIEW 0 VIEW

My Shortcuts
Sei Ity

Code Red/Code Blue Alerts
Placement Alerts

4]

Daily Wait List o erfient
Outbreaks Managenyent

3. You may try inputting various combinations of the client’s information to help you to locate the correct
client in the “CARES SEARCH” box. For example: Last Name, First Name, Date of Birth, CARES ID or
CARES Case Number.

& O @ [ nbttps//dhscares-nychramsappproxynet/workingspace/client/sezrch w0

NVC= | CARES- NYCHRA

My Workspace = Users = Organization Uit~ Work Queues »  Management Reporting ~  Search ~

Client Search X Close All ¢

@ 0 @ U Date of Birh o]
(" CARES Case Numher
—>Em

Q Client Search

(Turn page)



DHS-160a (E) 09/24/2024 (page 3 of 7) Department of Social Services
Department of Homeless Services

Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System (continued)

4. Click the “CARES SEARCH?” button to review the list of possible clients. Select the correct client by
clicking on the eyeball @ symbol near the right side of the page under “Actions”.

Note: A client may have multiple profiles that have similarities. Check for obvious typos in the first or last
name, date of birth etc., to ensure that you have located the correct client.

Search Results (Number o Items: 12)

Column selecior
Seaich 11 of 13 columrna disp..~
ARE L
v JAMES TEST Mzn /Boy Single Adult ®
v JEN TEST Dont Knew o
v JOUIN TJCST Women / Cirl Single Adult fog
- MARTHA TesT Womzn / Girl Single Adult ®
- et ezt Woman / Girl Single Adult :>® I
v Test Test Woman / Gitl Single Adult ©
v test Wemzn / Gitl leswith Chilcren [TTS) —l ®
v TEST n /Boy Ad ©
v lest n / Boy 1Xs with Cnilargn ®
v test Womzn / Girl Lod

terms per page: | TV

5. The “Client Home” page will show the client’s first and last name as well as the CARES number near the
top left side of the page. On the “Shelter Case” tab, select the Case # in the “Shelter Case” tab for
information on client demographics, the shelter location, etc.

& O ) https://cares.dhs.nycnet/workingspace/client/5719764654259961856 a A m = %
NYE=+~ CARES - PROD m 0
MyWorkspace = Users = OrganizationUnit =  Work Queues =  Management Reporting =  Search =
Client Search X test test X Close Allx
. 5 N A
Client Home: test test - NG

@ Ostainz ValiassN

9 test test N Shelter Caze A Nerts A
Woman / Gi, Divorced, Adult = o SN Offered A
This Client doss not have zny Ale
SN Case mposition: 1/0
/‘ v 0 -
e Demographics e/ Managerial Flag +E®
Client Details 2
CARES ID
WMS, SDX & CCI ¥ Preferred Name
Shelter Assignment 2%
Gender Pronoun Nationality

Passes & Door Notes
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Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System (continued)

6. You may also find information regarding the client’s health, mental health and substance use/abuse issues

by clicking on the “Alerts” tab.

t/5719764654259961856 aQa A & M

&< C W )  https://cares.dhs.nycnet/workingspace/cli
NYC= CARES - PROD

MyWorkspace = Users = Organization Unit =  Work Queues -  Management Reporting ~  Search -

Client Search X test test X Close All x

Client Hom

@ Omaina valigssN

Q testrest i SSN Verification - A N
Vioman / Gi, Divorced, Adult Status: No SSN Offered This Cient doss nat have
Bomn Source: ent dos
SSN:

/7 -
Home Demographics 3 7a B Managerial Flag
Client Details 2
RESID
WMS, SDX & CCI i Preferred Name
Sheiter Assignment &
Gender Pronoun Nationality

Passes & Door Notes

3]

2
5

7. Select “Case Notes/'tab, lgcated/on the | i 5 ew any pertinen] information that may
aid in assessing thg Client’'s neeqg\ré [ . be looking for significant mental

& (@] A &} s://cares.dh}.nyknetfwgakiagepass/ces/-406p49080Y 6 06! [S} A v o =

NYC=="~ | CARES-}

My Workspace = Users = Organizathg Unit =

Woy/Queuef - | Management Repd

Client Search X testest X SF-test x Close All x
test test - B
E test test (HoC) jem Plscement Details ! Quick Forms z External Links
Case# No active placement exists for this case. Coordinsted A CAS
RAMS

Status: Open. Single Adult
Case Composition: 1/0

Home Safe Haven Case Details < Managerial Flag
THA
Case Owner
Trive Asaitance RELOHIN . oo
Mental Health
Case Close Date Case Closure Reason Family ID No Active Managerial Flags found for Case Members
Referrsls ~ TTTTTUUSIIIISToSoooos mosmoossmsmomomssooos SmmmSmmmmmmssssesoees
Flacement Secvices - All Children Present At Intake
Shelter Services -
Service Case Details
Case Tasks
Enrollment Reason Enrollment Date
Last Placement Type Last Placement Date

Provider Name
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Outreach - Job Aid: Using CARES System (continued)

8. Click the “Shelter Services” dropdown menu on the left side of the screen.

My Workspace = Users =

CARES - PROD

Case#
Status: Open,

Sngle Adutt
Case Composition: 1/0

Travel Assistance
Mentai Health
Referrals
Placement Services
Sheiter Services
Case Tasks

Case Forms

Case Notes |
Document Repository
Assigned Workers

Case File Print

9. Select “Assessme

€« G @
Nve="-

|f] https:y

CARES - PROD

Organization Unit = Work Queues =

Management Reporting = Search -

Client Search X SF-test x Close All x
test test -
fasttest (HoC) Case Notes

lote Type Method of Contact Event Date Crestsd B

No records found

”

7workingspace/cases/-40t 1S3

MyWorkspace = Users ~  OrganizationUnit ~  Work Queues =  Management Reporting = Search ~

Client Search X test test X SF-test-

test test -

X Close All

test test (HoC) Case Notes

Case#

Status: Open.

Single Aduit
Case Composition: 1/0

icte Type Method of Contact Event Date Crested B

Travel Assistance
Mental Healtn
Referrals

Placement Services =

Shelter Services &

Document Folder
Psychosocial Evaluation
Service Plan
Housing Profile
Placement Quality
Criminzl Background Check
Case Tasks
Case Forms

Case Notes

No records found

fremms per page:
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Department of Homeless Services
Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System (continued)

10. Select “Alcohol, Substance Use and Mental Health Screening Tools”.

& G G] @ https://cares.dhs.nycnet/workingspace/cases/-4066490801671110656/assessment/independentlivinghis... Q A e CIJ {\5 %

NYE=+ CARES - PROD @ e

MyWorkspace =  Users = OrganizationUnit =  Work Queues =  Management Reporting = Search -

SF-test =7 Close All

test test - R

Client Search X

| [/} COORDINATED ASSESSMENT SURVEY (CAS)

@ Independent Living History

THA @) Wedical and Mental Health

Travel Assistance

S @) #icohol, Substance Use and Mental Health Screning Tools )

Referrals
@ Domestic Violence
Placement Services >
Shelter Services -
@ child information
Document Folder o Child Needs

Psychosacial Evaluation

Service Plan

Housing Profile
Placement Quality

Criminal Background Check

Case Tasks

Case Forms

Case Notes

11. Review the client’s j AINC e @hd|Alcohol Us ;mimment
recommendations may-e ba € screenings and other p i .

&< C ) https://cares.dhs.nycnet/workingspace/cases/-406649/

71110656/assessment/substance aQ A v @ ¢ ®
NYC=" CARES - PROD = 0

My Workspace =  Users =  Organization Unit =  Work Queues =  Management Reporting = Search =

ch X test test X SF -test - x Close All x
€@ Medical and Mental Health
Travel Assistance
TR @ #icohol, Substance Use and Mental Hesith Screening Tools
Referrals
Placement Services % Mankel SRl Scseseing %
Sheiter Services
Assessments
Document Folder
Psychosocial Evaluation
— No records found
Housing Profile
Placement Quality
Criminal Background Check
Case Tasks
Case Forms
Case Notes
Document Repository No records found
Assigned Workers

Case File Print
Alcohol Use Screening ~

>

No records found

cLose
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Joint Command Center (JCC)
Outreach - Job Aid: Using CARES System (continued)

12. Click on “Psychosocial Evaluation”.

a. Carefully review the results of the client’s Psychosocial Assessments. If the client does not have a
Psychosocial Evaluation, the screen will be blank.

&< O A () nhttps://cares.dhs.nycnet/workingspace/cases/-4066490801671110656/psychosocial-assessment

a A w oo o B

a

CARES - PROD m 0
jnit ~  Work Queves -  Management Reporting ~  Search ~
x F-test- x Close All x
R
Psychosocial Assessments

Home
THA No records found
Travel Assistance
Mental Health
Referrals
Placement Services
Sheiter Services -
Assessments

Document Folder

Placement Quality

Criminal Background Check

Case Tasks
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid

To verify documentation of mental health, medical illness, and substance use/abuse issues look in the
Health Information Tab of StreetSmart

¢ Medical, Mental and Substance Abuse Details Subtab;
e Case Notes Subtab; and
o Client’s Independent Living Plan (ILP)

1. To Access StreetSmart
a. StreetSmart - Login (dhs.nycnet)
b. Sign in with your Username and Password, click on the “Sign me in” tab
c. StreetSmart Landing page

A

C

AL https://dhsstreetsmart-nychra.msappproxy.net/Adthentication/LogOn

> A & M & :

Department of
Homeless Services

StreetSmart: Please Sign In

Plegbe enter your userame or domain\usemame and passwe
aidr ex- usermname or DHS\UserName)
i L

X | > USER NAME

» PASSWORD
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

2. Select the Clients tab near the top of the page, then select “Client List 2.0” from the drop-down menu.
P S % o O

A 1

< C @
NYG == StreetSmart®e=

AboutStreetSmart  Population Trends - Dashboard - Engagements -  StationVisits -  OutreachRequests -  Encampments -  Capacity Management - Reports - Global Search -~ Resources -

30 Days). Please switch to 2.0 version of the application for enhanced features and support.

5] https://dhsstreetsmart-nychra.msappproxy.net/StreetSmartV3/dashboard/dailyoutreach
m o

Important notice: The previous version of the application Client List

= sz

Welcome to your Daily Outreach Dashboard My Caseload
My Caseload 2.0

Total: 80 o

Engaged Unsheltered Prospects & Other Total: 668 [ ] Engagements

StreetSmart Clients Total: 7623 @
Prospects

Full Name Not G

Full Name Given

I Not Assigned a CM

¥ | DetaLs

3. Search for a client;

a. Type the client’s = magnifying|glass, dlick enter; or

-

b. select the CARE \umber; or
& 0 @ B s dhsterminmyehaussioepronog m ot %
““— Streetimart=
S fwett bwoTwdne Dubbord N o vat s GewacRegar s Dompemi s CmestyMimigemst s Mgomo Gekd St o Rasmome s

Impartant nothce: The previoes vernon of the application will be setived b (30 Durys). Please safich by 2.0 version of the appbeation for enhanced Seatures and wgpert.

Chienit List

Total 113905 Clients are available

) I I
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

3. Search for a client (continued):
c. Use the filter feature located to the right of the magnifying glass for advance filtering; or

B % o O
NYS T Arrseriesn— ;.
e e e i
Gl Lk
Tene | EFG0E Slonts are sasillsble
-——-©
o ——
(M
O
()
L
(m
(.
(m
o " [} |
o = fer :
d. Click on the ex i heck pox to view|more defails of the client record.
’ ) ] o O
NV g | | | | = 8 .
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

4. Once you have located the client, click on the StreetSmart client ID Number which will take you to the
“Client: View Client Details” page.

s e T % .0
MY Strootimantses = B .
|
iew Client Details )
| 5 | : -5 O

(Turn page)
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

a. Scroll down to the “Notes” section to view any notes that may pertain to the client's mental illness or
substance use/abuse issues. Expand the notes field by clicking on the double arrow on the right of the
notes screen.

b. On the first row, under the “Actions” column on the right side of the screen, click on the three dots, then
click on “detail” to view additional health information in the client’s record.

I
» [ e I
|

6. Click the double arrow at the end of the Assessment and Screening Details tab to expand the
“Assessment and Screening Details”. You will be able to see the details of the types of assessments the
client has completed.

NYE=" StreetSmarts«s I ]
ADN SRR PODUMIOATHAZE T DHAMIG T CRRAE T ERQIOBTEAS T STHISA VA T CuleRIVRBIGHIN T EMCATOMESN T CRNICTY MAAIORREN! T Raberls T GA0ISHINA T Reloute T
Impartant notice: The previous version of the application wil be retired in (29 Days). Please switch to 2.0 version of the applicasion for enhanced features and suppart.

Client: View Client Details

Health Coverage

Assessment and Screening Details

Chronic Homelessness -Disabilities

Medical, Mental and Substance Abuse Details

Medications, Allergies and Vaccines

Notes

Chanoe | oo

NYC="  Sueetsmart~ u e

bootvetiewn  FoggwieeTwess s Dot Cwen s Egmmewes s Dmeevams  Oewerhiwm e Doegems  Cocyliesgess Gge o Do Bncson

The of the spplica setined in (20 D). hese switch b 20 version of the spplication for enhanced festures and support.

T o e

Health Coverage

Assessment and Screening Details O

Chronic Homelessness -Disabilities

Medical, Menfal and Substance Abuse Detalls
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

7. Click the double arrows at the end of the “Mental lliness & Substance Abuse” tab to review the Medical,
Mental and Substance Abuse Details.

NYC=—— StreetSmarts== - e

Abowt SteetSmar  PopulabionTrends =  Dashboard = Clenls = Engagemenls ©  StabonVists =  OutieachRequests = Encampments =  CapiclyMansgement ©  Repords ©  GobalSearch = Resowrces =

Important notice: The previous version of the application will be retired in (29 Days). Please switch to 2.0 version of the application for enhanced features and support

Client: View Client Details

‘
Engagements e forn b
a
—
| [ —

Health Coverage
Assessment and Screening Details
Chronic Homelessness -Disabilities

Medical, Mental and Substance Abuse Details @

Medications, Allergies and Vaccines

Notes

Chanae Loa

Client: View Chent Details

Healih Coverage
Assessment and Screening Details

Chronic Homelessness Disabilties

Medicl, Mertal and Sebstancs Abuse Detals | O

Medications, Allergies and Vaccines

Change Log

Note: If the client has no documented mental iliness or substance use/abuse recorded, no tabs will open,
and you will see “No Record Found.”
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How to Verify Documented Health, Mental Health or Substance Use
in StreetSmart Job Aid (continued)

8. Click on the double arrows on the “Notes” tab to expand the field to review additional information.

NYC=~ StreetSmart®® m 8
About StreetSmart Population Trends = Dashboard =~ Cliants = Engagements Station Vislts - Outreach Requests = Encampments * Capacity Managemaent ~ Regorts ~ Gictal Search - Resources -

Important notice: The previous version of the application will be retired in (29 Days). Please switch to 2.0 version of the application for enhanced features and support.
Client: View Client Details

Client Category Cares ID Casze Provider

- z Case Numben(s)
— - —
Health Coverage
Assessment and Screening Details
Chronic Homelessness -Disabilities

Medical, Mental and Substance Abuse Details

Medications, Allergies and V, \ | v
Chanoel oo _J | =
Client: View Client Details

- - Lasetermtery
Health Coverage

Assessment and Screening Details

Chronic Homelessness -Disabilities

Medical, Mental and Substance Abuse Details

Medications, Allergies and Vaccines

Tee SevicaTi
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