Maine’s By-Name List Inactive Policy

Background
The Inactive Policy is a critical component of maintaining a real-time by-name master list as well as a robust coordinated entry system. To ensure an efficient assessment and referral process, referral sources and access points must have the ability to contact and connect with households as soon as a housing resource comes available.
Without this policy, the Coordinated Entry System can experience delays in its referral procedures due to the time spent searching for households in the community that have not been able to be reached through multiple attempts, often for many months. Due to this loss of contact it is hard for the system to determine whether these individuals are still in need of housing. In some situations, these individuals may have self-resolved their housing crisis or relocated to a different state.

Policy
If a household has had no contact with any Coordinated Entry access points, case managers, and/or outreach teams for 90 days, AND they have had no services or shelter stays in HMIS for the past 90 days, the household will be removed from the Actively Homeless List and placed on the Inactive List.
Inactivity is determined by:
· No shelter stays in HMIS for 90 days
· Household has been closed/exited from all homeless services programs as indicated by HMIS and their information has not been updated by any other agency in HMIS in the last 90 days.
Within the current capacity of the outreach teams and/or shelter staff and partner agencies, reasonable attempts will be made to locate households exiting to unknown destinations in the period between the exit date and the date they will become inactive if they are not re-engaged.
If a household on the inactive list makes contact with the homeless response system, HMIS providers, including outreach, Coordinated Entry Access points, and other homeless service programs they are moved from the Inactive List to the Active List and can be referred to housing openings.   Coordinated Entry Assessment information can be updated to reflect the participant’s current situation as necessary for appropriate placement on the CE prioritization list.
For households who are entering an institution, including hospitals or jail, for less than 90 days, they will remain on the active by-name-list until they are released, if the stay is expected to be less than 90 days. However, if at day 91 the individual is still residing in one of these scenarios, then they will be moved to inactive status.
For households who have verified absence from the community that will span more than 90 moving forward, they will be marked as inactive in the month of determination. (ie death, incarceration, moving out of state, etc.)

Hub Coordinators will review their respective By-Name Lists and Inactivity Lists on a quarterly basis to ensure households are placed on the appropriate list.
If reasonable attempts can not be made in the 90 days and the household does not have other entries or services in HMIS, the households will be inactive automatically utilizing the following process: 
1. Every effort is made to contact the household utilizing the above-described process; Hub Coordinators will mark individuals as inactive after these reasonable attempts have been completed 
2. Once a month, the HMIS lead will run a report to identify individuals that have no project entries or services in the preceding 6 months to the date that the report is run. 
a. The HMIS lead will share this information with the relevant access points and Hub Coordinators to ensure that the access point has not been in touch with the household in the last 6 months. 
3. Once identified, each household will be marked as inactive and closed out of their coordinated entry project enrollment. 
4. If the household presents in the future, their status will be moved to active on the prioritization list and re-assessed as necessary/appropriate: 
a. If the participant reports experiencing literal homelessness the entire time that they were inactive,the assessment should be updated as appropriate, but the original assessment date should remain the same. 
b. Should the participant report that they had a break in their homelessness (self-paying for a hotel, couch surfing, in permanent housing), they should be re-assessed, utilizing a new assessment date. The new date should reflect the date that the household re-entered the homeless service system. 


Procedural: 
· Once an individual has reached inactive status, the hub coordinator will move the individual to the inactive list and exit them from the Coordinated Entry project in HMIS.
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