Tenancy sustainment team user guide
Logging in to Clearing House
Check that you are using the correct user name, the format is first name.surname@clearinghouse.org. For example, jane.doe@clearinghouse.org
Password resets can be requested from the CH login page at https://clearinghouse.force.com/login

Accounts that have been inactive for 6 months or more are automatically locked. To reactivate a locked account contact the Clearing House Helpdesk by telephone 020 38566008 or email ch@mungos.org
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Finding the Clearing House Library
When you log in, you will see a tab called More. Click this and you’ll see Clearing House Library as one of the options. When you click on it the library when open in a new tab.
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You can also find the Clearing House Library at https://www.mungos.org/our-services/clearing-house/#user_guides

If you can’t find something you are looking for, or need to speak with a member of the team, please contact us using the Contact Information on the Home Page.
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Returning to the Home Page
[image: ]Simply click on the Clearing House logo: 

Making edits to forms
Any time you would like to edit a form, simply hover over the right hand side of the information you wish to change, where you can see a faint grey icon:
[image: ]
Once you hover over it, it will turn to a darker shade:
[image: ]
You can then click to add/edit the information:
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And click Save to finish:
[image: ]
Alternatively, you can simply double click on the information you wish to edit, and you’ll then see the edit box appear:
[image: ]

If you’re searching for someone’s name to select them on a page (e.g. assigning yourself as the TST worker), please do not click on the New Contact option:
[image: ]DO NOT USE THIS

A red star means this field is mandatory and you won’t be able to save without having completed it:
[image: ]
If you see an icon like this on the right -  [image: ] -it will show help text when you hover on it:
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If you’re using Chrome as your internet browser and are typing into a text box that you would like to make bigger, you can use the icon in the bottom right to drag the text box to be larger- just click then drag:
[image: ]

[image: ]
When you need to enter a date, you can either type it in using dd/mm/yyyy format (e.g. 02/10/2022) or use the date picker that appears to select the appropriate date:
[image: ]

Finding a tab
If you ever can’t find a tab referenced in this, you may find it in a tab called More:
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Adding your clients to ‘My Caseload’
You will see that you have two caseload tabs in the top bar- My Caseload and Team Caseload. If a client isn’t appearing in My Caseload, click Team Caseload and all of your team’s clients will show:
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You can sort the results by any of the headers- e.g. if you click on the Client header (1) it will sort the client names alphabetically so you can find the person you’re looking for more easily. 
Click into the tenancy page by clicking on the red number starting with H (2).
Scroll down to the TST Information section and enter your name in the TST worker field, then click Save.
[image: ]
If there’s lot of clients in the Team Caseload list and you’re struggling the find the right person, you can search for the client’s name in the search bar (3). You can also search by their CHAIN number of date of birth, if you have this information. Then follow the steps above to add yourself as the client’s TST worker.
Do the same for all the clients you work with. You will then be able to find them easily by using the ‘My Caseload’ tab.
Tenancy end reports and Support case closures:
Go to the client’s housing record (HXXXXXX) and you will see buttons on the top right:
[image: ]

Click the relevant button, fill out the information and click Save.
Tenancy reviews
You will receive an email saying that a tenancy review is due. Follow the link in that email to go directly to the tenancy review record. 
If you don’t have an email, go to client’s housing record (HXXXXXX) and scroll down to the Assessments section:
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You may see more than one Tenancy review here, but ones you have completed already will have a submitted date (1), so look for a review with no date, like in this example. Click into the review by clicking the red link under Assessment Name (2).


Then use the Update tenancy review button to complete the review: 
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Create a transfer request
Go to the client’s housing record (HXXXXXX) and you will see the Transfer request button on the top right:
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Fill out all the information and click Save.
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Clearing House will then assess whether a client re-referral to the waiting list will be possible.


Create and submit a Move on Programme referral
Go to the client’s housing record (HXXXXXX) and you will see the Move on Programme button on the top right when you click the dropdown arrow:
[image: ]

Click this and fill out the information in the pop up box that appears, then click Save.
[image: ] 
You now need to navigate to the referral you’ve just started in order to complete and submit it to Clearing House.
Scroll down to the TST section of the tenancy record and you’ll see a Transfer/Move on Request link:
[image: ]
Click into this link and you’ll be directed to the referral to complete.



At this point, if you need to go away and back to the referral later, you can do so – just click the My Transfers and Move-ons tab to find the referral.
Otherwise, follow the instructions on the right on the referral:
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[bookmark: _GoBack]Since this client is moving on, we’ll already have their housing history, so there’s no need to create these records to submit the referral.







Assessments
Here’s where you create the assessments:
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Ignore the TST Support Case Closure and Tenancy End Report options, and work your way through numbers 1 to 7.
[image: ]
Once you’ve created an assessment you’ll see that its icon in the Referral Status section has changed:
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If you need to edit or add extra information to the assessment before you’re ready to submit the referral, click into the red link under the name of the assessment:
[image: ]
Once you’re on the assessment page, just double click on the answers you wish to update, this will then change to an editable box. Make the changes and click Save.
Client Privacy Notice
Download the privacy notice via the blue link at the bottom of the referral:
[image: ]
Once the client has signed it, upload the signed client privacy notice in the files section on the right of the screen: 
[image: ]
Then click the Worker declaration and Client declaration tickboxes and click Save.
What is the client statement?
Clients are encouraged to write a personal statement expressing why they want to be referred to Clearing House and what they hope to get out of the service. This information is used in the referral assessment process.
Submitting the referral
If you’re ready to submit the referral, click the Submit to Clearing House button on the top of the page:
[image: ]
You’ll either receive a message on screen reminding you of something you haven’t added to the referral yet (e.g. current housing or one of the assessments) or a note that the referral has now been submitted.
Once the Clearing House team have reviewed the referral, you will receive an email advising that the referral has been accepted, not accepted or requesting more information.


Current nominations
When a client is nominated to a property which falls within your patch, a notification email will be sent to the address you have provided. The email will hold a link to the system where you can log in and click the ‘current nominations’ tab (if you can’t see the tab, click the More tab and it will be one of the options there). The referral e.g. R1234-567890, will take you to the client and support needs information. The client housing record e.g. H12-34567 will take you to the nomination, including information about property and contact details for landlord and referrer:
[image: ]
Assessment information on each referral can be accessed using the red link by each assessment:
[image: ]
Responding to Support Case re-open requests
Go to the support re-open requests tab (if you can’t see it click More and it will be one of the options there):
[image: ]
Click into the Assessment name and you’ll be taken to the request:
[image: ]
Then click Accept/Reject and then Finish:
[image: ]
image4.png




image5.png
Nertofkin





image6.png




image7.png
Bob Test

Next of kin relationship
Next of Kin phons number
Flat number Bedspacc@
2 RSLO7434
Address 1
4Road
Address 2 Posteode

W4 TRG

Address 3 Borough





image8.png
save





image9.png
' Housing: H22-08124734 ® Current Nominations | Housing| X | @ Assessment | Salesforce.

X | @ Housing| Salesforce

& 5 C ¥ @ dev2022-clearinghouse.cs129.force.com/s/nomination-tenancy/a0330000008Gw2jQAC/h2208124734

Apps ® sevietFikDownload

Next of Kin phons number

> % 9 8 2

Resding it

v Address

Flat number
16

Address 1

Address 2
4 House Lane

Address 3

v Nomination Information

Nomination date
15/08/2022

v TST Information

Bedspacc@
RS107502

Postcode
EIWIVN

Borough
Enfield

Outcome date
15/08/2022

TST Ref. No. @
\

E TST CCPUser(PennyTesting)
E Housing Provider
B rsruser
+  NewContact

Most recent TST report

2208402622

Most recent tenancy review Transfer status

Transfer/Move on Request

NiA

Index outcome

Bl -





image10.png
* Actions taken to address these issues. @




image11.png
* Actions taken to address these issues. @





image12.png
& > C ¥ @ dev2022-clearinghouse.cs129.force.com/s/referral /20430000006 0jwBQAC/r22082646180 > % 9 8 2

Apps ® sevietFikDownload Reading st

m My Caseload My Transfers and Move-ons ~ Team Caseload ~ Current Nominations ~ More v Q search. A TSTUser v

Referral L
R2208-2646180 || prntabte view
Status Ciient
Pending assessment Amandy Tyce
Client No related lists to display
Amandy Tyce

v Transfer Reasons

Seommtoin

Transfer type@
Clearing House transfer
Reasons for the transfer Actions taken to address these issues. @
Anti-social behaviour test -
Reason for transfer if other Other housing options have been explored@
test
Detailed reason for the transfer@
test
< TETEE Y Click here to open the map full size in a new tab
Transfer agreed with tenant Transfer agreed with housing providr@
Yes Yes
Transfer agreed by TST manager?@ Housing Officer name
Yes test
Name of TST manager@ Housing Offcer’ email address

test email@emailt





image13.png
*Actions taken to sddress these iszucs. @

tesd





image14.png
J & o ziraon x| @ cmonnuimtos x| @ peeemmisueios x| @ et

&€ > C ¥ @ dev2022-clearinghouse.cs129.force.com/s/nomination-tenancy/a0330000007mo75QAA/2207124601 > % 9 8 2

Apps ® sevietFikDownload Reading st

Housing

12207124601 Edit | printavie View |
Cilent Bedzpace@ Norelated lists to
Perry Person RSLO7AAL
Referral Index outcome
R2208-1646126 Error

Partner's name.

Partner's Referral

v Support Details

TSTteam Date Ready to Let@
T 08/07/2022

TST welcome session date

< AUGUST > | 2022

Mon Tue Wed Thu st sun

Referr! iorker fte 9 1 u o2 o1 o1
Referral Worker (

516 7 18 19 20 2
Referrl werker el |
penelope rodie@mungos org CRE NN - AR

 Housing Provider Details 2 w0 ‘
Letings Contact |
Housing Provider
Todoy
Londiord

Cancel





image15.png
“‘ Current Nominations  All Current Tenancies My Caseload  Schemes  More v Q  Search.
CLEARING HOUSE

Welcome to Clearing House Online
Please use the tabs at the top of the screen to navigate Clearing House Online. User guides, P&Ps and FAQs can be found in the Clearing House library.
- Current Nominations: for all your referrals nominated your organisations properties

- All Current Tenancies: shows all tenancies for the whole organisation
- My Caseload: when you have requested a nomination this record will show up in "My Caseload"




image16.png
ik vy cascioad My Transters and Moverons

B oovomieions voe v

Q  search TST User v
Team Caseload v (2] | printaie view |
4t ems Sortd oy Nomination Tenancy Name - itred by All ousing - Record Type [&-]
Nomination/T... * v | Record Type | Client TST Worker v Address1 | Borough v | TST support status. Transfer status
1 H22-04124439 Tenancy Referral Client TST User 2 Brent Closed Information required
2 H22-06124466 Tenancy Irma Laurenceau 2 4 Road Havering Open N/A
3 H22-06124469 Tenancy Adams Chamock 115 2Road Hammersmit... Closed Information required





image17.png
TST Ref No @

TST Worker

TST team





image18.png
Housing

H22-08124686

Client.
Griff

Referral
R2207-1846080

Tenancy End Report

Support case closure

Transfer request

Status.

Housed

Partner's name.

Partner's Referral





image19.png
Assessments (1) [ New |

Assessment Name Record Type Submitted date. Is alcool a current support need

22.08402612 Tenancy Reviews

View All




image20.png
Assessment
4 2208402612

Update tenancy review | Printable View | Return to Tenant

Client Normination Tenancy
Bendicty Stoggell H22.08124730
Partner’ referral Referral

R2208-1446125
Partners name
RSI bedspace number RS1 fat number
RSLO7501





image21.png
Transfer request

“Client

“Transter type @

Terancy@
H22:08124732

* Detailed reason for the transfer @

~None- -

*Reasons for the transfer * Actions taken to address these issues. @
~None- g

y

Reason for transfer if other Other housing options have been explored

B

2

“Transfer agreed with tenant

*Transfer agreed wiith housing provider @

~None-~

~None- -

~None-~

“Transfer agreed by TST manager? @

Housing Officer’s name

*Name of TST manager @

Housing Officer's em:





image22.png
4
> % 9 8 2

Apps ® sevietFikDownload Reading st

' Housing: H22-08124734 ® Current Nominations | Housing| X | @ Assessment | Salesforce. X | @ Housing| Salesforce

& 5 C ¥ @ dev2022-clearinghouse.cs129.force.com/s/nomination-tenancy/a0330000008Gw2jQAC/h2208124734

m My Caseload My Transfers and Move-ons ~ Team Caseload  Current Nominations ~ More v/ Q  search

Housing

H22-08124734

A TSTUser v

Tenancy End Report

Support case closure

Transfer request

-

States
Housed

Cllent

Bealle Hold

Referral Partner's name

R2208-1446124

Partner' Referral

Next of kin

Next of ki relationship

Next of Kin phone number

v Address

Flat number Becpacs®

1 RSLO7502

Address 1

My Building 3

Address2 Postcode

4House Lane EIw I

Address3 Borough
Enfeld

v Nomination Information

Nomination date

Outcome date

15/08/2022 15/08/2022
v TST Information
ST Ref N0 @ ST Wiorker

TST User

Move on Programme.





image23.png
Move on Programme

* Client Move on address if identified

[ seste Hoa x H

Tenancy understood- please read helptext @

~None-~ -

Couple Partner's name

]

Partner's CHAIN number

Partner/Relationship relevant details @

Client email @

Client statement @

Does client have ID @ How long have you known client
None- <[ none .
Worker declaration Client declaration

O O

Referral Worker Ad

lonal referral contact -





image24.png
ST Ref N0 @

Most racent TST raport
22.08402622

Most recent tenancy revisw

Transfer/Move on Request
R2208-2646179





image25.png
Referral Completion Guide

Create 5 years of Housing History utlising the Housing History button at
the top of the page. Each accommodation stay must be saved as an
individual record.

Complete all 7 Assessments by clicking on the New button in the
Assessments lst on the right of the page.

‘assessment required

completed
A\ upaste requredrterai notsubmited
pencing sssessment




image26.png
Referral

R2208-2646179

Status Client
Housed Bealle Hold
Client.
Bealle Hold

Referral Completion Guide

Create 5 years of Housing History utlising the Housing History button at
the top of the page. Each accommodation stay must be saved as an
individual record.

Complete all 7 Assessments by clicking on the New button in the
Assessments lst on the right of the page.

- assessment required

- compieted
A\ upaste requredrterai notsubmited
- pending assesament

Submit to Clearing House | Referral Summary | Edit
[ Assessments (0) New
[0 Files (0) Add Files

&, Upload Files

Or drop files

v




image27.png
New Assessment

Select a record type
TST Support Case Closure

1. Alcohol Use
2. Area Selection

3. Finances

4 Mental and Physical Health
5. Substance Use

6. Additional Support Needs

7. Risk Assessment

Tenancy End Report

e |




image28.png
Status.
Not submitted

Accepted date. Cancelled/Rejected date.

Assessment review date

16/08/2022
On hold start date 1 On hold end date 1

On hold start date 2 Onhold end date 2

Alcohol use assessment Substance use assessment
Amwcmmlmmmmnmyelmmmlm memmplmdkkMewinlmAmnmlislmmeriyﬂ

whole referral of the page





image29.png
Area Salection
Avou've Created the assessment but not yet submitted the
whole referral

Area Salsction
22.07402222





image30.png
Worker Declarations | agree that allinformation stated in this referral is accurate and complete to the best of my knowledge.

Client Declarations Please upioad the signed cient deciaration below to confirm the client understands what service they are being referred for and how their
information will be shared.

Clearing House Client Privacy Notice

Worker declaration Client daclaration




image31.png
Client.
Perry Person

Willing to engage with TST

Verifed rough sieeper on CHAING
Yes Yes

Requires support to maintain a tenancy Move-on requirsment understood

Yes Yes

Partner’s name

Couple

0

Partnar's CHAIN number

Partner/Relationship relevant details@

Client email@

Cllent tatement@

Does client have D@
No 612 montns

How long have you known client

Referral Completion Guide

Create 5 years of Housing History using the Housing History button at the top of
the page. Each accommodation stay must be saved as an individual record.

Complete all 7 assessments using the New button in the assessments st
below. The image next to the assessment in the Referral Status will change
once you've completed the relevant assessment:

assessment required
completed

updated required/referral not submitted

-

pending assessment

Files (0)

&, Upload Files

Or drop files

Referral Worker Additional referral contact

Assessments (0)





image32.png
m Clients/contacts My Referrals ~ Team Referrals ~ Current Nominations ~ Clearing House Library Q  PerryPerson A Referral Worker v

& [ Howsing ity | submitto Geatngrowse | €at | v




image33.png
P vy cascioad My Transfers and Moveons  Team Caseload

_ Mere

Q Search A& TSTuser v
?:nu‘f;rgm Nominations v | #] [ printavte
2items - Sorted by Nomination Tenancy Nar  itred b All ousing - Sttus,Record ype [&-]
Nomination/T... * | Referral Client Nomination ... Status Flatnu.. v | Address1 ~ | Borough | Landlord v
1 H22-07124601 R2208-1646126 Perry Person 22/08/2022 Nominated 8a 1Road Bexley Umbrella Housing Provider
2 H22-08124779 R2208-1946139 Findley Owens. 19/08/2022 Nominated 12 ngs Barnet Housing 4 U





image34.png
Alcohol use assessment

| Complete, nothing for you to o at this time

Assessment review date
15/02/2023

Substance uss assessment

Complete, nothing for you to do at this time

Alcohol use assessment
22.08402619

Substance uss assessment
22.08402727

Area Salsction

| Complete, nothing for you to o at this time

Additional Support Needs
Complete, nothing for you to do at thi

Area Salsction
22.08402724.

Additional Support Needs
22.08402728





image35.png
Assessments -
Support re-open requests v | #|

1 item - Sorted by Assessment Name - Fltered by All assessmants - TST approval, Record Type, Approval date

Assessment Name T

Client

Nomination /Tenancy

Housing contact

1 22:08403381

Bealle Hold

H22-08124734





image36.png
P Assessment

22-08403381 Accept/Reject
Client Nomination/Tenancy
Beale Hold 12208124734
Referral
R2208-1446126
Approval deic@

TST approvs @
26/08/2022





image37.png
Accept/Reject

Please select Accept or Reject below.

TST approval @

~None- -]





image1.png
Login

Forgot your password?

Are you an employee? Login here




image2.png
€ 5 C () @ dev2022-clearinghouse.cs129.force.com/s/ > % 9 8 2

Apps ® sevietFikDownload Reading st

m My Caseload My Transfers and Move-ons ~ Team Caseload  Current Nominations - Q search. A TSTUser v

Support re-open requests

Welcome to Clearing House Online Clearing House

ary

Please use the tabs at the top of the screen to navigate Clearing House Online. P&Ps, FAQs and user guides can be found in the library.
« My Caseload: to view your clients. For a guide on how to add your clients to 'my caseload’ please visit see the user guide.
- My Transfers and Move ons: shows transfer requests and those accepted on the waiting list

to view the team's entire patch

- Current Nominations: for all current nominations to your team's patch

- Team Caseloa

Quarterly Reports
Remember to provide evidence for you PbRs and submit them to Clearing House.
2021/2022 - Reporting for Q3 will take place between 1- 23 January.

Book a team member onto training

k below to see available sessions- to book someone in simply cl
Once saved, the attendee’s status will show as Pending- this means
See upcoming sessions

o the session, then click the New Attendee button.
now with Clearing House to approve.

External
CHAIN

Clearing House website
Alcohol Unit Calculator

inks

Contact the Clearing House
020 3856 6008
ch@mungos.org





image3.png
Contact the Clearing House
020 3856 6008
ch@mungos.org




