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Connecticut Supportive Housing 

DISCHARGE 

Guidance Document
Elements of a program discharge

1) Discharged tenants given information regarding discharge grievance procedure.

· Despite the type of discharge (i.e. planned vs. unplanned, positive vs. negative) every tenant has the right to grieve their discharge from a support services program if they so choose.  It is required that all discharged tenants receive this information pre-discharge or that attempts are made post-discharge in the case of unplanned or untimely discharges.

· If information regarding discharge grievance procedure is given to tenants during their admission process, it will ensure that even those tenants experiencing abrupt discharge (whether initiated by the tenant, the support service agency, or through circumstances initiated by an outside agency such as law enforcement, etc.) are made aware of their right to grieve the discharge.

2) Discharge grievance reviews, dispositions and decisions are completed within 30 days of the receipt of the grievance with an additional 15 days, if approved by the agency director, provided the former tenant is notified. 

· Support service programs should have a discharge policy that reflects these timelines.  Tenants should receive this information during the admission process.  The discharge grievance information should be included in the agency discharge policy. 

· Post discharge records should have documentation indicating that these timelines were followed.

3) Tenants are not removed from housing without legal eviction proceedings.

· Case notes should reflect that tenants are removed from housing by a process that adheres to all legal guidelines and State of CT Fair Housing Laws.  This applies to all discharges – planned or unplanned.

4) Refusal to participate in services is not a reason for discharge.

· The lease is a legal and binding agreement between the tenant and the landlord.  Acceptance of services should never be included in the lease agreement.

· Support services must maintain a voluntary status.  However, violations of the rules of tenancy or of the eligibility requirements from the funding source may cause a housing certificate to be revoked.  This does not mean that the tenant must be discharged from support services.  Rather, this would be the time to make sure appropriate referrals are made for alternate supports and alternate sources of housing. 

· Tenants should be made aware of their eligibility to receive case management services despite the status of their housing certificate.

· Tenants should be offered support services from the housing provider until appropriate community connections are in place.
5) If eviction occurs, there is evidence of communication between service provider and property manager/landlord including evidence of prevention and connection to legal resources.

· Case notes should reflect that support services staff attempted to act as an advocate for the tenant to interrupt the eviction process and maintain housing.

· Case notes should reflect that support staff have referred the tenant to (or given the tenant the referral information regarding) appropriate legal advocates if such services are indicated.

REVIEW Elements

1) The discharge summary includes identification of providers continuing services, reason for discharge, location of new residence, assessment of ongoing needs and ability to maintain housing.

· This information can be included in the discharge summary narrative or inserted in the discharge summary as a table that provides all the required information. If there are components of the required information that are not available, document attempts at procuring the missing information or provide an explanation for why it is unavailable.

2) Tenant discharge planning occurs at least 3 months in advance of discharge date where possible.

· If the discharge was unplanned, please include the details of the reasons for discharge and any attempts made to maintain the tenant in supportive services.

3) There are at least three attempts to follow-up with discharged tenants to determine status regardless of the reason for discharge.

· It may be helpful to include the name of the person/agency with which contacts were attempted; the dates of the attempts and any issues that may require follow up action.  All attempts whether successful or not, should be documented.

· If the discharge is unplanned/abrupt, the support service agency should document the resources used to attempt locating the tenant after they left the program.

Suggested discharge task timeline – Planned discharge

	Time frame
	Task

	3 months before discharge
	The planning process begins with a collaborative (tenant & case manager) review of the most current assessment (or completing a new one if it is not timely) to identify areas that will require immediate action or the need for continued supports.  Discharge grievance information should be reviewed with the tenant to insure that they are aware of the process and implications of discharge.


	2-3 months before discharge
	Timeline is collaboratively established for check-ins between tenant & case manager to make sure pre-discharge issues and tasks are being completed



	2-3 months before discharge
	Connections are made with people/agencies indicated as resources for continuing support



	1 month before discharge


	Tenant is in possession of any legal, medical, identification, or other needed documents;

Tenant has made any needed medical appointments;

Tenant has signed appropriate and current releases of information



	At discharge date or not later than 30 days post-discharge
	Discharge summary is written; discharge summary is signed by writer & supervisor and filed in the tenant’s inactive chart; discharge summary is forwarded to any appropriate person/agency to promote continuity of care 



	Within the three  months post-discharge date


	Three attempts (1 per month for three months after discharge) to follow-up with discharged tenants to determine status;

Documentation of these attempts are included with the discharge summary or attached as an addendum




Suggested discharge task timeline – Unplanned discharge

	Time frame
	Task

	When it seems that an unplanned discharge may be a possibility or at the time of the discharge, depending on the circumstance
	The process begins with a collaborative (tenant & case manager) review of the most current assessment to identify areas that will require immediate action or the need for continued supports.  If the tenant is not able to be located, the case manager and/or supervisor should complete this task independent of the tenant.



	At the time of the discharge or within one week post-discharge 
	When issues that need continued attention are identified and the tenant’s whereabouts are unknown, the case manager and/or supervisor will develop a list of outside supports that may be utilized should the tenant resurface.    If the tenant’s whereabouts are known (incarceration, hospital, etc.) the list of possible outside supports should be communicated to the agency now serving the tenant.




	Within the first 2 weeks post-discharge
	If the agency held any original documentation regarding the tenant’s legal, medical, or education status or any original identification documents; attempts should be made to get these documents to the tenant.  If the tenant’s whereabouts are known, appropriate releases of information should be completed so the documents can be forwarded to the agency now serving the tenant.



	Not later than 30 days post-discharge
	Discharge summary is written; discharge summary is signed by writer & supervisor and filed in the tenant’s inactive chart; discharge summary is forwarded to any appropriate person/agency to promote continuity of care 



	Within the three  months post-discharge date
	Three attempts (1 per month for three months after discharge) to follow-up with discharged tenants to determine status;

Documentation of these attempts are included with the discharge summary or attached as an addendum
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