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HOW TO RESPOND TO ALERT MESSAGES 
When a client is checked into a bed, a pop-up alert may appear. It is important to review 

these alerts because they may contain information that needs to be shared with the client 

or that impacts their stay at your shelter.  

In this guide, you will learn how to respond to several types of alert messages: 

 Initial Check In 

 Time Between Stays 

 Ban Incidents for Check In Provider 

 Ban Incidents for Other Providers 

 Incidents for Check In Provider 

 Incidents for Other Providers 

 Multiple Alert Messages 

INITIAL CHECK IN 

 

WHAT DOES THIS MEAN? 

This is the first time a client record has been used to check into one of your shelter provider’s beds. Though 

this alert often indicates that a client has never stayed at your shelter before, if an individual has multiple 

client records in HMIS, they may have checked in previously using one of those other records. 

WHAT DO YOU NEED TO DO? 

Confirm that you have selected the correct client record. If the right record has been chosen, complete 

your shelter’s intake process with the client and update any information that is missing or incorrect in 

HMIS. 
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TIME BETWEEN STAYS 

 

WHAT DOES IT MEAN? 

It has been longer than the maximum allowed length of time since the client last checked into one of your 

shelter provider’s beds. The pop-up will display the maximum allowed length of time and how many days 

it has been since the client checked into a bed. 

WHAT DO YOU NEED TO DO? 

Remind the client of your shelter’s policies and procedures and to review their profile in HMIS to ensure 

that all information is up-to-date.  
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BAN INCIDENTS FOR CHECK IN PROVIDER 

 

WHAT DOES IT MEAN? 

The client has been banned from staying at your shelter, either temporarily or indefinitely. 

WHAT DO YOU NEED TO DO? 

Check the pop-up to confirm which shelter the client is banned from and to see notes about the incident. 

Explain to the client why they are not allowed to stay at the shelter and follow any of your agency’s 

protocols involving banned clients.  

If you think that the ban incident is inaccurate or should be removed entirely, you can make an update to 

the Incidents sub-assessment in ClientPoint. Before making any changes to an incident created by another 

user, check with that user or a supervisor to confirm that it is okay to make the change.  
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BAN INCIDENTS FOR OTHER PROVIDERS 

 

WHAT DOES IT MEAN? 

The client has been banned from staying at another agency’s shelter or a different shelter within your 

own agency. However, they can still be checked into a bed at your shelter. 

WHAT DO YOU NEED TO DO? 

Since only a single HMIS provider can be attached to a ban incident, you will want to read the pop-up alert 

carefully to make sure that the client was not barred from staying at your shelter as well. 

1. If the incident does not prevent the client from staying at your shelter, select Continue and 

proceed with the check in process. 

2. If the incident does prevent the client from staying at your shelter, cancel the check-in process. 

Explain to the client why they are not allowed to stay at the shelter and follow any of your agency’s 

protocols involving banned clients. 

If you think that the ban incident is inaccurate or should be removed entirely, you can make an update to 

the Incidents sub-assessment in ClientPoint. Before making any changes to an incident created by another 

user, check with that user or a supervisor to confirm that it is okay to make the change. 
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INCIDENTS FOR CHECK IN PROVIDER 

 

WHAT DOES IT MEAN? 

A staff person at your shelter documented an incident involving the client and the incident’s End Date has 

not yet been reached. 

WHAT DO YOU NEED TO DO? 

The incident will provide you with information that may require additional action: for example, the alert 

may ask you to remind the client of an upcoming doctor’s appointment. Review the pop-up, take any 

necessary action, then click on Continue and proceed with check-in. 

  



How to Respond to Alert Messages  Institute for Community Alliances 
 

 

Page 6 of 7 

INCIDENTS FOR OTHER PROVIDERS 

 

WHAT DOES IT MEAN? 

A staff person at another shelter documented an incident involving the client and the incident’s End Date 

has not yet been reached. 

WHAT DO YOU NEED TO DO? 

The incident will provide you with information that may require additional action: for example, the alert 

may ask you to remind the client of an upcoming doctor’s appointment. Review the pop-up, take any 

necessary action, then click on Continue and proceed with check-in. 
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MULTIPLE ALERT MESSAGES 

 

WHAT DOES IT MEAN? 

Multiple automatic alerts and/or incidents are impacting this client’s attempt to check into a shelter bed. 

WHAT DO YOU NEED TO DO? 

Depending on the content of the alert messages, it may be necessary for you to take additional action. 

For recommendations on how to respond to a specific alert message, review the appopriate section in 

this document. 
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