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Chapter 1  - Program Overview  
 

What is UPLIFT?  

 

Eligibility  Requirements  
 

1. Client must be 18 years of age or older. 

 

2. Client must be (as defined in Title 24 CFR 91.5 of the Code of Federal Regulations): 

a. homeless; OR 

b. at risk of homelessness. 

 

3. Client must be currently receiving case management services once per month at 

minimum from the agency providing the transit pass. 
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Allocation

 

Timeline for Requesting UPLIFT Passes  

 

 

 



UPLIFT User Handbook Rev. 9 - 2018  

 

3 
 

 

Receiving UPLIFT  
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Chapter 2  ɀ Program Policy  

Applicable to the Agency: 

¶ Meet all Santa Clara County Exhibit B-2 Insurance requirements. 

¶ Maintain Program data quality in HMIS. 

¶ Attend meetings to facilitate communication, training, coordination, and evaluation of the 

program as needed. 

¶ aƻƴƛǘƻǊ ŎƭƛŜƴǘΩǎ ǳǎŀƎŜ of the UPLIFT pass to eliminate fraud, abuse, and unauthorized transfer 

of the UPLIFT passes. 

o Impose sanctions, per consultation with Santa Clara County UPLIFT Program Manager, 

on UPLIFT client who violates the UPLIFT Policy such as providing falsifying information, 

mutilating the UPLIFT pass, transferring/selling the UPLIFT passes... 

o Inform the UPLIFT Community, via HMIS Public Alert, of the UPLIFT sanction. 

¶ Assign and inform the Santa Clara County UPLIFT Administrator of a primary and an alternate 

UPLIFT tƻƛƴǘ ƻŦ /ƻƴǘŀŎǘ όth/Ωǎύ. 

¶ /ƻƳǇƭŜǘŜ ŀ /ƻǊǊŜŎǘƛǾŜ !Ŏǘƛƻƴ tƭŀƴ ό/!tύ ŦƻǊ ŀƴȅ ƭƻǎǎ ƻǊ ƳƛǎǎƛƴƎ ǎǘƛŎƪŜǊ ŘǳŜ ǘƻ ǘƘŜ !ƎŜƴŎȅΩǎ ƭƻǎǎ 

or mishandling of the UPLIFT pass: 

o 1st incident in onŜ όмύ ŎŀƭŜƴŘŀǊ ȅŜŀǊΥ /!t ǎƛƎƴŜŘ ōȅ ǘƘŜ !ƎŜƴŎȅΩǎ tǊƻƎǊŀƳ aŀƴŀƎŜǊΦ 

o 2nd ƛƴŎƛŘŜƴǘ ƛƴ ƻƴŜ όмύ ŎŀƭŜƴŘŀǊ ȅŜŀǊΥ /!t ǎƛƎƴŜŘ ōȅ ǘƘŜ !ƎŜƴŎȅΩǎ 9ȄŜŎǳǘƛǾŜ 5ƛǊŜŎǘƻǊΦ  

!ƎŜƴŎȅΩǎ ƴŜȄǘ ǉǳŀǊǘŜǊ ŀƭƭƻŎŀǘƛƻƴ ǿƛƭƭ ōŜ ŀǳǘƻƳŀǘƛŎŀƭƭȅ ǊŜŘǳŎŜŘ ōȅ р҈ όŦƛǾŜ ǇŜǊŎŜƴǘύΦ 

o 3rd incident in one (1) calendar year: /!t ǎƛƎƴŜŘ ōȅ ǘƘŜ !ƎŜƴŎȅΩǎ 9ȄŜŎǳǘƛǾŜ 5ƛǊŜŎǘƻǊΦ  The 

/ƻǳƴǘȅ Ƴŀȅ ƛƳǇƻǎŜ ŀŘŘƛǘƛƻƴŀƭ ŎƻǊǊŜŎǘƛǾŜ ƳŜŀǎǳǊŜǎ ǿƘƛŎƘ Ƴŀȅ ƛƴŎƭǳŘŜ ǘƘŜ !ƎŜƴŎȅΩs 

disqualification from the program. 

Applicable to the Case Manager: 
¶ Maintain accurate and up-to-date clieƴǘΩǎ UPLIFT eligibility record. 

¶ Provide, at a minimum, monthly case management and maintain accurate record of the 

appointment. 

¶ !ŦŦƛȄ ǘƘŜ ƴŜǿ ǎǘƛŎƪŜǊ ƻƴǘƻ ŎƭƛŜƴǘΩǎ ŜȄƛǎǘƛƴƎ ōŀŘƎŜΦ   

o A Reminder: Clients are NOT to be handed a renewal sticker. 
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Chapter 3  Request UPLIFT 

Standard Procedures  

General Information 
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Procedures for New Clients  
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Note:   
¶ Only trained staff who completed the VI-SPDAT training may 

complete the VI-SPDAT 

¶ If the client is not homeless a VI-SPDAT is not needed 

 



UPLIFT User Handbook Rev. 9 - 2018  

 

8 
 

¶ Do not backdate on enrollment dates 
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New Client Request Recap 
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Procedures for Renewals/Continuing Clients  
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¶ Do not backdate status assessment dates 
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Renewals/Continuing Client Recap  
 

 

  



UPLIFT User Handbook Rev. 9 - 2018  

 

13 
 

Annual Assessment for Continuing Clients who have been with the 

Program for one year: 

Note:   
¶ Only trained staff who completed the VI-SPDAT training may 

complete the VI-SPDAT 

¶ If the client is not homeless a VI-SPDAT is not needed 
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Special Procedures 

Allocation Limit 

 

 

 

 

Unfilled UPLIFT Request due to Allocation Limit 

New Client ς Flowchart ς HMIS Screenshot 
How to change Program Entry Date 

 

  

 

Click Here 

Then Update Here 
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Unfilled UPLIFT Request due to Allocation Limit 
Continuing Client 

 

 

 

 

 

 

 

 

  

 

 

  

Contact client on or 

after polled-sticker 

period begins 

Update Assessment date 

(date MUST BE on or after 

pooled Sticker period begins) 

Email UPLIFT 

(UPLIFT.hhs.sccgov.org) Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

Yes 

Assessment 

already 

created? 

Create Assessment (date 

MUST BE on or after pooled 

Sticker period begins) 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Yes 

No 
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Unfilled Request from Previous Quarter  

 

 

 

 

Unfilled UPLIFT Request due to No Sticker Left L 

New Client 
 

 

 

 

 

  

  

 

  

 

 

 

 

Contact Client on or 

after the quarter begins 

Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Update Enrollment date 

(date MUST BE on or 

after the quarter begins) 
Yes 

Change άWhat Time 

Period is the Pass forέ 

to the next quarter 

Unfilled UPLIFT Request due to No Sticker Left L 

Continuing Client 
 

 

 

 

 

  

  

 

  

 

 

 

Contact Client on or 

after the NEW quarter 

begins 

Client would like to 

receive UPLIFT 

Service 

N
O 

Delete* Assessment 

and Exit client 

*Contact Bitfocus support Desk for 

help with deletion assistance 

Delete Previous Quarter 

Assessment and Exit 

Client  
Yes 

Enrollment client as 

NEW Client 



UPLIFT User Handbook Rev. 9 - 2018  

 

19 
 

Lost Badge or Sticker 

 

¶ Replacement period  

 

 

 

¶ Example email detailing reason client lost badge: 

 ά/ƭƛŜƴǘΣ IaL{І ABCDEFG came to the office stating that his bus pass was stolen 

on MM/DD. He is currently homeless and stated that he got really tired and fell 

asleep in the park and when he woke up his belongings were stolen including his 

bus pass. He and I explored different options including getting him a lanyard or a 

badge holder to prevent re-ƻŎŎǳǊǊŜƴŎŜΦέ 

Quarter Replacement Period 

Jan-Mar Feb 1st and after 

Apr-Jun May 1st and after 

Jul-Sep Aug 1st and after 

Oct-Dec Nov 1st and after 






























