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Key Terms 
 

Intake:  The process to register a participant to your workscope, so your program can 

complete Service Tracking (I.e. track goals, provide referrals, etc.) 

Stage: Indicates the progress of the intake (e.g. In Progress, Accepted, etc.) 

Expedited Entry:  Allows participants to be registered to your workscope by completing partial 

intake information. Any missing information must be entered within 48 hours. 

Goals:  Goals are tied to program outcomes, and can include participant short- and 

long-term goals in a variety of fields (Employment, Housing, etc.) 

Slot Type:   Used in DYCD Connect to refer to your program’s available bed types 

Exit:  The process to discharge a participant, either as part of a planned or 

unplanned exit. 
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Purpose of this Guide 
This guide outlines the process of submitting participant intakes on 

DYCD Connect, using information from the Universal Intake Forms for 

RHY Programs.  

What is Intake? 
RHY program participants must complete an Intake before 

participating in or receiving services at a Drop-In Center, Crisis Shelter, 

or Transitional Independent Living (TIL) site. During intake, your 

program gathers information from participants and creates a 

participant profile in DYCD Connect. This profile is used to track enrollment, referrals and other 

services rendered to participants.  

How do you Submit a New Intake? 
Prior to starting a new intake in the Participant Tracking System (PTS), make sure your client is 

present so they may answer mandatory questions. To start a new intake, navigate to your 

workscope in the Participant Tracking System. Locate the Participation section of the Workscope 

Switchboard, and click on “Intake”. A list of intakes, both completed and in-progress, will appear.  
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Intake Stages 

Participants will have the following stages, depending on the progress of the intake form. 

• Accepted – The participant meets your program’s enrollment criteria.  

o Crisis Shelter/TIL participants may be accepted to your program via Expedited Entry. 

• In Progress – The participant’s intake was started, but is not yet complete. 

• Exited – The participant is no longer enrolled to your program. 

Participants may also have one or more flags next to their name in the intake list. 

The participant’s intake was “rolled over” from the previous year’s workscope. Participants 

who are in the “Accepted” stage are automatically rolled over between workscope periods.  

 

The participant does not have any Goals recorded. 

Duplication Check 

On the new intake page, provide the participant’s “First Name”, “Last Name”, “Date of Birth” and 

“Sex at Birth”. These four fields are used to identify the participant throughout DYCD Connect. 

Then, click “Search”. 
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If this a new participant, you will only see the option to Add New Participant and start with a 

Blank Application. However, if the system finds a participant with the same details as a previously 

registered participant, then you may also choose to Register Existing Participant. You may then 

import data from the participant’s previous intake by selecting “Copy Existing Intake”. Finally, click 

on the blue “START INTAKE” button to create the participant’s profile. 

Note: Program participants who are enrolled to your program between contract years are 

automatically “rolled over” to your new workscope. You do not need to import intake data from 

their previous intake. However, make sure to verify they are still active in your program. 

 

 

How do you Complete an Intake? 
To register the participant to your program, you must complete data entry on all required intake 

sections, using information provided by the applicant. Make sure to regularly use the “SAVE” 

button at the top-left of the intake page to ensure you do not lose any progress.  
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Navigating through the Intake 

Upon starting the intake, you will notice the Intake Switchboard on the left side of the page, and 

can navigate through intake sections in any order. Mandatory fields are noted by a * icon or say 

“(Required)” in parentheses. Note the Intake Menu Bar at the top of the window, which includes 

options to “SAVE” as well as print out a copy of the “INTAKE FORM”.  

 

Registration Information  

Most of the information on this page will already be completed based on the basic information 

entered. However, there are four required fields noted by the * icon. The enrollment start 

date/time should reflect the day and time you are completing the intake with the participant.  
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Hover your mouse cursor over the Slot Type field, and click on the magnifying glass to indicate 

which type of bed the participant will occupy. Depending on your program type, you will have one 

or more bed types (e.g. Male/Gender Nonconforming, etc.). Please note that if all beds of a 

particular type are assigned to other participants, you cannot register another participant to the 

corresponding Slot Type until slots are opened up. 

 

Participant Information  

In this section, you will gather demographic details and information for family members who will 

receive services. Click onto each field and type to complete all mandatory date entry fields marked 

with * or say “(Required).” 
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To add a “Primary Language” and “Country of 

Origin,” click on the field and then click on 

the “Magnifying Glass”.  The first 10 

alphabetical results appear. If you see the 

applicant’s primary language, select it from 

the list. If not, use the search bar or click 

“Look Up More Records” to view additional 

languages. 

You must enter an address for each 

applicant. If the applicant does not have a 
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primary address, you may enter the address information for your program site. To add an address, 

click on the “+” at the top right of the “Address (Required)” table.  

An overlay appears where you may type in the address. The system performs a check to ensure 

the address is valid. Scroll down to view additional information about the address entered. When 

you are finished, click on “Save”.  

 

Scroll down to see additional required fields in the Participant Information section of the intake. 
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Click on “+” in the Family Member component to add family members. This will lead you to a new 

intake page for each additional family member that you would like to sign up for DYCD services. If 

entering family members, complete participant information and goals for each family member.  

 

 
 

 

Finally, you must indicate whether the 

applicant is pregnant, their “Status at 

Intake,” and most recent living situation. In 

addition, you must select one or more factors 

contributing to the applicant’s status at 

intake. Note that depending on the factor(s) 

selected, the system may prompt you to 

provide additional details.  

Contact Information 

In this section, providers will enter in contact 

information for the applicant and at least one 

parent or emergency contact. At minimum, an 

email address must be provided. If the 

participant is under 14 years of age, the system 

will request the Parent/Guardian’s email 

address. 

To enter Parent/Emergency Contact 

information, click on “+” and enter the information on the overlay.  
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If you are entering multiple Parent/Emergency contacts, the first contact you list will be marked as 

the Primary Contact. 

Education/Work Status  

Enter the applicant’s Student Type, Current Work Status, and 

Current/Last Grade. When entering the current or last grade 

completed, make sure to scroll down to see all available options (e.g. 

HSE, Foreign Degree, etc.).  

 

If the participant is a full-time student, you may enter the participant’s School by clicking on the 

“+” icon in the School Information table. 

 

Household Information 

This section is used to provide information about the participant’s household size and income 

information. All sources of household income should be included. Please note that applicants may 

choose to “Decline to Answer” income-related questions. 
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Health Information 

This entire section consists of one mandatory 

question, indicating the applicant’s health insurance 

status. Depending on the response, you may be 

prompted to provide additional information.  

 

 

Consents 

Consents must be completed for all applicants. The applicant must grant “Consent to 

Participate/Verification of Information Provided” and consents under “Consent to Release 

Information” for your program to submit the intake. For 

all other consents, a response of ‘Yes’ or ‘No’ must be 

entered.   
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Services 

The Services section of the intake helps you keep track of participant 

goals. You will also use this section to provide referrals to complete 

assessments (i.e. CSEC Safe Harbor, Participant Discharge Survey). For 

additional information, speak with your DYCD Program Manager 

regarding upcoming Case Management Trainings. 

Goals 

Your program will identify goals the participant will work towards while attending your program. 

To add a new goal, click on “Goals”, and then click on “+NEW”.  

 

 
A new window will pop up in your browser. You will indicate the goal category and the specific 

goal the participant will work towards. Click through each field and respond to each mandatory 

field marked with a *. Then, click “Save and Close” to add the goal to the participant’s record. 
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What Actions can you Complete on an Intake? 
Once you have completed all sections of the intake form, be sure to click on “SAVE” in the Intake 

Menu Bar. Then, you may click on the “Three-Dots Icon” at the top right of the intake switchboard 

to select from several options to finalize the intake.  

                                      

• Check Eligibility  

• Expedited Entry  

• Submit – this option will submit the application for final review. The applicant will be 

accepted to your program if all data entry is complete and the applicant is eligible. 

• Deactivate – this option will delete the intake from your workscope. This is typically used to 

delete duplicate entries. 

Check Eligibility 

Each RHY program has its own eligibility criteria. At any point during the intake process, you can 

check if the applicant is eligible based on information entered. From the intake switchboard, click 

the “three dots” icon and “Check Eligibility”.  

 

• If the applicant is eligible based on information entered, you will see the following:  

 

 
 

• If the applicant is not eligible based on the information entered, or if you are missing 

information related to the eligibility criteria, you will see the following message: 
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Additionally, a validation summary appears at the top of the page with additional context: 

 

 

Expedited Entry 

Applicants for Crisis Shelters and TILs may be accepted to your program via Expedited Entry. In 

urgent situations, this option allows you to register a participant after completing the Registration 

Information and Participant Information intake sections. Please note that the applicant still needs 

to meet your program’s eligibility criteria, and there must be an available bed slot in your 

workscope.  

A participant accepted to your program via Expedited Entry will appear in the “Accepted” stage 

with a status of “Pending Info.” Within 48 hours, you must complete all remaining sections of the 

intake and re-submit the application. Otherwise, the participant will automatically be de-enrolled. 
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What are the Discharge (Exit) Procedures? 
RHY participants may leave your program at various 

stages of their stay, either due to a planned, self-

discharge, or involuntary exit. Regardless of the exit 

reason, discharged participants will appear in the 

“Exited” stage with a status of “De-enrolled”. Make 

sure to complete the Participant Discharge Survey after 

exiting the resident. 

To exit a participant, open their intake form. At the top 

of the intake switchboard, click on the “three dots” 

icon and select “Exit Participant”. An overlay will appear where you will be able to specify the type 

of exit and provide additional details. 

Planned Exit 

Select this option if your program and the participant have jointly planned the discharge, such as 

when a participant has aged out or has been referred to another program. Make sure to provide a 

discharge location, and an exit date aligned with the participant’s last day of services. 

Self-Discharged Exit 

Select this option if a participant has left your program without notice, and/or has been detained 

by authorities. If applicable, indicate where the participant was discharged to, or select 

“Unknown.” 

Involuntary Exit 

This Exit option is used in instances when youth display, they are a harm to themselves, youth, or 

staff; extreme behavior that impacts program operation, and/or when program rules are 

consistently broken.  

Prior to exiting youth via Involuntary Exit, you must conduct an Initial Discharge Meeting with the 

resident. Your program must also submit an Involuntary Discharge Form to your DYCD Program 

Manager and the RHY Director. All youth may request an Appeal Meeting within 24 hours of their 

proposed discharge. Additional information about discharge policies and procedures is provided 

at the following link: DYCD RHY Graduated Discipline and Involuntary Discharge Policy. 

file:///C:/Users/mherreros/Downloads/dycdconnect.nyc/Docs
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If the resident chooses not to appeal, or the discharge was upheld by DYCD during an appeal, you 

may proceed to exit the participant by selecting “Involuntary Exit”. Indicate if an Appeal Meeting 

occurred. Finally, provide an exit reason, a discharge location, and exit date. Then click on “OK”. 
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DYCD Connect Help Center 
If you have any questions or concerns, please submit a ticket or help request to the DYCD Connect 

Help Center. You may navigate to the Help Center directly from the banner at the top of DYCD 

Connect by clicking on the question mark as shown below. 
 

Alternatively, you may submit a ticket through the Help Center on the DYCD Connect homepage. 

 

  
  

  

https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter
https://dycdapps.dycdconnect.nyc/HelpCenter

