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Overview Summary

The Ventura County Homeless Management Information System (HMIS) is operated and staffed by the

Human Services Agency. The utilization of HMIS is an initiative mandated by the US Department of

Housing and Urban Development (HUD) to collect information about homeless clients and to safely

share information with multiple providers. This document provides a high level summary of how the

VC HMIS team operates.

Mission Statement

We strategically administer the Homeless Management Information System to support the prevention

and ending of homelessness in Ventura County.

Vision

 All homeless services providers (level 1) are using HMIS

 Coordinated Entry is maximized such that clients and resources are connected in the most

efficient and effective way

 Real time reports with the data requested is easily accessible

 Fully operational and dedicated HMIS Team

 Funding for growth to comprehensively support the community

 Advocate for a more streamline and strategic collection of HUD mandated data elements

VC HMIS 2018/2019 Strategic Plan

The VC HMIS Strategic Plan aligns with both the VC CoC priorities as well as how services are delivered

by the Human Services Agency, Adult and Family Services. The VC HMIS Community of HMIS Users and

Services Providers are encouraged to deliver services that are trauma informed, person centered and

principle based. In addition, the VC CoC and thus the VC HMIS/CES support and facilitate a “housing

first” approach. As such, the goals endeavor to support the mission and goals of the VC CoC while

operating form these tenets in terms of how we work and support our clients. The VC HMIS

Overarching Goals are as follows:

 Meet or exceed program mandates and required performance metrics (enhancements and

implementation of programs, operations and systems)

 Provide excellent customer service to all agencies and partners

 Increase partner/service provider engagement

 Increase and enhance community engagement

Under each goal, the VC HMIS Team has identified key strategies and initiatives to move us towards

accomplishing these goals.
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Governance

Housing and Urban Development (HUD) Mandates

The administration and operation of a HMIS is a mandated HUD function within a community or

jurisdiction that provides homeless services funded by HUD. The Department of Housing and Urban

Development (HUD), Department of Health and Human Services (HHS) and the Department of Veteran

Affairs (VA), provide communities with baseline data collection requirements, called the HMIS Data

Standards. VCHMIS administers HMIS, which is an online tool that compiles a database of the homeless

population. The system allows service providers to collect client information electronically and simplify

production of reports required by the federal government.

From a strategic and practical level, overall it is more effective for a community or jurisdiction to

centralize data around those who are seeking homeless services. Based on this very basic principle, the

VC CoC seeks to have all homeless services providers participate in the VC CoC and to use HMIS

regardless of their receipt of HUD funding,

The VC HMIS serves the VC CoC and is represented in the VC CoC Sub Committee functions via the VC

HMIS Steering Committee. The VC HMIS Steering Committee is one of four sub-committees.

VC HMIS Steering Committee
(Meets quarterly)

The VC HMIS Steering Committee is made up of a smaller group of agencies / organizations who
represent the different types of homeless service programs (outreach, shelter, transitional housing, etc.)
that operate and serve the community within Ventura County and are also a part of the VC HMIS
Community. The VC HMIS Steering Committee functions as an oversight body ensuring the VC HMIS
System is being administered and managed per the VC Continuum(s) of Care's (CoC) directives and
strategies. The VC HMIS Steering Committee in conjunction with the VC CoCs also ensures the HMIS
System is being managed and operated with respect and in support of the 10-Year Plan to End
Homelessness in Ventura County. The VC HMIS Steering Committee meets quarterly to review the VC
HMIS Strategic Plan, receive updates from the VC HMIS Administrator regarding general operational
issues, and to discuss the needs of the VC HMIS Community. This entity also receives recommendations,
inquiries or requests from the VC HMIS Operations Committee with regards to the needs of the VC HMIS
Users/agencies.

VC CoC Alliance
(Meets monthly)

The VC HMIS Team attends the VC CoC Alliance and events to ensure representation of the VC HMIS
function and to provide subject matter expertise as it relates to utilization of the HMIS and reporting.

VC HMIS Operations Committee
(Meet every other month)

The VC HMIS Operations Committee is made up of HMIS users who represent the different types of
homeless service programs (outreach, shelter, transitional housing, etc.) that operate and serve the
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community within Ventura County. This group is dedicated to providing operational support to the
users of VC HMIS by discussing/collaborating on the needs and challenges of everyday use of the system
and delivering helpful solutions. The recommendations of this group are submitted to the VC HMIS
Committee for consideration and prioritization.

VC CoC Staff
(Meets with the VC HMIS Team Monthly and as needed)

The VC HMIS Team must work closely with the VC CoC Staff to strategize and ensure continuity in
support to the VC CoC Alliance membership. The VC HMIS Administration is guided by the VC CoC
mission and goals. The VC HMIS Team provide data and reporting support to the VC CoC Staff and work
collaboratively

VC HMIS Staffing: County of Ventura, Human Services Agency

The VC HMIS Team is made up of Human Services Agency (HSA) employees. With the exception of the

CES Program Coordinator (funded 100%) and the HMIS Systems Administrator (35% of salary funded by

HMIS funds; balance funded by county general fund), all members of the VC HMIS Team are funded

through county funds and have primary roles supporting HSA programs and functions. Tasks and

responsibilities associated with staffing and supporting the VC HMIS were added to their existing HSA

responsibilities. With the exception of the CES Program Coordinator, a percentage of each member’s

time is assigned to specifically support the administration of the VC HMIS and Pathways to Home-

Coordinated Entry. These percentages may vary.

VC HMIS Team Membership

Below is a list of the roles and their associated responsibilities that administer and operate the VC HMIS

county-wide.

1. HMIS Manager/Lead: Manages the HMIS Multi-Disciplinary Team, chair the HMIS Steering

Committee, sponsor projects for HMIS, facilitate and attend meetings hosted by/for various

entities, lead and participate in governance activities related to HMIS and Homeless Services

2. HMIS Technical Project Manager: Manages business systems analysis and support, manage the

HMIS Support Team, chair the HMIS Operations Subcommittee, manage projects for HMIS,

manage professional services engagements for custom reporting, business systems analysis with

vendor(s), and new technical solutions

3. HMIS Systems Administrator (Technical Support): Provides direct customer support for HMIS

application, systems program/project configuration(s), user account management, quarterly

training, facilitate the HMIS Operations Subcommittee, attend meetings hosted by various

entities

4. HMIS Systems Engineer: Supports more in depth systems configuration and/or custom coding,

reports and business analytic development

5. Super User/Program Representative: Current homeless services provider/manager that

provides meaningful and in-depth input into the design and administration of HMIS as it relates

to how entities/agencies/users interface with the system with a focus on workload analysis,

service/client impact and service levels.
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6. HMIS Grants and Reports Administrator: Facilitate and manage the submission of the project

applications for HUD grants and associated reporting, manage the HUD grants, manage the

HMIS budgets and draw-down

6. Fiscal Senior Accountant: Manages and tracks all expenditures of the VC HMIS Team as well as

oversees the collection and tracking of user fees submitted by entities to access HMIS and user

licenses. Also tracks expenses related to HMIS training both for the VC HMIS Community and

the VC HMIS staff.

7. CES Program Coordinator: Manages the community Coordinated Entry System, facilitate the CES

Case Conference Meetings, maintain the Prioritized List, facilitate/attend meetings hosted by

various entities, co-facilitate quarterly trainings.

It is important to note, the roles listed above does not include leadership oversight for these positions

that reside in multiple departments across HSA. It also does not codify administrative/clerical support

and supplies/logistics invested towards the operations of the VC HMIS.

VC HMIS Services/Functions

The VC HMIS is responsible for the overarching operations and administration of the system- below is a

summary and service types provided.

Onboarding of new HMIS Users/Agencies

The VC HMIS teams schedules Onboarding Meetings with prospective agencies. The initial meeting also

provides a demonstration of HMIS, discusses the advantages of HMIS, offers a thorough review of the

MOU/ licensing and partner agency user agreements, a review of the comprehensive training catalog

including mandatory and elective training courses and closes with next steps the agency and HMIS will

take to complete the onboarding process (see document attached). In addition, the VC HMIS team will

assess the organization’s needs in an effort to integrate VC HMIS in a way that supports their current

business processes and minimizes workload impact. In most instances, organizations that use HMIS are

able to increase utilization of data to develop reports that assist with performance management and

overall reporting.

Training and Development

VC HMIS, in collaboration with the VC CoC Staff and HSA have coordinated and developed training that

strengthens service providers’ ability to deliver service, connect with clients and collect data. Mandated

training includes the following courses:

 HMIS Case Management and Beyond

 HMIS Services Only

 HMIS Coordinated Entry System Basics

 Program Training

In addition to the mandated technical training regarding how to use the HMIS, elective training courses

were offered:

 HMIS Advanced Reporting Tool

 Trauma Informed Services

 Recognizing and Identifying Human Trafficking
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 De-Escalation Training

 Working with the Aging Brain

VC HMIS offers various elective courses to our HMIS community. These opportunities afforded to our

providers has enriched the overall systems case management providing them a trauma informed

approach in working with individuals.

Technical Support

The VC HMIS technical team offers support in a variety of settings, including Quarterly trainings,

Intermittent Trainings, On Site-Site Visit trainings, via email and over the phone. The HMIS technical

team provides comprehensive training in the following functions found within the HMIS: System

navigation, System logic, Call Point, Resource Point, Client Point, data collection, households, entry/exit,

and assessments. The Technical team also offers support with in depth case management, case

management workflow, troubleshooting client records, coordinated entry system and collaborative case

management.

VC HMIS Meeting(s) administration and facilitation

VC HMIS facilitates the Ventura County HMIS Steering Committee (quarterly), the Ventura County HMIS
Operations Committee (bi-monthly) and co-facilitates the Ventura County Continuum of Care
Coordinated Entry System-Pathways to Home meetings (weekly), and workshops (as needed). The VC
HMIS Team in cooperation with County of Ventura, HSA and the County Executive Office provides the
facilities, equipment and materials needed to facilitate and host meetings and all training.

VC HMIS Administration:

The VC HMIS Team provides the following administrative services:

 Issuing of MOUs for all agency HMIS users

 Issuing of User Agreements

 Issuing of HMIS Licensing fees /annual invoices

 Managing of HMIS users (adding/deleting)

 HMIS Report(s) management and support

Organizational Development/ Continuous Process Improvement

The VC HMIS Team is committed to service excellence. As such, the team will review workflow and

outcomes proactively utilizing the agency’s Lean Six Sigma approach to continuous process

improvement. This will include performance data analysis and also seeking input from our customers.

Customer Services Satisfaction surveys are sent out to our committee members and HMIS Users

annually and as a follow up to key training or workshop. The data collected from these activities is

reviewed and applied to program design, development and planning.

Audits/Monitoring

VC HMIS requires Site Visits with Onboarding Agencies prior to access to HMIS. The purpose of the site

visits are to gather information from each agency to better support their needs and to discuss the

agencies plan to use HMIS, data entry standards review, a review of their workflow and reporting needs.
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VC HMIS also offers technical support during the visit. Lastly, a visual inspection of their workstations to

assure their machine supports ServicePoint 5, along with a visual inspection to assure case files are

locked and filed.VC HMIS provides quarterly data quality and assists COC staff with providing

performance metrics reporting in order to evaluate performance of Alliance and Emergency Solutions

Grant recipient agencies.

Current Priorities

 SP 6 Implementation (communication, training, configuring)

 QLIK Dashboard

 Develop HMIS application process (application, denial/approval letter, process)

 HMIS on-boarding (TAY, Housing Authority-VASH, Spirit of Santa Paula)

 HMIS Business as Usual (tickets, operations communication, steering)

 HMIS/MOU Invoicing

 HMIS/CoC Review with CoC Board (self-assessment)

 MOU between HSA and CoC

 Revise CES 2.0 workflow based on public comment (remove back-up match)

 Referrals Business Process (timeliness of referrals, local processes for managing, CES PTH 2.0

Action Item)

 CES 2.0 implementation (SME certification-approved, agreement regarding CH Doc referrals,

WPC meeting regarding eligibility criteria)

 CES video with OSM

 CES to-do list not already captured

 Training Catalog and Event Planning

 Finalizing roles & responsibilities

Accomplishments

Implementation of a new training model to meet the needs of our HMIS community:

The training structure and material provide more program specific training in terms of CoC funded

projects, program eligibility and the overarching understanding of system performance metrics. In

addition, HMIS technical training has been updated including changes in training types such as

separation of Entry/exit model and services only. The new training material including programs and

technical was implemented in May 2018 HMIS Quarterly training. All new and existing users are

required to take the Programs training.

VCHMIS, in collaboration with HSA Training Department, offers various elective courses to our HMIS

community including, Human Trafficking, Mental Health First Aid, Trauma Informed, The Aging Brain and

Gossip and Grudges, Substance Abuse Prevention and Detection, Bridges out of Poverty, Motivational

Interviewing, and Working with the Aging Brain.

Pathways to Home-Coordinated Entry; 1 year of Operation

After one year of operation of the Pathways to Home/Coordinated Entry System (PTH/CES) the Ventura

County model was reviewed and assessed by HUD ‘s Technical Assistance Provider. As a result of this

assessment the VC PTH/CES was recognized as a National model and referenced when working with
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other Continuums across the Nation. Pathways to Home continues to be sought for information,

policies and procedures to support Continuums nationwide.

Pathways to Home-Coordinated Entry System 2.0 Implementation

As committed and as part of the initial implementation of PTH/CES, the VC HMIS and VC CoC team

embarked on a post implementation review to plan for the PTH/CES 2.0 implementation. VCHMIS and

VC CoC Staff conducted on-line surveys and a provider’s workshop to gain strategic input and feedback

on the draft CES 2.0 workflow. VCHMIS and CoC staff continue to work with the providers to move

forward with an updated process to best meet the continued and dynamic needs of our community.

Self-Assessment:

The VC HMIS Team’s self-evaluation of operations and administration is based on the following criteria:

1. HUD Mandates/requirements for HMIS

2. VC HMIS/CES APRs for PY 2016/2017

3. Monitoring Outcomes

4. Commitment to our strategic plan

5. Accomplishments

Based on this criteria, the VC HMIS team believes we have met our mandates and continue to deliver on

our agreed upon commitments and deliverables as it relates to supporting our community’s needs and

the VC CoC needs. We are committed to remaining responsive and dynamic. This executive summary

provides an overview of our activities, governance and future focus. The following attachments are also

provided for your review.
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Category Standard HMIS Lead Compliance

Establishing,
operating, and
customizing a
CoC’s HMIS.

1. Hosting and maintaining HMIS
software or data

2. Upgrading, customizing, and
enhancing the HMIS

3. Administering the HMIS
4. Reporting to providers, the CoC, and

HUD
5. Conducting training in use of the

HMIS

1. Contracted with Bowman, a Mediware
Company.

2. Follow the vendor’s upgrade schedule
as recommended. Have purchased
additional modules to support local
initiatives like Eligibility Module and
CallPoint.

3. HSA, as the HMIS Lead, administers
HMIS for 20+ Contributing Homeless
Organizations with over 100 end users.

4. Bowman, a Mediware Company, has
over 95 available reports (which
include all the HUD required reports
and systems administration reports for
data quality) and the ability to create
ad hoc reports as needed.

5. Provide a catalog of training courses
including basic and intermediate HMIS
use and vendor led courses to enhance
interviewing and social work skills.

HMIS Data
Quality and
Functionality

1. Parameters set around ensuring the
completeness, accuracy, and
consistency of data in an HMIS.

1. Our HMIS users have the ability of
running their own Data Quality
reports. We, as the HMIS Lead, send
out Data Quality reports on a quarterly
basis to the individual entities and an
aggregate to the CoC.

HMIS Privacy
and Security

1. HMIS Privacy and Security policies
and procedures

1. Security and Privacy standards are
published in our Policies and
Procedures manual.

Project
Descriptor
Data Elements

 Organization Identifiers

 Project Identifiers

 Continuum of Care Code

 Project Type

 Method for Tracking Emergency
Shelter Utilization

 Federal Partner Funding

 Bed an Unit Inventory Information

 Additional Project Information

Our vendor, Bowman, a Mediware
Company, has built into the system the
value capture capability for each of the
required data elements. As these change
year-to-year for HUD, the vendor upgrades
as needed and then our system
administrators update the values as
needed.



Coordinated Entry Process Self-Assessment (Ver. 1.1)

The U.S. Department of Housing and Urban Development (HUD) 
requires that Continuums of Care (CoC) establish and operate a 
coordinated entry (CE) process—and that recipients of CoC Program and 
Emergency Solutions Grants (ESG) program funding within the CoC’s 
area must use that CE process. The requirement was established in the 
2012 CoC Program interim rule (24 CFR 578) and the 2011 Emergency 
Solutions Grants (ESG) interim rule (24 CFR 576). Details of the 
requirement, as well as additional policy considerations, are provided there 
and in several documents issued by HUD since:

● HUD Coordinated Entry Notice CPD-17-01 – Notice
Establishing Additional Requirements for a Continuum of
Care Centralized or Coordinated Assessment System (2017)

● HUD Prioritization Notice CPD-16-11 – Notice on
Prioritizing Persons Experiencing Chronic Homelessness
and Other Vulnerable Homeless Persons in Permanent
Supportive Housing (2016)

● Coordinated Entry Policy Brief (2015)

● CoC Program interim rule: 24 CFR 578.7(a)(8)

● ESG interim rule: 24 CFR 576.400(d)

● HUD Equal Access rule: 24 CFR 5.105(a)(2) and 5.106(b)

Based on these documents, this tool identifies aspects of coordinated entry 
that HUD has determined are  Required , as well as other aspects of CE 
functionality, operations, or management that it has  Recommended 

as good practice but not required. Some unique design features of CE may 
be appropriate for some subpopulations or geographic areas but are not 
universally applicable across all CoCs; these are identified as  Optional. 
The source document(s) for each Required item is noted in bold, and for 
each Recommended item if appropriate.

CoCs can use this Coordinated Entry Self-Assessment as a reference 
to help them identify key aspects of CE design, implementation, and 
management; compare this list against their existing CoC plans and/or 
practices to gauge the extent to which the CoC currently includes these 
elements; and as a general outline for a set of policies and procedures a 
CoC must adopt to support the ongoing management of CE processes 
and functions.

Contents
A. Planning ........................................1

B. Access ...........................................5

C. Assessment .................................10

D. Prioritization ................................ 15

E. Referral ........................................ 19

F.  Data Management ...................22

G. Evaluation ...................................24

Coordinated Entry Process Self-Assessment

https://www.hudexchange.info/resource/5208/notice-establishing-additional-requirements-for-a-continuum-of-care-centralized-or-coordinated-assessment-system/
https://www.hudexchange.info/resource/5208/notice-establishing-additional-requirements-for-a-continuum-of-care-centralized-or-coordinated-assessment-system/
https://www.hudexchange.info/resource/5208/notice-establishing-additional-requirements-for-a-continuum-of-care-centralized-or-coordinated-assessment-system/
https://www.hudexchange.info/resources/documents/notice-cpd-16-11-prioritizing-persons-experiencing-chronic-homelessness-and-other-vulnerable-homeless-persons-in-psh.pdf
https://www.hudexchange.info/resources/documents/notice-cpd-16-11-prioritizing-persons-experiencing-chronic-homelessness-and-other-vulnerable-homeless-persons-in-psh.pdf
https://www.hudexchange.info/resources/documents/notice-cpd-16-11-prioritizing-persons-experiencing-chronic-homelessness-and-other-vulnerable-homeless-persons-in-psh.pdf
https://www.hudexchange.info/resources/documents/notice-cpd-16-11-prioritizing-persons-experiencing-chronic-homelessness-and-other-vulnerable-homeless-persons-in-psh.pdf
https://www.hudexchange.info/resources/documents/Coordinated-Entry-Policy-Brief.pdf
https://www.hudexchange.info/resources/documents/CoCProgramInterimRule.pdf
https://www.hudexchange.info/resources/documents/HEARTH_ESGInterimRule&ConPlanConformingAmendments.pdf
https://www.hudexchange.info/resource/1991/equal-access-to-housing-final-rule/


Version 1.1
This document is Version 1.1, which replaces the original version posted on the HUD Exchange on January 23, 2017. This Version 1.1 
reflects the following changes:

1. Section A. Planning. Item #1 has been updated to correct the date that CoCs are expected to achieve full compliance with 
Coordinated Entry requirements established by the Notice. The correct date is January 23, 2018.

2. Section C. Assessment. Item #9 has been updated to correct an earlier error in citation. The privacy protections noted in the 
requirement are from HUD’s Coordinated Entry Notice: Section II.B.12.f.

3. Section E. Referral. Item #2, in “Referrals to Participating Projects,” has been moved from Required to Recommended. The 
CoC’s Coordinated Entry policies and procedures used to prioritize homeless persons within the CoC’s geographic area for 
referral to housing and services must be made publicly available and must be applied consistently throughout the CoC’s area for all 
subpopulations. HUD recommends that each CoC homeless assistance project also make its prioritization policies and procedures 
publicly available. That is, the requirement is at the CoC level, not the individual project level.
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A. PLANNING

þ ASSESSMENT NOTES
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Deadline for Compliance.

1. CoC establishes or updates its coordinated entry process in full compliance with HUD requirements by
January 23, 2018.

CoC Program interim rule: 24 CFR 578.7(a)(8)

HUD Coordinated Entry Notice: Section I.B

¨

Core Requirements since 2012.

CoC’s coordinated entry process meets the requirements (below) established by the CoC Program interim rule.
CoC Program interim rule: 24 CFR 578.3 & 24 CFR 578.7(a)(8)

2. CES covers the entire geographic area claimed by the CoC.

3. CES is easily accessed by individuals and families seeking housing or services.

4. CES is well-advertised.

5. CES includes a comprehensive and standardized assessment tool(s).

6. CES provides an initial, comprehensive assessment of individuals and families for housing and services.

7. CES includes a specific policy to guide the operation of the centralized or coordinated assessment system
to address the needs of individuals and families who are fleeing, or attempting to flee, domestic violence,
dating violence, sexual assault, or stalking, but who are seeking shelter or services from non-victim specific
providers.

¨
¨
¨
¨
¨
¨

125047
Text Box
x

125047
Text Box
x

125047
Text Box
x

125047
Text Box
x

125047
Text Box
Not in compliance with full coverageNot fully advertised  What is the additional mechanism to assure assessment and screening?DV issue: in practice across the system?

125047
Text Box
Currently working on updating
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A. PLANNING

þ ASSESSMENT NOTES
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Core Requirements.

8. CoC, in consultation with recipients of Emergency Solutions Grants program funds within the geographic
area, has established and consistently follows written standards for providing Continuum of Care assistance
which can guide the development of formalized policies and procedures for the coordinated entry process:

• Written standards provide guidance for evaluating individuals’ and families’ eligibility for
assistance under 24 CFR Part 578.

• Written standards provide guidance for determining and prioritizing which eligible individuals
and families will receive transitional housing assistance.

• Written standards provide guidance for determining and prioritizing which eligible individuals
and families will receive rapid rehousing assistance.

• Written standards provide guidance for determining what percentage or amount of rent each
program participant must pay while receiving rapid rehousing assistance.

• Written standards provide guidance for determining and prioritizing which eligible individuals
and families will receive permanent supportive housing assistance.

CoC Program interim rule: 24 CFR 578.7(a)(8)

9. CoC and each ESG recipient operating within the CoC’s geographic area must work together to ensure the
CoC’s coordinated entry process allows for coordinated screening, assessment and referrals for ESG projects
consistent with the written standards for administering ESG assistance.

CoC Program interim rule: 24 CFR 578.7(a)(8)

ESG interim rule: 24 CFR 576.400(d) and (e)

¨ 

¨

Full Coverage. 

10. If multiple CoCs have joined together to use the same regional coordinated entry process, written policies
and procedures describe the following:

• The relationship of the CoC(s) geographic area(s) to the geographic area(s) covered by the
coordinated entry process(es); and

• How the requirements of ensuring access, standardizing assessments, and implementing uniform
referral processes occur in situations where the CoC’s geographic boundaries and the geographic
boundaries of the coordinated entry process are different.

HUD Coordinated Entry Notice: Section II.B.1

¨

125047
Text Box
x

125047
Text Box
x

125047
Text Box
N/A, we do not have multiple CoCs

125047
Text Box
WS not yet localized.  Work with CoC partners for feedback to localize standards.Assure WS work well with CES
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A. PLANNING

þ ASSESSMENT NOTES

**
 R

e
q

ui
re

d
 *

*

Marketing. 

11. CoC affirmatively markets housing and supportive services to eligible persons regardless of race, color,
national origin, religion, sex, age, familial status, handicap or who are least likely to apply in the absence of
special outreach.

CoC Program interim rule: 24 CFR 578.93(c) 

ESG Program interim rule: 24 CFR 576.407(a) and (b)

12. Coordinated entry written policies and procedures include a strategy to ensure the coordinated entry process
is available to all eligible persons regardless of race, color, national origin, religion, sex, age, familial status,
disability, actual or perceived sexual orientation, gender identify, or marital status.

HUD Coordinated Entry Notice: Section II.B.5

HUD Equal Access rule: 24 CFR 5.105(a)(2) and 5.106(b)

13. Coordinated entry written policies and procedures ensure all people in different populations and
subpopulations in the CoC’s geographic area, including people experiencing chronic homelessness,
veterans, families with children, youth, and survivors of domestic violence, have fair and equal access to the
coordinated entry process.

HUD Coordinated Entry Notice: Section II.B.5

¨ 

¨ 

¨

125047
Text Box
Is this in the CoC written standards?

125047
Text Box
x

125047
Text Box
x
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A. PLANNING

þ ASSESSMENT NOTES

**
 R

e
q

ui
re

d
 *

*

Nondiscrimination. 

14. CoC has developed and operates a coordinated entry that permits recipients of Federal and State funds to
comply with applicable civil rights and fair housing laws and requirements. Recipients and subrecipients
of CoC Program and ESG Program-funded projects must comply with the nondiscrimination and equal
opportunity provisions of Federal civil rights laws, including the following:

• Fair Housing Act prohibits discriminatory housing practices based on race, color, religion, sex,
national origin, disability, or familial status.

• Section 504 of the Rehabilitation Act prohibits discrimination on the basis of disability under any
program or activity receiving Federal financial assistance.

• Title VI of the Civil Rights Act prohibits discrimination on the basis of race, color, or national
origin under any program or activity receiving Federal financial assistance.

• Title II of the Americans with Disabilities Act prohibits public entities, which includes State and
local governments, and special purpose districts, from discriminating against individuals with
disabilities in all their services, programs, and activities, which include housing, and housing-
related services such as housing search and referral assistance.

• Title III of the Americans with Disabilities Act prohibits private entities that own, lease, and
operate places of public accommodation, which include shelters, social service establishments,
and other public accommodations providing housing, from discriminating on the basis of
disability.

HUD Coordinated Entry Notice: Section I.D

¨
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Access Models. 

1. CoC offers the same assessment approach at all access points and all access points are usable by all people
who may be experiencing homelessness or at risk of homelessness. If separate access points are identified
to meet the needs of one of the five populations allowable by HUD’s Coordinated Entry Notice, initial
screening at each access point allows for immediate linkage to the appropriate subpopulation access point
(e.g. unaccompanied youth who access CES at the access point defined for adults without children are
immediately connected to the youth-specific access point).

HUD Coordinated Entry Notice: Section II.B.2.a

¨ 

Accessibility. 

2. CoC ensures that households who are included in more than one of the populations for which an access
point is dedicated (for example, a parenting unaccompanied youth who is fleeing domestic violence) can be
served at all of the access points for which they qualify as a target population.

HUD Coordinated Entry Notice: Section II.B.2.f

3. CoC provides the same assessment approach, including standardized decision-making, at all access points.
HUD Coordinated Entry Notice: Section II.B.2.a

4. CoC ensures participants may not be denied access to the coordinated entry process on the basis that the
participant is or has been a victim of domestic violence, dating violence, sexual assault or stalking.

HUD Coordinated Entry Notice: Section II.B.12.e

5. CoC’s access point(s) must be easily accessed by individual and families seeking homeless or homelessness
prevention services.

HUD Coordinated Entry Notice: Section II.B.8

¨ 

¨ 

¨

¨ 
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Emergency Services.

6. CoC’s CE process allows emergency services, including all domestic violence and emergency services hotlines,
drop-in service programs, and emergency shelters, including domestic violence shelters and other short-
term crisis residential programs, to operate with as few barriers to entry as possible. People are able to access
emergency services, such as emergency shelter, independent of the operating hours of the system’s intake and
assessment processes.

HUD Coordinated Entry Notice: Section II.B.7

7. CoC’s written CE policies and procedures document a process by which persons are ensured access to
emergency services during hours when the coordinated entry’s intake and assessment processes are not
operating. CE written policies and procedures document how CE participants are connected, as necessary, to
coordinated entry as soon as the intake and assessment processes are operating.

HUD Coordinated Entry Notice: Section II.B.7.b

¨ 

¨ 

Prevention Services.

8. CoC’s written CE policies and procedures document a process for persons seeking access to homelessness
prevention services funded with ESG program funds through the coordinated entry process . If the CoC
defines separate access points for homelessness prevention services, written policies and procedures must
describe the process by which persons are prioritized for referrals to homelessness prevention services. To the
extent to which other (i.e.., non ESG -funded) homelessness prevention services participate in coordinated
entry processes, the policies and procedures must also describe the process by which persons will be
prioritized for referrals to these programs.

HUD Coordinated Entry Notice: Section II.B.8

¨ 

Full Coverage. 

9. CoC’s access points cover and are accessible throughout the entirety of the geographic area of the CoC.
HUD Coordinated Entry Notice: Section II.B.1

¨ 

Marketing.

10. CoC’s written coordinated entry policies and procedures document steps taken to ensure access points,
if physical locations, are accessible to individuals with disabilities, including accessible physical locations
for individuals who use wheelchairs, as well as people in the CoC who are least likely to access homeless
assistance.

HUD Coordinated Entry Notice: Section II.B.5.c

¨
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11. CoC’s written CE policies and procedures document steps taken to ensure effective communication with
individuals with disabilities. Recipients of Federal funds and CoCs must provide appropriate auxiliary aids
and services necessary to ensure effective communication (e.g. Braille, audio, large type, assistive listening
devices, and sign language interpreters.

HUD Coordinated Entry Notice: Section II.B.5.c

12. CoC’s access point(s) take reasonable steps to offer CE process materials and participant instruction in
multiple languages to meet the needs of minority, ethnic, and groups with Limited English Proficiency
(LEP).

HUD Coordinated Entry Notice: Section II.B.5.d

¨ 

¨ 

Safety Planning.

13. CoC has a specific written CE policy and procedure to address the needs of individuals and families who
are fleeing, or attempting to flee, domestic violence, dating violence, sexual assault, or stalking, but who are
seeking shelter or services from non-victim service providers. At a minimum, people fleeing or attempting
to flee domestic violence and victims of trafficking have safe and confidential access to the coordinated entry
process and victim services, including access to the comparable process used by victim service providers, as
applicable, and immediate access to emergency services such as domestic violence hotlines and shelter.

HUD Coordinated Entry Notice: Section II.B.10

¨

Street Outreach.

14. Street outreach efforts funded under ESG or the CoC program are linked to the coordinated entry process.
Written policies and procedures describe the process by which all participating street outreach staff,
regardless of funding source, ensure that persons encountered by street outreach workers are offered the same
standardized process as persons who access coordinated entry through site-based access points.

HUD Coordinated Entry Notice: Section II.B.6

¨
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Accessibility.

15. CoC’s access points, if physical locations, are sited in proximity to public transportation and other services
to facilitate participant access. A CoC or recipient of Federal funds may be required to offer some variation
to the process, e.g., a different access point, as a reasonable accommodation for a person with disabilities.
For example, a person with a mobility impairment may request a reasonable accommodation in order to
complete the coordinated entry process at a different location.

16. CoC’s access points provide connections to mainstream and community-based emergency assistance services
such as supplemental food assistance programs and applications for income assistance.

¨ 

¨ 

O
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Access Models.

17. CoC’s access points provide virtual entry where individuals and families experiencing a housing crisis may
present for initial assessment screening (e.g. a 211 or other hotline systems that screens and directly connects
callers to appropriate crisis housing and service providers in the area).

18. CoC has multiple access points, each assigned to a specific sub-region within the CoC.

19. CoC has partnered with neighboring CoCs to create a single access point covering the multi-CoC region.

20. The CoC has multiple access points to facilitate access, coordinate entry processes, and improve the quality of
information gathered for the following subpopulations:

• Adults without children;
• Adults accompanied by children;
• Unaccompanied youth;
• Households fleeing or attempting to flee domestic violence; or
• Persons at risk of homelessness.

21. CoC has a “no wrong door” approach in which a homeless family or individual can present at any homeless
housing and service provider in the geographic area.

¨ 

¨ 
 ̈  ̈ 

¨

125047
Text Box
x

125047
Text Box
x

125047
Text Box
x

125047
Text Box
18. No19. n/a20. n/ado not use HUBS

125047
Text Box
x



Coordinated Entry Process Self-Assessment (Ver. 1.1) | Page 9

B. ACCESS

þ ASSESSMENT NOTES

O
p

tio
na

l

Prevention Services.

22. CoC’s CE process includes separate access point(s) for homelessness prevention so that people at risk of
homelessness can receive urgent services when and where they are needed. If separate access points for
homelessness prevention services exist in the CoC, written CE policies and procedures describe the process
by which persons will be prioritized for referrals to homelessness prevention services.

HUD Coordinated Entry Notice: Section II.B.8

¨ 

Safety Planning.

23. Victim service providers funded by CoC and ESG program funds are not required to use the CoC’s
coordinated entry process, but CoC- and ESG-funded victim service providers are allowed to do so. Or,
victim service providers may use an alternative coordinated entry process for victims of domestic violence,
dating violence, sexual assault, and stalking.

*Note – if an alternative CE process is used for victims of domestic violence, dating violence, sexual assault
and stalking, that alternative process must meet HUD’s minimum coordinated entry requirements.

¨
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Assessment Process.

1. CoC consistently applies one or more standardized assessment tool(s), applying a consistent process
throughout the CoC in order to achieve fair, equitable, and equal access to services within the community.

HUD Coordinated Entry Notice: Section II.B.2.a

2. CoC’s written policies and procedures describe the standardized assessment process, including assessment
information, factors, and documentation of the criteria used for uniform decision-making across access
points and staff.

HUD Coordinated Entry Notice: Sections II.B.2.g.1 and II.B.3

3. CoC maintains written policies and procedures that prohibit the coordinated entry process from screening
people out of the coordinated entry process due to perceived barriers to housing or services, including, but
not limited to, too little or no income, active or a history of substance abuse, domestic violence history,
resistance to receiving services, the type or extent of a disability-related services or supports that are needed,
history of evictions or poor credit, lease violations or history of not being a leaseholder, or criminal record.

HUD Coordinated Entry Notice: Section II.B.4

¨ 

¨ 

¨ 

Assessor Training.

4. CoC provides training opportunities at least once annually to organizations and or staff persons at
organizations that serve as access points or administer assessments. CoC updates and distributes training
protocols at least annually. The purpose of the training is to provide all staff administering assessments with
access to materials that clearly describe the methods by which assessments are to be conducted with fidelity to
the CoC’s coordinated entry written policies and procedures.

HUD Coordinated Entry Notice: Section II.B.14

¨
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5. CoC’s coordinated entry process training curricula includes the following topics for staff conducting
assessments:

• Review of CoC’s written CE policies and procedures, including any adopted variations for
specific subpopulations;

• Requirements for use of assessment information to determine prioritization; and
• Criteria for uniform decision-making and referrals.

HUD Coordinated Entry Notice: Section II.B.14

¨ 

Client-Centered.

6. Participants must be informed of the ability to file a nondiscrimination complaint.
HUD Coordinated Entry Notice: Section II.B.12.g

¨ 

Participant Autonomy.

7. CoC coordinated assessment participants are freely allowed to decide what information they provide during
the assessment process, to refuse to answer assessment questions and to refuse housing and service options
without retribution or limiting their access to other forms of assistance. Written policies and procedures
specify the conditions for participants to maintain their place in coordinated entry prioritization lists when
the participant rejects options.

*Note – Programs may require participants to provide certain pieces of information to determine program
eligibility only when the applicable program regulation requires the information to establish or 
document eligibility.

HUD Coordinated Entry Notice: Section II.B.11

¨ 

Privacy Protections.

8. CoC has established written policies and procedures concerning protection of all data collected through the
CE assessment process.

HUD Coordinated Entry Notice: Section II.B.12

9. CoC has established written policies and procedures establishing that the assessment process cannot require
disclosure of specific disabilities or diagnosis. Specific diagnosis or disability information may only be
obtained for purposes of determining program eligibility to make appropriate referrals.

HUD Coordinated Entry Notice: Section II.B.12.f

¨

¨ 
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Assessment Process.

10. CoC uses locally specific assessment approaches and tools that reflect the characteristics and attributes of the
CoC and CoC participants.

11. CoC uses a valid, tested, and reliable assessment process which gathers only enough participant information
to determine the severity of need and eligibility for housing and related services.

12. CoC uses a phased approach to assessment which progressively collects only enough participant information
to prioritize and refer participants to available CoC housing and support services.

13. CoC employs a phased approach to assessment which segments the collection of participant information into
the following stages:

• Initial Triage – resolving the immediate housing crisis; identification of the CoC crisis response
system as the appropriate system to address the potential participant’s immediate needs.

• Diversion and/or Prevention Screening – examination of existing CoC and participant resources
and options that could be used to avoid entering the homeless system of care.

• Crisis Services Intake – information necessary to enroll the participant in a crisis response project
such as emergency shelter or other homeless assistance project.

• Initial Assessment – information to identify a participant’s housing and service needs with the
intent to resolve participant’s immediate housing crisis.

• Comprehensive Assessment – information necessary to refine, clarify, and verify a participant’s
housing and homeless history, barriers, goals, and preferences. Assessment information supports
the evaluation of participant’s vulnerability and prioritization for assistance.

• Next Step/Move On Assessment – information revealed or known after an Initial Assessment is
conducted when that new information may suggest a revised referral strategy. Or, re-evaluating
participants who have been stably housed for some time and who may be ready for less intensive
housing and service strategies.

14. CoC employs a Housing First oriented assessment process which is focused on rapidly housing participants
without preconditions.

 ̈

¨ 

¨

¨

¨
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Assessor Training.

15. All staff administering assessments use culturally and linguistically competent practices, including the
following:

• CoC incorporates cultural and linguistic competency training into the required annual training
protocols for participating projects and staff members; and

• Assessments use culturally and linguistically competent questions for all persons that reduce
cultural or linguistic barriers to housing and services for special populations.

16. All assessment staff are trained on how to conduct a trauma-informed assessment of participants. Special
consideration and application of trauma-informed assessment techniques are afforded victims of domestic
violence or sexual assault to help reduce the chance of re-traumatization.

17. All Assessment staff are trained on safety planning and other next step procedures if safety issues are identified
in the process of participant assessment.

¨ 

¨

¨

Client-Centered.

18. Physical assessment areas are made safe and confidential to allow for individuals to identify sensitive
information or safety issues in a private and secure setting.

19. Assessment questions are adjusted according to specific subpopulations (i.e. Youth, Individuals, Families,
and Chronically Homeless) and responses to questions. For example, if a participant is under the age of 18
questions related to Veteran status and experience with the armed services can be skipped.

20. Assessment questions and instructions reflect the developmental capacity of participants being assessed.

21. CoC’s assessment process incorporates a person-centered approach, including the following:
• Assessments are based in part on participant’s strengths, goals, risks, and protective factors.
• Tools and assessment processes are easily understood by participants.
• Assessments are sensitive to participants’ lived experience.
• Participants are offered choice in decisions about location and type of housing.
• Participants are able to easily understand to which program they are being referred, what the

program expects of them, what they can expect of the program, and evidence of the program’s
rate of success.

¨ 

¨ 

¨
¨ 
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Incorporating Mainstream Services.

22. CoC includes relevant mainstream service providers in the following activities:
• Identifying people at risk of homelessness;
• Facilitating referrals to and from the coordinated entry process;
• Aligning prioritization criteria where applicable;
• Coordinating services and assistance; and
• Conducting activities related to continual process improvement.

23. CoC has established written CE policies and procedures describing how each participating mainstream
housing and service provider will participate, including the process by which referrals will be made and
received.

¨ 

¨ 
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Assessment Process.

24. CoC uses a publicly available, rather than locally specific, standardized assessment tool(s) to facilitate their
assessment process (e.g. VI-SPDAT or vulnerability index-service prioritization decision assistance tool).

25. CoC allows Veteran Affairs (VA) partners to conduct assessments and make direct placements into any
homeless assistance program, with the method for doing so included in the CoC’s coordinated entry policies
and procedures and written standards for affected programs.

¨ 

¨ 

Street Outreach.

26. Street outreach activities incorporate the assessment process, in part or whole, into street outreach activities or
separate the assessment process so that it is only conducted by assessment workers who are not part of street
outreach efforts.

¨
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Core Requirements.

1. CoC uses the coordinated entry process to prioritize homeless persons within the CoC’s geographic area:
• Prioritization is based on a specific and definable set of criteria that are documented, made

publicly available and applied consistently throughout the CoC for all populations.
• CoC’s written policies and procedures include the factors and assessment information with which

prioritization decisions are made.
• CoC’s prioritization policies and procedures are consistent with CoC and ESG written standards

under 24 CFR 578(a)(9) and 24 CFR 576.4.

*Note – Refer to HUD Prioritization Notice: CPD-16-11 for detailed guidance on prioritizing persons
experiencing chronic homelessness and other vulnerable homeless populations in permanent supportive 
housing.

HUD Coordinated Entry Notice: Section II.B.3

2. CoC’s written CE policies and procedures include the factors and assessment information with which
prioritization decisions are made for all homeless assistance.

HUD Coordinated Entry Notice: Section II.B.3

¨ 

¨ 

Emergency Services.

3. CoC’s written CE policies and procedures clearly distinguish between the interventions that will not be
prioritized based on severity of service need or vulnerability, such as entry to emergency shelter, allowing
for an immediate crisis response, and those that will be prioritized, such as permanent supportive housing
(PSH).

HUD Coordinated Entry Notice: Section II.B.7

¨
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Nondiscrimination. 

4. CoC does not use data collected from the assessment process to discriminate or prioritize households for
housing and services on a protected basis, such as race, color, religion, national origin, sex age, familial status,
disability, actual or perceived sexual orientation, gender identify or marital status. CoC’s written policies and
procedures for CE document how determining eligibility is a different process than prioritization.

*Note – In certain circumstances some projects may use disability status or other protected class
information to limit enrollment, but only if Federal or State statute explicitly allows the limitation 
(e.g. HOPWA-funded projects may only serve participants who are HIV+/AIDS).

HUD Coordinated Entry Notice: Sections I.D and II.B.2.g(2)

5. CoC’s written CE policies and procedures document process for participants to file a nondiscrimination
complaint.

HUD Coordinated Entry Notice: Section II.B.12.g

7. CoC’s written policies and procedures document conditions under which participants maintain their place in
coordinated entry prioritization lists when the participant rejects referral options.

HUD Coordinated Entry Notice: Section II.B.9

¨

¨

¨

Prioritization List.

8. If the CoC manages prioritization order using a “Prioritization List,” CoC extends the same HMIS data
privacy and security protections prescribed by HUD for HMIS practices in the HMIS Data and Technical
Standards.

HUD Coordinated Entry Notice: Section II.B.3

¨

Prevention Services.

9. If separate access point(s) for homelessness prevention services exist in the CoC, written CE policies and
procedures describe the process by which persons will be prioritized for referrals to homelessness prevention
services.

HUD Coordinated Entry Notice: Section II.B.8

¨
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Prioritization List.

10. CoC has established a community-wide list of all known homeless persons who are seeking or may need
CoC housing and services to resolve their housing crisis. The community-wide list generated during the
prioritization process, variously referred to as a “By Name List,” “Active List,” or “Master List,” provides an
effective way to manage an accountable and transparent prioritization process.

¨

Prioritization Factors.

11. CoC uses any combination of the following factors to prioritize homeless persons:
• Significant challenges or functional impairments, including physical, mental, developmental,

or behavioral health challenges, which require a significant level of support in order to maintain
permanent housing.

• High utilization of crisis or emergency services to meet basic needs.
• Extent to which persons, especially youth and children, are unsheltered.
• Vulnerability to illness or death.
• Risk of continued homelessness.
• Vulnerability to victimization, including physical assault, trafficking, or sex work.

HUD Coordinated Entry Notice: Section II.B.3

¨

Prioritization Process.

12. CoC identifies a prioritization entity, agency, or other decision-making entity empowered by the CoC to
manage the process of determining and updating participant prioritization for available CoC housing and
supportive services.

13. In cases where the assessment tool does not produce the entire body of information necessary to determine
a household’s prioritization, either because of the nature of self-reporting, withheld information, or
circumstances outside the scope of assessment questions, the CoC allows case workers and others working
with households to provide additional information through case conferencing or another method of case
worker input.

14. CoC maintains a prioritization list such that participants wait no longer than 60 days for a referral to
housing or services. If the CoC cannot offer a housing resource to every prioritized household experiencing
homelessness within 60 days or less, then the CoC adjusts prioritization standards in order to more precisely
differentiate and identify resources for those households with the most needs and highest vulnerabilities.

¨

¨

¨
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d 15. In the event that two or more homeless households within the same geographic area are identically prioritized
for the next available unit, and each household is also eligible for that unit, the CoC selects the household
that first presented for assistance in the determination of which household receives a referral to the next
available unit.
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Prioritization Process.

16. CoC establishes scoring criteria that translate the participant’s current living situation and barriers impacting
participant’s ability to obtain and/or maintain housing into a numerical score that can also be used to inform
the referral process.

¨
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Referrals to Participating Projects.

1. CoC’s CE process includes uniform and coordinated referral process for all beds, units, and services available
at participating projects within the CoC’s geographic area for referral to housing and services.

HUD Coordinated Entry Notice: Section II.B.3

2. CoC and projects participating in the coordinated entry process do not screen potential project participants
out for assistance based on perceived barriers related to housing or services.

HUD Coordinated Entry Notice: Section II.B.3

3. CoC- and ESG-program recipients and subrecipients use the coordinated entry process established by the
CoC as the only referral source from which to consider filling vacancies in housing and/or services funded by
CoC and ESG programs.

HUD Coordinated Entry Notice: Section I.B

¨

¨

¨

Nondiscrimination.

4. CoC and all agencies participating in the coordinated entry process comply with the equal access and
nondiscrimination provisions of Federal civil rights laws.

HUD Coordinated Entry Notice: Sections I.D and II.B.3 

5. CoC’s referral process is informed by Federal, State, and local Fair Housing laws and regulations and ensures
participants are not “steered” toward any particular housing facility or neighborhood because of race, color,
national origin, religion, sex, disability, or the presence of children.

HUD Coordinated Entry Notice: Sections I.D and II.B.3

¨

¨
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Referrals to Participating Projects.

6. CoC maintains and annually updates a list of all resources that may be accessed through referrals from the  
coordinated entry process.

7. Each CoC project establishes and makes publicly available the specific eligibility criteria the project uses to
make enrollment determinations.

8. Non HUD-funded CoC agencies participating in the coordinated entry process fill project vacancies only
through referrals from the referring agency/entity.

9. CoC’s written CE policies and procedures include standardized criteria by which a participating project may
justify rejecting a referral.

10.  CoC’s written CE policies and procedures document uniform process for managing rare instances of referral
rejection, as well as the protocol the coordinated entry process must follow to connect the rejected household
with a new project.

11.  Upon referral, CoC participants receive clear information about the project they are referred to, what
participants can expect from the project, and expectations of the project.

12.  CoC identifies a referral entity, agency, CoC-subcommittee, or other decision-making entity empowered by
the CoC to manage the process of referring participants to available CoC housing and supportive services.

13.  If a CoC participant is prioritized for permanent supportive housing (PSH) but no PSH resources are
available, that participant is offered any other CoC resource available in the CoC’s geographic area.

14.  CoC establishes a minimum set of participant information associated with a referral and which will be shared
by a referring agency/entity with the project receiving the referral.

15.  CoC establishes alternate processes to identify suitable options when projects reject a participant and when
participants reject a project.

¨

¨

¨

¨

¨

¨

¨

¨

¨

¨
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E. REFERRAL

þ ASSESSMENT NOTES
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16. CoC employs a ‘Housing Navigator’ function to ensure efficient and effective enrollment, and subsequent
movement from one CoC project to another. While specific ‘Housing Navigator’ functions will vary from
CoC to CoC, typical duties include the following:

• Work closely with referral agencies regarding eligibility determination.
• Develop a Housing Stability Plan.
• Complete housing applications.
• Perform housing search and placement.
• Outreach to and negotiations with landlords.
• Assisting with submitting rental applications and understanding leases.
• Addressing barriers to project admissions.

¨

Participant Autonomy.

17. CoCs incorporate a person-centered approach into the referral process. That approach is documented in
CoC’s written policies and procedures for coordinated entry management. A person-centered approach
includes:

• Participant choice in decisions such as location and type of housing, level and type of services,
and other project characteristics, including assessment processes that provide options and
recommendations that guide and inform participant choice, as opposed to rigid decisions about
what individuals and families need.

• Clear expectations concerning where participants are being referred, entry requirements, and
services provided.

¨
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Referrals to Participating Projects.

18. CoC establishes referral zones or referral regions within the geographic area of the CoC. These referral zones
are designed to avoid forcing persons to travel or move long distances to be assessed or served.

19. CoC transmits participant referral information electronically, via the CoC’s HMIS or other data management
system.

¨

¨
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F. DATA MANAGEMENT

þ ASSESSMENT NOTES
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Core Requirements.

1. When using an HMIS or any other data system to manage coordinated entry data, CoC ensures adequate
privacy protections of all participant information per the HMIS Data and Technical Standards at (CoC
Program interim rule) 24 CFR 578.7(a)(8).

HUD Coordinated Entry Notice: Sections II.B.3 and II.B.13

¨

Privacy Protections.

2. CoC’s written CE policies and procedures include protocols for obtaining participant consent to share and
store participant information for purposes of assessing and referring participants through the coordinated
entry process.

HUD Coordinated Entry Notice: Section II.B.12

3. CoC prohibits denying services to participants if the participant refuses to allow their data to be shared
unless Federal statute requires collection, use, storage, and reporting of a participant’s personally identifiable
information (PII) as a condition of program participation.

HUD Coordinated Entry Notice: Sections II.B.12.c and II.B.13

4. If using HMIS to manage coordinated entry functions, CoC ensures all users of HMIS are informed and
understand the privacy rules associated with collection, management, and reporting of client data.

HUD Coordinated Entry Notice: Section II.B.12

¨

¨

¨
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HMIS Use.

5. CoC uses HMIS as part of its coordinated entry process, collecting, using, storing, sharing, and reporting
participant data associated with the coordinated entry process. ¨

Privacy Protections.

6. CoC only shares participant information and documents when the participant has provided written consent. ¨
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F. DATA MANAGEMENT

þ ASSESSMENT NOTES
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Data Systems Management.

7. CoC imports and exports data to support collaboration between homeless service providers and mainstream
resource providers (Medicaid, criminal justice re-entry programs, healthcare services, etc.).

8. CoC integrates data between multiple data systems to reduce duplicative efforts and increase case
coordination across providers and funding streams.

9. CoC manages and maintain a list of referral resources in a systematic way that encourages high data quality
and utilizes the AIRS Taxonomy to ensure uniformity in naming and describing resources.

¨

¨

¨

HMIS Functionality.

10. CoC automates coordinated entry processes including resource prioritization, prioritization list management,
and eligibility determination. ¨
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G. EVALUATION

þ ASSESSMENT NOTES
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Core Requirements.

1. CoC consults with each participating project and project participants at least annually to evaluate the intake,
assessment, and referral processes associated with coordinated entry. Solicitations for feedback must address
the quality and effectiveness of the entire coordinated entry experience for both participating projects and
households.

HUD Coordinated Entry Notice: Section II.B.15

¨

Evaluation Methods.

2. CoC ensures through written CE policies and procedures the frequency and method by which the CE
evaluation will be conducted, including how project participants will be selected to provide feedback, and
must describe a process by which the evaluation is used to implement updates to existing policies and
procedures.

HUD Coordinated Entry Notice: Section II.B.15

¨

Privacy Protections.

3. CoC ensures adequate privacy protections of all participant information collected in the course of the annual
coordinated entry evaluation.

HUD Coordinated Entry Notice: Section II.B.12

¨
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d Evaluation Methods.

4. CoC incorporates system performance measures or other evaluation criteria into their required annual
coordinated entry evaluation plan. ¨
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G. EVALUATION

þ ASSESSMENT NOTES
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5. CoC ensures that evaluation is part of the implementation planning process from the inception of CE:
• Determine which aspects of the effectiveness of the system will be measured.
• Determine which aspects of the process will be evaluated for fidelity to the policies and

procedures.
• Determine how to gather data to track the selected measures.
• Determine whether and how to use the evaluation results to inform other aspects of the system

planning and monitoring.

¨

Stakeholder Consultation.

6. CoCs employ multiple feedback methodologies to ensure participating projects and households have frequent
and meaningful opportunities for feedback. Feedback methodologies include the following:

• Surveys designed to reach either the entire population or a representative sample of participating
providers and households;

• Focus groups of five or more participants that approximate the diversity of the participating
providers and households; and

• Individual interviews with participating providers and enough participants to approximate the
diversity of participating households.

¨

125047
Text Box
x

125047
Text Box
x

125047
Text Box
Collect comments, stakeholder meetings

125047
Text Box
Followup questions:21-25:are the CES the same as the WS?17: assessor training



61 Broadway, Suite 2300 New York, NY 10006 212-986-2966 csh.org

July 17, 2018

Re: CA-611 Oxnard, San Buenaventura/Ventura County

During implementation of a Coordinated Entry System, this community received Coordinated Entry Self-Assessment, Vets@Home, and
Youth Homelessness Demonstration Program Technical Assistance via work plans assigned to CSH.

Youth TA focused on leveraging funding sources, improved systems analysis, implementation and improvement of diversion and
prevention strategies, and implementation of a youth experience survey. The community applied for Round 2 of YHDP funding.

The Vets@Home work group reported positive progress during TA with communication and collaboration amongst Federal and local
partners and agencies. TA focused on system planning and coordinated entry improvement for veterans. New staff at the VA have been
more responsive and the COC is encouraged that recent meetings will result in higher level engagement and progress.

The community initiated Coordinated Entry TA in September 2017 and at that time the CoC was working up to full implementation of
their Coordinated Entry System. The community’s policies and procedures met compliance requirements. TA met regularly with CoC
staff through the January deadline focusing on examples, best practices, and peer-to-peer connections for information sharing, especially
regarding incorporation of victim service providers, HMIS workflows, and assessment tools and processes. CoC staff participated in a peer-
to-peer forum call facilitated by TA with other California communities in December 2017.

This community was heavily impacted by disasters in 2017 and all TA connected them with other communities similarly impacted. The
CoC focused on post-disaster rehousing and continually advocated for recovery efforts aimed at homeless and unstably housed populations.
CoC staff participated in a peer-to-peer Unsheltered Homelessness forum facilitated by the Region IX TA team and a collaboration with
staff and a veteran homelessness work group in CA-609 San Bernardino City/County.

Sincerely,

Micah Snead
Senior Program Manager, Federal Technical Assistance
HUD Region IX Regional Technical Assistance Team
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Vision 

 All homeless services providers (level 1) are using VC HMIS 

 Coordinated Entry is maximized such that clients and resources are connected  

   in the most efficient and effective way  

 Real time reports with the data requested is easily accessible 

 Funding for growth to comprehensively support the community 

 Advocate for a more streamline and strategic collection of HUD mandated data elements  

Mission Statement  

We strategically administer the VC Homeless Management Information System to support 

the prevention and ending of homelessness in Ventura County. 

1. Meet or exceed program mandates and required performance metrics (enhancements 

and implementation of program, operations, and system) 

Strategies:  

 Compare HMIS Annual Performance Report (APR) year to year and provide measures to 
   monitor performance  
 Measure coordinated entry system referral timeframes  

 Increase community-wide data measures: City, Day Services Model, HMIS Dashboard, 
   QLIK, use HMIS performance in funding decisions, documented recommendations                                                  
 Pathways to Home/Coordinated Entry System 2.0 Implementation  

 Chronically Homeless Documentation: 24 business hours to acknowledge / 48 business 
   hours to review (approve or request further documentation)  
 Proactively and consistently self-monitor to Housing and Urban Development (HUD)   
   Mandates and locally established performance measures.  

CY 2018/2019 HMIS Strategic Goals 

 VC Homeless Management Information System (HMIS) 

Contract Year (CY) 2018/2019 

Mission Statement, Vision, and Strategic Goals 
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2. Provide excellent customer service to all clients, their families, and supporters       

      (internal clients/HMIS users)     

Strategies:       

 HMIS Support: SLA Standards, Resolution, Notification, Escalation Process, Customer 
   Service Survey                                                                                                                                
 Increase ongoing growth in training catalog: Timely-Annual Calendar and robust training 
   resources                                                                                                  
 

3. Increase employee engagement        

Strategies:       

 100 % of HMIS staff Trauma Informed Services (TIS) trained 

 100 % of staff will receive Customer Service training 
 100 % of VC HMIS Users are Trauma Informed Services trained  
 

4. Increase and enhance community engagement and partnerships  

Strategies: 

 Increase quality and attendance in HMIS Steering Committee meeting 

 Increase quality and attendance in HMIS Operations Committee 
 Increase outreach to grow the number of homeless services providers utilize VC HMIS 

 Enhance and support best practices, program and technical training for the entire VC  
   HMIS community of agencies and users. 



VC HMIS Organizational Chart

The following organizational charts within this section represent the following organizations:

 VC HMIS Team

 Ventura County Human Services Agency, Adult and Family Services Division- Leadership Team
(only) Organizational Chart

 Ventura County Human Services Agency, Business and Technical Department

 Ventura County Human Services Agency, Fiscal Department

The members of the VC HMIS Team are primarily made up of Ventura County Human Services Agency
employees who serve in full time roles/functions within their respective agency and departments. With
the exception of the Coordinated Entry Program Coordinator (which is 100% funded through a
CES/HMIS Grant), the VC HMIS team members must fulfill their VC HSA roles as well as their VC HMIS
roles. Their department/organizational charts are included to provide context and background relative
to the supervisory structure and the coordinated effort required at the management and administrative
level to support these team members.
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1.  PROJECT SUMMARY  

A. Background: The Congressional Directive  

A Homeless Management Information System (HMIS) refers to a system for tracking 

the use of homeless programs and producing an unduplicated count of the people using 

those programs.  For FY2001, Congress directed the U.S. Department of Housing and 

Urban Development (HUD) to ensure that homeless programs using federal funds 

participate in local systems to track the use of services and housing.1  

  

The Ventura County HMIS programs include:  

  

Homeless Assistance Programs under HEARTH  

• Continuum of Care   

1. Permanent Housing - (Permanent Supportive Housing and Rapid Re-Housing)  

2. Transitional Housing  

3. Supportive Services Only  

  

• Emergency Solutions Grant (ESG)  

1. Emergency Shelter  

2. Homeless Prevention  

3. Rapid Re-Housing  

  

Non-HUD Funded Homeless Service Programs  

Programs that receive other sources of funding are not required to participate in HMIS, 

but are strongly encouraged to do so to contribute to a better understanding of 

homelessness in our communities.  

  

To follow Congress’ directive, HUD has told communities to assess their own needs 

and select the HMIS software that best meets those needs.  HUD has provided 

substantial technical assistance to the Ventura County HMIS to support the planning 

process.  

  

The VC HMIS is not connected to any federal or national data collection facility and data 

is not passed electronically to any other national database for homeless or low-income 

individuals.  

  

B. Operating Procedures  

Operating Procedures will provide specific policies and steps necessary to control the 

operational environment and enforce compliance in the areas of:   

1. Provider Participation   

                                            
1 See HUD Strategy for Homeless Data Collection Conference Report (H.R. Report 106-988), which indicated that “local 

jurisdictions should be collecting an array of data on homelessness in order to prevent duplicate counting of homeless persons and 

to analyze their patterns of use of assistance, including how they enter and exit the homeless assistance system and the 

effectiveness of the systems.   

HUD is directed to take the lead in working with communities toward this end and to analyze jurisdictional data within three years.”   
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2. User Authorization   

3. Collection of Client Data   

4. Release of Client Data   

5. Workstation Security   

6. Training   

7. Technical Support  

 

C. Organization: The Ventura County HMIS (VC HMIS)  

Ventura County Human Services Agency (HSA) is the Lead Organization for the 

Ventura County HMIS. Ventura County HMIS has the “responsibility to establish, 

support and manage HMIS in a manner that will meet HUD’s standards for minimum 

data quality, privacy, security, and other requirements for organizations participating 

in HMIS.”  

Ventura County HMIS’s goal is to go beyond the HUD mandate of producing 

unduplicated counts of homeless persons. Our charter is to provide a 

comprehensive case management system that allows the Participating Agency 

User to draw on the collected information to make informed program decisions.  

D. Mission Statement & Vision   

Mission: The Ventura County HMIS goal is to go beyond the HUD mandate of producing 

unduplicated counts of homeless persons. Our mission is to provide a comprehensive 

case management system to advance the provision of quality services for homeless 

persons, improve data collection, and promote more responsive policies to end 

homelessness in Ventura County.  

  

HMIS is designed to be an integrated network of homeless and other service providers 

that use a central database to collect, track and report uniform information on client 

needs and services. This system will not only meet Federal requirements but also 

enhance service planning and delivery.  

  

Vision: To develop, implement and administer a countywide information management 

system that collects client level data on homeless persons and those at risk of 

homelessness (per the HEARTH Act Definition).  This HMIS system will generate 

reports, inform community service planning processes, increase service delivery 

efficiencies and, with the client’s consent, provide a mechanism to share client needs 

for service among partnered agencies.    

E. Software   

Ventura County HMIS has chosen Bowman’s ServicePoint product for our HMIS.  The 

modules that are supported as of January 2016 are:  

• ServicePoint, which includes:  

 ClientPoint 

 ResourcePoint 

 ShelterPoint 

 ActivityPoint 
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 SkanPoint  

 CallPoint  

 EligibilityPoint  

   

The software functionality tracks/records:  

• Outcome Management:  

o Households 

o Entry/Exit 

o Assessments 

o Measurements (Self Sufficiency Matrix) 

o Services 

o Goals 

o Referrals  

 Client Demographic Data Collection (HUD)  

 Client Case Management  

 Information and Referral Capabilities  

 Bed Maintenance, Tracking and Assignment Module  

 Customized Reporting Capability  

 Real Time Data Entry  

 Activities Management  

 Case Notes Management 

 Advanced Security Features  

  

2 PARTICIPATION REQUIREMENTS   

A. Adherence to Policies  

All users and agency representatives must agree to the policies in this document in order 

to participate in the VC HMIS.  A signed agreement to do so is required of all users and 

Participating Agencies.  This section details technical, staffing assignments and training 

that must be fulfilled prior to being granted access to the system.  

  

The Policies and Procedures manual and all attachments may be amended as needed 

at any time.  Participating Agencies will be notified of any Policies and Procedures manual 

changes.  

B. Participation Agreements   

Participating Agencies are those agencies that connect to the VC HMIS for the purposes 

of data entry, data editing and data reporting.  Relationships between the VC HMIS and 

Participating Agencies are governed by any standing agency-specific agreements 

and/or contracts already in place. Ventura County HMIS manages the Partner Agency 

User Agreement and the contents of the Policies and Procedures Manual. All 

Participating Agencies are required to abide by the policies and procedures outlined in 

this manual.  
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Prospective Agency: 
For prospective agencies, VCHMIS offers an Onboarding Meeting which provides an in 
depth look at the HMIS system, benefits of using HMIS, requirements for participation 
with HMIS and licensing information. 
 
VCHMIS Staff will:   
1. Meet with provider to determine workflow 
2. If interested,  

a. Provide MOU to agency director for approval along with the invoice for  
payment (if 6 months into the fiscal year, license fees may be prorated) 

b. Set up new users with HMIS training which may be done at Quarterly 
training or individually (depending on the needs of the agency).  The 
Partner Agency User Agreement and Policies and Procedures are 
reviewed and signed at training. 

3. Set up training environment in HMIS for approval,  
4. Provide the training environment to the requestor for their review and approval, 
5. Once approved, then full utilization in Production 

 

Existing Agency:  

For participating agencies needing to add staff to the HMIS system, the prospective staff 

member will need to participate in item 2 mentioned above prior to full utilization in 

production.  In addition, if additional licenses are required, agency director will need to 

request additional license by contacting VCHMIS support. 

  

Prior to obtaining access to the VC HMIS, every agency must adopt the following 

documents:   

  

• Ventura County Homeless Management Information System Partner Agency User 

Agreement (PAUA) – The agreement made between the Participating Agency User 

and the VC HMIS which outlines agency responsibilities regarding their participation 

in the HMIS. This document is legally binding and encompasses all state and federal 

laws relating to privacy protections and data sharing of client specific information.   

• Ventura County HMIS Client Informed Consent & Release of Information 

Authorization (ROI) must be implemented and monitored by agencies and would 

require clients to authorize in writing the entering and/or sharing of their personal 

information electronically with other Participating Agencies throughout the Ventura 

County HMIS where applicable.  

• Ventura County HMIS Client Rights and Explanation of Data Uses – Client 

Information document to inform clients how their personal information gathered and 

entered into HMIS will be utilized for their benefit, should they agree to provide it.  

• Ventura County Privacy Notice (PN) – Document provided to inform client the 

purpose of HMIS and the requirement to gather personal information.  

• Ventura County HMIS Revocation of Consent   

• Memorandum of Understanding (MOU) – The MOU confirms the responsibilities of 

the VC HMIS and the Partner Agency for ongoing HMIS activities as defined in the 

VC HMIS Policy and Procedures.   
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C. Technical Standards    

The VC HMIS is responsible for each Participating Agency’s oversight and adherence to 

the Technical Standards.  All agencies will be subject to periodic on-site security 

assessments to validate compliance of the agency’s information security protocols and 

technical standards. The site visit will also review how the agency uses HMIS, including   

Processes and workflow related to data entry, for service improvement opportunities.    

(See Appendix IV for review item checklist).  

Site Assessments will ensure you are in compliance with the following Technology 

Standards.  

  

Network  

• High Speed internet  access 

o DSL, Cable, T1 Line, etc.  

o No dial up connections  

• Firewall 

o Internet security suite recommended  

 Anti-virus  

 Intrusion detection  

 Quarantine 

 Personal firewall at minimum  

• Mobile devices 

• WiFi recommended 

o 4G/LTE or faster  

o No 3G or older  

  

Device/Hardware  

• Windows XP or higher  

• Multicore processors  

• 4 GB RAM recommended, 2 GB RAM minimum  

• Video: 1024x768 minimum  

• No Netscape, Mozilla, AOL etc…  

• No Mac’s, UNIX, Linux etc…  

D. Training  

All HMIS Users must complete training appropriate to their functions as described in 

Section 5 prior to gaining access to the VC HMIS.  A minimum of one training event per 

contract year is required for each licensed user.  Additional training may be required if 

there are major system upgrades and/or regulatory changes.  This additional training will 

be communicated as being mandatory at the time that the training is established.  

  

VC HMIS System Administrator will be trained to provide basic user follow-up training to   

Support agency staff using the VC HMIS. VC HMIS System Administrator trainers will 

provide periodic refresher training for other users as needed.  
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Training Tracks include:  

• HMIS User training (new and existing users)  

• Reports training  

• Coordinated Entry Training (Pathways to Home) 

• Ethics and Confidentiality training  

• Privacy and Security training  

• Training related to system releases as necessary   

E. Participation Fees  

Effective October 1, 2017, participation fees will commence.  Fee structure is listed below: 

 Initial set up fee for license, this is a one-time fee per license:  $250 

 User License fee, per user, per year: $250 

It is expected that the license fees are paid at the time of set up and will be charged 

annually per the HMIS Contract Year, which is October 1-September 30.  Invoice 

information is listed in section F.   

 
 If an agency is requesting licenses six months into the contract year, license fees may 

be prorated, subject to approval by the HMIS System Administrator. 

 

F.  Invoice & Payment for Participation Fees 

Invoices and Memorandum of Understanding (MOU) will be sent August 1st of each fiscal 

year with a return deadline of September 30th.  Payment will be sent to: 

  County of Ventura 

  Human Services Agency 

  Attn:  Fiscal Department 

  855 Partridge Dr. 

  Ventura, CA  93003 

 

3.  SYSTEM ROLES AND RESPONSIBILITIES  

A. Ventura County HMIS Organization Chart   

Definitions of System Roles and Responsibilities are located under Section 10: 

Terminology.  

Continuum of Care   

  

HMIS STEERING COMMITEE 

  

HMIS OPERATIONS COMMITTEE  
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4.  CLIENT RIGHTS  

 

Clients served by agencies participating in the VC HMIS have the following rights:  

A. Communication  

1. Clients have a right to privacy and confidentiality.  

2. Clients have a right to not answer any questions unless entry into the Agency’s 

program requires it.   

3. Client information may not be shared without informed consent (posting of Privacy 

Notice (PN) and Mandatory Collection Notice.   

4. Every client has a right to an understandable explanation of the VC HMIS and 

what “consent to participate” means.  The explanation shall include: a) Type of 

information collected  

b) How the information will be used  

c) Under what circumstances the information will be used  

d) That refusal to provide consent to collect information shall not be grounds for 

refusing entry to the program.  

e) A copy of the consent shall be given to the client upon request, and a signed 

copy kept on file at the Participating Agency, if applicable.  

f) A copy of the Privacy Notice (PN) shall be made available upon client request.  

g) A copy of the Statement of Client Rights shall be made available upon client 

request.  

B. Participation Opt Out  

Clients have a right not to have their personal identifying information in the VC HMIS 

shared outside the agency, and services cannot be refused if the client chooses to opt 

out of participation in the HMIS.  However, clients may be refused program entry for not 

meeting other agency eligibility criteria.  

  

In the event that a client previously gave consent to share information in the VC HMIS 

and chooses at a later date to revoke consent (either to enter or to share), a HMIS Client 

Revocation of Consent to Release Information Form must be completed and kept 

on file.  

C. Access to Records  

A client has the right to request access to their personal information stored in the 

VC HMIS from the authorized agency personnel.  The agency, as the custodian of 

the client data, has the responsibility to provide the client with the requested 

information except where exempted by state and federal law.  

  

When requested, a client has the right to:  

HMIS ADMINISTRATOR-HSA 
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1. View his or her own data contained within the VC HMIS; No client shall have access 

to another client’s records within the VC HMIS.  An agency may not share any 

information about the client entered by other agencies beyond the agreed upon 

shared data elements.   

D. Grievances  

The client has the right to file a grievance with an agency.  All Participating Agencies 

must have written grievance procedures that can be provided to a client on demand.  If, 

after following the grievance procedure, the grievance is not resolved, the complaint 

may be escalated to the CoC Governing Body.   

  

5. POLICIES FOR USERS & AGENCIES  

A. User Access  

User access will be granted only to those individuals whose job functions require 

legitimate access to the VC HMIS.  Each HMIS User will attend the appropriate training 

course, sign a Participating Agency User Agreement and satisfy all the conditions 

herein before being granted access to the VC HMIS.  

  

Explanation: The Participating Agency will determine which of their employees need 

access to the VC HMIS.  

Identified users must:  

• Attend the appropriate training course for their position.  For example, if the user will 

be case managing or entering client data, then the “New User” course would be 

appropriate, whereas if the person were only assigned to running reports, then the 

“Report Viewer” class would be appropriate.    

• Sign the Participating Agency User Agreement stating that he/she has received 

training, will abide by the VC HMIS Policies and Procedures will appropriately 

maintain the confidentiality of client data, and will only collect, enter and retrieve data 

in the VC HMIS relevant to the delivery of services to people in housing crisis in the 

area served by the VC HMIS Collaborative.   

• The signed Participating Agency User Agreement must be provided to the HMIS 

System Administrator prior to receipt of the user account.  

B. User Activation  

The HMIS System Administrator will provide unique user names and passwords to each 

Participating Agency user.  

  

Explanation: User names will be unique for each user and will not be shared with other 

users. The HMIS System Administrator will set up a unique user name and password 

for each user upon completion of training and receipt of the signed Participating 

Agency User Agreement and the receipt of the signed acknowledgement of the 

Policies and Procedures Manual from each user via the Agency management. The 

sharing of user names will be considered a breach of the Participating Agency User 

Agreement and will result in termination of the user account.  
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C. Passwords  

Passwords must be no less than eight and no more than sixteen characters in 

length, and must be alphanumeric upper and lower case with special 

characters.  The HMIS System Administrator will communicate passwords 

directly to the user.   

  

Forced Password Change (FPC):  The FPC will occur every one hundred and 

eighty (180) consecutive days.  Passwords will expire and user will be prompted to 

enter a new password.  Users may not use the same password consecutively, but 

may use the same password more than once.  

Unsuccessful logon:  If a User unsuccessfully attempts to logon three times, the User 

ID will be “locked out”, access permission revoked and user will be unable to gain access 

until their password is reset by the HMIS System Administrator in the manner stated 

above.  

D. User Levels   

1. Case Manager: This group consists of case managers who provide the day-to-day 

updating of client files.  Case Managers will have access to all records located in 

Central Intake and in the Client folder, including Program Entry, Case Notes, Track 

Savings, Assessments, Group Services, and Program Exit.  

  

2. Reports Only: This group includes any user at the agency who does not need to have 

access to client information except in report form.  These reports can be canned 

(already built) reports, ad-hoc reports, and customized reports.  

  

3. Agency Administrator: This group has all the access listed above, and additional 

access to the Agency Folder, in which they will maintain agency set-up information 

like program set-up, milestones, targets, and contracts/grants.  

  

4. HMIS System Administrator: This group of top-level VC HMIS Administrators 

supports all agencies within the continuum and will have access to every part of the 

VC HMIS in order to support users.  

  

E. Confidentiality and Informed Consent  

All Participating Agencies agree to abide by and uphold all privacy protection standards 

established by the Ventura County HMIS as well as their respective agency’s privacy 

procedures.  The Agency will also uphold relevant Federal and California State 

confidentiality regulations and laws that protect client records, and the Agency will only 

release program level client data with written consent by the client, or the client’s 

guardian, unless otherwise provided for in the regulations or laws.  

  

Explanation: Participating Agencies are required to develop procedures for providing 

oral explanations to clients about the usage of a computerized HMIS and are required 
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to post a Mandatory Collection Notice and a Privacy Notice (PN) in order to share 

Central Intake client information with other HMIS Participating  

Agencies.  HUD Data Standards provide guidance for Participating Agencies regarding 

certain HMIS policies.   

However, in instances of conflict between state or federal law and the HUD Data 

Standards, the state and/or federal law take precedence.  

  

Oral Explanation:  All clients will be provided an oral explanation stating their 

information will be entered into a computerized record keeping system. The Participating 

Agency will provide an oral explanation of the Ventura County HMIS and the terms of 

consent. The agency is responsible for ensuring that this procedure takes place prior to 

every client interview. The explanation must contain the following information, which is 

also included in the Client Rights and Explanation of Data Uses.  

  

• What VC HMIS is: a web-based information system that homeless service agencies 

within the Ventura County Region use to capture information about the persons they 

serve.  

• Why Gather and Maintain Data: Data collection supports improved planning and 

policies including determining whether desired outcomes were achieved and where 

more or other resources may be needed, identifying best and promising practices, 

and identifying factors that support or hinder achievement of outcomes.  

• Security: only staff who work directly with clients or who have administrative 

responsibilities can look at, enter, or edit client records.  

• Privacy Protection: No program level information will be released to another agency 

or individual without written consent; client has the right to not answer any question, 

unless entry into a program requires it; client information is stored encrypted on a 

central database and information that is transferred over the web is transferred 

through a secure connection; client has the right to know who has added to, deleted, 

or edited their VC HMIS record.   

• Benefits for Clients: Facilitates streamlined referrals, coordinated services, 

unduplicated intakes and access to essential services and housing for clients.   

  

Written Explanation: (DRAFT Language; utilizing interim interagency data 

sharing agreement effective 2/12/2014)  

Each client whose program level information is being shared with another Participating 

Agency must agree via the Interagency Data Sharing Agreement.  A client must be 

informed as to what information is being shared and with whom it is being shared.  

• Information Release: The Participating Agency agrees not to release client 

identifiable information to any other organization pursuant to federal and state law 

without proper client consent.  See attached Client Consent Form and Regulations 

below.   

• Regulations: The Participating Agency will uphold all relevant Federal and California 

State Confidentiality regulations to protect client records and privacy. In addition, the 

Participating Agency will only release client records with written consent by the client, 
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unless otherwise provided for in regulations, specifically, but not limited to, the 

following:  

o The Participating Agency will abide specifically by the federal confidentiality rules 

as contained in the  

Code of Federal Regulations (CFR) 42 Part 2 Confidentiality of Alcohol and Drug 

Abuse Patient Records, regarding disclosure of alcohol and/or drug abuse 

records. In general terms, the Federal regulation prohibits the disclosure of alcohol 

and/or drug abuse records unless disclosure is expressly permitted by written 

consent of the person to whom it pertains or as otherwise permitted by CFR 42 

Part 2. A general authorization for the release of medical or other information is 

not sufficient for this purpose. The Participating Agency understands that the 

Federal rules restrict any use of the information to criminally investigate or 

prosecute any alcohol or drug abuse patients.  

o The Participating Agency will abide specifically with the Health Insurance 

Portability and  

Accountability Act of 1996 and corresponding regulations passed by the U.S. 

Department of Health and Human Services. In general, the regulations provide 

consumers with new rights to control the release of medical information, including 

advance consent for most disclosures of health information, the right to see a copy 

of health records, the right to request a correction to health records, and the right 

to obtain documentation of disclosures of information may be used or disclosed. 

The current regulation provides protection for paper, oral, and electronic 

information.  

o The Participating Agency will abide specifically with the California Government 

Code 11015.5 regarding program level Personal Information Collected on the 

Internet.  In general, the Government Code ensures that any electronically 

collected personal information about clients cannot be shared with any third party 

without the client’s written consent.  

• The Participating Agency will not solicit or input information from clients unless it is 

essential to provide services, or conduct evaluation or research.  All client identifiable 

data is inaccessible to unauthorized users.  

• Participating Agencies are bound by all restrictions placed upon the data by the client 

of any Participating Agency.  The Participating Agency shall diligently record in the 

VC HMIS all restrictions requested. The Participating Agency shall not knowingly 

enter false or misleading data under any circumstances.  

• The Participating Agency shall maintain appropriate documentations of client consent 

to participate in the VC HMIS.  

• If a client withdraws consent for release of information, the Agency remains 

responsible to ensure that the Client’s information is unavailable from date of 

withdrawal to all other Participating Agencies.  

• The Participating Agency shall keep signed copies of the Client Consent 

Form/Information Release form (if applicable) and/or the Interagency Data Sharing 

Agreement for the VC HMIS for a minimum of seven years from the date of client 

exit.   
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• Postings: Privacy Notice (PN) and Mandatory Collection Notice must be posted 

at the agency:  

1. The Agency must post Privacy and Mandatory Collection notices at each intake 

desk or comparable location.  

2. The Privacy Notice (PN) and Mandatory Collection Notice must be made 

available in writing at the client’s request.   

3. If the agency maintains an agency website, a link to the Privacy Notice (PN) must 

be on the homepage of the agency’s website.   

F. Data Quality  

HMIS Users are responsible for the ensuring VC HMIS Data Quality.  Data quality refers 

to the timeliness, accuracy and completeness of information collected and reported in 

HMIS.  All Participating Agencies agree to enter, at a minimum, the VC HMIS required 

data elements.  

  

Explanation: Participating Agencies will collect as much relevant client data as possible 

for the purposes of providing services to that client.  The Participating Agency agrees to 

input the collected data no later than one month following the month of program entry. 

The Participating Agency agrees to the data collection commitment by signing the Agency 

Agreement and is responsible for updating client’s records as needed.  The HMIS System 

Administrators will run quarterly data quality reports.  Any patterns of error (including 

blank entries) will be reported to the Agency Administrator. When patterns of error have 

been discovered, users will be required to correct data entry errors and processes.  

Verification by the HMIS System Administrators will occur to ensure the successful 

correction of data entry errors and processes.  Users may be required to attend additional 

training as needed.  

  

• The Participating Agency shall only enter individuals in the VC HMIS that exist as 

Clients under the Agency’s jurisdiction.  The Participating Agency shall not 

misrepresent its Client base in the VC HMIS by entering known inaccurate 

information.  

• The Participating Agency will not alter information in the VC HMIS that is entered by 

another Agency with known inaccurate information.  

• The Participating Agency shall not include profanity or offensive language in the VC 

HMIS.  

• The Participating Agency shall utilize the VC HMIS for business purposes only.  

• The transmission of material in violation of any federal or California State regulations 

is prohibited.  This includes, but is not limited to, copyright material, material legally 

judged to be threatening or obscene, and material considered protected by trade 

secrets.  

• The Participating Agency shall not use the VC HMIS with intent to defraud federal, 

state or local governments, individuals or entities, or to conduct any illegal activity.  

  

The HMIS Program Manager may request that the local CoC Governing Body sanction 

any user and/or Participating Agency found to be in violation of the requirements of this 
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section. If necessary, sanctions by the local CoC include, but not limited to:  A formal 

letter of warning to the Agency  

• Suspension of system privileges  

• Revocation of system privileges  

  

The Participating Agency or End User has the right to file a Grievance regarding 

Sanctions from the HMIS Program Manager/CoC Governing Body. The HMIS Steering 

Committee will review the grievance, research the nature of the infraction, and will 

respond to the grievant within 30 days.  

G. Data Use by Ventura County HMIS   

The Continuum within the Ventura County HMIS shall have access to its respective 

agencies’ client data contained within the VC HMIS.  

  

Explanation: For the purposes of system administration, user support, and program 

compliance, VC HMIS will use the data contained within the VC HMIS for analytical 

purposes only and will not disseminate client level data.  The Continuum may release 

aggregate data contained within the VC HMIS for research and regional reporting 

purposes only.  The System Administrator Agreement must be signed by all HMIS 

System Administrators.    

H. Data Use by Vendor  

The Vendor and its authorized subcontractor(s) shall not use or disseminate data 

contained within the VC HMIS.  

  

Explanation: To enforce information security protocols and to ensure that VC HMIS 

data is used only with explicit permission and if permission is granted, will only be 

used in the context of interpreting data for research and for system troubleshooting 

purposes, the contract signed by the HMIS Lead Agency and the software vendor 

contains language that prohibits access to VC HMIS data.    

I. Data Use by Agency  

Data contained in the VC HMIS will only be used to support the delivery of services to 

at risk and homeless clients in the VC areas.  Each HMIS User will affirm the principles 

of ethical data use and client confidentiality as noted below and contained in the HMIS 

User Agreement.   

  

Explanation: As the guardians entrusted with client personal data, HMIS Users have 

a moral and a legal obligation to ensure that the data they collect is being gathered, 

accessed and used appropriately. It is also the responsibility of each user to ensure 

that client data is only used to the ends to which it was collected, ends that have been 

made explicit to clients and are consistent with the mission of the agency and the VC 

HMIS to assist families and individuals to resolve their housing crisis. Proper user 

training, adherence to the VC HMIS Policies and Procedures Manual, and a clear 

understanding of client confidentiality are vital to achieving these goals. All HMIS Users 
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will sign an HMIS User Agreement before being given access to the system.  Any 

individual or Participating Agency misusing, or attempting to misuse the VC HMIS data 

can be denied access to VC HMIS.  Sanctions exist if users violate any laws related to 

client confidentiality, as outlined in Section 8: Violations.  

J. Maintenance of Onsite Computer Equipment  

Participating Agencies commit to a reasonable program of data storage and equipment 

maintenance in order to sustain an efficient level of system operation. Participating 

Agencies must meet the technical standards for minimum computer equipment 

configuration; Internet connectivity, antivirus and firewall.  

  

Explanation: The Participating Agency Leadership designee will be responsible for the 

maintenance and disposal of on-site computer equipment and data used for participation 

in the VC HMIS including the following:  

1. Computer Equipment: The Participating Agency is responsible for maintenance of   

onsite computer equipment. This includes the following:  

• Purchase of and upgrades to all existing and new computer equipment for 

utilization in the VC HMIS.  

• Workstation(s) accessing the VC HMIS must have a locking, password-

protected screen saver  

• All workstations and computer hardware (including agency network equipment) 

must be stored in  

a secure location (locked office area)  

2. Data Storage: The Participating Agency agrees to only download and store data 

in a secure environment.  Refer to Section 2.C: Technical Standards for more 

information.  

3. Data Disposal: The Participating Agency agrees to dispose of documents that 

contain identifiable client level data by shredding paper records, deleting any 

information from diskette before disposal, and deleting any copies of client level 

data from the hard drive of any machine before transfer or disposal of property.  

K. Downloading of Data    

HMIS Users will maintain the security of any client data extracted from the VC HMIS and 

stored locally, including all data contained in custom reports. HMIS Users may not 

electronically transmit unencrypted client data across a public network.  

  

Explanation: To ensure that the VC HMIS is a confidential and secure environment, data 

extracted from the VC HMIS and stored locally will be stored in a secure location and will 

not be transmitted outside of the private local area network unless it is properly protected. 

Security questions can be addressed to the HMIS System Administrator. Any personally 

identifiable information will not be distributed through email.  

L. Data Sharing    

Data within the system will be shared based upon the level of consent designated by the 

client within the VC HMIS. A Client may choose to limit the period of time for which their 
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data will be shared.  As of January 2016, the following data elements will be shared 

amongst participating providers (with the exception of Runaway Homeless Youth; no 

RHY data will be shared):  

• Assessments (dynamic data elements) 

• Action Steps 

• Case Manager 

• Case Plans 

• Client data 

• Entry/Exit data 

• File Attachments 

• Goals 

• Incidents 

• Measurement Tools 

• Needs/Services 

  

Explanation: Data sharing refers to the sharing of information between Participating 

Agencies for the coordination of case management and client service delivery. Specific 

data elements to be shared are limited to those as outlined in HMIS Data and Technical 

Standards Final Notice – (69 FR 146), as revised in HMIS Data Standards Revised 

Notice-March 2010, Section 1.6. This includes: Universal Data Elements, Household 

Demographics, Employment and Education Information.  

  

Program level information in either electronic or paper form will never be shared outside 

of originating agency without written client consent.  Information that is shared with written 

consent will only be used for the purpose of service delivery.   End users found to be 

sharing program level client data without written consent will have their access 

terminated.  

Protocol for data corrections or modifications during implementation phase:  When 

HMIS data needs to be modified, the viewing agency shall contact the VCHMIS Technical 

Support staff by telephone or via e-mail to report the discrepancy.  VC HMIS Technical 

Support staff will coordinate the necessary correction/modification with the creating 

agency.  This is an interim process that will remain in place until September 30, 2016. 

Protocol for data corrections or modifications post implementation (Beginning 

October 1, 2016):  When HMIS data needs to be modified, the Viewing Agency shall 

contact the Creating Agency directly to report the discrepancy and request the required 

correction/modification.  The Viewing Agency will do the necessary follow up with the 

Creating Agency to confirm that the requested corrections are made. 

Creating agency:  The creating agency refers to the agency creating the client record, 

entry/exit, needs/services, case plans, etc.  The creating agency is responsible for their 

data. 
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Viewing agency:  The viewing agency refers to the agency reviewing client data.  While 

the viewing agency has access rights in HMIS to edit data, best practice is not to modify 

other providers’ data. 

Data entry and modifications are tracked and may be periodically reviewed or monitored 

in order to safeguard data quality and data integrity. 

 

M. Data Release  

Aggregate level (client de-identified) data may be released by Agencies, the local 

Continuum of Care and/or by the Ventura County HMIS under certain criteria.  Client-

level data may only be released by written consent from the client for a specified 

purpose.  

  

Explanation: Data release refers to the dissemination of aggregate and/or client-level 

information for statistical, analytical, reporting, advocacy, regional needs assessment, 

trend analysis, etc.  

  

1. Agency Release: Each Participating Agency owns all data it enters into the VC 

HMIS.  The agency may not release any client level information without the express 

written consent of the client.  Agencies may release program and/or aggregate level 

data for all clients to whom the agency provided services with the express written 

permission of the CoC or assigned authorized entity. No individual client data will be 

provided to any group or individual that is neither the Participating Agency that entered 

the data nor the client without proper authorization or consent by the client.  This consent 

includes the express written authorization for each individual or group requiring access 

to the client’s data.  

  

2. Continuum of Care Release:  The Continuum of Care (CoC) may release 

aggregate information about the Continuum at the program, sub-regional and regional 

level.  Continuum level aggregate data may be released without agency permission at 

the discretion of the agency’s continuum. The VC HMIS will not release agency- or 

client- specific data to outside groups or individuals.  

  

3. Ventura County HMIS Release: The Ventura County HMIS, with the consent of 

the CoC, will develop an annual release of aggregate data in a summary report format, 

which will be the standard response for all requests for collaborative data.  The Ventura 

County HMIS will not release agency- or client- specific data to outside groups or 

individuals.  

N. Agency Customization  

A Participating Agency will have the ability to request system customization at the 

Agency level to reflect the data collection needs for their specific programs(s). The VC 

HMIS contains certain fields that can be tailored at no cost to the agency. Additional 
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customization as performed by the software vendor or VC HMIS System Administrators 

may be purchased at the expense of the agency.  

  

Explanation: Participating Agencies have some ability to customize VC HMIS fields to 

meet the specific needs of their program at the discretion of the Continuum of Care (CoC).  

At the request of the Agency Administrator, the HMIS System Administrator will evaluate 

the request and implement the changes as warranted.   

  

6.  TECHNICAL SUPPORT AND SYSTEM AVAILABILITY   

A. Technical Support  

The Ventura County HMIS will provide technical support to all Agency Administrators and 

HMIS Users as needed.  

  

Explanation: The Agencies that have an Agency Administrator are expected to 

provide first level technical support.  The Ventura County HMIS System Administrators 

will provide all other technical support to the Agency Administrators and HMIS Users.  

  

Technical Support Hours – 8:00 a.m. – 5:00 p.m. (PST), Monday through Friday 

(Excluding Holidays).  While the winter warming shelter is active, after hours support is 

negotiated.  

Staff will respond in a timely manner to any requests for support made during the above 

hours.  For technical support, please contact:  

Ventura County HMIS telephone number:  (805) 477-5156  

HMIS-Support@ventura.org  

  

Assistance will be provided in the following areas:  

• Help Desk Support: Help Desk support is provided to help HMIS Users access and 

utilize HMIS application.  

• Training: Agency Administrator training, User training, and Report training is provided 

quarterly.  The schedule is posted one month in advance of the training and 

registration instructions are provided once the schedule is posted.  

• System Customization: HMIS contains certain fields that can be tailored at no cost 

to the agency.    

• Reporting: Training and technical assistance in accessing standardized reports and 

the creation of ad hoc (custom reports).  

• Data Analysis: Interpreting reports.  

  

Additional costs may apply in the following areas:  

• System Customization: Agency-specific customization requests.  

• Reporting: Agency-specific customized reports.  

• Data Conversion: Assist in the development of a data conversion/migration plan, and 

provide support in data conversion/migration implementation.  

• Data Analysis: Extensive analysis of agency’s data.  
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Requests should be delineated as follows:  

  

  
  

  

B. System Availability and Scheduled Maintenance   

The Ventura County HMIS will be available to users at a minimum of 97.5% of the year.  

  

Explanation:  Necessary downtime for HMIS upgrades and patches will be 

communicated by HMIS System Administrators system-wide and performed in the late 

hours when possible.    

C. Unplanned Interruption to Service   

In the event of unplanned interruption to service, HMIS System Administrators will notify 

all Participating Agencies as soon as possible.  

  

Explanation: When an event occurs that makes HMIS inaccessible, the HMIS System 

Administrator will analyze and determine the problem.  In the event it is determined that 

HMIS accessibility is disabled system wide, then the HMIS System Administrators will 

work with the software vendor to repair the problem.  Within two hours of problem 

awareness, Participating Agencies will be informed of the estimated system availability.  

HMIS System Administrators will notify Participating Agencies via e-mail when service 

has resumed.  

D. Conversion of Existing Data  

Data migration from legacy systems is allowed upon approval from the local HMIS 

System Administrators.  Migrated data must be non-duplicated and an exact match to 

the existing HMIS field type.  The Participating Agency is responsible for the accuracy, 

completeness and quality of the migrated data.    

  

Explanation: Data migration (or conversion) is the one-time process of transferring 

data from any existing system to the Ventura County HMIS.  Upon transfer, the agency 
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abandons its existing system and uses Ventura County HMIS for recording all client-

related data.  

  

The Agency’s existing system must be an ODBC-compliant database platform in order 

for migration to be possible.  The HMIS System Administrator can help the Agency 

determine the ODBC compatibility for any legacy systems.  Only data that is an exact 

match with VC HMIS data fields may be migrated.  Data must be unduplicated prior to 

data migration.  All required fields in the VC HMIS are required for migration.  A data 

dictionary will be provided upon request.  This activity is provided by the System Vendor 

and will incur an additional cost.  Cost will be determined prior to the service being 

rendered and will be agreed upon by requesting Agency, CoC Lead and Program 

Manager.    

  

If the agency’s data cannot be migrated, manual conversion (data entry by the agency’s 

personnel) may be necessary to move data from legacy systems into the Ventura County 

HMIS.  

  

7.  SYSTEM ARCHITECTURE & SECURITY   

A. Password Management Procedure   

An HMIS End User must notify the Agency Administrator or HMIS System 

Administrator immediately upon realization that his or her password has been lost, 

forgotten or made public to others. The Agency Administrator is responsible for 

notification of password breach to the HMIS System Administrator. Upon notification, 

the HMIS System Administrator will immediately reset the user’s password.  A new 

HMIS End User will not receive an initial password without training.  

  

Explanation: The HMIS System Administrator will reset the user password.  The new 

password will be valid from the time of the reset until the next logon.   

• Passwords need to be 8 characters minimum and contain a number, upper and 

lowercase letters, and 1 or more special characters.  

• Passwords expire after 60 days (after expiration interval the user is required to provide 

a new password upon logon)  

• Passwords cannot be reused.  

• If system is dormant for 20 minutes, user will be forced to log back in.  

B. Virus Protection  

Agency Responsibilities: All Participating Agency computers and networks must have 

up-to-date anti-virus software.   

  

Explanation: All Participating Agency computers should be protected by anti-virus 

software. The anti-virus software should be updated regularly to maintain maximum 

protection from the most recently released viruses.  
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C.  Backup and Recovery Procedures  

Ventura County HMIS is routinely backed up and saved to redundant systems by the 

vendor pursuant to the contract term and agreement to prevent loss of data.  

D. Auditing and Monitoring  

HMIS System Administrators have access to activity logs of changes made to the 

information contained within the database by end users.  HMIS System Administrators 

can upon request or notice of suspicious/questionable behavior monitor access to the 

system by an end user that could potentially reveal a violation of information security 

protocols. Any request for auditing and monitoring will be evaluated for justification, 

investigated, and be kept confidential.  

  

8.  VIOLATIONS  

A. Right to Deny Access  

The HMIS System Administrator has the right to deny user access to the HMIS if an end 

user has violated any of the policies in this document.  Any user or Participating Agency 

suspected of violating a policy may be subject to suspension of HMIS privileges until the 

violation can be resolved.  

  

Explanation: If deemed necessary for the immediate security and safety of Ventura 

County HMIS data, the  

HMIS System Administrator has the right to deny or revoke user access to HMIS. The 

HMIS System Administrator will report access revocations to the HMIS Program 

Manager. The HMIS Program Manager will report all revocations to the CoC, HMIS 

Steering Committee and the Participating Agency.  

B.  Reporting a Violation  

HMIS Users should report any suspected or alleged privacy or security violations to the 

HMIS System Administrator immediately.   

  

Explanation: All HMIS Users are obligated to report suspected instances of 

noncompliance.  For the  

Agencies that have an Agency Administrator, users should report security violations to 

the Agency  

Administrator first and then the Agency Administrator has the responsibility of providing 

that information to the HMIS System Administrator.  If the Agency does not have an 

Agency Administrator, then the HMIS User is to report violations to the HMIS System 

Administrator directly.  

C. Possible Sanctions  

The HMIS Program Manager may request that the local CoC Governing Body sanction 

any user and/or Participating Agency found to be in violation of the privacy and/or security 

protocols.  

  

Sanctions by the local CoC include, but are not limited to:  
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• A formal letter of reprimand    

• Suspension of system privileges  

• Revocation of system privileges  

• Recommendation for corrective action for employee   

• Referral for potential criminal prosecution  

  

9.  GRIEVANCES    

A.  Client Grievance Process  

Clients will contact the Participating Agency with which they have a grievance for 

resolution of VC HMIS problems.  Participating Agencies will report all client grievances 

to the local CoC Governing Body.  

  

Explanation: Each Participating Agency is responsible for answering questions and 

responding to grievances from their own clients regarding the VC HMIS.  After client has 

brought a VC HMIS-related complaint to the Participating Agency, the Participating 

Agency must have a process to respond to the complaint. The Participating Agency will 

provide a copy of the portion of the VC HMIS Policies and Procedures and the Client 

Revocation of Consent to Release Information to the client.  

  

The Participating Agency must keep all grievances and responses on file at the agency 

site.  The Participating  

Agency will send written notice of the grievance and response to the grievance to the 

local CoC Governing Body.  The HMIS System Administrator will record all grievances 

and report them to the VC HMIS Steering Committee.  Appropriate action will be taken 

as required by the local CoC Governing Body.   

  

The CoC has overall responsibility for their local VC HMIS effectiveness and will respond 

if users and/or  

Participating Agencies fail to follow the terms set forth in the VC HMIS Policies and 

Procedures Manual, Agency Agreements, and User Agreement or if a breach of client 

confidentiality or the intentional misuse of client data occurs.  

B.  Agency Grievance Process  

Participating Agencies will report all agency-generated VC HMIS-related grievances to 

the local CoC Governing Body.  If the grievance is related to a problem with the VC 

HMIS, it must be reported to the HMIS System Administrator. Corrective action will be 

taken if system-wide changes are warranted.  

  

Explanation: In order for the VC HMIS to serve as an adequate tool for agencies and 

provide a more accurate picture of our region’s homelessness, any grievances related to 

problems with the VC HMIS must be addressed by the agency in conjunction with the 

CoC Governing Body with the goal of affecting systemic change where necessary.  The 

local CoC will report grievance problems to the HMIS Administrator. If systemwide 
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changes are warranted for a corrective action, it will be forwarded to the HMIS Steering 

Committee for approval.  

  

The Participating Agency or End User has the right to file a Grievance regarding 

Sanctions from the HMIS Program Manager/CoC Governing Body. The HMIS Steering 

Committee will review the grievance, research the nature of the infraction, and will 

respond to the grievant within 30 days.  

 

10.  TERMINOLOGY  

Agency Administrator:  The person responsible for some system administration at the 
agency level.  Responsibilities include informing HMIS System Administration of the 
need to add and delete users, basic trouble-shooting, and escalation of issues to their 
HMIS System Administrator.  This person is the agency user’s first line of contact for 
HMIS issues.  
 
Agency Executive Management: The high-level management staff that is responsible 
for organization level decision making, for example, the agency President or Executive 
Director.  
  

Aggregate Data: Data with identifying elements removed and concentrated at a central 
server.  Aggregate data are used for analytical purposes and reporting.  
  

Anti-Virus Software: Programs to detect and remove computer viruses.  The anti-virus 
software should always include a regular update services allowing it to keep up with the 
latest viruses as they are released.  
  

Application Service Provider (ASP): A 3rd party entity that manages and distributes 
softwarebased services to customers across a wide area network.  
  

Audit Trail:  A history of all access to the system, including viewing, additions and 
updates made to a client record.   
  

Authentication: The process of identifying a user in order to grant access to a system 
or resource.  Usually based on a username and password.  
 
Cable: A type of modem that allows people to access the Internet via their cable 
television service.  
  

Coordinated Assessment Level Data: Client information collected at intake, including 

the following system screens: Client Intake, Household/Demographics, Referral, 

Eligibility, Education/Employment and Documents. 

 
Customer: The person receiving services whose information is entered into HMIS.   
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Continuum of Care (CoC):  Continuum of Care; refers to the range of services 
(outreach, emergency transitional and permanent housing and supportive services) 
available to assist people out of homelessness.  
  

CoC Governing Body:  the entity responsible for policy decisions for a Continuum of 
Care system.  
  

Database: An electronic system for organizing data so it can easily be searched and 
retrieved. The data within the HMIS is accessible through the web-based interface.  
  

Decryption: Conversion of scrambled text back into understandable, plain text form.  
Decryption uses an algorithm that reverses the process used during encryption.  
  

Dedicated IP: a reserve IP (see IP)  

  

Dynamic Host Configuration Protocol (DHCP): A protocol that provides a means to 
dynamically allocate IP addresses to computers on a local area network (LAN).    
Digital Certificate: An attachment to a message or data that verifies the identity of a 
sender.  
  

Digital Subscriber Line (DSL): A digital telecommunications protocol designed to 
allow high-speed data communication over the existing copper telephone lines.  
  

Encryption: Conversion of plain text into encrypted data by scrambling it using a code 
that masks the meaning of the data to any unauthorized viewer.  Encrypted data are not 
readable unless they are converted back into plan text via decryption.  
  

Firewall: A method of controlling access to a private network, to provide security of data.  
Firewalls can use software, hardware, or a combination of both to control access.   
  

HMIS: Homeless Management Information System. This is a generic term for any 
System used to manage data about the use of homeless services.  
 
HMIS Operations Committee: Meets on the first Wednesday of the even numbered 

months, at 855 Partridge. The goal of the meeting is to develop needed business 

processes, policies, and/or workflow that will support the users in their use of HMIS.   

 

HMIS Steering Committee: Meets Quarterly, on the third Wednesday, at 855 

Partridge. The goal of the meeting is to provide the committee with updates related to 

HMIS utilization, HMIS HUD Updates, Operations Committee updates and approve 

matters affecting the HMIS community. 

  

HMIS System Administrator:   The person(s) with the highest level of user access. 
This user has full access to all user and administrative functions in the CoC and will 
serve as the liaison between Participating Agencies and the vendor.  There is at least 
one HMIS System Administrator in each CoC.  
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HMIS User: A person who has a unique user identification (ID) and directly accesses 
HMIS to assist in data collection, reporting or administration as part of their job function 
in homeless service delivery. Users are classified as either system users who perform 
administration functions at the system or aggregate level or agency users who perform 
functions at the agency level.  
  

Host: A computer system or organization that plays a central role providing data 
storage and/or application services for HMIS.  
  

Internet: A set of interconnected networks that form the basis for the World Wide Web.  
  

Internet Protocol Address (IP Address): A unique address assigned to a user’s 
connection based on the TCP/IP network.  The Internet address is usually expressed in 
dot notation, e.g.: 128.121.4.5.  
  

Internet Service Provider (ISP): A company that provides individuals or organization 
with access to the internet.  
  
Local Area Network (LAN): A network that is geographically limited, allowing easy 
interconnection of computers within offices or buildings.  
 

Network: Several computers connected to each other.  
  

Network Address Translation (NAT) is the translation of an Internet Protocol address 
(IP address) used within one network to a different IP address known within another 
network. One network is designated the inside network and the other is the outside. 
Typically, a company maps its local inside network addresses to one or more global 
outside IP addresses and unmaps the global IP addresses on incoming packets back 
into local IP addresses. This helps ensure security since each outgoing or incoming 
request must go through a translation process that also offers the opportunity to qualify 
or authenticate the request or match it to a previous request. NAT also conserves on 
the number of global IP addresses that a company needs and it lets the company use a 
single IP address in its communication with the world.  
  

On-site: The location that uses the HMIS and provides services to at-risk and homeless 
clients.  
  

Participating Agency: An agency, organization, or group that has signed an   
  

HMIS Agency Agreement with their respective CoC Governing Body.  
  

Program Level Data: Client information collected during the course of the client’s 
program enrollment, including the following system screens:  
Program Entry, Services Provided, Client Profile,  
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Case Notes, Track Savings, Bed Assignments, Bed Maintenance, Daily Services, 
Sessions, and Program Exit.  
  

Real-Time: Data that is processed and available to other users as it is entered into the 
system.  
  

Server: A computer that provides a service for other computers connected to it via a 
network.  Servers can host and send files, data or programs to client computers.  
 

Static IP Address: see Dedicated IP  

 

T1 Line: Communication line that can carry voice or data at transmission speeds that 
are 25 times the speed of a modem.  

  

Transmission Control Protocol/Internet Protocol (TCP/IP) –The protocol that 
enables two or more computers to establish a connection via the internet.  
  

User ID: The unique identifier assigned to an authorized HMIS User.  
  

Virtual Private Network (VPN): A group of computer systems that communicate 
securely over a public network.  
  

Wide Area Network (WAN): A network that is not geographically limited, can link 
computers in different locales, and extend requests for web pages.  
 
Wired Equivalent Privacy (WEP): is a security protocol, specified in the IEEE Wireless 
Fidelity (Wi-Fi) Standard, 802.11b, that is designed to provide a wireless local area 
network (WLAN) with a level of security and privacy comparable to what is usually 
expected of a wired LAN. A wired local area network (LAN) is generally protected by 
physical security mechanisms (controlled access to a building, for example) that are 
effective for a controlled physical environment, but may be ineffective for WLANs 
because radio waves are not necessarily bound by the walls containing the network. 
WEP seeks to establish similar protection to that offered by the wired network's physical 
security measures by encrypting data transmitted over the WLAN. Data encryption 
protects the vulnerable wireless link between clients and access points; once this 
measure has been taken, other typical LAN security mechanisms such as password 
protection, end-to-end encryption, virtual private networks (VPNs), and authentication 
can be put in place to ensure privacy. 
 

  



 

July 2017                                             HMIS Policy and Procedures                                              29 | P a g e  

 

 

11.  ACKNOWLEDGEMENT  

 

I acknowledge that I have received a written copy of the Ventura County HMIS 

Policies and Procedures.  I understand the terms of the Ventura County HMIS 

Policies and Procedures and I agree to abide by them.  I understand that any 

violation of the policies or procedures could lead to CoC sanctions or even criminal 

prosecution.    

  

Agency Name:                       

 

Printed Name:                       

  

Signature:                          

  

 

Date:                           

  

  

  

  

  

  

  

  











 
MEMORANDUM OF UNDERSTANDING 

BETWEEN  
COUNTY OF VENTURA-HUMAN SERVICES AGENCY 

&  
Homeless Management Information System  

Partner Agency 
 

2015 - Ongoing 
 
 
WHEREAS, County of Ventura, Human Services Agency (HSA) is the lead agency in Ventura County responsible 
for administering and operating the Homeless Information Management System, hereinafter HMIS; and  
 
WHEREAS, County of Ventura is the Collaborative Applicant for the single Continuum of Care (CoC) for Ventura County; 
and 
  
WHEREAS, County of Ventura and local agencies seek to improve the consistency, integrity and utility of data collected 
on the efficacy of services provided to homeless persons and families in order to reduce the incidence of homelessness in 
Ventura County; and 
   
WHEREAS, the federal department of Housing and Urban Development (HUD) requires the use of an automated 
Homeless Management Information System to collect and report data on the number of homeless persons and families 
served in the area; and  
 
WHEREAS, County of Ventura-HSA has opted to utilize the HMIS system operated by Bowman Systems, L.L.C.; and   
 
WHEREAS, County of Ventura-HSA and the local Partner Agency identified below have agreed to cooperate in the 
provision of services, collection and sharing of data regarding the homeless population,  
 
NOW THEREFORE,  
    
County of Ventura and Partner Agency identified below hereby enter into this agreement for the sharing of information on 
homeless populations they serve, and agree to comply with their respective responsibilities as outlined in the Ventura 
County Collaborative Policy and Procedures document and any amendments thereto.  Specific data elements to be 
shared are limited to those as outlined in HMIS Data and Technical Standards Final Notice – (69 FR 146), as revised in 
HMIS Data Standards Revised Notice-March 2010, Section 1.6.    
 
Period of Agreement and Modification/Termination 
 
A.  Period of Operation and Termination:  This MOU will become effective upon signature by both parties and shall 
remain in effect for three (3) years.  Each party shall have the right to terminate this agreement upon 30 days prior notice 
to the other party.  Violation of any component will constitute immediate termination. 
 
B.  Amendments:  Amendments, including additions, deletions, or modifications to this MOU, may be proposed in writing 
by either party for consideration of the Steering Committee. If approved by the Steering Committee and both parties agree 
to the revision, the HMIS Lead Agency will amend this MOU, and forward it to the Partner agency for signature. 
 
C. Other: If this agreement is terminated, the Continuum of Care and the remaining Partner Agencies shall retain their 
right to the use of all the aggregate data previously entered by the terminating Partner Agency. 
 
The signature of the Executive Director of the Partner Agency indicates agreement with the terms and conditions set forth 
in this document. 
 
_____________________________________          ______________________________________ 
HMIS Program Manager Signature     Date                Partner Agency Administrator Signature    Date 
 
 
 
_____________________________________           _____________________________________ 
HMIS Program Manager Name  (printed)        Partner Agency Name  (printed) 





Bill To: Community Action Invoice Date:

Att: Micheline Moret Invoice No:

621 Richmond Ave. Billing Period:

Oxnard, CA 93030 Payment Due Date:

RE: Annual HMIS License Fees for the period 10/01/17 - 09/30/18

FEE

LICENSE # OF PER AMOUNT

TYPE LIC LIC OWED

BASIC / ART User License 5 250.00 1,250.00

   Ninna Castellano

   Melanie Moir

   Brandon Cassels

   Omari Pryor

   Maria Collier

New License User(s) - 250.00 0.00

1,250.00$   

  

Total Amount Due in this Invoice: 1,250.00$   

Prepared by:  Christopher Vega                    Approved_________________ Date:___________

Please make check out to:

County of Ventura

Human Services Agency

855 Partridge Drive

Ventura, CA 93003

SAMPLE INVOICE

10/1/17 -  9/30/18

1

August 1, 2017

Please contact Christopher Vega at 805-477-5437/ Christopher.Vega@ventura.org  with any questions. Thank you!

     Total  Amount

Annual HMIS License Fees

DESCRIPTION

New License Fee 

September 30, 2018



HMIS Steering

Committee

The Role & Function of the HMIS Steering Committee

The HMIS Steering Committee is made up of a smaller group of agencies / organizations who
represent the different types of homeless service programs (outreach, shelter, transitional
housing, etc.) that operate and serve the community within Ventura County and are also a part of
the HMIS Community. The HMIS Steering Committee functions as an oversight body ensuring
the HMIS System is being administered and managed per the Continuum(s) of Care's (CoC)
directives and strategies. The HMIS Steering Committee in conjunction with the CoCs also
ensures the HMIS System is being managed and operated with respect and in support of the 10-
Year Plan to End Homelessness in Ventura County. The HMIS Steering Committee meets
quarterly to review the HMIS Strategic Plan, receive updates from the HMIS Administrator
regarding general operational issues, and to discuss the needs of the HMIS Community

Meeting Location
County of Ventura Human Services Agency
855 Partridge Drive, Ventura, CA

Spruce Conference Room

Meeting Time 9:30-11 a.m.

2017/2018 Schedule

October 18
January 18
April 19
July 19

NOTE: As a convenience to our visitors, this page may contain links to external websites that are not managed or controlled by
the County of Ventura.



HMIS Operations

Committee

The Role & Function of the HMIS Operations Committee

The HMIS Operations Committee is made up of HMIS users who represent the different types of
homeless service programs (outreach, shelter, transitional housing, etc.) that operate and serve
the community within Ventura County. This group is dedicated to providing operational support
to the users of HMIS by discussing/collaborating on the needs and challenges of everyday use of
the system and delivering helpful solutions.

Meeting Location
County of Ventura Human Services Agency
855 Partridge Drive, Ventura, CA

Spruce Conference Room

Meeting Time 9:30 – 11 a.m.

2017/2018 Schedule
October 4, 2017
December 6, 2017 (cancelled)
February 21, 2018
April 5, 2018
June 6, 2018 (cancelled)
August 22, 2018

NOTE: As a convenience to our visitors, this page may contain links to external websites that are not managed or controlled by
the County of Ventura.



VCHMIS Training Catalog 2017/2018  

Human Services Agency 

Required and Elective Courses * 

Homeless Management 

Information Systems Quarterly 

Training 

All users receive technical training in: 

1.  Coordinated Entry System: Learn the 

basic workflow of CES and learn how to 

refer clients to eligible projects 

2. Case Management and Beyond: learn 

how to navigate HMIS using the 

different modules and assessments 

3. Services Only Model: Learn how to 

capture service transactions for 

your drop in center 

4.  Advanced Reporting Tool: Learn 

how to run reports and navigate 

the Advanced Reporting Tool 

VC CoC and Homeless 

Management Information 

Systems Programs Training 

All users  receive an overview of 

homeless services programs, concepts 

needed for CES and Referrals, and CoC 

expectations for System Performance 

Metrics.  

Trauma Informed Services Training 

Trauma-informed practice and approaches 

have been shown to improve client 

outcomes, increase staff morale, and rest in 

program effectiveness. The SCTC offers 

agencies locally-based opportunities to 

increase staff and agency trauma-informed 

practice and strategize on client and system 

issues in a strategic and collective manner.  

* 



Substance Abuse Training 

Learn how to identify risk 

factors and warning signs of 

substance use and relapse. 

* 

Mental Health First Aid 

MHFA is a two-day course that 

presents an overview of mental 

illness and substance use disorder 

in the U.S.> and introduces 

participants to risk factors and 

warning signs of mental health 

problems. 

* 

Human Trafficking Training 

Learn how to help prevent, rescue 

and restore victims of sex 

trafficking. 

* 

Bridges Out of Poverty 

 Receive an in-depth study of 

information and issues that will increase 

the participants’ knowledge and 

understanding of the poverty culture.  

Learn how economic class affects 

behaviors and mindsets, why students 

from generational poverty often fear 

being educated, the “hidden rules” 

within economic classes, discipline 

interventions that improve behavior, and 

the eight resources that make a difference 

in success.  

* 

VCHMIS Training Catalog 2017/2018  

Human Services Agency 
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01. Grant Information

APR Information

Operating start date for APR.

Operating end date for APR.

Are the dates shown above the dates you are reporting on?

If yes, have you completed your final draw in LOCCS?

If yes, have you renewed this project?

Is this a final APR?

Is this an APR for a grant that received a HUD-approved grant extension?

10/1/2016

9/30/2017

Yes

Yes

Yes

Yes

No
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02. Contact Information

Grant Contact Information

Prefix

First Name

Middle Name

Last Name

Suffix

Organization

Department

Title

Street Address 1

Street Address 2

City

State / Territory

ZIP Code

E-mail Address

Confirm E-mail Address

Phone Number

Extension

Fax Number

Contact Information for HMIS System Administrator from Lead Agency

Prefix

First Name

Middle Name

Last Name

Suffix

Organization

Department

Title

Street Address 1

Street Address 2

City

State / Territory

ZIP Code

E-mail Address

Confirm E-mail Address

Phone Number

Extension

Fax Number

Check all those participating in answering the APR questions:

Ms

Rebecca

Evans

MA

County of Ventura Human Services Agency

Adult and Family Services

Senior Program Manager

855 Partridge Drive

Ventura

California

93003

rebecca.evans@ventura.org

rebecca.evans@ventura.org

(805)477-5325

(805)477-5386

Ms

Tisha

Maeda

County of Ventura Human Services Agency

Business Technology Division

Sr. Office Systems Coordinator

855 Partridge Drive

Ventura

California

93003

tisha.maeda@ventura.org

tisha.maeda@ventura.org

(805)477-5146

(805)477-5386

CoC Staff, Grantee/Fiscal Agent, HMIS Lead Staff, HMIS System Administrator
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03. Implementation Information

Identify the type of implementation this grant
is a part of:

Does the HMIS implementation use a
centralized model (in which the HMIS Lead
fulfills all responsibilities for system
administration) or a decentralized model (in
which local entities assist the HMIS Lead in
fulfilling responsibilities for system
administration)?

Briefly describe the HMIS implementation:

Does the HMIS implementation provide data
to a data warehouse/data integration
project?

04. HMIS Software Information

Identify the HMIS software in use:

Was the software in use, identified here, the HMIS solution
designated for use by the CoC?

How many years has the implementation used the current
software?

Does the CoC have plans to change software in the next two
years?

Identify all reports the software currently generates:

Is the software able to generate the most recent HMIS-CSV
export?

Is the software able to generate the most recent HMIS-CSV
export – that is hashed (e.g. for RHY)?

Does the software support automatic exiting functionality
(e.g. for night by night shelters and/or street outreach)?

If yes, how often is it run?

Is the HMIS system used for Coordinated Entry?

Who completes project set up, including entering all Project
Descriptor Data Elements (PDDE), in the HMIS?

How often are PDDE’s reviewed?

Single CoC Implementation

Centralized

The goal of VCHMIS is to create a comprehensive profile of the homeless population in the County of Ventura. By incorporating data
from emergency shelters, transitional housing, permanent supportive housing providers, outreach programs, drop-in centers, and food
pantries, HMIS Lead Agency will ensure that the County has the critical information necessary to make informed decisions regarding
allocation of services and resources to assist the homeless population. The following are the services provided by the Program: •
Hosting and maintaining HMIS software or data • Backing up, recovering, or repairing HMIS software or data • Upgrading, customizing,
and enhancing the HMIS • Administering the HMIS • Reporting to providers, the Continuums of Care and HUD, including System
Performance Measures • Conducting training in use of HMIS,HIPAA, Trauma Informed Approaches • Maintain security profiles • Help
Desk Support • Data Quality Assurance • Platform that facilitates Coordinated Entry System

No

Bowman Systems (Mediware) - ServicePoint

Yes

6

No

AHAR Table Shells, APR – CSV Report (as Used for Transitional Housing, Permanent Housing and Services Only),
CAPER – CSV Report, Data Quality Report, PATH Report, Project Descriptor Data Report, System Performance
Measures

Yes

Yes

Yes

Quarterly

Yes

HMIS Lead - System Administrator

Annually
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05. Staff Responsibilities

Identify the organization and person responsible for performing the following activities for the HMIS implementation.

System Related

Hosts the HMIS Software on Their Server or Their Cloud Account Server

Oversees the Security of the HMIS System

Backs Up the HMIS Data

Report Related

Runs the Data Quality Report by Project

Monitors Data Quality

Runs/Produces the AHAR Information

Runs/Produces the System Performance Measures

Compiles Data for the Housing Inventory Chart

Generates/Compiles/Compares Data from the HMIS for the Point-in-Time Count

User Support

Sets Up the Configuration and User Levels of Users in the HMIS

Trains New Users

Provides On-Going Training for Users

Trains HMIS Lead Agency Staff

Provides User Support for Data Entry Issues

Provides User Support for HMIS Software Issues (via Telephone, Email, etc.)

06. Users

How many total HMIS users are there in the implementation?

Do all users sign a “User Agreement” that outlines basic privacy/security
policies applicable to the user?

Are all users trained in the system prior to receiving their passwords/logon
information into the HMIS?

Briefly describe the regular training for new users and any on-going trainings:

How many new users were trained in the implementation this year?

HMIS Vendor - Staff

HMIS Lead - System Administrator

HMIS Vendor - Staff

HMIS Lead - System Administrator

CoC Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

CoC Staff

CoC Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

HMIS Lead - System Administrator

HMIS Vendor - Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

106

Yes

Yes

New User Training, Case Management, Reporting, Trauma Informed Services, Agency Onboarding,
Site visits for security compliance

66
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07. Governance

Governance

Is there a Governance Charter for each CoC in the
HMIS implementation area?

Do the Charter(s) establish the decision making
structure regarding the HMIS?

Are all CoCs in the implementation represented in
the decision making structure?

Are the roles and responsibilities for decision
making clearly defined and codified in documents
such as by-laws or governance charter(s)?

Briefly describe the relationship between the CoC
Board and the HMIS Lead Agency:

Standards

Has the HMIS Lead worked with all participating
CoCs to develop basic technical, security, privacy
and data quality standards?

Is there a process in place to update the
standards?

Who is responsible for monitoring the standards to
ensure they are up-to-date and enforced?

What year was the HMIS Policy/Procedure Manual
last updated?

Does the HMIS have an “Agency Agreement” on
the use of the HMIS with all agencies who have
programs on the system?

Describe the timeliness standards in the
implementation, how users are informed of those
standards and how they are monitored:

08. System Coverage

String or binary data would be truncated.

Yes

Yes

N/A - Single CoC Implementation

Yes

In the VCCoC governance structure there are 4 sub-committees and HMIS Steering Committee is one of those 4.

Yes

Yes

CoC Staff

2017

Yes

Users are expected to enter data by the end of the month. The data quality is run the month after the quarter end and reviews all
the months in that quarter. The data quality reports are used for monitoring and are submitted to the agencies and the VCCoC. If
an agency has a "C" or lower grade, it is expected that the VCCoC and the HMIS Lead Agency will devise a corrective action
plan for the agency in question.
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09. Financial Information

ALL FUNDS

Funding Sources (associated with this dedicated HMIS project during the operating year)

HUD: CoC Administration/Planning/UFA Funds

HUD: CoC Grant (Dedicated HMIS Grants Only)

HUD: CoC Project Grants

HUD: ESG (Dedicated HMIS Grant)

HUD: HOPWA

HHS: RHY – Through RHY Grantees

HHS: PATH – Through PATH Grantees

HUD: VA Grantees – Through VA Program Grantees

Local Government

State Government

Private/Foundation/Fundraising

Participation/User Fees from Projects/Agencies

Other

Total of All Funding Sources for Operating Year

HUD Funds expended from this Dedicated HMIS Grant

Equipment (Server, Computers, Printers)

Software (Software Fees, User Licenses, Software Support)

Services (Training, Hosting, Programming)

Personnel (Costs Associated with Staff)

Space and Operations

Administration

Total HUD-funded Expenditures

Match Used for this Dedicated HMIS Grant

Cash Match

In-Kind Match

Total Match

Total Expenditures requiring a match

Percentage Match

10. Additional Comments

Please provide any additional comments on other areas of the APR that need
explanations, such as a difference in anticipated and actual program outputs
or bed utilization:

0

90,778.00

0

0

0

0

0

0

72,435.00

0

0

4,150.00

0

167,363.00

0

44,326.00

0

40,514.00

0

5,938.00

90,778.00

22,695.00

0

22,695.00

90,778.00

25.00%

Having the HMIS Expansion Grant for Coordinated Entry System Implementation, also known
as Pathways to Home, allowed as to bring on one additional staff member and expand our user
base from 62 to 106.

5
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Ventura County Continuum of Care
Coordinated Entry System

Pathways to Home
Serving Individuals and Families

May 10, 2018





No Wrong 
Door

• Dead end, closed doors Seamless connections

Assessment

• Endless intakes, applications and waiting lists1 intake and assessment for housing 
opportunities and supports

Collaboration

• Each organization doing it all Each organization doing what they do best using a client centric 
and trauma informed approach

CES stitches existing programs 
together all across Ventura County 

into a no-wrong door system, 
connecting homeless individuals 
and families to the best resource 

for them.



In October 2016, 

Ventura County 

Continuum of  Care 

Coordinated Entry 

System Launched





Increased Partnership

CY 15/16: 16 Providers
CY 16/17: 17 Providers
CY 17/18 (YTD): 23 Providers (continuing to 
onboard more)

Increased Collaboration 

* Some agencies have multiple 
departments

Policy development
Gap analysis
Solution oriented



Increased Placement into 
Permanent Supportive Housing

CY 15/16: 18 Households
CY 16/17: 17 Households
CY 17/18 (YTD): 30 Households

Decreased Length of Time from 
Referral to Housing in PSH

CY 15/16: data not available
CY 16/17: 68.37 days/average
CY 17/18 (YTD): 31.16 days/average

54% 

* Increase in 
PSH Housing  



Direct Referrals for Seamless 
Connections to housing and 

services

Rapid Re-housing Referrals

CY 15/16: data not available
CY 16/17: 72%  of the 1697 referrals were RRH: 53% in housing 
search and/or placed in housing
CY 17/18 (YTD): 34% of the 922 referrals  are RRH : 65% in 
housing search and/or placed in housing

CY 15/16: data not available
CY 16/17: 1697
CY 17/18 (YTD): 922

15-20%





Questions?
Alicia Morales, LCSW

County of Ventura

Human Services Agency

HMIS Administration

805-477-5486

aliciax.morales@ventura.org



 

Human Services Agency -   
VCCoC  

Coordinated Entry System- 
Pathways to Home 

 

Date Initiated: August 28, 
2017   

Revision Date:   
Workgroup Start Date: 

August 28, 2017   
Workgroup End Date: 

September 1, 2018   

 

Revised 9/17/17  Page 1 

Traditional Workgroup Information 
Sponsors: Marissa Mach 
Workgroup Lead:   
 
Workgroup Participants:   

Rebecca Evans- VCHMIS    

Tisha Maeda VCHMIS    

Alicia Morales VCHMIS    

Tara Carruth VCCoC    

Jennifer Harkey VCCoC    

Rosie Walker HSA    
Monica Ruiz 
Chris Russel HSA    

 
 

Business Case 
  
The Human Services Agency, Ventura County Homeless Management Information System 
Administration (VCHMIS) in partnership with the Ventura County Continuum of Care 
operates the Coordinated Entry System (CES) which allows for prioritization and response to 
vulnerable individuals experiencing homelessness. Full implementation of Coordinated 
Entry System is mandated by January 23, 2018.  CES was implemented in phases, including 
Beta Testing from August 1, 2016 to October 9, 2016.  On October 10, 2016, PTH was fully 
implemented; focusing on prioritizing Transitional Housing and Permanent Supportive 
Housing with all Continuum of Care HUD funded agencies. 
The community’s next step is to identify areas of improvement, identify system gaps and re-
examine the current HMIS workflow.   
 
 
Opportunity or Problem Statement/Business Impact 

 
The HMIS system is the key piece of infrastructure needed to track how the CES program is 
performing.  Data will be extrapolated from the system to identify areas in need of 
improvement and/or provide supporting evidence of successful outcomes. 
 
Goal Statement  
 
The goal of conducting a CES re-review is for continuation of implementation and 
continuous process improvement.  Additionally, the workgroup will discuss and discover 
solutions for various elements surrounding the current model that is utilized and review the 
various key elements including analysis of the CES/ HMIS data, Case Conference Meetings 
and identification of successful metrics/outcomes, challenges and recommendations based 
on provider feedback. 



 

Human Services Agency -   
VCCoC  

Coordinated Entry System- 
Pathways to Home 

 

Date Initiated: August 28, 
2017   

Revision Date:   
Workgroup Start Date: 

August 28, 2017   
Workgroup End Date: 

September 1, 2018   

 

Revised 9/17/17  Page 2 

 
 

  Deliverables 
 

 
1. Chronic Homeless Documentation- identify challenges and verify with providers 

when documentation should be completed 
2. Prioritization Process- identify what’s working and challenges  
3. Case Conferencing- identify what’s working, challenges and consensus regarding 

frequency of meetings 
4. Referral Pain Points- identify challenges related to referrals sent and received in the 

system 
5. Points of Entry and Coverage- identify No Wrong Door model, what’s working, 

challenges and recommendations for improvement 
6. Pain Points in HMIS Workflow- identify system pain points, and identify ways to 

improve 

7. Review of VI Spreadsheet- identify reporting needs for providers (duplicates, etc) 
8. Revisit Roles and Responsibilities 
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01. Grant Information

APR Information

Operating start date for APR.

Operating end date for APR.

Are the dates shown above the dates you are reporting on?

If yes, have you completed your final draw in LOCCS?

If yes, have you renewed this project?

Is this a final APR?

Is this an APR for a grant that received a HUD-approved grant extension?

10/1/2016

9/30/2017

Yes

Yes

Yes

Yes

No
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02. Contact Information

Grant Contact Information

Prefix

First Name

Middle Name

Last Name

Suffix

Organization

Department

Title

Street Address 1

Street Address 2

City

State / Territory

ZIP Code

E-mail Address

Confirm E-mail Address

Phone Number

Extension

Fax Number

Contact Information for HMIS System Administrator from Lead Agency

Prefix

First Name

Middle Name

Last Name

Suffix

Organization

Department

Title

Street Address 1

Street Address 2

City

State / Territory

ZIP Code

E-mail Address

Confirm E-mail Address

Phone Number

Extension

Fax Number

Check all those participating in answering the APR questions:

Ms

Rebecca

Evans

MA

County of Ventura Human Services Agency

Adult and Family Services

Senior Program Manager

855 Partridge Drive

Ventura

California

93003

rebecca.evans@ventura.org

rebecca.evans@ventura.org

(805)477-5325

(805)477-5386

Ms

Tisha

Maeda

County of Ventura Human Services Agency

Business Technology Division

Sr. Office Systems Coordinator

855 Partridge Drive

Partridge Drive

California

93003

tisha.maeda@ventura.org

tisha.maeda@ventura.org

(805)477-5146

(805)477-5386

CoC Staff, Grantee/Fiscal Agent, HMIS Lead Staff, HMIS System Administrator
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03. Implementation Information

Identify the type of implementation this grant
is a part of:

Does the HMIS implementation use a
centralized model (in which the HMIS Lead
fulfills all responsibilities for system
administration) or a decentralized model (in
which local entities assist the HMIS Lead in
fulfilling responsibilities for system
administration)?

Briefly describe the HMIS implementation:

Does the HMIS implementation provide data
to a data warehouse/data integration
project?

04. HMIS Software Information

Identify the HMIS software in use:

Was the software in use, identified here, the HMIS solution
designated for use by the CoC?

How many years has the implementation used the current
software?

Does the CoC have plans to change software in the next two
years?

Identify all reports the software currently generates:

Is the software able to generate the most recent HMIS-CSV
export?

Is the software able to generate the most recent HMIS-CSV
export – that is hashed (e.g. for RHY)?

Does the software support automatic exiting functionality
(e.g. for night by night shelters and/or street outreach)?

If yes, how often is it run?

Is the HMIS system used for Coordinated Entry?

Who completes project set up, including entering all Project
Descriptor Data Elements (PDDE), in the HMIS?

How often are PDDE’s reviewed?

Single CoC Implementation

Centralized

The goal of VCHMIS is to create a comprehensive profile of the homeless population in the County of Ventura. By incorporating data
from emergency shelters, transitional housing, permanent supportive housing providers, outreach programs, drop-in centers, and food
pantries, HMIS Lead Agency will ensure that the County has the critical information necessary to make informed decisions regarding
allocation of services and resources to assist the homeless population. The following are the services provided by the Program: •
Hosting and maintaining HMIS software or data • Backing up, recovering, or repairing HMIS software or data • Upgrading, customizing,
and enhancing the HMIS • Administering the HMIS • Reporting to providers, the Continuums of Care and HUD, including System
Performance Measures • Conducting training in use of HMIS,HIPAA, Trauma Informed Approaches • Maintain security profiles • Help
Desk Support • Data Quality Assurance • Platform that facilitates Coordinated Entry System

No

Bowman Systems (Mediware) - ServicePoint

Yes

6

No

AHAR Table Shells, APR – CSV Report (as Used for Transitional Housing, Permanent Housing and Services Only),
CAPER – CSV Report, Data Quality Report, PATH Report, Project Descriptor Data Report, System Performance
Measures

Yes

Yes

Yes

Quarterly

Yes

HMIS Lead - System Administrator

Annually
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05. Staff Responsibilities

Identify the organization and person responsible for performing the following activities for the HMIS
implementation.

System Related

Hosts the HMIS Software on Their Server or Their Cloud Account Server

Oversees the Security of the HMIS System

Backs Up the HMIS Data

Report Related

Runs the Data Quality Report by Project

Monitors Data Quality

Runs/Produces the AHAR Information

Runs/Produces the System Performance Measures

Compiles Data for the Housing Inventory Chart

Generates/Compiles/Compares Data from the HMIS for the Point-in-Time Count

User Support

Sets Up the Configuration and User Levels of Users in the HMIS

Trains New Users

Provides On-Going Training for Users

Trains HMIS Lead Agency Staff

Provides User Support for Data Entry Issues

Provides User Support for HMIS Software Issues (via Telephone, Email, etc.)

06. Users

How many total HMIS users are there in the implementation?

Do all users sign a “User Agreement” that outlines basic privacy/security
policies applicable to the user?

Are all users trained in the system prior to receiving their passwords/logon
information into the HMIS?

Briefly describe the regular training for new users and any on-going trainings:

How many new users were trained in the implementation this year?

HMIS Vendor - Staff

HMIS Lead - System Administrator

HMIS Vendor - Staff

HMIS Lead - System Administrator

CoC Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

HMIS Vendor - Staff

CoC Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

HMIS Lead - System Administrator

HMIS Regional/Local - Support
Staff

HMIS Lead - System Administrator

HMIS Lead - System Administrator

106

Yes

Yes

New user training, Case management, Reporting, Trauma Informed Services, Agency Onboarding,
Site Visits for security compliance

66
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07. Governance

Governance

Is there a Governance Charter for each CoC in the
HMIS implementation area?

Do the Charter(s) establish the decision making
structure regarding the HMIS?

Are all CoCs in the implementation represented in
the decision making structure?

Are the roles and responsibilities for decision
making clearly defined and codified in documents
such as by-laws or governance charter(s)?

Briefly describe the relationship between the CoC
Board and the HMIS Lead Agency:

Standards

Has the HMIS Lead worked with all participating
CoCs to develop basic technical, security, privacy
and data quality standards?

Is there a process in place to update the
standards?

Who is responsible for monitoring the standards to
ensure they are up-to-date and enforced?

What year was the HMIS Policy/Procedure Manual
last updated?

Does the HMIS have an “Agency Agreement” on the
use of the HMIS with all agencies who have
programs on the system?

Describe the timeliness standards in the
implementation, how users are informed of those
standards and how they are monitored:

08. System Coverage

String or binary data would be truncated.

Yes

Yes

N/A - Single CoC Implementation

Yes

In the VCCoC governance structure there are 4 sub-committees and HMIS Streering Committee is one of those 4.

Yes

Yes

CoC Staff

2017

Yes

Users are expected to enter data by the end of the month. The data quality is run the month after the quarter ends and reviews
all the months in that quarter. The data quality reports are used for monitoring and are submitted to the agencies and the CoC. If
an agency has a "C" or lower grade, it is expected that the CoC and the HMIS Lead Agency will devise a corrective action plan
for the agency in question.
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09. Financial Information

ALL FUNDS

Funding Sources (associated with this dedicated HMIS project during the operating year)

HUD: CoC Administration/Planning/UFA Funds

HUD: CoC Grant (Dedicated HMIS Grants Only)

HUD: CoC Project Grants

HUD: ESG (Dedicated HMIS Grant)

HUD: HOPWA

HHS: RHY – Through RHY Grantees

HHS: PATH – Through PATH Grantees

HUD: VA Grantees – Through VA Program Grantees

Local Government

State Government

Private/Foundation/Fundraising

Participation/User Fees from Projects/Agencies

Other

Total of All Funding Sources for Operating Year

HUD Funds expended from this Dedicated HMIS Grant

Equipment (Server, Computers, Printers)

Software (Software Fees, User Licenses, Software Support)

Services (Training, Hosting, Programming)

Personnel (Costs Associated with Staff)

Space and Operations

Administration

Total HUD-funded Expenditures

Match Used for this Dedicated HMIS Grant

Cash Match

In-Kind Match

Total Match

Total Expenditures requiring a match

Percentage Match

10. Additional Comments

Please provide any additional
comments on other areas of the APR
that need explanations, such as a
difference in anticipated and actual
program outputs or bed utilization:

0

150,000.00

0

0

0

0

0

0

75,000.00

0

0

12,500.00

0

237,500.00

0

34,087.00

0

115,913.00

0

0

150,000.00

37,500.00

0

37,500.00

150,000.00

25.00%

Having the HMIS Expansion grant for Coordinated Entry System Implementation, also known as Pathways to Home, allowed us to bring
on one additional staff and expand our user base from 62-106. Accomplishments: Updated and implemented polices and procedures for
Coordinated Entry System, Implemented quarterly Provider Workshops for Coordinated Entry System HMIS users, Implemented
Coordinated Entry System technical training into the existing HMIS quarterly training, Implemented weekly case conference meeting
where providers review existing prioritization, re prioritize and make housing match recommendations, Developed and implemented Desk
guides and handouts for Coordinated Entry system, Implemented HMIS user feedback tool for Coordinated Entry System

5
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