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PURPOSE 
This document provides the policies, procedures, guidelines, and standards that govern the North 
Central Florida Alliance for the Homeless and Hungry (FL-508 or NCFA). 
HMIS partnering agencies for contributing data to the HMIS. The HMIS Staff will provide each HMIS 
Member Agency provider with a copy 
of this document. As a condition of participation, each HMIS Member Agency is asked to adhere to all 
policies within the document as 
signed in the HMIS Memorandum of Understanding (MOU). 

EXCEPTIONS 
In order to mitigate risk from participation in the HMIS system, the leadership of the CoC has the right 
to grant exemptions to any HMIS policy only in the 
following instances: 
1. Unique circumstances/projects not encountered before by HMIS staff, 
2. Public policy decisions needing some considerations, 
3. In need of quick timelines for implementation. 
No other instances will be considered. 
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UNIVERSAL DATA ELEMENTS (UDEs) 
 
 

• Name 
• Name Data Quality 
• Social Security Number 
• Social Security Number Data Quality 
• Date of Birth 
• Date of Birth Data Quality 
• Race 
• Ethnicity 
• Gender 
• Veteran Status 
• Disabling Condition 
• Project Start Data 
• Project Exit Date 
• Destination 
• Relationship to Head of Household 
• Client Location 
• Housing Move-in Date 
• Prior Living Situation 
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U. S. Department of Housing & Urban Development 
(HUD) & HMIS Acronyms & Definitions 
 

 

 

 



6 
 

 

 

 

 

 

 

 



7 
 

 

 

 

 

 

 



8 
 

 

 

 

 

 



9 
 

 

 

 

 

 

 

 

 

 

 

 



10 
 

 

 



11 
 

 



12 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



13 
 

 
INTRODUCTION 
The concept of HMIS was created by of the United States Congress and the Department of 
Housing and Urban Development (HUD). In 1999, Congress mandated the Department of 
Housing and Urban Development (HUD) find a way to adequately track the scope of 
homelessness in the United States in the HUD Appropriations Act. The following year, the 
Department of Housing and Urban Development (HUD) mandated that each community 
implement or be in the process of implementation of a Homeless Management Information 
System (HMIS) by October 2004. HMIS is a secure web-based centralized database where non-
profit organizations across our community enter, manage, share, and report information about 
the clients that they serve. It is like an electronic health record system in a hospital. The HMIS 
staff provides training and technical assistance to HMIS Member Agency providers and their 
users. Senate and House Appropriations Committee reports have reiterated Congress’ directive 
to HUD to: 

§ Assist communities in implementing local Homeless Management Information Systems 
(HMIS), and 

§ Develop a Longitudinal System Analysis (LSA) that is based on HMIS data from a 
representative sample of communities. 

Congress renewed its support for the HMIS initiative and the LSA in conjunction with the 
passage of the Transportation, Treasury, Housing and Urban Development, the Judiciary, the 
District of Columbia, and Independent Agencies Appropriations Act of 2006 (PL 109-115). In 
addition to Congressional direction HUD, other federal agencies and the U.S. Inter-agency 
Council on Homelessness requires HMIS under various statutory authorities and Congressional 
direction to collect information about the nature and extent of homelessness. Individual 
projects authorized under the McKinney-Vento Act and the HEARTH ACT require the 
assessment of homeless needs, the provision of services to address those needs and reporting 
on the outcomes of federal assistance in helping homeless people to become more 
independent. The major congressional imperatives in HUD’s McKinney-Vento Act and the 
HEARTH ACT projects are: 

§ Assessing the service needs of homeless persons; 
§ Ensuring that services are directed to meeting those needs; 
§ Assessing the outcomes of these services in enabling homeless persons to become 

more self-sufficient; 
§ Reporting to Congress on the characteristics of homeless persons and effectiveness of 

federal efforts to address homelessness 
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SECTION 1: HISTORICAL PERSPECTIVE 
HMIS PROJECT GOALS: 
The first goal is to inform public policymakers about the extent and nature of the homeless population 
in our community. This is accomplished through analysis of homeless client and service provider data. 
HMIS gathers an unduplicated count of those accessing services, service trends, bed utilization rates, re-
entry rates, and HMIS system usage. All data is provided in an aggregated format and made available to 
public policymakers, service providers, advocates, and consumer representatives. 
The second goal is to streamline the intake and referral process for human service agencies in the 
community. HMIS provides a standardized mechanism for collecting client information across all 
providers. Human service providers collect the same client information and then the client can share 
that information at each project with additional service providers for greater ease of service. As part of 
the system, a service provider can send an electronic referral to another agency. This streamlined 
process (Coordinated Entry) allows for the development of centralized coordinated assessment centers 
where agencies can store assessments, refer clients to other projects, and follow clients longitudinally 
with a shared information system. Provision of in-depth case management by sharing client information 
is the goal. 
The third goal is to allow for in-depth case management through the sharing of client information in a 
centralized system. HMIS provides a standardized mechanism in which human service provider collects 
information and then shares it among every participating human service agency to assist clients more 
efficiently and effectively. 
Finally, the fourth goal is to inventory homeless housing options in the community. HMIS captures this 
inventory and allows for real-time collection and tracking of emergency shelter, transitional housing, 
and permanent housing through rapid rehousing & permanent supportive housing. 
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SECTION 2: HMIS ROLES & RESPONSIBILITIES 
 
ROLES & RESPONSIBILITIES: 

• HMIS staff are responsible for coordinating the following items on behalf of HMIS Member 
Agencies: 

o All software related issues to the software vendor  
§ This includes all communication with the vendor including phone, email, and 

conferences. As well as submitting feature enhancement requests from HMIS 
Member Agencies. 

• User training - HMIS staff is responsible for all end-user training. This is to ensure continuity and 
consistency with training as well as to ensure the proper workflow for HMIS Member Agencies. 

• Technical support as it relates to the software or project - HMIS staff are responsible for 
providing technical support to agency administrators and end-users. Technical support services 
attempt to help the user solve specific problems with a product and do not include in-depth 
training, customization, reporting, or other support services. 

• Data quality initiatives – Together, Member Agencies and HMIS staff work diligently on adhering 
to data quality standards in order to ensure that reports both at the provider level and the 
system level are complete, consistent, accurate, and timely.  

• System-wide reporting on performance measures for local, state and national initiatives - HMIS 
staff train HMIS Member Agencies on how to access and run reports on the data they 
contribute to the HMIS. Additionally, reports are provided to governance board members and 
to statewide and national partners quarterly and annually. These data are in an aggregate 
format and detail the trends on how clients are being served in the community.  

• HMIS Staff coordinates and/or participates in numerous projects annually that include, but are 
not limited to data collection and reporting. 

 
ANNUAL PROJECTS & REPORTS 
The Longitudinal Systems Analysis (LSA) Report 
A critical aspect of the McKinney-Vento Homeless Assistance Act, as amended, is a focused on viewing 
the local homeless response as a coordinated system of homeless assistance options as opposed to 
homeless assistance programs and funding sources that operate independently in a community. The 
Longitudinal Systems Analysis (LSA) report, produced from a CoC’s Homelessness Management 
Information System (HMIS) and submitted annually to HUD via the HDX 2.0, provides HUD and 
Continuums of Care (CoCs) with critical information about how people experiencing homelessness use 
their system of care. This page provides guidance for CoCs about how to use and interpret their LSAs as 
well as for HMIS software providers about how to program the report. 
Grant Inventory Worksheet (GIW) 
Provides CoCs and Field Offices with information about CoC program grants that are eligible for renewal 
in the upcoming competition. 
Housing Inventory Chart (HIC) 
The Housing Inventory Chart (HIC) is an annual report submitted to the Department of Housing & Urban 
Development (HUD) that lists all homeless emergency, transitional, safe haven, shelter plus care, and 
permanent supportive housing beds in our Continuum of Care (CoC). 
Point in Time (PIT) 
A snapshot of the homeless population taken on a given day. Since 2005, HUD requires all CoC 
applicants to complete this count every other year in the last week of January. This count includes a 
street count in addition to a count of all clients in emergency and transitional beds. 
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SAGE 
HUD’s new reporting system for the submission of its Continuum of Care (CoC) Program Annual 
Performance Report (APR). Effective April 1st, 2017, the new system, Sage Homeless Management 
Information System (HMIS) Repository, will now be the portal for all CoC Program recipients to submit 
their APR to HUD Annual Performance Report (APR) - The Annual Performance Report (APR) provides 
annual performance reporting on clients outputs and outcomes that enables an assessment of grantee 
performance in achieving the housing stability outcome measure. The APR fulfills statutory reporting 
requirements and provides the grantee and HUD with the necessary information to assess the overall 
performance and accomplishment of the grantee’s program activities under the approved goals and 
objectives. 
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SECTION 3: HMIS MEMBER AGENCY ROLES & 
RESPONSIBILITIES 
 
“HMIS Member Agency” is the term given by the HMIS staff to reference participating healthcare 
and/or human service providers who actively enter data into the HMIS. 
 
PARTICIPATION REQUIREMENTS POLICY: A qualified HMIS Member Agency is required to sign and 
abide by the terms of the HMIS Member Agency Agreement and the HMIS Policies and Procedures. 
 
PROCEDURE: Any organization that provides health and human service may qualify to participate in 
HMIS. To participate in HMIS, Member Agencies must sign and agree to abide by the terms of the HMIS 
Member Agency Agreement. They must also abide by the policies and procedures outlined in this 
document as well as the End-user Agreement. All Member Agencies that receive funding from the 
United States Housing and Urban Development Department (HUD) or DCF are mandated to participate 
in HMIS by contract. For other agencies, participation is voluntary and strongly encouraged by the local 
CoC. 
 
HMIS MEMBER AGENCY AGREEMENT POLICY : The HMIS Member Agency Agreement must be signed 
by an authorized representative of each HMIS Member Agency. 
 
DOCUMENT: The HMIS Member Agency Agreement is a legal contract between the HMIS Member 
Agency and the HMIS Lead Agency regarding specific HMIS guidelines and use. The agreement outlines 
specific details about the HMIS Member Agency providers’ HMIS involvement including, but not limited 
to, the areas of confidentiality, data entry, security, data quality, and reporting. 
 
PROCEDURE FOR EXECUTION: The Agency’s Executive Director (or authorized officer) will sign two 
copies of the HMIS Member Agency Agreement and mail them to the HMIS Lead Agency. Upon receipt 
of the signed agreement, it will be signed by the HMIS Lead Agency director. One copy of the HMIS 
Member Agency Agreement will be scanned and filed, both as a hard copy and electronically with the 
HMIS Lead Agency. The original copy will be mailed back to the HMIS Member Agency. 
 
AGENCY STAFF ROLES AND REQUIREMENTS POLICY: For a Member Agency with more than five 
employees and licensed end-users, the Member Agency will assign both an Agency Administrator and a 
back-up Agency Administrator to coordinate HMIS activities for their organization. Procedure: The 
Executive Director (or authorized officer) of the Agency will complete the Agency Administrator 
Designation Form to assign the position to a specific staff person. This role is vital to the success of 
HMIS at the HMIS Member Agency locations. This practice will ensure that the 
data is entered in a timely manner, the quality of the data is continuously monitored, and 
communication and support between HMIS and the HMIS Member Agency is streamlined. An Agency 
Administrator is the staff member at an HMIS Member Agency provider who acts as the centralized 
contact for the HMIS staff. 
 
AGENCY ADMINISTRATOR ROLE AND RESPONSIBILITY 
The Agency Administrator role is to act as the operating manager and liaison for the HMIS system at the 
HMIS Member Agency.  

• This position is required for any Member Agency with five or more active licenses.  
• They are responsible for the following items:  
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o Adhere to and enforce the HMIS Policies and Procedures.  
o Attend at least one Agency Administrator Training.  
o Maintain current user license in the system by completing the certification assignments 

within 5 days of training and login to the system at least once every 30 days. 
o Communicate and authorize personnel and security changes for HMIS end-users to 

HMIS Staff within 24 hours of a change. Act as the first tier of support for HMIS end-
users. 

o Ensure client privacy, security, and confidentiality for clients.  
o Enforce HMIS end-user agreements.  
o Ensure the HMIS Privacy Notice is posted in a visible area of the Agency and 

communicated in a language understandable by clients.  
o Enforce data collection, entry, and quality standards.  
o Ensure a basic competency with running HMIS system reports and have an 

understanding of system-wide data quality reports.  
o Ensure Agency and all users are using the correct HMIS related forms and following the 

most current HMIS procedures and workflow.  
o Attend all HMIS required meetings and conference calls.  
o Assist with HMIS projects as needed (LSA, PIT, HIC, CAPER) Schedule/Authorize HMIS 

end-user training.  
o Inform HMIS Staff of all project changes within at least five business days prior to the 

change. 
 
POLICY For Member Agencies with less than five employees and licensed end-users, an Agency 
Administrator is not required, but at least one HMIS Point of Contact is required to communicate with 
the HMIS staff. 
 
PROCEDURES:  The Point of Contact role is very similar to the Agency Administrator role but without 
the technical support aspect.  

• The HMIS staff will fulfill the role of help desk support and triage. 
• A Member Agency should designate a primary and a back-up Point of Contact. The HMIS Point 

of Contact is responsible for the following items:  
o Adhere to and enforce the HMIS Policies and Procedures.  
o Enforce HMIS User Agreements. Ensure client privacy, security, and confidentiality.  
o Communicate and authorize personnel/security changes for HMIS End-users to HMIS 

Staff within 24 hours of a change.  
o Authorize HMIS End-users by completing the HMIS End-user Request Form prior to 

training. Ensure Agency and all users are using the correct HMIS related forms and 
following the most current HMIS workflow.  

• Inform HMIS Staff of all project changes with at least five business days prior to the change.  
• Ensure the HMIS Privacy Notice is posted in a visible area of the Agency and communicated in a 

language understandable by clients.  
• Attend all HMIS required meetings and conference calls.  
• Assist with HMIS projects as needed (LSA, PIT, HIC, CAPER) 

 
POLICY HMIS Member Agency will ensure that at least one person will complete training in order to 
receive a license to access live client data in HMIS. 
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PROCEDURE: Once the Agency Administrator/Point of Contact position has been assigned, she or he will 
be able to work with HMIS Staff to assign end-users and authorize additional licenses for the HMIS 
Member Agency.  
The end-user will complete training and then be responsible for the timeliness of the data being 
entered and the quality of the data they enter. integrity and accuracy. Licenses are transferrable and 
the fee is an annual fee. An end-user is a term used to refer to all HMIS users at an HMIS Member 
Agency. Every HMIS end-user must attend at least one training session and sign an HMIS end-user 
Agreement. This should be completed within five business days of training. Every HMIS end-user is 
responsible for the following items:  

• Adhering to all of the Policies and Procedures outlined in this document.  
• Attending all training required by HMIS staff and the HMIS Member Agency Administrator.  
• Entering quality data in a timely and accurate manner. 
• Adhere to the data requirements set by the HMIS staff and the HMIS Member Agency. 

 
INITIAL HMIS STAFF SITE VISIT POLICY  Prior to signing the HMIS agreements, a prospective HMIS 
Member Agency will first schedule and complete an on-site Initial HMIS Site Visit with the lead agency 
staff at the prospective Member Agency. 
 
PROCEDURE: Prior to signing the Agreements for participation, a prospective HMIS Member Agency 
provider will first schedule and complete an on-site initial HMIS site visit at the prospective Member 
Agency. This site visit is between the HMIS staff, the prospective HMIS Member Agency Executive 
Director and other HMIS Member Agency critical staff at the prospective HMIS Member Agency 
location. Other staff may include data entry staff, supervisors, managers, intake workers, or case 
managers. The prospective HMIS 
Member Agency should include any staff they feel are necessary to perform HMIS data entry, data 
quality or the reporting process. At this site visit, HMIS staff will document the goals of the prospective 
HMIS Member Agency in regards to HMIS (what do they want to achieve by using the system), go over 
the required data elements, review the Policy and Procedures, define entry requirements and set 
expectations. The site visit also allows HMIS staff to properly assess the prospective HMIS Member 
Agency providers' workflow and user needs, specific implementation issues, and any constraints or risks 
that will need to be mitigated by the prospective HMIS Member Agency prior to going live. A site demo 
using a training version of the HMIS system may also be used (at HMIS staff discretion) during the visit 
to visually explain HMIS and its capabilities. 
 
MINIMAL TECHNICAL REQUIREMENTS POLICY  
All HMIS end-user workstations must meet minimum technical requirements in order for HMIS to be 
functional and to meet the required security specifications. 
 
PROCEDURE: 
The following details are the minimal set of technical requirements for hardware and internet 
connectivity to the HMIS system. HMIS works with all operating systems. (Mac Users should use the 
latest operating system). Hardware: Laptop, Tablet or Workstation with Internet Connectivity: (High-
Speed Internet) either wireless or connected through an ethernet network (LAN). System requirements 
for the hardware is Windows 8, and Windows 10 (prefer the latest operating system for best results). 
Authorized Browsers: Firefox (latest version), Internet Explorer (latest version), Safari (latest version), or 
Google Chrome (latest version), and EDGE (latest version). 
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POINT OF CONTACT/END-USER ROLE & RESPONSIBILITY 
 
Every HMIS End-user must attend at least one training session and sign an HMIS End-user Agreement. 
This should be completed within five business days of training. Every HMIS End-user is responsible for 
the following items:  

• Adhering to all of the Policies and Procedures outlined in this document.  
• Attending all training required by HMIS staff and the HMIS Member Agency Administrator. 

Entering quality data in a timely and accurate manner. 
• Adhere to the data requirements set by the HMIS staff and the HMIS Member Agency. 

 
INITIAL HMIS STAFF SITE VISIT POLICY: 
Prior to signing the HMIS agreements, a prospective HMIS Member Agency will first schedule and 
complete an on-site Initial HMIS Site Visit at the prospective Member Agency. 
 
PROCEDURE: 
Prior to signing the Agreements for participation, a prospective HMIS Member Agency provider will first 
schedule and complete an on-site Initial HMIS site visit at the prospective Member Agency. This site visit 
is between the HMIS staff, the prospective HMIS Member Agency Executive Director and other HMIS 
Member Agency critical staff at the prospective HMIS Member Agency location. Other staff may include 
data entry staff, supervisors, managers, intake workers, or case managers. The prospective HMIS 
Member Agency should include any staff they feel necessary to perform HMIS data entry, data quality 
or the reporting process. At this site visit, HMIS staff will document the goals of the prospective HMIS 
Member Agency in regards to HMIS (what do they want to achieve by using the system), go over the 
required data elements, review the Policy and Procedures, define entry requirements and set 
expectations. The site visit also allows HMIS staff to properly assess the prospective HMIS Member 
Agency providers' workflow and user needs, specific implementation issues, and any constraints or risks 
that will need to be mitigated by the prospective HMIS Member Agency prior to going live. A site demo 
using a training version of the HMIS system may also be used (at HMIS staff discretion) during the visit 
to visually explain HMIS and its capabilities. 
 
MINIMAL TECHNICAL REQUIREMENTS POLICY 
All HMIS end-user workstations must meet minimum technical requirements in order for HMIS to be 
functional and to meet the required security specifications. 
 
PROCEDURE: 
The following details are the minimal set of technical requirements for hardware and internet 
connectivity to the HMIS system. HMIS works with all operating systems. (Mac Users should use the 
latest operating system). Hardware: Laptop, Tablet or Workstation with Internet Connectivity: (High-
Speed Internet) either wireless or connected through an ethernet network (LAN). System requirements 
for the hardware is Windows 10 (prefer the latest operating system for best results). Authorized 
Browsers: Firefox (latest version), Internet Explorer (latest version), Safari (latest version), or Google 
Chrome (latest version), and EDGE (latest version). 
 
LAPTOP/WORKSTATION MAINTENANCE: 
Browsers should refreshed on a regular basis to allow for proper speed and functionality. Your device 
can be set to perform this function automatically in your browser setting after each session is closed. 
Laptops/Workstations should maintain sufficient virus protection to prevent downtime for 
maintenance. Regular system maintenance and updates should be applied. 
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HMIS DATA USAGE 
 
HMIS DATA USAGE POLICY: HMIS Member Agency providers will not violate the terms of use of data 
within the HMIS system. 
 
PROCEDURE: HMIS Member Agency providers will not breach system confidentiality by misusing HMIS 
data. HMIS data is not to be used for any purpose outside the use of case management, project 
evaluation, education, statistical and research purposes. 
 
POLICY: HMIS Member Agency providers shall not use any data within HMIS to solicit clients, 
organizations, or vendors for any reason. 
 
PROCEDURE: At no time shall confidentiality of clients, organizations, and vendors be violated by 
disclosing client information to non-members. Data in HMIS will not be used to solicit for volunteers, 
employees, or clients of any type. This information must not be sold, donated, given, or removed from 
HMIS for any purpose that would violate client, organization, or vendor confidentiality or put 
participants at harm or risk. Those found in violation of this rule will have their access to HMIS 
immediately terminated and the violation disclosed to all local government and funding entities. 
 
POLICY: HMIS Member Agency providers shall not sell any HMIS client, organization, or vendor data for 
any reason. 
 
PROCEDURE: At no time shall the confidentiality of clients, organizations, and vendors be violated by 
selling any information. HMIS Member Agency providers shall not profit from disclosure of client, 
organization, or vendor information. Disclosure of information puts everyone at legal risk. Violation or 
breaches in HIPAA and 42 CFR regulations can result in fines and jail time. Those found in violation of 
this rule will have their access to HMIS immediately terminated and the violation disclosed to all local 
government and funding entities. HMIS Corrective Action. 
 
HMIS CORRECTIVE ACTION 
 
POLICY: If an HMIS Member Agency or any of its end-users have violated any HMIS policy, the HMIS 
Staff will implement an action plan upon discovery of the violation. 
PROCEDURE: Violations in HMIS policy may occur. HMIS Member Agencies will work to ensure 
violations in policy are prohibited. If a violation is discovered, it is the role of the HMIS staff to swiftly 
respond in order to prevent further violations from occurring or the current violation from harming 
clients or other HMIS Member Agencies. The HMIS staff will determine a course of action depending on 
the type and the severity of the policy violation. 
CRITICAL RISK (For example Security Breach, Imminent risk to clients, Unresolved Data Quality Errors) 
HMIS System Administrator will suspend all HMIS Member Agency Active end-user Licenses. Affected 
end-users will be suspended until retraining. 

§ HMIS Member Agency Director immediately reports the violation to the HMIS Lead Agency. 
§ HMIS Member Agency Director will contact the HMIS Member Project in question to discuss the 

violation and course of action. 
§ HMIS Member Agency will be suspended until the violation is resolved and will be placed on 

probation for at least 90 days. 
§ HMIS Lead Agency will contact the HMIS Member Agency Contract Manager to discuss violation 

and action plan. 
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MEDIUM RISK (For example Grievance has been filed against HMIS Member Agency or general complaints that 
threaten or endanger clients.) 

§ HMIS Member Agency immediately contacts and reports to the HMIS Lead Agency to discuss 
the course of action and plan. 

§ HMIS Member Agency Director will contact the HMIS Member Project in question to discuss the 
violation and course of action. 

§ The HMIS Lead Agency will contact the HMIS Member Agency Contract Manager to discuss 
violation and action plan. 

§ HMIS Member Agency will be placed on Probation for at least 90 days and possible suspension 
until violation resolved. If appropriate, HMIS System Administrator will suspend all HMIS 
Member Agency’s Active end-user Licenses. 

LOW RISK (For example Unresponsive HMIS Member Agency to HMIS Requests, Ceased Data Entry, 
Incorrect Bed List, End-user Inactivity, and Timeliness Issues.) 

§ HMIS Lead Agency immediately contacts and reports to the HMIS Member Agency Director to 
discuss the course of action and plan. 

§ HMIS Member Agency Director will contact the HMIS Member Project in question to discuss the 
violation and course of action. 

PROCEDURES: If appropriate, the HMIS Lead Agency will contact the HMIS Member Agency Contract 
Manager to discuss violation and action plan. If appropriate, HMIS Member Agency will be placed on 
probation for at least 90 days or until violation resolved. If appropriate, HMIS System Administrator will 
suspend all or some of the HMIS Member Agency End-user Licenses in question. 
 
POTENTIAL COURSES OF ACTION 
 
PROBATION 
The HMIS Lead Agency will notify the Agency’s Executive Director and HMIS Agency Administrator in 
writing to set up a one-on-one meeting to discuss the violation in question. During the meeting, an 
action plan will be developed and documented with relevant time frames outlined set to correct 
actions. If a training issue is identified, the HMIS Agency Administrator will coordinate further follow up 
with the End-users in question. The Member Agency will be on probation, for a minimum of 90 days, 
where monitoring and auditing may be required and performed regularly during this period. 
Notification of probation will be communicated to all local contract managers. 
 
SUSPENSION 
If a violation is of critical risk or the corrective measure(s) are not achieved in the probationary period, 
or more HMIS violations occur during the probationary period, the HMIS System Administrator will 
suspend access to HMIS until the issues are resolved. The HMIS Member Agency will receive a written 
notice to the Member Agency’s Executive Director of the suspension, reasons, and effective date. 
During suspension, a mandatory meeting will be held between the Member Agency Executive Director, 
the CoC Leadership, and the HMIS Staff, if appropriate, to discuss suspension and requirements for 
resolution. All meeting deliverables will be documented in writing and must be achieved within the set 
probationary period. 
 
TERMINATION 
If the Member Agency violates any policies deemed of critical risk and fails to achieve resolution within 
the probation period, the HMIS Staff will permanently terminate the Member Agency from HMIS. The 
HMIS Member Agency will receive a written notice to the Member Agency Executive Director outlining 
the termination, reasons, and effective date. Notification of the termination will be sent to all local 
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contract managers. In the case of incurred data quality costs and/or transfer costs, the Member Agency 
will assume 
responsibility for payment. 

 

 
SECTION 4: USER ADMINISTRATION 
 
HMIS END-USER PREREQUISITES POLICY: All HMIS Users are required to have a minimum set of basic 
computer competency skills to adequately perform their data entry roles in HMIS. 
 
PROCEDURE: Each HMIS Member Agency Administrator should meet the skill requirements set forth for 
the Agency Administrator in section 3.4. All other HMIS Users should be prepared with basic computer 
competency skills to adequately be able to use and navigate HMIS. Users will be evaluated for 
competency at the beginning of training. Users who do not have a minimum competency will be asked 
to leave training and seek a basic competency class. Basic computer competency classes can be found 
at a local library, community center, college, or business learning center. Once the user has completed 
the basic competency class, they can register and attend HMIS training. Upon return, they will be 
required to produce proof of attendance at the basic computing class. 
 
POLICY: Any prospective HMIS User who was a previous client of the same project he or she now 
intends to work or volunteer must not have resided at the facility or been a project participant in the 
last 3 months prior to gaining access to HMIS. 
 
PROCEDURE: The HMIS User for most residential/homeless service projects must not have been a 
previous client of the same project he/she now intends to work or volunteer for in the last 3 months 
prior to gaining access to HMIS. An HMIS User should never have access to detailed information on 
project/service participants that may have received services at the same time as the end-user. Any 
HMIS Member Agency who violates this rule is putting client information at risk of a privacy and 
confidentiality breach. Upon discovery of the practice, HMIS Lead staff will immediately inactivate the 
HMIS User in question and notify the agency administrator and end user of the inactivation in writing. 
 
POLICY: All HMIS Users must be provided the lead agency staff with an end user agreement and be 
provided training through the HMIS staff or HMIS Agency Administrator prior to entering or accessing 
client data in HMIS. 
 
PROCEDURE: Due to the amount of personally identifying information and the confidential nature of 
the HMIS, every HMIS User must be assigned a software license to access the system and their initial 
training must come from the HMIS Lead staff or HMIS Agency Administrator. In order to receive a 
license, a potential HMIS User must not violate HMIS policies. Furthermore, a condition of being 
granted a license is that all users must sign and adhere to an HMIS User Agreement. This document 
outlines the role and responsibility of having and maintaining their access to HMIS. An HMIS User who 
violates the HMIS User Agreement will be immediately inactivated from HMIS and required to attend 
re-training to re-gain access. 
 
POLICY: Notification of issuance and revocation of access within the HMIS is the responsibility of the 
HMIS Lead Staff. 
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PROCEDURE: Agency Administrators are responsible for notifying the HMIS Lead staff of a new user, 
change in user access or deletion of user access within 24 business hours of their organization’s needed 
change to NCFA HMIS access. Agency Administrators should work with the HMIS Lead staff to ensure 
proper license access is given to qualified HMIS Users. However, issuance, maintenance, and revocation 
of software licenses within the HMIS Lead is the sole responsibility of HMIS Lead staff. 
 
 
 
ASSIGNMENT OF END-USER SECURITY SETTINGS. 
The HMIS Lead staff will assign the security level of every end-user based on the agreed-upon security 
settings established by the Member Agency at the Initial HMIS site visit. The Agency Administrator or 
Executive Director will assign access to individuals based on their role in the organization and needed 
access to HMIS. Assignments are best organized by the lowest level of security the staff or volunteer 
member would need to perform their normal work duties as defined by their official job/position 
description. If the HMIS User is to remain on the system but has had a change in responsibilities, an 
Agency Administrator or Executive Director may request a change in any end-users security setting. 
 
ADDITIONAL LICENSES/CHARGES 
Licenses are allocated on a first-come-first-served basis based upon agency size, use, and adherence to 
all Policies and Procedures set forth in this document. If there are no more licenses available, the user 
will have to wait until a license is available or the HMIS Member Agency may purchase a license for the 
HMIS User. User licenses usually become available in October. 
 
HMIS LEAD STAFF REMOVING A USER LICENSE FOR CAUSE 
HMIS Lead reserves the right to inactivate or delete the license for any end-user for cause. In all cases 
where a licensee is removed for cause, the assigned HMIS Member Agency Administrator and Executive 
Director will be notified immediately via email with the stated cause of license removal. Reasons that a 
licensee would lose their license or otherwise have their license temporarily inactivated or revoked 
would include, but not be limited to:  

• A consistent lack of good data quality.  
• Sharing system credentials (login and password) with any other party, unless HMIS Lead is 

aware.  
• Allowing non-authorized users to view any data from, have access to, see the screens of, or be 

provided any print outs of client data from HMIS. 
 
OTHER VIOLATIONS OF THESE HMIS POLICIES. 
Other serious infractions that result in a compromise of the HMIS Member Agency and/or any client-
level data in the system.  

• Agency removing a user license an HMIS User license can only be deactivated by the HMIS Lead 
staff. Requests for removal or other change of a license by an HMIS Member Agency can only 
come from the Agency Administrator or Executive Director.  

• The request must be submitted in writing via email or Help Desk (once software acquired).  
• All license requests should be communicated to HMIS within 24 business hours after the end-

user has left the employment of the HMIS Member Agency, the HMIS User has changed 
positions and is no longer in need of HMIS access, or has knowingly breached or is suspected of 
a system breach where client data has been compromised.  
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LAW ENFORCEMENT POLICY: 
No active member of law enforcement or detention and corrections staff at this time are authorized 
HMIS Users. 
 
PROCEDURE: 
To protect current clients who may be accessing health and human service projects from harassment or 
harm, active members of law enforcement will not be granted access to HMIS. Limited exceptions may 
be negotiated and an agreement executed with HMIS, & the local COC, when there is a project with 
direct involvement in an active homeless jail diversion and/or prison release project. Any agreement 
with exceptions must include a statement that: HMIS use is (1) is limited to the purpose for which it was 
intended, and (2) is only for work with project involved clients. Former members of law enforcement 
who may volunteer or are employed at a homeless service provider post-law enforcement career may 
have access to HMIS if it is imperative to their new responsibilities. HMIS will consider and respond to 
requests by law enforcement with next of kin searches, searches for clients and in the interest of public 
safety a person(s) who law enforcement has probable cause or an active warrant for his/her arrest 
related, to a violent crime and other felony crimes. HMIS will provide law enforcement information 
related to evidence and information gathering concerning a criminal matter via Court Order, such as a 
search warrant or subpoena. 
 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
Section 5: Clients’ Rights/Client Consent 
 
 



26 
 

HMIS Release of Information (ROI) 
The HMIS Release of Information (ROI) form is used to control how client data is shared in HMIS. It 
should be kept by the HMIS Member Agency and protected from loss or theft. Member Agencies are 
required to use the HMIS Release of Information form provided. Release of information is specific to 
sharing data among providers in the Continuum of Care, as well as HMIS Member Agencies. HMIS Users 
should strive to communicate a Release of Information in a language the client understands. The head 
of the household may sign for any children or members of the household under the age of 18 on the 
same form. Along with the ROI, other documents can also be scanned and uploaded in HMIS :  
They are:  

• ROI Form,  
• Proof of Homelessness,  
• Proof of Chronic Homelessness Status,  
• SSN Card,  
• Proof of Disability,  
• Proof of Insurance,  
• Proof of Income,  
• Proof of Non-cash Benefits (Food Stamps, Medicaid Card)  
• Lease for Clients’ Housed ,  
• Upon Exit from the project (PSH Only) Destination documentation.  

 
Agencies must make reasonable accommodations for persons with disabilities throughout the data 
collection process. This may include, but is not limited to,providing qualified sign language interpreters,  
readers or materials in accessible formats such as Braille, audio, or large type, as needed by the 
individual with a disability. Agencies that are recipients of federal assistance shall provide required 
information in languages other than English that are common in the community, if speakers of these 
languages are found in significant numbers and come into frequent contact with the project. 
 
CLIENT ACCESS TO INFORMATION 
 
POLICY: All clients entered into HMIS have a right to view information within their electronic HMIS file 
 
PROCEDURE: If an HMIS Member Agency has a written policy for providing copies of their paperwork or 
data collection to clients, the HMIS Member Agency may follow its procedures to allow for providing 
copies of the HMIS data they collected. Clients can request a copy of their information in writing to the 
HMIS staff through email or regular mail. Once received, the HMIS staff will fulfill the client’s request in 
an expedited manner. 
FILING A GRIEVANCE          
 
POLICY:                                               Will updated once Grievance Procedure approved by Board 
Clients have the right to file a grievance with the HMIS Lead staff about any HMIS Member Agency 
related to violations of access in HMIS, violations of HMIS Policies and Procedures, or violations of any 
law. 
 
PROCEDURE: HMIS staff will hear from any client who wishes to file a grievance against any HMIS 
Member Agency. HMIS staff will request that a client fill out a Client Grievance Form, which can be 
obtained by contacting the HMIS staff by phone, email or regular mail. Once completed and submitted 
by the client, HMIS Staff will investigate the complaint and provide its findings to the client who lodged 
the grievance. HMIS Staff will notify the parties involved about the alleged incident reported. If the 
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client is not satisfied with the findings of the grievance, the client must submit a grievance request in 
writing to the U. S. Dept. of Housing and Urban Development.  GET ADDRESS for HUD 
 
POLICY: Other HMIS Member Agencies have a right to file a grievance with the HMIS staff about any 
HMIS Member Agency related to violations of access in HMIS, violations of HMIS Policies and 
Procedures, or violations of any law. 
 
PROCEDURE: HMIS staff will entertain any HMIS Member Agency who wishes to file grievance against 
any other HMIS Member Agency. In cases where a client leaves one HMIS Member Agency to receive 
services from another HMIS Member Agency and the client reports a suspected violation, the new HMIS 
Member Agency does have a right to file a grievance or duty to warn the HMIS staff on behalf of the 
client as long as the client grants their permission to file a grievance on their behalf. HMIS staff will 
request a Client Grievance Form be completed by either the client or the HMIS Member Agency. The 
form can be obtained by contacting the HMIS staff by phone, email or regular mail. Once completed and 
submitted by the client, HMIS Staff will investigate the complaint and provide its findings to the client 
who lodged the grievance. HMIS staff will notify the parties involved and the governance board about 
the alleged incident reported. If the client is not satisfied with the findings of the grievance, the client 
must submit a grievance request in writing to the U. S. Department of Housing and Urban Development. 
ADDRESS & EMAIL 
 
REVOKING AUTHORIZATION FOR HMIS DATA COLLECTION 
 
POLICY: All clients who initially agree to participate in HMIS have the right to rescind their permission 
for data sharing in HMIS. 
 
PROCEDURE: Clients who choose to revoke their information-sharing authorization must complete a 
new Release of Information. The new Release of Information should be sent by the Agency 
Administrator who will notify the HMIS Staff that the client record is to be “closed” in the system. The 
HMIS staff will be responsible for closing the client record from view. Once closed, the HMIS Member 
Agency will no longer be able to share future client data entered into HMIS. However, data entered 
prior to the record being closed can still be 
viewed and shared with other Member Agency providers. The new Release of Information should be 
kept on file by the Member Agency. After a Release of Information is signed and a client is accepted into 
an HMIS participating financial assistance project, the client must sign a client consent form and HMIS 
staff must be notified to re-open the client record for sharing. The notification to re-open the file must 
be submitted in writing, along with a scanned copy of the client’s newly signed consent. 
 

 

 

 

 

SECTION 6: PRIVACY, SAFETY & SECURITY 
 
NATIONAL PRIVACY REQUIREMENTS 
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POLICY: HMIS complies with all federal, state, local laws, standards, and regulations. 
 
PROCEDURE: It is imperative that partner agencies have Policies and Procedures in place that ensure 
compliance with applicable laws and regulations that govern their projects. 
 
HIPAA COVERED ENTITIES: Any Agency that is considered a “covered entity” under the Health 
Insurance Portability and Accountability act of 1996, 45 C.F.R., Parts 160 & 164, and corresponding 
regulations established by the U.S. Department of Health and Human Services is required to operate in 
accordance with HIPAA regulations. More information about 45 C.F.R. may be found at 
http://www.hhs.gov/ocr/privacy/42 CFR Part 2 Entities. Any Agency that is considered a “covered 
entity” under 42 C.F.R. Part 2, and 
corresponding regulations establishing by the U.S. Department of Health and Human Services is 
required to operate in accordance with the corresponding regulations. More information about 42 
C.F.R. may be found at http://www.access.gpo.gov/nara/cfr/waisidx_02/42cfr2_02.html Domestic 
Violence (DV) Shelters. Any agency that is a victim service provider is barred from disclosing identifying 
information to HMIS as of 2007. More information about DV Shelters and HMIS may be found at: 
http:/epic.org/privacy/dv/HMIS.html 
 
OTHER ENTITIES: Any Agency that is NOT considered a “covered entity” under any of the above-
mentioned projects is required to operate in accordance with HMIS privacy and security rules, as well as 
any applicable federal, state, local laws and regulations. More information about HMIS Privacy and 
Security Rules may be found at 
https://www.hudexchange.info/resources/documents/HEARTH_HMISRequirementsProposedRule.pdf 
 
POLICY: HMIS Member Agency providers must post an HMIS Privacy Notice prominently on their 
websites and in areas of plain view of the public such as waiting rooms, intake areas, lobbies, or 
screening or assessment areas. HMIS Member Agency providers are required to provide a copy of the 
HMIS Privacy Notice to all clients upon request by the client. 
 
PROCEDURE: By law, HMIS Member Agency providers are required to post a Privacy Notice that 
discloses the collection and use of Client Information. HMIS has developed a document for posting for 
providers without adequate notice. The HMIS Privacy Policy and Notice are documented in Appendix V. 
System Security and Privacy Statement 
 
POLICY: System Security and Privacy Statement 
The HMIS Lead Agency has implemented extensive technical and procedural measures to protect the 
confidentiality of personal information while allowing for reasonable, responsible, and limited uses and 
disclosures of data as recommended in the HMIS Data and Technical Standards. 
 
PROCEDURE: The security and confidentiality of homeless and at-risk client information within HMIS is a 
major issue. For certain providers and subpopulations, such as Domestic Violence Shelters, Substance 
Abuse Facilities and HIPAA Covered Entities, security, and confidentiality of client information becomes 
even a much larger concern for all involved. The HMIS Data and Technical Standards, published June 30, 
2004, and updated through 2014 by the U.S. Department of Housing and Urban Development (HUD), 
include 
extensive HMIS Privacy and Security Standards to be followed by Continuum of Care, Homeless 
Assistance Providers, and HMIS Software companies. These standards were developed after careful 
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review of the Health Insurance Portability and Accountability Act (HIPAA) standards for securing and 
protecting patient information. The HMIS has and will continue to be in compliance with these privacy 
and Security Standards even while not being considered a HIPAA covered entity as an HMIS Lead 
Agency. 
 
POLICY: 
HMIS secures the location of the server in a controlled hosting environment providing security from 
data loss and theft. 
 
PROCEDURE: HMIS contracts with a HUD-approved software vendor to provide HMIS to the Continuum 
of Care. As a web-based HMIS solution, the HMIS software and databases are hosted on secure servers 
in a highly secure computer room accessible only by very few employees who are responsible for 
maintaining and supporting the system. The vendor computers are also protected by firewalls to 
prevent unauthorized external access. 
 
POLICY: HMIS ensures that only appropriate staff and volunteers at HMIS Member Agency providers 
gain and retain system access through a user authentication process. 
 
PROCEDURE: As an Internet-based software system, each HMIS User accesses the system via their 
internet web browser via a web portal with their username and a password. All user names and initial 
temporary passwords are issued by HMIS staff only. After three failed login attempts, user ID’s and 
passwords automatically become inactive and users must contact an Agency Administrator or HMIS 
staff for reactivation. Passwords are always encrypted and can never be seen in cleartext. 
 
POLICY: HMIS secures data as it is traveling over the Internet and stored on the centralized server by 
proving encryption for all data. 
 
PROCEDURE: As a cloud or web-based software system, it is imperative that all data travel through the 
Internet encrypted or unreadable to an outside user. All HMIS transactions are fully encrypted using 
Secure Socket Layer (SSL) with 128-bit encryption. This is the highest commercially available encryption 
level and is the same as used by financial institutions. Users can be assured that the data they are 
interacting with is secure by noticing the URL, or Web Address while using HMIS begins with the letters 
HTTPS (HyperText Transfer Protocol Secure). 
 
POLICY: HMIS staff, in conjunction with the HMIS Member Agency Administrator, ensures that all HMIS 
Users have access to the components of the system appropriate for their level of data usage. 
 
PROCEDURE: The HMIS software has a built-in security system that ensures each user only has the 
minimum access needed to perform their normal duties. Each HMIS user is assigned a security level in 
their user profile that grants them access to only the areas they need to accurately do their work. A 
change to the level of system security for an end-user may only be requested by an Agency 
Administrator or Executive Director for which the end-user works. 
 
POLICY: HMIS staff use audit trail tools to ensure system maintenance, investigate privacy, security 
breaches or filed client grievances. 
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PROCEDURE: The HMIS software has built-in audit trail applications that allow administrators to audit 
the use and access of data. Audit reporting is an integral part of maintaining system security protocols 
and is performed on a scheduled basis by HMIS staff. 
 
POLICY: The HMIS is a shared information system with default visibility and security exceptions preset 
by HMIS staff based on the workflow of the Member Agency. 
 
PROCEDURE: Pursuant to 42 and 45 CFR notwithstanding, HMIS is an open or shared HMIS system. The 
default visibility settings for clients will be set to OPEN for all HMIS clients that are not registered or 
receiving services from any 42 or 45 CFR facility or project. If a client is enrolled in a 42 or 45 CFR 
covered entity project, project visibility settings will be set in accordance with applicable laws. The HMIS 
system utilizes a set of Visibility Settings that allow the sharing of only agreed-upon data elements 
among the participating HMIS Member Agencies. The HMIS system utilizes a set of Deny Exceptions that 
disallow sharing of certain information by provider projects based upon federal, state, or local laws and 
guidelines, and by agreement with each HMIS Member Agency provider. System Visibility settings may 
only be changed by the HMIS staff. Requests to change visibility settings must be made via written 
request to HMIS staff. The HMIS system is constructed to offer a dynamic range of levels of security 
based on the needs of the agency and MSCCOC_HMIS User. As a default, HMIS Users will only have 
enough security access to perform their normal job duties. Requests to change a user status must come 
from an HMIS Member Agency Administrator or Executive Director.  
 
DATA OWNERSHIP POLICY: All data is governed by the owner(s) of the data with regard to data use and 
disclosure. 
 
PROCEDURE: The client ultimately retains ownership of any identifiable client-level information that is 
stored within HMIS. If the client consents to share data, the client, or agency on behalf of the client, has 
the right to later revoke permission to share her or his data without affecting rights to service provision. 
system maintenance, investigate privacy, security breaches or filed client grievances. 
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Section 7: USER TRAINING 
 
POLICY: All HMIS Users are required to have basic computer competency prior to attending any HMIS 
training. 
 
PROCEDURE: All users must have internet access and a company email address (personal if the agency 
agrees). Email must be able to be accessed over the internet. 
 
POLICY: HMIS Lead Agency or HMIS Agency Administrator will provide all of the training needs.  
 
PROCEDURE: If the user is having issues getting the system up and running, email hmis@ncfalliance.org 
or call us for help at 352-333-0867. 
 
ONSITE TRAINING: HMIS staff is available to deliver onsite training in the event that an agency has a 
large number of staff to train or wants a specific topic covered. During times that onsite training is not 
feasible a Zoom training can be scheduled. There will also be a library of training videos that can be 
accessed by contacting the HMIS Lead Staff. 
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SECTION 8: HMIS TECHNICAL SUPPORT 
 
POLICY: The Homeless Management Information System staff have provided a system that will allow 
HMIS Users to request technical assistance regarding the database. 
 
POLICY: The HMIS staff will respond to all inquiries from Member Agencies and clients in a timely 
manner. 
 
PROCEDURE: Response times for technical assistance varies based on the item that is submitted and the 
priority associated. HMIS Staff reserve the right to adjust priority levels based on the type of the 
request. Requests for routine system technical support will be honored on a first come-first served basis 
during normal business hours. 
 
POLICY: HMIS Staff will submit to the vendor all feature enhancement requests submitted through the 
proper channels from Agency Administrator(s) or HMIS Users. 
 
PROCEDURE: It is a stated goal of HMIS to be as efficient and user-friendly as possible within the 
technical restraints of the system. Feature enhancement requests are welcomed and encouraged. 
Please submit all possible feature enhancements in the following manner: Begin by submitting an email 
to hmis@ncfalliance.org. Be as specific as possible in the request. If appropriate, describe the current 
workflow first and the suggested feature enhancement right after. Screenshots and files can be 
attached to the Help Ticket. If enhancement is for new system functionality, please describe a workflow 
and diagram as much as possible. If appropriate, please denote how much time savings would be 
achieved if the feature enhancement were to be enacted. If appropriate, please denote all of the 
possible benefits for your agency or end-users and other Member Agency providers if feature 
enhancement were to be enacted. 
 
POLICY: The Homeless Management Information System staff will hold mandatory periodic in-person 
meetings or conference calls to discuss system changes and provide technical support. 
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SECTION 9: DATA COLLECTION PROCESS 
CLIENTS SERVED VS. CLIENTS BENEFITING FROM SERVICE 
 
POLICY: All client data entered into HMIS by the Member Agency should be that of clients and/or 
his/her family that are receiving service. 
 
PROCEDURE: Clients entered into HMIS should consist of the clients in attendance at the day of 
enrollment into the project or services, and can consist of minors under the age of 18 if the legal 
guardian consents to their entry into HMIS. Unless the program is children only program.  HMIS is not 
meant for adult clients who are not in attendance or may benefit from services at a later date. HMIS 
Member Agency providers should refrain from entering adult clients into HMIS that are not physically 
seen to be enrolled in the project or provided the service because they cannot give consent in absentia. 
For those providing financial assistance services per address, it is expected each member of the 
household receiving the service by the same address must provide consent and be entered as a 
household unit in HMIS and linked together using a service transaction, otherwise, there is a risk of 
duplication of services. Data on all members of the family should be entered individually, but tied 
together as a household. The head of household can give consent for all minor children (under 18 years 
of age) in a family but cannot give consent for any adult members (over the age of 18). All adults must 
give their consent individually. 
 
DATA ENTRY REQUIREMENTS 
 
POLICY: The Homeless Management Information System staff requires each HMIS Member Agency to 
enter client-level data based on a set of predefined data standards. 
 
PROCEDURE: HMIS data standards are based on the most current revision of the HUD Homeless 
Management Information System (HMIS) Data Standards. Every project entering into HMIS must adhere 
to the requirements set by HUD and the local Continuum of Care. Every project entering data into HMIS 
is evaluated based on the following elements: completeness, consistency, accuracy, and timeliness. 
Refer to Section 10 on Data Quality for details. Providers are required to enter the following Universal 
Data Elements as outlined in the Data Quality Plan. The elements required for every person who is 
entered in the system are:  

• Release of Information documented, 
• Name (First, Last) Data Quality,  
• Social Security Number (partial or full) Data Quality,  
• Date of Birth Data Quality,  
• Race,  
• Ethnicity,  
• Gender,  
• Veteran Status,  
• Disabling Condition,  
• Project Start Date,  
• Project Exit Date,  
• Destination,  
• Relationship to Head of Household,  
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• Client Location,  
• Housing Move-in Date,  
• Living Situation  

 
PROCEDURE FOR MCKINNEY-VENTO FUNDED PROJECTS 
HMIS Member Agencies who are funded through any of the programs below must meet the basic 
requirements set by HMIS and also meet additional Program Specific Data Elements (PSDE). Found at: 

• HUDHRE. com   
• https://www. hudexchange.info/Emergency Solutions Grant (ESG); 
• Supportive Services for Veteran Families (SSVF)  
• VA Grant and Per Diem Program (GPD)  
• Rapid Re-Housing Program (RRP);  
• Projects in Assistance of Transition from Homelessness (PATH);  
• Supportive Housing Program (SHP);  
• Shelter Plus Care (S+C); 
• Section 8 Moderate Rehabilitation for Single Room Occupancy (SRO);  
• Housing Opportunities for Persons with AIDS (HOPWA).  

 
Additional program-specific data elements to be collected are detailed in the 2020 HUD Data Standards 
and vary by program type (e. g. PATH, SSVF, RHY, ESG, etc. ) and may include:  

• Housing Status,  
• Income amount,  
• Income Source(s),  
• Income Date(s),  
• Non-Cash Benefits,  
• Non- Cash Benefits Source(s),  
• Non-Cash Benefits Date(s), and Sources,  
• Health Insurance, Health Insurance Source(s),  
• Health Insurance Information Date,  
• Reason for No Health Insurance (if applicable),  
• Disability Type,  
• Domestic Violence Victim/Survivor,  
• Domestic Violence Information Date,  
• Contact Date (Street Outreach Only),  
• Date of Engagement (Street Outreach and Services Only Projects).  
• Services Provided (PATH, HOPWA, & VA Funded),  
• Referrals Provided,  
• Residential Move-in Date,  
• Housing Assessment Disposition and,  
• Housing Assessment at Exit.  

 
The housing status must be recorded at Project Start. The client’s income and sources must be recorded 
at Project Start and verified at least one time during a year if in the project over a year. It is 
recommended that Member Agencies and Agency Administrators review the most current 2020 Data 
Dictionary at https://files.hudexchange.info/resources/documents/HMIS-Data-Dictionary.pdf and the 
most current 2020 Data Standards at https://files.hudexchange.info/resources/documents/HMIS-Data-
Standards-Manual.pdf 
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POLICY: All Housing Providers are required to maintain the most current bed inventory in HMIS. 
 
PROCEDURE: All Housing Providers must work with HMIS Staff to build accurate bed lists in HMIS. Each 
HMIS bed list should be assigned to the appropriate project (Emergency, Transitional, Permanent 
Supportive, etc. ). 
 
OPTIONAL REQUIREMENTS 
 
POLICY: All Member Agency providers are encouraged to record all Program-Specific Data Elements 
(PSDE) for all clients entered into HMIS even if not required for funding. 
 
PROCEDURE: Optional PSDE is a valuable area of the client record and part of case management. 
Therefore, though not required, HMIS Users are encouraged to complete these elements for each 
client, especially if the client is in a housing or financial assistance project. The optional PSDE include 
Employment, Adult Education, General Health Status, Pregnancy Status, Veteran’s Information, and 
Children’s Education. 
 
HMIS CLIENT PHOTO ID CARDS 
 
POLICY: Member Agency providers are encouraged to create and disseminate HMIS Client Photo ID 
Card for all homeless clients being entered into HMIS. 
 
PROCEDURE: Continuum of Care has established the HMIS Client Photo ID Cards as the identification for 
all homeless clients in the system. Homeless and at-risk homeless clients can be issued an HMIS Client 
Photo ID Card at their first point of entry into the Continuum of Care. The cards may be issued at major 
continuum points of access such as day centers and one-stop centers or by other Member Agency 
providers when a service is rendered. 
 
POLICY: HMIS Member Agency providers are encouraged to use the HMIS Client Photo ID Cards for all 
clients for which they are providing services as proof of ID to rapidly check clients into services and 
projects. 
 

 

 

 

 

 

 

 

 

SECTION 10: DATA QUALITY 
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Data quality is vitally important to the success of the Homeless Management Information System. HMIS 
Member Agency providers and HMIS staff will work diligently on adhering to the most current revision 
of the HUD Homeless Management Information System (HMIS) Data Standards in order to ensure that 
reports both at the provider level and the system level are complete, consistent, accurate, and timely. 
Adherence to set data quality standards will help bring additional funded dollars into our community as 
well as ensure our data reflects our community level of service when reported locally, statewide, or 
nationally. Data quality will be evaluated on accuracy, completeness, consistency, and timeliness. This 
data will be used by the Continuum of Care to monitor progress towards meeting its benchmarks.  
	
What	is	Data	Quality?				
Data quality is the reliability and validity of client-level data collected. Good data quality accurately 
reflects actual client information in the real world and has the ability to tell a client’s story. It also aids 
case management in assessing client needs and determining appropriate services. Data quality is 
determined by several factors such as timeliness, completeness, coverage and accuracy. For system 
performance measurement, HUD’s expectation is that HMIS data be complete and accurate dating 
back to October 1st, 2012. 

What	is	a	Data	Quality	Plan?	
A data quality plan is a community-level document that assists the CoC in achieving statistically valid 
and reliable data. The plan sets expectations for both the community and the end users to capture 
reliable and valid data on persons accessing the homeless assistance system. The plan: 

 
• Establishes specific data quality benchmarks for coverage, timeliness, 

completeness, accuracy, and consistency;  

• Identifies the responsibilities of all parties within the CoC with respect to data 
quality;  

• Establishes a timeframe for monitoring data quality on a regular basis. 
 
POLICY: The Homeless Management Information System staff will evaluate the quality of all HMIS 
Member Agency data on the accuracy of the data entered monthly. 
 
PROCEDURE: Accuracy is the degree to which data correctly reflects the client's situation or episode as 
self-reported by the client. 
 

 

Please see addendum __ for the full Data Plan 
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SECTION 11: PERFORMANCE MEASUREMENT 
HMIS staff will measure the performance of HMIS Member Agency providers as it relates to the quality 
of the data entered into the system. Additionally, performance on a system-level will be measured to 
show the progress towards our Continuum of Care in ending homelessness. 
 
POLICY: HMIS staff will measure the timeliness and completeness of data entered by each HMIS 
Member Agency. 
 
PROCEDURE: As a quality monitoring tool, the HMIS staff will measure the effectiveness of data entry 
performed by each HMIS Member Agency. These reports will be generated out of the system on a 
monthly basis. Each HMIS Member Agency will have 5 business days to seek technical assistance 
regarding any data quality issues & to correct any issues. 
 
POLICY: HMIS staff will measure the bed utilization rates of homeless housing providers. 
 
PROCEDURE: As a quality monitoring tool, the HMIS staff will periodically review the bed utilization 
rates of HMIS Member Agencies. 
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APPENDIX – EMERGENCY CONTACTS 
This appendix lists the names, contact information, and email addresses for key personnel in the event 
of an emergency or disaster. 
 
 
NAME EMAIL ADDRESS PHONE 
Patrick Dodds pdodds@unitedwayncfl.org 352-333-0866 

Brenda Chamberlain bchamberlain@unitedwayncfl.org   352-333-0867 
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I INTRODUCTION	
This document describes the Homeless Management Information System (HMIS) data quality plan for 
the FL-508 North Central Florida Alliance for the Homeless and Hungry Continuum of Care (CoC).  HMIS 
is a locally administered electronic system that stores client-level information about persons who access 
homeless services in a community. The HMIS Lead for the CoC is United Way of North Central Florida. 
The document includes a Data Quality Plan and protocols for ongoing data quality monitoring that meet 
requirements set forth by the Department of Housing and Urban Development (HUD). This HMIS Data 
Quality Plan is to be updated annually to reflect the latest HMIS data standards and locally developed 
Data Quality Thresholds. 

 

HMIS	Data	and	Technical	Standards	
Each CoC receiving HUD funding is required to implement and participate in HMIS to capture 
standardized data about all persons accessing homeless assistance in the area. The Homeless 
Management Information System complies with HUD’s official data and technical standards published 
on HUD’s Resource Exchange. 
In 2010, the U.S. Interagency Council on Homelessness (USICH) affirmed HMIS as the official method of 
measuring outcomes for homelessness in Opening Doors: Federal Strategic Plan to Prevent and End 
Homelessness. Many federal partners that provide services to specific homeless populations have 
joined together to work in a coordinated effort to end homelessness using HMIS data: 

• U.S. Department of Housing and Urban Development (HUD) 
• U.S. Department of Health and Human Services (HHS) 
• U.S. Department of Veteran Affairs (VA) 

 

In May of 2014, HUD published final HMIS Data Standards to ensure consistent reporting across federal 
agencies. The 2014 Data Standards revise and replace the 2010 HMIS Data Standards which guide client- 
and program-level data reporting. The 2014 Data Standards identify Universal Data Elements and 
Program Specific Data Elements that are required of all homeless programs participating in the HMIS. In 
October of every year HUD releases updates to the HMIS Data Standards so it is important that this plan 
be reviewed annually for any necessary revisions. 

 

What	is	Data	Quality?	
Data quality is the reliability and validity of client-level data collected. Good data quality accurately 
reflects actual client information in the real world and has the ability to tell a client’s story. It also aids 
case management in assessing client needs and determining appropriate services. Data quality is 
determined by several factors such as timeliness, completeness, coverage and accuracy. For system 
performance measurement, HUD’s expectation is that HMIS data be complete and accurate dating back 
to October 1st, 2012. 

What	is	a	Data	Quality	Plan?	
A data quality plan is a community-level document that assists the CoC in achieving statistically valid and 
reliable data. The plan sets expectations for both the community and the end users to capture reliable 
and valid data on persons accessing the homeless assistance system. The plan: 

 

• Establishes specific data quality benchmarks for coverage, timeliness, completeness, 
accuracy, and consistency;  

• Identifies the responsibilities of all parties within the CoC with respect to data quality;  
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• Establishes a timeframe for monitoring data quality on a 
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What	is	a	Data	Quality	Monitoring	Plan?	
A data quality monitoring plan is a set of procedures that outlines a regular, on-going process for 
analyzing and reporting on the reliability and validity of the data entered into the HMIS at both the 
program and aggregate system levels. This plan includes roles and responsibilities for the CoC, the 
HMIS Administrator, and the Data Performance Committee. 

 
 

II DATA QUALITY PLAN 
 

Benchmarks and Goals: 

Timeliness	

Timeliness answers the question: “How often are projects entering their data?” 

 When data is entered in a timely manner, it can reduce human error due to too much time between 
data collection and data entry. Relying on notes or memory of a conversation can lead to incorrect or 
incomplete data entry. Timely data entry also ensures accessibility of information for the entire CoC 
for Coordinated Entry and project evaluation.  

 
Street Outreach  
● Live time or within 24 hours of contact with the client  
 
Emergency Shelter  
● Live time or within 24 hours of contact with the client  
 
Services Only (excludes Coordinated Entry)  
● Live time or within 48 hours of contact with the client  
 
Transitional Housing  
● Live time or within 48 hours of contact with the client  
 
Rapid Rehousing  
● Live time or within 48 hours of contact with the client  
 
Permanent Supportive Housing  
● Live time or within 48 hours of contact with the client  
 
Coordinated Entry  
● Live time or within 24 hours of contact with the client  
 
Homelessness Prevention  
● Live time or within 48 hours of contact with the client  
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Completeness	
Completeness answers the question: “Is the required client data being entered completely for each 
project?” 

Complete data is the key to assisting clients in finding the right services and benefits to end their 
homelessness. Incomplete data may hinder an organization’s ability to provide comprehensive care 
to the clients it serves. Incomplete data can also negatively impact our CoC’s ability to track and 
report patterns in client information and changes within the homeless population and adapt 
strategies appropriately. HMIS data quality is also part of funding applications, including CoC, DCF, 
and HUD. Because of this, low HMIS data quality scores could potentially result in denial of our future 
funding requests.     

Our completeness goal is for all project types to collect at least 95% of all data elements.  For 
Outreach projects this would only apply after a client has a “Date of Engagement”. 

 

Coverage	
Coverage answers the question: “Do we know how many Homeless Assistance and Prevention 
projects in our CoC are actively participating in our HMIS?” 
 

To provide a complete view of the homeless housing and services provided in our CoC it is 
essential that we include as many of those projects as possible in our HMIS.  Towards this end 
our HMIS lead team is responsible for encouraging and recruiting all applicable projects to enter 
data in our HMIS.   The project coverage goal for all housing types as recorded in our housing 
inventory chart is 95%. 
 

For those projects entering data into our HMIS, reviewing bed and unit utilization is important to 
determine whether clients are being entered and exited in a timely manner which could result in 
over or under-utilization and could illuminate whether a project’s bed-count has changed 
without notice to the HMIS Administrative team and is in need of adjusting within the HMIS. 

 

For these reasons, it is expected that all programs using the HMIS shall enter data on 100% of all 
clients they serve unless prohibited by DV restrictions or client refusal.   
Acceptable range of bed/unit utilization rates for established projects: 

• Emergency Shelters: 85%-105% 
• Transitional Housing: 85%-105% 
• Permanent Supportive Housing: 85%-105% 

 

The CoC recognizes that new projects may require time to reach the projected occupancy numbers 
so considerations will be provided during the first six months of operating. 
	
Accuracy	and	Consistency	
Accuracy and consistency answer the questions: “Does our HMIS data accurately reflect the 
information of our homeless clients? Are the necessary data elements being recorded in HMIS in 
a consistent manner?” 
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Information entered into the HMIS needs to be valid, i.e. it needs to accurately represent the 
information of the people that enter any of the homeless service programs contributing data into our 
HMIS. Each person should only have one client record in the system, so HMIS administrative staff will 
regularly run reports to identify and merge duplicated client files.  The HMIS administrative team will 
also run data incongruity reports to identify clients with data accuracy errors.  These errors will be 
sent to project staff for corrections and possible re-training. 

Data consistency ensures that data is understood, collected, and entered consistently across all 
projects in the HMIS. Consistency directly affects the accuracy of data.  All data in HMIS shall be 
collected and entered in a common and consistent manner across all programs. To that end, all 
intake and data entry workers will complete an initial training before accessing the live HMIS 
system, and access additional training opportunities offered by the HMIS Lead.  It is also the 
responsibility of the HMIS administrative team to ensure that all assessment question lists and 
workflows in the system are standardized as much as possible between all projects so that 
everyone is entering the data in the same way. 

 
 

III DATA QUALITY MONITORING PLAN	

Roles	and	Responsibilities:	

CoC	Governance	Board		
The CoC Governance Board will provide overall direction to the HMIS team and provide oversight 
of the HMIS Lead.  The Board will maintain an ongoing relationship with the HMIS Lead to identify 
training needs for the CoC based on the reports provided by the HMIS Team to the Data 
Performance Committee. Additionally, the Data Performance Committee will make 
recommendations to the CoC Governance Board for enforcement measures of community data 
quality. 

 

HMIS	Lead	(United	Way	of	North	Central	Florida)	
 

Report Maintenance –  

The HMIS Administrator is responsible for building reports and making them available to the CoC. This 
includes the data quality reports necessary for data correction. The HMIS staff will be responsible for 
the ongoing maintenance of existing reports as well, which includes changes in reports as updates are 
made to the system. 
 

Training –  

The HMIS team at United Way of North Central Florida is also responsible for providing the necessary 
training for the CoC. In addition, HMIS staff is available to provide technical assistance to users that 
need help correcting data entry errors. 
 

Monthly Monitoring – 
On a monthly basis the HMIS staff will provide to the Data Performance committee data quality 
reports for all funded agencies using HMIS through our Scorecard Reports. Additional training will be 
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provided to those agencies that need to improve their data quality. These reports will provide 
information on timeliness, bed utilization rates, and data completeness for all funded projects. 

 
Quarterly Monitoring –  

On a quarterly basis, the HMIS staff will provide to the Data Performance Committee data quality 
reports for all agencies using HMIS and offer additional training to those agencies that need to 
improve their data quality. The quarterly reports for the Data Performance Committee will provide 
information on timeliness, bed utilization rates, and data completeness for all projects. 
 

HMIS Data Quality Plan Enforcements 
 

The HMIS Team will provide reports to the Data Performance Committee with a recommended plan of 
action for any agencies out of compliance with the data quality plan or other HMIS policies or 
procedures.  The Data Performance Committee will discuss and vote whether to approve the 
recommended plan.  An e-mail should be sent by the HMIS Lead to the agencies identified as having 
data quality issues within 5 business days of the committee meeting, and saved for record keeping 
purposes.  

 

The Data Performance Committee may require that the agencies provide a corrective action plan 
which may include HMIS refresher training for all staff members in the project and technical 
assistance to the agencies’ program manager(s).   
 

If the data quality issues are not resolved by the third quarterly review, the Data Performance 
Committee will make a recommendation to the CoC Governance Board to request a meeting with 
the agency executive director, and may ultimately decide to suspend the agency’s access to HMIS 
until a more formal Data Quality Plan for the agency is approved by the Data Performance 
committee and then the CoC Governance Board. 
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HMIS Privacy Policies and Procedures 

The goal of the FL-508 Homeless Management Information Systems (HMIS) Privacy Policies and 
Procedures is to ensure confidentiality and security of all client data captured in HMIS in conformity 
with all current regulations related to privacy and data confidentiality rights.  

Outlined in this HMIS Privacy Policies and Procedures are the FL-508 Continuum of Care (CoC) 
standards and parameters to be followed by all HMIS Participating Agencies (PA). The CoC 
recognizes its participating agencies may have established their own policies that meet HUD privacy 
requirements and the CoC standards set forth herein. The HMIS Privacy Policies and Procedures is 
not intended to supplant individual PA privacy policies. If PA privacy policies and practices meet 
the thresholds established in this policy and do not contradict the practices described, PAs may 
establish additional or more stringent requirements for HMIS end users. Additionally, this policy 
serves to describe how the HMIS Lead Agency and the HMIS meet the privacy requirements 
established in HUD privacy standards.  

Policy Access and Amendment  

The HMIS Lead Agency may amend its privacy policy and practices at any time, subject to the 
recommendation of the HMIS Support Committee. The HMIS Lead Agency may bring issues to the 
CoC Steering Committee as necessary. An amendment may affect data that had been entered in the 
HMIS before the effective date of any such amendment. This policy is consistent with current 
privacy standards for HMIS issued by HUD.  

The Privacy Policy will be reviewed and amended consistent with the procedure described in the 
Roles and Responsibilities section of the HMIS Policies and Procedures.  

Applicability 

 The HMIS Privacy Policies and Procedure applies to the HMIS Lead, PAs, and any person 
accessing HMIS data. PA projects subject to the privacy rules established under the authority of the 
Health Insurance Portability and Accountability Act (HIPAA) or other more restrictive policies will 
be honored.  

The limitations of the HMIS implementation are described in the Client Informed Consent and 
Privacy Rights section of the HMIS Policies and Procedures.  

The HMIS Lead Agency and PAs will uphold federal and state confidentiality regulations to protect 
client records and privacy. If a PA is covered by more stringent regulations, such as HIPAA, the 
more stringent regulations will prevail. Any project not subject to the HMIS Privacy Policies and 
Procedures will be identified in the PA’s HMIS Agency Participation Agreement.  
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Participating Agency Policy  

Each PA is responsible for maintaining a privacy policy and certifying that each participating project 
complies with the HMIS Privacy Policies and Procedures. PA Administrators are responsible for 
reviewing privacy policies and ensuring consistency with the HMIS Privacy Policies and Procedures. 
At times, PAs may require more rigorous privacy standards but they must, at minimum, meet and 
not contradict the privacy standards set forth herein. In addition, PAs must maintain documentation 
regarding changes to their privacy policies.  

Each PA will adopt the standard policy or their own, as long as the policy meets and does not 
contradict with the privacy standards set forth in this Policies and Procedures.    

A PA’s Privacy Policy will:  

• Specify the purpose for collecting the information.  
• Specify all potential uses and disclosures of client personal information.  
• Specify the time for which the hard copy and electronic data will be retained at the 

organization and the method for disposing of it or removing identifiers from personal 
information that is not in current use.  

• State the process and applicability of amendments and commit to documenting all 
amendments.  

• Offer reasonable accommodations for persons with disabilities and/or language barriers.  
• Allow the client the right to inspect and to have a copy of their client record and offer to 

explain any information the individual may not understand.  
• Include reasons and conditions when an organization would not release information.  
• Specify a procedure for accepting and considering questions or complaints about the privacy 

policy.  

Compliance Review  

The HMIS Lead Agency is responsible for ensuring HMIS is operated in accordance with HUD 
standards. PAs are responsible for conducting annual reviews certifying each participating project 
complies with the HMIS Privacy Policy and HUD standards. The FL-508 CoC, through the HMIS 
Lead Agency, will conduct site visits to ensure compliance with the HMIS Privacy Policy and 
Procedures.   

Each year, PAs will be required to self-certify that they comply with the FL-508 HMIS Privacy 
Policy and Procedure. PAs must indicate whether it has:  

• Adopted the HMIS Privacy Policies and Procedures, or  
• Adopted a different privacy policy that meets the requirements outlined in the HMIS Privacy 

Policies and Procedures.  

In the event the PA adopts a different privacy policy, the PA will be expected to attach a copy of the 
policy to their HMIS Agency Participation Agreement. If no policy has been adopted at time of 
execution of the HMIS Agency Participation Agreement, or at the time of the annual certifications 
thereafter, the PA must establish a date no later than three months from the certification review date 
by which such a policy will be developed and implemented.  
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Privacy Policy Notice  

The HMIS Lead Agency and PAs must ensure privacy policies are readily accessible to clients and 
the public.  

Public Access Procedure  

The HMIS Lead Agency will post the FL-508 HMIS Privacy Policies and Procedures on its official 
website and provide a copy to any individual upon request.  

Informed Client Consent Procedure  

The HMIS Lead Agency will maintain HMIS data using lawful and fair means. PA privacy policies 
will include a provision stating the PA will only collect data with the consent of their clients. Any 
client seeking assistance from a PA will be notified through signed and/or verbal consent that data 
collection will occur. The HMIS Lead Agency will assume that client information in HMIS has been 
entered with the consent of the client according to these policies and procedures. All PAs will keep 
copies of the signed consents on file, attaching the client’s profile in HMIS is permissible. Individual 
PAs may maintain stricter policies relating to client consent to collect and share data with the HMIS 
Lead Agency.  

At minimum, the HMIS Lead Agency requires PAs to post signs at each intake desk or other 
appropriate locations where data collection occurs explaining the reasons for HMIS data collection. 
The sign will include the following language:  

We collect personal information about individuals in a computer system called a Homeless Management 
Information System (HMIS) for reasons that are discussed in our privacy policy. We may be required to collect 
some personal information by organizations that fund the operation of this program. Other personal information 
that we collect is important to run our programs, to improve services for individuals, and to better understand the 
needs of individuals. In order to provide or coordinate individual referrals, case management, housing or other 
services, some client records   may be shared with other organizations that are required to have privacy policies in 
place in order to protect your personal information.  

We only collect information that we consider appropriate. If you have any questions or would like to see our 
privacy policy, our staff will provide you with a copy. You have the right as a client to decline to share your 
information.  

Accessibility Procedure  

Each PA that is a recipient of federal assistance will provide required information in languages other 
than English that are common in the community, if speakers of these languages are found in 
significant numbers and come into frequent contact with the organization.  

PAs must make reasonable accommodations for persons with disabilities throughout the consent, 
intake, and data collection processes. This may include, but is not limited to, providing qualified 
sign language interpreters, readers or materials in accessible formats such as Braille, audio, or large 
type as needed by the individual with a disability.  

HMIS Data Use and Disclosure  

The confidentiality of HMIS data will be protected. PAs must collect data by legal and fair means, 
consistent with the Data Policies and Procedures section of the HMIS Policies and Procedures. The 
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HMIS Lead Agency and PAs may only collect, use, and disclose data for the specific purposes and 
reasons defined in this section.  

The HMIS Lead Agency collects HMIS data from organizations that directly enter data into the FL-
508 HMIS System with the knowledge and authority of the CoC Steering Committee. HMIS data 
may only be collected, used, or disclosed for activities described in this section. The HMIS Lead 
Agency requires that PAs notify individuals seeking their assistance that data collection, use, and 
disclosure will occur. By entering data into the HMIS System, the PA verifies that individuals have 
provided the PA with consent to use and disclose their data for purposes described below and for 
other uses and disclosures the HMIS Lead Agency determines to be compatible:  

• To provide or coordinate individual referrals, case management, housing, or other services. 
Client records may be shared with other organizations that may have separate privacy 
policies and that may allow different uses and disclosures of the information;  

• For functions related to payment or reimbursement for services;  
• To carry out administrative functions, including but not limited to audit, personnel 

oversight, and management functions;  
• To produce aggregate-level reports regarding use of services;  
• To produce aggregate-level reports for funders or grant applications;  
• To create de-identified (anonymous) information;  
• To track system-wide and project-level outcomes;  
• To identify unfilled service needs and plan for the provision of new services;  
• To conduct a study or research project approved by the CoC   
• When required by law (to the extent that use or disclosure complies with and is limited to the 

requirements of the law);  
• To avert a serious threat to health or safety if:  

• The use or disclosure is reasonably believed to be necessary to prevent or lessen a 
serious and imminent threat to the health or safety of an individual or the public; and  

• The use or disclosure is made to a person reasonably able to prevent or lessen the 
threat, including the target of the threat. 

• To report about an individual reasonably believed to be a victim of abuse, neglect, or 
domestic violence to a governmental authority (including a social service or protective 
services agency) authorized by law to receive reports of abuse, neglect, or domestic violence 
in any of the following three circumstances:   

• Where the disclosure is required by law and the disclosure complies with and is 
limited to the requirements of the law; or If the individual agrees to the disclosure; or  

• To the extent that the disclosure is expressly authorized by statute or regulation and 
either of the following are applicable: 

• The PA believes the disclosure is necessary to prevent serious harm to the individual or other 
potential victims; or  

• If the individual is unable to agree because of incapacity, a law enforcement or other public 
official authorized to receive the report represents that the HMIS data for which disclosure is 
sought is not intended to be used against the individual and that an immediate enforcement 
activity that depends upon the disclosure would be materially and adversely affected by 
waiting until the individual is able to agree to the disclosure;  

• When  such  a  permitted  disclosure  about  a  victim  of  abuse,  neglect,  or 
domestic  violence  is  made,  the  individual  making  the  disclosure  will promptly 
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inform the individual who is the victim that a disclosure has been or will be made, 
except if: 

§ In the exercise of professional judgment, it is believed that informing the 
individual would place the individual at risk of serious harm; or  

§ It would be informing a personal representative (such as a family member or 
friend), and it is reasonably believed that the personal representative is 
responsible for the abuse, neglect, or other injury, and that informing the 
personal representative would not be in the best interests of the individual as 
determined in the exercise of professional judgment.  

• To a law enforcement official for a law enforcement purpose (if consistent with applicable 
law and standards of ethical conduct) under any of these circumstances:  

• In response to a lawful court order, court-ordered warrant, subpoena or summons 
issued by a judicial officer, or a grand jury subpoena;  

• If the law enforcement official makes a written request for HMIS data that:  
§ Is signed by a supervisory official of the law enforcement agency seeking the 

HMIS data;  
§ States that the information is relevant and material to a legitimate law 

enforcement investigation;  
§ Identifies the HMIS data sought; 
§ Is specific and limited in scope to the extent reasonably practicable in light of 

the purpose for which the information is sought; and 
§  
§ States that de-identified information could not be used to accomplish the 

purpose of the disclosure.  
• If it is believed in good faith that the HMIS data constitutes evidence of criminal 

conduct that occurred on the PA’s premises;  
• In response to an oral request for the purpose of identifying or locating a suspect, 

fugitive, material witness or missing person and the HMIS data disclosed consists 
only of name, address, date of birth, place of birth, social security number and 
distinguishing physical characteristics; or  

• If the official is an authorized federal official seeking HMIS data for the provision of 
protective services to the President or other persons authorized by 18 U.S.C. 3056, or 
to foreign heads of state or other persons authorized by 22 U.S.C. 2709(a)(3), or for 
the conduct of investigations authorized by  18 U.S.C.  871 and 879 (threats against 
the President and others), and the information requested is specific and limited in 
scope to the extent reasonably practicable in light of the purpose for which the 
information is sought.  

• To comply with government reporting obligations for HMIS and for oversight of compliance 
with HMIS requirements.  

• To third parties for the following purposes:  
• To permit other systems of care to conduct data matches (i.e., to determine if you are 

also utilizing services from such other systems of care); and  
• To permit third party research firms and/or evaluators to perform research and 

evaluation services, as approved by the CoC, relating to the projects administered by 
the HMIS Lead and the PAs; Provided that before client-level HMIS data are 
disclosed under this subsection, the third party that will receive such client-level 
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HMIS data and use it as permitted above must first execute a Data Use and Security 
Agreement. The Data Use and Security Agreements requires the third party to 
comply with all applicable laws and regulations, including the privacy standards and 
disclosure provisions contained in the current HUD HMIS Data and Technical 
Standards.  

The HMIS Lead may share client level HMIS data with contracted entities as follows:  

• The PA originally entering or uploading the data to the FL-508 HMIS.  

• Outside organizations under contract with the HMIS Lead Agency or other entities acting on 
behalf of the FL-508 CoC for research, data matching, and evaluation purposes. The results of this 
analysis will always be reported in aggregate form; client level data will not be publicly shared 
under any circumstance.   

Before any use or disclosure of Personal Identifying Information (PII) that is not described here is 
made, the HMIS Lead Agency or PA wishing to make the disclosure will seek the consent of all 
individuals whose PII may be used or disclosed.  

Access and Correction  

Clients whose data is collected in HMIS may inspect and receive a copy of their HMIS record by 
requesting it from the PA that originally collected the information. The HMIS Lead Agency requires 
the PA to establish a policy to manage such requests and to explain any information a client may not 
understand.  

Each PA privacy policy will describe how requests from clients for correction of inaccurate or 
incomplete HMIS records are handled. The policy will allow clients to request their HMIS data or 
request the data be removed from the HMIS. Nothing in this section is intended to indicate that a 
PA is released from any obligation by any funder to collect required data elements.  

In the event that a client requests to view his or her data in the HMIS, the PA HMIS Administrator 
will keep a record of such requests and any access granted. The PA HMIS Administrator or PA 
Case Manager will provide a copy of the requested data within a reasonable timeframe to the client.  

  

PAs are permitted to establish reasons for denying client requests for inspection of HMIS records. 
These reasons are limited to the following:  

• If the information was compiled in reasonable anticipation of litigation or comparable 
proceedings;  

• If the record contains information about another client or individual (other than a healthcare 
provider or homeless provider) and the denial is limited to the section of the record 
containing such information;  

• If the information was obtained under a promise of confidentiality (other than a promise 
from a healthcare provider or homeless provider) and if the disclosure would reveal the 
source of the information; or  

• Disclosure of the information would be reasonably likely to endanger the life or physical 
safety of an individual.  
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If a PA denies a request for access or correction, the PA will explain the reason for the denial. The 
PA will also maintain documentation of the request and the reason for the denial.  

PAs may reject repeated or harassing requests for access to or correction of an HMIS record.  

Data Retrieval and Sharing  

HMIS, as implemented in the Alachua/Bradford/Levy/Gilchrist/Putnam County regions, is a 
system that will generate reports required by HUD, the CoC, and other stakeholders.  This will be at 
a level that does not identify individuals but can provide accurate statistical data such as numbers 
served and trend assessments based on data entered by PAs. Data from HMIS will be used to 
produce CoC and local level statistical reports as well as corresponding reports.  

The HMIS Lead Agency staff has access to retrieve all data in the FL-508 HMIS. The HMIS Lead 
Agency will protect client confidentiality in all reporting.  

PAs may share clients’ personal information with each other for the purposes of determining 
eligibility and coordinating client services once an agreed upon Release of Information is in place, as 
outlined in the Data Policies and Procedures section of the Policies and Procedures.  

PAs may also retrieve HMIS data entered to produce statistical reports including number of clients 
served and trend assessments for internal purposes, grant applications, and other required reports, 
within the parameters established by the HMIS Lead.  

Grievance  

Concerns related to the FL-508 HMIS Privacy Policy and Procedure may be raised according to the 
procedures outlined in the HMIS Client Grievance Policy and Procedure. PAs must establish a 
policy and regular process for receiving and reviewing complaints from clients about potential 
violations of the policy.   PAs should report any violation of their privacy policy to the HMIS Lead 
Agency. In addition to any corrective actions taken by the PA, the HMIS Lead Agency may also 
report the findings to the CoC Steering Committee or law enforcement, as appropriate, for further 
action. Such action may include, but is not limited to the following:  

• Suspension of system privileges  
• Revocation of system privileges  

Individuals sanctioned because of HMIS privacy violations, can appeal to the CoC Workgroup.  

All HMIS end-users are required to comply with this privacy policy. PAs must ensure all end-users 
involved in HMIS data collection and/or entry receive privacy policy training. End-users must 
receive and acknowledge receipt of this privacy policy. 

 

 

 

 

 

 

 



53 
 

 
HMIS PRIVACY NOTICE 

HOMELESS MANAGEMENT INFORMATION SYSTEM 
Revised July 2020 

THIS NOTICE DESCRIBES HOW INFORMATION ABOUT YOU MAY BE 
DISCLOSED AND HOW YOU CAN GET ACCESS TO THIS INFORMATION. 

 
� The Homeless Management Information System (HMIS) for the North Central Florida Alliance is a computerized 
record-keeping system that captures information about people experiencing homelessness, including their service 
needs has decided to use the HMIS as its data management tool. 
� Is a computerized record-keeping database and we collect personal information directly from you for reasons 
that are discussed in our privacy statement. We may be required to collect some personal information by law, or 
by organizations that give us money to operate our programs. 
� Other personal information we collect is important to run our programs. It also helps us to better understand 
the needs of persons who are homeless and to improve services for them. 
� Your participation in this program is voluntary. If you choose not to participate, that will in no way affect the 
services you receive. 
� The HMIS is beneficial to you because you will not have to supply all your personal information again when you 
go to another agency for services. With your written consent, we can share your personal information with 
another collaborating agency. 
� You can choose to share all or part of your personal information, including demographics, housing, employment, 
military, legal, service needs, goals, and outcomes. 
� No medical, mental health or substance abuse history will be shared unless you provide express written consent. 

� With your written consent, your information will be shared electronically via a secure, encrypted, web-based 
system with the agencies of your choice. 
� The information you share with another agency will be used to access services for you. Your written consent to 
share information is effective for the period of time designated. 
� You can choose to have any information you have shared deleted from the system at any time. You can also ask 
to see a document which lists the persons who have viewed or updated your client record. 
� You can have any written consent revoked at any time  

� For the purposes of reporting requirements and advocacy, your information will be used without revealing your 
name or other information which would identify you. 
� All agencies using HMIS are required to have security procedures in place regarding the protection and sharing 
of client data. 
 
 


