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Homeless Continuum of Care of Stark County 

Board of Directors Meeting 

June 13, 2017 

9:30 a.m. at the Ken Weber Community Campus 

 

MEMBERS PRESENT 

John Aller 

JoAnn Breedlove 

Marty Chumney 

Lynne Dragomier 

Amanda Fletcher 

John Gabbard 

Maria Heege 

Cathy Jennings 

Kimberly Kroh 

Kelly Perry 

Shirene Starn-Tapyrik 

Jean Van Ness 

 

ABSENT 

DeAnn Covey 

Kelly Johnson 

Bryce Talbott    

Beth Pearson  

Nedra Petro  

 

HCCSC STAFF 

Kurt Williams 

 

SOCF STAFF 

Trudy Brown 

 

GUEST 

Jennifer Keaton 

    

Beverly Lewis     

 

I. Welcome/Approval of May Minutes 

At 9:30 am, Chair Kurt Williams welcomed everyone and called the meeting to order. 

Motion: Kurt requested a motion to approve the minutes of the May meeting, which had been emailed to the 

Board. Shirene moved to approve the minutes as presented. Jean seconded the motion, which was carried 

unanimously. 

Kurt noted that at future meetings, he will have a projector and screen available. This way, committee members 

will not have to print off unnecessary documents.  

II. Review of CoC Dashboard 

Kurt noted that HUD has Continuum of Care information on its website. He proceeded to outline the six 

Continuum of Care pages for CoC Number OH-508, Canton, Massillon, Alliance/Stark County: (1) Map, (2) 2016 

Awards by Component and Renewal Type, (3) 2016 Housing Inventory Summarized by Target Population and 

Bed Type, (4) 2016 Point-in-Time Count Summarized by Household Type, (5) 2016 Point-in-Time Count 

Proportion of Persons in each Age Group by Household Type, and (6) 2016 Point-in-Time Count Summarized by 

Sub-Population. Kurt noted that for members of this Board, these documents are important references, as they 

will allow the Board to speak at a high level as to what is going on in the county.  

III. Review of HIC, PIT, and System Performance Measures 

The Housing Inventory Count (HIC), the Point-in-Time Count (PIT), and the System Performance Measures data 

must be submitted to HUD annually. The HIC and PIT were due May 1, 2017. The System Performance Measures 

data were due June 5, 2017. Both of these reports are important and looked at by HUD to see how our CoC 

performance is working: the HIC shows all units that we have available and helps to determine how much grant 
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funding we qualify for, and the PIT Count is a count of who we are serving and the number of homeless people 

we have. HUD has been collecting System Performance Measures data for a few years, but to date, nothing has 

been done with the information. At this point, Kurt welcomed guest Jennifer Keaton to the meeting.  

PIT Count 

Jennifer reported the following on the PIT Count: 

• The PIT Count is used as one of the data points on both the HIC and System Performance Measures data. 

The Count was held on January 22, 2017.  

• HUD classifies three categories of households: (1) adults with minor children, (2) adults only, and (3) only 

minor children.  

• The report that Kurt presented is data from 2016. The report has not been updated for 2017. 

Jennifer then reviewed the “Point-in-Time Count OH-508” report, highlighting each of the following areas in 

detail: (1) persons in households with at least one adult and one child, (2) persons in households with only 

children, (3) persons in households without children, and (4) total households and persons. Jennifer noted in 

2017, HCCSC counted 319 total persons. This figure has decreased considerably from last year’s figure of 460.  

There is a separate report for veterans. This year the figures for veterans are lower. Discussion ensued about the 

fluctuating numbers of veterans as noted by Central Intake; several times, HCCSC has been close to reaching 

functional zero in its count of homeless veterans, but then the number increases, and Jennifer does not know 

what causes this problem. Every month, the Veterans’ Task Force meets to discuss the list of homeless veterans; 

Kurt attends those meetings. Although HCCSC does not get data, the Veterans Service Commission’s rapid 

rehousing (RRH) project has started.  

Housing Inventory Count 

The HIC is a spreadsheet that lists HCCSC’s available units and beds for different population types. In addition, it 

incorporates the PIT Count each year and shows the bed utilization rate as a percentage on the day of the Count 

for each project. She explained the spreadsheet in detail, as well as what the utilization rate means. In the 

“Inventory Type” column, some projects have a “U,” meaning “under development” (this project does not yet 

have occupancy). The Continuum has 440 beds (156 units) for households with children and 541 beds for 

households without children; this is a total of 981 beds year-round. The overflow shelter is included under Faith 

Community Motel Beds.  

Kurt noted that this year, the System Performance Measures Data measured bed utilization rate vs. unit 

utilization rate; it is a delicate balancing act to meet the goal of 100% in both areas. The HIC only measures bed 

utilization on the night of the PIT Count; it is not calculating an annual average. The number of beds used at the 

time of the PIT Count was 929. 

Discussion ensued about utilization rates. John Aller asked whether the CoC assesses the rates in a meaningful 

and standard way. Kurt noted this is an area we need to improve by thoroughly reviewing the annual progress 

reports (APRs) and holding providers more accountable. Jennifer noted that throughout the year, she sends 

reports to the Recipient Approval and Evaluation Committee to review projects’ performance over time. 

System Performance Measure Data 
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HCCSC recently submitted its second year of System Performance Measure data and resubmitted the 2015 data. 

In all, this includes data from 2012 to the end of 2016. HUD first required CoCs to submit this data in 2015, and 

HCCSC submitted it, knowing that some was inaccurate. HUD gave all CoCs an opportunity to resubmit the 2015 

data this year, and so HCCSC submitted accurate 2015 data, along with the new 2016 data.  

Jennifer then reviewed the “Summary Report for OH-508 CoC” showing HCCSC’s 2016 data for each of the seven 

System Performance Measures. While this report shows good progress, but there is still a lot of work to be done. 

As there were no further questions for Jennifer, Kurt thanked her for her presentation and she left the meeting. 

IV. Review and Approval of HMIS Policies 

Kurt reported the HMIS policies were revised and forwarded to Stark Mental Health and Addiction Recovery’s 

(StarkMHAR’s) counsel, whose expertise is in HIPPA policy. The counsel made changes and forwarded them to 

the HMIS committee, who approved them and is recommending final Board approval. The copies distributed to 

the Board do not show the changes, and so Kurt reviewed each policy and noted where changes had been made. 

With Board approval, the new policies will take effect today, June 13, 2017.  

The Board reviewed “E.1 Homeless Continuum of Care of Stark County Homeless Management Information 

System (HMIS) Policy” (Appendix A). Kurt noted each change, including additions and revisions to the policy. 

Motion: Kurt requested a motion. Maria moved to approve the revised “E.1 Homeless Continuum of Care of 

Stark County Homeless Management Information System (HMIS) Policy” (Appendix A) as presented. The motion 

was seconded by Kimberly and approved by all. 

The Board reviewed “E.2 Agency Partner Agreement” (Appendix B). Kurt noted each change, including additions 

and revisions to the policy. 

Motion: Kurt requested a motion. Jean moved to approve the revised “E.2 Agency Partner Agreement (Appendix 

B). as presented. The motion was seconded by Lynne and approved by all. 

The Board reviewed “E.3 Client Informed Consent and Release of Information Authorization” (Appendix C). Kurt 

noted each change, including additions to the policy. 

Motion: Kurt requested a motion. Lynne moved to approve the revised “E.3 Client Informed Consent and 

Release of Information Authorization” (Appendix C) as presented. The motion was seconded by Shirene and 

approved by all. 

The Board reviewed “E.4 Homeless Continuum of Care of Stark County Homeless Management Information 

System (HMIS) Privacy Notice” (Appendix D). Kurt reported that HUD requires a Privacy Plan, but StarkMHAR’s 

counsel recommended that this document be named a Privacy Notice. At the bottom of this notice, it states: 

“HCCSC HMIS Privacy Plan.” Therefore, this is both our Privacy Notice and Privacy Plan document. Kurt noted 

each change, including extensive revisions throughout. 

Motion: Kurt requested a motion. Maria moved to approve the revised “E.4 Homeless Continuum of Care of 

Stark County Homeless Management Information System (HMIS) Privacy Notice” (Appendix D) as presented. The 

motion was seconded by Beverly and approved by all. 
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The Board reviewed “E.5 Homeless Continuum of Care of Stark Count Homeless Management Information 

System (HMIS) Security Plan” (Appendix E). Kurt noted each revision. 

Motion: Kurt requested a motion. Jean moved to approve the revised “E.5 Homeless Continuum of Care of Stark 

County Homeless Management Information System (HMIS) Security Plan” (Appendix E) as presented. The 

motion was seconded by Maria and approved by all. 

The Board reviewed “E.6 Homeless Continuum of Care of Stark County Homeless Management Information 

System (HMIS) Data Quality Plan” (Appendix F). 

Motion: Kurt requested a motion. Maria moved to approve the revised “E.6 Homeless Continuum of Care of 

Stark County Homeless Management Information System (HMIS) Data Quality Plan” (Appendix F) as presented.  

The motion was seconded by Kimberly and approved by all. 

The Board reviewed “Stark County HMIS User Agreement” (Appendix G). Kurt noted each change, including a 

few revisions. 

Motion: Kurt requested a motion. Jean moved to approve the revised “Stark County HMIS User Agreement” 

(Appendix G) as presented. The motion was seconded by Lynne and approved by all. 

Jean noted that HUD requires annual reviews of governance charters, which includes all our policies and 

procedures, to reflect any changes in HUD policies and to ensure CoCs are conforming operations to the policies. 

V. Fiscal Year 2017 HCCSC Scoring Criteria and Score Sheet 

The Board reviewed the “FY2017 HCCSC Scoring Criteria and Score Sheet” (Appendix H), distributed to them via 

email before the meeting. This document is utilized by the Recipient Approval and Evaluation Committee in 

examining the local CoC funding applications and scoring them to prioritize projects for the national CoC funding 

competition. This scoring sheet was discussed by the Executive Committee and is being recommended by the 

Recipient Approval and Evaluation Committee for the Board’s approval. Two important changes were noted: 

• Page 1: Severity of Need/Vulnerability of Those to be Served and Serving Populations Targeted in Opening 

Door: the dates have been changed so that the Committee will look at two years of data rather than one.  

• Page 6: Findings During Monitoring RENEWALS ONLY, Management of grant funds and funding 

requirements: half a point will be deducted for every $5,000 not spent during a project’s two most recently 

completed grant years.  

Motion: Kurt requested a motion. John Aller moved to approve the revised “FY2017 HCCSC Scoring Criteria and 

Score Sheet” (Appendix H) as presented. The motion was seconded by Maria and approved by all with 

abstentions from Marty, Shirene, and Cathy. 

At this point, Amanda joined the meeting. 

VI. Review/Approval of Endorsement of YWCA – PSH and ES projects  

At this point, Cathy left the meeting while discussions took place. 

YWCA is in the second year of their grant through Ohio Development Service Agency’s (ODSA’s) Supportive 

Housing Program and are reapplying for two additional years of funding. Executive summaries were produced 
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for their two projects applying: Emergency Homeless Shelter (Appendix I) and New Beginnings Housing PSH 

(Appendix J). These summaries were approved through the Recipient and Evaluation Committee with a few 

changes.  

YWCA Emergency Homeless Shelter 

The Recipient Approval and Evaluation Committee recommends that in paragraph 5, the words “including but 

not to” be changed to “including but not limited to.”  

Discussion ensued regarding YWCA’s proposed target population: as the summary reads, the shelter would be 

permitted to serve only the literally homeless population and not the population at imminent risk of 

homelessness. However, HCCSC policies do not preclude shelters from serving the at-risk population, and so this 

summary should be revised to include that population. 

Motion: Kurt requested a motion to approve the “YWCA Emergency Homeless Shelter” summary (Appendix I) 

for inclusion in YWCA’s application to ODSA with the change as discussed and the requirement that the YWCA 

list the imminent at-risk population as a population that the shelter will serve. Shirene made the motion, Maria 

seconded it, and it was approved by all.  

YMCA Permanent Supportive Housing New Beginnings Housing 

The following changes were suggested by the Recipient Approval and Evaluation Committee: 

• In the “Population served” section, the following sentence should be removed: “Program clients must have a 

Homeless Certificate from a qualifying CoC agency.” 

• In the “Type of housing units to be provided” section, the sentence “New Beginnings is a congregate facility” 

should be removed.  

• In the “How Persons are referred to and access the program” section, it was suggested that since these 

policies are being changed to correspond with the most recent HUD guidance, the first sentence should be 

changed to: “New Beginnings will follow the prioritization guidelines for Permanent Supportive Housing set 

by the CoC of Stark County which is derived from HUD serving the most chronically homeless first.” In 

addition, the sentences denoting the third and fourth priorities should be removed.  

Motion: Kurt requested a motion to approve the “YWCA New Beginnings Housing, PSH” summary (Appendix J) 

with changes as indicated above for inclusion in YWCA’s application to ODSA. Shirene made the motion, Maria 

seconded, and it was approved by all. 

At this point, Cathy returned to the meeting.  

VII. Discussion and Review of Ohio Statewide Plan to End Homelessness Site Visit 

Kurt reported that a consulting group contracted to help the state develop the Statewide Plan to End 

Homelessness will conduct a site visit with the governing board, people with living experiences, and CoC 

providers in Stark County. This meeting will take place on June 19 at the Goodwill Campus at 10:00 am. 

Discussion followed. It was noted that June 19 is next week and this is short notice to make arrangements and 

have people attend; it was suggested that Kurt contact Barbara Poppe & Associates and request that this 

meeting be held in August or September.   

VIII. Discussion of CoC Board Updates 
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A. IRS Recognition of Stark Housing Network and Transfer of Collaborative Applicant Status 

The Board reviewed a letter from Bob Fonte outlining Stark County Regional Planning Commission’s 

(Regional Planning’s) termination of its status as HCCSC’s Collaborative Applicant. Jean raised the concern 

that this letter contradicts previous discussions between HCCSC and Regional Planning, in which Regional 

Planning had indicated that it would support and maintain the Collaborative Applicant status until that 

status could be effectively transferred to Stark Housing Network. As previously discussed, in order for the 

Network to become Collaborative Applicant, two things need to be secured: approval from the Network 

board of the status (already secured), and the Network’s official IRS recognition letter (not yet received).  

The transfer of the status will be discussed more at the Board’s next meeting. In the meantime, Jean agreed 

to respond to Bob in writing stating that his letter contradicts previous discussions about the timing of the 

status transfer.  

IX. Old Business 

A. Shirene noted that the conflict of interest policy was due. 

B. John Aller suggested that training system-wide is important for confidentiality. This training would help 

agencies gain education on confidentiality. 

X. Adjournment 

There being no further business, at 12:00pm, the meeting adjourned. 
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HOMELESS CONTINUUM OF CARE OF STARK COUNTY 

HOMELESS MANAGEMENT INFORMATION SYSTEM 

(HMIS) POLICY 

PURPOSE:   Enhance the ability to collect accurate data and to provide guidance for the 

efficient administration, implementation, and maintenance of the HMIS system that 

meets HUD requirements. 

The Homeless Continuum of Care of Stark County (hereinafter HCCSC) recognizes that 

Client needs must drive the HMIS design and management.  The HCCSC will use the 

HMIS to pursue its goals to eliminate homelessness in our community and to improve the 

quality of homeless and housing services.  

As the guardians entrusted with this personal data, HMIS Users have a moral and a legal 

obligation to ensure that the data they collect is accessed and used appropriately.  Each 

User is responsible to ensure that Client data is only used to accomplish the HCCSC 

goals.  Users must ensure Clients understand how the data will be used and that the data 

use is consistent with the mission to assist families and individuals resolve their housing 

crises. 

 

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

understanding of Client confidentiality are vital to achieving these goals. 

 

SECTION I 

ROLES AND RESPONSIBILITIES 
 

Policy:  The HCCSC is responsible for approving HMIS policies and procedures that 

comply with HUD requirements, monitoring compliance with HMIS policies, and 

assembling an HMIS Committee.   In compliance with HUD requirements and to ensure 

the effective and efficient implementation and use of the HMIS, specific  roles and 

responsibilities will be assigned to the HMIS Committee, the Lead HMIS Agency, the 

HMIS Administrator and HMIS Agency Staff.   

 

1.01 Lead HMIS Agency 

Procedure: 

1. The Lead HMIS Agency shall be appointed by the HCCSC and will enter into a 

Memorandum of Agreement (MOA) with the HCCSC. 

2. The HMIS Administrator shall be an employee of the Lead HMIS Agency. 



 E.1  Appendix A 

 
HCCSC HMIS Policies and Procedures  

Page 2 

Approved May 2015 

Revision Approved 

 

1.02  HCCSC HMIS Committee 
 

Procedure:   

 

1. HCCSC will assemble an HCCSC HMIS Committee (hereinafter HMIS 

Committee), and appoint the chair(s) of the Committee, that will guide the 

administration of HMIS policy and monitor provider compliance. The HMIS 

Committee will include, but is not limited to:  

• An HCCSC representative; 

• HMIS Administrator;  

• HMIS Participating Agencies;  

• key stakeholders;  

• and where possible, persons with knowledge or expertise in data design, 

collection, and systems administration.  

 

2. HMIS Committee will meet on a routine basis as defined by the Committee to 

review and recommend HMIS policies, plan for training, troubleshoot system 

problems, monitor secure software access, and provide feedback to the HMIS 

Administrator and HMIS Participating Agencies. 

3. HMIS Committee is responsible for drafting new procedures, reviewing existing 

procedures and problems raised during implementation of existing policies, and 

making recommendations on policies to adopt or change.  HMIS Committee will 

revise or create policies as needed and will forward them to HCCSC for final 

approval.  All policies and procedures will comply with HUD requirements. 

4. The Committee will oversee protocols and assist with HMIS CoC issues. 

5. The HMIS Committee will develop and review policies for customized data 

reports (including frequency, notice, level of customization, allowable data, and 

other related items) and recommend a cost structure for additional non-mandatory 

reports as requested by HCCSC. 

6. HMIS Committee will oversee data reports on Participating Agencies to monitor 

data quality. 

7. The HMIS Committee may form an HMIS Advisory Group with the explicit 

purpose of resolving any specific issue(s).  After issue(s) has/have been resolved 

Group may be dissolved.  The Advisory Group will include users and facilitators 

with technical expertise. 

 

 

1.03 HMIS Staff 

 

Procedure: 
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1. The HMIS Administrator or designee will coordinate and administer the HMIS 

including data collection, data entry of primary HMIS data, connectivity, and 

reporting of compliance or other data issues. 

2. The Administrator will keep a list of all agencies (i.e., Participating Agencies) and 

agency staff (i.e., HMIS Users) authorized to use the HMIS. 

 

1.04 HMIS Administrator 
 

Procedure:  

 

1. The HMIS Administrator has access to retrieve all data in the HMIS and will 

facilitate retrieving individual records of multiple social service programs, 

primarily those that serve the homeless.  

2. The HMIS Administrator will provide aggregate data reports to all authorized 

requestors and Client-specific reports to each Agency regarding their own data. 

3. The HMIS Administrator will monitor HMIS level data collection and HMIS 

main system data entry.   

4. The HMIS Administrator is also responsible for generating aggregated data 

reports.   

5. The HMIS Administrator may designate others to fulfill these functions as s/he 

determines. 

 

 
SECTION II 

PARTICIPATING AGENCIES 
 

Policy:  Participating Agencies shall be required to comply with all HUD and HMIS 

requirements.   Participating Agencies shall assign specific internal roles, establish and 

implement internal processes necessary for proper HMIS functionality and compliance, 

and follow HMIS communication protocols.  

 

2.01 Participating Agencies - Agency Administrators 

 
Procedure: 

 

1. Each Participating Agency will designate an HMIS Agency Administrator who 

will serve as the primary liaison with the HMIS Administrator and who will be 

responsible for monitoring agency compliance and data quality.  Each 

Participating Agency must have a designated HMIS Agency Administrator at all 

times.   If no administrator has been appointed to the HMIS Administrator, the 
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Agency’s Executive Director (or Chief Executive Officer) shall serve as the 

Agency Administrator. 

2. The Agency Administrator will be the primary contact person and provide their 

contact information to the HMIS Administrator and the HMIS Committee, 

including changes such as replacement contact information or changes in contact 

names, addresses or numbers. 

3. The HMIS Agency Administrator (or other empowered officer) of Participating 

Agencies will sign an HMIS Agency Partner Agreement (see document E.2). 

 

 

2.02 Participating Agencies 
 

Procedure:  

 

1. Participating Agencies shall abide by all Policies and Procedures outlined and 

referenced herein and the requirements of the Agency Partner Agreement, 

HCCSC HMIS Privacy Notice (see document E.4), Data Quality Plan (see 

document E.6), and Security Plan (see document E.5).  

2. Participating Agencies shall designate who will have access to the HMIS in their 

respective agencies (i.e., their HMIS Users).   

3. Participating Agencies will conduct a background check on each of their 

designated HMIS Users and will take all necessary steps to ensure that the 

designated users understand and abide by HMIS Policies as stated herein. 

4. Participating Agencies that are noncompliant with HMIS Policies may lose the 

right to access HMIS directly.  They may also be billed for expenses incurred by 

the HMIS Administrator for entering and/or retrieving data on their respective 

Agency’s behalf. 

5. Participating Agencies shall inform the HMIS Administrator in writing within one 

business day of changes in the Agency’s authorization of HMIS Users. 

6. Participating Agencies shall require each member of its staff (including 

employees, volunteers, affiliates, contractors and associates) to sign a Stark 

County HMIS User Agreement that acknowledges receipt of a copy of the 

Participating Agency’s privacy notice and that pledges to comply with the privacy 

notice. 

 

2.03  Participating Agency Hardware/Software Requirements 
 

Procedure:  
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1. Connection to the HMIS requires a broadband connection approved by the HMIS 

Administrator or designee. 

2. Operating software must meet the specifications required by the HMIS Software 

Vendor. 

 
2.04 Participating Agency Technical Support Requirements 

 

Procedure: 

 

Participating Agencies are responsible for providing their own technical support 

for all hardware and software systems used to connect to the HMIS.  Agencies are 

responsible for maintaining connectivity to the HMIS.  

 

2.05 HMIS Users 
 

Procedure:  

 

1. Each Participating Agency staff member who has access to the HMIS (i.e., HMIS 

User) will sign a Stark County HMIS User Agreement authorizing her/his use of 

the HMIS.   

2. Only staff members authorized by the HMIS Agency Administrator as HMIS 

Users shall be permitted to access the HMIS. 

3. The right to use the HMIS terminates when a staff member identified as an HMIS 

User leaves the Participating Agency for any reason, or changes positions where 

use of the HMIS is no longer part of the staff member’s responsibilities. 

4. HMIS Users shall comply with the confidentiality requirements of Section VI of 

this policy, the HMIS Privacy Notice and the HMIS User Agreement. 

5. HMIS Users shall ensure that individual Client data contained in the HMIS is 

only shared with agencies that are specified in the HMIS Client Informed Consent 

and Release of Information Authorization. 

6. HMIS Users will secure HMIS data to protect against revealing the identity of 

Clients to unauthorized agencies, individuals, or entities in accordance with the 

HMIS Security Plan. 

7. Any HMIS User found to be in violation of the HMIS Policies and Procedures, or 

the points of Client confidentiality in the User Agreement, may be denied access 

to the HMIS. 

 

2.06 HMIS User Access Levels 
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Procedure:  

 

The HMIS Committee will seek the HMIS Administrator’s recommendations to 

determine appropriate HMIS security levels. Agency Administrators are 

responsible for determining appropriate levels of access to the HMIS data for each 

of their users. 

 

2.07 Communication with Participating Agencies 
 

Procedure:   

 

1. Each Participating Agency shall appoint one primary contact for all global 

communications. 

2. The HMIS Administrator or designee may contact either the HMIS Agency 

Administrator or User directly to discuss data discrepancies or to respond to a 

request for assistance with a specific issue or problem. 

3. Participating Agencies will report problems to the HMIS Administrator.  If the 

issue is not resolved, the Agency may seek resolution from the HMIS Committee. 

Final resolution may be solicited from HCCSC after all other options have been 

exhausted. 

 
2.08 System Availability 
 

Procedure:  

 

1. Participating Agencies will promptly report HMIS system problems to the HMIS 

Administrator. 

2. The HMIS Administrator will contact the Approved Software Vendor to deal with 

systems issues. 

3. The HMIS Administrator will inform Participating Agencies in advance of any 

planned interruption in service and will communicate details and remedies when 

unplanned interruptions occur. 

4. In the event the Approved Software is not available, Participating Agencies will 

collect data manually until it is reconnected and can enter the information into the 

system. 

 
2.09 User Licenses 
 

Procedure:  
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Participating Agencies may be allowed additional User licenses with approval 

from the HMIS Administrator provided that the need to add Users is consistent 

with the Purpose Statement of this Policy as stated herein. Cost of additional User 

licenses may be passed on to the requesting Agency.  

 

2.10 User Activation 
 

Procedure:  

 

Each new User will be issued a username and password to access the HMIS. 

Permission is granted after the new User has had data entry training and has 

signed the HMIS User Agreement. 

 

2.11 Training 
 

Procedure:  

 

The HMIS Administrator or designee is responsible for providing the initial 

HMIS training.  Participating Agencies that have frequent changes in Users may 

be charged for additional trainings. 

 

 

SECTION III 

DATA COLLECTION 
 

Policy: HMIS Data shall be collected and maintained in a manner that ensures the 

accuracy, appropriateness, integrity and usefulness of the data, in compliance with HUD 

requirements and the HMIS Data Quality Plan. 

 

3.01 Required Data Collection 
 

Procedure:  

1. Data shall only be collected and maintained for the limited purposes stated in the 

HSSCS HMIS Privacy Notice.  

 

2. All HCCSC service providers shall collect all HUD, State, County, City, HCCSC, 

or other funder required Client data.   

3. The required data elements are specified in the HMIS database. 

4. Participating Agencies shall provide and/or enter into the HMIS the required set 

of data variables for each Client.  The HMIS Administrator shall designate an 
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individual or other Participating Agency to enter the required data on behalf of 

those Participating Agencies that do not do direct data entry. 

5. Victim service providers are prohibited from entering data into HMIS.   

 

3.02 Appropriate Data Collection 
 

Procedure:  

 

HMIS Users may collect additional data relevant to the delivery of services. 

 

3.03 Data Integrity 
 

Procedure:  

 

All HMIS Users are responsible for the accuracy, timeliness and completeness of 

their data entry. 

 

3.04 Data Integrity Expectations 
 

Procedure:  

 

All Users are expected to exercise diligence in gathering and entering data.  All 

Users who have repeated data entry problems will receive additional training.  

Chronic problems may be reported to the HMIS Committee. If problems are 

unresolved, problems may be elevated to the HCCSC Board per the HMIS Data 

Quality Plan. 

 

 3.05 Data Corrections  
 

Procedure:   

 

1. Each Participating Agency that reviews individual level data shall assist in 

confirming HMIS information is accurate and up-to-date, based on information 

gained through direct contact with Clients and review documents such as driver’s 

license, social security card, birth certificate, attendance records, or other credible 

documents. 

2. Participating Agencies shall report data errors to the HMIS Administrator within 

five working days of finding an error.  

3. Within five working days of receipt, the HMIS User at the Participating Agency 

will either correct the error or provide supporting documentation.  HMIS 

Administrator will have final decision-making authority. 
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3.06 Data Element Customization 
 

Procedure:   
 

1. The HMIS Software does not allow for agency-specific customization of Client 

data fields.  Agency-specific customization is available for agency program 

information. 

2. Agencies may submit a request for modification of the HMIS software to the 

HMIS Administrator.  The decision to make a modification will consider the 

benefit to all HMIS Users, cost, how the modification will be paid for, and 

agreement by the Software Provider. The HMIS Administrator will inform HMIS 

Committee about modifications but does not need its authority to make the 

change. 

3.07  On-Site Review 
 

Procedure:  

 

The HMIS Administrator will perform annual on-site reviews of data processes 

related to the HMIS at Participating Agency sites.   Participating Agencies may be 

charged for costs of additional reviews needed to resolve chronic problems. 

 

 

3.08  Data Outcomes 

 
Procedure: 

 

Outcomes performance reports are provided to the appropriate committees by the 

HMIS administrator.  

 

3.09 Data Retention 

1. Stark County HMIS only collects personal information that is relevant to the purposes 

for which it is planned to be used (see HMIS Privacy Notice for full list of 

information collection purposes and uses of information). To the extent necessary for 

those purposes, Stark County HMIS seeks to maintain only personal information that 

is accurate, complete, and timely. 

2. A plan is being developed and implemented regarding disposal of personal 

information not in current use seven years after the information was created or last 
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changed. As an alternative to disposal, identifiers may be removed from the 

information at the discretion of Stark County HMIS.   

3. Personal information may be kept for a longer period if required to do so by statute, 

regulation, contract, or other requirement. 

 

SECTION IV 

ACCESS TO HMIS 

 
Policy: User Access to HMIS shall be controlled through implementation of processes 

that ensure the confidentiality and security of the system and the data. 

 

4.01 User Access 
 

Procedure:  

 

1. The HMIS Administrator creates and assigns all initial usernames and passwords. 

2. HMIS database usernames and passwords shall be unique and may not be shared 

or exchanged with other Users, unless authorized by the HMIS Administrator.  

3. Only the HMIS Administrator or designee will have access to the list of HMIS 

database usernames. 

 

4.02 Passwords 
 

Procedure:  

 

1. Each HMIS User will have a separate username and password for the HMIS 

database.  This is not permitted to be shared or exchanged with any other users, 

unless authorized by the HMIS Administrator. 

2. All Participating Agencies and Users shall keep both HMIS server and HMIS 

database passwords confidential, and protect the passwords by storing them in a 

safe place.  They may not be shared with any other User, including other Users 

within the same agency. 

3. Neither the HMIS Administrator nor designee will have access to passwords after 

passwords are initially created. 

4. The HMIS Administrator will determine when and how often passwords will be 

reset. 
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4.03 Data Access Location 
 

Procedure:  

 

The HMIS Administrator will exercise the necessary precautions and care to 

protect Client data confidentiality, follow all security policies in the HMIS 

Policies and Procedures Manual and adhere to the standards of ethical data use, 

regardless of the location of the connecting computer. 

 

4.04 Data Requests  
 

Procedure:   

 

1. Requests for data shall be made to the HMIS Administrator in writing and will 

include the date of the request, who is making the request, when the data is 

needed, the purpose for the request, and if applicable, a copy of the Client 

Release. 

2. Routine requests shall allow a reasonable time for response. 

3. Emergency requests (e.g. discovery of error) will receive priority.  Requestor 

should indicate preferred response time. 

 

 
SECTION V 

DATA ACCESS 

 
Policy: Access to the database will be limited in order to protect the information within it 

and to protect the privacy of Clients. Access to HMIS Data shall be controlled with 

processes that ensure the confidentiality and security of the data and that allow for 

appropriate Client access and access by other agencies and organizations to aggregate 

data. 

 

 

5.01 Inter-Agency Data Sharing and Access Rights 
 

Procedure:  

 

1. Data included in the main profiles of the Client (first entered when Clients are 

new) and Client event (case) will be available in read-only access to all Users. 

The HMIS User(s) entering Client profile information and establishing the case 
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will have editing access to the data.  Data change requests require HMIS Agency 

Administrator approval. 

2. All Program and service level data can only be entered or amended by HMIS staff 

and/or the Participating Agency. 

 

5.02  Access to Core Database 
 

Procedure:  

 

1. Only authorized HMIS Users and the Approved Software Vendor will have direct 

access to the HMIS database.  No one will have direct access to the HMIS 

database through any means other than the Approved Software, unless explicitly 

given permission by the HMIS Administrator or designee during a process of 

software upgrade or conversion. 

2. Use of HMIS data must be consistent with the Purpose Statement of this Policy as 

stated herein. 

3. The Approved Software Vendor will provide access monitoring and will employ 

security methods to prevent unauthorized database access. 

 

5.03 Data Retrieval 
 

Procedure:  

 

1. HMIS Users will maintain the security of any Client data extracted from the 

database and stored locally as required by federal and state regulations, including 

all data used in custom reporting. 

 

2. The HMIS Administrator or his/her designee may supply the Participating 

Agencies with specialized agency-level reports.  

 

 
5.04 Participating Agencies 

 

Procedure:   

 

1. Participating Agencies will have access to retrieve any individual and aggregate 

data entered by their own programs.  

2. Participating Agencies may view individual Client’s records entered by other 

Agencies only with the written consent of the Client in question.   
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5.05 HMIS Software Vendor 
  

Procedure:  

 

1. The HMIS Software Vendor will not access individual or aggregate data contained 

within the HMIS, except in specific limited instances to correct system errors 

and/or inconsistencies.  This excludes random viewing of records that may occur 

during troubleshooting or problem solving of software problems. 

2. The HMIS Software Vendor or other software maintenance person will not 

require permission from the HMIS Committee to perform software maintenance, 

troubleshooting, and/or data conversion of the HMIS. 

 

5.06 Client 
 

Procedure:  

 

Clients who file a written, signed request to the HMIS Administrator to see their 

HMIS records will receive a printed copy of their records within five working 

days. 

 

5.07 Public 
 

Procedure:  

 

Upon formal request, the HMIS Administrator will provide aggregate data 

information to appropriate agencies or bodies for acceptable use such as 

community planning, problem analysis, needs assessment, grant applications, and 

research.  

 

 

SECTION VI 

CLIENT CONFIDENTIALITY 

 
Policy: Confidentiality of Client data (protected personal information, as defined in the 

HMIS Privacy Notice (see document E.4)), in compliance with all applicable federal and 

state confidentiality regulations, shall be of utmost importance to the HCCSC HMIS.  

Procedures shall be established and implemented to ensure that Client information 

remains confidential in accordance with such laws and that Clients understand why their 

information is collected and how it is handled.     
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6.01 Ethical Data Use and Confidentiality 
 

 

Procedure:  

 

1. The HMIS Privacy Notice shall be provided to any individual upon request and 

may be posted on any website maintained by a Participating Agency.  Each 

Participating Agency must post a sign stating the availability of the HMIS Privacy 

Notice to any individual who requests a copy.   

 

2. The HCCSC and Participating Agencies shall comply with the following 

Confidentiality principles:   

 

a) Client identifying information shall only be collected for the HMIS 

System for the purposes and in the manner described in the HMIS Privacy 

Notice. 

b) Client information, obtained in the course of professional service, should 

be protected unless there is a compelling reason to disclose it.  Disclosure 

may be necessary to prevent serious, foreseeable, and imminent harm to a 

Client or other identifiable persons. 

c) Clients should be informed, to the extent possible, about disclosures and 

potential consequences. When feasible, the Client should be informed 

prior to disclosure. 

d) Participating Agencies should advise Clients and other interested parties 

about limits on Clients’ right to confidentiality, such as the fact that 

publicly available information is not protected.   

e) Clients will be informed about when confidential information may be 

legally required.  

f) Confidentiality of Clients will  be protected when responding to the media, 

and in written and electronic records or other communications.   

g) Supplying identifying information should be avoided whenever possible. 

3. A sign shall be posted at the intake desk(s) of walk-in locations and/or 

Participating Agencies explaining the reasons for asking for personal information 

which states that: 

We collect personal information directly from you for reasons that are 

discussed in our privacy statement, which is available upon request.  We 

may be required to collect some personal information by law or by 

organizations that give us money to operate this program.  Other personal 

information that we collect is important to run our programs, to improve 
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services for homeless individuals, and to better understand the need of 

homeless individuals.  We only collect information that we consider to be 

necessary and appropriate. 

4. Ethical Use and Disclosure of Protected Information. 

 

a) Client identifying information shall only be used and disclosed for the 

purposes listed in the HMIS Privacy Notice and any other privacy notice 

of Participating Agency provided to a Client. 

b) Only information that is directly relevant to the purposes for which the 

disclosure is made should be revealed, and use of the information should 

be limited to the purposes for which it was revealed. 

c) Each HMIS User will affirm the principles of ethical data use and Client 

confidentiality contained herein by their signature on the HMIS User 

Agreements. 
 

6.02 Maintaining Client Confidentiality  
 

Procedure:  

 

All members of Stark County HMIS Lead Agency and Participating Agencies (including 

employees, volunteers, affiliates, contractors and associates) are required to sign a Stark 

County HMIS User Agreement that acknowledges receipt of a copy of the Privacy Notice 

and that pledges to comply with the Privacy Notice.  

 
6.03 Client Authorization and Rights 
 

Procedure:  

 

1. The Client Informed Consent and Release of Information Authorization form (see 

document E.3) must be signed by each Client seen in person whose data is to be 

entered into the HMIS. Verbal consent must be obtained in situations where the 

Client is not seen in person, such as telephone intakes, registrations, and 

assessments. Client refusal to sign the consent or verbally agree to data sharing 

will prevent individual data from being shared.  The non-identifying data will still 

be used in aggregate reports. 

 

2. Participating Agencies whose HMIS functions are covered by HIPAA entities 

must insert the date, event, or condition upon which the authorization will expire 

in order for the form to be HIPAA-compliant. 
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3. 42 CFR Part 2-covered Participating Agencies must insert the following in order 

for the form to be 42 CFR Part 2-compliant: 

a. The date, event, or condition upon which the authorization shall expire. 

b. Statement that "This information has been disclosed to you from records 

protected by federal confidentiality rules. The federal rules prohibit you 

from making any further disclosure of this information unless further 

disclosure is expressly permitted by the written consent of the person to 

whom it pertains or as otherwise permitted by 42 C.F.R. part 2. A general 

authorization for the release of medical or other information is not 

sufficient for this purpose. The federal rules restrict any use of information 

to criminally investigate or prosecute any alcohol or drug abuse client." 

 

4. Clients may revoke consent at any time through a written notice.  Although the 

opt-out will stop the sharing of identifiable individual data, it will not cause data 

to be removed from the HMIS system. 

5. No Client may be denied services for withholding or revoking consent for 

identifying HMIS data collection.  A standard client revocation form will be 

available to all agencies. 

6. Clients have a right to inspect, copy, and request changes in their HMIS records 

as outlined in the HMIS Privacy Notice. 

7. HMIS Users will notify Clients that they can opt out of the HMIS database, 

except during the central intake process. 

8. If a Client opts out of HMIS but is served by HUD programs, data shall be 

entered under a special ID number and name to prevent Client identification. 

 
6.04 Client Grievances 

 

Procedure: 

 

1. Resolution of Client grievances shall be handled by the Agency alleged to have 

caused the grievance, pursuant to that Agency’s grievance procedure.   

2. Except for grievances that allege a violation of the HMIS User Agreement, 

Participating Agencies will not report HMIS-related Client grievances to the 

HMIS Administrator. 

3. All questions or complaints about Stark County HMIS privacy and security 

policies and practices will be accepted and considered.   
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Agency Partner Agreement 
For the Stark County Homeless Management Information System (HMIS) 

 

 

Stark County’s Homeless Management Information System (HMIS) is a shared homeless and housing 

database system administered by the Homeless Continuum of Care of Stark County (HCCSC). 

 

The signature of the Executive Director of the Partner Agency indicates agreement with the terms set 

forth herein before a HMIS account can be established for the Agency. 

 

HCCSC designates the Lead HMIS Agency. Lead Agency Staff shall serve as the HMIS Administrator. 

In this Agreement, “Partner Agency” is a Participating Agency in HMIS, “Client” is a consumer of 

services and “Agency” is the Agency named in this agreement.   

 

The Agency agrees to comply with the requirements of this Agency Partner Agreement (see document 

E.2.) and the HSSCS HMIS Policy (see Policy E.1), Privacy Notice (see document E.4), Security Plan 

(see Policy E.5) and Data Quality Plan (Policy E.6). 

 

I. Confidentiality 

 

A. The Agency and Lead HMIS Agency shall comply with all applicable federal and state 

confidentiality regulations and laws that protect Client information/Protected Identifying 

Information and the following:   

 

1.  The Agency shall implement and comply with the provisions of the HCCSC HMIS 

Privacy Notice, Section VI of the HCCSC HMIS Policy and the HCCSC HMIS Security 

Plan and all rules and regulations promulgated pursuant to authority granted therein 

(collectively and collectively with HUD, the “HUD Regulations,” as supplemented, 

replaced and amended from time to time).   

 

2. The Agency shall provide a verbal explanation of the HMIS database and the terms of 

consent to each Client, and shall arrange for a qualified interpreter or translator in the 

event that an individual is not literate in English or has difficulty understanding the 

consent form. 

 

3. The Agency shall not solicit or input information from Clients into the HMIS database 

that is not essential to providing services or to conducting evaluation or research. 

 

4.  The Agency agrees not to disclose any confidential information received from the HMIS 

database to any organization or individual without proper Client consent unless the 

disclosure is permitted or required by applicable law. If Agency is a HIPAA-covered 

entity, Agency shall comply with the disclosure requirements of HIPAA in regards to 

Client information (unless Agency is a hybrid entity under HIPAA).  If Agency is a 42 

CFR Part 2-covered program (federal confidentiality regulations regarding disclosure of 

alcohol and/or drug abuse records), Agency shall comply with the disclosure 
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requirements of 42 CFR Part 2 in regards to Client information.   All other Agencies shall 

comply with the HMIS disclosure requirements as stated in the HMIS Privacy Notice 

(see document E.4) and Section VI of the HCCSC HMIS Policy (see policy E.1). 

 

5. The Agency shall designate which of its staff, volunteers, and other persons will have 

access to the HMIS and will ensure that each such person sign an HMIS User Agreement.  

The Agency shall inform the HMIS Administrator in writing within one business day of 

changes in the Agency’s authorization of HMIS Users.  

  

6. The Agency shall ensure that all staff, volunteers and other persons issued a User ID and 

password for HMIS receive basic training on applicable confidentiality requirements and 

provisions set forth herein.    

 

7. The Agency understands that the database will contain all Client information. 

 

8. The Agency shall maintain documentation of Client consent to participate in the HMIS 

database. 

 

9. The Agency shall not be denied access to Client data entered into the system by the 

Agency.  Partner Agencies are bound by all restrictions placed upon the data by the 

Client of any Partner Agency.  The Agency shall diligently record in the HMIS all 

restrictions requested.  The Agency shall not knowingly enter false or misleading data 

under any circumstances. 

 

10. If this Agreement or that of a Partner Agency is terminated, the Lead HMIS Agency and 

remaining Partner Agencies shall maintain their right to the use of all Client data 

previously entered by the terminating Partner Agency; this use is subject to any 

restrictions requested by the Client. 

 

11. The Agency will utilize the Client Informed Consent & Release of Information 

Authorization form (see document E.3), as developed in conjunction and coordination 

with Partner Agencies, for all Clients providing information for the HMIS database. If the 

Agency is a HIPAA-covered entity and/or a 42 CFR Part 2-covered program, the Agency 

shall incorporate the additional elements set forth in Section 6.03 of the HCCSC HMIS 

Policy into the form.   The Client Consent/Information Release form, once signed by the 

Client, authorizes Client data to be entered into the HMIS database and authorizes 

information-sharing with HMIS Partner Agencies.   

 

12. If a Client revokes consent for release of information, the Agency remains responsible for 

ensuring that the Client’s information is unavailable to all other Partner Agencies.   

 

13. The Agency shall keep signed copies of the Client Informed Consent & Release of 

Information Authorization form and any Revocation of Consent forms for HMIS for a 

period of three years.  
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14. Services shall be provided to Clients regardless of HMIS participation provided that 

Clients would otherwise be eligible for the services. 

  

II HMIS Use and Data Entry 

 

A. The Agency shall follow, comply with and enforce the Section VI of the HCCSC HMIS Policy,  

the HCCSC HMIS Privacy Notice, Security Plan and Data Quality Plan.  Modifications to such 

documents shall be made in consultation with Partner Agencies and may be modified as needed 

for the purpose of smooth and efficient operation of the HMIS. HCCSC will announce approved 

modifications in a timely manner. 

 

1. The Agency shall only enter program information about individuals in the HMIS 

database that exist as Clients under the Agency’s jurisdiction.  The Agency shall not 

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

information. 

 

2. The Agency shall use Client information in the HMIS database, as provided to the 

Agency or Partner Agencies, to assist the Agency in providing adequate and appropriate 

services to the Client. 

 

B. The Agency shall consistently enter information into the HMIS database and will strive for real-

time, or close to real-time1 data entry. 

 

C. The Agency will not alter information in the HMIS database that is entered by another Agency 

with known, inaccurate information (i.e. Agency will not purposefully enter inaccurate 

information to override information entered by another Agency). 

 

D. The Agency shall not include profanity or offensive language in the HMIS database. 

 

E. The Agency shall utilize the HMIS database for business purposes only. 

 

F. Lead HMIS Agency will provide access to initial training and periodic updates to that training to 

select Agency Staff on the use of the HMIS software. 

 

G. Lead HMIS Agency will be available for technical assistance (i.e. troubleshooting and report 

generation) within time and resource constraints. 

 

H. The transmission of material in violation of any federal or state regulations is prohibited.  Thus 

includes, but is not limited to, copyright material, material legally judged to be threatening or 

obscene, and material considered protected by trade secrets. 

 

I. The Agency shall not use the HMIS database with intent to defraud federal, state or local 

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

                                                 
1 Real-time or close to real-time is defined by either immediate data entry upon seeing a Client or data entry into the   

  HMIS database within five business days. 
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III.   Reports 

 

A. The Agency shall retain access to identifying and statistical data on the Clients it serves. 

 

B. The Agency’s access to data on Clients it does not serve shall be limited to that of Clients 

that have provided written consent permitting such access. 

 

C. The Agency may make aggregate data available to other entities for funding or planning 

purposes pertaining to providing services to homeless persons.  However, such aggregate 

data shall not directly or indirectly identify individual Clients. 

 

D. HCCSC will use only non-identifying, aggregate HMIS data for homeless policy and 

planning decisions; in preparing federal, state or local applications for homeless funding; to 

demonstrate the need for and effectiveness of programs; and to obtain a system-wide view of 

program utilization in the state. 

 

IV. Proprietary Rights  

  

A. The Agency shall not disclose assigned passwords and access codes of the HMIS database 

within any other Agency, business or individual. 

 

B. The Agency shall not cause in any manner, or way, corruption of the HMIS database in any 

manner. 

 

V. Terms and Conditions 

 

A. Any violation of this Agreement by Agency may result in access privileges being suspended 

or revoked, at the discretion of Lead HMIS Agency.  As a condition of continued or 

reinstated access, Lead HMIS Agency may require standardized or specialized Agency 

compliance training. 

 

B. Agency shall implement procedures to ensure and monitor compliance with this Agreement, 

and all privacy and security requirements, by Agency’s staff, volunteers and other agents. 

 

C. The HCCSC shall not transfer or assign any rights or obligations without the written consent 

of the other party. 

 

D. This Agreement shall be in force until revoked in writing by either party.  

 

E. This Agreement may be terminated with 30 days written notice.  Please note that this 

termination does not apply to information previously entered into the HMIS: obligations 

related to the confidentiality of Client information set forth herein shall continue to be 

adhered to beyond the termination of this Agreement. 
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Signature of HMIS Agency Administrator   Date 

 

                        

Agency Name       FEIN 

 

 

                                   

Street Address      City/State/Zip Code 

 

 

                                   

Mailing Address (Leave blank if same as above)  City/State/Zip Code 
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CLIENT INFORMED CONSENT & 

RELEASE OF INFORMATION AUTHORIZATION 
 

_________________________________ is a Participating Agency in the Stark County Homeless Management 

Information System (HMIS). HMIS is a shared homeless and housing database system administered by the Homeless 

Continuum of Care of Stark County (HCCSC) and the current Participating Agencies listed in Attachment A. 

 

The Stark County HMIS seeks to improve services and programs for homeless and low-income households by allowing 

authorized staff at Participating Agencies to share Client information and to follow trends and service patterns over time. 

The Stark County HMIS implements numerous privacy and security measures to ensure the confidentiality of your 

personal information. 

 

Participation in the Stark County HMIS is important to our community’s ability to provide you with the best services and 

housing possible and to better understand the local needs. As you receive services, information will be collected about 

you, the services provided to you, and the outcomes these services help you to achieve. Authorizing your information to 

be entered into the HMIS and shared with Participating Agencies is voluntary. Refusing to do so will not limit your access 

to shelter or services. 

 

I, ____________________________________, give authorization for the information described herein to be entered 

_____ (please initial) and shared _____ (please initial) between Participating Agencies for the purposes of assisting me 

in obtaining shelter/housing, employment, financial assistance, vocational services, counseling and/or medical/mental 

health treatment and for other uses specified in the HCCSC HMIS Privacy Notice and any additional privacy notice that 

may be provided to me by Agency. Such information may include, but is not limited to: intake date, name, gender, birth 

date, ethnicity, marital status, number in household, military status, homeless status, disability information, HIV-AIDS 

status, mental health service information, substance abuse service information, primary language spoken, and non-

confidential services requested and received. I understand that I have the right to receive a copy of my HMIS information 

upon written request. 

 
I understand that information disclosed pursuant to this authorization may only be redisclosed as stated in the HCCSC 

HMIS Privacy Notice and any other privacy notice that may be provided to me by Agency. 

 

I understand that the current list of Participating Agencies may change over time to include other agencies that 

provide housing or services to the homeless population, and I give authorization for my information to be shared with 

any new Participating Agency._________ (please initial) 

 

I understand that I may request a current list of all Participating Agencies at any time. I understand that I may revoke 

this authorization at any time by written request but that the revocation will not apply to information previously used or 

disclosed prior to the effective date of such revocation. 

 

 

_______________________________          ___________________  __________________ 
Print Name of Client                            Date of Birth   Date 

 

___________________________   __________________ 
Print Name of Guardian (if required)    Date 

 

 

____________________________________   ________________________ 

Signature of Client or Guardian      Date 
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 HOMELESS CONTINUUM OF CARE OF STARK COUNTY 

HOMELESS MANAGEMENT INFORMATION SYSTEM (HMIS) 

PRIVACY NOTICE 

 

________________________ is a Participating Agency in the Stark County Homeless 

Management Information System (HMIS). HMIS is a shared homeless and housing database 

system administered by the Homeless Continuum of Care of Stark County (HCCSC) and the 

current Participating Agencies listed in Attachment A. 

 

The Stark County HMIS seeks to improve services and programs for homeless and low-income 

households by allowing authorized staff at Participating Agencies to share Client information 

and to follow trends and service patterns over time. The Stark County HMIS implements 

numerous privacy and security measures to ensure the confidentiality of your personal 

information. 

 

Participation in the Stark County HMIS is important to our community’s ability to provide you 

with the best services and housing possible and to better understand the local needs. As you 

receive services, information will be collected about you, the services provided to you, and the 

outcomes these services help you to achieve. Authorizing your information to be entered into the 

HMIS and shared with Participating Agencies is voluntary. Refusing to do so will not limit your 

access to shelter or services. 

  

A. About this Notice 

1. This Notice describes the collection, use, disclosure and maintenance of Protected Personal 

Information for Clients of the Stark County Homeless Hotline whose information has been 

recorded in the Stark County HMIS. It also describes the rights Clients have regarding that 

information. 

2. Protected Personal Information (“PPI”) is any “personal information” maintained about a 

Client that: 

i. allows identification of an individual directly or indirectly;  

ii. can be manipulated by a reasonably foreseeable method to identify a 

specific individual; or  

iii. can be linked with other available information to identify a specific Client.   

3. This Notice may be amended and policies or practices changed at any time. Amendments 

may affect personal information obtained before the effective date of the amendment.   

4. A written copy of this Notice will be provided to any individual who asks.   
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B.  Purposes and Procedure for Collecting Personal Information 

1. Only lawful and fair means will be used to collect personal information.  

2. Personal information may be collected for any one or combination of these purposes:   

a. to provide or coordinate services to Clients 

b. to locate other programs that may be able to assist Clients 

c. for functions related to payment or reimbursement from others for services 

provided 

d. to operate the HMIS Lead Agency, including administrative functions such as 

legal, audits, personnel, oversight, and management functions 

e. for another specific purpose of the HMIS Lead Agency and/or a Participating 

Agency that is consistent with the intent and purpose of the HMIS policies 

f. to comply with government reporting obligations 

g. when required by law 

3. Personal information is normally collected with the knowledge or consent of the Client. If a 

Client seeks assistance and provides personal information, it is assumed that the Client 

consents to the collection of information as described in this notice. 

4. Information about a Client may also be obtained from:   

a. Individuals who are with the Client 

b. Other social services organizations that the Client has accessed 

c. Government agencies 

d. Public records 

C.  Use and Disclosure of Personal Information 

1. Clients’ personal information may be used or disclosed by Stark County HMIS and/or 

Participating Agencies only for the purposes listed below:   

a. to provide or coordinate services to individuals   

b. for functions related to payment or reimbursement for services 

c. to carry out administrative functions such as legal, audits, personnel, oversight, 

and management functions  

d. to create de-identified (anonymous) information that can be used for research and 

statistical purposes 

e. when required by law to the extent that use or disclosure complies with and is 

limited to the requirements of the law 

f. to avert a serious threat to health or safety, under certain conditions  

g. to report about an individual that the Participating Agency reasonably believes to 

be a victim of abuse, neglect or domestic violence under certain conditions 
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h. for academic research purposes under certain conditions 

i. to a law enforcement official for a law enforcement purpose (if consistent with 

applicable law and standards of ethical conduct) under certain conditions 

j. to comply with government reporting obligations for homeless management 

information systems and for oversight of compliance with homeless management 

information system requirements.  

 

2. All other uses and disclosures of a Client’s personal information will only be made with the 

Client’s written authorization, which the Client may revoke in writing at any time. 

D.  Inspection and Correction of Personal Information 

 

1. In order to inspect, obtain a copy of, or ask for correction of their personal information, 

Clients should contact the HMIS Privacy Officer in writing at: HMIS Privacy Officer, 121 

Cleveland Avenue SW, Canton, OH 44702. 

2. Clients may inspect and have a copy of their personal information maintained by Stark 

County HMIS. An explanation will be offered regarding any information that Clients may 

not understand. 

3. Any request(s) will be considered from Clients for correction of inaccurate or incomplete 

personal information maintained about them.  If Stark County HMIS agrees that the 

information is inaccurate or incomplete, the information may be deleted or marked as 

inaccurate or incomplete and to be supplemented with additional information.  

4. Client request(s) for inspection or copying of personal information may be denied under any 

one or combination of the following circumstances: 

a. the information was compiled in reasonable anticipation of litigation or 

comparable proceedings, 

b. the information is about another individual, 

c. the information was obtained under a promise of confidentiality and if the 

disclosure would reveal the source of the information, or 

d. disclosure of the information would be reasonably likely to endanger the life or 

physical safety of any individual. 

 

5. If a request for access or correction is denied, the reason for the denial will be explained. 

Documentation of the request and the reason for the denial will be included as part of the 

personal information maintained.  

6. Repeated or harassing requests for access or correction may be rejected. 

E.  Complaints  



  E.4  Appendix D 
 

 
HCCSC HMIS Privacy Plan 

Page 4 

Approved June 2016  

Revision Approved  

 

All complaints about Stark County HMIS privacy and security policies and practices or the 

implementation of those policies and practices may be submitted to the HCCSC and/or the 

Participating Agency named above.   
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HOMELESS CONTINUUM OF CARE OF STARK COUNTY 

HOMELESS MANAGEMENT INFORMATION SYSTEM (HMIS) 

SECURITY PLAN 
 

  

I. Background  

 

A. The Department of Housing and Urban Development (HUD)’s Interim Rule 

requires implementation of security standards. Security standards are directed to 

ensure the confidentiality, integrity, and availability of all HMIS information; 

protect against any reasonably anticipated threats or hazards to security; and 

ensure compliance by end users.  

 

B. Written policies and procedures must comply with all applicable Federal law and 

regulations, and applicable state or local governmental requirements.  

 

II. Policy 

 

A. All administrative, physical, and technical safeguards shall be implemented 

within six months of approval of this security plan by the Homeless Continuum of 

Care of Stark County (HCCSC) Board. 

 

B. If one or more of these standards cannot be implemented, HCCSC HMIS shall 

justify the implementation delay and produce a plan of action for mitigating any 

such shortfall(s) and developing milestones to eliminate the shortfall(s) over time.  

 

C. HCCSC HMIS Committee shall annually review and revise policies and 

agreements that protect and control access to electronic HMIS information. 

 

III. Administrative Safeguards  

 

A. Security Officer:  

 

1. HCCSC HMIS and each Participating Agency must designate an HMIS 

Security Officer to be responsible for ensuring compliance with applicable 

security standards. For HCCSC HMIS, this person shall be the System 

Administrator from the Lead HMIS Agency.  

 

B. Workforce Security:  
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1. Each Participating Agency shall conduct background checks on all Users 

and submit the reports to HCCSC HMIS. Unless otherwise required by 

HUD, background checks may be conducted only once for all Users.  

 

C. Security Training and Follow-Up:  

 

1. HCCSC HMIS shall ensure that all Users receive security training prior to 

being given access to the HMIS, and that the training curriculum reflects 

the policies of the CoC and the requirements of this plan. HMIS security 

training is required annually.  

 

D. Reporting Security Incidents:  

 

1. All Participating Agency security breaches involving access to HMIS data 

must be documented, logged, and reported to HCCSC HMIS within one 

business day. 

 

E. Disaster Recovery Plan: 

  

1. The HMIS Software Vendor and Lead HMIS Agency must develop, 

maintain, and make available the Disaster Recovery Plan for all HMIS 

data. 

 

F. Annual Security Review: 

  

1. HCCSC HMIS shall complete an annual security review to ensure the 

implementation of the security requirements for itself and Participating 

Agencies.  

 

G. Contracts and Other Arrangements: 

  

1. HCCSC HMIS shall retain copies of all contracts and agreements executed 

as part of the administration and management of the HMIS or required to 

comply with the requirements of the HMIS security standards.  

 

IV. Physical Safeguards  

 

A. Access to areas containing equipment, data, and software will be secured. All 

identifying information will be strictly safeguarded in accordance with the latest 

technology available provided by the HMIS Software Vendor. All data will be 

securely protected to the maximum extent possible. Ongoing security assessments 

to include penetration testing will be conducted on a regular basis.  

 

B. Scope:  
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1. Server hardware physical security (Locked office)  

  

2. Server software security (Location Access Controls and Username 

accounts)  

3. Network software security (Firewall protection)  

4. Network hardware physical security (Locked office)  

5. Wire security (SSL and VPN Encryption)  

6. Client data security (SSL and VPN Encryption)  

 

C. HCCSC HMIS shall annually review and revise all physical measures, policies 

and procedures to protect the HMIS. 

 

V. Technical Safeguards  

 

A. All computing resources that will be used to access the HMIS will satisfy the 

following measures:  

  

1. Anti-virus and malware protection shall be installed on each workstation 

used to access the HMIS, whether accessed from the Participating Agency 

or remotely.  

 

2. Devices will be protected at all times by a firewall. 

 

3. User access through the internet will be controlled at all times. 

Participating Agency or User access may be suspended or revoked for 

suspected or actual violation of the security protocols.  

 

B. All potential violations of any security protocols will be investigated by the HMIS 

Security Officer.  

 

C. Any User found to be in violation of security protocols will be sanctioned 

accordingly. Sanctions may include but are not limited to: a formal letter of 

reprimand, suspension of system privileges, revocation of system privileges, 

termination of employment and criminal prosecution.  

 

D. Any agency that is found to have consistently and/or flagrantly violated security 

protocols may have their access privileges suspended or revoked.  

 

E. All sanctions can be appealed to the HCCSC Board of Directors.  
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HOMELESS CONTINUUM OF CARE OF STARK COUNTY 

HOMELESS MANAGEMENT INFORMATION SYSTEM (HMIS) 

DATA QUALITY PLAN 
 

 

I.  INTRODUCTION  

 

a. Purpose  

 

i. This document contains the Data Quality Plan for the Homeless Continuum 

of Care of Stark County HMIS (hereinafter HCCSC HMIS). The document 

includes the Data Quality Plan and protocols for ongoing data quality 

monitoring that meet the requirements set forth by the Department of Housing 

and Urban Development (HUD). It is developed by HCCSC HMIS (HMIS 

Lead Agency), in coordination with the HMIS Participating Agencies and 

community service providers. This HMIS Data Quality Plan is to be updated 

annually, considering the latest HMIS data standards and locally developed 

performance plans.  

 

b. HMIS Data and Technical Standards  

 

i. HCCSC HMIS abides by the federal regulations currently in effect 

concerning Data and Technical Standards. 

 

c. Data Quality 

 

i. Definition: “Data quality” is measured by the extent to which the Client data 

in the HMIS reflects actual information in the real world. 

 

ii. Plan: A Data Quality Plan is a set of standards and benchmark expectations 

for both HCCSC as a whole and the HMIS Users to capture reliable and valid 

data on persons accessing the homeless assistance system.  

 

d. Data Quality Monitoring Plan 

 

i. A Data Quality Monitoring Plan is a set of procedures that outlines an 

ongoing 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, and designates responsibilities for this process. 

 

II.  DATA QUALITY COMPONENTS  

 

a. Timeliness 
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i. Definition: HMIS Users must minimize the amount of time that passes 

between the data collection/service transaction and the data entry into HMIS.  

 

ii. Benchmarks: 

 

1. Emergency Shelters: Universal Data Elements (refer to appropriate 

section of the most current HMIS Data Standards Manual) and Shelter 

Check-In/Check-Out are entered within 5 workdays of intake.  

 

2. Transitional and Permanent Supportive Housing Programs: Universal 

Data Elements (refer to appropriate section of the most current HMIS 

Data Standards Manual), Program-Specific Data Elements (refer to 

appropriate section of the most current HMIS Data Standards Manual) 

and Shelter Check-In/Check-Out are entered within 5 workdays of 

intake. 

  

3. Rapid Re-Housing, ESG, HOPWA and Homelessness Prevention 

Programs: Universal Data Elements (refer to appropriate section of the 

most current HMIS Data Standards Manual) and Program-Specific 

Data Elements (refer to appropriate section of the most current HMIS 

Data Standards Manual) are entered within 5 workdays of intake 

(eligibility established).  

 

4. Outreach Programs: Limited data elements are entered within 5 

workdays of the first outreach encounter. Upon engagement for 

services, all remaining Universal Data Elements (refer to appropriate 

section of the most current HMIS Data Standards Manual) are entered 

within 5 workdays. 

  

5. Services Only Programs: Universal Data Elements (refer to 

appropriate section of the most current HMIS Data Standards Manual) 

are entered within 5 workdays.  

 

6. All Programs: Data for the month must be entered into the HMIS by 

the fifth working day of the month following the reporting period.  

 

b. Completeness  

 

i. Definition: HMIS Users must minimize the amount of unknown or missing 

data in the HMIS. 

 

ii. Benchmarks: 
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1. All data entered into the HMIS shall be complete. 

 

a. The HCCSC recognizes that collecting 100% of all data 

elements may not be possible in all cases. Therefore, the 

HCCSC has established an acceptable range of null/missing 

and unknown/Client doesn't know/refused responses, 

depending on the data element and the type of program 

entering data (see chart below).  

 

Acceptable Amount of Missing (Null) and Unknown (Client Doesn't Know/Refused) 

Responses: (updated June 2016, originally adopted 01/14/2014) 

 

Data Element TH/PSH/RRH/SH/HOPWA/HP/SS ES/Outreach 

 Missing Unknown Missing Unknown 

First & Last Name 0% 0% 0% 0% 

SSN 0% 5% 0% 5% 

Date of Birth 0% 2% 0% 2% 

Race 0% 5% 0% 5% 

Ethnicity 0% 5% 0% 5% 

Gender 0% 0% 0% 0% 

Veteran Status (Adults) 0% 5% 0% 5% 

Disabling Condition 0% 5% 0% 5% 

Residence Prior to Entry 0% 0% 0% 0% 

Project Entry Date 0% 0% 0% 0% 

Project Exit Date 0% 0% 0% 0% 

Destination 0% 10% 0% 30% 

Relationship to HoH 0% 1% 0% 2% 

Client Location 0% 0% 0% 0% 

Length of Time on Street, 

in ES, or in SH 

0% 10% 0% 30% 

2. All Clients Served 

 

a. All programs using the HMIS shall enter data on one hundred 

percent (100%) of the Clients they serve.  

 

3. Bed/Unit Utilization Rates  

 
a. Case managers or shelter staff enter a Client into the HMIS 

and assign him or her to a bed and/or a unit. The Client 

remains there until he or she exits the program. When the 

Client exits the program, he or she is also exited from the bed 

or unit in the HMIS.  
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b. Formula: The formula for calculating bed utilization is:  

 

Number of Beds or Units Occupied 

Total Number of Beds or Units 

 

c. Acceptable ranges: Acceptable ranges of bed or unit utilization 

rates for established projects are:  

 

i. Emergency Shelters: 75%-105%  

ii. Transitional Housing: 80%-105%  

iii. Permanent Supportive Housing: 85%-105%  

iv. New Project Exception: The HCCSC recognizes that 

new projects may require time to reach the projected 

occupancy numbers and will not expect them to meet 

the utilization rate requirement during the first 

operating year.  

 

c. Accuracy and Consistency  

 

i. Definition for Accuracy: HMIS Users must enter data that reflects the 

information provided by the Client.  

 

ii. Benchmark for Accuracy: Knowingly recording inaccurate information is 

strictly prohibited. Participating Agencies shall report data errors to the HMIS 

Administrator within five working days of finding an error. Within five 

working days of receipt, the HMIS User at the Participating Agency will 

either correct the error or provide supporting documentation.  HMIS 

Administrator will have final decision-making authority. 

 

iii. Definition of Consistency: HMIS Users maintain a common understanding 

and practice of each data element, its response categories, and meaning. 

 

iv. Benchmark for Consistency: All data in HMIS shall be collected and entered 

in a common and consistent manner across all programs. All HMIS Users 

must complete an initial training before accessing the live HMIS system; 

furthermore; all HMIS Users must recertify their knowledge of data 

consistency practices on an annual basis. 

 

d. Monitoring  

 

i. Definition: The ongoing 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. 
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ii. Benchmark: At a minimum, all HMIS agencies are expected to meet the data 

quality benchmarks described in this document. All HMIS data will be 

monitored on a monthly basis and in accordance with the Data Quality 

Monitoring Plan. 

 

e. Incentives and Compliance Assurance  

 

i. Benchmark for Incentives: 

 

 

1. Agencies that meet the data quality benchmarks will be recognized 

periodically by the HCCSC HMIS Committee. 

  

2. Agencies that exceed data quality benchmarks will be recognized 

periodically on the HCCSC’s public website. 

 

ii. Benchmark for Compliance Assurance:  

 

1. To ensure that service providers have continued access to the 

expectations set forth in the Data Quality Plan and information about 

their comparative success in meeting those expectations, the following 

protocol will be used:  

 

a.  The Data Quality Plan will be posted to the HCCSC's public 

website.  

 

b. HMIS will run Data Quality Reports for Participating Agencies 

for the purposes of facilitating compliance review by the 15th 

day of each month for the previous month. Participating 

Agency Administrators are able to run Data Quality Reports on 

their projects at any time.  

 

c. Participating Agencies will have 10 days to correct data. 

 

d. The HCCSC HMIS Committee will regularly review 

Participating Agency Data Quality Reports for compliance 

with the data quality benchmarks.  

 

e. HCCSC HMIS will work with Participating Agencies to 

identify training needs to improve data quality.  
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f. The HCCSC HMIS Committee will provide a brief update on 

progress related to the data quality benchmarks at each HCCSC 

members’ meeting.  

 

2. Compliance with all changes in data quality elements shall be 

achieved within six (6) months of the approval of the change to this 

Data Quality Plan. 

 

3. Agencies that fail to meet the data quality benchmarks may be asked 

by the HCCSC HMIS Committee to submit a written plan that details 

how they will take corrective action. The plan will be monitored by 

the HMIS Committee. Should the issues persist, they will be brought 

before the CoC Planner and HCCSC Board of Directors, at which 

time the HMIS Committee may make a recommendation to suspend 

the agency's ability to enter data into the HMIS, and will contact the 

agency’s state and federal funders with HCCSC Board of Directors 

approval. 

 



 
Approved January 2016 

Revision Approved 

 

Stark County HMIS User Agreement   Appendix G 
 

Agency Name: ______________________________________________________________________ 

 

User Name: (Please Print) _____________________________________________________________ 

 
In this Stark County Homeless Management Information System (HMIS) User Agreement, “Agency” refers to the entity 

named above. Agency recognizes the primacy of Client needs in the design and management of the Stark County HMIS. 

Agency must vigilantly maintain Client confidentiality, while treating personal data with respect and care. 

 

As the guardians entrusted with this personal data, Stark County HMIS Users have an ethical and a legal obligation to 

ensure that the data is being collected, stored, accessed and used appropriately. It is also the responsibility of each User to 

ensure that Client data is only used for the purposes for which it was collected. Proper User training, adherence to the 

terms and conditions as stated in the Agency Partner Agreement and a clear understanding of Client confidentiality are 

vital to achieving these goals. 

 

All Stark County HMIS Users shall abide by all applicable Client confidentiality obligations as set forth in the Stark 

County HMIS policies, the HCCSC HMIS Privacy Notice, any additional privacy notice of Agency, the Agency Partner 

Agreement and as follows: 

• Client Informed Consent and Release of Information Authorization must be signed by each Client seen in person 

whose data is to be entered into the HMIS. Verbal consent must be obtained in situations where the Client is not 

seen in person, such as telephone intakes, registrations, and assessments. Client refusal to sign the consent or 

verbally agree to data sharing will prevent individual data from being shared. The non-identifying data will still be 

used in aggregate reports. 

• Client consent may be revoked by that Client at any time through a written notice. 

• No Client may be denied services for withholding or revoking consent for identifying HMIS data collection.  

• Clients have a right to inspect, receive a copy of, and request changes to their Stark County HMIS records. 

• Stark County HMIS Users may not share Client data with individuals or agencies that have not entered into a Stark 

County HMIS Agency Partner Agreement without obtaining written permission from that Client, except when 

verbal consent from the Client is the only option (unless otherwise required or permitted by law). 

• Stark County HMIS Users will maintain Stark County HMIS data in such a way as to protect the identity of Clients 

and prevent the release of information to unauthorized agencies, individuals or entities. Any HMIS User found to be 

in violation of the HMIS Policies and Procedures, or the points of Client confidentiality in the User Agreement may, 

within the discretion of the Lead HMIS Agency, be denied access to the HMIS and potentially face additional 

sanctions from Agency.   

 

I affirm the following:  

 

1.  I have read and will abide by the terms of the Stark County HMIS policies.  

2. I will maintain the confidentiality of Client data in the Stark County HMIS as outlined above and in the Stark 

County HMIS policies. Confidentiality requirements extend beyond the termination of this Agreement. 

3.  I will only collect, enter, access, view and extract data in the Stark County HMIS relevant to the delivery of 

services to homeless and formerly homeless people or those at risk of homelessness. 

4.  I will safeguard all system passwords and User codes. 

5. This Agreement and my HMIS access will terminate immediately upon my separation from employment with 

Agency or use of the HMIS is no longer part of my Agency responsibilities. 
 

_______________________________________________                 _____________________ 

Stark County HMIS User Signature                                                                                       Date 

 

_______________________________________________                 _____________________ 

Stark County HMIS Agency Administrator Signature                                                           Date 
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                                                                           FY2017 HCCSC SCORING CRITERIA AND SCORE SHEET      Appendix H 

Project Title:  Date of Review Meeting:   

Lead Agency:    Date of Scoring Meeting:   

Individuals Participating in Review and Scoring for HCCSC: Individuals Representing Agency and Contact Person: 

  

  

  
Criteria Relevant Factors/Source of Evidence Point Value Score 

Severity of Need/Vulnerability of 
Those to be Served 

   

Vulnerability and severity of need 
of clients being served by project as 
measured by average SPDAT score 
 
(Renewals Only) 
 

Average SPDAT scores of all individuals and families 
admitted to all HCCSC projects during CY 2015 and 
CY 2016 will be compared with average SPDAT scores 
of individuals and families admitted to each project 
during CY 2015 and CY 2016.    
 
(Source of Data: HMIS/Hotline) 

• 5 points for both individual and family scores 
that deviate from the system-wide average 
by less than 5% of that average 

• One additional point (up to a maximum of 5) 
for every 5% by which by a project’s 
individual or family SPDAT score exceeds the 
system-wide average 

• One less point (up to maximum of 5) for 
every 5% by which a project’s individual or 
family SPDAT score falls short of the system-
wide average 

Up to 10 
points 

 
 
 

Serving Populations Targeted in 
Opening Door 

   

The percentage of new households 

(individuals and families) that fell 

within the target populations in  

HUD's Opening Doors plan (viz.,  

the chronically homeless, veterans, 

transitional age youth, families with 

children) 

(Renewals Only) 

Only households admitted to project during CY 2015 

and CY 2016 will be counted. Data will be drawn 

from HMIS/Hotline. 

NOTE: Households falling within more than one 

targeted subpopulation will not result in higher score 

on this criterion. 

(Source of data: HMIS/Hotline.) 

1/10th of a point will be awarded for each 1% of 

households served that fall within the 

subpopulations targeted by Opening Doors.   

 

Up to 10 
points 
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The number of households 

(individuals and families) project 

intends to serve who will fall within 

HUD's Opening Doors Target 

Populations (Chronically Homeless, 

Veterans, Transitional Age Youth, 

Families with Children) 

(New Projects Only) 

Evidence from the application will be considered to 

determine the extent to which the program intends 

to serve members of targeted subpopulations. 

(Source of data: project’s HCCSC 2017 CoC 

Application.) 

1/10th of a point will be awarded for each 1% of 

households to be served that fall within the 

subpopulations targeted by Opening Doors.   

Up to 10 
points 

 
 
 

Compliance with HEARTH 
Regulations, CI&A Policies and 
HUD Expectations as Evinced in 
Recent NOFAs 

   

Up-to-date polices & procedures 
that reflect compliance with CI&A 
policies 
(Renewals Only) 

Scores will be based on receipt of up-to-date policies 
and procedures that reflect awareness of and 
compliance with current HCCSC policies and 
procedures 
(Source of information:  documents submitted to 
HCCSC staff.) 

Up to 5 points will be awarded if up-to-date 
policies and procedures have been submitted, 
with 1 point deducted for each significant 
deviation from HCCSC policies and procedures 
that are reflected in project documents 

Up to 5 
points 

 
 

Housing First implementation 
(All Projects) 

Scores will be based on answers to Question III.6. in 
HCCSC’s 2017 CoC Application and other available 
evidence  

5 points will be awarded for adopting a written 
Housing First policy with one point subtracted for 
each item under Question III.6.b that has not been 
checked unless available evidence demonstrates 
the project’s practices are not consistent with 
answers given 

Up to 5 
points 

 
 

Adoption of low barriers 
(All Projects) 

Scores will be based on answers to Question III. 7 in 
HCCSC’s 2017 CoC Application and other available 
evidence 

5 points will be awarded for a positive answer to 
Question III.7.a. with one point deducted for each 
of items that project checked under Question 7.b. 
or that available evidence indicates the project 
should have checked 

Up to 5 
points 

 
 

Linking to mainstream benefits 

(All Projects) 

 

Scores will be based on answers to Question III.8 in 

HCCSC’s 2017 CoC Application and other available 

evidence 

1 point will be awarded for each item checked 

under Question III.8 unless available evidence 

indicates that it should not have been checked. 

Up to 5 
points 
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Performance Outcomes – 
RENEWALS ONLY 

   

Promoting housing stability  
(Renewals Only) 

Score will be based on % of project participants who 
exited to or remained in PH during grant year 
covered by the projects most recent APR 
(Source of data:  APR) 

 1/10th of a point will be awarded for each 1% of 
project participants who remained in PH in the 
specified year 
 

Up to 10 
points 

 
 

Length of stay in housing 
(PSH Renewals Only) 

Score will be based on % of PSH project participants 
who exited project in less than 366 days during grant 
year covered by project’s most recent APR, 
(Source of data: APR.) 

1/10th of a point will be deduced for each 1% of 
PSH participants who exited project in less than 
366 days 

No limit on 
possible 

deductions 
 

Increasing employment income  
(Renewals Only) 

Score will be based on % of project’s adult 
participants who had succeeded in gaining or 
increasing employment income from project entry to 
exit or follow-up as reflected during the grant year 
covered by the project’s most recent APR 
(Source of data: APR) 

1/10th of a point will be awarded for each 1% of 
the project’s adult participants who had 
gained/increased employment income  
 

Up to 10 
points 

 
 

Increasing income from non-
employment sources 
(Renewals Only) 

Score will be based on % of adult participants who 
had succeeded in increasing non-employment 
income from entry to exit or follow-up during the 
grant year covered by the project’s most recent APR 
(Source of data: APR.) 

1/10th of a point will be awarded for each 1% of 
the project’s adult participants who had 
gained/increased non-employment income  
 

 Up to 10 
points 

 
 

Obtaining health insurance 
(Renewals Only) 

Score will be based on % of project’s participants 
(including adults and children and leavers and 
stayers) who had Medicaid Health Insurance, 
Medicare Health Insurance, State Children’s Health 
Insurance, or VA Medical Services during the grant 
year covered by the project’s most recent APR 
(Source of data: APR). 

1/10th of a point will be awarded for each 1% of 
the project’s participants who had one of the 
listed forms of health insurance. 
 

Up to 10 
points 

 
 

Minimizing returns to 
homelessness within 6 - 12 months 
(Renewals Only) 

Score will be based on the % of those who exited the 
project during FFY 2015 and returned to 
homelessness within 6 to 12 months.   
(Source of data: HMIS.) 

1/10th of a point will be deducted for each 1% of 
the project participants who exited the project 
and returned to homelessness within 6 to 12 
months. 
 

Up to -10 
points 
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Minimizing returns to 
homelessness within 2 years. 
(Renewals Only) 

Score will be based on the % of those who exited the 
project during FFY 2014 and returned to 
homelessness within 2 years. 
(Source of data: APR and HMIS) 

1/10th of a point will be deducted for each 1% of 
the project participants who exited the project 
and returned to homelessness within 2 years 
 

Up to -10 
points 

 

Performance Outcomes – NEW 
PROJECTS ONLY 

   

Housing stability  
(New Projects Only) 
 

Score based on description included in 2017 HCCSC 
Application and other information that may be 
solicited from the project 

• 0 points will be awarded if project lacks strong 
plan for stability or no record of success 
relevant to this criterion in this project or 
similar projects 

• 5 points will be awarded if project has a strong 
plan and some record of success with this or 
similar projects 

• 10 points will be awarded if project has strong 
plan and strong record of success with this or 
similar projects 

Up to 10 
points 

 
 

Assistance with increasing 
employment income  
(New Projects Only) 
 
 

Score based on description included in 2017 HCCSC 
Application and other information that may be 
solicited from the project 

• 0 points will be awarded if project lacks strong 
plan to increase participants’ employment 
income or record of success relevant to this 
criterion with this project or similar projects  

• 5 points will be awarded if project has a strong 
plan and some record of success with this or 
similar projects 

• 10 points will be awarded if project has strong 
plan and strong record of success with this or 
similar projects 

 

Up to 10 
points 

 
 

Linking to mainstream benefits  
(New Projects Only) 
 
 

Score based on description included in 2017 HCCSC 
Application and other information that may be 
solicited from the project 

• 0 points will be awarded if project lacks strong 
plan to link participants with mainstream 
benefits or record of success relevant to this 
criterion in this or similar projects 

• 5 points will be awarded if project has a strong 
plan and some record of success with this or 
similar projects 

• 10 points will be awarded if project has strong 
plan and strong record of success with this or 
similar projects 

Up to 10 
points 
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Statement of work  
(New Projects Only) 
 

Score based on description included in 2017 HCCSC 
Application and other information that may be 
solicited from the project 

• 0 points will be awarded if project description 
is incomplete or if project appears to be 
unsound or to lack viability due to limited staff 
experience or other relevant factors 

• 5 points will be awarded if project description 
is complete and demonstrates probability of 
success due to staff experience and other 
relevant factors 

• 10 points will be awarded if project description 
is complete and demonstrates very strong 
probability of success due to staff experience 
and other relevant factors 

 

Up to 10 
points 

 
 
 

Financial Management Capacity 
and Experience 
(New Projects Only) 

Score based on project’s demonstration that it has 
the financial and management capacity to operate 
the project in a fiscally responsible way and 
successfully administer CoC funds 

• 0 points will be awarded the applicant is not 
financially stable or fails to demonstrate its 
capacity to manage CoC or similar grants 

• 5 points will be awarded if the applicant 
demonstrates financial stability and some 
proven success in managing CoC or similar 
grants 

• 10 points will be awarded if the applicant 
demonstrates financial stability and a 
substantial record of success in managing CoC 
or similar grants 

Up to 10 
points  

 
 
 

Budget    

Cost per client 
 
(All Projects) 

Score will be based on expenses per client charged to 
the CoC grant compared with the average for other 
projects of the same type. 
 
 
(Source of information: 2017 HCCSC CoC 
Application.) 

• 0 points will be awarded to a project whose 
average cost exceeds the average for similar 
projects by 10% or more 

• 3 points will be awarded to a project whose 
average cost is greater or lesser than the 
average for similar projects by less than 10% 

• 5 points will be awarded to a project whose 
average cost falls below the average for similar 
projects by 10% or more. 
 

Up to 5 
points 
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Amount of leverage 
 
(All Projects) 

Score will be based on project’s success in meeting 
or exceeding the CoC Grant Program’s minimum 
leverage requirement  
 
(Source of information: 2017 HCCSC CoC Application) 

1 point will be awarded if the project meets 
leverage requirements or if excess leverage 
raised for other CoC-funded projects sponsored 
by the same organization compensate for the 
project’s shortfall in leverage 

1 point 
 
 

Budget’s emphasis on housing 
provision and operations rather 
than services 
(All Projects) 

Score will be based on the % of the requested CoC 
grant that will fund housing and operations rather 
than supportive services.   
 
(Source of information:  2017 HCCSC CoC 
Applicaton.) 

 1/20th of a point will be awarded for each 1% of 
the requested CoC grant that will fund housing 
and operations rather than supportive services 

Up to 5 
points 

 
 

Findings During Monitoring 
RENEWALS ONLY 

   

Compliance with requirements for 
documentation of participant 
eligibility 
(Renewals Only) 
 

Score will be based on the number of instances of 
non-compliance discovered during the project’s most 
recent monitoring by state, federal, or HCCSC staff 
 
(Source of information: Monitoring efforts during CY 
2016 and 2017) 

½ of a point will be deducted for each failure by 
the project to properly document a participant’s 
eligibility 

No limit on 
possible 

deductions 
 

Satisfaction of expectations for full 
occupancy and success in serving 
numbers projected 
(Renewals Only) 

Score will be based on average daily bed utilization 
as reflected in the project’s most recent APR 
 
(Source of information: APR ) 

  ½ of a point will be deducted for every 5% by 
which a project falls below 100% average daily bed 
utilization 

No limit on 
possible 

deductions 
 

Management of grant funds and 
funding requirements 
(Renewals Only) 

Score will be based on the project’s failure to fully 
spend funds awarded for use in operating periods 
ending in CY 2015 or CY 2016 and on timely 
submission of APRs and HCCSC since the beginning of 
CY 2015.  
 
(Source of information:   HCCSC 2017 CoC application 
and monitoring.) 

• ½ point will be deducted for every $5,000 not 
spent during a project’s 2 most recently 
completed grant years 

• 1 point will be deducted for each late APR the 
project submitted for its 2 most recently 
completed operating years 

  
Maximum 
limit is 10 

points 
deduction 

 
 

Participation with HCCSC & 
Commitment to Staff 
Development 

   

Organization’s understanding of 
the CoC program and its 

Score will be based on the organization’s 
demonstrated understanding of, collaboration with, 
and leadership in the HCCSC system. 

Points awarded will depend on the level of 
understanding of the CoC grant program and its 
requirements demonstrated by the applicant 

Up to 5 
points 
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collaboration with and integration 
into the HCCSC 
 
(All Projects) 

organization; the organization’s participation in 
and collaboration with the HCCSC system as a 
whole; the extent to which the applicant 
organization promotes the interests of the 
system as a whole; and the extent to which the 
organization provides personnel to lead 
committees and workgroups that benefit the 
system as a whole.  

 
 
 

Professional staff development, 
attendance at HCCSC trainings 
 
(All Projects) 

Score based on attendance at HCCSC hosted 
trainings 
 
(Source of information:  HCCSC 2017 CoC Application 
and attendance records at HCCSC trainings) 

Project will receive one point if relevant staff 
members have attended all 4 HCCSCs-sponsored 
trainings.  

1 point 
 
 

  Total Points Earned by Project  

  

Bonus Points (5) Earned for Application Workshop Attendance           

Total Points  

TOTAL SCORE (points earned as a percentage of total points available to the project)  
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Comments and Suggestions: 

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________

___________________________________________________________________________________________________________________________________ 



Appendix I 

YWCA Inc. of Canton, Ohio 

YWCA Emergency Homeless Shelter 

The YWCA Emergency Homeless Shelter is a 90 day shelter and consists of 43 units of emergency shelter 

to serve literally homeless women and families. On the third floor of the main building are 38 rooms, 

both singles and doubles, to accommodate single women and women with children. It is a dormitory-

style setting with each household having their own room with shared kitchen and bathroom/shower 

facilities. The Family Shelter is located across the street from our main building. It consists of 5 

apartments - an efficiency, 2 two bedrooms and 2 three bedrooms - to serve larger families, male head 

of household and special needs families. The YWCA can accommodate 43 households at one time. 

Disabled persons can be housed in both areas based on the severity of the disability. For those who can 

use stairs (in case of an emergency), our third floor of the main facility has a handicap accessible rest 

room if needed. Disabled females who cannot use stairs are placed in our Family Shelter where they are 

on the first floor, in a handicap accessible unit, with private restroom facilities 

The YWCA utilizes the Centralized Intake and Coordinated Assessment system through the Stark County 

Mental Health and Addiction Recovery Homeless Navigation for our referrals. They have first contact 

with the homeless individual/family member and assess their situation and level of need through the 

HMIS Intake, the SPDAT scoring system and the individual/family’s homeless status. If they cannot be 

diverted from shelter through referrals to Homeless Prevention, Rapid Rehousing, area agencies with 

funding available for first month’s rent, they are placed on shelter waiting lists.  Our bed space is 

reported daily to the Homeless Navigation so that clients can be referred quickly. Initial assessments 

also determine which permanent housing program would be best suited for housing sustainability i.e. 

Permanent Supportive Housing, Rapid Rehousing or Emergency Assistance and place them on the 

appropriate waiting list. 

We operate under the Housing First Model, making housing the priority over service delivery and not 

denying housing based on past behaviors, mental health status, and/or abstinence from drug/alcohol 

use. Clients have more complex, and at times, underlying problems which can cause challenges within 

the facility. Voluntary support services are offered to clients but are not a requirement of shelter.  

The YWCA Shelter has two Case Managers on staff that first provides the basics of food and clothing 

then go on to set up a service plan to address underlying problems which may have contributed to the 

loss of previous housing. We make appropriate referrals to begin to address their level of need, 

including but not to mental health services, employment referrals, drug and alcohol counseling and 

medical needs. Although we cannot require that resident’s access these services, we encourage them to 

use these steps as a key to future stability and homeless prevention. It is stressed to them that this is 

temporary shelter and that they are to be actively involved in working on a service plan. 

In 2016, the YWCA Shelter provided 19,051 nights of shelter to 417 persons including 293 adults and 124 

children, 48% of these moved on to permanent housing situations – rental with or without subsidy, PSH, 

with friends/family.  Our average length of stay in shelter was 46 days. 
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We are housing more singles than families and we have designated 33% of family rooms to 

accommodate singles if the need is there. The 2016 Point-in-Time Count showed that there were 37 

homeless persons living on the street, 285 in Emergency Shelters, 138 in Transitional Housing and 559 

persons in Permanent Supportive Housing.  

Number of persons to be served a year in this grant period is: 420. 

Amount of grant funds to be requested: $362,000.00 (2 year grant) 

 

 



Appendix J 

 

 
Agency/Applicant name:  YWCA of Canton, Inc. 

 

Program/Project name:  New Beginnings Housing, PSH 

 

Population served:  This project will target primarily chronically homeless individuals.  There will be 6 units that target chronically homeless 

families.   Program clients must have a Homeless Certificate from a qualifying CoC agency.  Client profiles include persons with substance 

abuse issues, persons with a mental health diagnosis and persons with physical disabilities.   

 

Number of housing units to be provided:  26:  20 for individuals and 6 for families. 

 

Type of housing units to be provided:  New Beginnings is a congregate facility.  Units are private apartments with a kitchen area and private 

bathroom.  First floor apartments are direct entry while second floor apartments are accessed through a common hallway.  Entry doors to the 

hallway are locked and tenants can gain access through two keyed doors.  An intercom phone is provided in second floor apartments so visitors 

can gain admittance by ringing individual tenants, 

 

How persons are referred to and access the program:   

New Beginnings will follow the prioritization guidelines for Permanent Supportive Housing set by the CoC.  First priority will be for 

chronically homeless individuals and families with the longest history of homelessness and with the most severe service needs.  Second 

priority will be given to chronically homeless individuals and families with the longest history of homelessness.  Third priority will be given to 

chronically homeless individuals and families with the most sever needs.  Fourth priority will be given to all other chronically homeless 

individuals and families.  In the event that there are no chronically homeless households on the waiting list, New Beginnings would serve other 

qualifying PSH individuals and families.  

 

Supportive services provided: 

 

There will be one full time staff on site to provide case coordination that will support clients in maintaining their housing.  Services will not be 

mandatory but will be made available to all tenants.  Services have been adapted to the Housing First model that will allow participants to chart 

a successful path to maintaining stable housing.  Regular office hours will be kept so tenants have access to the coordinator.  If the hours are 

not conducive for a client arrangement will be made to meet when the client is available.  All tenants will have the opportunity to create a 

housing stability plan to identify client determined barriers to maintaining housing.   The case coordinator will work actively with each client 

to ensure that the identified barriers do not endanger their housing.  The housing stability plan will be reviewed regularly and can be adapted to 

meet the changing needs and barriers of the client.  Housing progress notes will be kept for reference.  Referrals will be made by the case 

coordinator to appropriate services based on the housing stability plan and client reported needs.   While participation in services is not a 

requirement clients will be encouraged to attend.  There will also be a part time on site Housing Assistant that will provide additional services 

including budgeting, application completion assistance and housing search for tenants who request assistance in obtaining their own housing.   

 
As the reconfiguration to PSH is now complete we are working with Coleman Behavioral Services to establish on-site services for NBH 

tenants.  Office space will be made available for intake and counseling purposes.  We currently partner with Coleman Behavioral Services for a 

Job Club that is offered at our main facility to housing clients.  
 

Number Served: 

 

Family units – 6 

Family beds – 15 

 

Individual units – 20 

Individual beds – 20 

 

Estimated turnover of 5 units per year, 4 individuals and 1 family– estimated total of 35 households consisting of 41 persons over the 2 year 

grant period.   

 

Funding Request 2018-2020:   $306,000.00 
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