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VISION STATEMENT 

The vision of Gulf Coast Partnership Continuum of Care Community Information System (GCPCOC CIS) is to operate a 

user-friendly data collection system that produces timely, accurate, and complete information for participants to use, 

ensuring the effective delivery of housing and services to prevent and end homelessness in Southwest Florida. 

INTRODUCTION 

In the late 1990’s, Congress mandated that states collect data regarding homeless populations as a condition to 

receive federal funds to serve that population.  The US Department of Housing and Urban Development (HUD) then 

mandated that each Continuum of Care (COC) for the Homeless must implement a Homeless Management 

Information System (HMIS), known in Charlotte County as the Community Information System (CIS), but they did not 

require any particular software application. The GCPCOC Community Information System (GCPCOC CIS) was 

instituted as a result of that mandate. GCPCOC CIS’ goal is to support the GCPCOC partner agencies in their mission of 

preventing and ending homelessness, by supplying them with the tools to meet the reporting requirements for their 

projects. Throughout this document HMIS and CIS are used interchangeably and reference the same management 

system used to track client data within the GCPCOC. 

The GCPCOC CIS is a client information database that provides a standardized assessment of client needs and records 

the use of housing and services used to meet those needs.  The fundamental goal of the GCPCOC CIS is to use the 

data to determine the utilization of services of participating agencies, identify gaps in the local service continuum, and 

develop outcome measurements according to the HUD/GCPCOC CIS standards. The GCPCOC CIS can identify patterns 

in the utilization of assistance, as well as document the effectiveness of services for clients. 

All this will be accomplished through data analysis of the actual experiences of persons experiencing homelessness or 

those at-risk of experiencing homelessness, as well as the service providers who assist them in shelters and homeless 

assistance projects throughout the state.  This data may also be analyzed to provide unduplicated counts and 

anonymous aggregate data to policy makers, service providers, advocates, researchers, and other representatives.  

Federal and state reporting are based on aggregate, non-identifying data; therefore, such data may be shared with 

the public without specific permission. 

The GCPCOC CIS uses a web-based software application created and supported by Bowman Systems, a Mediware 

Company, called ServicePoint.  The information contained in the GCPCOC CIS resides on a central server to facilitate 

data collection by homeless and non-homeless service organizations.  Access to the GCPCOC CIS is limited to agencies 

that have entered into a partnership agreement with GCPCOC as the CIS lead agency. Those agencies and their 

authorized staff members who have met the necessary training requirements and have signed the necessary privacy, 

security, and licensing documentation, as listed in this manual, will have full access to the database. As the guardians 

entrusted with personal data, agencies have both a moral and a legal obligation to ensure that data is being collected, 

accessed, and used appropriately. All agencies must be vigilant to maintain client confidentiality, treating the 

personal data of Florida’s most vulnerable populations with the utmost respect. 

Every project that receives federal homeless project funds from HUD is required to enter data on persons served with 

those funds into the GCPCOC CIS.  Some projects funded through the U.S. Veterans Administration and the U.S. 

Department of Health and Human Services may be required to enter data into the GCPCOC CIS, as well.  In addition, 

the GCPCOC encourages agencies that do not receive federal funds to participate in the GCPCOC CIS so that service 
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provision in the GCPCOC is coordinated and that data represents the broader network of service provision in the 

continuum. 

All users of the CIS agree to comply with the content of this document and the HEARTH ACT in regard to data 

collection. 

The HUD HMIS Data Standards also require organizations to comply with COC Program Interim Rule 24 CFR578 and 

any federal, state, and local laws that require additional confidentiality protections. 

As these data standards are subject to change, all providers are responsible for monitoring for updates and being in 

constant compliance with all data standards. 

GCPCOC CIS 

The GCPCOC CIS (formerly HMIS) is administered by the designated HMIS Lead, currently the Gulf Coast Partnership 

as the official Homeless Management Information System (HMIS), hereafter known as the Community Information 

System (CIS), of the Punta Gorda/Charlotte County FL-602 Continuum of Care (CoC) hereafter known as GCPCOC. 

This document sets forth the policies, procedures, guidelines, and standards that govern the FL-602 CIS System.  This 

manual also outlines the roles and responsibilities of the HMIS Lead, and the participating partner agencies.  All users 

of the CIS agree to comply with the content of this manual and to comply with HEARTH ACT data collection. This 

manual is approved and amended annually by the Gulf Coast Partnership (CoC Board) as deemed necessary. 

The GCPCOC CIS will improve the efficiency and effectiveness of services provided to those in the community who are 

homeless or at-risk of homelessness. Our approach will be collaborative and client-centered, focused on improving 

the health, recovery, safety, quality of care and, ultimately, the self-sufficiency of clients. 

The GCPCOC CIS will follow best practices and HUD mandated standards for data sharing and outcome 

measurements to provide accountability while respecting client and service provider confidentiality. 

All clients must sign a Release of Information Form prior to the sharing of the individual’s data within the system. 

METHOD 

❖ The CIS Lead is responsible for the basic architecture, including training, support, and overall coordination 

with the software vendor and ensuring compliance with applicable confidentiality law and governing 

standards. 

❖ Web-based database management provides client tracking, case management, service and referral 

management, bed availability for shelters, resource indexing, and reporting.  The current software vendor is 

Bowman Systems, owned by Mediware. 

❖ Minimum hardware standards provide networking capabilities for data sharing and communication among 

participating agencies. 
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BENEFITS OF CIS  

BENEFITS FOR PERSONS WHO ARE HOMELESS OR AT-RISK OF HOMELESSNESS 

The CIS will increase the responsiveness and effectiveness of services for people who are homeless or at-risk of 

homelessness.  Persons will not need to repeat their demographics, history, and needs at each service location.  Case 

managers will be able to see services available to clients, and individuals can be further tracked for successful 

completion of goals.  The communication made possible by the system will increase the extent to which service 

providers can meet the needs of the person seeking assistance. 

BENEFITS FOR SERVICE PROVIDERS 

Case managers and other service provider staff will use the CIS to assess their clients’ needs, inform clients about 
resources, and coordinate service provision both within and between service agencies.  The system will be a tool to 

enhance communication, coordination, and assistance in setting and achieving goals.  Further, aggregated 

information will be used to advocate for additional resources, complete grant applications, conduct evaluations of 

the programs and delivery systems, and to provide reports for funding agencies. 

BENEFITS FOR THE COMMUNITY AND POLICY MAKERS 

The aggregated data resulting from the CIS will help inform policy decisions that will affect the homeless or those at-

risk of homelessness in our community.  The community and its decision-makers will have data available to help 

better understand the causes of homelessness, current trends, program effectiveness, and gaps in existing systems.  

To ensure the integrity and security of sensitive client confidential information and other data maintained in the 

database, GCP requires all participating agencies sign the GCPCOC CIS Partnership Agreement (Attachment A). All 

end users must sign a User Agreement (Attachment D) prior to being given access to the GCPCOC CIS. 

GLOSSARY OF TERMS 

Many of the terms used in the GCPCOC CIS Policies and Procedures Manual may be new to many readers.  It is 

important to understand the terms used to better understand the roles, responsibilities, and liabilities of the GCPCOC 

CIS. 

❖ Advanced Reporting Tool (ART): Bowman Systems partners with S.A.P. Business Objects to give users access 

to a wide variety of reports.  It will be replaced within the next year with Qlik Sense. 

❖ Agency Administrator: This person is responsible for CIS administration at the participating agency level and 

is the lead agency contact with GCP. 

❖ Annual Homeless Assessment Report (AHAR): The annual report to the U.S. Congress on the extent and 

nature of homelessness in America. 

❖ Annual Performance Report (APR): The HUD-required report used to track progress and accomplishments 

of COC-funded projects. 

❖ Gulf Coast Partnership Continuum of Care (GCPCOC): The HUD recognized Continuum of Care comprised of 

homeless projects and social service agencies in Southwest Florida. 
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❖ Gulf Coast Partnership Continuum of Care Community Information System (GCPCOC CIS):  The database 

used collectively by partnering agencies within the Gulf Coast Partnership Continuum of Care to track 

coordinated assessment, service needs, progress, and accomplishments of clients. 

❖ Gulf Coast Partnership (GCP): The lead agency for the GCPCOC CIS implementation. 

❖ Authentication:  The process of identifying a user to grant access to a system or resource based on a 

username and password. 

❖ Bowman Systems:  Often referred to just as “Bowman”, this is the company/vendor who wrote the GCPCOC 

CIS software, ServicePoint. GCP maintains a yearly contract with Bowman Systems for maintenance and 

support.  Bowman Systems is owned by parent company Mediware. 

❖ Client: An individual who has inquired about, is receiving, or has received services from a participating 

project about whom a participating GCPCOC CIS project collects or maintains personally-identifiable 

information. 

❖ User Agreement:  An agreement between participating agency users and GCP that allows access to GCPCOC 

CIS. 

❖ Continuum of Care (COC) Project: Project receiving funding from HUD. 

❖ Executive Director: A person who serves as the top executive official of a participating agency. This person 

may have a title of chief executive officer or president, etc. This is the person that signs the Partnership 

Agreement. 

❖ Housing Inventory Count (HIC):  Point-in-time inventory of provider programs within a Continuum of Care that 

provide beds and units dedicated to serve persons who are homeless, categorized by five Program Types: 

Emergency Shelter; Transitional Housing; Rapid Re-housing; Safe Haven; and Permanent Supportive Housing. 

❖ Participating Agency: Any agency/project that enters client-level information into GCPCOC CIS. 

❖ Point-In-Time (PIT):  The annual count of sheltered and unsheltered persons experiencing homelessness on a 

single night in January. HUD requires that Continuums of Care conduct an annual count of homeless persons 

who are sheltered in emergency shelter, transitional housing, and Safe Havens on a single night. 

❖ ServicePoint:  A software package written by Bowman Systems, which tracks data about people in housing 

crisis to determine individual needs, provide a referral system, and create aggregate data for reporting and 

planning.  The software is web-based. 

❖ Release of Information (ROI):  A statement signed or given verbal consent by the client authorizing or 

denying the participating GCPCOC agency/project to share their personal information, and information 

regarding their unique situation with other participating agencies.   

❖ System Administrator: The staff contracted by GCP as GCPCOC System Administrator for the GCPCOC CIS.  

Gaither Stephens is the current System Administrator for GCPCOC CIS. 

❖ TAY-VI-SPDAT:  Vulnerability Index and Service Prioritization Decision Assistance Tool (VI- SPDAT) designed 

for transitional aged youth twenty-four (24) years or younger to predict youth most vulnerable to experience 

long-term homelessness. 

❖ User:  An individual who has been granted access and uses GCPCOC CIS. Users are the main guardians 

against violating a person’s confidentiality. 

❖ VI-SPDAT:  The Vulnerability Index and Service Prioritization Decision Assistance Tool is an assessment tool 

distributed by OrgCode Consulting Inc. designed to help prioritize housing services for individuals 

experiencing homelessness based on the acuity of their needs and personal situation. 

❖ VI-F-SPDAT:  The VI-SPDAT adapted for assessment of families experiencing homeless. 
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ROLES AND RESPONSIBILITIES 

GULF COAST PARTNERSHIP (GCP) 

GCP is the lead agency for the implementation and maintenance of the GCPCOC CIS. 

GCPCOC CIS MANAGEMENT 

Policy:   GCP is responsible for the organization and management of the GCPCOC CIS. 

GCP is responsible for all system-wide policies, procedures, communication, and coordination of the 

GCPCOC CIS. GCP will act as liaisons between agencies and System Administrator. 

Procedure:  GCP and the contracted System Administrator will follow protocols established by Bowman 

Systems, LLC, regarding unauthorized access, as established in Bowman Systems Securing Client 

Data Policy Manual. A member of GCP and/or System Administrator will notify Bowman Systems 

of any software issues within twelve (12) hours of being made aware of the issue and an 

investigation at the COC level has taken place. All information received from Bowman Systems 

pertaining to use, access, reporting, or live site system will be disseminated to Executive 

Directors or his/her designee within three (3) business days of receipt.  No user, Executive 

Director, or agency may contact Bowman System directly, without the express written consent of 

GCP. GCP’s contracted System Administrators may contact Bowman System to coordinate system 
updates, software issues, and other system administration functions. 

GCPCOC CIS DOCUMENTATION 

Included documents are: the GCPCOC CIS Policies and Procedures Manual, the GCPCOC CIS Agency Partnership 

Agreement (Attachment A), the Partner Coordinated Assessment Agreement (Attachment B), the GCPCOC CIS Partner 

Coordinated Entry Policies and Procedures (Attachment C), the GCPCOC CIS User Agreement (Attachment D), the 

GCPCOC Data Quality Plan (Attachment E), the Release of Information Form, and all other related forms. 

Policy: GCP will provide the necessary manuals and forms for all users on the Gulf Coast Partnership 

website:  www.GulfCoastPartnership.org.  These documents will be kept up-to-date and in 

compliance with all HUD policies and requirements. Agency Administrators will be responsible for 

downloading and distributing to end users within their agency as well as the HUD Data Standards 

Manual available on the HUD Exchange website https://www.hudexchange.info/. 

Procedure: GCP will update the GCPCOC CIS Policies and Procedures Manual, the User Agreement, and the 

Agency Partnership Agreement.  Agencies must notify the System Administrator when changes 

occur in the programs that necessitate updating. By the beginning of each calendar year, the 

documents will be reviewed and updated.  In the event HUD issues interim changes to the 

requirements, affected policies and procedures and any related documentation will be reviewed 

and updated at that time. All changes will be communicated to participating agencies through the 

CIS system (i.e. “System News”) and electronically through the end user e-mail distribution list. All 

documents will be available for download at www.GulfCoastPartnership.org. 
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SECURITY MANAGEMENT 

Policy: GCP and System Administrator will be responsible for the continuous monitoring of security and 

user access. 

Procedure: Refer to Bowman Systems Securing Client Data Policy Manual (Attachment E). 

TRAINING 

Policy: The contracted System Administrator will provide timely training for all new users, annual refresher 

training for current users, and ART reporting training, when applicable,  in the most efficient and 

effective way possible. 

Procedure: GCP and/or System Administrator will notify participating agencies and users of upcoming trainings 

through the System News available in ServicePoint and/or electronically. Agencies will be given no 

less than thirty (30) days advance notification of such trainings on the calendar.  System 

Administrator will conduct all new user training, specialized training relevant to user position, and 

report training.  At no time will a participating agency contact Bowman directly for training. 

AGENCY MANAGEMENT 

Policy: Upon notification from GCP that appropriate documentation has been received by GCP, the System 

Administrator will set-up and terminate agencies, projects, and users, as needed. 

Procedure: Agencies will notify GCP of new projects and new users electronically or by telephone by contacting 

Gaither Stephens at Gaither.Stephens@GulfCoastPartnership.org or (941) 626-0220 x3. 

USER MANAGEMENT 

Policy: GCP and/or the System Administrator will give appropriate levels of access to the system based on 

user’s position in the participating agency, configuration of projects, and designation by the 

Executive Director. 

Procedure:       GCP in consultation with the participating agency Executive Director or his/her designee will assign 

appropriate user levels when adding a new user. GCP will always assign the most restrictive access 

to users while still allowing efficient job performance to protect client confidentiality or privacy. 

SYSTEM AVAILABILITY 

Policy: Bowman Systems will provide constant availability of CIS and will inform users in advance of any 

planned interruption in service. 

Procedure: Minor scheduled upgrades and maintenance will occur on Thursday nights after 9:00 p.m. EST. The 

System Administrator will inform users of major updates at least five (5) business days prior to 

scheduled upgrade via ServicePoint System News and direct e-mail to all end users on record. In the 

event of an unscheduled unavailability, the System Administrator will contact the end users via 

email and inform them of the cause and the anticipated duration of the interruption of service.  
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Users will be notified as quickly as possible of system unavailability, but in no case more than 

twenty-four (24) hours after service interruption. 

GCPCOC CIS COMMITTEE  

Committee that suggests CIS policies for recommendation to the Board of Directors of the CIS Lead Agency. 

Policy: The CIS related responsibilities of the CIS Committee will be apportioned according to the 

information provided below. 

Procedure: To define the roles and responsibilities of the CIS Committee with respect to CIS activities. 

The CIS Committee will support the overall CIS initiative, in particular advising the CIS Management on CIS operations.  

The CIS Committee shall meet at least quarterly, at which time CIS decisions can be raised for discussion and/or 

approval.  The CIS Committee shall designate a committee or task group to develop and help enforce the 

implementation of CIS policies. 

The CIS Committee’s role is fundamentally advisory to the CIS project overall.  However, the CIS Committee has 

authority to make recommendations on the selected key issues that follow. 

These issues include: 

❖ Encouraging Continuum of Care-wide provider participation; 

❖ Facilitating client involvement; 

❖ Defining privacy protection and confidentiality policies for all CIS activities; and 

❖ Defining criteria, standards, and parameters for the usage and release of all data collected as part of the CIS.  

GCPCOC CIS USER GROUP 

Policy: The Partner Agencies shall have a forum communicating about the CIS with the System 

Administrator and each other. 

Procedure: All Agency End Users and Agency Administrators will serve on the CIS User Group for the purpose of 

communication and remaining informed about current events within the CIS. 

The CIS User Group is encouraged to offer feedback in regard to the following areas:  

❖ System enhancements; 

❖ Identifying and recommending solutions for known problems to the System Administrator;  

❖ Providing quick feedback loop on system performance; and 

❖ Providing recommendation for training and best practices for CIS. 
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CIS SYSTEM ADMINISTRATOR 

Policy: A Project Management structure will be put into place to adequately support the operations of the 

CIS according to the policies and procedures described in this document. 

Procedure: The responsibilities of the CIS Administrator will be apportioned according to the information 

provided below. 

The CIS Administrator is responsible for: 

❖ Oversight of the Partner Agencies’ adherence to the CIS policies and procedures; 

❖ Input to the annual budget and project specific budgets for the Lead Agency’s approval; and 

❖ Supervision of the contractual relationships with vendors. 

 

The CIS Administrator is also responsible for oversight of all day-to-day operations including: 

❖ Quality assurance of the vendor application operation; 

❖ Managing agency and user system access based on execution of applicable agreements, training, and 

adherence to approved policies; 

❖ Providing technical support and application training to users, in compliance with levels; 

❖ Developing a reasonable number of reports for CIS users based on requests from the CIS Committee or its 

designated committee; 

❖ Maintaining overall CIS quality assurance program;  

❖ Orientation and supervision of CIS software and hosting vendor to ensure appropriate program operations 

and compliance with guiding principles and Standard Operating Procedures. 

❖ Understanding all aspects of the vendor CIS product; 

❖ Provision of ad-hoc application training and technical support to users, overall functionality, and agency-

level system administration functionality;  

❖ Communicating system availability, planned and unplanned outages, and other CIS information to Users; 

❖ Assigning user IDs to new users based on the approved licensing structure, authorized agency requests, and 

documentation of user training; 

❖ Managing user accounts and application access control, in conjunction with the Agency Administrator; 

❖ Assisting with agency data migration; 

❖ Supervision of CIS Database Administration as part of the contractual oversight of hosting and software 

vendor; 

❖ Recommending the creation and modification code definitions & business rules as well as application level 

changes to set-ups and configurations to the appropriate vendor;  

❖ Designing management, program, analytical, and agency level reports according to predefined CIS standard 

formats and/or funding requirements or as requested by the CIS Lead;  

❖ Designing and managing report structure, library, and archive in cooperation with the software vendor; 

❖ Managing report access control; and 

❖ Communicating significant application issues and/or system enhancement requests to the software vendor 

and governing bodies. 
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The CIS Administrator will respect the core principles of the system by:  

❖ Ensuring with the software vendor that access to areas containing equipment, data, and software will be 

secured in accordance with HUD Technical Standards; 

❖ Strictly safeguarding all client-identifying information in accordance with all applicable HUD Technical 

Standards, Federal and State laws using the latest technology available; 

❖ Securely protecting all data to the maximum extent possible; and 

❖ Conducting ongoing security assessments to include penetration testing on a regular basis. 

PARTICIPATING AGENCY 

A participating agency is one that enters client-level data into the GCPCOC CIS. 

Policy: Agencies that are funded through Continuum of Care efforts for services to the homeless and those 

at-risk of homelessness in Charlotte County will be required to participate in the CIS.  All other 

agencies serving the homeless and clients at-risk of homelessness are strongly encouraged to 

participate in the CIS. 

Procedure: Beginning with 2003 CoC and ESG grants, HUD is requiring all grantees and sub-recipients of 

McKinney-Vento and homeless HOPWA grants to participate in the local CIS.  McKinney-Vento 

grants include Emergency Shelter Grants and Supportive Housing Program, Section 8 Moderate 

Rehabilitation SRO, and Shelter Plus Care (now HUD Rental Assistance) grants.  This policy is 

consistent with the Congressional direction for communities to provide data to HUD on the extent 

and nature of homelessness and the effectiveness of its service delivery system in preventing and 

ending homelessness.  The CIS and its operating policies and procedures are structured to comply 

with the HUD Data and Technical Standards Final Notice.  It is recognized that agencies may be 

further regulated by HIPAA and other Federal, State, and local laws.  Therefore, the CIS Lead may 

negotiate its procedures and/or execute appropriate business agreements with partner agencies, so 

they are in compliance with applicable laws. This policy applies to; non-profit, for profit, faith-

based, and government agencies utilizing the CIS. 

SETUP PROCEDURE 

Policy: The CIS Administrator must verify documentation of all initial implementation requirements prior to 

authorizing a new agency. 

Procedure: The CIS Administrator shall: 

❖ Review CIS records to ensure that the Agency does not have previous violations with the CIS 

Policy and Procedures that prohibit access to the CIS; 

❖ Verify that the required documentation has been correctly signed and submitted, including: 

o GCPCOC CIS Policies and Procedures (this document); 

o GCPCOC CIS Agency Partnership Agreement; 

o GCPCOC CIS Partner Coordinated Assessment Agreement; and 

o GCPCOC CIS User Agreement 

❖ Request and receive approval from the CIS Lead Agency to set up a new agency; 

❖ Authorize a new Agency within the CIS; 
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❖ Work with the Agency Administrator to input applicable agency and program information; and 

❖ Work with Agency Administrator to migrate legacy data, if applicable.   

PARTICIPATION REQUIREMENTS 

MANDATED PARTICIPATION 

All providers that are funded by the Continuum of Care to provide services must meet the Minimum Participation 

Standards of the CIS, as defined by this document.  Participating agencies will be required to comply with all 

applicable policy and procedures, and must agree to, execute, and comply with a CIS Agency Partner Agreement.  

Updated, modified, and custom agreements may be developed to accommodate additional CIS Partner Agencies who 

already have their own client management system. 

VOLUNTARY PARTICIPATION 

Although mandated agencies are required to meet minimum participation standards, the CIS Lead strongly 

encourages all agencies to fully participate with all relevant homeless programs and supportive services to at-risk 

populations.   

While the CIS Lead cannot require non-funded providers to participate in the CIS, they will work closely with non-

funded agencies to articulate the benefits of the CIS and to strongly encourage their participation to achieve a 

comprehensive and accurate understanding of homelessness in Southwest Florida. 

All CIS participating agencies are required to input HUD defined Universal Data Elements as the minimum data 

elements required to enter into CIS for each client. 

MINIMUM PARTICIPATION STANDARDS FOR MANDATED AND VOLUNTARY PARTICIPANTS.  

Each agency will have an opportunity to determine which participation option is most appropriate given agency 

functional and administrative needs, technological capacity, funding requirements, client characteristics and 

circumstances, and legal constraints.  Agencies that receive funding from the Continuum of Care must meet specific 

funding requirements related to data submittal.   

Domestic Violence providers that receive McKinney-Vento funding will be required to participate using the Direct 

Partner (or Interface Partner) options (CIS Agency Partner Agreement) for the McKinney-Vento funded programs, 

based on the participation requirements specified in the 2010 HUD Data and Technical Standards Final Notice. CoC 

Compliance to the HEARTH ACT is required as CIS Standards are released from HUD. 

The participation options are described below.  If additional information is desired, the CIS Lead can elaborate on 

each option to help each partner agency decide on the most appropriate way of participating in the Continuum’s CIS 
initiative.  Minimal participation includes: 

❖ Collecting the universal data elements listed below. Data Collection Requirements, for all programs operated 

by the agency that primarily serve persons who are homeless or formerly homeless or at-risk of 

homelessness. 

❖ Collecting program-specific data elements, as defined in Data Collection Requirements, for all clients served 

by a program funded by the Continuum of Care. 

❖ Submitting data to the CIS Lead using one of the following options: 
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▪ Direct Data Entry Option: Entering client-level data into the CIS, defined as The CIS central database 

server is protected by numerous technologies to prevent access from unauthorized users.  Unless a 

client requests that his/her identifiers remain hidden at the time that his/her record is created, primary 

client identifiers (e.g. name, SSN, DOB and gender) will be able to be queried by other CIS users to 

prevent duplicate records from being created in the database. 

▪ Anonymous CIS Data Submittal Option: Due to legal constraints, extreme vulnerability, and heightened 

safety needs of victims of domestic violence, DV providers have the option of submitting anonymous 

client-level data for programs that are not funded with HUD McKinney-Vento. (Anonymous CIS Data 

Submittal Partner Agency). If a DV agency determines that it cannot participate using any of the above 

options based on legal constraints, and the vulnerability and safety needs of its clients, the agency can 

participate by submitting anonymous client-level data about the persons served by their program.  This 

data will be collected and analyzed by the CIS Lead as part of its effort to understand homelessness and 

system effectiveness in the region.  Anonymous, client-level data will be merged into the CIS Lead 

analytical database with de-identified, unduplicated client-level data from other service providers.  Data 

Collection Requirements defines which data elements are considered client personal identifying 

information, and which will not be required for submittal to ensure an unduplicated count across the 

Continuum of Care.  

All submitted data will be used by the CIS Lead for analytical and administrative purposes, including the preparation 

of reports to funders and stakeholders. A client has the right to refuse to have his/her data entered into the CIS 

database.  The client’s individual choice regarding participation will not affect his/her right to services. 

Partner agencies must report client-level data for the universal data elements using the required response categories 

detailed in HMIS Data Standards Data Dictionary version 1.3 released in March of 2018 by HUD. 

UNIVERSAL DATA ELEMENTS 

The universal data elements are required for all clients entered into ServicePoint. 

They include: 

❖ Name; 

❖ Social Security Number; 

❖ Date of Birth or estimated Date of Birth (age); 

❖ Race; 

❖ Ethnicity; 

❖ Gender; 

❖ Veteran Status; 

❖ Disabling Condition (Unless presence of a disability is a condition of program enrollment, disability status 

must be collected after program admission.); 

❖ Living Situation; 

❖ Program Start and Exit Dates;  

❖ Destination; 

❖ Relationship to Head of Household for the purposes of this Program Enrollment; and 

❖ Client Location. 
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PROGRAM-SPECIFIC DATA ELEMENTS 

All Continuum of Care-funded Partner Agencies are also responsible for ensuring that the following assessment data 

elements, referred to as Program-Specific Data Elements, are collected from all clients that are served by the 

Continuum funded programs.  These program-specific data elements must be entered into the CIS (or alternative 

approved information system for Interface Partner Agencies) within seven days of collecting the information.  The 

timeframes for data collection are included for each data element. 

The Program-specific Data Elements are located throughout the CIS application.  Additional information on their 

location within the CIS will be provided as part of the CIS training materials.  They include: 

❖ Housing Status (Program Start and Exit); 

❖ Income Sources and Amounts (Program Start and Exit); 

❖ Source of Non-cash benefits (Program Start and Exit); 

❖ Health Insurance (Program Start and Exit); 

❖ Presence of Physical Disability (Program Start and Exit); 

❖ Presence of Developmental Disability (Program Start and Exit); 

❖ Chronic Health Condition (Program Start and Exit); 

❖ HIV Positive or AIDS Diagnosis (Program Start and Exit); 

❖ Mental Health Status and Chronicity (Program Start); 

❖ Presence of Substance Addictions and Chronicity (Program Start); 

❖ History of Domestic Violence and Timeframe (Program Start); 

❖ Contact and Date of Engagement (Throughout Program Enrollment); 

❖ Services Received (Throughout Program Enrollment); 

❖ Financial Assistance Provided (Throughout Program Enrollment); 

❖ Referrals Provided (Throughout Program Enrollment); 

❖ Destination on Leaving Program and Date (Enrollment in RRH Project (Program Exit)); 

❖ Reasons for Leaving (Program Exit); 

❖ Program Outcomes (Throughout Program Enrollment or at Program Exit); 

❖ Housing Assessment Disposition; and 

❖ Housing Assessment at Exit. 

❖ Housing Move-In Date (Program Start or as Interim Update) 

CIS Partner Agencies must provide client-level data for the program-specific data elements using the required 

response categories detailed in the Federal Register Part II- Department of Housing and Urban Development - 

Homeless Management Information Systems (HMIS); Data and Technical Standards Final Notice; This Notice revises 

the Homeless Management Information Systems (HMIS) Data and Technical Standards Final Notice (69 FR 146, July 

30, 2004).  

The Notice adds a new set of Program Description Data Elements (Section 2). In addition, the Notice presents 

revisions to Data Standards for Universal Data Elements (Section 3) and Program-Specific Data Elements (Section 4).  

These sections replace Section 2 (Universal Data Elements) and Section 3 (Program-Specific Data Elements) of the 

2004 Notice. All other sections of the 2004 notice remain in effect. 
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DOMESTIC VIOLENCE ANONYMOUS CIS DATA SUBMITTAL PARTNER AGENCY DATA COLLECTION 

REQUIREMENTS 

Data Collection is defined as: a) obtaining client information at the Agency through interview of and/or service 

provision to the client; and b) the storing of client information at the Agency in paper or electronic format.  DV 

Anonymous CIS Data Submittal (Anonymous Data) Partner Agencies shall collect and store the Universal and 

Program-specific data elements defined above.  

Anonymous Client-level Data are defined as individual client records that contain no personal client identifying 

information, in whole or in part, or any information that may be used to deconstruct a person's identity.  No one 

beyond the originating agency will have access to any client personal identifying information. 

Client personal identifying information is defined as the following data fields:  

1. Name(s) or Aliases; 

2. Social Security Number; 

3. Date of Birth; 

4. Mother’s Maiden Name; 
5. Unique Identifying Characteristics; 

6. Address-specific Residence Prior to Program; 

7. Unique Person Identifier*; and 

8. Any other data fields that may be used to leverage the identity of any individual client.  

*A unique client identifier shall be assigned by the Agency to each client. The unique client identifier shall not contain 

any masked client personal identifying information. The unique client identifier shall not contain, in whole or in part, 

any client personal identifying information as listed above in fields 1) through 8).  The unique client identifier provides 

an unduplicated internal count of clients served by the Agency, and provides the CIS Lead the means of conducting 

longitudinal analysis of services provided to each client.   

With this option, the agency will submit Anonymous Client-level Data to the CIS Lead in an electronic format, 

according to the technical specifications developed by the CIS Lead.  The data specifications will be developed by the 

CIS Lead after discussion with DV Agency leadership and IT staff.  The timing and methodology of developing the 

export functionality to fulfill these data submittal requirements will be subject to agreement between the CIS Lead 

and the agency. All data should be submitted on a quarterly basis. 

SECURITY MANAGEMENT 

Policy: Agencies are responsible for ensuring all hardware and software used to access and/or store 

GCPCOC CIS client-level data is in a secure location where access is restricted to authorized staff. 

Procedure: Agencies may be monitored for security by GCP through on-site compliance visits. Failure to comply 

will result in deactivation of all agency user accounts and the agency may be non-compliant with 

HUD and/or other funding regulations. 

Agencies MUST have: 

❖ A secure broadband Internet connection. 

❖ Wi-Fi is acceptable, if the connection is protected by a network security code. 
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All Workstations at the participating agency that access the GCPCOC CIS must have: 

❖ Memory minimums: 

▪ Windows 10 – 4GB RAM. 

▪ Windows 7 – 2 GB minimum; 4 GB recommended. 

▪ OS X – 4GB RAM. 

❖ Monitor: 

▪ Screen Display - 1024 by 768. 

❖ Processor: 

▪ A Dual-Core processor. 

❖ Browser: 

▪ Firefox is recommended. 

▪ Chrome is an alternate. 

▪ Internet Explorer is an alternate. 

❖ Password Protected Workstation: 

▪ All workstations must be manually locked by the user if a licensed user leaves a workstation 

when ServicePoint is active. The system will automatically lock after ten (10) minutes of 

inactivity. 

❖ Current and Active Security: 

▪ Real-time antivirus scanning. 

▪ Manual virus scanning. 

▪ Automatic virus removal. 

▪ USB virus scanning. 

▪ Anti-spyware. 

▪ A firewall. 

▪ Anti-phishing. 

▪ Anti-spam. 

RECORDS MANAGEMENT 

Policy: The participating agency must maintain appropriate documentation of any client Release of 

Information records obtained in a secure location for a period of seven (7) years after the last date 

of client service and assure their subsequent destruction by shredding.  In addition, agencies must 

keep Agency Partnership Agreements, grievance documentation, and all other CIS related 

documentation in a secure location for a period of five (5) years. 

Procedure: Records must be made available to the client, upon written request, within fourteen (14) business 

days.  Compliance monitoring is completed by GCP, as requested by funders or required by 

regulation. Agencies will be required to show proof of compliance with the above policy at time of 

compliance monitoring.  Failure to comply will result in deactivation of all agency user accounts and 

the agency may be non-compliant with HUD and/or other funding regulations. 
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PRIVACY MANAGEMENT 

Policy: Agencies will be solely responsible for ensuring clients understand privacy.  Except for agencies 

providing services solely to children and youth, all agencies must obtain a signed Release of 

Information form from each adult client before data is shared across the GCPCOC CIS. CIS agencies 

must post a Privacy Notice at all intake locations.  A copy of the Privacy Notice will be made 

available to all clients at the client’s request. 

Procedure: A copy of the Privacy Notice and the current Release of Information form can be found at 

www.GulfCoastPartnership.org. Compliance monitoring is completed by GCP, as requested by 

funders or required by regulation. Agencies will be required to show proof of compliance with 

above policy at time of compliance monitoring.  Failure to comply will result in deactivation of all 

agency user accounts and the agency may be non-compliant with HUD and/or other funding 

regulations. 

DATA SHARING 

Policy: Data sharing among participating GCPCOC CIS agencies happens when a client is entered into the 

system.  Identifiable client information is not shared outside of CIS without express written consent 

of the client and within the bounds of state and federal laws and guidelines. 

Procedure: All projects will have the opportunity to share data for client-level data.  A copy of the client 

information request must be submitted to the CIS administrator within fourteen (14) days of receipt 

by the agency. 

EXECUTIVE DIRECTOR 

The Executive Director or his/her designee is responsible for ensuring their agency and all licensed users within their 

agency abide by all COC established regulations, standards, policies, and procedure in regard to the GCPCOC CIS and 

clients’ rights. 

DOCUMENTATION 

Policy: Before any agency user is given access to the GCPCOC CIS, the Executive Director, or his/her 

designee, must complete and submit the necessary original documentation to GCP. 

Procedure: The Executive Director or his/her designee must read, understand, and sign the GCPCOC CIS Agency 

Partnership Agreement.  The Agency Profile should be reviewed annually and updated when a 

change occurs. In addition, the Executive Director must comply with applicable funding agreement 

requirements regarding the GCPCOC CIS participation.  Original documents should be emailed to 

Gaither.Stephens@GulfCoastPartnership.org or mailed to the GCP by U.S. Postal Service at:  

Gulf Coast Partnership 

Attn:  Gaither Stephens 

408 Tamiami Trail, Unit 121 

Punta Gorda, FL 33950 
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Failure to comply will result in deactivation of all agency user accounts and the agency may be non-compliant with 

HUD and/or other funding regulations. 

ULTIMATELY RESPONSIBLE 

Policy: The Executive Director or his/her designee is the person ultimately responsible for compliance with 

all policies and procedures in this manual; which includes but is not limited to: knowledge and 

understanding of client rights, grievance procedures, data sharing, agencies security, and all actions 

and work conducted by licensed users in their agency, including those no longer employed at their 

agency. 

Procedure: The Executive Director must verify and sign all reports or information distributed by their agency for 

submission or publications.  The Executive Director or his/her designee must notify GCP within 

twenty-four (24) hours if a user should be removed from the GCPCOC CIS by emailing 

Gaither.Stephens@GulfCoastPartnership.org or calling (941) 626-0220 x3. 

The Executive Director must verify and sign all client requests for information or grievances prior to the release of 

information to the client and adhere to any additional requirements that may be deemed necessary by the funder or 

the COC.  The Executive Director is responsible for ensuring that all CIS users comply with the user agreement. 

Agencies with users who fail to comply with the user agreement may be suspended from the GCPCOC CIS.  Failure to 

comply may result in deactivation of all agency user accounts and the agency may be non-compliant with HUD and/or 

other funding regulations. 

AGENCY ADMINISTRATOR 

An Agency Administrator is the liaison between GCP/System Administrator and all other agency users. Agency 

Administrators will be given the role of “Agency Administrator” in the GCPCOC CIS. 

All Agency Administrators must have an e-mail address that is valid and up-to-date and act as the single point of 

communication between GCP/System Administrator and all other agency users. 

SYSTEM MANAGEMENT 

Policy: Agency Administrators will assist, as needed, the System Administrator in report development and 

testing custom reports requested by the agency. Agency Administrators will also be responsible for 

disseminating all information to users within their agency. 

Procedure:      Agency Administrators will be made aware via e-mail from the System Administrator of all upcoming 

system and reporting changes. Agency Administrators are required to test and comment on all 

custom reports requested by the agency to Gaither.Stephens@GulfCoastPartnership.org. 

If a response from the Agency Administrator is needed, GCP or the System Administrator will provide a deadline date 

for response, which will be no less than five (5) business days and no more than twenty (20) business days.  The 

System Administrator will make the Agency Administrators aware when the final changes are implemented in the 
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GCPCOC CIS or ART reporting software. Agency Administrators will disseminate system and reporting changes to all 

other users within their agency within three (3) business days of final change. 

AGENCY MANAGEMENT 

Policy: The Agency Administrator(s) will be the sole user(s) able and responsible for updating, correcting, 

and maintaining the provider information in the GCPCOC CIS. 

Procedure: Agency Administrators will have the ability, in the GCPCOC CIS, to change and update information 

regarding their agency and all projects for their agency.  Agency Administrators will verify this 

information quarterly and make changes as necessary. Failure to comply by maintaining correct 

agency and project information in the GCPCOC CIS may result in suspension of all agency licenses 

until corrections are made. 

REPORT MANAGEMENT 

Policy: Agency Administrators are responsible for supplying the Executive Director or his/her designee with 

all required reports and/or information for verification and signature in a timely manner prior to 

submission. 

Procedure: Agency Administrators will have knowledge and understanding of reports and due dates for 

submission or publication and the appropriate person/agency for submission. 

TRAINING 

Policy: Agency Administrators have been selected by the Executive Director or his/her designee as the staff 

member with the skills beyond that of a basic user. Agency Administrators will be required to 

attend a separate training at least one (1) time per year (twelve (12) months) or as 

needed/requested by GCP. 

Procedure: One (1) hour trainings will be scheduled throughout the calendar year by the System Administrator 

for Agency Administrators. The System Administrator may select topics in consultation with GCP 

and/or based on evaluation of the GCPCOC CIS FAQs at www.GuflCoastPartnership.org. Users are 

responsible for checking dates, times, and class agendas on the System News in ServicePoint. 

Failure to comply with continuing education of the GCPCOC CIS may result in suspension of the 

user’s Agency Administrator status until requirements have been fulfilled. 

USER 

A licensed GCPCOC CIS user is responsible for ensuring their agency’s client-level data is entered correctly and 

complies with all client rights, confidentiality, and data sharing in compliance with COC regulations, standards, 

policies, and procedures. Users will be assigned an appropriate user role in the GCPCOC CIS. 

Every End User in the agency will: 

❖ Abide by the policies and procedures of the CIS, with special emphasis on confidentiality and security issues; 

❖ Abide by the Participating Agency’s internal policies and procedures; 
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❖ Fully and accurately communicate both orally and in writing (or some other means if a disability or other 

reason prevents a client from comprehending oral and written information) the rights of those clients with 

respect to their consent and authorization for data input, interagency information sharing, and aggregate 

reporting; 

❖ Participate in system training and in scheduled CIS User Group Meetings; 

❖ Enter all information in a manner appropriate for your agency and the community CoC universal required 

data elements 

▪ GCP Exit Assessment is used when exiting a client from program – all questions must be answered; 

❖ Make sure all data collection follows HEARTH ACT data collection regulations – CIS HEARTH Regulations will 

be updated periodically – when issued, the CIS Administrator will notify the agency; 

❖ Be aware of and uphold all CIS Privacy & Security Policy including state and federal regulations regarding 

client confidentiality and their rights to privacy. 

USER SETUP PROCEDURE 

Policy: The CIS Administrator may create a new User ID for eligible individuals based on the following 

procedure. 

Procedure: If the Direct Partner Agency wants to authorize system use for a new user, the agency Executive 

Director (or authorized designee) must: 

❖ Notify CIS System Administrator via email at Gaither.Stephens@GulfCoastPartnership.org; 

❖ Perform a comprehensive background check on new user; and 

❖ Provide user’s full name, title, email address, and phone number. 

The proposed CIS user must: 

❖ Attend applicable training modules (once enrolled by the Agency Administrator); and 

❖ Execute a CIS User Agreement. 

The Agency Administrator must: 

❖ Enroll the potential CIS user in the required training modules; and 

❖ Submit the executed CIS User Agreement as an original to the CIS Administrator. 

The CIS Administrator shall: 

❖ Review CIS user records to ensure that a user does not have previous violations with the 

CIS SOPs that prohibit access to the CIS; 

❖ Verify that the required documentation (CIS User Agreement) have been correctly 

executed and submitted; 

❖ Verify that required training modules have been successfully completed; and 

❖ Approve the new user request by assigning a user ID and password. 

Once the user ID is established, the CIS Administrator is responsible for maintaining the user account.  The Agency 

Administrator is also responsible for immediately informing the CIS Administrator if any user terminates employment 

with the agency, or otherwise no longer needs access to the CIS. 

The Executive Director is responsible for ensuring that the user understands and complies with all applicable CIS 

Policies and Procedures. 
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REQUIREMENTS 

Prior to being granted a username and password, users must: 

❖ Pass comprehensive background check to be performed by the user’s agency; 

❖ Execute a CIS User Agreement; and 

❖ Successfully complete all CIS policy and application training required for assigned user level.  (Training 

requirements are documented in Training Requirements.) 

CIS users cannot attend training until all agency and user paperwork is completed and approved by the Executive 

Director (or authorized designee).  Users must be aware of the sensitivity of client-level data and take appropriate 

measures to prevent unauthorized disclosure of it.  Users are responsible for protecting institutional information to 

which they have access and for reporting security violations.  Users must comply with all policy and standards 

described in these Standard Operating Procedures.  They are accountable for their actions and for any actions 

undertaken with their usernames and passwords. 

ENFORCEMENT MECHANISMS 

All potential violations of any security protocols will be investigated by CIS Administrator.  Any user found to be in 

violation of security protocols will be sanctioned. Sanctions include, but are not limited to: 

❖ a formal letter of reprimand; 

❖ suspension of system privileges; and 

❖ revocation of system privileges. 

A Partner Agency’s access may also be suspended or revoked if serious or repeated violation(s) of the Policy and 
Procedure’s and agreement occur by Agency users. 

CLIENT-LEVEL DATA 

Policy: Users will not knowingly enter false or misleading information under any circumstances into 

GCPCOC CIS regarding the agency, project, or client. 

Procedure: Users will submit all reports and/or information to the Agency Administrator/Executive Director for 

verification prior to submission to GCP or the System Administrator. GCP or the System 

Administrator will analyze and verify all data contained in reports and/or information prior to final 

submission and/or publication.  If issues concerning client-level data are raised, the System 

Administrator may conduct an audit and ask GCP for a monitoring site visit.  Failure of an agency or 

user to comply or proof of violation can result in deactivation of the user’s license permanently. 
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ETHICAL DATA USE 

Policy: Data contained in the GCPCOC CIS will only be used to support the delivery of homeless and housing 

services for the purpose of preventing and/or ending homelessness.  Each GCPCOC CIS licensed user 

will affirm the principles of ethical data use and client confidentiality contained in the GCPCOC CIS 

Policies and Procedures Manual and the GCPCOC CIS User Agreement. 

Procedure: Users will sign a GCPCOC CIS User Agreement before being given access to the GCPCOC CIS. Any 

individual or participating agency misusing, or attempting to misuse, the GCPCOC CIS will be denied 

access. Without limitation, the failure to comply with the policies and procedures related to the 

GCPCOC CIS, may subject the agency to discipline and termination of access to the GCPCOC CIS 

and/or termination of other GCP contracts.  Other funders will be notified by GCP of failure to 

comply. 

CLIENT RELEASE OF INFORMATION 

Policy: Users are the first to safeguard client privacy through compliance with client confidentiality and 

data sharing policies.   

Procedure: Users in all agencies, except for those that provide services to Run-Away and Homeless Youth, must 

obtain a signed Release of Information for each client upon entering data into GCPCOC CIS.  This can 

be a release or denial of sharing.  If a client denies sharing, the user must lock the client record so 

that it cannot be shared with other GCPCOC CIS partner agencies. The Release of Information Form 

is in effect for seven (7) years from the date of signing.  Users must verify that the Release of 

Information entered in the GCPCOC CIS has not expired prior to entering client-level data into the 

GCPCOC CIS or updating information in the GCPCOC CIS.  If the Release of Information has expired, 

the user must obtain a new release prior to updating records.  Signed Release of Information forms 

must be secure and retained for seven (7) years from the date of the last service for the client.   

DATA SHARING 

Policy: At no time shall a licensed user alter, change, or delete other agency’s data when participating in 

data sharing. 

Procedure: If at any time, client data is in question/conflicting, the GCPCOC CIS users must: 

1. contact his/her own Agency Administrator and explain the data in question; and  

2. either contact the agency that originally entered the data to receive clarification or ask the 

Agency Administrator to contact the agency that originally entered the data.  If a resolution 

or conclusion cannot be reached between the two (2) users, the Executive Directors or 

designees of both agencies must come to a resolution regarding correct data entry. At any 

time, GCP or the System Administrator can be requested, in written form, to analyze audit 

trails for investigative purposes. If a resolution cannot be determined by the Executive 

Directors or designees of both agencies, one will be determined by GCP. 

INITIAL TRAINING 
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Policy: All new users must have training with the System Administrator before entering data into CIS.  The 

System Administrator and agency requesting new user access will determine training date(s) within 

one week of user request for access to the system.  Training must be completed within thirty (30) 

days of requesting CIS user status. 

Procedure: System Administrator will conduct trainings each month of the calendar year for new users.  Users 

must attend at least one (1) training prior to completing assigned tasks for course completion.  If 

the user is unable to attend, a twenty-four (24) hour notice must be given to System Administrator.  

The System Administrator shall provide at least thirty (30) days notice of training opportunities.  In 

some cases, shorter notice may be given in consultation with GCP. 

CONTINUED EDUCATION TRAINING 

Policy: Users must attend at least one (1) GCPCOC CIS Refresher Training course every year (twelve (12) 

months) to have the continuing skill set for data collection and reporting. 

Procedure: GCP and System Administrator will schedule training options throughout the year and publish 

information on the System News, as well as send notices directly to users. System Administrator 

shall provide at least thirty (30) days notice of training opportunities.  In some cases, shorter notice 

may be given with consultation with GCP. 

DATA STANDARDS 

Policy: Users must enter all data into the GCPCOC CIS in accordance with the current HUD HMIS Data 

Standards and the GCP Data Quality Policy and Procedures. 

Procedure: Users must review and understand the most current HUD HMIS Data Standards and the HUD HMIS 

Data Standards: HMIS Data Dictionary available at https://www.hudexchange.info/.  Users must 

review and understand the most current GCP Data Quality Policies and Procedures available on the 

GCP website at www.GulfCoastPartnership.org.  Failure to comply with these standards will result in 

the user’s license being suspended by GCP until further investigation or training can take place. 

CLIENTS 

GCPCOC CIS is a vehicle for information to be passed from agency to agency regarding client information, services, 

and referrals.  The GCPCOC CIS is geared to save clients’ time in re-telling their “story” and providing documentation. 

At no time should a client’s rights, confidentiality, or requests be violated. 

CLIENT CREATION PROCEDURE 

Policy: Each user must follow the client set-up procedure when creating a new client record. 

Procedure: For Direct Partner Agencies: 

1) Explain CIS to client, according to CIS Client Notification Procedure; 

2) Search for existing Client Record.  Select existing client record or create a new client 

record; 

3) Collect client information according to CIS Data Collection Requirements; and 
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4) If appropriate, grant inter-agency sharing, according to CIS Interagency Data Sharing 

Procedures. 

For Interface Partner Agencies: 

1) Ensure that agency database generates unduplicated client analysis; 

2) Explain Agency’s intent to share client information with the CIS, according to CIS Client 

Notification Procedure; 

3) Collect client information, according to CIS Data Collection Requirements; and 

4) Upload client information on a regular basis including annually if applicable. 

For Anonymous CIS Data Submittal Partner Agency 

1) Ensure that agency database generates unduplicated client analysis; 

2) Collect client information, according to CIS Data Collection Requirements; and 

3) Submit anonymous client-level data to the CIS Database on a quarterly basis. 

ACCESS TO DATA 

Policy: Clients may have access to their data at any time and can ask for detailed explanation of the 

information given to them. 

Procedure: Clients may request a printed report of their data in the GCPCOC CIS from an agency.  Requests for 

data must be made in writing.  Agencies will only print and distribute information collected by their 

agency and not all the client’s data entered by other agencies and stored in the GCPCOC CIS.  

Agencies must comply with client’s request within fourteen (14) business days.  Clients can ask for 

and receive a verbal or written explanation of the report given to them by the agency within seven 

(7) business days of receipt.  Clients may request, in writing and including a self-addressed 

envelope, a printed report from GCP containing all their data in the GCPCOC CIS. GCP will have 

thirty (30) days to respond to such requests.  Clients can ask for and receive a verbal or written 

explanation of the report given to them by GCP within seven (7) business days of receipt. 

CHANGING INFORMATION 

Policy: Clients may request that agencies update incomplete and/or incorrect data. However, if an agency 

believes the request will result in inaccurate data, the agency may deny the request. 

Procedure: If the agency chooses not to update the client’s information, they must supplement their decision 

with additional information within the client notes section of the GCPCOC CIS client record within 

seven (7) business days of request. Agencies must give a written explanation of the decision, which 

will be copied to the client’s file within five (5) business days of decision.  When an agency denies a 

client’s request for updating their information, agencies must have a written explanation for refusal 

in client file within five (5) business days of denial. 

 

 

DENIAL OF ACCESS 
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Policy: Agencies and GCP reserve the right to deny a client’s request to release his/her information if the 

information contains personal information about another individual not related to the client and/or 

by disclosure would possibly endanger the life or physical safety of any individual. 

EDUCATING CLIENTS OF PRIVACY RIGHTS 

Policy: The client intake worker, user, or case worker will work with the clients to understand their privacy 

rights, benefits of sharing data, and what their data is used for once entered into the GCPCOC CIS. 

Procedure: The Executive Director or his/her designee will ensure that a “Privacy Notice” is posted in an area 
that is clearly visible to the client.  The client must be informed of his/her rights under the privacy 

policy and should receive a copy of the policy, if requested. The client intake worker, user, and case 

worker will be knowledgeable regarding data sharing policies, release of information policies, 

release of information policies, and how to enter client-level data at the right confidentiality level in 

the GCPCOC CIS.  GCP is not liable for client-level data that has been entered into the GCPCOC CIS 

by a user in which the client’s right to privacy was violated. 

All verbal and written client notification and consent must include a statement that no client will be denied service 

for refusal to consent. 

Agencies must make reasonable accommodations for persons with disabilities throughout the data collection 

process.  

Agencies that are recipients of federal assistance shall provide required information in languages other than English 

that are common in the community, if speakers of these languages are found in significant numbers and come into 

frequent contact with the program. 

COMMUNICATION 

FROM GCP AND SYSTEM ADMINISTRATOR 

Policy: GCP is responsible for relevant and timely communication with each participating agency, 

regarding all aspects of the GCPCOC CIS, reporting and data standards. All users must provide 

contact information to receive CIS communication. 

Procedure: Neither GCP nor the System Administrator is responsible for a participating agency’s loss of 

funds due to their negligence in adhering to any updated regulations regarding reporting and 

data collection.  General system and training communications from GCP and/or the System 

Administrator will be directed to all persons enrolled in the GCPCOC CIS User Group.  General 

communications from GCP and/or System Administrator will be sent through e-mail 

communication.  Specific communications will be addressed to the person or people involved by 

direct e-mail communication.  For emergency situations, communications will be directed 

through direct e-mail and the ServicePoint News system located on the home screen of the 

GCPCOC CIS. 
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All FAQs, tip sheets, documentation, policies, procedures, reporting matrix, and general help 

will be located on the GCP website, www.GulfCoastPartnership.org and the home screen of the 

GCPCOC CIS. Agency Administrators are responsible for distributing that information to any 

additional users at their agency who may need to receive it, including, but not limited to, 

Executive Directors, Client Intake Workers, and Data Entry Specialists. 

TO GCP AND/OR SYSTEM ADMINISTRATOR 

Policy: Questions regarding new users, User Agreements, and Agency Partnership Agreements should 

be submitted to the GCP by email to Gaither.Stephens@GulfCoastPartnership.org. Special 

reports requiring the System Administrator to adapt or create a report within ServicePoint 

must be submitted through the GCP. 

Procedure: To receive the best customer service from the System Administrator, agencies are 

encouraged to utilize the help desk at www.GulfCoastPartnership.org/helpdesk or call the 

help desk at (941) 626-0220 x3.  The goal of GCP and the System Administrator is to respond 

to all needs within one (1) business day of first contact. 

GCPCOC CIS HELP DESK 

Policy: The System Administrator maintains Help Desk support for assistance on requests including 

report issues, requests for system enhancements, technical support, helpful hints, training 

tips, documentation to download, password reset requests, etc. 

Procedure: The CIS Help Desk is available from 9:00 a.m. to 5:00 p.m., Monday through Friday, excluding 

GCP observed holidays. Help requests will be addressed in the order of receipt. Help requests 

will be addressed within twenty-four (24) business hours. All Help Desk requests received after 

4:30 p.m. may be addressed the next business day.  To receive the most complete response, 

requests asking for help to identify or resolve issues with reports should have the report in 

question attached to the request. 

GCP AND SYSTEM ADMINISTRATOR 

Policy: GCP and the System Administrator will have access to retrieve all data in the GCPCOC CIS.  GCP 

and the System Administrator will not access individual client-level data for purposes other 

than direct client service-related activities, coordinated assessment, referral, reporting and 

maintenance, checking for data quality, and responding to Help Desk requests. 

Procedure: GCP will be responsible for ensuring that no individual client data is retrieved for purposes 

other than direct client service, reporting, system maintenance, performing data quality 

checks, and responding to Help Desk requests. GCP will oversee all reporting to HUD and 

the public. 

All special research requests must be approved by GCP in coordination with requesting agency.  

Reports necessary for funding agreements (Annual Performance Reports, Consolidated Annual 

Performance and Evaluation Reports) may be run at the request of the agency or the request of 
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a federal or state partnering agency.  Reports containing system-wide information or 

county/regional information must receive prior approval by GCP before System Administrator 

runs and/or provides the report. 

AGENCY ADMINISTRATORS 

Policy: Agency Administrators will have the ability to access client-level data in all of their agency 

projects. 

Procedure: Participating agency’s designated Agency Administrator will have the ability to locate, change, 

add, or remove client-level data from their agency’s projects.  The Agency Administrator will be 

able to generate reports for all of their agency’s projects.  The Agency Administrator will have 

access to the Annual Homeless Assessment Report. The Agency Administrator will have access to 

the Provider Information Profile section of the GCPCOC CIS and will have the ability to change 

information located within their agency’s projects. 

ACCESS 

USER ACCESS 

Policy: GCPCOC CIS System Administrator will assign the most restrictive security settings to all 

other users not assigned as an Agency Administrator by the Executive Director. 

Procedure: GCPCOC CIS System Administrator, in consultation with the agency Executive Director, will 

assign appropriate user levels when adding or changing user access. Users will not have the 

ability to delete or change another project’s client-level data. 

Users will not always have the ability to generate reports for any and all agency projects based on 

types of user roles.  GCPCOC CIS System Administrator will always assign the most restrictive 

access which allows efficient job performance in the interest of client security. 

PUBLIC ACCESS 

Policy: GCP, under the direction of the GCP Governing Board, will address all requests for data from 

entities other than participating GCPCOC CIS.  The public is not given access at any time. 

Procedure: The GCPCOC CIS can enter into data sharing agreement with outside organizations under contract 

with GCP for: 

❖ Research 

❖ Data Matching 

❖ Evaluation of Services/Planning. 

Contracts must include a Data Sharing Agreement.  Data Sharing Agreements will require that 

all parties certify that they will adhere to the strict standards of protecting client-level data 

employed by the GCPCOC CIS.  All GCPCOC CIS-participating agencies will be notified in 
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writing if and when GCP is considering a contract with an outside organization at least thirty 

(30) days prior to execution of the contract. All public requests for information must be made 

in writing to GCP. GCP will issue periodic public reports and aggregate data about 

homelessness and housing issues with no previous notice to participating GCPCOC CIS 

agencies. Such public reports will not reveal identifying information about clients with the 

exception of ‘client stories’ or profiles which require a separate client photo and information 

release form. 

SECURITY 

BOWMAN SYSTEMS 

SYSTEM SECURITY 

Policy: ServicePoint is supported by the most powerful system security measures available. 

Using 128-bit encryption, user authentication, and user access levels, ServicePoint ensures that 

data is protected from intrusion. 

Procedure: Bowman Systems’ employees, who have access to client-level data, are subject to a national 

background check, training on confidentiality requirements, and must sign a confidentiality 

statement as part of their employee agreement.  The system function logs the time and type 

of activity, as well as the name of the user who viewed, added, edited, or deleted the 

information. 

Servers are located in complexes with: 

❖ Twenty- four (24) hour security personnel. 

❖ Twenty- four (24) hour video surveillance. 

❖ Dedicated and secured Data Center. 

❖ Locked down twenty- four (24) hours per day. 

❖ Only accessible by management-controlled key. 

❖ No access is permitted to cleaning staff. 

❖ State-of-the-art HVAC and fire suppression system. 

DATA SECURITY 

Policy: Bowman Systems ensures availability of customer data in the event of a system failure or 

malicious access by creating and storing redundant records. All data going across the Internet to 

the user’s Web browser uses AES-256 encryption in conjunction with RSA 2048-bit key lengths. 

Procedure: The traffic that flows between the server and the user’s workstation is encrypted using the SSL 

certificate installed on GCP’s dedicated server.  Database tape backups are performed nightly. 

Tape backups are maintained in secure offsite storage. Seven (7) days’ backup history is 

stored on instantly accessible RAID 10 storage.  One (1) month’s backup history stored offsite. 
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Users have twenty-four/seven (24/7) access to Bowman Systems emergency line to provide 

assistance related to outages or downtime. 

UNAUTHORIZED ACCESS 

Policy: If an unauthorized entity were to gain access to the GCPCOC CIS and client data, or if there were 

suspicion of probable access, the System Administrator and Bowman Systems will take 

immediate action to protect the security of the system.  Bowman Systems will adhere to the 

“Securing Client Data” manual (Attachment E). 

Procedure:  The system would be examined to determine the presence of system or data corruption.  

If the system has been compromised, the system would be taken offline. Using the previous night’s 

backup, a restored copy of the system data would be loaded onto another server and the system 

brought back online with the back-up copy.  Comparing the back-up database to the database taken 

offline, an investigation would be launched to determine the extent of the unauthorized 

activity/corruption and the corrective action needed. Upon completion of the investigation, findings 

would be reported to GCP Governing Board and options would be discussed.  Upon GCP’s approval, 

corrective action would be initiated.  Corrective action could include all or part of the following: 

❖ The original hard drive would be completely erased and rebuilt, including a new 

operating system, SSL Certificate, applications, and the back-up database. 

❖ If applicable and feasible, lost data from the original database would be restored. 

If Bowman Systems or its employees are determined to be at fault for unauthorized access, GCP may terminate 

the ServicePoint License and Service Agreement and pursue legal remedies. 

LICENSED USERS 

A licensed user is a person who has signed and submitted a GCPCOC CIS User Agreement and it is still in effect for 

the current year. When GCP is not notified of their termination from the agency within twenty-four (24) hours of 

termination, neither Bowman Systems, GCP, nor the System Administrator will be liable for actions of a former 

agency employee with an active license. 

The Agency shall be liable and GCP may terminate access to the GCPCOC CIS and/or terminate GCP contracts if it 

determines that the Agency acted carelessly in managing their licensed users. 

USER ACCESS 

Policy: The System Administrator will provide unique usernames and initial passwords to each licensed 

user. Usernames and passwords may not be exchanged or shared with other users. 

Procedure: The System Administrator will provide directly to the user a unique username and initial 

password upon completion of training requirements as stated in this manual. GCP will have 

access to the list of usernames. GCP will perform an annual user audit for invoicing and licensing 

proposes.  The sharing of usernames will be considered a breach of the GCPCOC CIS User 

Agreement and the Partnership Agreement. Exchanging usernames seriously compromises 
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security and accountability to clients. If a breach occurs, it may subject the agency to discipline 

and termination of access to the GCPCOC CIS and/or termination of other GCP contracts. 

PASSWORDS 

Policy: Users will have access to the GCPCOC CIS via a username and password. 

Passwords are case sensitive and must consist of at least eight (8) characters and include at least 

two (2) digits. Users must keep passwords confidential. Only the user knows his/her password. 

GCP and the System Administrators can only reset passwords.  They cannot tell the user their 

password. 

Procedure: The sharing of passwords will be considered a breach of the GCPCOC CIS User Agreement.  If a 

breach occurs, GCP may subject the agency to discipline and termination of access to the 

GCPCOC CIS and/or termination of GCP contracts. 

PASSWORD RECOVERY 

Policy: Agency Administrators may reset passwords. If the Agency Administrator is unavailable or 

otherwise unable to reset a password for an end user, GCP, or the System Administrator 

will reset a user’s password in the event the password is forgotten. 

Procedure: Users must request a password reset by submitting a request to the GCPCOC CIS Help Desk at 

www.GulfCoastPartnership.org/helpdesk,  by calling the Help Desk at (941) 626-0220, or 

contacting GCP at Gaither.Stephens@GulfCoastPartnership.org. 

GCP or the System Administrator will verify the user is active in the system prior to resetting a 

password.  The reset information will be sent back to the user via the Help Desk or GCP.  The 

user must enter the password given. The system will only accept this password one time. The 

system will require the user to create a new password and enter it twice before accessing the 

database. 

LOCATION OF DATA ACCESS 

REMOTE ACCESS 

Policy: Users will ensure the confidentiality of client data, following all security policies in the GCPCOC 

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

regardless of the location of the connecting computer.  The Executive Director has the 

responsibility to assure the user is in compliance with this and all other policies, procedures, 

agreements, and rules governing the GCPCOC CIS. 

All users that access the GCPCOC CIS remotely must meet the standards detailed in the 

security policies and procedures and may only access it for activities directly related to their 

job. All client data shall be kept secure at all times and client data should never be accessed 

from a public computer. 
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Procedure: GCP may annually audit remote access by GCPCOC CIS users.  If a user is found to have accessed 

client data insecurely or on a public computer, the user license will be immediately suspended. 

GCP may impose additional sanctions on the agency including termination of access to the 

GCPCOC CIS and/or termination of GCP contracts. 

AGENCY DATA 

DATA RETRIEVAL 

Policy: GCPCOC CIS-participating agencies will have access to retrieve any individual client-level data 

and aggregate data for their own projects. Participating agencies will not have access to 

retrieve client-level or aggregate data for other participating agencies or system-wide. 

Procedure: Agency Administrators using the ServicePoint Report Writer or ART will only be able to extract 

data from those records to which they have access based on their level of security given by GCP 

and/or the System Administrator.  Whenever a user attempts to access an aggregate report for 

an unauthorized agency, the report will show “0”. Both Report Writer and ART will limit the user 

access and only report data from records to which the individual user has access. 

EXTRACTED DATA 

Policy: GCPCOC CIS-participating agencies have access to retrieve any individual client- level data and 

aggregate data for their own projects and download the information onto a local storage vessel. 

Users will maintain the security of any client data extracted from the database and stored 

locally, including data used in custom reporting. 

Procedure: Any data printed or downloaded from GCPCOC CIS is protected data and should be held in 

secured paper or electronic files. All extracted data falls within the same confidentiality 

procedures as electronically-stored data.  GCP and the System Administrator are not 

responsible for breaches in data once removed from the GCPCOC CIS.  If a licensed user extracts 

data, the participating agency for which the licensed user works is responsible for any data 

breach on data extracted by the user. 

COMPLIANCE SECURITY REVIEW 

Policy: GCPCOC CIS-participating agencies are subject to random or scheduled compliance 

monitoring checks completed by GCP. 

Procedure: All agencies will be desk-monitored at least once a year for security risks and compliance with 

documentation.  On-site monitoring will be conducted at least once yearly for agencies under 

contract with GCP. Agencies not under contract with GCP will be monitored if they are deemed 

to be a high or medium security risk based on the annual desk monitoring. 
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GCPCOC CIS DATA SHARING 

Agencies are able to share client information with agencies outside of their network with appropriate client 

authorization.  The GCPCOC CIS is a vehicle through which agencies can share data outside of their own agency 

and network.  Statewide reporting is based on aggregate, non-identifying data; therefore, aggregate, non-

identifying data may be shared with the public without specific permission. These polices would be made clear 

to clients as part of the Privacy Notice Poster and Release of Information form. To comply with coordinated 

assessment required by HUD, GCPCOC will share the VI-SPDAT and the VI-FSPDAT with all GCPCOC participating 

agencies. GCP will require that agencies attend training on the use of the VI-SPDAT and the VI-FSPDAT. 

Policy: All agencies and projects, with exception of those that fall within Federal regulations 

prohibiting not sharing client information, will share client-level data with other GCPCOC CIS 

participating agencies through the client’s Release of Information form. 

Procedure: The participating agency’s Executive Director is responsible for ensuring that all licensed users 

within the agency abide by all the policies and procedures stated within all signed documents 

including the sharing of data.  All clients must have a valid Release of Information form in their 

case file prior to users entering client-level data into the GCPCOC CIS to indicate either 

approval or denial of sharing their data.   

VISIBILITY SETTINGS 

Policy: All data sharing policies will be enforced by GCP. 

Procedure: Each user’s access to data will be defined by their user type, as described in the Access section 

of this manual. GCP will conduct at least annual file checks for appropriate client 

authorization.  The System Administrator will conduct quarterly user audit reports and submit 

reports to the GCP. 

SCANNED DOCUMENT MANAGEMENT 

Policy: GCP is responsible for organization and management of the GCPCOC CIS.  It is necessary to 

follow standardized procedures to upload documents to ensure uploaded information is 

useable system-wide. 

Procedure: Documents uploaded to a client’s record must have the naming standards of: 

❖ Client ID#, Document Title, Date Saved 

Example: 123456, Homeless Verification, 11/20/2013 

File attachments may only be uploaded to the client profile screen under “File Attachments”. 
Users may never remove documents of another agency and may only remove theirs when 

uploading an updated version. All file attachments will be shared by agencies sharing data. 
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DATA SHARED INFORMATION 

Policy: All client information in GCPCOC CIS is shared immediately with partner agencies when the 

agency enters the data into the GCPCOC CIS. 

Procedure: An ROI is required to share client data within the GCPCOC CIS.  All projects are responsible for 

collecting ROIs for their clients if an existing unexpired universal ROI does not already exist in CIS.  

The client must sign or give verbal consent over the telephone for only one Release of Information 

form for data sharing to be authorized across the entire CIS.  Agencies are responsible for ensuring 

that the client understands the importance of sharing their data for more efficient servicing of 

their needs, especially for Coordinated Entry.  If a client wishes to opt-out of data sharing, then 

the agency is responsible for locking the individual client record and all other relevant client 

records. 

DATA QUALITY 

The data standards established by HUD and GCP are applied to all projects reporting client-level data in the 

GCPCOC CIS. At no time do standards increase or decrease with the source of funding for the project. To 

have correct, accurate, and reliable reporting in a timely manner, all projects must adhere to the policies and 

procedures established. Please refer to the HMIS Data Standards Manual and HMIS Data Standards:  HMIS 

Data Dictionary available on the HUD website https://www.hudexchange/info/. 

LICENSE SUSPENSION AND/OR REPLACEMENT 

Policy: At any time, GCP reserves the right to suspend a user’s license if a user is having difficulty 

entering client-level data and providing accurate reports.  GCP and the System Administrator 

can recommend and require the Executive Director to assign a different staff member or 

volunteer to attend training and enter client-level data. 

VIOLATION OF DATA QUALITY AND INTEGRITY 

Policy: In its discretion, GCP may hold funds or deduct points on future grant applications for 

agencies that violate the data quality policies and procedures. 

Procedure: Such action will be conducted in accordance with the GCP GCPCOC Policies and Procedures 

Manual. 

LICENSING AND INVOICING 

To carry out its responsibilities as the Lead Agency for the GCPCOC CIS, GCP has secured funding through the COC 

project funds.  Agencies that receive federal funds and are required through their funding agency to participate in 

GCPCOC CIS, but do not receive funds through the GCPCOC, may be required to pay license fees and a nominal 

data collection fee to help cover the costs of handling data that is analyzed and combined with GCPCOC CIS data 

for reporting. 
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ANNUAL INVOICE 

Policy: GCP will send an invoice to each Executive Director of each agency or the appropriate staff at a 

partnering federal or state agency. 

Procedure: Notices will be sent via email and/or postal service. Payments are due within thirty (30) days of 

receipt of invoice.  Late fees may be assessed.  Non-payment licenses may be suspended by 

GCP. GCP will make all project representatives aware of agencies that have had their user 

licenses suspended.  All grant funds may be held for all components until payment is made to 

GCP, if applicable. 

PRO-RATED LICENSE 

Policy: Executive Directors will be invoiced on a pro-rated basis for users that are licensed during 

the calendar year. 

Procedure: GCP will use the following formula to determine the amount that should be charged for the 

license: 

❖ Total price/12 = price per month; 

❖ Price per month x number of full months remaining in the year = price for pro-rated 

balance of year; 

❖ Count the number of days left in the month; 

❖ Price per month/number of days in month = price per day; 

❖ Number of days left in month x price per day = price for that pro-rated month; 

❖ Price for pro-rated month + price for pro-rated balance of year = total of user license. 

Payment must be received by GCP within thirty (30) days of activation. If the payment is 

not received, the new user license may be suspended by GCP.  GCP reserves the right to 

mandate follow-up training for the new user prior to reactivation. 

GRIEVANCES 

FROM A PARTICIPATING AGENCY OR CLIENT TO GCP OR THE GCPCOC CIS 

Policy: GCPCOC CIS-participating agencies have the right to file a grievance against GCP. Clients 

have the right to file a grievance against a participating agency regarding the GCPCOC CIS. 

Procedure: GCP will respond within thirty (30) days to complaints from families, owners, employees and 

members of the public. All complaints must be submitted in writing and will be documented. 

❖ Categories of Complaints 

▪ Complaints from clients: a client disagrees with an action or inaction of GCP or System 

Administrator. 

▪ Complaints from participating agencies or other HUD-funded programs: an 

GCPCOC CIS-participating agency, a HUD-funded program or other federal-
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funded program disagrees with an action or inaction of GCP and/or System 

Administrator. 

The complaining party will submit the complaint in writing to GCP’s System Administrator 

within seven (7) business days of the date of occurrence.  It is GCP’s objective to resolve 

disputes at the lowest level possible and to make every effort to avoid the most severe 

remedies. However, if this is not possible, GCP will ensure that applicants and participants will 

receive all of the protections and rights afforded by the law and applicable regulations. 

PARTICIPATION TERMINATION 

INITIATED BY THE PARTICIPATING AGENCY 

Policy: The termination of the GCPCOC CIS Partnership Agreement by the participating agency will 

affect other contractual relationships with GCP.  In the event of termination of the GCPCOC CIS 

Partnership Agreement, all data entered into the GCPCOC CIS will remain an active part of the 

GCPCOC CIS and the records will retain their original security settings. 

Procedure: HUD and state funded agencies are required to participate in the GCPCOC CIS or a comparable 

database as a condition of their funding.  For those participating agencies that are non-HUD or 

state funded, the person signing the initiating GCPCOC CIS Partnership Agreement will notify GCP 

with a date of termination in writing.  In all cases of termination of the GCPCOC CIS Partnership 

Agreement, the System Administrator or GCP will deactivate all users from the agency on the 

date of termination stated by the agency. All client-level data entered into the GCPCOC CIS will 

remain an active part of the GCPCOC CIS and the records will retain their original security 

settings. 

INITIATED BY GCP 

Policy: GCP will terminate the GCPCOC CIS Partnership Agreement for non- compliance 

with the terms of that agreement. 

Procedure: HUD and state funded agencies that work with the homeless are required to participate in the 

GCPCOC CIS. For those participating agencies that are non-HUD or state funded, GCP will notify 

the person that signed the initiating GCPCOC CIS Partnership Agreement or that person’s 

successor, with a date of termination in writing. GCP will give thirty (30) days written notice to 

the agency, regardless of funding source, to the attention of the person who initiated the 

agreement or their successor.  GCP requires any GCPCOC CIS violations to be rectified before the 

GCPCOC CIS Partnership Agreement termination is final.  GCP may also terminate the GCPCOC 

CIS Partnership Agreement without cause upon thirty (30) days written notice to the 

participating agency.  The termination of the GCPCOC CIS Partnership Agreement may affect 

other contractual relationships with GCP. 

In all cases of termination of the GCPCOC CIS Partnership Agreement, GCP will notify the System 

Administrator to make inactive all users from the agency on the date of termination. All client-
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level data entered into the GCPCOC CIS will remain an active part of the GCPCOC CIS, and the 

records will retain their original security settings. 

PROJECTS IN GCPCOC CIS 

ADDING A NEW PROJECT IN GCPCOC CIS BY PARTICIPATING AGENCY 

Policy: The Executive Director or his/her designee will notify GCP thirty (30) days prior to 

implementation of a new project. 

Procedure: At least thirty (30) days prior to anticipated implementation date, the Executive Director or his/her 

designee will submit an Agency Profile form to GCP.  Being a newly-added project in the GCPCOC 

CIS, the following standard formula is used when creating a name within GCPCOC CIS: 

❖ CoC - Parent Agency - Project Name - Type of Service - Funding Source 

▪ Example: GCPCOC - Johnson County CAP - Joe’s House Step Two - HP - ESG 

CHANGES TO EXISTING PROJECTS IN GCPCOC CIS 

Policy: The Executive Director or his/her designee will notify GCP of programmatic changes. 

Procedure: The Executive Director or his/her designee will notify GCP of any applicable programmatic 

changes to existing programs which may have an effect on data collection, data entry, data 

quality, or data reporting at least forty-five (45) business days prior to the implementation date 

of the change.  Recommendations and timelines for the changes will be returned to the 

participating agency no more than ten (10) business days from receipt date of request. The 

System Administrator will complete changes at least seven (7) business days prior to the 

implementation date for final approval from the participating agency. 

ADDITIONAL CUSTOMIZATION 

Policy: The participating agency will be solely responsible for additional database customization costs.  

This includes the voluntary transfer of existing grant client-level data and custom build reports 

beyond that of the System Administrator’s scope of work. 

Procedure: The Agency Administrator or Executive Director will notify GCP of any applicable 

programmatic customization which may have an effect on data collection, data entry, data 

quality, or data reporting at least forty (40) business days prior to the implementation date 

of the change. Proposed customization and/or changes must be submitted in writing. 

If support from Bowman Systems is necessary to make the changes, GCP and/or the System 

Administrator will communicate to Bowman the needs and scope of work for the participating 

agency. Recommendations and timelines for the changes will be returned to the participating 

agency no more than ten (10) business days from receipt date of request, including a 

Statement of Work from Bowman, if applicable.  The System Administrator will complete 

changes at least seven (7) business days prior to the implementation date for final approval 
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from the participating agency.  If a participating agency voluntarily transfers an existing grant 

to another agency, GCP will not pay for client-level data to be transferred.  The agency 

requesting the transfer will be liable for any fees incurred. 

SIGNATURE PAGE FOR CIS POLICIES AND PROCEDURES 

Use of the CIS constitutes acceptance of these Terms and Conditions. 

As a Continuum of Care partner, you/your agency agree to work in collaboration with Continuum partners to 

better the lives of our homeless or at-risk of becoming homeless residents. 

By signing this form, you acknowledge receipt of the GCPCOC CIS Policies and Procedures Manual from Gulf Coast 

Partnership (GCP). Your signature further certifies that you have read, understand, and will abide by the policies and 

procedures, as detailed in this document, as well as accept any measures taken for violation of these practices. Please 

note, the GCPCOC CIS Policies and Procedures Manual is subject to change. 

 

 

_____________________________________________________________________________________ 

Printed Name of CIS User       Title 

 

 

_____________________________________________________________________________________ 

Signature of CIS User       Date 

 

 

_____________________________________________________________________________________ 

Printed Name of Agency Executive Director     Title 

 

 

_____________________________________________________________________________________ 

Signature of Agency Executive Director     Date 
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ATTACHMENT A - GCPCOC CIS AGENCY 

PARTNERSHIP AGREEMENT 

 

This Agreement is entered into on the ______day of ____________________, 2018 between Gulf Coast Partnership 

Lead Agency on Homelessness based in Charlotte County, Florida, their appointed CIS administrator, Gulf Coast 

Partnership Community Information System (CIS) hereafter known as “Lead Agency” and, 

______________________________________________ hereafter known as "Partner Agency.”  

INTRODUCTION 

The Community Information System (CIS) is an on-line web-based computerized data collection, searching, sharing, 

and organizing tool designed to capture client-level information over time on the characteristics and service needs of 

persons experiencing homelessness or those at-risk of experiencing homelessness in Southwest Florida. The CIS is 

the component of the Lead Agency and the Homeless Initiative for the Continuum of Care. The CIS allows personnel at 

Partner Agencies who have been authorized by the CIS Lead to input, use, and retrieve information concerning their 

own clients and to share information, subject to agreements and governmental regulations, on common clients. 

Through the use of the CIS, the community can identify gaps in the local service continuum and develop appropriate 

community-oriented responses to addressing the housing and service delivery needs of persons experiencing 

homelessness or for those at-risk of becoming homeless.  In addition, Partner Agencies can meet grant reporting 

requirements and better serve the needs of their clients. 

The CIS Lead is granting Partner Agency the right to utilize the CIS, subject to the terms and conditions set forth in 

this Agreement. The comments and definitions contained in the footnotes in this Agreement are binding and a part 

of this Agreement.  All references to actions taken by, or consents or releases to be signed by a “Client” herein, shall 

include the actions, consents, and releases of the Client’s guardian, where applicable. 

The CIS enables fulfillment of the following goals: 

❖ Improved coordinated care for and services to homeless people or for those at-risk of becoming homeless; 

❖ Automated processes to replace manual processes (when practical); 

❖ Meeting reporting requirements including U.S. Department of Housing and Urban Development (HUD), 

state, and non-HUD reports; 

❖ Minimally impacting automated systems of current providers; 

❖ Complying with all state and federal requirements regarding client/consumer confidentiality and data 

security (HIPAA, etc.); 

❖ Delivering timely, credible, quality data about services and homeless people, or those at-risk of becoming 

homeless, to the community; 

❖ Increased CIS participation by providers in the Continuum of Care; and 

❖ A user-friendly system for providers and clients. 
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The CIS Lead provides oversight for the CIS and contracts with Bowman Systems, the developer, provider, and host of 

the software that houses the CIS and associated reporting database. The Lead Agency is responsible for granting and 

limiting Partner Agencies’ access to The CIS database. Utilizing a variety of methods, the Lead Agency intends to 

protect, to the utmost of its ability, the CIS data from any unauthorized modification, disclosure, corruption, 

destruction, or inappropriate use. 

Designed to benefit multiple stakeholders (Provider agencies, persons experiencing homelessness, HUD, GCP 

Governing Board, government agencies, funders, and the community), the CIS, when used correctly and faithfully, will 

improve knowledge about homeless people, or those at-risk of becoming homeless, --their services and service 

needs, and may result in a more effective and efficient service delivery system. 

CONFIDENTIALITY 

The Partner Agency and Lead Agency will comply with relevant and governing federal and state confidentiality 

regulations and laws that protect client records and will only release confidential client records with consent by the 

client (anyone who receives services from an agency), or the client's guardian (anyone legally in charge of the affairs 

of a minor or of a person deemed incompetent, according to the laws of the State of Florida.  All references to 

‘client’ in this Agreement also apply to ‘client’s guardian’), unless otherwise provided for in regulations or laws. 

The Partner Agency and CIS Lead will abide specifically, when applicable, by federal confidentiality regulations as 

regarding disclosure of medical, alcohol, and/or drug abuse records.  In general terms, the federal rules prohibit the 

disclosure of medical, alcohol, and/or drug abuse records unless disclosure is expressly permitted by written consent 

of the person to whom it pertains or as otherwise permitted. A general authorization for the release of medical or 

other information is not necessarily sufficient for this purpose. The Partner Agency and CIS Lead understand the 

federal rules that restrict any use of the information to criminally investigate or prosecute any alcohol or drug abuse 

patients.  It is the responsibility of the Partner Agency to ensure that it remains informed and knowledgeable about 

all requirements of the rules and regulations governing its activities, and to stay abreast of new rules and regulations 

and interpretations thereof, and promptly instituting procedures designed to fully comply therewith. 

The Partner Agency and CIS Lead will abide specifically, when applicable, with the Health Insurance Portability and 

Accountability Act of 1996 (HIPAA) and corresponding regulations passed by the Federal Department of Health and 

Human Services. In general, the regulations provide consumers with rights to control the release of medical 

information, including the right: to give advance consent prior to disclosures of health information; to see a copy of 

health records; to request a correction to health records; to obtain documentation of disclosures of health 

information; to obtain an explanation of privacy rights and to be informed about how information may be used or 

disclosed. The current regulation provides protection for paper, oral, and electronic information. 

The Partner Agency and CIS Lead will abide by Florida State Laws and Federal Laws related to confidentiality and 

security of domestic violence, medical, mental health, and substance abuse information as found in any Florida State 

Statutes and other relevant statutes, rules, and regulations. 

The Partner Agency shall display the Privacy Notice poster, which informs Clients of their rights, as directed by the CIS 

Policies & Procedures manual. 

Evaluation and research will only use de-identified Client data except in the case where the Partner Agency evaluates 

and researches its own Clients or in the case where the Partner Agency is a sub grantee and has an agreement in 
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place to share Client data with the grantee. In all cases, the Partner Agency and CIS Lead shall maintain compliance 

with all state and federal laws regarding research, evaluation, and confidentiality of individual client identities. 

The Partner Agency and CIS Lead will not divulge any confidential information received from or for the CIS to any 

organization or individual without proper informed consent by the Client (or guardian where appropriate) unless 

otherwise permitted by relevant regulations or laws. 

The Partner Agency and CIS Lead will ensure that every person issued a User Identification and Password to the CIS 

will comply with the following: 

❖ Read, sign, and abide by the requirements of the User Policy, Responsibility Statement, Confidentiality 

Standards, and Code of Ethics Agreement stating and understanding of, and agreement to comply with CIS 

confidentiality requirements, polices, and procedures; 

❖ Obtain, read, and abide by the CIS Policies & Procedures manual; and 

❖ Register for a unique User ID and password and not share or reveal that information with other individuals. 

A User shall promptly report to Partner Agency and CIS Lead if the confidentiality of such unique User ID and 

password has been or may have been compromised.  In such event, a new User ID and/or password shall be 

assigned, and the old one deactivated. 

The CIS Lead shall ensure that all staff employed by the CIS Lead with access to the Client database will have 

background checks conducted and receive basic confidentiality training. 

Partner Agency shall conduct background checks and provide basic confidentiality training to all staff, volunteers, and 

other persons issued User IDs and passwords for CIS. Partner Agency will provide a copy of background checks to the 

CIS Lead. If Partner Agency is unable to perform background checks, then the CIS Lead shall provide background 

checks on potential users at a cost to the Partner Agency. Partner Agency shall refer to their personnel policies, 

current CIS Policies and Procedures, and current HUD Data and Technical Standards to determine if their staff, 

volunteers, and other persons should be issued User IDs and passwords based on the results of the background 

check. Failure to pass a criminal background check will result in a CIS License not being issued.  

The Partner Agency shall ensure that appropriate actions are taken against any person associated with the Partner 

Agency who violates client confidentiality and/or consent.  Appropriate action may include probation, termination, 

and prompt remedial action to contain and reverse the damage caused by such violation.  The Partner Agency must 

notify the CIS Lead in writing within three business days if such a violation of client confidentiality and/or consent 

occurs. The CIS Lead will inquire about any violations as part of the security audit. 

The CIS Lead shall ensure that appropriate actions are taken against any person associated with the CIS Lead who 

violates client confidentiality and/or consent. Appropriate action may include probation, termination, and prompt 

remedial action to contain and reverse the damage caused by such violation. 

The Partner Agency and CIS Lead understand that the CIS application is secured by a user authentication process, 

audit trails, data encryption of at least 128-bit for electronic data submission, and data storage in binary and 

encrypted format.  Partner Agency and CIS Lead shall ensure that their respective users do not take any action to 

compromise, circumvent or overcome such security features, or in any way to interfere with the proper and efficient 

operation and administration of the CIS.  Partner Agency and CIS Lead shall further ensure that its authorized users 

do not attempt to access or use the CIS in a manner that exceeds their authorized access level. 
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The Partner Agency and CIS Lead understand the server, which contains all Client information, including encrypted 

identifying Client information, will be located at an appropriate location as determined by Bowman Systems. 

The Partner Agency and CIS Lead understand that Bowman Systems and Lead Agency are custodians of data, and not 

owners of data. 

❖ In the event the CIS Lead ceases to administer the CIS, and another organization takes over administration of 

the data, the CIS Lead or its successor agency will inform, in a timely manner, all affected Partner Agencies. 

❖ If the Partner Agency ceases to exist, it shall notify and work with the CIS Lead to determine the appropriate 

disposition of Partner Agency’s data, including the transfer of the data to a successor agency. 

❖ If the Partner Agency chooses to withdraw from the CIS, the Partner Agency shall notify the CIS Lead of 

intended withdrawal date. The CIS Lead shall allow sixty days for the Partner Agency to access and save its 

specific Client data, statistical data and frequency data from the entire system. The Partner Agency is 

financially responsible for extracting its data. 

❖ In the event Bowman Systems ceases to exist, the CIS Lead will notify Partner Agencies in a timely manner of 

the expected consequences of this event, and of a substitute service provider, if any.  In the event that 

Bowman Systems ceases to exist, they have committed to transferring the CIS data to a third-party system. 

DATA ENTRY AND/OR REGULAR USE 

User Identification and Passwords are not permitted to be shared among users. 

The Partner Agency will enter information in the CIS about individuals for whom they enroll in a program and/or 

those who are participants in one or more of the agency programs. 

Partner Agency will not enter any fictitious or misleading Client data on an individual or family in CIS, except for alias 

names intentionally entered to aid in search of the record, contact, or communication with a client. 

The Partner Agency will not misrepresent the number of Clients served or the type of services or beds provided in the 

CIS by entering known, inaccurate information (i.e. Partner Agency will not purposefully enter inaccurate information 

on a new record or to over-ride information entered by another agency). 

The Partner Agency will enter information into the CIS according to agency and CIS adopted standards and will strive 

for real-time, or close to real-time, data entry.  Real-time or close to real-time is defined by either immediate data 

entry upon seeing a client, or data entry into the CIS within five business days. Compliance will be monitored by the 

CIS Lead as part of the audit process. 

The Partner Agency understands that a Client Sharing Agreement permits it to share confidential Client information 

with select agencies. 

Discriminatory comments by an employee, volunteer, or other person acting on behalf of the Partner Agency based 

on race, color, religion, national origin, marital status, political affiliation, sexual orientation, gender identity or 

expression, status with regard to public assistance, disability, age, or military status are not permitted in CIS. 

Offensive language and profanity are not permitted in the CIS. This does not apply to the input of direct quotes by a 

client IF the Partner Agency believes that it is essential to enter these comments for assessment, service, and 

treatment purposes. 
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The Partner Agency and CIS Lead will utilize CIS for valid business purposes only, which are for the purposes of 

fulfilling the goals listed on page 1 of this agreement. 

The Partner Agency understands the CIS Lead will provide initial training and periodic updates to that training to 

assigned Partner Agency staff about the use of CIS.  Partner Agency shall be responsible for conveying such new 

information and training to other staff using the CIS within the Partner Agency. New user trainings are conducted ad-

hoc as needed.  Partner Agencies are responsible for contacting CIS Lead for current training schedules. 

All technical support requests from CIS users shall be submitted according to Partner Agency protocol.  All technical 

support requests and inquiries shall then be directed to the CIS Lead by the designated person(s) within that agency. 

The Partner Agency shall not contact the vendor, Bowman Systems, directly.  If this occurs, the vendor will refer the 

Partner Agency back to the CIS Lead or the CIS Policy Committee. The Partner Agency understands the CIS Lead will 

provide staff technical support according to the following: 

Technical support will be provided Monday-Friday 9:00 a.m. to 5:00 p.m. Eastern Standard Time. Support telephone 

numbers and email addresses will be provided to Partner Agencies upon signing of this Agreement. CIS Lead will 

ensure that any support calls are responded to according to the chart below provided that all available numbers and 

email addresses have been accessed. 

Technical Support Assistance Response Times 

Severity Description CIS Lead (SA) Response 

1 
Major system or component is 

inoperative which is critical to the 

Partner Agency’s business 

During normal business hours, Lead Agency will 

contact Bowman Systems within 1 hour. 

2 
Partner Agency is impacted by service 

delay but is still able to maintain 

business function 

CIS Lead will respond to requests made by phone 

within one business day and respond to requests 

made by email within two business days. 

3 

The problem has a reasonable 

circumvention and the Partner Agency 

can continue with little loss of 

efficiency 

CIS Lead will respond to requests made by phone 

within one business day and respond to requests 

made by email within two business days. 

4 

The call requires minor action or is for 

informational purposes only 

CIS Lead will respond to requests made by phone 

within one business day and respond to requests 

made by email within two business days. 

All response times are subject to Bowman Systems corresponding prompt response, and are not guaranteed. 

The Partner Agency and CIS Lead will maintain the required HUD technical standards. 
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Transmission of material in violation of any United States federal or state law or regulation is prohibited and 

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

material considered protected by trade secret or in any other manner violate the proprietary rights of others. 

Partner Agency assumes financial responsibility for virus protection software and any damages or liabilities that 

arise from its failure to utilize same. 

The Partner Agency and CIS Lead will not use CIS with intent to defraud the federal, state, or local government or 

an individual entity, or to conduct any illegal activity. 

The Partner Agency recognizes the CIS User Group will serve as a discussion center regarding CIS, including CIS 

process updates, policy and practice guidelines, data analysis, and software/hardware upgrades. The Partner 

Agency will designate an Agency staff member to attend CIS User Group meetings regularly, and understands that 

the CIS Lead will continue to be responsible for coordinating the CIS User Group activities. 

The Partner Agency acknowledges that in the case of federal requirements or when approved by Gulf Coast 

Partnership Board, other agencies will periodically have access to de-identified data to ensure the information 

generated by or through the CIS presents an accurate picture of homelessness and services to homeless people, or 

those at-risk of becoming homeless, in the Continuum of Care. 

Each Partner Agency assumes responsibility for (its) staff and users’ compliance with the CIS data quality policy in 

regard to requirements for data entry and use of the CIS. To assess the quality of data and reports generated by 

the system, the Lead Agency
 
will conduct periodic monitoring and reviews on data, although such monitoring or 

any failure to monitor shall not relieve Partner Agency of its responsibilities hereunder.  

These include and are not limited to the following: 

a. Quality of data entered by Partner Agencies 

❖ Inappropriate and/or duplicate records 

❖ Untimely and/or inaccurate information 

❖ Missing required data elements 

b. Operation of the software 

c. Reporting functionality 

d. Compliance with the HEARTH Act 

e. Agrees to accept referrals for homeless services and/or shelter beds from other CoC partners and work 

within the guidelines of the coordinated assessment process 

Lack of compliance with these requirements will lead to the possible loss of reporting privileges, CoC resources, 

funding, and/or access to CIS. 

Partner Agencies with Site Administrators must notify their Site Administrator in writing within 3 business days of 

any changes needed to a User ID including, but not limited to, new User ID issuance, new personnel, and released 

or terminated personnel. 
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Partner Agencies without Site Administrators must notify CIS Lead in writing within 3 business day of any changes 

needed to a User ID including, but not limited to, new User ID issuance, new personnel, and released or terminated 

personnel. 

REPORTS 

The Partner Agency understands that it will retain access to all identifying and statistical data on the Clients it 

serves. 

The Partner Agency understands that before non-identifying system-wide aggregate information collected by the 

CIS is disseminated to funders, state officials, etc., the request must be approved by CIS Lead. 

PROPRIETARY RIGHTS AND DATABASE INTEGRITY 

The Partner Agency will not give or share assigned user identification and passwords to access the CIS with any 

other organization, governmental entity, business, media, or individual. 

The Partner Agency will not cause in any manner, or way, corruption of the CIS. Any unauthorized access or 

unauthorized modification to computer system information or interference with normal system operations, 

whether on the equipment housed by Bowman Systems or the CIS Lead or any computer system or network 

related to the CIS will result in immediate suspension of user license. 

HOLD HARMLESS 

The Partner Agency shall indemnify, save, defend, and hold harmless the Agency and its agents and employees 

from any and all claims, demands, actions, causes of action of whatever nature or character, arising out of, or by 

reason of, the execution of this agreement or performance of the services provided for herein. It is understood, 

and agreed the Partner Agency will not attempt to hold the CIS Lead Agency responsible for claims, demands, 

actions, or causes of action, arising solely out of the Partner Agency’s negligence. If the Sub-grantee is an agency or 

subdivision of the State, its obligation to indemnify, defend and hold harmless the Department shall be to the 

extent permitted by section 768.28, F.S. or other applicable law, and without waiving the limits of sovereign 

immunity. 

CIS LEAD RESPONSIBILITIES 

CIS Lead agrees to contract with Bowman Systems for CIS software development and maintenance. 

CIS Lead agrees to maintain Staff, who will provide training, implementation, technical assistance, and support to 

the Partner Agencies. 

CIS Lead agrees to perform its duties in accordance with the CIS Policies & Procedures manual. 
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DISPUTE RESOLUTION AND APPEALS 

If the Partner Agency disagrees with any element of this Agreement, it shall make every effort to address and 

resolve those issues with the CIS Lead. 

CIS will make every effort to resolve the issue; however, if the issue cannot be adequately resolved at this level, 

GCP Governing Board shall recommend a process to reach a resolution. 

TERMS AND CONDITIONS 

The parties hereto agree that this Agreement is the complete and exclusive statement of the agreement between 

parties and supersedes all prior proposals and understandings, oral and written, relating to the subject matter of 

this Agreement. 

Partner Agency shall not transfer or assign any rights or obligations under this Agreement without the written 

consent of the Lead Agency. 

This Agreement shall remain in-force until revoked in writing by either party with 30 days’ advance written notice. 

The exception to this term is if allegations, or actual incidences, arise regarding possible, or actual, breaches of this 

Agreement or jeopardy to the integrity of the CIS by Partner Agency action or inaction.  Should such situation arise, 

the CIS Lead may immediately suspend access to the CIS until the allegations are resolved in order to protect the 

integrity of the system, and if such resolution is not timely achieved, to terminate this Agreement. Termination of 

this Agreement shall in no manner impact the Partner Agency’s obligations of indemnification, confidentiality, and 

system integrity/security, all of which shall survive termination of the Agreement. 

❖ When the CIS Lead becomes aware of a possible or actual incident, it shall make a reasonable effort to 

address its concerns with the Executive Director of the Partner Agency prior to taking action. 

❖ If the CIS Lead believes that the breach by a Partner Agency’s such that it may damage the integrity of the 

central database and the information in the central database for the Partner Agency or any other Agency, 

it may take immediate steps to suspend the Partner Agency’s access to the CIS prior to addressing the 

concerns with the executive level of the Partner Agency. The CIS Lead will then address the concern with 

the executive level of the Partner Agency to resolve the issue. 

❖ Action with a Partner Agency may include the provision of training and technical assistance, suspension of 

access to the central database, or other appropriate measures to ensure that the data integrity is 

maintained. 

This Agreement may be modified or amended by written agreement executed by both parties. 

All responsibilities and obligations regarding the protection or destruction of confidential client information shall 

survive the termination of this agreement. 

Neither party may re-assign this agreement without the prior written consent of the other party.   
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SIGNATURE PAGE FOR CIS AGENCY PARTNERSHIP AGREEMENT 

Use of the CIS constitutes acceptance of these Terms and Conditions. 

As a Continuum of Care partner, you/your agency agree to work in collaboration with Continuum partners 

to better the lives of our homeless or at-risk of becoming homeless residents. 

GULF COAST PARTNERSHIP CIS LEAD 

Name: Gaither Stephens 

Title: Chief Technology Officer 

Address: 408 Tamiami Trail, Unit 121, Punta Gorda, FL 33950 

 

 

_____________________________________________________________________________________ 

Signature of CIS Lead       Date 

 

 

 

PARTNER AGENCY 

 

 

_____________________________________________________________________________________ 

Agency Name 

 

 

_____________________________________________________________________________________ 

Address       City    State 

 

 

_____________________________________________________________________________________ 

Printed Name of Agency Executive Director     Title 

 

 

_____________________________________________________________________________________ 

Signature of Agency Executive Director     Date 

Please submit a list of all current programs and projects. 

 



 

B-1 | P a g e  

 

ATTACHMENT B - GCPCOC CIS PARTNER 

COORDINATED ASSESSMENT AGREEMENT 

 

This Agreement is entered into on the ______day of ____________________, 2018 between Gulf Coast Partnership 

Lead Agency on Homelessness based in Charlotte County, Florida, their appointed CIS administrator, Gulf Coast 

Partnership Community Information System (CIS) hereafter known as “Lead Agency” and, 

______________________________________________ hereafter known as "Partner Agency," regarding access and 

participation in the GCP Community Coordinated Entry/Assessment System also known as One Charlotte.  

COORDINATED ASSESSMENT 

“Centralized or coordinated assessment system is defined to mean a centralized or coordinated process 

designed to coordinate program participant intake, assessment, and provision of referrals. A centralized or 

coordinated assessment system covers the geographic area, is easily accessed by individuals and families 

seeking housing or services, is well advertised, and includes a comprehensive and standardized assessment 

tool.” (Section 578.3 of McKinney-Vento Homeless Assistance Act) 

Continuum of Care partners are willing to participate in the coordinated entry/assessment process and understand 

the following fundamental outline of achieving client success: 

1. Access to housing or services; 

2. Clients must participate in the Entry/Assessment process to better understand their needs and potential 

solutions that can be delivered to them; 

3. Data entry and data sharing are essential to the success of the client; 

4. Referrals will be provided and accepted by agencies to better coordinate the delivery of services to clients,  

5. Housing and financial assistance partners will perform an Assessment Intake (Entry/Exit) prior to services 

being provided; 

6. A discharge (Entry/Exit GCP Exit) will be performed for each client from partners providing housing or 

financial assistance programs; and 

7. All participating Continuum of Care partners agree to a community-wide system change to work toward 

ending homelessness and providing appropriate client needed services.  

 

In order to provide the maximum benefit to those clients experiencing homelessness, or those clients that are at-risk 

of becoming homeless, the Continuum of Care partners have agreed to formalize the Centralized Coordinated 

Assessment Process.  

  



 

B-2 | P a g e  

 

By signing this agreement, you/your agency agrees to perform the following: 

1. Refer homeless, or at-risk of becoming homeless, clients to appropriate services within the Continuum of 

Care; 

2. Accept referrals from other Continuum of Care partners to maximize client needed delivery of services, 

3. Utilize the Community Information System (CIS database) if applicable; 

4. Perform intakes according to the standardized Continuum of Care intake process by capturing the 

appropriate client data through a standardized assessment; 

5. Perform discharges according to the standardized Continuum of Care discharge process by capturing the 

appropriate client data; 

6. Adhere to the Master Case Management plan of referring the client to their original case worker and not 

performing duplicate case work; and 

7. Provide your agency’s support of the Charlotte County 10 Year Plan to Prevent & End Homelessness through 
participation in community events or on committees. 

8. Accept clients in priority order from coordinated intake as determined by the VI-SPDAT and/or SPDAT 

assessment. 
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SIGNATURE PAGE FOR CIS PARTNER COORDINATED ASSESSMENT AGREEMENT 

Use of the CIS constitutes acceptance of these Terms and Conditions. 

As a Continuum of Care partner, you/your agency agree to work in collaboration with Continuum partners to 

better the lives of our homeless or at-risk of becoming homeless residents. 

GULF COAST PARTNERSHIP CIS LEAD 

Name: Gaither Stephens 

Title: Chief Technology Officer 

Address: 408 Tamiami Trail, Unit 121, Punta Gorda, FL 33950 

 

 

_____________________________________________________________________________________ 

Signature of CIS Lead       Date 

 

 

 

PARTNER AGENCY 

 

 

_____________________________________________________________________________________ 

Agency Name 

 

 

_____________________________________________________________________________________ 

Address       City    State 

 

 

_____________________________________________________________________________________ 

Printed Name of Agency Executive Director     Title 

 

 

_____________________________________________________________________________________ 

Signature of Agency Executive Director     Date 
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ATTACHMENT C - GCPCOC CIS PARTNER 

COORDINATED ENTRY POLICES AND 

PROCEDURES 

OVERVIEW 

Coordinated Assessment and Housing Placement represents standardized access and assessment for all individuals 

experiencing homelessness within the Gulf Coast Partnership Community of Care (GCPCOC), whether that 

homelessness includes any combination of emergency shelter, transitional housing, or locations outdoors not meant 

for human habitation. Individuals receive referrals for permanent supportive housing and rapid rehousing based on 

medical vulnerability and length of homelessness, surrounded by supports for both immediate and long-term housing 

and service needs.  

The entire Coordinated Entry process intentionally utilizes a de-centralized "no wrong door" approach, while doing so 

through a standardized process from initial engagement to successful housing placement. This prevents what 

otherwise often feels like a confusing and overwhelming maze for individuals experiencing homelessness as they try 

to determine who to talk to, how to get there, and where to begin. Instead, Coordinated Assessment and Housing 

Placement establishes a system where housing placement is not a matter of talking to the right case manager, at the 

right agency, at the right time. This system ensures individuals are connected to housing through a coordinated yet 

accessible process, meets each individual’s needs to obtain and maintain housing, and includes the real-time data 

critical for demonstrating unmet need and advocating to develop and integrate new housing and service needs. 

DEFINING COORDINATED ENTRY 

Coordinated entry, frequently also called coordinated assessment or centralized intake, is a system-wide process 

designed to efficiently connect people with resources and housing in a way that is easy to access.  

An effective system is Person-centered, prioritizes those with the greatest need without precondition, includes all 

subpopulations, and is coordinated such that wherever individuals seeking services enter, they will be able to 

participate in the same assessment and linkage process where providers use a uniform decision-making approach. As 

we have begun our implementation efforts, we have learned that coordinated assessment is not only a best practice 

for serving consumers and a way to more efficiently use available resources, but also is an excellent tool to shift 

agency and single-service minded thinking to holistic service provision and overall community need. 

COORDINATED ASSESSMENT TOOLS 

GCPCOC has implemented use of a phased assessment approach, where service providers have access to multiple 

assessment tools to provide situational assessment. At present three tools have been adopted, the VI-SPDAT 

(Vulnerability Index-Service Prioritization Decision Assistance Tool), the SPDAT (Service Prioritization Decision 

Assistance Tool), and the TAY-VI-SPDAT (Transition Age Youth – Vulnerability Index – Service Prioritization Decision 
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Assistance Tool). The VI-SPDAT, TAY-VI-SPDAT, and SPDAT tools are evidence-informed assessment tools developed 

by Iain DeJong, Org Code Consulting, Inc. These tools meet HUD guidelines for coordinated assessment tools.  

GUIDING PRINCIPLES/QUALITIES 

The March 2015 HUD Coordinated Entry Policy Brief cited 17 qualities of effective coordinated entry, which the 

GCPCOC coordinated assessment system, known as One Charlotte, has adopted and is taking steps to emulate. The 

qualities from the brief are paraphrased below followed by any specific modes of implementation used by GCPCOC: 

❖ Prioritization 

▪ HUD has determined that an effective coordinated entry process ensures that people with the 

greatest needs receive priority for any type of housing and homeless assistance available in the CoC, 

including PSH, Rapid Rehousing (RRH), and other interventions. 

❖ Low Barrier 

▪ The coordinated entry process does not screen people out for assistance because of perceived 

barriers to housing or services, including, but not limited to, lack of employment or income, drug or 

alcohol use, or having a criminal record.  In addition, housing and homelessness programs lower 

their screening barriers in partnership with the coordinated entry process. 

❖ Housing First orientation 

▪ The coordinated entry process is Housing First oriented, such that people are housed quickly 

without preconditions or service participation requirements. 

❖ Person-Centered 

▪ The coordinated entry process incorporates participant choice, which may be facilitated by 

questions in the assessment tool or through other methods.  Choice can include location and type 

of housing, level of services, and other options about which households can participate in decisions. 

❖ Fair and Equal Access 

▪ All people in the CoC’s geographic area have fair and equal access to the coordinated entry process, 
regardless of where or how they present for services.  Fair and equal access means that people can 

easily access the coordinated entry process, whether in person, by phone, or some other method, 

and that the process for accessing help is well known.  Marketing strategies may include direct 

outreach to people on the street and other service sites, informational flyers left at service sites and 

public locations, announcements during CoC or other coalition meetings, and educating mainstream 

service providers.  If the entry point includes one or more physical locations, they are accessible to 

people with disabilities, and easily accessible by public transportation, or there is another method, 

e.g., toll-free or 211 phone number, by which people can easily access them.  The coordinated entry 

process is able to serve people who speak languages commonly spoken in the community. 

❖ Emergency services 

▪ The coordinated entry process does not delay access to emergency services such as shelter.  The 

process includes a manner for people to access emergency services at all hours independent of the 

operating hours of the coordinated entry intake and assessment processes.  For example, people 

who need emergency shelter at night are able to access shelter, to the extent that shelter is 

available, and then receive an assessment in the days that follow, even if the shelter is the access 

point to the coordinated entry process. 
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❖ Standardized Access and Assessment 

▪ All coordinated entry locations and methods (phone, in-person, online, etc.) offer the same 

assessment approach and referrals using uniform decision making processes.  A person presenting 

at a particular coordinated entry location is not steered towards any particular program or provider 

simply because they presented at that location. 

❖ Inclusive 

▪ A coordinated entry process includes all subpopulations, including people experiencing chronic 

homelessness, Veterans, families, youth, and survivors of domestic violence.  However, CoCs may 

have different processes for accessing coordinated entry, including different access points and 

assessment tools for the following different populations: (1) adults without children, (2) adults 

accompanied by children, (3) unaccompanied youth, or (4) households fleeing domestic violence.  

These are the only groups for which different access points are used.  For example, there is not a 

separate coordinated entry process for people with mental illness or addictions, although the 

systems addressing those disabilities may serve as referral sources into the process.  The CoC 

continuously evaluates and improves the process ensuring that all subpopulations are well served. 

❖ Referral to projects 

▪ The coordinated entry process makes referrals to all projects receiving Emergency Solutions Grants 

(ESG) and CoC Program funds, including emergency shelter, RRH, PSH, and transitional housing (TH), 

as well as other housing and homelessness projects.  Projects in the community that are dedicated 

to serving people experiencing homelessness fill all vacancies through referrals, while other housing 

and services projects determine the extent to which they rely on referrals from the coordinated 

entry process. 

❖ Referral protocols 

▪ Programs that participate in the CoC’s coordinated entry process accept all eligible referrals unless 
the CoC has a documented protocol for rejecting referrals that ensures that such rejections are 

justified and rare and that participants are able to identify and access another suitable project. 

❖ Outreach 

▪ The coordinated entry process is linked to street outreach efforts so that people sleeping on the 

streets are prioritized for assistance in the same manner as any other person assessed through the 

coordinated entry process. 

❖ Ongoing planning and stakeholder consultation 

▪ The CoC engages in ongoing planning with all stakeholders participating in the coordinated entry 

process.  This planning includes evaluating and updating the coordinated entry process at least 

annually. Feedback from individuals and families experiencing homelessness or recently connected 

to housing through the coordinated entry process is regularly gathered through surveys, focus 

groups, and other means and is used to improve the process. 

❖ Informing local planning 

▪ Information gathered through the coordinated entry process is used to guide homeless assistance 

planning and system change efforts in the community. 

❖ Leverage local attributes and capacity 

▪ The physical and political geography, including the capacity of partners in a community, and the 

opportunities unique to the community’s context, inform local coordinated entry implementation. 
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❖ Safety planning 

▪ The coordinated entry process has protocols in place to ensure the safety of the individuals seeking 

assistance.  These protocols ensure that people fleeing domestic violence have safe and confidential 

access to the coordinated entry process and domestic violence services, and that any data 

collection adheres to the Violence Against Women Act (VAWA). 

❖ Using CIS and other systems for coordinated entry 

▪ The CoC may use CIS to collect and manage data associated with assessments and referrals or they 

may use another data system or process, particularly in instances where there is an existing system 

in place into which the coordinated entry process can be easily incorporated.  For example, a 

coordinated entry process that serves households with children may use a system from a state or 

local department of family services to collect and analyze coordinated entry data.  Communities 

may use CoC Program or ESG program funding for CIS to pay for costs associated with coordinated 

entry to the extent that coordinated entry is integrated into the CoCs CIS. 

❖ Full coverage 

▪ A coordinated entry process covers the CoC’s entire geographic area.  In CoCs covering large 

geographic areas the CoC might use several separate coordinated entry processes that each cover a 

portion of the CoC but in total cover the entire CoC.  This might be helpful in CoCs where it is 

impractical for a person who is assessed in one part of the CoC to access assistance in other parts of 

the CoC. 

VI-SPDAT/F-VI-SPDAT PRE-SCREEN 

The VI-SPDAT pre-screen lasts approximately 8 minutes. It is a triage tool intended to quickly identify persons who 

should be continually engaged for a fuller assessment (SPDAT) and additional services. The VI-SPDAT Pre-screen/F 

(Family) - VI-SPDAT Pre-screen is not intended to be a comprehensive assessment, but rather a pre-screen or triage 

tool. Much like the way triage would work in a hospital emergency room setting, the VI-SDPAT pre-screen is a brief, 

self-report assessment to help identify the presence of an issue based on that person’s own perspective and prioritize 
persons for the more comprehensive assessment. (The SPDAT on the other hand, helps identify the severity of that 

issue and acuity.) 

Per the VI-SPDAT Manual (OrgCode), “The VI-SPDAT is entirely a self-report instrument. If an assessor questions the 

information being provided, then it is recommended that you complete a full SPDAT, which also brings in such 

information as observation, documentation, and (with consent) what other professionals have to contribute.”   

WHO CONDUCTS THE VI-SPDAT PRE-SCREEN 

Any agency that works with unsheltered homeless persons or offers emergency shelter services (whether at a 

congregate site or via motel voucher) should have staff trained to conduct pre-screens.  

Pre-screen training consists of two parts. The first part is available in a 30-minute long webinar online at 

https://vimeo.com/86520820 for VI-SPDATs and https://vimeo.com/86867825 for F-VI-SPDATs. Once the webinar 

training has been completed, staff should schedule a pre-screen training with CIS staff to learn how to accurately 

enter and use pre-screen data in the system, including use of tools to identify who needs to receive a pre-screen, who 

has completed a pre-screen and whether or not a subsequent SPDAT assessment has been or needs to be completed. 

Please email Gaither.Stephens@GulfCoastPartnership.org to schedule this training.  
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WHO RECEIVES A VI -SPDAT PRE-SCREEN 

A pre-screen will be completed for each first-time homeless individual or household that has resided in an emergency 

shelter for 14 days or longer; it should be completed right away for each individual or households that have been 

identified as unsheltered (living in a place not meant for human habitation), or is a long-term shelter stayer; or after 7 

days minimal service for each individual or household that is returning to emergency shelter for a subsequent 

episode that is not considered a long-term stayer. Individuals should receive the VI-SPDAT pre-screen, while families 

should receive the F-VI-SPDAT pre-screen.  

To identify whether a walk-in should receive a VI-SPDAT pre-screen assessment, staff should ask where the individual 

or household slept the preceding night. If the location indicated is an emergency shelter program or place not meant 

for human habitation staff can complete the VI-SPDAT Pre-screen or look in CIS to identify length of participation in 

the program to determine if the pre-screen should be administered. 

SPDAT & F-SPDAT 

The SPDAT and F-SPDAT are a more comprehensive assessment that assesses the severity of acuity and ultimately 

prioritizes individuals and households for services and housing intervention. 

WHO CONDUCTS THE SPDAT & F-SPDAT 

The SPDAT & F-SPDAT should be conducted by agencies who either typically place persons onto housing lists or by 

agencies who outreach to homeless housing program participants. Homeless housing programs may include any 

housing program dedicated to homeless persons, including those funded by CoC, ESG, or State of Florida DCF funding. 

This may include transitional housing, rapid rehousing, permanent supportive housing, and other permanent housing 

programs. 

SPDAT & F-SPDAT TRAINING 

The use of these tools requires specialized, full day training offered by Org Code or by a certified trainer. Once the 

full-day training has been completed, a second part training regarding CIS access and tool utilization will need to be 

completed with CIS staff.  

WHO RECEIVES THE SPDAT & F-SPDAT 

This assessment should be given to the individuals/households who score highest on the pre-screen, by order of 

highest to lowest score. Persons who score less than 5 on the pre-screen are not eligible for housing intervention, and 

therefore should not receive a full assessment. In unique cases where the provider feels the VI-SPDAT pre-screen is 

not an accurate reflection of the situation, and the individual or household is willing to participate in a SPDAT 

assessment, the provider may use SPDAT questions to inform an updated VI-SPDAT score or simply progress to 

administering the SPDAT assessment.  
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GEOGRAPHY AND STATUS 

Communities with limited emergency services (e.g. w/o an emergency shelter) will need to work with neighboring 

communities who provide such services to homeless persons in their area. Where housing lists have been established 

by the CoC, dropdown options in CIS allow persons anywhere within the GCPCOC to be referred to a housing 

intervention. This is considered a major strength of the unified system that has the ability to bring great benefit to 

consumers.  

HOUSING PLACEMENT PRIORITIZATION 

All available resources should be prioritized and offered to individuals at the top of the SPDAT assessed list, limited 

only by funding requirements. The housing placement prioritization list/SPDAT assessed list can be accessed in CIS in 

real time by selecting “GCPCOC - One Charlotte - BNL.” 

This list should be continually worked on by the community. Lead case managers should be assigned to each of the 

highest acuity persons to attempt diversion exercises, identify needed mainstream resources, and find creative 

solutions to transition out of homelessness regardless of which resources are and are not available.  

When a housing resource becomes available, the hosting agency should identify the first eligible person from the top 

of the list and assess them for program eligibility and intake. Where the VI-SPDAT and SPDAT assessments have 

already been completed, the agency should only ask additional questions that are required to determine compliance 

with program requirements. If the person next on the list does not meet eligibility criteria, this information should be 

shared with the coordinated assessment workgroup and other possible resource identified.  

ELIGIBILITY CRITERIA BASED ON SPDAT SCORE 

❖ Only individuals scoring 40+ on the SPDAT or 54+ on the F-SPDAT are eligible for permanent supportive 

housing. They are also eligible for any of the less intensive housing intervention types available (this may 

include transitional housing or rapid rehousing). A person does not lose their place on the prioritization list if 

they choose not to accept the offered resource. Rather, that person would continue to be engaged and 

offered any subsequently available resources. 

❖ Individuals/households scoring between 20-39 on the SPDAT or 27-53 on the F-SPDAT are eligible for 

transitional housing or rapid re-housing, but not any of the more intensive housing intervention types. 

❖ Individuals/households who score less than 20 on the SPDAT or 27 on the F-SPDAT are not eligible for 

housing intervention. It is crucial that service providers engage with this population to identify current 

barriers to housing and seek solutions. If they remain homeless for a substantial period after the assessment 

or if they have a significant change of circumstance, a new assessment should be completed.  

RELEASE OF INFORMATION, CONSENT, AND INFORMATION SHARING 

When communicating about persons on the prioritization list, great care should be taken to maintain appropriate 

confidentiality. Whenever possible, Client IDs should be used. Personal information should not be sent via email 

unless encrypted and general security training offered by CIS staff should be adhered to in all cases. Confidentiality 

for DV survivors should comply with VOCA/VAWA guidelines. 
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CONSENT 

Per the OrgCode VI-SPDAT Manual, “An individual must provide informed consent prior to the VI-SPDAT (or SPDAT) 

being completed. You cannot complete an [assessment] with a client without that person’s knowledge and explicit 
agreement. You also cannot complete [an assessment] solely through observation or using known information within 

your organization. This applies to all participants in the coordinated entry system, including survivors of domestic 

violence.” 

COORDINATED ASSESSMENT SUB-COMMITTEES - HOUSING MEETINGS AND HIGH-LEVEL STAFFING 

Each Local Homeless Coordinating Committee shall have at least one body that acts as a coordinated assessment sub-

committee. The makeup of this body, frequency, and content of meetings and procedures for calling additional 

staffing meetings should be outlined in the local addendum. 

UNIQUE/SPECIAL NEEDS POPULATIONS 

HUD and communities prioritize different populations - different resources available for these. The following are a list 

of some of these: 

❖ Chronically homeless 

FL-602 has designated a Chronic Homeless Functional Zero Committee to move the CoC to the Goal of 

Ending Chronic Homelessness in our community by 2018.  In order to do so, chronically homeless persons 

need to be prioritized for quick assessments and available services. 

❖ LGBTQ 

In accordance with Federal regulation and recent Federal guidance, individuals shall not be discriminated 

against due to sex, gender, or sexual orientation. Providers should offer services in safe and culturally 

competent ways. 

❖ Veterans 

As the federal plan to end homelessness has drawn nearer to the goal of ending homelessness among 

veterans by 2016, FL-602 met our Functional Zero Goal by 12-31-2015!  The Veteran Functional Zero 

Committee still meets, within One Charlotte, bi-weekly to hold case staffing meetings in order to ensure that 

we immediately house every Veteran in our community. Where an individual or family is eligible for veteran 

housing resource (SSVF, GPD, VASH), they should be prioritized for and strongly encouraged to take 

advantage of these resources. Where veterans are not eligible for VA services, providers should work with 

veterans to seek an appeal. If an appeal is unrealistic or the veteran is resistant to receiving VA services, 

veterans should be prioritized for available units within the SPDAT scoring eligibility structure and prioritized 

first in the case of a tie. 

❖ Unaccompanied Youth 

Unaccompanied homeless youth are defined as between the age of 18-24 without an older adult in the 

household. This population requires specialized serve provision and service providers should maintain an 

awareness of current best practice for this sub-population on an ongoing basis. Where unaccompanied 

youth tie for service prioritization, they should be served first. 
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❖ Domestic violence 

All current domestic violence victims should be referred to C.A.R.E. by calling 941-637-0404. DV information 

is not currently entered into CIS. 

❖ HIV+ 

An additional resource, Housing Opportunities for Persons with AIDS (HOPWA), is available for persons who 

are HIV+. HOPWA Services are available in Charlotte County and providers and clients are encouraged to 

contact 211 if they are not aware of who provides HOPWA within the CoC. 

❖ 55+ 

Persons age 55+ and/or 60+ may have access to additional housing resources. Senior Services Providers in 

our CoC may be willing to offer support and advocacy and many communities have affordable housing units 

set aside specifically for persons in these categories.  

REPORTING REQUIREMENTS 

Scoring, status, or placement reporting should be completed within 7 days of the assessment, status change, and 

change in geography or placement date. Some communities have set goals to report in a much shorter timeframe in 

order to keep CIS data more up to date. Timeliness data is included in data quality reports sent monthly to all 

agencies within the CoC. 

TRACKING PROGRESS 

Process evaluation, performance, and helpful information for decision-making requires data be reported regularly 

and be readily available and coordinated assessment tools can be an excellent resource for doing so. The following 

modes are recommended for tracking progress: 

❖ Community Level 

▪ Data Quality Reports and data dashboards via the Gulf Coast Partnership’s website.  Attendance of 
the One Charlotte coordinated entry meetings twice a month. 

❖ Program Level 

▪ Tracking progress through CIS and locally kept Excel spreadsheets. 

❖ Client Level 

▪ SPDAT/F-SPDAT as a case management tool.  
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GLOSSARY OF TERMS 

❖ Coordinated Assessment and Housing Placement: The de-centralized coordinated process whereby any 

single individual experiencing homelessness receives Coordinated Entry into the homeless services 

system through a Common Assessment (the VI-SPDAT), followed by targeted assistance through case 

managers and housing navigators who obtain essential documentation for housing in order to facilitate 

Coordinated Passage, resulting in Coordinated Exit to permanent housing through either Permanent 

Supportive Housing or Rapid Re-Housing. 

❖ Coordinated Entry/Coordinated Access/Coordinated Assessment: Utilized interchangeably to reflect 

the One Charlotte Coordinated Entry System. 

❖ F-SPDAT: Family Service Prioritization Decision Assistance Tool (F-SPDAT) developed and owned by 

OrgCode is utilized for families (and not single individuals) to recommend the level of housing supports 

necessary to resolve the presenting crisis of homelessness. Within those recommended housing 

interventions, the F-SPDAT allows for prioritization based on presence of vulnerability across twenty 

subcomponents within the broader four components of the VI-SPDAT: (a) history of housing and 

homelessness (b) risks (c) socialization and daily functioning (d) wellness - including chronic health 

conditions, substance usage, mental illness and trauma, and (e) family nit. As of the writing of this 

manual, there are two versions of the F-SPDAT: version 1 begun in 2012 and currently being phased out, 

and version 2, released May 2015 and currently undergoing implementation.  

❖ CIS: A Community Management Information System is a web-based software application designed to 

record and store person-level information on the characteristics and service needs of homeless persons 

throughout a Continuum of Care (CoC) jurisdiction. Usage of the CIS is mandated by the U.S. 

Department of Housing and Urban Development (HUD) and locally by the Homeless Services Reform Act 

(HSRA). 

❖ SPDAT: Service Prioritization Decision Assistance Tool (VI-SPDAT) developed and owned by OrgCode is 

utilized for single individuals (and not families) to recommend the level of housing supports necessary to 

resolve the presenting crisis of homelessness. Within those recommended housing interventions, the 

SPDAT allows for prioritization based on presence of vulnerability across fifteen sub-components within 

the broader four components of the VI-SPDAT: (a) history of housing and homelessness (b) risks (c) 

socialization and daily functioning (d) and wellness - including chronic health conditions, substance 

usage, mental illness and trauma. As of the writing of this manual, there are four versions of the SPDAT: 

version 3 begun March 2013 and currently being phased out, and version 4, released May 2015 and 

currently undergoing implementation.  

❖ Supportive Services for Veteran Families (SSVF): Rapid Rehousing assistance for veterans, including 

single individuals and families. 

❖ TAY-VI-SPDAT or Next Step Tool: The Transition Aged Youth Vulnerability Index and Service 

Prioritization Decision Assistance Tool (TAY VI-SPDAT) developed and owned by OrgCode and 

Community Solutions is utilized for youth single individuals up to the age of 25 years (and not families) 

to recommend the level of housing supports necessary to resolve the presenting crisis of homelessness. 

Within those recommended housing interventions, the VI-SPDAT allows for prioritization based on 

presence of vulnerability across four components: (a) history of housing and homelessness (b) risks (c) 

socialization and daily functioning (d) and wellness - including chronic health conditions, substance 

usage, mental illness and trauma. 

❖ VI-SPDAT: The Vulnerability Index and Service Prioritization Decision Assistance Tool (VI-SPDAT) 

developed and owned by OrgCode and Community Solutions is utilized for single individuals (and not 
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families) to recommend the level of housing supports necessary to resolve the presenting crisis of 

homelessness. Within those recommended housing interventions, the VI-SPDAT allows for prioritization 

September 6, 2016 District of Columbia Coordinated Assessment and Housing Placement Policy and 

Procedures Page 14 of 14 based on presence of vulnerability across four components: (a) history of 

housing and homelessness (b) risks (c) socialization and daily functioning (d) and wellness - including 

chronic health conditions, substance usage, mental illness and trauma. As of the writing of this manual, 

there are two versions of the VI-SPDAT: version 1 begun October 2013 and currently being phased out, 

and version 2, released May 2015 and currently undergoing implementation. 
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ATTACHMENT D - GCPCOC CIS USER 

AGREEMENT 

USER POLICY 

Partner Agencies shall share information for provision of services to homeless persons or those at-risk of becoming 

homeless (clients) through a networked infrastructure that establishes electronic communication among Partner 

Agencies. This networked system is referred to as the Community Information System (CIS). Participation in the CIS 

enables the collection and sharing of unduplicated aggregate data on homeless prevention service delivery. Further, 

participation in the CIS enables sharing of client information among Partner Agencies. 

Partner Agencies shall at all times have rights to the data pertaining to their clients that was created or entered by 

them in the CIS. Partner Agencies shall be bound by all restrictions imposed by clients pertaining to the use of 

personal data that they do not formally release.  

Minimum data entry of client information will be: 

❖ All Universal Data Elements and Program Specific Data; 

❖ One Charlotte Coordinated Entry assessment such as the VI-SPDAT or the VI-FSPDAT (if applicable); 

❖ Each shelter bed reservation and use (if applicable); and 

To the greatest extent possible, data entry will be completed on information necessary for the development of 

aggregate reports on homeless prevention services, including: 

❖ Services needed; 

❖ Services provided; 

❖ Referrals; and 

❖ Service outcomes. 

The CIS, in many cases, serves as Partner Agencies’ internal record keeping system and is a tool to assist agencies in 

collecting necessary client information, locating alternative resources, identifying available services, and coordinating 

service delivery efforts to help homeless persons or those at-risk of becoming homeless. 

Partner Agencies shall determine and authorize individuals who shall have access to the CIS and ensure that all users 

within the agency complete this User Agreement and comply with the responsibilities outlined. 

USER RESPONSIBILITY 

The user ID and password give you, the user, access to the CIS. Initial each of the following items to indicate your 

understanding and acceptance of the proper use of your user ID and password. Failure to uphold the confidentiality 

standards set forth as follows will be grounds for immediate termination from the CIS. 

______ My user ID and password are for my use only and must not be shared with anyone. 
 

______ I must take all reasonable precautions to keep my password physically secure. 
 



 

D-2 | P a g e  

 

______ 

 

I understand that the only individuals who can view information in the CIS are authorized users and the client 

to whom the information pertains. 
 

______ I may only view, obtain, disclose, or use the database information that is necessary to my job. 
 

______ 

 

If I am logged into CIS and must leave the work area where the computer is located, I must log-off CIS before 

leaving the work area. 
 

______ A computer that has the CIS “open and running” shall never be left unattended. 
 

______ 

 

Failure to log off the CIS appropriately may result in a breach in client confidentiality and system security. 
 

______ Hard copies of CIS information must be kept in a secure file. 
 

______ 

 

When hard copies of the CIS information are no longer needed, they must be properly 

destroyed to maintain confidentiality. 
 

______ 

 

If I notice or suspect a security breach, I must immediately notify our Agency Administrator for CIS or the 

System Administrator for CIS. 

 

CONFIDENTIALITY STANDARDS 

Informed Consent: Oral Explanation: All clients shall be provided an oral explanation that their information will be 

entered into a computerized record keeping system. The user is responsible for ensuring that this explanation takes 

place prior to every client interview. This oral explanation will focus on both the computerized system and the terms 

of consent and can contain the following: 

WHAT THE CIS IS:  

❖ An internal record keeping system that produces required aggregate reports as required by various funding 

entities. 

❖ A web based information system that client service agencies use to capture information about the 

individuals they serve. 

WHY THE AGENCY USES IT:  

❖ To collect information on Clients’ needs 

❖ To help access the appropriate resources for the Clients they service. 

❖ To provide aggregate data for public policy use in an attempt to end homelessness. 

SECURITY:  

❖ Only staff who work directly with clients or who have administrative responsibility can look at, enter, or edit 

client records. 
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PRIVACY PROTECTION:  

❖ Client information is stored encrypted at the central server. 

❖ Clients have the right to know who has added to, deleted, or edited their CIS record. 

❖ Information that is transferred over the web is through a secure connection. 

BENEFITS FOR CLIENTS:  

❖ Improved information about available services and eligibility. 

❖ Decreases the need for Client to provide basic information to each agency. 

❖ Saves time and diminishes need for Client to go to a variety of agencies unnecessarily. 

❖ Decreases the duplication of intake/assessment processes. 

Information Release: User agrees not to release Client identifiable information to any other organization pursuant to 

federal and state law without proper client consent. 

USER CODE OF ETHICS 

❖ The CIS User must treat Partner Agencies with respect, fairness, and good faith. 

❖ This CIS User is to maintain high standards of professional conduct in the capacity of a CIS User. 

❖ The CIS User has primary responsibility for his/her client(s). 

❖ The CIS User has the responsibility to relate to the client of other Partner Agencies with full professional 

consideration. 
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SIGNATURE PAGE FOR USER AGREEMENT 

Use of the CIS constitutes acceptance of these Terms and Conditions.  

I understand and agree to comply with all the statements listed above. 

GULF COAST PARTNERSHIP CIS LEAD 

Name: Gaither Stephens 

Title: Chief Technology Officer and CIS System Administrator 

Address: 408 Tamiami Trail, Unit 121, Punta Gorda, FL 33950 

 

_______________________________________________________________________________________ 

Signature of CIS Lead     Date 

 

 

 

 

_______________________________________________________________________________________ 

Agency Name 

 

 

_______________________________________________________________________________________ 

Printed Name of CIS User     Title 

 

 

_______________________________________________________________________________________ 

Signature of CIS User     Date 
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DATA 
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This document and the information contained herein are the property of Bowman Systems L.L.C. 

and should be considered business sensitive. 

 

Bowman Systems® and the Bowman Systems® logo are trademarks of Bowman Systems L.L.C. All other brand or product 

names are trademarks or registered trademarks of their respective holders. 

 

All agency and client names depicted herein are completely fictitious. No association with any real organization or persons is 

intended or should be inferred. 

 

 
 

Bowman Systems 

333 Texas Street, Suite 300 

Shreveport, LA 71101 

Toll Free: (888) 580-3831 

Direct: (318) 213-8780 

Fax: (318) 213-8784 

www.bowmansystems.com 

 

 

 

http://www.bowmansystems.com/
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SECURING CLIENT DATA 
 

Bowman Systems is committed to maintaining optimum client data security by meeting and exceeding 

industry standard practices. As a leader in software and Information Technology (IT) services for the 

health and human services industry, Bowman Systems considers data security as the cornerstone of all of 

its development efforts. In 1999, Bowman Systems pioneered its secured data-sharing model, enabling 

multi-agency collaboratives to collaborate while safeguarding client data (ServicePoint 1.0). In 2000, 

Bowman Systems was the first web-based client data system to offer integrated database-level encryption. 

Again, in 2001, Bowman Systems pioneered its integrated Audit Trail system before the HIPAA 

requirement. 

 

Bowman Systems has always held conviction that our products be fully web based and that we own and 

operate our own data center. We seek to provide best of class data center services to ensure data security 

and regulatory compliance, and continuously expand and invest in our data center to include physical 

security, network security, redundant power, redundant HVAC, environmental monitoring systems, fire 

suppression systems and full time staff to manage all of the afore mentioned. 

 

This document outlines the measures taken by Bowman Systems to secure all client data on each of our 

customer's ServicePoint sites. The steps and precautions taken to ensure that data is stored and 

transmitted securely are divided into six main sections – Access Security, Site Security, Network Security, 

Disaster Recovery, HIPAA Compliance, and Unauthorized Access. 

 

ACCESS SECURITY 

Access Security begins at Bowman Systems with a focus on the following areas: 

    Bowman Systems Employees 

Bowman Systems Access to ServicePoint 

 

     Audit Trails 

 

Customer Access to ServicePoint. 
 

BOWMAN SYSTEMS EMPLOYEES 

 

Bowman Systems' designated Security Officer assures employees are held to the highest standards when 

it comes to both company and customer data security. Employees who have access to client data 

are subject to a national background check, training on confidentiality requirements (company, HIPAA, 

HUD), and must sign a confidentiality statement as part of their employee agreement. 
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BOWMAN SYSTEMS ACCESS TO SERVICEPOINT 

 

     Only a limited number of Bowman Systems' staff has access to a customer's ServicePoint site and 

client data. Access occurs only when you request an installation, import of data, implementation 

upgrade, or require assistance by support staff to troubleshoot a problem. 

 

The contract between the customer and Bowman Systems legally compels Bowman Systems to 

hold all client data stored in the customer's database in strict confidence. Bowman Systems will 

take all reasonable precautions to prevent the disclosure to outside parties of such information, 

except as may be necessary by reason of legal, accounting, or regulatory requirements. 
 

Access to the customer's system data by Bowman Systems support staff can be monitored by 

running an Audit Report (see Automated Audit Trail below). 
 

AUDIT TRAIL 

 

     ServicePoint automatically tracks caller, client, and resource related activity by the use of an audit 

trail. This system function logs the time and type of activity, as well as the name of the user who 

viewed, added, edited, or deleted the information. 

 

All changes to Resource records are automatically tracked by the User (updates, as well as, date 

and time the updates were made).  In addition, there is a Date of Official Update that is set when 

the Resource record has been formally reviewed.  This section includes not only date and time of 

the Official update but also which User performed the action, which organization requested the 

Official Update, and a notes field for describing the reason for the update (such as Annual 

Review, Agency Request, etc.). 
 

     • To retrieve information created by the audit trail, an Audit report can be generated in 

the Reporting section of ServicePoint. Access to client audit information is limited to System 

Administrator and Agency Administrator access levels. 
 

CUSTOMER ACCESS TO SERVICEPOINT 

 

To ensure authorized access, each user is issued a user name and password for entrance into 

the 

ServicePoint application. 

 

♦ Each ServicePoint user is required to have a unique User ID to log into the application. 

 

♦ Passwords must be 8 to 16 characters in length and must contain at least two numbers. 
 

♦ The system allows only one login per password at a time.  A user cannot log into the system 

on two terminals at the same time using a single password. 
 

♦ Passwords automatically expire every 45 days requiring the user to create a new password. 
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♦ A prompt appears when you need to choose a new password. 

 

♦ The same password cannot be used consecutively. 

 

♦ To enforce password security, ServicePoint will not allow a browser to save a password. In 

addition, if FOUR consecutive logon attempts with the incorrect password are made the user 

account will need to be reset by your System Administrator.  This security feature prevents 

access to the site by a password generator. 

 

♦ Passwords are stored as hashed values in the ServicePoint database 
 

     ServicePoint has an automatic logout function for users who have been idle for a pre-determined 

period. (The default setting is 30 minutes.) This function decreases potential viewing and/or 

manipulation of client data by unauthorized individuals. Although the default setting is 30 

minutes, each installation can request Bowman Systems to set the system timeout for a length 

that meets their particular policies and procedures. 
 

     To limit who can view and/or modify the customer's client data, individuals are assigned one of 

seventeen (17) User Access Levels.  Each user level has certain security restrictions applied to it. 

Each user level has access to certain ServicePoint features and the ability to view certain pieces of 

client information. The System Administrators II can see all data, even when it is closed. 

 

♦ Each level grants different access rights and abilities to the various sections (ClientPoint, 

ResourcePoint, SkanPoint, ShelterPoint, Admin etc.) of the application. 

 

SITE SECURITY  

 

Site security is a high priority since it not only helps protect the customer's stored client data, but also 

protects the equipment used to host the customer's data. To ensure the protection and service reliability 

for the customer's system, Bowman Systems has instituted the following security levels: 

 

BUILDING SECURITY 

 

Bowman Systems' offices are located in a large commercial complex with the following perimeter 

security systems: 
 

24-hour security personnel 

 

     24-hour video surveillance 

 

Building fire suppression system 
 

     After-hours Key Card entry to building 
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After-hours Key Card elevator access 

 

     Locked stairwells during non-business hours. 
 

BOWMAN SYSTEMS HEADQUARTERS SECURITY 

 

The Bowman Systems offices and data centers include the following additional levels of security. 
 

After-hours key entry to offices 

 

     Dedicated and secured Data 

Center 
 

♦ Locked down 24-hours per day 

 

♦ Two separate, fully redundant HVAC systems for server areas 

♦ Only accessible by management controlled key 

♦ Protected by a state of the art, non-liquid automatic fire suppression system 

♦ No access is permitted to the office cleaning staff 

♦ Accessed by key personnel only  (e.g.  Information Technology and Management staff). 

Access is required for nightly data backups, new installations, upgrades and maintenance. 
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NETWORK SECURITY  

 

Database security includes protection of client data residing on the database server and as it is transmitted 

over the internet through the application server. The security measures in place ensure that client data 

is only available and accessed by authorized users. 

 

There is a nightly backup of the ServicePoint system that is comprised of a backup of the database and a 

backup of the application code. Our standard protocol includes nightly tape backup of the client's 

database that is carried three miles off-site and stored in a fireproof facility. Bowman Systems maintains 

redundant power for all on-site servers via building power and building generator  and  redundant 

bandwidth provided via two separate upstream providers. Our data center contains a state-of-the-art, 

non- destructive fire-suppression system. Bowman Systems also utilizes RAID technologies (Redundant 

Array of Independent Disks) to mirror the hard drives, provide faster data throughput and ensure reliable 

data. 

♦    Multiple broadband connections, fully load balanced for reliability and speed. 
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♦    Reliable Enterprise class Cisco switches and routing equipment. 

 

♦ A natural gas powered generator capable of powering the facility indefinitely and UPS 

backups to supply uninterrupted power and prevent power surges that may damage 

equipment. This system is tested monthly (in such a way that power is not interrupted) 

to ensure reliability. 

 

♦    Two separate, fully redundant HVAC systems for server areas. 

 

♦    A non-liquid automatic fire control system. 

 

♦ A physically secure building with keycard access, video surveillance and 24 x 7 security 

guard controlled access. 
 

DATA SECURITY 

 

To ensure availability of customer data in the event of system failure or malicious access, 

redundant records are created and stored in the following manner: 

 

     Nightly database tape backups. 

 

Offsite storage of tape backups 

 

     7-day backup history stored locally on instantly accessible Raid 10 storage 

 

24 hours backed up locally on instantly-accessible disk storage 
 

     1-month backup history stored off site 

 

24 x 7 access to Bowman Systems emergency line to provide assistance related to “outages” or 

“downtime”
. 

 

FIREWALLS 

 

To enhance security further, firewalls are in place on all servers hosted by Bowman Systems. As detailed 

below, there are multiple levels of firewall security: 

 

     The ServicePoint application and database servers are  separate  from  the  Bowman Systems 

internal network. 
 

Bowman Systems utilizes an industry standard Intrusion Detection System to pinpoint 

unauthorized attempts at accessing its network and to shield the customer’s data in the event 

of such an attempt. 
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     Only regular and secured HTTP traffic are permitted through to the Bowman Systems application 

servers. 
 

Only regular and secured HTTP reply traffic is allowed from the Bowman Systems application 

servers. 
 

     Outgoing access to the web from the production network is prohibited. 

As a security policy, specifics on the type of equipment, protocols, and procedures in use are 

never revealed. 
 

Database servers are only accessible via an internal network connection from our 

application servers. 
 

ENCRYPTION 

 

SSL ENCRYPTION 

 

SSL encryption ONLY encrypts the data  going across the  internet to  the  end-user's web  browser. 

Bowman Systems uses AES-256 encryption (Advanced Encryption Standard, 256-bit) in conjunction 

with RSA 2048-bit key lengths. A description can be found at http://en.wikipedia.org/wiki/Key_size. 

 

When an end-user accesses their site, an SSL (encrypted) negotiation is performed between the server at 

Bowman Systems datacenter and the end user's web browser. The traffic that then flows between 

the server and the end user’s workstation is encrypted using the SSL certificate installed on that server. 

This prevents anyone that is sitting in between our server here and the end user's workstation from being 

able to intercept potentially sensitive data. The AES-256 is the method in which the data is encrypted. 

There are various forms of SSL encryption. The key length makes it more difficult to decrypt the encrypted 

data. 

 

PUBLIC KEY INFRASTRUCTURE  (PKI) (OPTIONAL) 

As an option, Private Key Infrastructure (PKI) is available for those needing additional security frameworks. 

PKI is an additional layer of security on TOP of our standard SSL certificates. It is still SSL encrypted, 

however, this method of encryption requires a matching server certificate / client certificate pair in 

order to decrypt the data that is sent from the end user’s Servicepoint site to their Web Browser. 

Without the appropriate PKI client certificate installed on the end-user's workstation, their web browser 

will not be able to decrypt the data and therefore will not be able to access the site. The PKI Client 

Certificate cannot be installed on a workstation without the appropriate password that accompanies the 

certificate.  This allows the  customer  to  regulate  exactly  who  can  and  who  cannot  access  their 

ServicePoint site. 

 

  

http://en.wikipedia.org/wiki/Key_size
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DATABASE ENCRYPTION (OPTIONAL)  

 

The data in ServicePoint encrypted databases are encrypted with AES-128. 

 

DISASTER RECOVERY  

Due to the nature of technology, unforeseen service outages may occur. In order to assure service 

reliability for hosted ServicePoint applications, Bowman Systems offers the following disaster recovery 

options. 

 BASIC DISASTER RECOVERY PLAN 

 

The basic Disaster Recovery Plan is included in the standard ServicePoint contract and includes the 

following: 

 

     Nightly database tape backups. 

 

Offsite storage of tape backups 

 

     7-day backup history stored locally on instantly accessible Raid 10 storage 

 

1-month backup history stored off site 

 

     24 x 7 access to Bowman Systems emergency line to provide assistance related to “outages” or 

“downtime”. 
 

24 hours backed up locally on instantly-accessible disk storage 

 

Standard Recovery: All customer site databases are stored online, and are readily accessible for 

approximately 24 hours; tape backups are kept for approximately one (1) month. Upon recognition of a 

system failure, a site can be copied to a standby server, and a database can be restored, and site recreated 

within three (3) to four (4) hours if online backups are accessible. As a rule, a tape restoration can be 

made within six (6) to eight (8) hours. On-site backups are made once daily and a restore of this backup 

may incur some data loss between when the backup was made and when the system failure occurred. 

 

All internal servers are configured in hot-swappable hard drive RAID configurations. All systems are 

configured with hot-swappable redundant power supply units. Our Internet connectivity is comprised of 

a primary and secondary connection with separate internet service providers to ensure redundancy in 

the event of an ISP connectivity outage. The primary Core routers are configured with redundant power 

supplies, and are configured in tandem so that if one core router fails the secondary router will continue 

operation with little to no interruption in service.  All servers, network devices, and related hardware are 

powered via APC Battery Backup units that in turn are all connected to electrical circuits that are 

connected to a building generator. 
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All client data is backed-up online and stored on a central file server repository for 24 hours. Each night a 

tape backup is made of these client databases and secured in a bank vault. 

 

Historical data can be restored from tape as long as the data requested is 30 days or newer. As a rule, 

the data can be restored to a standby server within 6-8 hours without affecting the current live site.  Data 

can then be selectively queried and/or restored to the live site. 

 

For power outage, our systems are backed up via APC battery back-up units, which are also in turn 

connected via generator-backed up electrical circuits.  For a system crash, Non-Premium Disaster 

Recovery Customers can expect six (6) to eight (8) hours before a system restore with potential for some 

small data loss (data that was entered between the last backup and when the failure occurred) if a tape 

restore is necessary.  If the failure is not hard drive related these times will possibly be much less since 

the drives themselves can be repopulated into a standby server. 

 

All major outages are immediately brought to the attention of executive management. Bowman Systems 

support staff helps manage communication or messaging to customers as progress is made to address 

the service outage. Bowman Systems takes major outages seriously, understands, and appreciates that 

the customer becomes a tool and utility for daily activity and client service workflow. 

 

PREMIUM DISASTER RECOVERY PLAN (OPTIONAL) 

 

The optional Premium Disaster Recovery plan includes all of the Basic Plan features plus several additional 

levels of support to enhance disaster recovery capability. Additional features included are as follows: 

 

     Off site, out-of-state, on a different Internet provider and on a separate electrical grid backups 

of the application server via a secured Virtual Private Network (VPN) connection 
 

Near-Instantaneous backups of application site (no files older than 5 

minutes)     Nightly off site replication of database in case of a primary data 

center failure 

Priority level response (ensures downtime will not exceed 4 hours) 
 

HIPAA COMPLIANCE  

 

HIPAA compliance is a requirement for many agencies that use ServicePoint, particularly as the 

compliance relates to the HIPAA standards for security. The following five (5) methods ensure that 

ServicePoint is fully compliant with HIPAA data center standards: 

 

     Network Security includes firewalls, certification servers, VPN access, and Operating System 

authentication. 
 

Database Encryption (optional – pricing is available upon request) is a database level security 

which encrypts confidential information located in the database tables. 
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     Audit Trails log and report on users who have viewed, updated, or deleted client records. 
 

Client Record Privacy Options allow or restrict access to all or part of a client file, including 

individual fields (data level). 
 

     Automatic timeout logs a user out of the system after a specified period, thereby decreasing 

the potential viewing or manipulation of client data by unauthorized individuals. 
 

UNAUTHORIZED ACCESS  

 

If an unauthorized entity were to gain access to a customer's system and client data or if there 

were suspicion of probable access, Bowman Systems would take the following steps: 
 

The system would be examined to determine the presence of system or data 

corruption.  

    If the system has been compromised, the system would be taken offline. 

Using the previous night's backup, a restored copy of the system data would be loaded 

onto another server, and the system brought back on line with the back-up data. 
  

     Comparing the back-up database to the  database  taken  offline,  an  investigation  would  be 

launched to determine the extent of the unauthorized activity/corruption, and the corrective 

action needed. 

Upon completion of the investigation, findings would be reported to the customer and 

options would be discussed. 
 

Upon customer approval, corrective action would be initiated. Corrective action could include all 

or part of the following: 
 

♦ The original hard drive would be completely erased and rebuilt, including a new operating 

system, SSL Certificate, application(s), and the back-up database. 
 

♦ If applicable and feasible, lost data from the original database would be restored. 
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ATTACHMENT F - GCPCOC CIS DATA 

QUALITY PLAN 

INTRODUCTION 

This document describes the Homeless Management Information System (HMIS), known locally as the Community 

Information System (CIS), data quality plan for Gulf Coast Partnership Continuum of Care (GCPCOC). The document 

includes data quality plan and protocols for ongoing data quality monitoring that meets requirements set forth by the 

Department of Housing and Urban Development (HUD). It is developed by Gulf Coast Partnership, in coordination 

with the CIS participating agencies and community service providers. This CIS Data Quality Plan is to be updated 

annually, considering the latest CIS data standards and locally developed performance plans. 

CIS DATA AND TECHNICAL STANDARDS 

An CIS is a locally administered, electronic data collection system that stores longitudinal person-level information 

about the persons who access homeless and other human services in a community. Each CoC receiving HUD funding 

is required to implement an HMIS/CIS to capture standardized data about all persons accessing the homeless 

assistance system. Furthermore, elements of HUD’s annual CoC funding competition are directly related to a CoC’s 

progress in implementing its CIS.  

In 2004, HUD published HMIS Data and Technical Standards in the Federal Register. The Standards defined the 

requirements for data collection, privacy safeguards, and security controls for all local HMIS/CIS. In March 2010, HUD 

published changes in the HMIS Data Standards Revised Notice incorporating additional data collection requirements 

for the Homelessness Prevention and Rapid Re-Housing Program (HPRP) funded under the American Recovery and 

Reinvestment Act (ARRA). Additional Data Standards are currently under revision to incorporate new privacy and 

technology industry standards. 

WHAT IS DATA QUALITY? 

Data quality is a term that refers to the reliability and validity of client-level data collected in the CIS. It is measured by 

the extent to which the client data in the system reflects actual information in the real world. With good data quality, 

the CoC can “tell the story” of the population experiencing homelessness. The quality of data is determined by 

assessing certain characteristics such as timeliness, completeness, and accuracy. In order to assess data quality, a 

community must first think about what data quality means and document this understanding in a data quality plan. 

WHAT IS A DATA QUALITY PLAN? 

A data quality plan is a community-level document that facilitates the ability of the CoC to achieve statistically valid 

and reliable data. A data quality plan is generally developed by the CIS Lead Agency with input from community 

stakeholders and is formally adopted by the CoC. In short, a data quality plan sets expectations for both the 

community and the end users to capture reliable and valid data on persons accessing the homeless assistance system. 
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WHAT IS A DATA QUALITY MONITORING PLAN? 

A data quality monitoring plan is a set of procedures that outlines a regular, on-going process for analyzing and 

reporting on the reliability and validity of the data entered into the CIS at both the program and aggregate system 

levels. A data quality monitoring plan is the primary tool for tracking and generating information necessary to 

identify areas for data quality improvement. 

DATA QUALITY PLAN 

DATA TIMELINESS 

Entering data in a timely manner can reduce human error that occurs when too much time has elapsed between the 

data collection, or service transaction, and the data entry. The individual doing the data entry may be relying on 

handwritten notes or their own recall of a case management session, a service transaction, or a program exit date; 

therefore, the sooner the data is entered, the better chance the data will be correct. Timely data entry also ensures 

that the data is accessible when it is needed, either proactively (e.g. monitoring purposes, increasing awareness, 

meeting funded requirements), or reactively (e.g. responding to requests for information, responding to inaccurate 

information). 

Data entry timeframe by program type (excluding weekends or holidays): 

❖ Emergency Shelters: Universal Data Elements and Housing Check-In/Check-Out are entered within 1 

workday (24 work hours after the check-in/check-out time) 

❖ Transitional and Permanent Supportive Housing Programs: Universal Data Elements, Program- Specific Data 

Elements, and Housing Check-In/Check-Out are entered within 3 workdays 

❖ Rapid Re-Housing and Homelessness Prevention Programs: Universal and Program-Specific Data Elements 

are entered within 1 workday (24 work hours after the enrollment/eligibility established) 

❖ Outreach Programs: Limited data elements entered within 3 workdays of the first outreach encounter. Upon 

engagement for services, all remaining Universal Data Elements entered within 3 workdays 

❖ Supportive Services Only Programs: Universal Data Elements are entered within 3 workdays 

DATA COMPLETENESS 

All data entered into the CIS shall be complete. Partially complete or missing data (e.g., missing digit(s) in a SSN, 

missing the year of birth, missing information on disability or veteran status) can negatively affect the ability to 

provide comprehensive care to clients. Missing data could mean the client does not receive needed services – 

services that could help them become permanently housed and end their episode of homelessness. 

The Continuum of Care’s goal is to collect 100% of all data elements. However, the CoC recognizes that this may not 

be possible in all cases. Therefore, the CoC has established an acceptable range of null/missing and unknown/don’t 
know/refused responses, depending on the data element and the type of program entering data. 
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ALL CLIENTS SERVED 

All programs using the CIS shall enter data on one hundred percent (100%) of the clients they serve.  

Acceptable range of missing (null) and unknown (don’t know/refused) responses: 

 TH, PSH, ES, Outreach 

Data Element Missing Unknown Missing Unknown Missing Unknown 

First & Last Name 0% 0% 0% 0% 0% 10% 

SSN 0% 5% 0% 5% 0% 50% 

Date of Birth 0% 2% 0% 2% 0% 30% 

Race 0% 5% 0% 5% 0% 30% 

Ethnicity 0% 5% 0% 5% 0% 30% 

Gender 0% 0% 0% 0% 0% 5% 

Veteran Status (Adults) 0% 5% 0% 5% 0% 30% 

Disabling Condition (Adults) 0% 5% 0% 5% 0% 30% 

Residence Prior to Entry 0% 0% 0% 0% N/A N/A 

Zip of Last Perm. Address 0% 10% 0% 30% 0% 50% 

Housing Status (Entry) 0% 0% 0% 0% N/A N/A 

Housing Status (Exit) 0% 10% 0% 30% N/A N/A 

Income & Benefits (Entry) 0% 2% N/A N/A N/A N/A 

Income & Benefits (Exit) 0% 10% N/A N/A N/A N/A 

Add’l PDEs (Adults; Entry) 0% 5% N/A N/A N/A N/A 

Destination (Exit) 0% 10% 0% 30% N/A N/A 

 

BED/UNIT UTILIZATION RATES 

One of the primary features of a CIS is the ability to record the number of client stays or bed nights at a homeless 

residential facility. Case managers or shelter staff enter a client into the CIS and assign them to a bed and/or a unit. 

The client remains there until he or she exits the program. When the client exits the program, they are also exited 

from the bed or unit in the CIS. 

Acceptable range of bed/unit utilization rates for established projects: 

❖ Emergency Shelters: 75%-105% 

❖ Transitional Housing: 80%-105% 

❖ Permanent Supportive Housing: 85%-105% 

The CoC 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. 
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DATA ACCURACY & CONSISTENCY 

Information entered into the CIS needs to be valid, i.e. it needs to accurately represent information on the people 

that enter any of the homeless service programs contributing data to the CIS. Inaccurate data may be intentional or 

unintentional. In general, false or inaccurate information is worse than incomplete information, since with the latter, 

it is at least possible to acknowledge the gap. Thus, it should be emphasized to clients and staff that it is better to 

enter nothing (or preferably “don’t know” or “refused”) than to enter inaccurate information. To ensure the most 

up-to-date and complete data, data entry errors should be corrected on a monthly basis. 

All data entered into the CoC’s CIS shall be a reflection of information provided by the client, as documented by the 

intake worker or otherwise updated by the client and documented for reference, correct personal information (see 

below). 

Data consistency will ensure that data is understood, collected, and entered consistently across all programs in the 

CIS. Consistency directly affects the accuracy of data; if an end user collects all of the data, but they don’t collect it in 

a consistent manner, then the data may not be accurate.  All data in CIS shall be collected and entered in a common 

and consistent manner across all programs. To that end, all intake and data entry workers will complete an initial 

training before accessing the live CIS system. 

ALIASES 

Participating agencies will make their best effort to record accurate data. Only when a client refuses to provide his or 

hers or dependent’s personal information and the program funder does not prohibit it, it is permissible to enter 

client data under an alias. To do so, the agency must follow these steps: 

❖ Create the client record, including any family members, under an assumed first & last name 

❖ Set the date of birth to 1/1/XXXX, where XXXX is the actual year of birth 

❖ Skip any other identifiable elements or answer them as “refused” 

❖ Make a notation of the alias in the client file and include the corresponding CIS Client ID 

If a client’s record already exists in CIS, the agency must not create a new alias record. Client records entered under 

aliases may affect agency’s overall data completeness and accuracy rates. The agency is responsible for any 

duplication of services that results from hiding the actual name under an alias. 

SAMPLING 

Unless a more accurate method is available (e.g., client interview, third party verification, etc.), a sampling of client 

source documentation can be performed to measure the data accuracy rate. The CIS support staff will request a 

number of client files or intake forms during the annual quality improvement site visit and compare the source 

information to that entered in the CIS. Only those parts of the client file that contain the required information will be 

reviewed, excluding any non-relevant, personal, or agency- specific information. 

  



 

 

 

 

F-4 | P a g e  

 

DATA CONSISTENCY CHECKS 

The CIS staff may check data accuracy and consistency by running program pre-enrollment, co-enrollment, or post-

enrollment data analysis to ensure that the data “flows” in a consistent and accurate manner. For example, the 

following instances will be flagged and reported as errors: 

❖ Mismatch between exit/entry data in subsequent enrollment cases 

❖ Co-enrollment or overlapping enrollment in the same program type 

❖ Conflicting assessments 

❖ Household composition error 

DATA QUALITY MONITORING PLAN 

ROLES AND RESPONSIBILITIES 

❖ Data Timeliness: The CIS support staff will measure timeliness by running custom reports in ServicePoint. 

Programs of different types will be reviewed separately. The summary report and any related client detail 

reports will be emailed to the agency program manager during the first week of the following month. The 

agency will be required to improve their data timeliness or provide explanation before the next month’s 

report. 

❖ Data Completeness: The CIS support staff will measure completeness by running APRs, Universal Data 

Quality, or custom reports, and compare any missing rates to the data completeness benchmarks. The 

summary report and any related client detail reports will be emailed to the program manager during the 

first week of the following month. The agency will be required to improve their data completeness rate or 

provide explanation before the next month’s report. 

❖ Data Accuracy: The CIS support staff will review source documentation during the annual site visits. The 

agency staff is responsible to make this documentation available upon request. To facilitate the process, the 

CIS staff may send a list of Client IDs that will be reviewed beforehand. Outreach programs may be exempt 

from the data accuracy review. 

MONITORING FREQUENCY 

❖ Monthly Review: Data Timeliness and Data Completeness 

❖ Annual Review – site visits: Data Accuracy 

❖ Other: Data quality monitoring may be performed outside of the regularly scheduled reviews, if requested 

by program funders or other interested parties (the agency itself, CIS Lead Agency, CoC, HUD, or other 

Federal and local government agencies) 

COMPLIANCE 

❖ Data Timeliness: The average timeliness rate in any given month should be within the allowed timeframe. 

❖ Data Completeness: There should be no missing (null) data for required data elements. 

❖ Responses that fall under unknown (don’t know or refused) should not exceed the allowed percentages in 

any given month. Housing providers should stay within the allowed utilization rates. 

❖ Data Accuracy: The percentage of client files with inaccurate CIS data should not exceed 10%. (For example, 

if the sampling includes 10 client files, then 9 out of 10 of these files must have the entire set of 

corresponding data entered correctly in CIS.) 
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DATA QUALITY REPORTING AND OUTCOMES 

The CIS Staff will send data quality monitoring reports to the contact person at the agency responsible for CIS data 

entry. Reports will include any findings and recommended corrective actions. If the agency fails to make corrections, 

or if there are repeated or egregious data quality errors, the CIS Staff may notify the agency’s funders or community 

partners about non-compliance with the required CIS participation. 

CIS data quality certification is now part of several funding applications, including for CoC and ESG programs. Low CIS 

data quality scores may result in denial of this funding. 

TERMS & DEFINITIONS 

DATA QUALITY BENCHMARKS 

Quantitative measures used to assess the validity and reliability of the data. These include measures for: 

❖ Timeliness – Is the client information, including intake data, program entry dates, services provided, and 

program exit dates entered into the CIS within a reasonable period of time? Example: Client information is 

entered within 2 working days of intake. 

❖ Completeness – Are all of the clients receiving services being entered into the CIS? Are all of the appropriate 

data elements being collected and entered into the CIS? Example: All programs using the CIS shall enter 

data on 100 percent of the clients they serve. Example: Missing information does not exceed 5 percent for 

the HUD Universal and Program-Specific Data Elements for all clients served. 

❖ Accuracy – Does the CIS data accurately and consistently match information recorded on paper intake forms 

and in client files? Are CIS data elements being collected in a consistent manner? Example: 95 percent of 

data entered into an CIS must reflect what clients are reporting. Example: CIS users will record the full, legal 

name of the client (first, middle, last) into the system. Do not use nicknames or aliases. 

DATA QUALITY MONITORING PLAN 

A set of procedures that outlines a regular, on-going process for analyzing and reporting on the reliability and validity 

of the data entered into the CIS at both the program and aggregate system levels. A data quality monitoring plan is 

the primary tool for tracking and generating information necessary to identify areas for data quality improvement. 

DATA QUALITY PLAN 

A community-level document that facilitates the ability of a CoC to achieve statistically valid and reliable data. A data 

quality plan is generally developed by the CIS Lead Agency with input from community stakeholders, and is formally 

adopted by the CoC. At a minimum, the plan should: 

❖ Identify the responsibilities of all parties within the CoC that affect data quality. 

❖ Establish specific data quality benchmarks for timeliness, completeness, and accuracy. 

❖ Describe the procedures that the CIS Lead Agency will take to implement the plan and monitor progress to 

meet data quality benchmarks. 

❖ Establish a timeframe for implementing the plan to monitor the quality of data on a regular basis. 
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DATA QUALITY STANDARDS 

A national framework for ensuring that every Continuum of Care can achieve good quality CIS data. It is anticipated 

that HUD will propose Data Quality Standards that 1) establishes administrative requirements and, 2) sets baseline 

data quality benchmarks for timeliness, completeness, and accuracy. 

COMMUNITY INFORMATION SYSTEM (CIS) 

A locally administered, electronic data collection system that stores longitudinal person-level information about the 

men, women, and children who access homeless and other human services in a community. Each CoC receiving HUD 

funding is required to have a functional CIS. Furthermore, elements of HUD’s annual CoC funding competition are 

directly related to a CoC’s progress in implementing its CIS. 

CIS DATA ELEMENTS 

❖ Program Descriptor Data Elements (PDDE) – data elements recorded about each project in the CoC, 

regardless of whether the project participates in the CIS. PDDEs are updated at least annually. HUD’s 

Program Descriptor Data Elements as set forth in the CIS Data Standards Revised Notice, March 2010, Data 

Elements 2.1 through 2.13. 

❖ Universal Data Elements (UDEs) – baseline data collection that is required for all programs reporting data 

into the CIS. HUD’s Universal Data Elements are set forth in the HMIS Data Standards Revised Notice, March 

2010, Data Elements 3.1 through 3.15. 

❖ Program Specific Data Elements (PDEs) – data provided about the characteristics of clients, the services that 

are provided, and client outcomes. These data elements must be collected from all clients served by 

programs that are required to report this information to HUD. HUD’s Program-specific Data Elements are set 

forth in HMIS Data Standards Revised Notice, March 2010, Data Elements 4.1 through 4.15H. 

❖ Annual Performance Report Program Specific Data Elements – the subset of HUD’s Program-specific Data 

Elements required to complete the SHP Annual Performance Report (APR) set forth in the HMIS Data 

Standards Revised Notice, March 2010, Data Elements 4.1 through 4.14. 

CIS DATA QUALITY 

Refers to the reliability and validity of client-level data. CIS data quality can be measured by the extent to which the 

client data in the system reflects actual information in the real world. 

CIS REPORTS 

❖ Annual Homeless Assessment Report (AHAR) – HUD’s annual report to Congress on the nature and extent 

of homelessness nationwide. 

❖ Annual Performance Report (APR) – A reporting tool that HUD uses to track program progress and 

accomplishments of HUD homeless assistance programs on an annual basis. Formerly known as the Annual 

Progress Report. 

❖ Universal Data Quality – ServicePoint report that returns a list of clients enrolled in a particular program 

with universal data answers, and includes flags for missing answers. 

❖ Report Writer / ART – ServicePoint’s custom reporting utilities that can be used for data quality analysis. 
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CIS STAFF 

Staff members of the CIS Lead Agency that are responsible for user training, user support, reporting, analysis, and 

quality improvement of the CIS data. 

PROGRAM TYPES AND CORRESPONDING FUNDING SOURCES 

❖ Emergency Shelter (ES): ESG Shelter, VA Community Contract, Other/Private funding 

❖ Transitional Housing (TH): SHP TH, VA GPD, Other/Private funding 

❖ Permanent Supportive Housing (PSH): SHP PH, SPC, Sec. 8 SRO, VASH, Other/Private funding + SHP Safe 

Haven (for purposes of this DQ Plan) 

❖ Rapid Re-Housing (RRH): ESG RRH, SSVF RRH, Other/Private funding 

❖ Homelessness Prevention (HP): ESG HP, SSVF HP, Other/Private funding 

❖ Outreach: ESG Outreach, SHP SSO with Outreach, PATH, Other/Private funding 

❖ Supportive Services Only Programs (SSO): SHP SSO without Outreach, HHSP, HVRP, Other/Private funding



 

 

 
 

 

 

RELEASE OF INFORMATION (ROI) 

 

_______________________________________________ is a Partner Agency in the Community Information System 

(CIS) serving Charlotte County. CIS is a shared database system collecting information about people who access 

services and housing for those who are homeless or at risk of becoming homeless. The database is administered by 

the Gulf Coast Partnership, Inc. CIS can improve the services and programs for homeless and low-income households 

by allowing authorized staff at Partner Agencies to share client information and to follow trends and service patterns 

over time. CIS operates over the Internet and uses many security protections to ensure confidentiality. 

 

Participation in the CIS program is important to our community’s ability to provide you with the best services and 

housing possible. As you receive services, information will be collected about you, the services provided to you, and 

the outcomes these services help you to achieve. 

❖ Personally Identifiable Information (PII) such as name, gender, race, social security number, and date of 

birth will not be shared beyond local partner agencies.  

❖ Sensitive information covered under HIPAA will not be entered in CIS.  

❖ A list of Partner Agencies is available on request.  

❖ Authorizing your information to be shared with Partner Agencies is voluntary. 

❖ Refusing to do so will not limit you access to shelter or services.  

I give authorization for my basic and relevant information and that I am authorized to sign for those listed below to 

be entered in the CIS for up to seven (7) years and shared between Partner Agencies. 

 

I understand that I may cancel this authorization at any time by written request. I understand that this release is 

valid until revoked. 

__________________________________ __________________________________ __________________________________ 

Printed Name of Head of Household Signature of Head of Household Date 

__________________________________ __________________________________ __________________________________ 

Printed Name of Client #2 Printed Name of Client #3 Printed Name of Client #4 

__________________________________ __________________________________ __________________________________ 

Printed Name of Client #5 Printed Name of Client #6 Printed Name of Client #7 

__________________________________ __________________________________ __________________________________ 

Printed Name of Agency Witness Signature of Agency Witness Date 



 

 

 
 

 

Community Information System (CIS) 

Client Privacy Rights 
 

ABOUT  

YOUR  

INFORMATION: 

USES 

RISKS 

PROTECTIONS 

• Information you provide to this agency will be entered into the Community Information 

System (CIS) and shared with Partner Agencies unless you opt-out. 

• You will receive the same services, whether you allow your personal information to be 

entered in the CIS and shared with Partner Agencies or not. 

• Your personal information that is in the CIS will not be shared with any other people or 

organizations outside of CIS unless you say it can be. 

• Your personal information that is in the CIS will not be shared with any other 

government agencies except as required by law. 

• Personally identifying information, such as names, birthdays and social security numbers, 

will be available to Partner Agencies in the CIS Database for seven years. 

• Although careful measures are taken to protect the personal information entered in the 

CIS, it may be possible that a person could access your information and use the 

information to locate you, commit identity theft, or learn about sensitive personal 

information entered in the CIS. 

• Your data is protected by legal agreements signed by users of the CIS and by electronic 

encryption of your personal information. 

• Information in the CIS is used to improve services to clients like you.  

• You can contact Gulf Coast Partnership at the number below if: 

➢ You have questions about the information collected and shared in the CIS and your 

rights regarding that information. 

➢ In the event of an injury to you related to the collection and sharing of information 

in the CIS 

YOUR RIGHTS 

&  

CHOICES 

• You have the right to refuse to provide personal information, or to stop this agency from 

entering and sharing your personal information into the CIS. 

• You have the right to decide what personal information can be shared about you in the 

CIS, and with whom it is shared. 

• You have the right to change your mind about what personal information about you this 

agency has in the CIS, what types of information about you they can share, and who they 

can share it with.  You must notify this agency in writing if you change your mind. 

CONTACT  

INFO 

Gulf Coast Partnership, CIS System Administrator 

408 Tamiami Trail, Unit 121 

Punta Gorda, FL 33950 

941-626-0220 x3 

www.GulfCoastPartnership.org 

 


