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Summary of changes: 
The Annual HMIS Lead Agency Evaluation section was removed. The Violation of HMIS Policies enforcement structure was revised. The Law Enforcement-Affiliated Agencies policy was finalized, expanding participation criteria to include reentry-focused staff. Rapid Re-Housing (RRH) was added to the program types requiring annual assessments. The Project SRC Form process was revised so project closure begins with an HMIS-developed client exit plan rather than requiring all clients to be exited before submission.
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Summary of Terms
Below is a list of terms and acronyms that are used in this document. It is important to understand the meaning of these terms and acronyms before you can fully understand the concepts explained in this document.
	Term
	Definition of Term/Acronym

	HMIS Lead Agency
	This agency manages, administers, and operates HMIS on behalf of the CoC. For the purposes of this document, “HMIS Lead Agency” refers to the designated lead agency for each respective Continuum of Care.

	Agency & User Participation Agreement
	The purpose of this HMIS Agency and End User Agreement is to document and communicate the requirements for the access and utilization of the Homeless Management Information System (HMIS) for the Kansas Balance of State Continuum of Care (KS BoS CoC) and Johnson County Continuum of Care (JoCo CoC) by Agencies and End Users. The Agency must agree to the terms of the agreement for each HMIS End User license within the KS BoS CoC and/or JoCo CoC.

	HMIS End User
	Agency staff that has completed all required trainings, signed an agency & user agreement, and currently has access to their user profile for the purposes of inputting or using HMIS data or a comparable database.

	New User
	An individual who does not have an existing HMIS - Clarity Human Services user profile, has recently received a profile, or is awaiting to receive their profile information.

	CHO
	Covered HMIS/Homeless Organization

	Agency Primary/Secondary Contact
	The individuals that are employed with the CHO and have taken on the responsibility to be the primary and secondary contacts on the agency's behalf in relation to HMIS.

	HMIS Administrator/Coordinator
	Individual or team that manages and supports the operation of HMIS. You can visit the staff page of the KSHC website to see who this person is or people are currently for your CoC. A link to this website can be found on the Resources page.

	Data Quality Plan
	This document describes the Homeless Management Information System (HMIS) data quality plan for a CoC. The document includes a data quality plan and protocols for ongoing data quality monitoring that meets requirements set forth by the Department of Housing and Urban Development (HUD).

	Governance Charter
	Charter that establishes the governance structure for the operation of the HMIS. It’s primary purpose is to articulate the CoC’s decision making process for its HMIS.

	ROI
	Release of Information

	JoCo CoC
	Johnson County Continuum of Care

	BoS CoC
	Balance of State Continuum of Care


[bookmark: _Resources][bookmark: Bookmark6]Resources
	Link
	Description

	Kansas Statewide Homeless Coalition Website
	A great place to familiarize yourself with the BoS CoC and the current things that the team is working on. You can also find trainings and helpful resources on the HMIS portion of the website.

	HMIS Data Dictionary
	This manual provides the detailed information required for system programming on all HMIS elements and responses required to be included in HMIS software. It delineates data collection requirements, system logic, and contains the XML and CSV tables and numbers. The manual also includes critical information about data collection stages, federal partner data collection required elements, and metadata data elements.

	HMIS Data Standards Manual
	This manual provides a review of all the Universal Data Elements and Program Descriptor Data Elements. It contains information on data collection requirements, instructions for data collection, and descriptions that the HMIS End User can use as a reference.

	HMIS Standard Reporting Terminology Glossary
	This Glossary is designed to provide HMIS systems, and their programmers, a foundation upon which they can best program
HMIS- required reports.
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Introduction to HMIS
In 2001, Congress directed the U.S. Department of Housing and Urban Development (HUD) to improve the quality and availability of data on homelessness in the United States. HUD requires each Continuum of Care (CoC) to operate a data system that can produce an unduplicated count of people experiencing homelessness within its geographic area.
The Homeless Management Information System (HMIS) is the system used to meet this requirement. HMIS is a secure, web-based database used by participating agencies to record and store client-level information. All agencies within a CoC that are required to use HMIS must enter data using the established data standards.
HMIS records information about the people served, the services provided, and housing outcomes over time. This information is used to coordinate services across agencies, reduce duplicate assistance, and identify gaps in the local homeless response system.
HMIS data is used for local, state, and federal reporting. It is also used to monitor program performance, inform funding and planning decisions, and support policy and advocacy efforts.
These HMIS Policies and Procedures establish the requirements for access to and use of HMIS within the Kansas Balance of State Continuum of Care (KS-507) and the Johnson County Continuum of Care (KS-505). All agencies and users with access to HMIS within these CoCs must comply with these requirements.
HMIS SOFTWARE
Each CoC must decide on a HMIS Software and Vendor. It empowers human service providers, agencies, coalitions, and communities to manage real-time client and services data. The selected software vendor and HMIS (or comparable database) system must meet all HUD and other federal partners’ regulations and policies, and the following requirements:
· Ensure the HMIS design meets the federal HMIS Data Standards.
· Develop a code book and provide other documentation of programs created.
· Provide ongoing support to the HMIS Leads pertaining to the needs of end users to mine the database, generate reports, and other interface needs.
· Administer the product servers, including web and database servers. Monitor access to HMIS (or comparable database) through auditing. Monitor functionality, speed, and database backup procedures.
· Provide backup and recovery of internal and external networks. Maintain the system twenty-four hours a day, seven days a week.
· Communicate any planned or unplanned interruption of service to the HMIS Lead Agency. Take all steps needed to secure the system against breaches of security and system crashes.
HMIS VENDOR
Clarity Human Services (“Clarity”) is a web-based HMIS software owned by Bitfocus, Inc. (“Bitfocus”) and it has been designated as the HMIS software. It empowers human service providers, agencies, coalitions, and communities to manage real-time client and services data. 
[image: ]
COMPARABLE DATABASE SYSTEM
The Violence Against Women Act (VAWA) and the Family Violence Prevention and Services Act (FVPSA) contain strong, legally codified confidentiality provisions that prohibit Victim Service Providers (VSPs) from using HMIS. However, VSPs that are recipients or subrecipients under the CoC’s and ESG Programs are required to collect client-level data consistent with HMIS data collection requirements. To protect clients, VSPs must enter required client-level data into a comparable database that complies with all requirements outlined in HUD’s Comparable Database Vendor Checklist.
HMIS Continua of Care
KSHC COLLABORATION
The Kansas Statewide Homeless Coalition (KSHC) has entered into a Master Agreement for Services with Bitfocus Clarity Human Services to provide HMIS services to the Kansas Balance of State Continuum of Care (KS BoS CoC) and Johnson County Continuum of Care (JoCo CoC).
KANSAS BALANCE OF STATE COC
The Kansas Balance of State Continuum of Care covers 101 counties in Kansas, excluding Johnson, Sedgwick, Shawnee, and Wyandotte counties, who operate as individual county CoCs. To make for easier coordination, the CoC is separated into 9 different regions. Every CoC has its own unique identifier that includes the state abbreviation and the designated CoC number. For the Kansas BoS that CoC number is KS-507.
[image: A map of different colored squares  AI-generated content may be incorrect.]
[bookmark: _Hlk209771530]The Kansas Housing Resources Corporation (KHRC) has been designated as the HMIS Lead Agency by the KS BoS CoC. KHRC has entered into a contractual agreement with KSHC to provide HMIS System Administration.
All operational agreements, policies, procedures, and protocols are reviewed annually by Kansas Statewide Homeless Coalition in collaboration with the HMIS Oversight Committee to comply with HUD HMIS Standards and improve HMIS implementation. The KS BoS CoC Steering Committee is responsible for the HMIS Lead Agency selection/evaluation and approval of the KS BoS CoC HMIS Policies and Procedures.
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JOHNSON COUNTY COC
The Johnson County Continuum of Care covers Johnson County in Kansas. To make for easier visualization, the CoC is showed below in relation to neighboring counties within the Kansas Balance of State and other CoC's. Every CoC has its own unique identifier that includes the state abbreviation and the designated CoC number. The JoCo CoC number is KS-505.
[image: A logo for a building  AI-generated content may be incorrect.]
* The image illustrates the geographic coverage of the Johnson County Continuum of Care (CoC), which serves Johnson County, Kansas.
The Kansas Statewide Homeless Coalition (KSHC) has been designated as the HMIS Lead Agency by the KS-505 CoC. KS-505 CoC has entered into a contractual agreement with KSHC to provide HMIS System Administration. All operational agreements, policies, procedures, and protocols are reviewed annually by the KS-505 CoC Board in collaboration with the HMIS Oversight Committee to comply with HUD HMIS Standards and improve HMIS implementation. The KS-505 CoC Board acts on behalf of the broader CoC membership. The Board governs policies and procedures and directs the CoC more broadly. Relating to HMIS, the KS-505 CoC Board is responsible for the governance, oversight, and the HMIS Lead Agency selection/evaluation and approval of the HMIS Policies and Procedures. United Community Services of Johnson County, Inc (UCS) is the lead Planning Agency for the COC responsible for coordinating, convening, organizing, monitoring, and submitting financial applications on behalf of the CoC.
Stakeholder responsibilities are summarized within the KS505 Governance Charter. Refer to the KS-505 HMIS Governance Charter (see Appendix A). . Please refer to the Roles and Responsibilities section for more details.
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Policy Requirements
All agencies and users participating in HMIS must follow these HMIS Policies and Procedures, applicable HUD regulations, and the current HMIS Data Standards. These requirements apply to all HMIS activity without exception.
Appendix A: HMIS Resources and Reference Documents contains the supporting materials for these requirements, including HUD manuals, HMIS Data Standards, and federal partner program guidance. Appendix A is the official reference for current versions of these materials.
HUD typically updates these resources twice per year, with changes taking effect on October 1 to align with the federal fiscal year. Appendix A will be updated as needed to reflect current guidance. Updates to Appendix A do not require a full revision of these Policies and Procedures.
FUNDING
Funding for the software and operations of the HMIS shall be provided by the HMIS lead agency through HUD CoC’s program, HMIS grant as well as other funding from the CoC's and participating CHOs. In the event of a funding shortage it is the responsibility of the HMIS Lead Agency, the HMIS Oversight Committee and the CoC's Governing Body to explore options to increase revenue.
POLICY AMENDMENTS
The HMIS Policies and Procedures will be reviewed and revised at least annually to ensure continued compliance with applicable regulations and best practices. However, the HMIS Oversight Committee reserves the authority to amend the privacy policies and procedures at any time.
Amendments may be initiated under the following circumstances:
· When the U.S. Department of Housing and Urban Development (HUD) issues updates or revisions to HMIS requirements or privacy standards.
· When the HMIS Oversight Committee determines that changes are necessary to improve system functionality, enhance data privacy and security, or align with evolving operational needs.
Any amendment may apply retroactively to data previously entered into the HMIS, depending on the nature of the change. All amendments will remain consistent with current HUD-issued privacy and data security standards.
HMIS Governance
Governance Overview
The Homeless Management Information System (HMIS) for the Kansas Balance of State Continuum of Care (KS-507) and the Johnson County Continuum of Care (KS-505) is governed jointly by the CoC Governing Bodies, the HMIS Lead Agency, and the HMIS Oversight Committee. Each entity has defined responsibilities and decision-making authority.
The CoC Governing Bodies hold final authority over HMIS policies, designation of the HMIS Lead Agency, and major system decisions. The HMIS Lead Agency manages day-to-day operations and ensures the system functions in compliance with HUD requirements. The HMIS Oversight Committee reviews system performance, data quality, and compliance and makes recommendations to the CoC Governing Bodies.
All three entities must carry out their responsibilities in coordination. No single entity may act outside its defined role in matters related to HMIS governance.
Continuum of Care (CoC)
Each CoC is responsible for oversight and direction of HMIS within its jurisdiction. This includes ensuring participation, supporting required reporting, and coordinating system performance efforts with the HMIS Lead Agency.
Each CoC must conduct outreach to eligible agencies not currently using HMIS, including mainstream programs that serve people experiencing homelessness. CoCs must also provide complete and accurate information for the Housing Inventory Count (HIC) and coordinate with the HMIS Lead Agency on System Performance Measures (SPMs) and Longitudinal System Analysis (LSA) reporting.
CoC Governing Bodies
The KS-507 Balance of State CoC Steering Committee and the KS-505 CoC Board are responsible for HMIS oversight at the governance level.
These bodies must designate the HMIS Lead Agency and HMIS software, approve all HMIS Policies and Procedures, and review HMIS data to inform planning and funding decisions. They must also review HMIS vendor contracts to ensure compliance with HUD requirements.
HMIS Lead Agency
The HMIS Lead Agency is designated by the CoCs in accordance with the CoC Program Interim Rule and is responsible for operating HMIS on behalf of both CoCs.
Kansas Housing Resource Corporation (KHRC) serves as the HMIS Lead Agency for KS-507 and contracts with the Kansas Statewide Homeless Coalition (KSHC) for system administration. KSHC serves as the HMIS Lead Agency for KS-505.
The HMIS Lead Agency is responsible for system operation, including vendor management, system configuration, data security, user access, and ongoing maintenance. The Lead Agency must provide staffing, training, and technical assistance, and must monitor all participating agencies and users for compliance with these Policies and Procedures.
The HMIS Lead Agency must ensure that all data is collected in accordance with HUD HMIS Data Standards and must develop and maintain the Data Quality Plan in coordination with the HMIS Oversight Committee. The Lead Agency is also responsible for completing required HUD reporting, including APR, CAPER, LSA, PIT, HIC, and System Performance Measures.
The HMIS Lead Agency serves as the primary point of contact with HUD and is responsible for maintaining compliance with all applicable federal requirements.
HMIS Oversight Committee
The HMIS Oversight Committee is a joint committee of KS-507 and KS-505. It provides oversight of HMIS operations, including data quality, compliance, privacy, security, and system performance.
The Committee reviews and recommends HMIS Policies and Procedures, monitors system performance, and provides guidance to improve data quality and compliance. It may review HMIS data requests and make recommendations on system improvements.
The Committee operates in an advisory role. It does not have final decision-making authority. All final approvals and designations remain with the CoC Governing Bodies.
Membership, voting procedures, and structure are defined in the HMIS Oversight Committee Charter. Members must disclose conflicts of interest and must not participate in decisions where a conflict exists.
Compliance Oversight
The HMIS Oversight Committee reviews compliance with these Policies and Procedures. Issues related to data quality, privacy, security, system misuse, or policy violations may be referred to the Committee.
Any agency or user found to be out of compliance is subject to the corrective action process defined in this document.
Data Quality Oversight
The HMIS Oversight Committee reviews data quality on a regular basis using established reports and benchmarks. The Committee identifies issues, monitors trends, and provides recommendations to improve data quality. Findings are reported to the CoC Governing Bodies.
Meetings
The HMIS Oversight Committee must meet on a regular schedule as defined in its Charter. Meeting procedures, quorum, voting requirements, and attendance expectations are governed by the Charter.
COLLABORATIVE APPLICANT
The Kansas Statewide Homeless Coalition (KSHC) currently serves as the Collaborative Applicant for the KS BoS CoC and the United Community Services of Johnson County is the Collaborative Applicant for JoCo CoC. The Collaborative Applicant roles and responsibilities for HMIS are outlined in the KS BoS CoC Governance Charter is located at on the Kansas Statewide Homeless Coalition Website (see Appendix A). 
COVERED HOMELESS ORGANIZATION
The responsibilities of the Covered Homeless Organizations include:
· Comply with the HMIS Policies & Procedures and all related HMIS agreements.
· Enter all required data into the HMIS system, up to the standards outlined in the HMIS Data Quality Plan.
· Connect prospective users with HMIS staff for access to Clarity.
· Ensure users are not sharing usernames and passwords. This includes the use of company wide password management software.
· Submit a ticket for any changes to user or program status in a timely manner.
· Explain ROI, post HMIS Data Collection Notice, and provide Privacy Notice to clients upon request. Maintain and update primary and secondary contact information with the HMIS team by submitting a ticket.
HMIS Contact
The CHO’s Executive Director or their designee must select at least one person to act as the Designated Agency HMIS Contact. The responsibilities of the Contact are to:
· Determine which staff members will have access to the HMIS.
· Provide updated agency information in a timely manner, for updates in the HMIS. This includes providing notification about new projects, new users, closed projects, and users that need their access removed.
· Understand and comply with funder data collection and reporting requirements. Inform the HMIS Lead Agency of any violations of HMIS policies and procedures.
Technology Requirements
Participating Agencies must meet the technical standards outlined below to participate in the HMIS: 
· All computers and networks used to access HMIS must have virus protection software and firewall installed. Virus definitions and firewall must be regularly updated.
· Connection to the Internet is the sole responsibility of the Participating Agency and is a requirement to participate in the HMIS. Slow system response times that may arise as a result of slow internet connections cannot be controlled by the HMIS Lead Agency or the HMIS Vendor.
· Have a browser compatible with current HMIS software. The most up to date version of the following browsers are supported by Clarity: Apple Safari, Google Chrome, Mozilla Firefox, and Microsoft Edge.
·  The equipment used to connect to the HMIS system is the responsibility of the CHO. Contributing CHOs will need to provide their own internal technical support for the hardware, software, and Internet connections necessary to connect to the HMIS system according to their own organizational needs.
Roles & Responsibilities
KS BOS COC HMIS END USER Meeting
Purpose
HMIS End User Meetings are held to provide training, share system updates, and give users an opportunity to ask questions and report issues related to HMIS use.
CES End User Meetings may also be used to gather input on Coordinated Entry processes, as applicable.
Feedback collected during these meetings may be used by the HMIS Lead Agency to inform system changes, training priorities, and recommendations to the HMIS Oversight Committee.
Participation
For KS-507, participants include HMIS users, including Coordinated Entry users, within the Kansas Balance of State Continuum of Care.
For KS-505, participants include HMIS users within the Johnson County Continuum of Care.
Agencies using HMIS are expected to ensure appropriate staff attend these meetings.
Responsibilities
HMIS End User Meetings are used to:
· Provide training on HMIS workflows, data entry requirements, and system updates 
· Communicate changes to HMIS policies, procedures, or data standards 
· Identify and clarify data entry issues and system use questions 
· Collect user-reported system issues and workflow barriers 
Users may raise concerns related to system functionality, data entry challenges, or vendor performance during these meetings. These meetings do not serve as a decision-making or governance body.
Meetings and Communication
Meeting schedules and access information are distributed through official HMIS communication channels. The HMIS Lead Agency is responsible for facilitating these meetings.
HMIS END USER RESPONSIBILITIES
Please refer to the HMIS page of our website for the most current responsibilities specific to End Users and CHO's.
DATA INTEGRITY
It is important that CHO's and HMIS System Administration can ensure data integrity within HMIS. This includes a safe and secure place to store information, as well as procedures to ensure that the information is not damaged or altered illicitly after being collected or imported. When information is exported out of HMIS, we must be able to retrieve this information without harming the data. The data that is exported should also be the same as it was when it was collected or imported. Any alterations made to data that change it's validity for purposes other than to accurately depict the client are considered a violation of Data Integrity.
Program Enrollments provide structure for data collection and data sharing. It is important that End Users are accurately capturing the information collected at Program Enrollment and are accurately accepting referrals under the following guidelines for Permanent Housing, including Rapid Re-Housing:
To be admitted indicates the following factors have been met:
1) Information provided by the client or from the referral indicates they meet the criteria for admission;
2) The client has indicated they want to be housed in this project; and
3) The client is able to access services and housing through the project. The expectation is the project has a housing opening (on-site, site-based, or scattered-site subsidy) or expects to have one in a reasonably short amount of time.
Agency Participation and Onboarding
Participation Requirements
Participation in HMIS is required for any agency receiving funding from programs that mandate HMIS use, including HUD Continuum of Care (CoC) and Emergency Solutions Grant (ESG) programs, unless the agency qualifies for an exemption (for example, victim service providers using a comparable database).
Agencies not required by funding may participate in HMIS. Participation is encouraged for programs serving people experiencing or at risk of homelessness to support coordinated services and complete system data.
Agency Application and Approval
An agency must be approved before receiving access to HMIS.
To request participation, the agency must submit an HMIS Agency Participation Application. The HMIS Lead Agency reviews the application and issues one of three determinations: approval, conditional approval, or denial.
Approval is based on the agency’s eligibility, its ability to follow these Policies and Procedures, and its capacity to meet data quality and reporting requirements tied to its funding sources.
Conditional Approval
An agency may receive conditional approval with specific requirements and a defined timeframe.
Conditions may include completing required training, signing all required agreements, demonstrating acceptable data quality, or establishing internal procedures for HMIS use. If the agency does not meet these conditions within the required timeframe, access may be delayed, suspended, or denied.
Agency Agreements
Before access is granted, the agency must sign all required HMIS agreements. These may include the HMIS Participation Agreement, Data Sharing Agreement, and, when applicable, a Memorandum of Understanding.
Access to HMIS will not be provided until all required agreements are fully executed.
Agency Responsibilities
Participating agencies are responsible for ensuring that all HMIS use by their staff complies with these Policies and Procedures.
Agencies must supervise HMIS users, ensure data is entered accurately and on time, protect client privacy and system security, and participate in required training and data quality activities. Agencies must also cooperate with monitoring, reporting, and compliance reviews conducted by the HMIS Lead Agency.
Each agency is responsible for all HMIS activity carried out by its staff.
Denial, Suspension, or Termination
An agency's participation,  including or up to denial, suspension, or termination, may occur if the agency fails to follow these Policies and Procedures, does not meet data quality standards, violates privacy or security requirements, or does not complete required agreements or training. User or agency participation may also be denied if the agency fails to follow the Corrective Action process. All actions related to denial, suspension, or termination will follow the Compliance and Corrective Action process defined in this document.
Access to HMIS
HMIS END USER ACCESS+ New Users
User Requirements
All HMIS users in KS-507 and KS-505 must complete required onboarding steps before receiving access to HMIS.
Each user must sign the HMIS Agency and User Agreement and complete New User Training. Access will not be granted until both requirements are completed.
New User Training is provided through the Learning Management System (see Appendix A) and is required for any staff responsible for entering or maintaining HMIS data. This includes client enrollments, assessments, service entries, housing updates, Coordinated Entry activities, and ongoing record maintenance.
Proof of training completion is maintained by the Kansas Statewide Homeless Coalition.
User Access Review
The HMIS Oversight Committee will periodically review user access roles and permissions to ensure users have appropriate access based on current job responsibilities and business need.
Access reviews may include:
· Administrative permissions 
· Access to sensitive or private client records 
· Cross-agency edit or delete permissions 
· Data analysis and reporting permissions 
Participating agencies must promptly notify the HMIS team when user roles change or when access is no longer needed.
Ongoing Training
All users must complete required training prior to initial access and at least once each year thereafter.
Additional training may be required at any time due to changes in HUD HMIS Data Standards, updates to these Policies and Procedures, system changes, or identified data quality or compliance issues.
Users who do not complete required training may have their HMIS access suspended until training is complete.
Multi-Factor Authentication
All HMIS users must comply with system authentication and password security requirements established by the HMIS Lead Agency and HMIS software vendor.
The HMIS Lead Agency may require the use of multi-factor authentication (MFA) or other enhanced security measures for all HMIS users.
Users are responsible for maintaining access to authentication devices or methods required for secure system access.
Failure to comply with authentication requirements may result in suspension of HMIS access.
Help Desk and Technical Support
All HMIS-related requests must be submitted through the Help Desk. This includes requests for new user accounts, data corrections, system issues, and privacy or security concerns.
If a user cannot access the Help Desk system, they must contact HMIS@kshomeless.com for assistance.
Comparable Database Support (Victim Service Providers)
For KS-507, access to and support for the comparable database used by victim service providers is managed by the vendor, Osnium. Users must contact the vendor directly for technical support. Additional support is available through the Kansas Coalition Against Sexual & Domestic Violence.
For KS-505, support for the comparable database is managed through Apricot. Users must first seek assistance through designated internal staff. Issues that cannot be resolved internally must be escalated to Apricot support through the system or the assigned account manager.
Standard HMIS Workflow
Standard HMIS Workflow
All HMIS users must follow the workflow below when entering and maintaining client data. This workflow applies to all participating agencies and is required to ensure consistent data entry, data quality, and compliance with HUD standards.
1. Client Intake and Release of Information (ROI)
Before collecting HMIS data, agencies must provide the HMIS Data Privacy Notice and explain how the client’s information will be collected, used, and shared. A signed HMIS Release of Information is required before client-level information is shared outside the entering agency, unless the use or disclosure is otherwise permitted or required by law and described in the applicable privacy notice. If a client refuses to sign an ROI, the agency must continue to follow applicable HMIS and funder data collection requirements, enter only the minimum required information, record the client’s consent status, and apply privacy settings that prevent unauthorized sharing. Refusal to sign an ROI must not result in creation of a duplicate client record.
Clients Who Decline Consent
If a client declines consent, a limited record may be created only to document service provision in accordance with HUD HMIS Data Standards.
In these cases, users must limit data entry to the minimum required for system operation and reporting. Personally identifiable information must be restricted to what is necessary.
The user must apply the appropriate privacy settings to prevent data sharing. No information may be shared with other agencies without client consent unless required or permitted by law.
2. Client Enrollment
Clients must be enrolled in HMIS at the point they begin receiving services or are determined eligible for a program, whichever occurs first.
All enrollments must include required Universal Data Elements and all applicable Program-Specific Data Elements. Incomplete enrollments are not considered compliant.
3. Service Documentation
All services and case management activities must be recorded in HMIS as they occur.
Case notes are optional. If used, they must be factual, limited to relevant service information, and must not include subjective opinions or unnecessary personal detail. Clients enrolled in programs with operating periods longer than 365 days must receive an annual reassessment of required data elements. Annual assessments must be completed within 30 days before or after the anniversary of the client's program enrollment date.
Annual assessments are required for the following program types: Permanent Supportive Housing (PSH), Transitional Housing (TH), Rapid Rehousing (RRH), and other project types as defined by the current HUD HMIS Data Standards.
Annual assessments must include, at minimum, updates to income and sources, non-cash benefits, health insurance, disabling condition, and any other data elements required by the program's funding source.
4. Coordinated Entry (CES)
When a program uses Coordinated Entry, users must complete required assessments, enter the client into the CES project, and record all referrals, including outcomes.
Failure to record referrals and outcomes is considered incomplete data entry.
5. Client Exit
Exit requirements differ by project type and must be applied correctly.
For Coordinated Entry, the client must be exited when services end, housing is obtained, or contact is lost. CES is used to manage access to housing resources. Once the client no longer needs CES, the enrollment must be closed.
For housing programs, clients must not be exited solely because housing has been obtained when the housing is part of the program. Clients remain enrolled while receiving services or support.
Clients in housing programs must be exited when services end, the client leaves the program, contact is lost, or the client is no longer participating.
All exits must include an accurate exit date, all required data elements, and a destination recorded using the current HUD-defined destination codes as specified in the HUD HMIS Data Standards. Destination must not be entered as free text. Selecting "No Exit Interview Completed" or leaving destination blank is considered noncompliant unless the client's whereabouts are genuinely unknown and documented as such. Inaccurate or missing destination data directly affects System Performance Measures and Annual Performance Reports and may impact CoC funding.
6. Timeliness of Data Entry
All HMIS data must be entered within three (3) business days of the activity. This includes intake, enrollment, services, and exit.
Entries made outside this timeframe are considered late and may be subject to data quality review.
7. Client Profile Alerts
A Client Profile Alert, also referred to as a Public Alert, is a system-level flag placed at the top of a client's profile in HMIS. It is used to communicate critical, need-to-know information to case managers and authorized HMIS End Users prior to or during a client interaction. Alerts are intended to promote staff safety, improve service coordination, and ensure accurate and efficient case management.
When a Public Alert May Be Used
A Public Alert may be added to a client profile only when the information is directly relevant to service delivery, staff safety, or the accuracy of the client's record.
Public Alerts must not be used to record subjective opinions, unverified claims, punitive notations, or any information that is discriminatory in nature. Alerts must be factual, specific, and limited to information that serves a legitimate service or safety purpose.
Approval Required Before an Alert Is Added
No Public Alert may be added to a client profile without prior approval from the HMIS Director. The requesting user must submit a Help Desk ticket through FreshDesk before the alert is created. The HMIS Director will review the request and respond within three (3) business days. The alert must not be entered into HMIS until written approval is received through the Help Desk ticket. If a request is denied, the reason will be communicated to the submitting user and agency.
Timeframe Requirements
Every Public Alert must have a defined end date at the time it is created. The maximum allowable timeframe for any Public Alert is sixty(60) days from the date of creation. Alerts may not be set to open-ended or indefinite durations.
If the alert remains relevant after the 60-day period, the agency must submit a new Help Desk ticket to request renewal. Each renewal requires a fresh review and approval by the HMIS Director. Renewals are not automatic and must be justified based on current, documented need.
Who May Add or Modify a Public Alert
Only authorized HMIS End Users with the appropriate system permissions may add, edit, or remove a Public Alert, and only after HMIS Director approval has been granted. The HMIS Lead Agency or designated System Administrator is responsible for configuring access to this function.
Agencies must establish an internal approval process so that alerts are not submitted for HMIS Director review without supervisory awareness at the agency level.
Privacy and Confidentiality
Public Alerts are visible to all authorized HMIS End Users who have access to the client's profile in accordance with current sharing and consent settings. Alerts must not contain information that exceeds what is permitted under the client's Release of Information (ROI) or applicable privacy law.
Misuse of the Public Alert function is considered a violation of these Policies and Procedures and is subject to corrective action under the Noncompliance and Corrective Action section.
AGENCY & PARTICIPATION AGREEMENT
The Executive Director of the CHO must sign an HMIS Agency and User Participation Agreement before access is granted to HMIS. Signing of the HMIS Agency and User Participation Agreement is a precursor to project set up, training, and user access. This form must be signed and returned prior to project setup and user access. Understand that the HMIS Oversight Committee may immediately suspend access to any HMIS End User/HMIS Participating Agency for the purpose of investigating any suspicion of breaching this Agreement and any verified breach of this Agreement will result in immediate termination of access. Understand that the HMIS End User and/or Agency may terminate this agreement in writing by submitting a help desk ticket to the Help Desk ticketing system. This Agreement shall be in effect until terminated by either party in writing, until HUD regulatory requirements changes or HMIS Policies change requirements occur.
INACTIVE & DELETED USERS
Inactive Users:
An End User status can be Inactive in HMIS if the user has not logged into their account within a 60 day time period in which the system will automatically send End Users a notification within five days of their account being labeled "Inactive". Once an End User is considered Inactive by the HMIS System, the user will no longer be able to log into HMIS. The End User can prevent this by logging into the HMIS System at least once per 60 calendar days. If an End User account is labeled as inactive or the user is not able to access their account, a Help Desk Ticket should be submitted.
The HMIS Director and/or Oversight Committee has the ability to change an End User's status to Inactive if a violation of the current policies or agreements occurs. The HMIS Oversight Committee will then discuss the violation at the next scheduled meeting before reaching out to the End User and any other necessary parties with a result of the violation, which can include termination of access.
The HMIS Oversight Committee will also deactivate End User accounts that have not been accessed within 120 days on a quarterly basis. The End User will then need to submit a helpdesk ticket to reestablish HMIS access if necessary.
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HMIS Help Desk- FreshDesk
The KSHC HMIS Team is here to support you with any questions, concerns, issues, and/or requests that you may have. The best and most effective way to reach us is via our ticketing system: FreshDesk. FreshDesk is an online portal that allows you to create an account and access any existing tickets that you may have submitted in the past. Go to Freshdesk to submit any CES or HMIS tickets and remember to fill in as many fields as you can. If you are not able to access your FreshDesk account to submit a ticket, please send an email to HMIS@kshomeless.com.
HMIS staff will respond to all inquiries within three (3) business days. Issue resolution may require additional time if the ticket is escalated to the HMIS vendor. Technical support hours are Monday through Friday (excluding holidays) from 8:00 AM to 5:00 PM.
HMIS System Administration staff are available for additional technical assistance via Zoom calls, dependent on schedules and capacity. Please utilize existing training materials at Please utilize existing training materials (see Appendix A) prior to submitting a request. Submit A Help Desk ticket for scheduling.
Help Desk Monitoring
The HMIS Lead Agency may track and categorize Help Desk requests to monitor operational trends, training needs, system issues, and support capacity.
Ticket categories may include:
· User access requests 
· Data correction requests 
· Reporting requests 
· Coordinated Entry support 
· Privacy or security concerns 
· Project configuration requests 
Help Desk reporting may be reviewed as part of ongoing system administration and operational planning.
Limitations to Access
Law Enforcement–Affiliated Agencies — Corrections Center, Detention Center, Reentry
Agencies affiliated with law enforcement may participate in HMIS only when staff are providing housing, case management, reentry, or other services consistent with the purpose of HMIS.
Participation is not automatic. The HMIS Oversight Committee must review all requests and make a recommendation. Final approval must be granted by the applicable CoC Governing Body. For KS-507, approval must be granted by the KS-507 Steering Committee. For KS-505, approval must be granted by the KS-505 Board of Directors.
Approved agencies may be granted HMIS access only after all required conditions are met. Each user must complete required training, sign all required agreements, and comply with these Policies and Procedures, including all privacy, security, and confidentiality requirements. Only trained and approved users may access HMIS or HMIS data. No other staff may access HMIS or HMIS data under any circumstances.
Before any access is granted, the agency must execute a Memorandum of Understanding (MOU) with the HMIS Lead Agency. The MOU must define permitted uses of HMIS data, privacy and security requirements, and the agency's responsibility to protect client information.
The MOU must require that HMIS access is limited to approved users who have completed required training. No other staff may access HMIS or HMIS data. The agency must also submit their internal policies regarding data sharing to the HMIS Lead Agency to be kept on file prior to access being granted.
HMIS data may be used only to provide or coordinate services for people experiencing homelessness. HMIS data must not be used for law enforcement, investigative, or criminal justice purposes unrelated to service provision.
All approved agencies and users are subject to ongoing monitoring. The HMIS Oversight Committee may recommend denial, suspension, or termination of agency participation or user access if there is a risk to client privacy, data security, or system integrity. Final action will follow the Compliance and Corrective Action process outlined in this document.
Public Health Emergencies
Public Health Agencies responding to a public health emergency have the ability to request information that is stored within HMIS or request access to HMIS. Both indirect and direct access to HMIS would only be for the purpose and duration of coordinating care for those experiencing or at risk of experiencing homelessness during a Public Health Emergency. Violation of any current agreements or policies regarding HMIS access may also result in a termination of access.
Data Privacy & Security Policies
Purpose and Scope
These policies govern the collection, use, storage, and sharing of HMIS data. They apply to all agencies and individuals with access to HMIS.
The HMIS Lead Agency must maintain HMIS data using lawful and fair practices. Participating agencies must collect and enter data in accordance with these Policies and Procedures and all applicable privacy requirements.
All HMIS users must protect client confidentiality, access HMIS only for authorized work-related purposes, follow all privacy and security requirements, and report suspected or confirmed incidents. Failure to comply may result in corrective action.
Client Release of Information (ROI)
Client consent determines whether client data may be shared within or across agencies.
Before sharing client information, the agency must obtain a signed HMIS Release of Information (ROI) and explain what information may be shared, who may receive it, and how it may be used.
If a client does not consent, required data elements may still be entered into HMIS, but the data must not be shared with other agencies. The agency entering the data is responsible for recording the client’s consent status and applying the correct privacy settings.
If a client already has an HMIS record created by another agency and refuses consent at a new agency, the new agency must use the existing client profile and must not create a duplicate record.
The agency must:
· Record the ROI as refused or no consent for its enrollment 
· Apply the appropriate privacy settings to prevent sharing of the agency’s program data with other agencies 
· Continue entering required data elements when applicable 
A refusal of consent at one agency does not revoke or override consent previously provided to another agency.
Agencies must not:
· Create duplicate client records due to refusal of consent 
· Modify another agency’s ROI or consent settings 
· Request system-wide consent changes for this situation 
ROI Requirements
Agencies must use the approved HMIS ROI form and ensure consent is informed, voluntary, and provided by a legally authorized individual. For minors and individuals with guardians, agencies must follow applicable Kansas law.
If a client revokes consent, the agency must immediately submit a Help Desk request to restrict future data sharing.
A valid ROI already on file may be used unless additional requirements apply, including requirements for HIPAA-covered entities.
Participating agencies are responsible for ensuring that Releases of Information (ROIs) remain current and properly documented.
Agencies must review expired, missing, or incomplete ROI records on a regular basis using available HMIS monitoring tools and reports.
When an ROI expires:
· Future data sharing must stop unless a new ROI is obtained 
· Existing records must remain in compliance with applicable privacy requirements 
· Agencies must update HMIS records promptly after receiving renewed consent 
The HMIS Lead Agency may monitor ROI compliance and may require corrective action when deficiencies are identified.
ROI Date of Consent — Required Data Element
The date of ROI consent is a required HMIS data element and must be recorded in the client's HMIS record at the time consent is obtained. This includes the original consent date and the date of any subsequent renewals or revocations.
HMIS will use the recorded consent date to track ROI expiration. Agencies are responsible for ensuring consent dates are accurately entered and kept current. An ROI with a missing or expired consent date is considered a data quality deficiency.
Additional Requirements for HIPAA-Covered Entities
Agencies subject to HIPAA or 42 CFR Part 2 must obtain a signed ROI before using or disclosing protected data and must provide all required federal privacy notices.
If the client does not sign the ROI, data may still be entered into HMIS when required, but it must not be disclosed.
Client Notices
The HMIS Data Collection Notice must be posted in intake areas where clients can easily view it.
The HMIS Data Privacy Notice must be reviewed with clients during intake and must explain:
· Why data is collected 
· How data is used 
· When data may be shared 
· Client rights and privacy protections 
Agency Privacy Policies
Each participating agency must maintain a privacy policy that is consistent with these HMIS Policies and Procedures and all applicable federal and state privacy requirements.
The HMIS Lead Agency may provide a model HMIS Privacy Policy that participating agencies may adopt in whole or in part.
Participating agencies must make their privacy policy available to clients upon request.
The HMIS Lead Agency may periodically review agency privacy policies for consistency with HMIS privacy and security requirements.
Data Ownership and Client Rights
Client data belongs to the agency that entered the data into HMIS.
Clients may:
· Request a copy of their HMIS record 
· Request corrections to inaccurate information 
· Decline certain data collection where permitted 
If an agency stops participating in HMIS, its client data remains in the system in accordance with HMIS retention and reporting requirements.
CoCs, the HMIS Lead Agency, HMIS staff, and participating agencies are all responsible for handling data in compliance with these policies.
Client Release
Client-level data must not be released without written client consent unless otherwise permitted or required by law.
Aggregate or de-identified data may be released for reporting, planning, monitoring, or analysis when the data cannot reasonably be used to identify an individual.
Non-standard data requests must be submitted through the Help Desk and reviewed by the HMIS Oversight Committee. Fees may apply depending on the scope of the request.
Security Incident and Breach Reporting
All HMIS users must report suspected or confirmed privacy or security incidents immediately.
Incidents include:
· Unauthorized access to HMIS data 
· Improper data sharing 
· Lost or stolen devices containing HMIS information 
· Accidental disclosure of client information 
· Use of another person’s HMIS credentials 
Reports must be submitted through the Help Desk or by email to HMIS@kshomeless.com.
The HMIS Lead Agency will review the incident, determine corrective action, and complete any required notifications.
Failure to report a known incident may result in corrective action.
Data Integration
HMIS may receive data from approved external systems to support coordination across systems of care, including HUD-funded Continuums of Care (CoCs) and U.S. Department of Veterans Affairs (VA) programs.
All integrations must comply with HUD HMIS Data Standards and all applicable privacy, security, and data sharing requirements.
The HMIS Lead Agency is responsible for reviewing, approving, and managing all data integrations. Agencies must not import or upload external data into HMIS without prior approval.
Imported data must meet established data quality standards and be reviewed for accuracy, completeness, and consistency before use in reporting or analysis.
HUD-VASH Data Integration
HMIS supports integration with the HUD-VASH HOMES system through the HUD-approved Translator Tool.
Imported HUD-VASH data must be reviewed and validated by the HMIS Lead Agency or designated staff.
Agencies receiving HUD-VASH data are responsible for ensuring imported records are accurate and correctly linked to existing HMIS client records.
Use of HUD-VASH data must comply with all applicable data sharing agreements and privacy requirements.
Multi-CoC Data Sharing
The HMIS implementation utilized by KS-507 and KS-505 operates within a shared HMIS environment.
When a valid Release of Information is in place and HMIS sharing settings permit disclosure, client information may be shared across participating agencies within both Continuums of Care for purposes related to service coordination, housing navigation, referral management, and continuity of care.
Clients must be informed that participating agencies across both CoCs may access shared information in accordance with these Policies and Procedures and applicable privacy requirements.
Clients may request restrictions on sharing in accordance with HMIS privacy procedures.
DATA REQUESTS
Purpose
This section governs requests for HMIS data to ensure all data sharing complies with applicable laws, protects client confidentiality, and limits use to approved purposes.
Request Submission
All data requests must be submitted through the Help Desk or by emailing the HMIS team.
Before submitting a request, the requestor must review available HMIS reports and dashboards to determine whether the data is already accessible. Requests for data that is already available may be denied.
Each request must include a clear description of the data requested, the purpose of the request, and how the data will be used. Requests that are incomplete or unclear will not be processed until sufficient information is provided.
Request Types
Requests are classified as standard, custom, or research.
Standard requests are for existing reports and are fulfilled by the HMIS Lead Agency without additional approval.
Custom requests require additional analysis or modification of existing reports. The HMIS Lead Agency will review these requests and determine whether they can be completed and the level of effort required.
Research requests involve external use, publication, or formal study. These requests require approval from the HMIS Oversight Committee and may also require approval from the KS-507 CoC Steering Committee. A Data Use Agreement is required before any data is released.
Review and Approval
The HMIS Lead Agency reviews all requests and determines the appropriate level of approval.
Requests that involve sensitive data, external use, or increased risk may be referred to the HMIS Oversight Committee or KHRC for additional review. Research requests must follow the approval process defined above.
Processing Time
Processing time depends on the type and complexity of the request. The HMIS Lead Agency will provide an estimated timeline after the request is received.
Fees
The HMIS Lead Agency may charge a fee for requests that require significant staff time or analysis. Requestors will be notified of any fees before work begins.
Data Use and Restrictions
All data releases must comply with federal and state privacy requirements and HUD HMIS standards.
Data will be provided in aggregate or de-identified form unless a different format is specifically approved. Personally identifiable information will not be released without documented client consent.
Data may be used only for the purpose stated in the approved request. Any additional or secondary use requires a new request and approval.
Delivery and Denial
Approved data will be provided using a secure method determined by the HMIS Lead Agency.
If a request is denied, the requestor will be notified. The reason for denial may be provided when appropriate.
Appeals
Requestors may appeal a denial. Appeals are reviewed by the HMIS Oversight Committee. If denied, the requestor may submit a final appeal to the KS-507 CoC Steering Committee.
CLIENT GRIEVANCE
Client Grievance Process
Clients who believe their rights have been violated regarding their personal data in HMIS may submit a written grievance.
Grievances may be submitted to the Covered Homeless Organization (CHO) providing services. The CHO must review and attempt to resolve the grievance. If the issue is not resolved, the grievance must be forwarded to the HMIS Lead Agency for further review.
A client may choose to submit a grievance directly to the HMIS Lead Agency if they do not feel safe submitting it to the CHO.
The HMIS Lead Agency must review, document, and track all grievances. Unresolved grievances must be referred to the HMIS Oversight Committee. The HMIS Oversight Committee will make the final determination.
Non-Retaliation and Confidentiality
Agencies and the HMIS Lead Agency must not retaliate against any client for filing a grievance.
Grievance information must be kept confidential. Identifying information may not be shared without the client’s permission unless required by law.
Grievance Form
Agencies must provide the HMIS Grievance Form to any client upon request.
The form is available in Appendix A.
SECURITY REVIEW
Participating agencies must maintain administrative, physical, and technical safeguards to protect HMIS data.
The HMIS Lead Agency will conduct periodic security reviews to assess compliance with HMIS privacy and security requirements.
Security reviews may require agencies to complete a Security Certification Checklist, provide documentation of security practices, and demonstrate compliance with these Policies and Procedures.
Agencies must comply with all security review requirements, including submission deadlines and requested documentation, as directed by the HMIS Lead Agency.
The HMIS Lead Agency will document review findings and may require corrective action when deficiencies are identified.
The HMIS Oversight Committee may review security findings and provide recommendations. Any required corrective actions will follow the Compliance and Corrective Action process outlined in this document.
SECURITY, USE & DISCLOSURE
Security Violations
Any user or agency that violates HMIS security requirements, agency procedures, or these Policies and Procedures is subject to review and corrective action under the Compliance and Enforcement section.
All users and agencies must report suspected or confirmed security violations immediately. Reports must be made to the agency and/or the HMIS Lead Agency.
The agency or HMIS Lead Agency must investigate reported violations. Confirmed violations may result in corrective action, including restriction, suspension, or termination of HMIS access, depending on severity.
Use and Disclosure of HMIS Data
HMIS data may be used or disclosed only as permitted by these Policies and Procedures and applicable law.
“Use” refers to sharing data within an agency. “Disclosure” refers to sharing data outside the agency.
HMIS data may be used or disclosed for the following purposes:
Service Delivery and Coordination
 Data may be used to provide or coordinate services, including referrals, case management, and housing placement. Client information may be shared with other participating agencies only in accordance with client consent and system sharing settings.
Administrative and Operational Functions
 Data may be used for internal management, oversight, billing, compliance, and program evaluation.
Reporting and System Planning
 Data may be used to produce required reports, evaluate system performance, and support planning and resource allocation. Reporting must use aggregate or de-identified data unless otherwise authorized.
Research and Evaluation
 Data may be used for approved research or evaluation. De-identified or aggregate data may be shared. Client-level data may only be shared after required approvals and execution of a Data Use Agreement.
Legal and Safety Disclosures
HMIS data may be disclosed when required by law, including compliance with court orders, subpoenas, or warrants, or when necessary to prevent a serious and imminent threat to health or safety.
Data may also be disclosed to appropriate authorities in cases of suspected abuse, neglect, or domestic violence when disclosure is required or permitted by law. The client should be informed of the disclosure unless doing so would increase risk or is otherwise not appropriate.
Law Enforcement Requests
Requests from law enforcement must be supported by a valid court order, warrant, subpoena, or similar legal authority and must be submitted to the HMIS Lead Agency.
HMIS data must not be used for general law enforcement or investigative purposes.
Third-Party Data Sharing
HMIS data may be shared with third parties only for approved purposes, including system coordination or authorized research.
All third-party sharing requires a Data Use Agreement and must comply with applicable privacy laws and HUD HMIS standards. Third parties must agree to the same data protection requirements as participating agencies.
Vendor Access
The HMIS software vendor or subcontractors may access HMIS data only with approval from the HMIS Lead Agency and only for system maintenance, support, or troubleshooting.
All vendor access must comply with contractual agreements and all privacy and security requirements.
Client Notification and Consent
Agencies must inform clients that their data will be collected, used, and potentially shared.
By entering data into HMIS, the agency confirms that required notices have been provided, consent has been obtained when required, and all data use and disclosure complies with these Policies and Procedures.
HMIS LEAD AGENCY AND THE CHOs
The HMIS Lead Agency may share client level HMIS data with contracted entities as follows:
· The CHO originally entering or uploading the data into HMIS.
· Outside organizations under contract with the HMIS Lead Agency or other entities acting on behalf of the CoC's for research, data matching, and evaluation purposes. The results of this analysis will always be reported in aggregate form; client level data will not be publicly shared under any circumstance.
Entities providing funding to organizations or projects required to use HMIS will not have automatic access to HMIS. Access to HMIS will only be granted by the HMIS Lead Agency when there is a voluntary written agreement in place between the funding entity and the organization or project. In such cases, funder access to HMIS will be limited to data on the funded organization or project. Funding for any organization or project using HMIS cannot be contingent upon establishing a voluntary written agreement allowing the funder HMIS access.
Any requests for reports or information from an individual or group who has not been explicitly granted access to HMIS will be directed to the HMIS Oversight Committee. No individual client data will be provided to meet these requests without proper authorization.
Before any use or disclosure of Personal Identifying Information (PII) that is not described here is made, the HMIS Lead Agency or CHO wishing to make the disclosure will seek the consent of all individuals whose PII may be used or disclosed.
ACCESS AND CORRECTION
Clients whose data is collected in HMIS may inspect and receive a copy of their HMIS record by requesting it from the CHO that originally collected the information. The HMIS Lead Agency requires the CHO to establish a policy to manage such requests and to explain any information a client may not understand.
Each CHO privacy policy will describe how requests from clients for correction of inaccurate or incomplete HMIS records are handled. The policy will allow clients to request their HMIS data or request the data be removed from the HMIS. Nothing in this section is intended to indicate that a CHO is released from any obligation by any funder to collect required data elements.
Clients may request correction, restriction, or removal of information where permitted by law, funder requirements, HMIS retention requirements, and these Policies and Procedures. Any such corrections applicable to the data stored in HMIS will be corrected within one week of the request date.
If a client requests to view his or her data in the HMIS, the CHO will keep a record of such requests and any access granted. The CHO will provide a copy of the requested data within a reasonable timeframe to the client.
CHOs are permitted to establish reasons for denying client requests for inspection of HMIS records. These reasons are limited to the following:
· If the information was compiled in reasonable anticipation of litigation or comparable proceedings.
· If the record contains information about another client or individual (other than a healthcare provider or homeless provider) and the denial is limited to the section of the record containing such information.
· If the information was obtained under a promise of confidentiality (other than a promise from a healthcare provider or homeless provider) and if the disclosure would reveal the source of the information.
· Disclosure of the information would be reasonably likely to endanger the life or physical safety of an individual.
If a CHO denies a request for access or correction, the CHO will explain the reason for the denial. The CHO will also maintain documentation of the request and the reason for the denial.
CHOs may reject repeated or harassing requests for access to or correction of an HMIS record.
DATA RETRIEVAL AND SHARING
HMIS generates reports required by HUD, the Continuums of Care (CoCs), and other stakeholders using data that does not identify individual clients but provides accurate statistical information, such as numbers served and system trends. The HMIS Lead Agency and HMIS System Administration staff have access to retrieve all data within HMIS and are required to ensure client confidentiality is maintained in all reporting.
Covered Homeless Organizations (CHOs) may share personally identifiable information (PII) with other CHOs for the purposes of determining eligibility and coordinating client services when a valid Release of Information (ROI) is in place, in accordance with the Data Privacy and Security section of these Policies and Procedures. CHOs may also use HMIS data to generate statistical reports, including counts of clients served and trend analyses, for internal use, grant applications, and other required reporting, within the parameters established by the HMIS Oversight Committee.
CHOs may request training on data retrieval and reporting procedures through the Help Desk. HMIS System Administration staff will coordinate training and provide technical assistance as needed.
Data Quality Plan
Data Quality Plan
The Data Quality Plan establishes required standards for data entry and maintenance in HMIS. It applies to the CoCs, HMIS Lead Agency, participating agencies, and all HMIS users.
The plan defines required benchmarks for timeliness, completeness, accuracy, and consistency, and outlines how performance is monitored. 
All participating agencies must meet or exceed these standards.
Data Quality Standards
All HMIS data must meet four standards: timeliness, completeness, accuracy, and consistency.
Timeliness
Data must be entered within three (3) business days of the activity, including intake, enrollment, services, and exit. This requirement applies across all project types.
At least 95% of records must meet this standard. Data entered outside this timeframe is considered late and may be subject to review. 
Completeness
All clients served must be entered into HMIS. Required data elements must be completed for each enrollment.
Responses such as “Client Doesn’t Know,” “Client Refused,” or “Data Not Collected” may be used only when appropriate and must not be used to avoid collecting required information.
Agencies must maintain at least 95% completion of required data elements and 100% client entry. 
Accuracy
Data must match source documentation and client-reported information. Updates must be entered as information changes.
Agencies must maintain an error rate of no more than 5% in required reporting.
Data must be reviewed and corrected at least monthly. More frequent review may be required during reporting periods. 
Consistency
Data must be entered using standard HMIS workflows and must follow HUD HMIS Data Standards.
Similar data elements must be recorded the same way across programs and agencies.
Bed Utilization (Residential Programs)
Residential programs are expected to maintain the following utilization rates:
· Emergency Shelter: 90% target, 75% minimum 
· Transitional Housing: 100% target, 90% minimum 
· Permanent Housing: 100% target, 90% minimum 
New programs may be allowed time to reach target utilization during the first year of operation. 
Data Quality 
Agencies must regularly review HMIS data to ensure compliance with these standards.
At a minimum, agencies must review data quality reports on a monthly basis and correct identified issues. Reports should be used to identify missing data, errors, duplicate records, and enrollment or exit issues.
The HMIS Lead Agency may conduct additional monitoring and require corrective action when standards are not met. 
Data Quality Monitoring
The purpose of data quality monitoring is to ensure that all participating agencies meet established data quality standards and that data issues are identified and corrected in a timely manner. HMIS data is used to meet HUD reporting requirements and to evaluate program performance, service delivery, and system outcomes. Data that does not meet quality standards cannot be reliably used for these purposes.
The HMIS Director, on behalf of the HMIS Lead Agency, will conduct formal data quality monitoring on a quarterly basis. The HMIS Director will generate and distribute data quality reports to participating agencies, serve as the primary contact for data quality communication, and report system-wide findings and trends to the HMIS Oversight Committee.
Upon receipt of a data quality report, participating agencies must review all findings and correct identified issues within ten (10) business days. If an agency cannot meet this deadline, it must notify the HMIS Director and request an extension or technical assistance.
All participating agencies must meet the data quality benchmarks defined in the Data Quality Plan and comply with HMIS Policies and Procedures, HUD HMIS requirements, and applicable federal and state laws. The HMIS Lead Agency is responsible for monitoring compliance and addressing noncompliance in coordination with the HMIS Oversight Committee.
Agency Responsibilities
Participating agencies are responsible for ensuring that all HMIS data is entered in a timely, complete, and accurate manner and in compliance with these Policies and Procedures and applicable requirements. Agencies must review data quality reports when issued and correct all identified issues within the required timeframe. Failure to correct identified data quality issues may result in corrective action under the Compliance and Enforcement section. The HMIS Lead Agency may identify required or recommended HMIS reports, dashboards, or monitoring tools for agencies to use in conducting ongoing data quality self-monitoring. Agencies must meet the specific benchmarks for timeliness, completeness, accuracy, and consistency defined in the Data Quality Standards section of this document.
Noncompliance and Corrective Action
Failure to comply with HMIS Policies and Procedures, including data quality, privacy, security, and training requirements, will result in corrective action.
Determination of Noncompliance
The HMIS Lead Agency, through the HMIS Director or designated staff, is responsible for identifying noncompliance through review of data quality reports, system activity, and reported concerns.
The HMIS Director has the authority to determine whether a user or agency is out of compliance and to take action as needed to protect data integrity, system functionality, and client privacy.
Immediate Action
The HMIS Director may take immediate action when there is a risk to data security, client privacy, or system integrity. This includes situations involving data breaches, misuse of HMIS data, significant data quality issues, or failure to complete required training.
Immediate actions may include temporary suspension of access, restriction of permissions, or required corrective training.
Corrective Action Process
When noncompliance is identified, the HMIS Director will determine the appropriate response based on severity and frequency.
Corrective actions may include required training or technical assistance, written notice of required corrections, development of a Corrective Action Plan (CAP), or restriction or suspension of HMIS access.
Repeated or unresolved noncompliance may result in escalation, including suspension or termination of user or agency access.
Reporting and Escalation of Violations
All users and agencies must report suspected or confirmed violations within 24 hours of discovery.
Reports must be submitted through the Help Desk and must include the user or agency involved, a description of the issue, and the date or timeframe of the incident. Reports may be submitted anonymously.
All reported violations will be reviewed by the HMIS Director and addressed under this section. Violations that involve potential legal issues may be escalated immediately.
Oversight
All determinations of noncompliance and resulting actions must be documented by the HMIS Lead Agency.
The HMIS Director will report actions and trends to the HMIS Oversight Committee. The Committee may review actions, provide guidance, and make final determinations on escalated or ongoing compliance issues.
MINIMUM DATA COLLECTION STANDARDS
All Covered Homeless Organizations (CHOs) must collect and enter all required HMIS data elements for every client served, in accordance with the current HUD HMIS Data Standards.
Required data includes Universal Data Elements (UDEs) and Program-Specific Data Elements (PDEs), as defined by HUD and required by the program’s funding source. If a program is not required to participate in HMIS, only applicable data elements may be collected, consistent with participation requirements.
The HMIS Lead Agency configures programs in HMIS based on information provided by the CHO. System configuration does not replace the agency’s responsibility. Each CHO is responsible for ensuring that all required data elements are collected and entered correctly.
Additional Data Collection
Agencies may collect additional data elements beyond HUD requirements if the data collection complies with these Policies and Procedures and applicable privacy and security requirements.
Additional data collection must not delay, replace, or interfere with the collection of required HUD data elements.
Requests for additional fields or system changes must be submitted to the HMIS Lead Agency and approved before use.
Chronic Homelessness Data Elements
Refer to the current HUD HMIS Data Standards for complete definitions and collection instructions.
Data Entry and Consistency
All HMIS users must enter data in accordance with the HUD HMIS Data Standards and Data Dictionary.
Standard definitions and response options must be used. Data must be entered consistently across programs and agencies.
Duplicate client records must not be created. If duplicates are identified, they must be corrected in accordance with HMIS procedures.
All data entry must meet the timeliness and quality requirements defined in the Data Quality Plan.
Documentation Requirements
Data entered into HMIS must be supported by source documentation when required by program rules or funding sources.
Agencies must maintain documentation in the client file, ensure it supports data entered into HMIS, and make it available for monitoring or audit upon request.
Documentation requirements vary by funding source. Agencies are responsible for meeting all applicable federal and state requirements.
Data Quality Scoring Rubric
Data quality performance is evaluated using the standards defined in the Data Quality Plan, including timeliness, completeness, accuracy, and consistency.
Scoring is based on agency performance against established benchmarks and is used to monitor compliance, identify issues, and guide training and technical assistance. The complete Data Quality Scoring Rubric, including acceptable rates for missing, "Client Doesn't Know," and "Client Refused" responses by Universal Data Element and project type, is maintained in Appendix A.
Scoring Criteria
Data quality scores are calculated using required HMIS data elements, including Universal Data Elements and applicable Program-Specific Data Elements, in accordance with HUD HMIS Data Standards.
Scoring may include evaluation of key data elements related to homelessness history, prior living situation, and other required fields, depending on program type and reporting requirements. This includes the Chronic Homelessness Series (length of stay in prior living situation, approximate date homelessness started, number of times on streets/ES/Safe Haven, and total months homeless), which applies to HoH and Adults in PH, RRH, and PSH project types, and is tracked as part of data quality scoring
Application of Scores
Data quality scores are used by the HMIS Lead Agency to:
· Monitor agency performance against established benchmarks 
· Identify patterns of missing, inconsistent, or late data 
· Determine the need for technical assistance or corrective action 
· Support compliance with HMIS Policies and HUD requirements 
Scores may be included in data quality reports and reviewed as part of ongoing monitoring.
Agency Requirements
Agencies must meet the data quality standards defined in the Data Quality Plan and correct any deficiencies identified through scoring or monitoring.
Failure to meet established standards may result in corrective action under the Compliance and Enforcement section.
PROJECT SETUP, RENEWAL, & CLOSURE
A Project Setup, Renewal, and Closure Form (Project SRC Form) is required for new projects, renewals, and project closings. This form gathers information such as project funding source, target population(s), and beds, which allows the HMIS System Administrator to configure data collection appropriately for the CHO in the database.
CHOs are required to complete a Project SRC Form 30 days before any project opening, closure, or renewal.
For project closures, the Project SRC Form initiates the closure process rather than concluding it. Because exiting clients has direct implications for client records, continuity of services, and HUD reporting, clients should not be exited from the project before the HMIS team has been notified and a plan is in place. Upon receiving a closure request, the HMIS System Administration staff will meet with the CHO to develop a client exit plan covering all enrolled clients. Clients must then be exited from the project in accordance with that plan before the closure is finalized in the database. If a closure is requested without a completed Project SRC Form, the request will be returned to the CHO so the form and planning meeting can be completed first.
The HMIS System Administration staff will assist in educating the CHOs on how to complete the form to best meet funder requirements.
DOCUMENTATION REQUIREMENTS
Documentation Requirements includes files that are considered requirements for a project enrollment. CHO's are strongly encouraged to maintain any and all files in one secure place. Although each CHO has the discretion of choosing the secure place where they would like to house these documentation requirements for their eligible projects, it is strongly encouraged to house these documents within the HMIS System and enabled as Documentation Requirements. HMIS End users can then access a list of the required documents for enrollment when receiving referrals or completing program enrollments.
CHO's have the responsibility to communicate any program documentation requirements that do not violate the privacy of the client, to the HMIS team by submitting a ticket. This will allow the HMIS team to incorporate the documentation requirements into HMIS and the enrollment process. This process will promote honesty, accuracy, and consistency.
The HMIS System Administration staff will assist in educating the CHO's on how to enable these requirements in HMIS to best meet funder requirements.
Required Documents can include but are not limited to: Coordinated Entry Documentation, Certification of Homelessness Form, Documentation of Homelessness, Documentation of Chronic Homelessness, Documentation of Disability, Documentation of Other Eligibility Criteria, Proof of Income, Case Notes, Housing Stability Plan.
OUTREACH MODULE
The Outreach Module of HMIS houses client location data with the ability to view, edit and interact with the location information. The Outreach Module is important for reviewing, analyzing, and reporting outreach activity, client geolocations, and encampments. The ultimate goal is to locate unsheltered clients with ease and provide the necessary services. The Outreach Module is utilized by the Kansas Balance of State Continuum of Care; however, it is not presently in use within the Johnson County Continuum of Care.
When HMIS end users identify households who are unsheltered, the end user connects the household by adding a physical location. Encampments can be added to identify a place where one or more individuals stay for a continuous time that includes temporary or permanent structures and personal belongings. This may include an outdoor location or other conditions meeting the definition of “place not meant for human habitation.”
The street outreach map module can be utilized outside of housing program enrollments, while not the preferred method, it can be used for households that refuse entry into projects.
Client location information collected from the client can be entered into the Outreach Module within HMIS. HMIS End users can then access a history of recent locations per client when seeking to identify or locate a client in order to provide services.
Current Living Situation (CLS) Updates
Street outreach projects must maintain current and accurate client engagement records in accordance with HUD HMIS Data Standards.
Users must record Current Living Situation (CLS) updates at required intervals of every 90 days for clients who remain actively engaged. Clients who are no longer engaged must be exited from the applicable project in accordance with agency and HMIS policies. Failure to maintain required outreach updates may result in data quality findings or corrective action.
HUD REPORTING
The following reports utilize data collected in HMIS and are required for federal reporting to the U.S. Department of Housing and Urban Development (HUD). Data quality within HMIS directly impacts the accuracy and reliability of these reports and may affect Continuum of Care (CoC) and agency funding, performance evaluation, and compliance.
System Performance Measures (SPM)
  The System Performance Measures assess the effectiveness of the local homeless response system.
· Prepared by the CoC and HMIS System Administration team 
· Typically submitted annually (around May; dates may vary) 
· Additional information is available in Appendix A 
Longitudinal System Analysis (LSA)
  The Longitudinal System Analysis evaluates system-wide performance and how individuals access and move through homeless services.
· Focuses on overall system performance rather than individual programs 
· Prepared by the CoC and HMIS System Administration team 
· Typically submitted annually (around October; dates may vary) 
· Additional information is available in Appendix A 
Annual Performance Reports (APR)
  Annual Performance Reports are program-level reports required for HUD-funded projects.
· Completed by Covered Homeless Organizations (CHOs) 
· Due within 90 days after the end of the project’s operating year 
· Additional information is available in Appendix A 
· Agencies may request a de-identified regional APR-style report for planning, grant applications, or reporting purposes. These reports:
· Are aggregated and de-identified 
· Do not include personally identifiable information (PII) 
· Suppress small counts to protect client confidentiality 
Requests must be submitted through the Help Desk Ticketing System and must include the region, time period, report type, and intended use. Once approved, reports are typically completed within 3 business days, unless extended during peak reporting periods.
Consolidated Annual Performance and Evaluation Report (CAPER)
  The CAPER is required for Emergency Solutions Grant (ESG)-funded programs.
· Completed by ESG-funded CHOs 
· Submission timelines vary by funding source 
· Additional information is available in Appendix A 
Point-in-Time (PIT) Count
  The Point-in-Time Count provides a snapshot of homelessness on a single night.
· Conducted and submitted by the CoC and HMIS team 
· Typically submitted annually (around April; dates may vary) 
· Additional information is available in Appendix A 
Housing Inventory Count (HIC)
  The Housing Inventory Count reports on the capacity of the homeless assistance system.
· Conducted and submitted alongside the PIT Count 
· Typically submitted annually (around April; dates may vary) 
· Additional information is available in Appendix A
Participating Entities
Regardless of funding source, entities which may use HMIS include, but are not limited to:
· Coordinated Entry Assessors and Priority List
· Day Shelters & Drop-in Centers
· Emergency Shelters
· Transitional Housing Programs
· Rapid Re-Housing Programs
· Supportive Housing Programs (scattered site or on-site)
· Street and Community Outreach Programs
· Supportive Services Programs
· Youth Homelessness Demonstration Program (YHDP)
HMIS participation is a requirement of various funders. At the federal level, HMIS participation is mandated for service and housing providers that receive funding through the following agencies and funding sources:
[image: A close-up of a list of logos  AI-generated content may be incorrect.]
Note: Any HMIS questions that exist regarding conflicting statutory regulations should be presented to the HMIS Oversight Committee for clarification, planning, and implementation.


APPENDIX A: HMIS RESOURCES AND REFERENCE DOCUMENTS 
The following documents provide additional guidance for HMIS participation, project setup, and data collection requirements: 
HMIS & CES - Kansas Statewide Homeless Coalition
FY 2026 HMIS Data Standards Manual 
Resource Library - HUD Exchange
HUD’s Comparable Database Vendor Checklist. 
United Community Services of Johnson County
www.kshomeless.com
https://kshc.freshdesk.com/support/tickets/new
www.help.bitfocus.com
www.kshomeless.com
https://kshomeless.com/hmis-grievance
https://www.hudexchange.info/programs/coc/system-performance-measures/#guidance 
https://www.hudexchange.info/homelessness-assistance/lsa/ 
https://www.hudexchange.info/programs/e-snaps/guides/apr/#guides-and-tools 
https://www.hudexchange.info/programs/sage/esg-caper/#guides-and-tools  
https://www.hudexchange.info/programs/hdx/pit-hic/#2025-pit-count-and-hic-guidance 
https://www.hudexchange.info/programs/hdx/pit-hic/#2025-pit-count-and-hic-guidance


Data Quality Scoring Rubric — Completeness Standards by Project Type
	Universal Data Element
	Applies To
	PH (RRH/PSH)
	ES, SO, DS, SSO
	HP, TH

	 
	 
	OK% Missing
	OK% Don't Know / Refused
	OK% Missing
	OK% Don't Know / Refused
	OK% Missing
	OK% Don't Know / Refused

	Name
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Social Security #
	All Clients
	1%
	9%
	3%
	9%
	3%
	9%

	Date of Birth
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Race
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Ethnicity
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Gender
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Veteran Status
	Adults (18+)
	1%
	5%
	3%
	5%
	3%
	5%

	Disabling Condition
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Prior Living Situation
	HoH and Adults
	1%
	5%
	3%
	5%
	3%
	5%

	Destination
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Relationship to HoH
	All Clients
	1%
	5%
	3%
	5%
	3%
	5%

	Client Location
	HoH Only
	1%
	5%
	3%
	5%
	3%
	5%

	Housing Move-in Date
	HoH Only
	1%
	5%
	n/a
	n/a
	n/a
	n/a

	Chronic Homeless Series*
	HoH and Adults
	1%
	5%
	3%
	5%
	3%
	5%

	ROI: Date of Consent
	All Clients
	1%
	3%
	3%
	3%
	3%
	3%

	Referral from CES prior to entry
	HoH Only
	5%
	n/a
	n/a
	n/a
	5%
	n/a


*Chronic Homeless Series includes: Length of Stay in Prior Living Situation, Approximate Date Homelessness Started, Number of times on streets/ES/Safe Haven in past 3 years, and Total months homeless in past 3 years.
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