
Welcome to the HMIS Client ROI and Policy Documents Updates Webinar.
We will be putting the link to the slides and documents in the chat.
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Zoom Information
Please make sure that your audio is muted
Please use the Q&A feature to submit questions
This meeting is being recorded
The slides and recording will be posted to our website
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Zoom Information
• Please make sure that your audio is muted
• Please use the Q&A feature to submit questions
• This meeting is being recorded
• The slides and recording will be posted to our website



Joining us today from the COHHIO HMIS team are Trevin Flickinger, Monica Tillis, 
Matt Dicks, Carolyn Hoffman. 
Also in attendance are Erica Mulryan from the Ohio Balance of State CoC and Colleen 
Kosta from the Mahoning County Homeless CoC.
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HMIS Staff
Trevin Flickinger

HMIS Data Analyst

Matt Dicks
System Administrator and 

Training Specialist

Monica Tillis
System Administrator

Carolyn Hoffman
System Administrator
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Here are the topics we are going to cover today.
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Agenda
• HMIS Policy Documents
• Why Change Things?
• Client ROI Changes
• R minor Elevated Privacy
• Joint HMIS Governance Charter
• Reminders about Protecting Client Data
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All HMIS policies and key documents are reviewed annually and revised as needed. 
The Data Quality Standards and Participation Fee Policy have had no recent significant 
updates.

Policies and Procedures Manual

Reiterates HUD Standards and clarifies CoC specific rules

Data Quality Standards 

Identifies reporting and performance requirements of HMIS program data

Client Release of Information and Posted Data Privacy Notice

Provides information to clients to help them understand what they are 

providing permission for when providing their data

Documents client permission to collect their personal data and enter in HMIS
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HMIS Policy Documents
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Joint Homeless Management Information 
System (HMIS) Governance Charter 

Ohio Balance of State Continuum of Care 
Mahoning County Homeless Continuum of Care 

 

 

1 Purpose 
This Governance Charter outlines how the shared HMIS implementation will be governed and managed 

for the Ohio Balance of State Continuum of Care (Ohio BoSCoC) and Mahoning County Homeless 

Continuum of Care (MCHCoC), the responsible parties and their specific responsibilities, and all other 

relevant items. 

This Governance Charter goes into effect upon approval by both the Ohio BoSCoC Board and the 

MCHCoC Board. As described in the Ohio BoSCoC and MCHCoC’s Governance Charters, each CoC 

has given this HMIS Governance Charter authority to serve as the governing document for HMIS. 

2 Background 
The Ohio BoSCoC and MCHCoC employ an HMIS to record and store client-level data including the 

numbers, characteristics, and needs of persons utilizing shelter, housing assistance, and supportive 

services. Use of the HMIS is mandated by the U.S. Department of Housing and Urban Development 

(HUD) for all communities and organizations receiving HUD Continuum of Care (CoC), Emergency 

Solutions Grant (ESG), Youth Homelessness Demonstration Program (YHDP), and/or Housing 

Opportunities for Persons with AIDS (HOPWA) funds; by the U.S. Department of Veterans Affairs for 

organizations receiving Supportive Services for Veteran Families (SSVF) and/or Grant Per Diem (GPD) 

funds; and Department of Health and Human Services Projects for  Assistance in Transition from 

Homelessness (PATH) and/or Runaway and Homeless Youth (RHY) funds. 

In 2020, the Ohio BoSCoC and MCHCoC agreed to merge HMIS implementations as a means to 

streamline HMIS administrative efforts and maximize HMIS funding. The merger of the MCHCoC HMIS 

into the Ohio BoSCoC HMIS implementation was complete in November 2020. 

3 Designations 
3.1 HMIS Governance 

• The Ohio BoSCoC and MCHCoC share governance responsibilities for the HMIS 

implementation. 

3.2 HMIS Product 

• Per the CoCs’ Governance Charters, the Ohio BoSCoC and MCHCoC designate the 

shared implementation of Clarity by Bitfocus as the official HMIS for each CoC’s 

geographic area. 
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Homeless Management Information Systems 
(HMIS) Data Quality Standards 

Ohio Balance of State Continuum of Care 
Mahoning County Homeless Continuum of Care 
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Ohio BoSCoC and Mahoning County CoC  

Homeless Management Information System (HMIS) 
Policies and Procedures Manual 

 
 
Overview 
The Ohio Balance of State Continuum of Care (Ohio BoSCoC) and Mahoning County 
Homeless Continuum of Care (MCHCoC) have a shared Homeless Management Information 
System (HMIS) implementation. The CoCs have jointly developed these policy standards and 
procedures to guide use of HMIS for all End Users and User Agencies. This purpose of this 
manual is to guide and clarify federal regulations related to HMIS for CoC agencies in their 
daily operations. It in no way should serve as a substitute for any federal regulations outlined 
and updated by HUD in its HMIS Data and Technical Standards. All CoC agencies are responsible 
for maintaining their own compliance with federal regulations as well as any outside 
applicable regulations such as the Health Insurance Portability and Accountability Act 
(HIPAA) standards. 
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HMIS Participation Fee Policy 
Ohio Balance of State Continuum of Care 

Revised May 2021 

Introduction and Background 
A Homeless Management Information System (HMIS) is used to record and store client-level information about 

the characteristics and needs of persons who use homeless housing and supportive services and for persons 

who receive assistance for persons at risk of homelessness. HMIS is also used to provide aggregate data about 

the extent and nature of homelessness over time; produce an unduplicated count of homeless persons; 

understand patterns of service use; and measure the effectiveness of homeless assistance projects and 

programs. All state and federally funded homeless assistance projects are required to participate in HMIS (victim 

service providers being the exception). The data produced is used for planning and education. 

The Ohio Balance of State Continuum of Care (BoSCoC) uses Clarity as the application to administer the Ohio 

BoSCoC HMIS. Individuals working at an Ohio BoSCoC homeless service provider organization may have access 

to Clarity to enter and maintain client data. Each person who has access to Clarity has a user license, username, 

and password associated with their account; these people are called end users.  Furthermore, all HMIS end users 

must participate in New User Training, take and pass an HMIS privacy and security quiz, sign a user agreement, 

and abide by the Ohio BoSCoC HMIS Policies and Procedures and HMIS Data Quality Standards. 

HMIS Participation Fee Policy          

Agencies Required to Pay HMIS Participation Fees 
All agencies participating in the Ohio BoSCoC HMIS are required to pay HMIS participation fees. This includes 

both agencies with HMIS end users in-house, and those who work with partner agencies to ensure client-level 

data entry. On a case-by-case basis, HMIS and CoC staff may consider waiving required HMIS participation fees 

if those fees are a financial burden to the agency. Agencies requesting fee waivers must submit agency budget 

information in order to demonstrate that the costs are a hardship. 

HMIS Participation Fee Structure 
Effective January 1, 2022, all HMIS participating agencies will be required to pay for their HMIS participation 

according to the following fee structure. This fee includes costs for licenses and general agency support provided 

by the HMIS administrators, COHHIO. General support includes administration of licenses and participation 

agreements, providing training and technical assistance, building and running of reports and data quality 

monitoring, and ensuring overall quality and compliance of the Ohio BoSCoC HMIS implementation. 

Fees 
All HMIS participating agencies pay an annual agency fee of $550, and an additional $175 annually per user. If an 

HMIS participating agency has 3 HMIS end users, their annual cost will be $550 + $175(3) = $1,075. 

  

Policies and 
Procedures 

Manual

Data Quality 
Standards

Client Release 
of Information 

and Posted 
Data Privacy 

Notice

Joint 
Governance 

Charter

Participation 
Fee Policy

(Ohio BoSCoC)

The following key documents guide the implementation and management of the 
Ohio BoSCoC and MCHCoC HMIS:



Joint Governance Charter

Outlines how the shared HMIS implementation is governed and the 

roles/responsibilities of specific entities and bodies 

Participation Fee Policy

This document applies to the Balance of State only. It details the costs for 

providers for HMIS participation and how those charges are determined
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During our migration to Clarity, we received support from HUD Technical Assistance. 
During this process, they also worked with us to review our HMIS policies, training 
materials, and documents. 
HUD TA made recommendations for changes based on best practices. Next, we will 
review some of the principal changes
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Why Change Things?
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Based on guidance from HUD technical assistance, our CoC’s elected to end the 
requirement to have clients sign HMIS releases of information. Instead, we will utilize 
a Posted Data Privacy Notice, staff explanation of the Posted Data Privacy Notice to 
clients, and staff signature affirming that the client gave verbal consent.
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Client ROI Changes
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The updated Client Release of information contains three parts; Staff instructions, 
Client ROI, and Posted Data Privacy Notice.
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Client Release of Information and Posted 
Data Privacy Notice Document
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Staff Instructions 
 

Document Components 

Staff Instructions 
HMIS Client Release of Information 
Posted Data Privacy Notice 

How to Use the HMIS Client Release of Information and Posted Data 
Privacy Notice 
• Each adult client should be presented with the Posted Data Privacy Notice before their information is entered 

into HMIS. Program intake or Coordinated Entry Access Point staff must sign the HMIS Client Release of 
Information to affirm that staff explained the privacy notice to the client and the client gave verbal permission 
for HMIS data entry. Children under age 18 require a parent or guardian’s verbal permission. 

• The Posted Data Privacy Notice must be posted in an area viewable by clients. Staff may also provide a 
written copy to clients, if requested. 

• This document can be further modified and incorporated into your agency’s existing data privacy forms and 
notices, but modifications should be made only in consultation with the HMIS System Administrators. 

• These forms and procedures apply only to data maintained in the Ohio BoSCoC and MCHCoC HMIS. They 
are not meant to serve as an agency’s complete privacy policy or sole consent forms. 

How to Enter Clients in HMIS 
If a client does not agree to the Release of Information statement in the HMIS Client Release of Information form, 
then their personal information should be entered into HMIS via the following steps: 

1. Enter client’s personal information via the appropriate workflow for the project type in which they are 
being enrolled 

2. Toggle on ‘consent refused’. This will anonymize the client’s personal information 
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HMIS Client Release of Information 
 

Program intake or CE Access Point staff must read the Posted Data Privacy Notice to adult clients. Staff must 
request that adult clients verbally acknowledge that they are providing permission to have their personal data 
collected and entered into the HMIS, and that clients are providing permission to have their data shared, as 
outlined in the Posted Data Privacy Notice. A separate HMIS Client Release of Information form must be 
completed for each adult in the household. A parent or legal guardian must provide acknowledgment and consent 
for children under 18. 

Child’s Name Child’s Date of Birth 

 / / 

 / / 

 / / 

 / / 

 

Release of Information 
This agency would like permission to collect your information, enter it into HMIS, and securely share your data as 
described in the Posted Data Privacy Notice, to see what programs you qualify for and to better serve you. This 
Release of Information expires in one year. 

 Client Agrees    Client Disagrees 

As the parent or legal guardian of the children listed above, you confirm that the child’s/children’s data should be 
treated the same as your own. 

 Client Agrees    Client Disagrees    N/A 

 

Client Name (printed)  

Agency Representative 
Signature and Date  / / 

  

 

Posted Data Privacy Notice 
We collect personal information about the people we serve in a computer 

system called the Homeless Management Information System (HMIS). Many 

social service agencies use this computer system and their staff may be able 

to see your personal information. Additionally, administrators of the system 

and the provider of the system software may also see your information. All of 

these people have gone through special training to use the system and are 

required to abide by our homeless systems’ privacy standards.  

We use the personal information collected to run our programs and to help us 

improve services. In addition, we are required to collect some personal 

information by organizations that fund our program. 

We only collect information that is considered appropriate and necessary. The 

collection and use of all personal information are guided by strict standards of 

privacy and security.  

We may use or disclose information from the HMIS under the following 

circumstances: 

▪ To provide or coordinate services for an individual or household; 
▪ For functions related to payment or reimbursement for services;  

▪ To carry out administrative functions; 

▪ When required by law;  

▪ For research and/or evaluation; or 

▪ For creating de-identified data 

You do not have to provide your information; however, without your 

information we may not be able to help you. In addition, we may not be able to 

get help for you from other agencies. 

You have a right to review the personal information recorded in HMIS about 

you. If you find mistakes, you can ask us to correct them. You may also 

request a list of all agencies with access to the HMIS. You have a right to file a 

complaint if you feel that your data privacy rights have been violated. 

Please tell our staff if you have questions. If you need a grievance form or a 

complete copy of our privacy policy, please ask our agency staff. 

Staff 
Instructions

Client ROI Posted Data 
Privacy Notice



The first page of the document contains Staff instructions for completing the ROI. 
When completing an ROI:

Agency staff explain to clients why their data is being collected, who has 
access to the data in HMIS, and how the data is protected and kept private, as 
outlined in the Posted Data Privacy Notice. 
Then staff ask for client agreement to having their data collected and entered 
in HMIS. This process is the same whether in person or over the phone.
Staff sign the ROI form affirming the client provided verbal consent.
One ROI is completed with each adult household member.
Adults grant consent on behalf of their minor children.
Clients may still refuse data collection and/or entry in HMIS. If the client 
refuses, the client’s data is entered anonymously.
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Staff 
Instructions
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Staff Instructions 
 

Document Components 

Staff Instructions 
HMIS Client Release of Information 
Posted Data Privacy Notice 

How to Use the HMIS Client Release of Information and Posted Data 
Privacy Notice 
• Each adult client should be presented with the Posted Data Privacy Notice before their information is entered 

into HMIS. Program intake or Coordinated Entry Access Point staff must sign the HMIS Client Release of 
Information to affirm that staff explained the privacy notice to the client and the client gave verbal permission 
for HMIS data entry. Children under age 18 require a parent or guardian’s verbal permission. 

• The Posted Data Privacy Notice must be posted in an area viewable by clients. Staff may also provide a 
written copy to clients, if requested. 

• This document can be further modified and incorporated into your agency’s existing data privacy forms and 
notices, but modifications should be made only in consultation with the HMIS System Administrators. 

• These forms and procedures apply only to data maintained in the Ohio BoSCoC and MCHCoC HMIS. They 
are not meant to serve as an agency’s complete privacy policy or sole consent forms. 

How to Enter Clients in HMIS 
If a client does not agree to the Release of Information statement in the HMIS Client Release of Information form, 
then their personal information should be entered into HMIS via the following steps: 

1. Enter client’s personal information via the appropriate workflow for the project type in which they are 
being enrolled 

2. Toggle on ‘consent refused’. This will anonymize the client’s personal information 
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The second page of the document is the ROI form. 
This is the form staff will sign to acknowledge client’s consent for data collection and 
entry.
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Client 
Release of 
Information
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HMIS Client Release of Information 
 

Program intake or CE Access Point staff must read the Posted Data Privacy Notice to adult clients. Staff must 
request that adult clients verbally acknowledge that they are providing permission to have their personal data 
collected and entered into the HMIS, and that clients are providing permission to have their data shared, as 
outlined in the Posted Data Privacy Notice. A separate HMIS Client Release of Information form must be 
completed for each adult in the household. A parent or legal guardian must provide acknowledgment and consent 
for children under 18. 

Child’s Name Child’s Date of Birth 

 / / 

 / / 

 / / 

 / / 

 

Release of Information 
This agency would like permission to collect your information, enter it into HMIS, and securely share your data as 
described in the Posted Data Privacy Notice, to see what programs you qualify for and to better serve you. This 
Release of Information expires in one year. 

 Client Agrees    Client Disagrees 

As the parent or legal guardian of the children listed above, you confirm that the child’s/children’s data should be 
treated the same as your own. 

 Client Agrees    Client Disagrees    N/A 

 

Client Name (printed)  

Agency Representative 
Signature and Date  / / 
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There is no change to how the client ROI is entered in HMIS.

11

Coalition on Homelessness and Housing in Ohio | 175 S. Third St. Suite 580 Columbus, OH 43215

11



The third page of the document is the Posted Data Privacy Notice. 
The Posted Data Privacy Notice has been updated and expanded. 
All staff should review the updated notice and make sure it is visibly posted in client 
intake areas.

We expect agencies to update documents and begin using the new ROI process as 
soon as possible, but no later than July 1st, 2024.
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Posted Data 
Privacy 
Notice

  

 

Posted Data Privacy Notice 
We collect personal information about the people we serve in a computer 

system called the Homeless Management Information System (HMIS). Many 

social service agencies use this computer system and their staff may be able 

to see your personal information. Additionally, administrators of the system 

and the provider of the system software may also see your information. All of 

these people have gone through special training to use the system and are 

required to abide by our homeless systems’ privacy standards.  

We use the personal information collected to run our programs and to help us 

improve services. In addition, we are required to collect some personal 

information by organizations that fund our program. 

We only collect information that is considered appropriate and necessary. The 

collection and use of all personal information are guided by strict standards of 

privacy and security.  

We may use or disclose information from the HMIS under the following 

circumstances: 

▪ To provide or coordinate services for an individual or household; 
▪ For functions related to payment or reimbursement for services;  

▪ To carry out administrative functions; 

▪ When required by law;  

▪ For research and/or evaluation; or 

▪ For creating de-identified data 

You do not have to provide your information; however, without your 

information we may not be able to help you. In addition, we may not be able to 

get help for you from other agencies. 

You have a right to review the personal information recorded in HMIS about 

you. If you find mistakes, you can ask us to correct them. You may also 

request a list of all agencies with access to the HMIS. You have a right to file a 

complaint if you feel that your data privacy rights have been violated. 

Please tell our staff if you have questions. If you need a grievance form or a 

complete copy of our privacy policy, please ask our agency staff. 
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Another revision that came out of our policy work was an adjustment to R minor 
Elevated access.
R minor Elevated data can be shared for the purposes of service coordination. This 
includes the use of reports like the Veteran Active List and the Prioritization Report.
Under special circumstances, Non-HMIS Users may obtain authorization to access 
Rme from COHHIO HMIS System Administrators.

Sharing of Rme data in meetings outside of service coordination is prohibited unless 
appropriate agreements and/or ROIs are in use.
As a reminder, users should not share login information with others.
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R minor Elevated Privacy

👍
• Sharing Rme Data for Service 

Coordination
• Veteran Active List
• Prioritization Report

• Under special circumstances 
Non-HMIS Users may obtain 
authorization to access Rme 
from COHHIO HMIS System 
Administrators

👎
• Sharing Rme in meetings that 

are not part of service 
coordination

• Exception: Meeting is covered by 
appropriate agreements and/or 
ROIs

• Individuals sharing login 
information with others
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The Joint HMIS Governance Charter was created through the advisement of HUD 
Technical Assistance.
The document clarifies roles and responsibilities of various entities related to HMIS 
including:

HMIS Leads
HMIS System Administrators
CoCs

The document also outlines the structure of the The Joint HMIS Advisory Committee 
which reviews and revises HMIS governing and management documentation. This 
committee also serves in an advisory capacity to HMIS System Administrators.
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Joint HMIS 
Governance 

Charter
• New document 

created while working 
with HUD TA

• Clarifies roles and 
responsibilities

• Creates Joint HMIS 
Advisory Committee
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Joint Homeless Management Information 
System (HMIS) Governance Charter 

Ohio Balance of State Continuum of Care 
Mahoning County Homeless Continuum of Care 

 

 

1 Purpose 
This Governance Charter outlines how the shared HMIS implementation will be governed and managed 

for the Ohio Balance of State Continuum of Care (Ohio BoSCoC) and Mahoning County Homeless 

Continuum of Care (MCHCoC), the responsible parties and their specific responsibilities, and all other 

relevant items. 

This Governance Charter goes into effect upon approval by both the Ohio BoSCoC Board and the 

MCHCoC Board. As described in the Ohio BoSCoC and MCHCoC’s Governance Charters, each CoC 

has given this HMIS Governance Charter authority to serve as the governing document for HMIS. 

2 Background 
The Ohio BoSCoC and MCHCoC employ an HMIS to record and store client-level data including the 

numbers, characteristics, and needs of persons utilizing shelter, housing assistance, and supportive 

services. Use of the HMIS is mandated by the U.S. Department of Housing and Urban Development 

(HUD) for all communities and organizations receiving HUD Continuum of Care (CoC), Emergency 

Solutions Grant (ESG), Youth Homelessness Demonstration Program (YHDP), and/or Housing 

Opportunities for Persons with AIDS (HOPWA) funds; by the U.S. Department of Veterans Affairs for 

organizations receiving Supportive Services for Veteran Families (SSVF) and/or Grant Per Diem (GPD) 

funds; and Department of Health and Human Services Projects for  Assistance in Transition from 

Homelessness (PATH) and/or Runaway and Homeless Youth (RHY) funds. 

In 2020, the Ohio BoSCoC and MCHCoC agreed to merge HMIS implementations as a means to 

streamline HMIS administrative efforts and maximize HMIS funding. The merger of the MCHCoC HMIS 

into the Ohio BoSCoC HMIS implementation was complete in November 2020. 

3 Designations 
3.1 HMIS Governance 

• The Ohio BoSCoC and MCHCoC share governance responsibilities for the HMIS 

implementation. 

3.2 HMIS Product 

• Per the CoCs’ Governance Charters, the Ohio BoSCoC and MCHCoC designate the 

shared implementation of Clarity by Bitfocus as the official HMIS for each CoC’s 

geographic area. 



Why do we collect PII (Name/DOB/SSN)?

PII or Personally Identifiable Information includes data like name, date of birth, and 

social security number.

PII is collected only for the purposes of uniquely identifying clients for service 

coordination and reducing duplicates across the system.

Who has access to client PII in HMIS?

HMIS End Users, COHHIO HMIS Staff, CoC Staff, and HMIS vendor staff have access to 

client data.

How can we communicate about clients in a safe way?

Sharing client PII via fax or phone may be appropriate between certain agencies.
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Reminders about Protecting 
Client Data

Why do we collect Personally Identifiable Information (PII)?

Who has access to client PII in HMIS?

How can we communicate about clients in a safe way?

Who can access HMIS?
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Emailing client PII is permitted via secure IntraMail or with a third-party encrypted 

email product. As a reminder, do not email client PII to the HMIS Help Desk.

Who can access HMIS?

Login access is only for HMIS authorized users.

Login access must never be shared between authorized users. 

When using HMIS, computer needs to be in a private or supervised area.
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Here are the links to the updated policy documents. 
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Document Links

Policy and Standards Documents

https://hmis.cohhio.org/index.php?pg=kb.book&id=7

Client Release of information and Posted Data Privacy Notice

https://hmis.cohhio.org/index.php?pg=kb.page&id=60 
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Please make sure to share the recording and materials from this training with staff at 
your agency, who were not able to attend this webinar and will completing ROIs with 
clients.
The HMIS User Licensing Course has been updated with this information. The course 
is used for both new user training and annual renewal.
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Questions

email HMIS at
hmis@cohhio.org
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