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Summary of Revisions MadeMarch2016 Edition of VA Data Guide

1)

2)
3)

4)
5)
6)
7

8)
9)

3.15 Relationship to Head blousehold: Added guidance on identifying head of household. (page
16)

4.17 Residential Movén Date: Added clarifying sentence about errors. (pe)e 1

4.45 VAMC Station Number: Added URL (SSVF University) where station numbers can be found.
(page 1)

Added link to VAMC Station Code list on SSVF University (page 20)

Mandatory Data Collection: clarified policy on required fields. (p&)ye 2

HMIS Duplicate Enroliments section added (pagje 2

Monthly Repository Uploads: Changed references to upload p&dat five days to three days.
Revised the dates of data ditg report generation. (page 38

Quarterly Certification section added (pag®) 2

| RRSR Of I NAFAOIGA2Z2Y 2Y¢¥) (GKS dahiKSNE NBaLRyaS 6L :

10) Moved CSV file descriptions in Repository User Guide sdctithe Required HMIS CSV 4.1 Files

section starting on pagel3

11) Added new section: Reading SSVF Service and TFA Types for HMIS CSV 4.1 (page 41)
12) Repository User Guidenade changes to reflect the revised upload period from five days to three

days. (pagd4)

13)/ 2YOAYSR 5l vdadtAade alyl 3SYSy iR RMSEA2IINIIS aw § 3y2RdzN

aSOliArzyao l RRSR fAy]l F2N) a.Sad tNFOGAOSay { KI T
guidance document. (page€b
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VA Programs & HMIS Participation

AHomeless Management Information System (HMIS) is a commba#tyd application that collects and
reports on the characteristics and needs of people who are served by programs intended to prevent and
end homelessness in a particular geographic area ori@ann of Care (CoCW.S Department of

Veterans Affairs (VA) is committed to HMIS participation byiled homeless assistance providers

to support communitybased service planning and coordination ¥eterans and others who are

homeless and at ristf homelessness

In June of 2010/Areleased a Strategic Plan that identified thirteen major initiatives, one of which is the
Elimination of Veteran Homelessneskhis major initiative promotes the use of robust management
systems to monitor outcomes fondividual Veterans as well as the outcomes of programs that serve
homeless Veteransand isconsistent withstrategic plans developed lilge United States Interagency
Council on Homelessness (USIat) theU.S Department of Housing and Urban Develogmh (HUD)

As a result of this federabordination, VAfunded Grant and Per Diem (GPD) providers, Health Care for
Homeless Veterans (HCHM)ntract Emergency Residential Services provjderd Supportive Services
for Veteran Families (SSVF) providexgehbeen directed by VA to participate in HMiplementations
operated by achCoC in which they provide services

With respect to HMIS participation by VA homeless programs other than GPD and HCHWeQERS,
Homeless Program Office released natiggsblanceon August 31, 2015 thAtA staffmayobtain read

only access to HMIS, as long as the data is used as part of the job responsibilities of the individual
obtaining accesd/Astaff are also permitted t@nter datadirectlyinto an HMIS if a Releass

Information (ROI) is in place and the entry contributes to the job responsibilities of the VA staff entering
the data. In both cases, the data entered must be used to provide needed services and coordinated care
to Veteransd +!1 Qa 7Fdz UiewsddakhiRp:/ysB&mpaigny o6 S
archivel.com/?u=87d7c8afc03ba69ee70d865b9&id=56cd61lccac&e=27c0063574

CoC leadership and HMIS project staff will need to consider the following:

1 Local CoC and HMIS ststfibuldcoordinate with local VA officials and ¥#nded providers to
initiate HMIS participation for communiyased service providers whare not yet participating
in HMIS

1 VAfunded projects participating in HMIS are subject to the requirements ofrtbst recent
version of the2014HMIS Dats&tandardsand 2004 HMIS echnicaNotice, which defineHMIS
data collection angbrivacy, security, da quality, and softwareequirements Documentation
isavailableonthe HUD Exchayewebsite (ttps://www.hudexchange.info/hmis/hmiglata-and-
technicatstandardsj.

1 VAfunded projects participating in HMIS are subject to HMIS policies and pnasedu
established by the CoC(s) in which they operate, but they are also subject to VA requirements
For SSVF grantees, VA requirements include the export of-Bsgitdata from HMIS for upload
G2 +£1 Q& | a Ll{fmayb® héeesshri & &ifend HMIS poticed procedures in the
event that they would prevent SSVF grantees from complying with this requirement.

'The only exception is for grantees ware victim services providers as defined by the Violence Against Women
Act.
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1 VA will provide HMIS training to MAnded projects required to participate in HMIS; topics will
include a general HMIS overview, HMIS participateguirements, a review of the 2014 HMIS
Data Standards as they apply to-¥#ded projects, and forthcoming HMIS Technical Standards
(to be released by HUD), which will include minimum standards for HMIS governance, privacy,
security, software, and data qligy.

1 There are osts associated with HMIS licenses, training, technical support, data storage, system
maintenance, and HMIS administratio@iven the requirement that SSVF grantees export and
upload clientlevel data to the Repository at least monthénd that grantees operatig in
multiple CoCs may algwovide exported data to other HMIS implementatioht)D expects
HMIS project staff and CoC leadership to as#essosts associated with including ¥Aded
providers in HMIS, tdocument the allocatio of those costs, antb assess any participation
fees in @ equitableand transparenmanner.

1 VA staff and other federal partners will work together to provide additional training materials
and technical assistae (TA) support as VA expandMIJarticipation requirements

This manual is comprehensive with respect to SSVF; information and project setup guidance for HMIS
administrators about other VA programs participating in HMIS is available inAhli&rograms HMIS
Manualon the HUD Exchange websitatps://www.hudexchange.info/resource/4450/vprograms
hmismanual)).
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Data Guide Introduction and Overview

The purpose of the document is to convey all data managenaqntirements to SSVF grantees while
providing the necessary tools to properly meet these requirements and manage prograniltiata
reporting requirements in 38 CFR 62.71 have been designed to provide VA with the information

required to assess the outcomesa & 2 OA I 1 SR ¢ A (i K AdaNdsyh 0f$hs,avQ antidp®e3 NI Y a

AN yiSSaQ LINRPIANIYa ¢gAff Faarad Ay NBRdabeinskof 6§ KS ydz

homelessness

The guide is designed for use by SSVF grantees, staff, H¥it8sachtors, andCo(partners The
purpose of the guide is to provide information and instructions on all aspects of managing SSVF data
The guide is divided intime following sections

HMIS Participatio®lanning This section includes a general overview of SSVF HMIS participation
requirements and guidance for grantees in decisioaking about how to fulfill them.

HMIS Project Descriptor Data ElemeitisSSVFThis section provides guidance to HMIS administrators
and HMIS vendors on how to complete the Project Descriptor Data Elements in HMIS to properly set up
an SSVF grant for data collection in HMIS.

SSVE HMIS Data Coliect This section includes information on specific data elements that must be
collected, when they must be collected, afud whom they must be collectedalong with SSVépecific
information. It also includes sections on data quality and completeneggsirements SSVF data
security policies, and HMIS privacy and security requirements

SSVFE Reportind his section details SSVF reporting requirements, including &diguarterly reports
Also included ar®epositoryupload and integration specifications atite Repository useguide which
include stepby-a 0 SLI AyaiNWzOGA2ya 2y dzLJ 21 RAy3 1 aL{ RIGLF

Data QualitytManagement This section describes thecessary components of a comprehensive data
guality plan The data quality policy and thresholds are detailed, which outline the minimum acceptable
data quality standards for program dathinks to the U.SInteragency Council on the Homeless
resourceson developing a sound data quality plan as well as a sample plan are also included.

CoC Integration & Plannind@his section contains an overview of the function of @@Cand specific
opportunities for collaboratiobetween the SSVF program and €oTopics covered include
coordinated assessment, homeless PamTime (PITCountsandthe Housing Inventory Chart (HIC).

Toolkit This section provides grantees with samplerfe, templates, checklists and other resources
that can be used and adapted for each program to facilitate an HMIS implementation for a SSVF
program.

Other Training Materials
In addition to the Data Guid¢here are five 30 minute trainings available ¥Q &SVF Universigjte at
http://www.va.gov/homeless/ssvf/index.asp?page=/program_requirements/hmis_and .data

SSVF Data Collection &@®rting 101
The target audience for this training includes new grantees, new staff, or anyone who aeedsew of
the basics of SSVF data collection and reportifgpics includan introduction toHMIS, roles and

VA Data GuidgMarch2016 Page| 4
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responsibilities, HMIS selp, data collection requirementseporting requirements, and tools and
resources for grantees

Reporting Data through \@Repository

The target audience for this training is grantees Topics include description of data quality policy and
threshold limits, reading validation selts, interpreting validation results, identifying and correcting

data errors, creating and implementing data quality plans and working with data from multiple CoCs and
HMIS implementations.

HMIS: Beyond Data Collection
The target audience for this traimg is all granteesTopics include privacy and security requirements,
VA HMIS participation, CoC coordination, and using data for program improvement.

SSVF fodMIS AdministrataandVendors
This training is more technical than the others and is aipradarily atHMIS administrators and
software solution providers

Topics includ@rojectsetup in HMIS, data collection, export requirements, upload validationesses,
and a brief overview of how uploaded data are reported.

Developing a ComprehensivetB®uality Plan

The target audience for this training is all grantees, particularly individuals who are responsible for
planning and oversightTopics include the importance of data quality and how to achieve and maintain
it.

HMIS Participation Planning

Overview

+!1 Qa 2NRAIAYIE AyaSyd ¢l a GKIFIG {{+£+C 3INIYyGSSa ¢g2dzZ R
which they were providing direct services. Many SSVF grantees provide services in more than multiple

CoCs, however, and the logistics and expensmpliementing this proved to be impractical.

HUD, HHS, and the VA jointly released revised HMIS Data Standards in May 2014. Revisions include the
ability to associate a single HMIS project with multiple CoCs and a requirement to identify the CoC in
whichthe head of household is located at project entry. This associates data with a particular CoC and
facilitates data exchange between HMIS implementations.

As a result, participation by SSVF grantees in the HMIS implementations of each CoC in which they
provide direct services is still required, lyrantees have the option to enter data directly into each
HMIS or to enter data into a single HMIS and participate in others by providing an export deeként
data. When SSVF grantees participate by progdixported data, they are subject to the HMIS policies
and procedures of both the HMIS implementation in which they enter/export data and those of the
HMIS implementation(s) to which they are providing exported data.

Requirements
w Every SSVF granteeésgjuired to participate in at least one HMIS implementation; that HMIS
implementation must be operated by a CoC in which the grantee is providing direct services.
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1 An HMIS implementation is communibased. Entering data into an HMIS application that is
not affiliated with a CoC does not satisfy the requirement to participate in an HMIS
implementation unless data are exported to and accepted by an HMIS implementation.

w SSVF grantees operating in multiple CoCs must patrticipate in the HMIS implementatidn of eac
CoC in which they operat@his requirement may be satisfied either by direct data entry into
each HMIS or by entering data into a single HMIS and providing exports oflelientiata to
each HMIS. HMIS participation arrangements are subjectto &@pré o6& 3INI yiSSaQ wS
Coordinators and the National Center on Homelessness Among Veterans.

w Information about every participant served must be entered into an HMIS, exported from HMIS,
and uploaded to the VA Repository on at least a monthly basis.

1 Evey project in an HMIS must be associated with one or more CoCs (data element 2.3
Continuum of Care Code). SSVF projects operating in multiple CoCs must be associated with
each CoC for which they will be entering clitel data into the HMIS.

1 For each SVF enroliment, HMIS users must identify the CoC (data element 3.17 Client Location)
where the head of household (eligible veteran) is located at the time of project entry.

SSVF grantees should contact the HMIS Lead for each CoC in which they aragpmedisicuss HMIS
participation. There are many factors to consider in establishing an HMIS participation plan; some of
these factors are outlined belaw

Technical assistande available from both HUBnd VA if assistance or mediation is needed towees
compliance with this requirement.

Considerations in HMIS Planning

Other Grantees Operating in the Same CoC

HMIS can be invaluable in reducing duplication of services in CoCs where there are multiple SSVF
grantees If your program is operating in anpC in which there are other SSVF grantees providing
services, talk to the other grantees about HMT®e use of an HMIS that is either open or supports
datasharing agreements between projects such that it is possible to see if an applicant is alrewgly bei
served by another SSVF grantee is id&alur regional coordinator may be able to assist you in
collaborating with other grantees to use a common HMIS.

Percentage of Participants in a CoC

This is a simple common sense consideratidrgrantee operatigin six CoCs butith 90% of
participantsconcentrated inasingle CadCK 2 dzf R 6 S LI NGAOALI GAy3 Ay GKFG |
extenuating circumstances

Location of Service Providers

It is relatively easy to support participation in multiple HNthplementations when there is a orte-

one relationship between an organization (grantee or subgrantee) and a CoC, i.e., when services in
different CoCs are provided by organizations physically located in those lBa@any cases, when

service providersire physically distributed across multiple CoCs, the provider organizations may have
other programs that are already entering data into the HMIS implementations for the CoCs where they
operate In these cases, participating in multiple HMIS implementatiomght make more sense than
entering all data into a single HMIS.

VA Data GuidgMarch2016 Page| 6



On the other hand, if services in multiple CoCs are provided from a single location by the same group of
people, and participating in each of the HMIS implementations would require stegfriember

Ydzf GALX S dzASNYIlYSa yR LI aag¢g2NRa a 6Stf a 6KAOK
service is recorded, consider entering all of your data into a single.HMIS

If your grant covers three CoCs and services for each of the Co@ewvited from separate locations,
82dz aK2dzf R O2YyAARSNI LI NGAOALI GAYy3 Ay SIFEOK 2F GKS

Participation Fees
HMIS participation fees are a covered expense for SSVF grafteesverall cost of HMIS participation

is a practical casideration in deciding whether or not to participate in the HMIS implementations for all
of the CoCs in which you operate, but it should not be the primary factor

LGQa AYLERNIIFIyG G2 0SS 6 NB GKIFIG (GKS Omahavegor | al {
relation to the level of support available or the quality of the HMIS softw&ending can be a big

factor; some very advanced HMIS implementations have secured additional funding and charge minimal
participation fees

When comparing the p#icipation fees of various HMIS implementations, be aware of what the fees
include and what might cause them to increas®hat kind of training and technical support is
included?Does the cost of participation depend on the number of users you haveymder of
programs you need, the number of client records you create, or some other factor?

HMIS Software

Each HMIS implementation selects its own HMIS applicatitihD publishes minimum standards for

HMIS applications, but there are big differences orkflow, reporting, and additional features

Software that is easy to use can have a big impact on data quality and save a lot of statising
software that data entry personnel are already familiar with can also be hel@faken comparing two
HMISimplementations that use different HMIS applications, it can be helpful to ask for a demonstration
of the software

The workflow for data entry is important; some applications have features that prevent users from
creating duplicate records or to helmsure that all of the required data are entered@he ability to

report on data from the HMIS may also be important; some applications offer a wide variety of
reporting optionsg including data quality reports while others do nat For SSVF granteeparticularly

those who export and upload their own data to the Repositptiye export process is also critical

Some applications produce a single file within a few minutes that can be uploaded to the Repository as
is; others require a multep processmanual changes, and/or overnight processing.

If two HMIS implementations use different HMIS applications and one appears to be easier to use
and/or to have additional useful features that the other does not offer, the software might be a deciding
factor. If two HMIS implementations use the same software, it may be that data could be entered into
one and exported to the other with relative ease.

HMIS Implementation

Some HMIS implementations are more advanced and/or have more capacity to support HMIBasers t
others. A number of SSVF grantees export and upload their own SSVF data to the Repository; in some
HMIS implementations, however, HMIS administrators or software vendors manage this process on
behalf of SSVF grantees
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Entering Data into One HMIS aritkporting Data to Another

Some HMIS implementations accept data exported from another HMIS implement&®WiF grantees
operating in multiple CoCs may choose to do direct data entry into a single HMIS and to participate in
the HMIS implementations fortber CoCs by providing them with exports of data for clients located in
their jurisdiction.

Your program will only be participating in an HMIS implementation if your data is accepted and

integrated into the HMIS databasé&n HMIS implementation is not raged to accept an extract of

data and their ability to do so may depend on the capacity of their softwdoir data is also subject to

all of the policies and procedures of the HMIS implementation that receivéfsaither the host CoC

HMIS or recigint CoC HMIS lacks the export or import functionality (encouraged but not yet required

F2NJ laL{ AYLX SYSyi(lGA2yaoxr GKSy dzAy3a | aiay3ats /2
dzaS 2yfte 2yS [/ 2/ Qa | alL{ Ydzal crafye work R ad EahediNd RS (i S NI
that assures the HMIS participation requirements of the recipient CoC are met so as not to disrupt their

ability to produce system level reports.

Questions to Consider
The following is a list of some questions you may wistotesider for each of the CoCs in which you are
operating in developing an HMIS patrticipation plan

w 52848 @2dz2NJ 2NBIFYyATFdA2y |t NBIFReé KIF@S 23GKSNI LINE 3
w If you have subgrantees, do any of them have other projects particlkhg’ 3 Ay (KA A& [/ 2/ Q3
w Are there other SSVF grantees operating in the CoC?
1

If other SSVF projects operate in the same Ga®e HMIS open or does it support dataaring
agreements between projects?

€

What percentage of your clients do you expect willdeated in this Cod2ess than 10%? More
than 75%?

w Which HMIS software does the CoC use?
1 Are any of your staff already familiar with the2 / Q& R Scitka®y | G SR

 Doesi KS / 2/ Q& Ihavée dny féairedithat el it easier or more difficulus® than
the software used by other CoCs?

w Given the number of users you need and the number of projects required, what is the annual
O2ail 2F LINILAOALI GA2Yy o6& RANBOG RIFGF SYyiNB Ay

w What kind of user training and support is provided to HME8rs?Are they included with the
participation fee or are there additional costs?

w Can the HMIS export HMIS data in the HMIS CBidrnat? (This is the only format that the
Repository will be able to accept, at least initialiyan it export HMIS data the HMIS XML 4.
format (which may be helpful in data exchange with other HMIS implementations)?

w Does the HMIS accept imports of HMIS data from other HMIS implementations?

1 Canitaccept HMIS CSY data? HMIS XML #data?
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w Who would export SSVF data amgload it to the Repository each month?
If the HMIS administrator / vendoils there a backup in the event that s/he is not available?

If the SSVF grante&Vhat steps are required to export / upload the data?
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HMIS Project Descriptor Data Elements3&VF

This section provides guidance to HMIS administrators and HMIS vendors on how to complete the
Project Descriptor Data Elements in HMIS to set up an SSVF grantee.

2.1 Organization Identifiers

The Organization ID is generated by the HMIS applicatrenQrganization Name should be name of the
grantee In the event that the organization has other projects participating in HMIS, there may already
be a record for the organization in the HMIBis not necessary that the Organization Name in HMIS is
anidentical match to the grantee name as identified in the SSVF grant, only that the organization is
correctly identifiedand recognizable to CoC and HMIS administration. staff

2.2 Project ldentifiers

The Project ID is generated by the HMIS software; thiept name identifies the specific SSVF project
There are no specific VA requirements for SSVF project names, but in geasre§ should make it as
simple as possible for users to distinguish between the various HMIS projects created to represent a
single SSVF grant, e.g., Community Homeless SSVF RRH or Community Homeless SSVF Prevention.

2.3 Continuum of Care Code

Each CoC is associated with a geographic area and has a code assigned Bgadfijidoject in HMIS

may be associated with multiple CoGESVF granteese funded tooperate in specific CoCs. Grantees
operating in multiple CoCs should be associated with all of the CoC codes in which the project provides
services and for which they will be entering cliéetel data into the HMIS.

2.4 ProjetType

For each SSVF grant, there mustbéeast two separate projects; one with a Project Type of

Wl 2YStSaaySaa t NBOSYiA2YyQ cRegpRE g &ABYAMRQlI t N22SOI
A separateproject with a project type o®ther@projectmay be usedd track individuals with whom

granteesare engaged in outreach

2.6 Federal Partner Funding Sources
W dzlILI2 NI AGS { SNBAOSA FT2NJ +SGSNI Yy ClYAtASAQ &K2dA

The Grant Identifier field should include the SSVF grant nonalteng with the corresponding Grant
Start Date and Grant End Date.

Although the data standards require that it must be possible to associate a single project with multiple
grants, multiple SSVF grant identifiers should only be associated with a siojglet prhen a grant is
renewed Organizations with more than one SSVF grant at the same time must have separate projects
set up for each grant.

2.7 Bed and Unit Inventory Information
This data element should be completed for the SSVFIRBéett in HMIS onsistent with the policies of
the HMIS implementationThis information is not used by VA and need not be included in SSVF exports.

¢KS W{GNBSG hdziNBFOKQ LINP2SOG (eSS akKzdAZ R y28( 0S5 dzasSR
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2.8 Site Information Optional
This data element should be completed consistent with the policies of the HMIS impleioentahis

information is not used by VA and need not be included in SSVF exports.

2.9 Target PopulationOptional
This data element should be completed consistent with the policies of the HMIS implementatitmn

information is not used by VA and needt be included in SSVF exports.
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SSVHMISDataCollection

HMIS Data Elements

The data elements listed below are defined in the May 2014 HMIS Data Staadardsust be collected

by SSVF granteésr every householderved Data for persons who are screed but not enrolled

should never be entered into an SSVF HP or RRH project and should not be uploaded to the Repository.
Persons served under pending verification of Veteran status may be entered into HMIS and uploaded to

the Repository.

# Data Elemerds

3.1 Name

3.2 Social Security Number

3.3 Date of Birth

3.4 Race

3.5 Ethnicity

3.6 Gerder

3.7 Veteran Status

3.8 Disabling Condition

3.9 Residence Prior tBrojectEntry

3.10 | Project Entry Date

3.11  Project ExiDate

3.12 | Destination

3.13 | Personal ID

3.14 | Household ID

3.15 | Relationship to Head of
Household

3.16 | ClientLocation

3.17 | Time on Street, Emergency
Shelter or Safe Haven

4.2 Income and Sources

4.3 NonCash Benefits

4.4 Health Insurance

4.14 D Services Provided

4.15 B Financial Assistance Provided

4.17 Residential Mog-In Date

441 +SGSNIyQa Ly7T:

VA Data GuideMarch2016

Subjects
All clients
All clients
All clients
All clients
All clients
All clients

Adults
Adults

HoHand adults
All clients

All clients
All clients

All clients
All clients
All clients

HoH
HoHand adults

HoHand adults
HoHand adults
All clients

Clients who receive
services

Clients who receive
financial assistance
RRH clients

Veterans (Veteran
Status = Yes)

When collected
Record creation
Record creation
Record creation
Record creation
Record creation
Record creation
Record creation
Project entry

Project entry
Project entry

Project exit
Project exit

(generated by HMIS)
(generated by HMIS)
Project entry

Project entry

Project entry

Project entry and exit
Project entry and exit
Project entry and exit
Whenservices are provided

Whenfinancial assistance is providec

Project entry; edit iktatus changes

Record creation or first SSVF project
entry
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4.42  Percent of AMI HoH Project entry

4.43 | Last Permanent Address HoHand adults Project entry
4.44 | HP Screening Score HoH(HP only) Project entry
4.45 | VAMC Station Number HoH Project entry

Assistance Type
For each SSVF grant, there must be one project set up in HMIS with a project type of RapitsiRg
(RRHandanotherwith a project tye of Homelessness Preventi@rP)

Participants should be entered intdMIS undeeither the RRH dfPprojectbased on the housing
status of the head of household.

If the head of household is homeless, enter the household into the RRH prBjéety, this includes:

9 Individuals and families living in a place not meant for human habitation éevghicle park,
abandoned building, bus or train station, airport, or camping ground

1 Individuals and families being provided with a temporary resideryca public or private
organization (e.g., emergency shelter, Safe Haven, or a hotel or motel paid for with emergency
shelter vouchers).

1 Individuals exiting amstitution after a stay of 90 days or less who resided in an emergency shelter
or place not meanfor human habitation immediately before entering that institution.

1 Individuals and familieleaving their primary nighttime residence because they are fleeing domestic
violence, have no other residence, and lack the resources or support networks ta otitar
permanent housing

1 Individualdeaving their primary nighttime residence because they are fleeing domestic violence,
who have no other residence, and do not have resources or a support network in place to acquire
permanent housing

Other participars (i.e.,thosewho are not homeless but amdigible for SSVF) should be entered into the
Prevention project.

3.1 Name

Providing identifying information is an SSVF eligibility requirement and is not optidhalminimum,
everyclient, including househld membersmust have a first name and a last name entered in HMIS
Use full legal names instead of nicknames or shortened verstomisy of middle names and suffixes is
strongly encouraged.

For Veterans, names should be entered in HMIS as they appehe DD214 unless the Veteran has
had a legal name change since his/hisctiarge. The DD214 is also a religolerce of information
about Social Security number and Date of Birth.

1. NAME (Last, First, Midale) 2, DEPARTMENT, COMPOP;ENT AND BRANCH 3. SOCIAL SECURITY NO.
AIR FORCE=--REG AF | |

.a. » 4.b. PAY GRADE 5. DATE OF BIRTH (YYMMDD) 6. RESERVE OBLIG. TERM. DATE
[ [ — Year 99 | Monti@i®] Day BB |

The only acceptable response to Name Data Qualfylisname repded. (As long as the first name
and last name are complete and correletyll name reporteds an appropriate responsgit is desirable
but not necessary that the middle name is included.)
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If there is already a record in HMIS for fhrticipantand any @art of the name is incorrect, correct it.
Although the HMIS Data Standards specify that name is only collected when a client record is created, it
is the responsibility of every project that serves that person to ensureitifiatmation is complete and
correct.

3.2 Social Security Number

For Veterans, SSN is relevant to eligibiliyy Veteran applying for services from an SSVF program must
provide an SSN in order to receive services and grantees must enter the complete SSN intd HMIS
Veteran who dekines to provide an SSN is not eligible for SSVF

Grantees must also ask for an SSN for allvieteran household members; however, R¥eterans are

legally entitled to decline to provide an SSNhen that happens, it must be accurately reflected in

HMISdatso @ a St SOGAyYy3a W/ £t ASy (i NBTRigadBsQof the/readol,Partigl{ b 51 I
missing, or invalid SSNs will always have a negative impact on data.quality

If there is already a record in HMIS for the cliant the SSk incorector incomplete correct it.

3.3 Date of Birth

Again, providing identifying information is an SSVF eligibility requirement and is not optivea}

client, includingnon-Veteranhousehold membersnust have alate of birthin HMIS Note that for
Dateof Birth Type/ f A Sy (i R 2l Gligr@réfusddfendt valid responses for SSVF participants.

If there is already a record in HMIS for the cliant the date of births incorrector incomplete correct
it.

3.4 Race
Select as many races as appli/the participant does not identify with any of the five races listed, select

| £t ASy G R ar&heyt etusedisyappropriate.

If there is already a record in HMIS for the cliant race informations incorrector incomplete correct
it.

3.5 BRhnicity
If there is already a record in HMIS for the cliant Ethnicityis incorrect, correct it.
3.6 Gender

If there is already a record in HMIS for the cliantl Genderis incorrect, correctit/ £ A Sy & R2 Say Qi
andClient refusedre not valid esponses for SSVF participants.

3.7 Veteran Status
INHMISt SGSNI y {GFGdzda aK2dzZ R 0SS W, SaQ FT2NI yez2yS gK?2
forces of the United Statesegardless of discharge status or length of service

w For members of the Armyyavy, Air Force, Marine Corps, and Coast Guative duty
begins when a military member reports to a duty station after completibtraining

w For member®f the Reserves and National Guaadtive duty is any time spent activated or
deployed, eitheiin the United States or abroad

+SGSNY Yy { G (dzaangofleaviath&s ndt Beendob &tive dbtg, Mtluding

VA Data GuidgMarch2016 Page| 14



w Individuals who attended basic training, officer training school, and/or technical training but
were discharged before reporting to atgustatior

W Members of the Reserves or National Guard who were never activated or deployed

For SSVF projects, every adult must have a Veteran Status of éésmrNo. Neither/ f A Sy i R2Say Qi
knownor Client refusecre permissible responses

If there is already a record in HMIS for the cliant Veteran Statuis incorrect, correct it.

3.8 Disabling Condition
Collect at project entry for all adult®isabling Condition should bdéesfor any adult with:

1 A physical, mental, or emotional impairmentciuding an impairment caused by alcohol or
drug abuse, postraumatic stress disorder, or brain injury that:
(1) Is expected to be loagpntinuing or of indefinite duration;

(2) Substantially impedes the individual's ability to live independently; and

(3) Could be improved by the provision of more suitable housing conditions.

1 A developmental disability, as defined in section 102 of the Developmental Disabilities
Assistance and Bill of Rights Act of 2000 (42 U.S.C. 15002); or

1 The disease of acquirégshmunodeficiency syndrome (AIDS) or any condition arising from the
etiologic agency for acquired immunodeficiency syndrome (HIV).

Individuals receiving SSDI or VA disability compensation (either seoricected or norservice
connected) shouldbe notedas apotential Yesfor Disabling Condition.

3.9 Residence Prior tBrojectEntry

For all adults, identifhe residence type and how long the clidras been there at the time of project

entry Yh 0 KSND aKz2dzZ R 2yfe& 0S algifigSiDatichRen theyiighiidefre S@Sy G G |
LIN2 2SO0 SyGNR ¢l a a2 dzydzada f GKFEG A0 Aa y2a LRaaa
selected, an explanation must be providéftthe explanation indicates a living situation that falls under

one ofthe other options, grantees will be required to correct this.

ForHomelessnesBrevention this should reflectvhere the client is livingt the time of project entry
Clients served in the homelessness prevention project should not be homeless at prajgcand
client served under rapid rBousing must be homeless at project entry.

For Rpid ReHousingthis should reflect \uere the client stayedn the night before project entry

3.10 Project Entry Date
Every client must have a Project Entry Dal&ere are no exceptions and the Repository will reject any
upload that has missing information for this field.

For both SSVF project typd$omelessnesBrevention and &oid ReHousing, the Project Entry Date is
the first date on which the grdae begingproviding services funded by the SSydngto any member of
a Veterarhouseholdeligible for SSVF assistandeK S G SN)Y WASNBAOSaAaQ Aa y2i0 fA

VA Data GuidgMarch2016 Page| 15



assistance There should be at least one record of a service (see data elements 4.14 D aBj #i5
the head of household on the Project Entry Date

All household members who are staying with the head of household at the time of project entry should
have the same Project Entry Dat€hildren born during enroliment and individuals who join the
household during enroliment may have a later Project Entry Date

3.11 Project Exit Date

For SSVF, the Project Exit Datthie last date on which the grant@eovidesservicedo the household
This may be the last day of any month for which rental assistés provided, even if no other services
were provided on that date

All household members who are staying with the head of household at the time of project exit should
have the same Project Exit Datdousehold memberwho die or are otherwise leaviee household
during enrollment may have an earlier Project Exit Date.

3.12 Destination
For allclients select the residence type that best correspondsit€ S Of A Sy (i Qatthétim@A y3 a A
of project exit

For Prevention clients who maintaineleir housing, this will be the same as the Residence Prior to
Project Entry.

It is critical to follow up with clients who may stop showing up after receiving serwighout

information aboutOf A Sy (i & Q f A @ AVgHhas na way tiztellivtBey or hotitheSnkedvantion

gl a adz00SaatdAz @ C2NJ GKAA NBlFaz2ysz lye NBalLkyaS (K
situation will show up on data quality reports.

If a client cannot be contacted after receiving services and ittipossible to identify a living situation

F2NJ GKS Ot ASyd G GKS GAYS 2F SEA(iThiswibhappehEA G Ay d S
data quality for this field is not evaluated against perfection but against national averages and other

grantees dealing with the same circumstances and client population.

¢tKS aStSOlA2y 2F WhIiKSNID F2NJ 0KS 5SadAylraArazy TFASt
0S aStSOUSR Ay (KS S@Syd GKI G O KeRitis®Gounyaliti@titist A A y 3
not possible to select one of the other options. ¥ Wh i KSND A& &St SOGSRZ 'y SEL
the explanation indicates a living situation that falls under one of the other options, grantees will be

required tocorrect this.

3.13 Personal ID
This is generated by the HMIS application.

3.14 Household ID
This is generated by the HMIS application.

3.15 Relationship to Head of Household
Every client must have a Relationship to Head of Household entered at project @here are no
exceptions and the Repository will reject any upload that has missing information for this field.

For each enrollment, a household must have one and only one head of household (Relationship to Head
2T | 2 dza S K.ZForBSVF, tHitadSf heu@ahold should be the eligible Veteram households
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with two or more eligible Veteranghe program should follow CoC methodology to desigimeetad of
household.

3.16 Client Location

Identify the CoC in which the head of household is locatatie time of project entry The CoC Code
should correspond to one of the CoCs in which the SSVF grantee is funded to provide s€ndtes.
codes identify a geographic area and consist of alstter state abbreviation, a dash, and alijit
number asigined by HUDFor example, the Co®@de for the Colorado Springs / El Paso County
Continuum of Care is C&D4.

This is mandatory for every project entry; there are no exceptioingou do not know the Cobde,
HUD has an online mapping tool that youneese to find it To do this:

1. Go tohttp://eqis.hud.gov/cpdmaps/#

2. Enteri KS Of ASydQa FRRNBXaa 62NJ Iy IiRtReNoBxotheOf 24S G+
upper left and click the magnifying glasssearch.

CPD Maps % e

& egis.hud.gov/cpdmaps/#

CPD Maps [ Q. [219 E. Dale St Colorado Springs X] e 3

Vancouver, R il X e ey d ol He A
ttie NORTH™ b o0
ASHINGTON MONTANA DAKOTA_ " g

3.LY GKS L2LJz) 62E> a8t SO0 GKS INIthépoppbakkl & Sy RAE
too small to read full names, you can click on the lower right coandrdragio make it bigger.

IDAHG WYOMING DAKOTA

Wiieee e
Select a Grantee then click Finish x

ticagd
COLORADO NONENTITLEMENT - HOPWA W ¢
VADA | COLORADO SPRINGS - CDBG p—-—t
. COLORADO SPRINGS -ESG cinnat
COLORADO SPRINGS - HOME NTUGK

75>+l Colorado Springs/El Paso County - COC

GELf

LG
Finish ; )

Tamg

4. The mapping tool willlisplaythe geographitdoundaries of the Cothat covers the address you
enteredand another popupbox that includes the CoC Code.
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http://egis.hud.gov/cpdmaps/

7z
67 P‘llnlel [

u."
ljhonument

Grantee Summary X
17
Name: Colorade Springs/El Paso County - COC '\ 2
\\ Usaf
{ Amdcm;
\Aﬂd
an l-\‘ ,’
\t’}
P '/I*
= £l
\'lMQ‘n.itou W ] 3
Sp'?:{‘;gf’__::\ ”HN Sl e SN |
\E;.;.] Col orado S prings
\u.,\ + City Of Colorado
e —— {2 tton e ad oW e '\\ N Ke“‘“ Springs Muni Airpo

If the head of household moves to a different CoC during enrollnoeestea new recordvith the CoC
/| 2RS F2N G4 KS Of AThe/nfofmatiodRateMsSogidted fwigh the iew &gb6rd should be
the date that the client changed locatiofif the exact date is not known, an approximate date is fine.

3.17 Time on Streed, Emergency Shelter, or Safe Haven
Record responses foihhe head of hosehold and alddults at project entry. This information is used, in
conjunction with Disabling Condition to identify chronically homeless participants.

4.2 Income and Sources

Record responses for all adults at project entry and at project exit. Noteth&#/ t A Sy i R2Say Qi
W/t ASYG NBTFdzZaSRQ NP y20 GFftAR NBalLkyasSa T2N {{
participants must provide income information and grantees must enter it into HMIS.

|+C

Information about income may be recordén HMIS consistent with the SSVF Income Eligibility

Calculation worksheet. For example, the worksheet specifically excludes income earned by minors from
household income calculations; accordingly, income earned by minors may be excluded from HMIS.
fIN0D2YS FNBY lye {2dNDOS Aa W, Sa>xQ GKSNB &aK2dzZ R 6S |
LyOo2YS FASER YR G t€SFradg 2yS AyO02YS &2d2NDS aKz2dz
must be an amount greater than zero recorded for the seurThe total of all source amounts must

equal Total Monthly Income.

The HMIS Data Standards and VA require that a new record of Income and Sources must be created at
the time of project exit. The questions must be asked and the responses must be kaotdellS. It is
not acceptable to assume that nothing has changede project entry.

4.3 Non-Cash Benefits
Record responses for all adults at project entry and at project exit.

The HMIS Data Standards and VA require that a new record eClisim Berfidgs must be created at the
time of project exit. The questions must be asked and the responses must be recorded in HMIS. It is not
acceptable to assume that nothing has changed since project entry.
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4.4  Health Insurance
Record responses for all particiga (including minors) at project entry and at project exit.

The HMIS Data Standards and VA require that a new record e€llsim Benefits must be created at the
time of project exit. The questions must be asked and the responses must be recordedsin dInot
acceptable to assume that nothing has changed since project entry.

4.14D Services Provided
Record each serviamn the date it is providedIf you meet with a participant 5 times during the course
of enrollment to provide case managementetie should be a record for each date.

Services should battached to thehead of househol@ & NIDOmN:FRabe duplicate records of a
single service for each household member.

4.1 Financial Assistance Provided

Record each instance of financialigtance There should be a separate recafifinancial assistance
for eachcheck that is cut; the date of financial assistance should be the date that the checklisacut.
check is returned or not cashedelete the record in HMLS

Enter financialas A & (i I y OS dzy RSNJ 1 KS KSIR 2F K2dzaSK2f RQa
single instance of financial assistance for each household member; after a household is discharged, it
should be possible to determine, based on HMIS data, how much falassistance the household
received.

4.17 Residential Movén Date

This is collected for Rapid-Reusing participants onlyThis information makes it possible to determine
which RRH participants have moved into permanent housing, which is impaootathief HIC and Point
In-Time CountsBy comparing the residential mowe date for RRH households with the project entry
date, VA will also be able to determihew long it takes from the time of project entry to get
participants into housing.

There shoud be one and only one record for this data element for any one enrollmEénbrs are only
flagged when a household exits to permanent housing and there is no Residential Moateasthis is
the only comparison poirdvailable.

In Permanent Housing

This is initiallyenteredat project entry; the response at that time will typically e unless your project
is able to move participants into permanent housing on their very first day in the program. When a
participant does move into permanent housirggp back to the origindlloresponse and change it toes

Date of Moveln

When In Permanent HousingYes you will be asked to enter the Date of Mekre As the name of the
field implies, this should be the date (during enroliment) that the participaaved into permanent
housing.

If an RRH participant moves into permanent housing during an enrollment but leaves before discharge,

you must change In Permanent Housing backi®o

NE O
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441 +SGSNI yQa LYTF2NXYIGAZY
Year Entered Military ServicandYear Separatedtom Military Service

WSO2NR GKS [ SFNI9YGSNBR YR , SIENI{SLINY¥GSR F2N (K

These can be found in Block 12 of thel' 12, RecORD OF SERVICE Month(s) Day(s)
DD214 a. Date Entered AD This Period v 03

b. Separation Date This Period 1993 || WOV 02
If two continuous periods of service [ ¢ mat Active Service This Period 06 | U0 100
are identical in length and one was d. Total Prior Active Service o0 | 0O o0

during a corbat era and the other was not, record the Year Entered and Year Separated for the combat
era period of service.

If two continuous periods of service are identical in length and neither or both were during a combat era,
record the Year Entered and Year Seped for the most recent period of service.

Theaters of Operations

Identify whether or not the Veteran served in the theatre of operations for any of the listed military
conflicts. Only physical presence within the geographic area during the confiiquised for aYes
response this is not a question of whether or not the Veteran was in combat or ever came under fire.

Branch of the Military

Record the branch of the military in which the Veteran served for the longest period of lirperiods
of savice are identical in length, see the instructions related to Year Entered and Year Separated above.

This can be found in Block 2 of th®214

CAUTION: NOT TO & USED FOR THIS IS AN IMPORTANT RECORD. ANY ALTERATIONS IM 3HADED
IDENTIFICATION PURPOSES SAFEGUARD IT. AREAS RENDER FORM VOID
- CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY
1. NAME (Last, First, Middle) 2. DEPARTMENT, COMPONENT AND BRANCH 3. SOCIAL SECURITY NO—
AIR FORCE==REG AF I.
.. GRADE, RATE OR RANK 4. PAY GRADE S. DATE OF BIRTH (YYMMDD) 6. RESERVE OBLIG. TERM. DATE
WS iy [Sassianerra=si] Year @ | MontriBl| Day B0 |

Discharge Status
WSO2NR G(GKS +SGSNIyQad RAAOKINHS adl (dza dtcondtidnd + S G SN
record the best discharge status.

| BSGSNI yQa RAAOKINHS AGIDOD2WE OFy 68 FT2dyR Ay of 20

23. TYPE OF SEPARATION 24, CHARACTER OF SERVICE (include upgrades)
RELEASE FROM ACTIVE DUTY

There is only one character of servicdischarge status that may appear oB214but has no
corresponding value onthe HMIS iigthia A a WOy i NE [ S@St {SLINX A2y ®Q

In order to be considered a Veteran, an individual must have completed training and reported to a duty
station. Entry level separations, which only occur during the first 180 days a person is in the military,
often happen pior to completion of training.

In order to establish Veteran statqsand SSVF eligibilityadditional information may be needed.
Asking the applicant whether or not s/he reported to a duty station after training is a good start.
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The last duty assignent is listed on th&®D214in Block 8a. Information about these locations is
typically available via a quick internet search. If the last duty assignment was a training location, the
applicant may be less likely to be a
Veteran.

8.3, LAST DUTY ASSIGNMENT AND MAJOR COMMAND

ESL_GRIAT LAKES . 1L

------- WA AN Sl PR A P EE R

Another source of iformation is Block 14 of thBD214 which lists military education. If Block 14 shows
no completed training, the applicant may be less likely to be a Veteran.

14. MILITARY EDUCATION (Course title, number of weeks, and month and year cor lorcd)

e
NONE. X X X f»x/"“

X X X X A
X X Y X 2 \.},‘l 3

0.3 1 1 ~r ~r

If completed training is listed, the applicant is more likely to be a veteran.

14, MILITARY EDUCATION (Course title, number of weeks, and month and year completed) Filed:0471371995 3:08:57 p

BASIC MILITARY TRAINING SCHOOL, 6 WKS, NOV 87, APPRENTICE MIDDLE EAST GRYPTO. LIWGIIST
SPECIALIST, 17 WKS, APR 89,

4.42 Houselold Income as a Percentage of AMI
{SEtSOG I OFGS3aA2NE o0l &SR 2y GKS {{

I+

C LYyO2YS 9fA3IAD
GKFYy pmr>Q Aa F NBalLkRyaS OFGS3aI2NE RSTFAYSR Ay GKS |
than 50% of the Ara Median Income are ineligible for SSWFS & LJ12yaSa 2F WDNXBF G§SNJ (K|
negatively impact data quality.

4.43 Last Permanent Address

WSO2NR GKS LI NIAOALIYyGQa 1 ad LISvNbelthgiScynent I RRNS & a ¢
address. Fordpid ReHousing participants, this is not the location where the participant is currently

staying, but the address of the last place they were permagdmused

This should never be the address of a shelter or a reference to a location like the stragiamc it
should be the address where the client was last in housing that might be categorized as permanent,
such as:

1 An apartment or house rented by the client, with or without a subsidy;
T ! K2YS 26ySR 2NJ NBYiSR o0& aB ¥Biend &tc)Shedefhe 0 SPI D3
client lived.
4.44 HP Screening Score

Enter the homeless prevention threshold score for eachskt household served in the project iasvas
calculated in the homelessness prevention screening/assessment.

4.45VAMC Station Number

Enter the VA Medical Center Station NumiieK G O2 NNB &L}y Ra (2 (GRE 3INIF yiSSE
service number requires no input from the clieffthelist of VAMC Station Numbercan be found on

SSVF University at
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SSVF Data Quality and Completeness Policy

SSVF granteesustattempt to collect evenapplicabledata element for every person served; grantees

are required to enter data into HMIS for every persamved Nationatlevel counts of SSVF participants

and tracking of outcomes are based on HMIS d@aly clients for whom data is entered into HMIS and
successfully uploaded to the Repository can be counted by VA as having been served by SSVF grantees
{2YS RIFGl StSYSyiGta AYtREY{ RASARHMES FRdyantsedpys T2 NJ ¥
cases, these responses are unacceptable for SSVF clients.

Mandatory DataCollection

All of the data elements listeith the SSVF HMIS Data Collecisectionare mandatory all grantees are

required to collect them, SSVF participants are required to provide responses, and the data must be
entered into HMIS.

The data fields listed immediately below are required to deternahgibility for SSVF and/or does not
require input from clients. There is zero tolerance for missing data in these fields:

1 Social Security Number for Veterans
1 Relationship to Head of Household (no/multiple heads of household
1 VAMC Station Code

9 Client Locaon ¢ CoC Code

1 Income as a Percent of AMI

1 Residential Movén Date (RRH)

Issues identified on the data quality report must be corrected in HMIS and data mustipéosxied to
the Repository

Social Security Numbers

For Veterans, SSN is relevant to bllgiy. Any Veteran applying for services from an SSVF program must
provide an SSN in order to receive services and grantees must enter the complete SSN into HMIS. A
Veteran who declines to provide an SSN is not eligible for SSVF.

Grantees must also kgor an SSN for all nevieteran household members; however, R¥eterans are

legally entitled to decline to provide an SSN. When that happens, it must be accurately reflected in

laL{ RIGI o0& &StSOGAY3 W/ tASyrdnsd teiréaB, patial, 0 KS { {
missing, or invalid SSNs will always have a negative impact on data quality.

If there is already a record in HMIS for the cliant the SSk incorrector incomplete correct it.

HMIS Data Collection for SSVF Participatitts History of Domestic Violence

Only programs whose primary mission is to serve victims of domestic violence are prohibited by VAWA
from entering client data into HMISAIl other SSVF grantees are required to collect and enter data for
100% of SSVF pigipants into HMIS

% TheViolence Against Women and Department of Justice Reauthorization Act op2@i@ibits victim sevices
providers from entering any personal identifying information about any victim into the Homeless Management
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Grantees who perceive this SSVF requirement to be in conflict with state law, local law, or local HMIS
policy must contact regional coordinators with documentation of the specific law and/or pMigywill
review and, when possib] take additional action to facilitate the entry of this data into HMfShere is

any doubt about a conflict, grantees should contact regional coordinators immediately rather than
waiting until a participant with a history of domestic violence reqee3EVF assistance.

Of the data elements defined by the HMIS Data Standards, 4.43 Last Permanent Address may be
particularly sensitive for Prevention participants given that it includes a current street address. Grantees
should enter the city, state, and”Zcode, but may omit the street address in instances where there is
NEFaz2y F2N) O2yOSNY Fo2dzi +y Fo6dzaSNRa FO00Saa G2 | a
HMIS Duplicate Enrollments

The Data Quality Repotill also includea Duplication of Servicesport only when a grantee has

veterans active in the program (with no exit date) who have also been served by another SSVF grant.
Thelnformation includes the HMIS Personal IDtfa client(s), the entry datés)into the program, and

the project typgs). Information about the other eroliment includes grantee name, their HMIS Personal

ID, Entry Date, Exit Date, and TFA total (if atfiylFA datas missing, it cannot be assumed that TFA was
not provided.

Grantees are expected to review their HMIS records eient files, investigatéhe duplication, and
resolve the issudf(needed. If a client has received TFA benefits, the grantee must determine if total
amounts within each TFA category have exceeded the limitations stated in the NOFA/Final Rule.
Grantees will ntify SSVF Progra@ifice (via quarterly certificatigrthat all duplication issues identified
in the report have been resolved

SSVF Data Security Policy

It is the responsibility of the grantee to take precautions to protect client information for all persons
served; thisapplies to both hard copies and electronic dataformation in HMIS tends to be more
secure than information in paper fileFhere are basic information security practices that grantees
should follow to keep all personally identifying information secure

1. Protect any computer that stores or accesses identifying information about any ¢lient
which includes accessing HMIS or data exported from HMIS for upload to the Repository
with a username and password.

2. Do not share the username and password for yoomputer or your HMIS account with
Fyeg2yS:T IyR R2y Qi 1SSLI GKSY gNARGGSY R2gy Ay |
3. Log out or lock your computer when you are not at your desk.

4. The only VAapproved method of transmitting exported HMIS data for SH€fts is by
upload to the Repository; exported files may not be emailed

SSVF grantees should coordinate with the HMIS Lead to ensure that they are aware of and compliant
with all security and privacy policies and procedures established by the HMEriarghtion(s) in
which theyoperate

Information Systems (HMISJictim service providerarenonprofit, nongovernmentalorganizations whose
primary mission is to provide servicesvictims of domestic violengelating violence, sexual assault, or stalking.
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Additional Security Measures for Sensitive Data

While data in HMIS is typically highly secure, there are some very rare circumstances in which it may be
vulnerable These circumstances include instances in which agyeant who has been a victim of

domestic violence has an abuser who either has access to HMIS data or is a proficient hacker

Grantees who have reason to believe that information pertaining to a particular participant or

household is especially vulnedalin HMIS must contact their regional coordinator, who will help to
RSOSt2L + LIy G2 SydSNI RFGI ¢A itmwaydaiappiopriate R YA & Ay 3
delay data entryn whole or in paruntil after the participant has been discharged

In additionto data elements required by VAome HMIS applicatiomsclude data collection that may

LINE BARS AYT2NXI GA2Y | anplogérs, étc Whkré\thiere @ kehdbnytaib@ligve f 2 OF (1 A 2
that an abuser may have access to HMIS data, dtieat additional information should be entered

into HMIS
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HMIS Privacy & Security Requirements

SSVF Grantees are required to maintain confidentiality of records kept on participants. In addition, HUD
has established standards for the privacy andusiég of personal information collected in an HMIS. The
Homeless Management Information System (HMIS) Data and Technical Standards Final Notice,
published in the Federal Register on July 30, 2004 (the standard) provides baseline standards and
guidance fomprivacy and security. While the HMIS Data Standards have been revised, the Technical
Standards portion of the standard governing privacy and security remains in effect.

These standards seek to protect the confidentiality of personal information whaleialy for

reasonable, responsible, and limited uses and disclosures of data. The standards are based on principles
of fair information practices and were developed after careful review of the Health Insurance Portability
and Accountability Act (HIPAA).

The privacy standards apply to all agencies, projects and individuals that record, use or process
protected personal information for an HMIS. This includes employees, volunteers, affiliates, contractors
and associates, regardless of funding source.

Baselineor minimum standards require that Continuum of Care (CoC), HMIS, service providers and
individual end users:

w Must comply with other federal, state, and local confidentiality law
w Must comply with limits to data collection (relevant, appropriate, lawfylecified in privacy
notice)

Must have written privacy policy, which must be posted it on your website

w Must post sign at intake or comparable location with general reasons for collection and
reference to privacy policy

w May infer consent for uses the posted sign and written privacy policy

The CoC may also establish additional privacy protections though the privacy policy. Once approved by
GKS / 2/ 3% GKS&aS FTRRAGAZ2YIf LINRGSOGA2ya NBIljdzZANBE 0O2Y

Thestandard also establishes a common set of baseline security requirements for all HMIS
implementations. While the HMIS staff manages most security requirements, the grantee and individual
end users are critical in maintaining a secure HMIS environment by:

W Safeguarding passwords

W Maintaining local virus protection and firewalls

W Limiting physical access to systems with access to HMIS data

w Securing paper or other hard copy containing personal protected information generated for or

by the HMIS, such a$ient intake forms, signed consent forms or reports
The CoC may adopt additional security protections that must be followed by all HMIS users.

Agencies must require each member of its staff (including employees, volunteers, affiliates, contractors
and asseciates) to sign (annually or otherwise) a confidentiality agreement that acknowledges receipt of
a copy of the privacy notice and that pledges to comply to comply with the privacy notice.
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Local HMIS privacy and security requirements are a combinatibitybf HMIS baseline requirements,
additional protections established by the CoC in the privacy notice, and state and local privacy laws.
Appropriate privacy and security training should be obtained from HMIS staff prior to accessing the
HMIS.

2004 HMIS Bxa and Technical Standards are available at:

https://www.onecpd.info/resources/documents/2004HUDDataandTechnicalStandards.pdf
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SSVF Reporting
Monthly Repaitory Uploads

Grantees are required to enter data on all participants into the HMIS project associated with the CoC
geography where théead of households physically located at the time of entrfhe only exception to
this is for grantees who are vigtiservice providers as defined by the Violence Against Waoheen

Client data from separate HMIS projects will be aggregated within the Repository to create a
consolidated accountingf SSVF Activity

During the firsthree business days of every montrantees are required to upload clielgvel SSVF

data from the HMIS system in which SSVF data are managed to a secuMISREpository

O0awS L2 &Al2NE & Eactvuplgal & SR/F data tothe Repository will contain a complete data
set reflectng program activity from program inception to the date of expdttery time a file is
successfully uploast], it replaces any and all data previously uploadedtat program.

The preferred format for the upload of SSVF Program data to the RepositbeyhdJD HMIS Comma
Separated Value (CSV) Format; a subset of the complete set of CSV files will be .ré&pdledf the

fields defined in the HUD HMIS CSV documentation must be present in the uploaded files, although not
all of the fields must containada.

Data exported from HMIS systems should be packaged in a ZIP file prior to upload to the Repésitory
detailed specifications, please see thé Repository Data Upload Critesection of this document
Threeseparate reports are sent to registered Repository users during the monthly upload cycle:

1) Validation Results
Eachtime data is submitted ito the Repositoryt will check that the files include all of the
necessary columns. The results of this checkabdation, will appear on the Repository Web
siteimmediately after submitting the datalf the uploaded data is successfully transmitted to
the Repository database, a message will appear abtteom of the validation results
confirmingthat the uploadd data was successfully transferred to the Repository datal&ese.
the File Validation section for more information about how to read the results.

2) Data Quality Reports
The purpose of the Data Quality Repdg$o identify and correct errors before theepository
closes. Theseports are generatedn the fourth business day of each moritr the most
recent upload of each Repository programdare emailed out to all Repository users
associated withthe corresponding Repository program

Ovaall scoes must be 9%and individual fields must be above the threshold for that data
element Also, grantees who receive a Duplication of Services report must review and verify that
TFA limits are not being exceed@tie Repository reopensn the fifth businesslay of the

monthto allow for uploadsvith corrected dateor late uploads The Repositorwill remain

open through the 9 calendarday of each month.The data quality reports will also be

generated on the business day following the day the Repositosgs for all those who

uploaded during the period of théfth business day through thé"&alendar day.
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3) Repository Monthi\Reports

The Monthly Reportprovide information aboupersons served and outcometey include
counts for each month and gratw-date. The reportare emailed once each month to all
Repository users associated with each grant. Unlike the Data Quality Reports, the Monthly
Reports reflecactivity by grant, rather than by Repository program.

QuarterlyCertification
In additionto use of HMIS, grantees are also expectedduify online on a quarterly basisrough the
grants management system (GIFTS) system the following information:

T

=A =4 =4 =4

The monthly data quality /upload summary reports has been reviewed and data elements with a
smre below 95%as been addressed.

The full SSN information is entered for all Veterans served in the SSVF program
Accurate CoC codes are entered for all clients served in our SSVF program
Accurate 3 or ligit VAMC codes are entered for all clients sdrirethe SSVF Program

Residential Movén Dates are entered as soon as RamdHRusing clients move in to a
permanent residence

Housing Prevention Threshold Scores are entered for all prevention clients served in our SSVF
Program

Accurate Destinatiomformation is entered at program entry and exit for all clients served in
GKS {{+C t NRPINI YD ¢tKS dzaS 2F ahdiKSNE Fa |
instances where no other destination code is a viable option.

Erroneous records as indieat in the monthly Data Quality/Data Summary Reports have been
addressed.

All enrollment duplication issues identified in the Data Quality/Data Summary Reports have
been reviewed and resolved.

All duplicate enroliments have been reviewed and the prograsirhade all efforts to ensure
that individual TFA payments have not exceeded the limitations in the Final Rule/NOFA.
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VA Repository Data Upload Criteria

Each upload of SSVF data to the Repository must coate@mplete data set for the current grant year
up tothe date that the data set is exported from the HMIEhis document identifies criteria that an
uploaded data set must meet in order to be accepted by the Repository.

Data Upload Format
Beginning in November 2014d Repository acceptlatain the HMIIS CSV 4format. CSV files mudte
packaged in a ZIP file and uploaded to the Repositptyethird business day of each month

Data Integration Critea

Upon upload of a dataset, the Repository will extract the CSV files from the zip file and run a series of
validation checks to determine whether or not the uploaded data is compliant witlHECSV
specifications and with the data quality requiremeptablished by VA for SSVF grantees.

General
1 Each of the required CSV files musthided in theuploadand fle names must be consistent
with the HMIS CSV specificationdploads missing any required file will be rejected.

1 Each filemust containa header row with field namesor all fields defined for tafile in the
HMIS CSV specificatigmegardless of whether or not the Repository requires data for the.field
Uploads with missing fields, incorrect field names, or additional fialdsquired fieswill be
rejected.

1 The Repository will disregafiglds that aregreyed outin the tables below Any data in those
fields will not be validated, nor will it be written to the Repository database.

1 Fields that are not greyed out in the tables below mustelportedin a manneiconsistent with
the HMIS CSV 4specificationgwhere data are presepor the upload will be rejectedData
types must be correct, fields with defined pick lists must include only valid values, and fields not
specifically identiéid in the CSV specifications as nullable must have values.

i1 All data associated with any enrollment active in the current grant year must be included in
every upload. This includes all enrollment data for participarits entered the projecin the
previous grant yeaandwere still enrolled on October. 1Al service and financial assistance
records associated with those enrollmemsist be exported, including thosiated prior to the
export start date.

1 No data marked as deleted in the exporting applmatmay be included in an SSVF export for
upload to the RepositoryUploads with nomull values in any DateDeleted field will be rejected.

1 When an upload is rejected, the Repository will provide a specific reason (or reasons) for the
rejection

Data Quéty
The Repository will evaluate thgploaded filedor data quality

When records are missing data in critical fields, an error message will be displayed identifying the file
name, the field name, and the PersonallD associated with the record.
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WhentheLJSNOSy G 38 2F FAStER QFfdzSa ogAGK YAaarydkb![[Z

Data not collected (99the Repository will generate a data quality alert to notify the user that the data
guality is below the expected threshold

Wh K &Mids always not the most accurate respongeen entering data It should only be used if
no other response is more accuratehich would occur veryrarefWh G KSNR A& Ay Of dzZRSR
for Residence Prior to Project Entry and Destination.

Atthe Reject level, where data quality is excessively poor, or where missing data indicates that there is a
potential defect in the export process, the entire uploaded dataset will be rejected by the Repository
order to comply with the upload requirenng reject level errors must be corrected in HMIS and the

data set must be exported and uploaded again.

Required HMIS CS\1£iles
The complete CSV standard includes a broader range of information than is required by the Repository
Only the followingifes are required:

Export.csv
Project.csv
ProjectCoC.csv
Client.csv
Enrollment.csv
EnrollmentCoC.csv
Exit.csv
IncomeBenefits.csv
w Services.csv

€€

eeegeege

The Repository will ignore any files other than those that are requiFéelds that are greyed out in the
tablesbelow are not required; the Repository does not validate or implata in fields that are not
required

Files and their associated fieldee listed below, along with notes specific to Repository uploads.

Export.csv

This file provides basic informati@out the export, such as the date that it was generated and the
date range that the export covers, alongth an identifier (ExportiDfor the export itself that must be

present in each of the other filedhis identifier helps to verify that each ofetliles was generated by
the same export process

It should always (and only) include two rogvthe first row will be field names and the second row will
be the values for those fields. There may be one and only one record in Export.csv.

FieldName Notes

ExportID Unique identifier for the exported datset, repeated in all files.
SourcelD

SourceName

SourceContactFirst
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FieldName Notes

SourceContactLast

SourceContactPhone

SourceContactExtensio|

SourceContactEmaill

ExportDate The date that the export wagenerated.

ExportStartDate The start date of the SSVF grant (or earlier) should be used for the
ExportStartDateL ¥ (G KS RFGS Ay GKA& TFA
recorded start date for the program, the uploaded dataset will be
rejected.

ExpatEndDate The date that the export was generated must be used for the Expa
End Date If the date in this field does not match the ExportDate, th
upload will be rejected.

SoftwareName The name of the HMIS application that produced the export.

SoftwareVersion (optional)

ExportPeriodType Must be 3

ExportDirective Must be 2

Project.csv

Project.cswholds data about the project(s) selected for export as defined in HMIS. There should be one
NEO2NR FT2NJ S OK LINR2SO0 & énrofi@iit Gafa fofa2stldctBdptaeradili = S O3Sy
There should be one (and only one) record in Project.csv for each ProjectID in Enroliment.csv

Name Notes

ProjectID Unique identifier up to 32 characters.

OrganizationlID

ProjectName Up to 128 characters.

PropctCommonName

ContinuumProject

ProjectType Valid values are 6, 12, and.1Bhese correspond to services only,

prevention, and RRH, respectively.
ResidentialAffiliation
TrackingMethod
TargetPopulation
PITCount
DateCreated
DateUpdated
UserD
DateDeleted
ExportID Must match record in Export.csv

ProjectCoC.csv

For each project in Project.csv, this file identifies the CoC(s) in which the project provides services.
There must be at least one record in ProjectCoC.csv for each recordentRsy wherdhe ProjectType
is either 13 (Prevention) or 13 (RRH).
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Name Notes

ProjectCoCID Unique identifier up to 32 characters

ProjectID Must match a record in Project.csv

CoCCode Two letters, a dash, and 3 numbers
Na - zA- Z|{2} -[0 - 9){3}$

DateCreted

DateUpdated

UserlD

DateDeleted

ExportID Must match record in Export.csv

Client.csv

This file holds data about clientshame, SSN, DOB, race, gender, and ethnicity, veteran status, and, for
Veterans, information about their service. and fRersonal ID. The Personal ID is unique to each client
in an HMIS, and it is also used in Enroliment.csv and other data files to link enrollment data to a
particular individual. Household members are considered clients and they all have records.

There &ould only be one record for each person, regardless of how many enrollments they have
¢tKS FIO0G GGKIG GKSNB Aa I NBO2NR KSNB R2SawQi ySoOS
there must also be a valid record for that person in Enrefitrcsy.

Name Reject| Notes

PersonallD >0

FirstName >b

MiddleName

LastName >5

NameSuffix

NameDataQuality >5 | Check for 2, 8, 9, 99, NULL
SSN

SSNDataQuality >10 | Check for 2, 8, 9, 99, NULL
DOB

DOBDataQuality >5 | Check for 2, 8, 999, NULL
AmIndAKNative

Asian

BlackAfAmerican

NativeHIOtherPacific

White Check for: 8, 9, 99
RaceNone >10

Ethnicity

Gender >5 Check for 8, 9, 99, NULL
OtherGender

VeteranStatus >0 Checkfor: NULL
YearEnteredService

YearSeparated
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Name Reject| Notes

WorldWarll
KoreanWar
VietnamWar
DesertStorm
AfghanistanOEF
IraqOIF
IragOND
OtherTheater
MilitaryBranch
DischargeStatus
DateCreated
DateUpdated
UserID
DateDeleted
ExportID Must match record in Export.csv

Enrollmentcsv
Enroliment.csv is central to all reporting. It holds data about project entries and should have one record
per person per project entry.

In addition to the entry date, it also has fields for whtbere is only one response per project
enrollment¢ e.g., Relationship to Head of Household, Residence Prior to Project Entry, etc.

The Personal ID in this file links to the Personal ID in Client.csv. A person who has been enrolled
multiple times shold have only one record in Client.csv, but would have multiple records in
Enroliment.csv.

Every record in Enrollment.cewist havean Entry Date and Relationship to Head of Household.

Every householthust haveone (and only one) record where Relatiohshd 42 | SI R 2F | 2 dza SK
(1)
The count of records in Enroliment.csy iwhen everything is as it should ke duplicated count of

clients, or an unduplicated count of project entries. If the number of rows in Enrollment is more than
10-15% higper than the number of rows in Client.csv, there may be a problem with the data.

CKS NI g O2dzyid R2SayQid GF1S lyedKAy3I Ayda2 | 002dzi
of records in this file might be substantially different from thewherin the reports.

Name Reject | Notes
ProjectEntrylD >0
PersonallD >0
ProjectID >0
EntryDate >0
HouseholdID >0
RelationshipToHoH >0
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Name

Reject

Notes

ResidencePrior

OtherResidencePrior

ResidencePriorLengthOfStay

DisablingCondition

EntryFromStretESSH

DateToStreetESSH

TimesHomelessPastThreeYears

MonthsHomelessPastThreeYears

HousingStatus

DateOfEngagement

InPermanentHousing

ResidentialMovelnDate

DateOfPATHStatus

ClientEnrolledinPATH

ReasonNotEnrolled

WorstHousing8iiation

PercentAMI

LastPermanentStreet

LastPermanentCity

LastPermanentState

LastPermanentZIP

AddressDataQuality

DateOfBCPStatus

FYSBYouth

ReasonNoServices

SexualOrientation

FormerWardChildWelfare

ChildWelfareYears

ChldWelfareMonths

FormerWardJuvenileJustice

JuvenileJusticeYears

JuvenileJusticeMonths

HouseholdDynamics

SexualOrientationGenderIDYouth

SexualOrientationGenderIDFam

HousinglssuesYouth

HousinglssuesFam

SchoolEducationallssuesYouth

SchoolEducationallssuesFam

UnemploymentYouth

UnemploymentFam

MentalHealthlssuesYouth

MentalHealthlssuesFam

HealthlssuesYouth

HealthlssuesFam
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Name

Reject  Notes

PhysicalDisabilityYouth

PhysicalDisabilityFam

MentalDisabilityY outh

MentalDisabiliyFam

AbuseAndNeglectYouth

AbuseAndNeglectFam

AlcoholDrugAbuseYouth

AlcoholDrugAbuseFam

Insufficientincome

ActiveMilitaryParent

IncarceratedParent

IncarceratedParentStatus

ReferralSource

CountOutreachReferralApproache

ExchageForSex

ExchangeForSexPastThreeMonth

CountOfExchangeForSex

AskedOrForcedToExchangeForSe

AskedOrForcedToExchangeForSe
astThreeMonths

WorkPlaceViolenceThreats

WorkplacePromiseDifference

CoercedToContinueWork

LaborExploitPastThréonths

HPScreeningScore

Should not be null when RelationshipToHoH = 1

VAMCStation Should not be null when RelationshipToHoH = 1
DateCreated >0

DateUpdated >0

UserlD

DateDeleted

ExportlD >0 Must match record in Export.csv

EnrollmentCoC.cs

At every project entry, the CoC in which the head of household is located must be identified in HMIS.
There must be one record in EnrolimentCoC.csv with a DataCollectionStage of project entry (1) for each
record in Enrollment.csv where the RelationshipbH = 1 (i.e., the record is for the head of household)

If the head of household moves from one CoC to another during enroliment, there may be an additional

record in EnrollmentCoC.

Name Reject | Notes
EnrollmentCoCID >0
ProjectEntrylD >0
ProjectD >0
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Name Reject | Notes

PersonallD >0

InformationDate >0

CoCCode >0 NA-Za-z){2} -(0-9) {3}%
DataCollectionStage >0

DateCreated >0

DateUpdated >0

UserID

DateDeleted

ExportID >0 Must match record in Export.csv
Exit.csv

This file includes information onient exits There may be no more than one record in Exit.csv for any
ProjectEntrylD

Name Reject | Notes
ExitlD >0
ProjectEntrylD >0
PersonallD >0
ExitDate >0
Destination >0

OtherDestination

AssessmentDisposition

OtherDisposition

HouwsingAssessment

Subsidylnformation

ConnectionWithSOAR

WrittenAftercarePlan

AssistanceMainstreamBenefits

PermanentHousingPlacement

TemporaryShelterPlacement

ExitCounseling

FurtherFollowUpServices

ScheduledFollowUpContacts

ResoucePackage

OtherAftercarePlanOrAction

ProjectCompletionStatus

EarlyExitReason q

FamilyReunificationAchieved

DateCreated >0

DateUpdated >0

UserlD

DateDeleted

ExportID >0
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IncomeBenefits.csv

This file holds information about specifiources of income, benefits, and health insurance. The records
are linked to Enrollment.csv using the ProjectEntryID.

Each client should have one record in IncomeBenefits at project entry and one record at project exit, so
the total number of records sihuld be equal or greater than the total number of records in

Enroliment.csv PLUS the total number of records in Exit.csv. There may be additional records if any of
the information is updated during enrollment.

Records for adults will include income, naash benefits, and health insurance. Records for children
(clients who were under 18 at project entry) will include only health insurance information.

Name

Reject| Notes

IncomeBenefitsID
ProjectEntrylD
PersonallD
InformationDate
IncomeFromAnySource
TotalMonthlylncome
Earned

EarnedAmount
Unemployment
UnemploymentAmount
SSi

SSIAmount

SSDI

SSDIAmount
VADisabilityService
VADisabilityServiceAmount
VADisabilityNonService
VADisabilitfNonServiceAmount
PrivateDisability
PrivateDisabilityAmount
WorkersComp
WorkersCompAmount
TANF

TANFAmMount

GA

GAAmount
SocSecRetirement
SocSecRetirementAmount
Pension
PensionAmount
ChildSupport
ChildSupportAmount
Alimony

VA Data GuideMarch2016
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Name Reject| Notes

AlimonyAmount

OtherlncomeSource

OtherlncomeAmount

OtherlncomeSourceldentify

BenefitsFromAnySource

SNAP

WIC

TANFChildCare

TANFTransportation

OtherTANF

RentalAssistanceOngoing

RentalAssistanceTemp

OtherBenefitsurce

OtherBenefitsSourceldentify

InsuranceFromAnySource

Medicaid

NoMedicaidReason

Medicare

NoMedicareReason

SCHIP

NoSCHIPReason

VAMedicalServices

NoVAMedReason

EmployerProvided

NoEmployerProvidedReason

COBRA

NoCORAReason

PrivatePay

NoPrivatePayReason

StateHealthlns

NoStateHealthInsReason

HIVAIDSAssistance

NoHIVAIDSAssistanceReason

ADAP

NoADAPReason
DataCollectionStage >0
DateCreated >0
DateUpdated >0
UserID >0
DateDeleted

ExpatiD >0

This file holds information about specific sources of income, benefits, and health insurance. The records
are linked to Enrollment.csv using the ProjectEntryID.

Each client should have one record in IncomeBenefits at project entry and ord igqoroject exit, so
the total number of records should be equal or greater than the total number of records in
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Enroliment.csv PLUS the total number of records in Exit.csv. There may be additional records if any of
the information is updated during enllment.

Records for adults will include income, ro&ish benefits, and health insurance. Records for children
(clients who were under 18 at project entry) will include only health insurance information.

Services.csv

This file holds information Reject| Notes
about specific services, and

GKSNBEQa I NBC

instance of service.

Depending on the number of

services provided, the

number of records may be

quite high relative to other

files. Name

ServicesID

ProjectEntrylD >0

PersonallD >0

DateRovided >0

RecordType Ignore records with a RecordType other than 144 or 152
TypeProvided >0

OtherTypeProvided

SubTypeProvided

FAAmount

ReferralOutcome

DateCreated

DateUpdated

UserlD

DateDeleted

ExportlD >0 Must match recordrn Export.csv
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Reading SSVF Service and TFA Types for HMIS CSV 4.1

Services.csv
All SSVF supportive services and TFA data are exported in Services.csv, a file which is included in the
zip file uploaded to the Repository.

There are a total of5 columnsin the Services.csv file. Some of the information in these columns
can help you understand how a service record is connected to records in other files:

1 PersonallDink a service to a client record in Client.csv
1 ProjectEntrylDinks the service to a recolid Enrollment.csv

Other columns provide information about the service itself:

1 DateProvidedis the date that the service was provided, as it was entered into HMIS by a
user.

1 RecordTypéhas number values that translate to very broad categories. There aye onl
two values that are relevant for SSVF reporting:

o 144 = SSVF Supportive Services
o 152 =SSVF Temporary Financial Assistance

1 TypeProvidedalso has number values; they indicate the type of service or TFA provided. Lists
of values and their translations foFA(RecordType = 15aphd Supportive Servid®RecordType
=144) are in the following sections.

1 OtherTypeProvidedh & dzA SR F2NJ { { +C { dzZLILR2 NI A DS {SNBAOSa
¢C! 0 &dzLILR2 NOAGDGS ASNIAOS | LILINE g8 BuppbsedtabeQ Oc 0 X
entered. The text of the description is exported in this field.

1 SubTypeProvideds used to identify specific subcategories of SSVF Supportive Services. Lists
of the values for this field and their associated text are shown below the gemeral
TypeProvidedalue on the next page.

1 FAAmountholds the amount of the temporary financial assistance.

SSVF TFA
For SSVF TFA recofBecordType = 152he TypeProvidedolumn shows the specific kind of TFA
and theFAAmountolumn shows the amourof financial assistance. The valid values for SSVF TFA
FNBE Ay GKS (GFLoftS 06St2¢gd 6b2GS GKIG GKS @I f dzSa | NJ
anything.)
Rental assistance
Security deposit
Utility deposit
Utility fee payment assistance
Moving costs
Transportation services: tokens/vouchers
9 | Transportation services: vehicle repair/maintenance
10 | Child care
11 | General housing stability assistanaamergency supplies

QOB IWN|PF
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12

General housing stability assiatse - other

14

Emergency housing assistance

SSVF Supportive Services

For SSVF Supportive ServigRscordType = 144he TypeProvidedolumn shows the general type of
service. For services with sghtegories, thesubTypeProvidezblumn identifies thespecific sukdype

of service for theTypeProvidedWhen theTypeProvided i h (i K S-RBAPsypPoftive service

I LILINE S R 0 ®therTyp@Pravidesfumniiici8des the description of the service entered by
the user.
1 Qutreach services
2 Case management services
3 Assistance obtaining VA benefits
SubTypeProvidec Service Subcategory
1 VA vocational and rehabilitation counseling
2 Employment and training services
3 Educational assistance
4 Health care services
4 Assistance obtaining/coordinating other public benefits
1 Health care services
2 Daily living services
3 Personal financial planning services
4 Transportation services
5 Income support services
6 Fiduciay and representative payee services
7 Legal serviceschild support
8 Legal serviceseviction prevention
9 Legal servicesoutstanding fines and penalties
10 Legal servicesNBE & 12 NS «k | Olj dzZA NB RNA
11 Legal servicesother
12 Child care
13 Housing counseling
5 Direct provision of other public benefits
1 Personal financial planning services
2 Transportation services
3 Income support services
4 Fiduciary and representative payeegees
5 Legal serviceschild support
6 Legal serviceseviction prevention
7 Legal servicesoutstanding fines and penalties
8 Legal servicesNB a (i 2 NS k | Olj dzZA NB RNXR
9 Legal servicesother
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\ 10 Child care
11 Housing counseig
6 Other (nonTFA) supportive service approved by VA
When this service type is selected, you are supposed to ent
a description of the service; that text is exported in this field.

OtherTypeProvided

RepositoryUserGuide

Accessing the Repository
To access the Repository, gotitip://www.hmisrepository.va.gok Yy R Of A 01 GKS W/t A0 K

UNITED STATES '.
DEPARTMENT OF VETERANS AFFAIRS Qtf)

Home Veteran Services Business About VA Media Room Locations Contact Us

Welcome to the HMIS Repository

Click here to log in

Creating an Account
1. CNRY (KS 23 Ay LI ISz OftA0] 2y (GKS WwSIAAGSNI I

Please enter your username and password to login
Username

Password

- Login —

Register a new account I forgot my password

2. Enter yourfirst name, last name, the email address the Repository should use to send your
account confirmation, your work phone number, and the name of the organization that employs
you. All of these fields are requiredrhe phone number should include an aredeo

HMIS New User Account Registration

Account Information

Please complete the following fields to register for an HMIS account.
MNote: all fields are required.

First Name
Last Name
Email
Phone

Qrganization

3. Select the name of the program(s) for which you will be uploading. datarder to create an
account, you must select at least one program, and if you only select one program, it must be in
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GKS FTASEtR f1 0SSt SR IMoudwill befpoadidg nividthghifive ddtPsa@NeacH d Q
month, select five programs at the time of registratioffter your account is created, you will

need to contact a Repository Administrator to add the additional grantee programs to your
account.

SSVF Grant/Programs

Select one or more SSVF Grant/Programs

Mote: If you participate in more than 2 programs, please contact the Repository
Administrator once you have completed your registration to have them added.

1st SS5VF
Grant/Program
2nd SSVF
Grant/Program
3rd S5VF
Grant/Program
4th SSVF
Grant/Program

5th SSVF
Grant/Program Select S5VF Program |Z|

Select SSVF Program
Select SSVF Program

Select S5VF Program

B B B E

Select SSVF Program

4. Enter your desgd username Usernames must be between 4 and 16 characters in length and
contain only letters and numbersno spaces or special characters (such as @, $, or &, etc.)
Each user must have a unique username, so if the name you choose is a duplicaggisfiag
username, you will be asked to choose a different one.

Create a New Username

Please create a username to log into your account.
Mote: Usernames must be between 4 and 16 characters in length, and may not
contain spaces or special characters.

Desired Username

5. Create a password for your accoufithe password must be between 8 and 20 characters in
length, contain at least one lowercase letter, at least one UPPERCASE letter, and at least one
number hy OS &2dzQ@S ONBI GSR @2dzNJ LI aa¢g2NRX SydaSNJI i
W/ NBIFGS 1 O02dzy i oQ

Please create a new password to log into your account.
Mote: Passwords must be between 8 and 20 characters in length and contain both
uppercase and lowercase letters, and at least one number.

Desired Password

Password not entered

Confirm Password

| Create Accnunt| ‘ Cancel |

Within a few minutes, you should receive an email asking you to confirm your email addngss do
not receive an email, please contastvfhmis@abtassoc.com

After you have confirmed your email address, a Repository Administrator will authorize your account to
log in

Loggingn to the Repository
The Repository is open during the fitstee businesglays of each month, at which time you are free to
login as many times as necessary

On theRepository loginpade Sy 0 SNJ @2 dzNJ dzZaSNY I YS FyR LI aag2NRX |
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Please enter your username and password to login
Username arabical0

Password = sssesssas |

Register a new account I forgot my password

Forgotten Username dPassword
LT @2dz2Q0S FT2NH20GSy @2dz2NJ dzZaSNY I YS 2 INkodtheldgin LI & & 6 2 N.
page.

Lookup Username or Password

Please supply the information below to retrieve your lost/forgotten HMIS
Repository username or password. The system will send an email containing
your username or a temporary password.

O1 forgot my username @] I forgot my password

Email address: |

| Retrieve Login || Cancel |

{LISOATE GKSUGUKSNI 82dz2Q@0S F2NH2GGSyYy @2dzNJ dZASNY I YS 2N
same one you used to registeryou wil receive an email with the information that you need to log in.
Generating an Export of HMIS Data

First, you will need to export your SSVF data from HNI& export should include all SSVF data

entered into HMIS, regardless of dagéhe most currentand complete picture of your program from
the start date of your grant right up to the day you generate the export

Only data related to the SSVF program should be included in the export
When you are exporting data, if your HMIS asks you for a stéetahd an end date for the export:

w The start date should be the start date of your grant.
w The end date should be the date on which you are generating the egip& Rl @ Q&4 RI (1 S=
whatever today is

Handling More than One Export
Every time you successfullpload a file, it replaces any and all data previously uploaded for your
program.
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If your program is participating in more than one HMIS implementation or if producing a complete data
set for your program requires more than one export for any reasonRifygository must be set up
KSR 2F GAYS gAGK F aSLI NI OGS dzLX 2F R LINPINFY F2NJ

Contactssvfhmis@abtassoc.coto get set up for multiple uploads.

Preparing CSV Datarfdpload
A CSV export should include, at a minimum, files with the following names:

e

Export.csv
Project.csv
ProjectCoC.csv
Client.csv
Enroliment.csv
EnrollmentCoC.csv
IncomeBenefits.csv
Services.csv

w Exit.csv

Eeegeeee

The CSV files must be packaged in a ZIPA#efiles decrease the amount of space required to store
data and make it faster to uploadsome HMIS applications zip the files as part of the export prodess
your HMIS does not zip the files for you, you will need to zip them prior to upload tcethesRory.

Both Windows and Ma©Shave builtin functionality to create ZIP fileS o use the builtn functionality,
select allhine of the CSV files and rightick on them

b ThisPC » Documents b Datafor Repository

El-.| Client.csw
El-.|Enrollment.csv

- EnrolimentCoC.cov

.| Exit.csv Open

[ Export.csv Print

AL IncemeBenefits.csy Edit

Bz | ProjectCaC.csv &) Scan selected items for viruses
@I Share with [

Send to » | §) Bluetooth device

1, Compressed (zipped) folder
B Desktop (create shortcut)

Cut
Copy

Ly ZAYIQQééZ C)f)\él LP{S;/I'Q i2Q I-yitéaZ'lPKﬁI%y W/ 2YLINB&a&aSR
Ly al O h{zZ OXK®Ya LDt iveidows attllMac OSAtlie ZIP file will be
created in the same folder as the CSV files.

When you zip your files, make sure to zip ONLY the CS\Sfies/ Qi T A LI thilcbntaiks§he ¥ 2 £ RS
TAESAT AT (KSBQNB Ay | TF2f RSNJ AVAARS (GKS %Lt FALS

You can name the ZIP file anything you wajutst make sure that the name includes the .zip extension
and does not contain any speciflacacters such as #, $, %, @, dtetters, numbers, dasheg,(and
underscores (_are the only charactergou should usén the file name.
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There are also several software applications that will create ZIP files, includipg\¥inZip, WinRAR; or
MagicRAR If you have one of these installed on your computer, you are welcome to use it to zip your

files.

Uploading Data

From the list of User Options on the léfand side of the page, clidploadDataQ

User Options

Next, enter the following information aboubyr upload.

CSV Data Upload Form (V4.0)

1. Program: |Selecta Program

Upload Diata
SOUARES
My Account

Activity History

Support

Logout

2. Zip file: Choose File | No file chosen

3.

Options: Walidate Only

® validate and upload

(zip file)

w Programg Select the name of the specific SSVF program for which you are uploading data.

Zip file¢ Click¥ . N2 t¢ éGpén@ dialog bowhereyou can select the zip file from your

network or hard drive.

w Options¢ Theretwo optionsfor the udoad process

A Validate and upload; This is the default; it will validate your file agdf the file meets the
data quality requirementsg transmit the data to the Repository database

A Validate onlyg This option will validate your file but WILL NOToaplit You can use this
G2 OKSO1 @2dzNJ RI Gl
upload your file If after validating your data, you would like to proceed with uploading it,
click thed ! LJt 2 I Buttd@nlatiihle Bottom ofthe validation page

jdz- t AGE& AT

82dzQR t A1 S

The validate and upload option is a single step process, but it may take several minutes to complete;
please wait for the Repository to display the results without clicking Back or closing your browser

window.

The Repository will pcess your files and check them for data quality and to make sure that the files

include all of the necessary colums K Sy A (G Qa

R2Yy Sz A

Validation section for more information about how to read thesu#s.

g At Bee tRe\FleLJt | &

If the uploaded data is successfully transmitted to the Repository database, you will see this message at

the bottom of the validation report:

VA Data GuideMarch2016
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Step 5. Data Integration
Success! Uploaded data has been transferred to the Repository database.

If you see this message, congratulations2 dzQNB R2y S dzLJ 2 RAy 3 dzyiAt ySEI

If you do not see thimessage, your upload was not successful and you will need to fix any issues with
your data and try again

File Validation

In order for the Repository to process the data set, the export must be compliantlveitAMISCSV
specifications In order for \A to be able to use the data to report on SSVF program activity, the data
guality must meet minimum thresholds

Data collection and HMIS data entry is mandatory for SSVF granfées many client records are
missing critical data elements, the datt svill be rejected by the Repositary

The Repository will unzip yo@SMiles and evaluate them

There areseveralsections in the validation reparat a minimum, you should reviewhe Data Summary,
Data Quality Alerts, Validation Errors, and Eiteors.

Data Summary

Data Summary
158 client records
86 adult record(s)
&8 child record(s)
4 missing DOB
168 project entries
168 project exit(s)
987 service record(s)

The data summary is a very brief review of the records in your ugjdlael number of clients, the
number of program entries, the number of program exits, and the number of service records.

Data Quality Alerts
Data quality alerts ieintify records that are missing data in critical fielddheseissues may ngbrevent
you from uploading your data, but they should be addressed with program staff.

Validation Errors

Validation errors identify instances where data quality for one or nfiglds does not meet acceptable
levels and the upload is rejectetlissing data at these rates is a serious probserd must be corrected
in HMIS Once HMIS has been updated, data must be exgutaihd uploaded again

File Errors
If the export is not conpliant with theCSV specificationthe data set will be rejected by the Repository,
and information about the specific issue(s) will be provided

If a data set is rejected because of the format of a field or the structure of the export, you mighlebe ab
to fix it by correcting data in your HMIS, but it may be necessary for your vendor to make corretitions
your vendor has any questions, contacvfhmis@abtassoc.com
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Reading the Validation Results

Thevalidation results can tell you more than whether or not your data quality is acceptdb&y can
also help you to verify that all of the data that you intend to uplogarésent { S Sequired HMIS CSV
4.1 Files section of this document for more infimation on each of theine CSV files

How to Tell Ian Upload IsSuccessful
For a successful upload, the Repository will display a message like this:

Step 5. Data Integration
Success! Uploaded data has been transferred to the Repository database.

If you do notsee that message, your data has not been uploaded to the Repasikhe/error messaas
display the specifierrors that are causing rejectiorif technical assistance is needed to troubleshoot
these errors, contacisvfhmis@abtassoc.canDo not send personally identifiable information such as
such as social security number, date of birth, name, t@cmail. The SSVF HMIS TA team can share
screens to ensure that no data is transferred insecurely usimgié

Repository User Account Information

Each Repository user should have his/her owarname and password’lease do not ever share your
username or password with anyon&here is no charge for these accounts; your organization may have
as many as you need to make sure that SSVF program data gets uploaded to the Repository on time
everymonth.

User Options

Upload Data
SOUARES

My Account
Ackivity History
Support

« Logout

You can update your name, email address, phone number, organization name, and password by clicking
Wag ! 002dyiQ 2y G(KB6QHEASNLIENIGA ¢4 lakBréhteing GddesS L2 & A G 2
so that we can contact you in the evengttthere is an issue with your datét also allows you to

retrieve yourusername if you forget it, and to automatically reset your own password it you forget that

Please note that if you are leaving the SSVF program and someone else will be takihg opéoad
responsibilities, the new person should create his/her own accolinvould not be appropriate for you
G2 SRAG 82dzNJ F OO02dzy i AYyTF2NNIGA2Yy G2 NBTFE SO0 GKS y
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My Account

Return to the main menu

|Account Information

Edit the fields below to update your account information.
Note: All fields are required.

First Name Mildred

Last Name Partridge

Email mildred.partridge@veteranfamilies.org
Phone 617-520-2673

Organization Veteran Families, Inc.

Change Password

Use the fields below to update your account password. Please enter your current password first, and then enter your
new password two times to make sure it is correct.

Current Password

New Password

Password not entered
Confirm Password

Note: Passwords must be between 8 and 20 characters in length and contain both uppercase and lowercase letters,
and at least one number.

| Update Account | | Cancel |

7 A

hyOS &2dzQ@S dzLIRI S Rhe® 2 diRJ i § Bidt@Bdsdeki@ ¢ = Of A O

VA Data GuidgMarch2016 Page| 50



Data Quality Management

What is Data Quality?

Data quality is a term that refers to the reliability and validity of centl data collected in the HMIS

It is measured by the extent to which the client datdha system reflects actual information in the real
world. 2 AGK 3JI22R RIGF ljdadtAGes GKS /2/ Oy aidStt GKS

The quality of data is determined by assessing certain characteristics such as timeliness,ezwagp|et
and accuracyIn order to assess data quality, a community must first think about what data quality
means and document this understanding in a data quality plan.

What is a Data Quality Plan?

A data quality plan is a set of policies and procedures designed to assure that all client level information
entered into HMIS is complete, accurate and timely. The faleilitates the ability of the CoC to achieve
statistically valid and reliable datdt establishes data quality goals, the steps necessary to measure
progress toward the goals, and the roles and responsibilities for ensuring the data in the HMIS is reliable
YR @I t AR ® devefopedl Byythe NWIBead Agetc® ith input from community stakeholders

and is formally adopted by the Co&t a minimum, the plan should:

w Identify the responsibilities of all parties within the CoC that affect data quality.

W Establish specific data quality benchmarkstiimeliness, completeness, and accuracy.

w Describe the procedures that the HMIS Lead Agency will take to implement the plan and
monitor progress to meet data quality benchmarks.

W Establish a timeframe for implementing the plan to monitor the quality dhaen a regular
basis.

SSVF Program Data Quality

All projects participating in HMIS, including SSVF projects, are expected to understand and follow the
/ 2/ Q& RI G I, whichidethils hageline XtandArds &t projects participating in the HMISS\&F
programs must also meet the additional data quality requirements established in their VA SSVF Grant.
These additional VA SSVF data quality requirements are discussed later in this section.

SSVF grantees are also responsible for all information ediieto HMIS by subgrantees and should
develop a plan to assure adequate data entry oversight. A successful upload to the VA SSVF Data
Repository requires thajrantees and subgrantees meet or exceed all SSVF data quality threshudds
following informdion outlines the concepts of data quality and the recommended process for
monitoring. VA providers should understand data quality and how it impacts both community planning
and VA needs. They should actively seek to achieve the highest levels of ppsdityie.

In short, a data quality plan sets expectations for both the community and the end users to capture
reliable and valid data on persons accessing the homeless assistance.system
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Collecting data in the human service field can be challengliggits presenting for services are often

distraught, scared, or confusedt may be difficult to obtain accurate information from them, but case

managers and others working with these clients need to understand the importance of obtaining

accurate infornation from all clients they servéVNithout good information, it is difficult to assess a

Ot ASyiiQa ySSRa FYR RSUSNNYAYS GKS FLIINRLINRFGS fS@S
A plan that sets data quality expectations will help case marsalgetter understand the importance of

working with their clients to gather timely, complete, and accurate d&tar example, most homeless

LINE A RSNRE O2ftfSOG AYyF2NNIGAZ2Y 2y |.KOowikgSwWidinersa YA€ A G
clienthas served in the military is an important piece of information; it helps case managers make

appropriate referrals and alerts them to specific benefits the client may be eligible to rerkamefits

that could help the client become permanently houséfithe case manager does not know the

veterans status of a client, a piece of their story is missing.

Each component of a data quality plan includes a benchmmarguantitative measure used to assess

reliability and validity of the dataA community maylecide to set the benchmark for a missing (or null)

value for a certain data element at 5%his would mean that no more than 5% of all the client records

Ay GKS aeaidiSYy aK2dzZ R 0SS aYvYAaaiay3aé I NBaLRyasS G2
There ardive componens to a good Data Quality Standar@imeliness, Completeness, Accuracy,

Monitoring, and IncentivesAlthough these standards have already been determined by the local CoC,

VA programs must comply with local standard$fierefore, VA programs should obtaind review the

Standards and Compliance Plan for the local CoC.

Below is a brief overview of each Data Quality Standard comporentmore information, a toolkit on
K2¢g G2 RS@OSt2LIF 5FGF vdzZfAade {{iFyRINRResguRe / 2 YLI A
Exchangeh(tps://www.onecpd.info/resources/documents/HUDDataQuality Toolkit Jodf

Component 1 Timeliness

Entering data in a timely manner can reduce humaorethat occurs when too much time has elapsed
between the data collection (or service transaction) and the data effthe individual doing the data

entry may be relying on handwritten notes or their own recall of a case management session, a service
transaction, or a program exit date; so the sooner the data is entered, the better chance the data will be
correct Timely data entry also ensures that the data is accessible when it is needed, either proactively
(e.g, monitoring purposes, increasing awaess, meeting funded requirements), or reactively (e.g
responding to requests for information, responding to inaccurate information).

Thestandard for entering HMIS data in a timely manner is set by specifying the number of hours or days

by which data mat be entered By including timeliness benchmarks for all typeprojectsthat enter

or contribute data to the HMIS, such as Emergency Shelter, Transitional Housing, Permanent Housing,

Safe Haven, Outreach, Prevention, Rapich®esing, and any other pgrams in the CoC, local

communities can ensure that data is available when needed, such as for the SSVF monthly export to the

VA Registry.

CAYSEAYSaa Ad ONARGAOIE F2NI{{+C DNIydissa aryoOs RI
the 5th busness day following the end of each monthhis requirement often exceeds the general

timeliness standards for the HMIS.
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Component 2 Completeness

Partially complete or missing data (e.g., missing digit(s) in a SSN, missing the year of birth, missing
information on disability or veteran status) can negatively affect the ability to provide comprehensive
care to clients Missing data could mean the client does not receive needed sergisewvices that

could help them become permanently housed and engirtepisode of homelessnesExpectations for
completeness expectations include All Clients Entered and analysis of each of the HUD data elements
All Clients Entered is usually a manual process where regularglaoctmonic records are compared to
recards in the HMIS to assess if all clients have been entered along with their associated service
provision For individual data elements, allowable percentages of null/missing data or levels of
LylyYy26yI 52yQi Yy26 YR wSTdmbnperdeiapdbpréxadple, ah & S E LIN.
community may have determined that an allowable rate for bk programs of null/missing values for
Veteran status is 0%, meaning that no null or missing values are allowed

The CoCs goal is to collect 100% of all damehts However, the CoC recognizes that this may not be

possible in all cases

CKSNBTF2NBz (GKS / 2/ KlFla @SNB tA1Ste SadloftAaKSR |y
know/refused responses of between two and five percent, depending ow#ie element and the type

of program entering data

It is important to understand that standards for SSVF Grantees may exceed the CoCs existing

completeness standardC2 NJ SEI YL ST 6KAf S NBalLlkyasSa 2F W52yQi
responsesor some data elements under the HMIS Data Standards, the VA may require additional

information to establish program eligibility

Component 3 Accuracy

The purpose of accuracy is to ensure that the data in the CoCs HMIS is the best possible refimesentat

of reality as it relates to persons experiencing homelessness and the programs that serve them

I OOdzN> 60& 2F RFGlF Ay Fy lalL{ OFy 06S RAFFAOdzZ G G2 |
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determined by comparing records in the HMIS to paper records, or the records of another provider

whose information may be considered more accurdt®r instance, a Social Security Number that is i

guestion may be compared to a paper case file or an SSI benefit application, where the data is perceived

to be more accurate.

A primary way to ensure that data is understood, collected, and entered consistently across all programs
in the HMIS is to progle regular training, refresher courses, and cheat sheets for collection and data
entry. Additionally, consistency in intake forms, how well forms match data entry methods, wording of
guestions, etg are all excellent practices for achieving the best g@esaccuracy of data

Component 4 Monitoring
SSVF programs will need to implement monitoring practices to ensure that subgrantees are complying
with the CoCs HMIS data quality plddocumenting the expectations for monitoring activities of the
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HMISdata and the methods that data quality is monitored will help prevent invalid.dAtatatement
on the expectation of the SSVF grantee in their grant agreements that the providers meet the
benchmarks in the data quality plan will eliminate confusion.

Conponent 5 Incentives and Enforcement

Incentives and enforcement policies reinforce the importance of good data quality local CoC will
likely have established incentives and enforcement measures for complying with the data quality plan
The VA expds its grantees to adhere to or exceed the local Data Quality Standard to ensure quality
data for its own programs, provide quality data for community planning, and to ensure that VA
participation does not negatively impact CoC funding processes.

The purpee of monitoring is to ensure that the CoCs data quality benchmarks are met to the greatest
extent possible and that data quality issues are quickly identified and resoNexllocal HMIS and CoC
will have a monitoring process in placéhe following i@ sample of a monitoring process that VA
providers may be required to follow:

w Access to the Data Quality Plafihe data quality plan will be posted to the CoCs pudibsite

w Access to Data Quality ReporBy the 15th of each month, the HMIS Lead Axyenill make
available data quality reports for the purposes of facilitating compliance review by participating
agencies and the CoC Data Committee.

w Data Correction Participating agencies will have 10 days to correct d8the 30th of each
month, theHMIS Lead Agency will make available revised data quality reports for posting to the
CoCs publigvebsite

w Monthly Review The CoC Data Committee will review participating agency data quality reports for
compliance with the data quality benchmarkBhe @mmittee will work with participating
agencies to identify training needs to improve data quality.

w Public ReviewOn the last day of each month, the HMIS Lead Agency will post agency aggregate
data quality reports to the CoCs pubiebsite.

w CoC ReviewThe CoC Data Committee will provide a brief update on progress related to the data
quality benchmarks at the monthly CoC meeting.

w Review ResultsAgencies that meet the data quality benchmarks are periodically recognized by the
CoC Data Committed-or gyencies that fail to meet the data quality benchmarks, the CoC may ask
the agency to submit a written plan that details how they will take corrective acfitre plan is
then submitted to and monitored by the CoCs Data Quality Subcommifbeuld the poblem
LISNEAAGE GKS 5F 01 vdzr f AGe {dzoO2YYAGGSS YIL& YIS
ability to enter data into the HMIS, and will contact any appropriate state and federal funders.
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Continuum of Care Integration & Planning

Continuum of Care (CoC) Overview

I WY/ 2y {iAydzdzy 2F /I NBQQ A& F 3IS23aINILKAOLffe& ol a
responsibilities of the Continuum of Care program, as established @4d€FR part 578These

representatives come from organizations that provide services to the homeless, or represent the

interests of the homeless or formerly homelesshese organizations can include, but are not limited to
nonprofit homeless providersvjctim service providers , faithased organizations, governments,

businesses, advocates, public housing agencies, school districts, social service providers, mental health
agencies, hospitals, universities, affordable housing developers, law enforcerngamjzations that

serve homeless and formerly homeless veterans, and homeless and formerly homeless.persons

I /2y 0iAYydzdzy 2F /I NB GKSYy RSaA3IylraSa OSNIFAY WWI LI
the projects that the Continuum has idtified through its planning responsibilities

(p))
pu

Coordinatedentry

HUD has established a requirement that all CoCs implement a coordi@atgdsystem a common

LINEOS&da FT2N) R20OdzySyidAy3a | LISNE2Y Q& ONX &g NBalLRya
homeless assistance services including prevention, diversion, emergency shelter, transitional housing,

rapid rehousing, supportive services and permanent supportive hou3ing interim regulations for the

Emergency Solutions Grant (ESG) prograntlaac€oC Program contain clear requirements for CoCs to

G2N] Ay O2yadZf GFdAz2y gAGK 9{D NBOALASyGa G2 Sadlo
entryd@a0SY¢ 6AGKAY (KSA SBVF drantzksfand AlIS/A HoNikldsiKassBtacNB | &
service will need to be coordinated with the CoCs coordinatgdy approach For more information on

| 1 5Qa OASga 2F (GKS OKINIOGSNRaGAOA 2F |y STFFSOUAQ
https://www.hudexchange.info/resources/docnents/CoordinateeEntry-PolicyBrief.pdt
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SSVF Data Collection and Manageniestlkit Materials

Checklist & Discussion Guide for New Grantees

This comprehensive checklist includes a list of all tasks involved in setting up a new SSVF program with
HMIS The checklist is divided into four major steps, with several tasks and questions to address within
each step The form can be used as a discussion guide to initiate conversation with an HMIS
Administrator to ensure a comprehensive approach is takemfmeément HMIS successfully

Step 1 Learn about HMIS
1 Review federal HMIS participation requirements:

w Review the 2014 HMIS Data Standavtinualto understand the HMIS requirements for data
collection (https://www.hudexchange.info/resources/documen ts/HMIS-Data- Standards-
Manual.pdf )

w Check theHUDExchange page for updates on HMi&re grantees can subscribe to receive
| | 5 Qdail Updates on HMIShttps://www.hudexchange.info/mailinglist/ )

Step 2 Learn about your CoCs HMIS Implementation
Alist of local CoC HMIS points of contact can be found ofthB Exchangé/ebsite
(https://www.HUDexchange.info/granteeg/

Contact the CoC Chairperson and HMIS Administrator

Gather the followig information:

What are the HMIS participation requirement&8k for a copy.

What is the name of the software solutions provider?

What are the participation costs?

Will any additional costs be applied W funded homeless assistance progréms

What partidpation agreements are required?

€ € € €& € ¢

What are the local data collection, privacy, security, and data quality requirements beyond any
federal baseline standards?

€

Are software and/or reporting licenses requireld®3o, is there a limit on the number of licenses
per project?

w What training or technical support is availabM/ho will be your contact person?
() Who would be your contact person for resolving technical questions?

w Communicate your SSVF Reporting Needs to HMIS lead agency, including monthly HMIS export,
SS¥ specific data elements (optional to collect through HMIS) and troubleshodtimge your
Administrator to SSVF Administrator & Software Solutions Provider Webinar training.
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Negotiate and execute agreements.

Administrator provides HMIS trainings incing data collection, privacy and security, and
reporting training Set training timeline with Administrator.

Step 3 Implementing HMIS within your SSVF program.
Request individual login and passwords for all Repository users, includingpatkff Review the
Repository User Guidsection of this manual

w

w

If your SSVF program covers multiple CoC jurisdictions, how will this data be reportable by CoC?

If your SSVF program has subgrantees, determine whethertine grantee or subgrantee or
both will be entering data directly into HMI® subgrantees will upload separately, they will
need to request separate Repository logins.

Establish data collection and HMIS policies and procedures.

Establish data collecth workflow, the process by which data are collected from clients,
managed by HMIS staff and entered into HMT8st workflow before implementation begins.

W Who will enter data?

w Who will upload data monthly to the Repository?
w Who will monitor data qality regularly?

w Who will correct data quality errors?

Develop data collection forms that capture required data elements at program entry, exit and at
update from all program participantsSee Section:2Data Collection Toolkit, Data Collection
templates.

Train SSVF staff to consistently collect and record all required information per policies and
procedures and workflow.

Test data entry using HMIS training database.

Confirm that HMIS can produce all information needed for monthly and quarterly VAtiregpor

Step 4 Creating and Monitoring Data Quality Standards

w

w

Develop data quality planSee Data Quality Managemesgction.

Establish management and end user accountability for data accuracy, timeliness and
completeness.

Include regular monitoring gsart of data collection and entry process to assure information is
timely, complete and accurateProvide feedback to staff, as necessary.
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Step 5 Upload Your Data to the Repository
Before exporting data from HMIS, confirm that data entry istaglate. You should also usy
available data quality tools to check for missing or erroneous data anidmmake corrections

Ensure data is uploaded to the Repository BEFORE the last day of the upload cyblad(thesiness
day of each month).

W If datais rejected, correct errors and resubmit data to Repository.
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Additional Resources for Data Quality Managemémivacy & Security

Using Data to Get Measurable Resu{tdSICH)

TheWebsiteof the U.S Interagency Council on the Homeless contains afistsources to help
communities improve their data quality and use data more effectively to make policy, funding, and
program design decisions in this toolkit.

http://www.usich.gov/usich_resources/toolkits_for_local_action/using_data/

The Solutions Datalse (USICH)

The USICH Solutions Database is a searchable sourceéatlage information drawn from around the
country that federal, state, and local partners can use to further their collaborative efforts to end
homelessness

http://www.usich.gov/usich resources/solutions/

Best Practices: Sharing Information to End Veteran Homelessness

This document seeks to provide guidance for local homeless Veteran service providers to improve
information sharing across programs and systems, strengthen the targeting of resources based on a

shared prioritization system, and create more efficient systems for ending Veteran homelessness within

their communities.

https://www.hudexchange.info/resources/documents/BeBtacticesSharinginformationto-End
VeteranHomelessness.pdf

a2RdzZ S n 2F 1!5Qa laL{ wmnanm GNIAyAy3

https://www.onecpd.info/trainingevents/courses/hmisystemadministratortrainingchmis-101/

laL{ aSO0GA2Y 27F 1!5Q0a hyS/t5 cdlqéestionsonthd8chriical 2 y ¢
standards for privacy and security

https://www.hudexchange.info/getassistance/
SSVF HMIS PowerPoint trainings

http://www.va.gov/homeless/ssvi/index.asp?page=/official_guide/homeless_management_info_syste
m
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Sample Data Quigy Plan

This sample of a combined Quality Assurance/Data Quality plan summarizes and combines policies
provided by SSVF Granted3rantees should add additional detail as necessary to describe their specific
efforts to assure excellent data qualitfhanks to the Homeless Coalition of Hillsborough County, Inc
and Volunteers of America of Greater Sacramento and Northern Nevad#grisbaring their policies.

Quality Assurance & Data Quality Policy

1. The goal of the SSVF Program is to provide sertiwat will stabilize housing for velgw
income veterans and their families through prevention assistance for those still residing in
housing and for very low income homeless veterans, through assistance in movement to
permanent housing

2. The SSVFR&gram will provide services consistent with the application submitted to the VA, the
CAYlf wdz ST GKS /2yiAydzzy 2F /FNB t NEINI YQ&
Program GuideThis includes targeting:

w Extremely lowincome veterarheacdkd households
W Very lowincome homeless veterans with a dependent family member
w Chronically or formerly chronic homeless veterans and their families

3. Performance objectives will be developed to demonstrate the effectiveness of the SSVF Program
goal aml measured using internal tracking and HMIS reporting.

4. The agency will integrate HMIS Data Quality elements into the Quality Assurance activities

5. The agency will evaluate the project outcomes and develop strategies for addressing those areas
of deficiency.

6. Policy and procedures are developed to ensure consistency with the implementation of the SSVF
Program and incorporate any interpretations or clarifications received from the VA

General Procedures for Quality Assurance, Evaluation & DathtyQu
1. Staff providing services as part of the SSVF Program will receive training in the policy and
procedures, the SSVF Program Guide and Final Rule

2. Subcontractors will develop performance standards for each employee in the SSVF Program and
evalwate performance at least annually

3. Agency staff and subcontractors will be trained on HMIS policies, procedures and operations
All staff and contractor personal with access to the HMIS will receive training in the Continuum
2F /I NBQa andll €idgn@ HMISENJAUSEE Agreement.
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monitoring:
(%) Timeliness
A Standardg Intakes will be reviewed by a Screening Committee within 24 hours

Once a decisiohas been made by the committee, the relevant data will be entered

AyG2 laL{ ¢6A0GKAY Hn K2dz2NA 2F GKS @GSGUSNIyQ

Monitoring - The entry date of HMIS will be compared to the date on the SSVF
intake document and is expected to be withi@ Hours of the intake appointment
(24 hours of approval).

w Completeness

A

The SSVF Program will enter data on 100% of all clients accepted into the program
Subsequently, all clients will be exited from the system within 24 hours of their exit
from the program.

All Social Security numbers of family members are required through either a card or
verification from the Social Security office

Veteran Status is documented througtb®214

Birth certificates of all children are requesteld the cost to thehomeless veteran
family of obtaining a birth certificate is prohibitive, a hospital birth form is
acceptable.

All HMIS questions will be asked atthe intaBe2 y Qi 1y 26X NBFdza SR
not be recorded in the HMIS system because of a questiobeiofy asked or
recorded.

w Monitoring

A

A

A

An HMIS client detail report will be printed from HMIS on a monthly basis to ensure
that the list of current and exited clients is accurate.

A Data Quality report will be run biweekly to identify any missing/refudéd cR 2 y Q (i
know responsesit will be run immediately prior to the monthly upload to the VA
Repository.

The results and corrections will be reviewed by the Program Director and the
Director of Quality Assurancé&hould further oversight be deemed necesséey
Vice President or Chief Operating Officer will review all findings.

All Data will reach the Data Quality and Benchmark Rates as established by SSVF
TheRepository notifications will be responded to as follows:

A Alertlevel if the agency receives alert at the Notify level it will be corrected
immediately.

A Error (Rejectlevet For a norcompliant data set, the staff will immediately
update HMIS and repeat the Repository upload.
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w Accuracy

Errors within the data reporting system can often be cotedanost efficiently by
comparing paper files to the HMIS recordss such, SSVF paper intake forms should
match what is entered into HMISnstances where the two sources are not in
agreement identify errors for our staff so that we can ensure correstare made

0 Standard; 100% of the data entered into HMIS will reflect what SSVF clients are
reporting

0 Monitoring Plarng A data quality report will be run biweekly to identify any
missing data elements or those with unknown/refused respon3éd resubs
and corrections will be reviewed by the Program Director and the Director of
Quality AssuranceShould further oversight be deemed necessary the Vice
President or Chief Operating Officer will review all findings

In this example monitoring is intedr each data quality elementn addition, data
quality reports will be printed at a minimum of oneemonth and reviewed by
senior staff The results will be reviewed by the Program Director and the Director
of Quality Assurance

5. Program performance is evaluated monthly and more frequently if there is a high error rate in
compliance to the policy and procedures, SSVF Program Guide and FinddiRirg program
implementation and until performance demonstrates the ability to provide the SS\¢raPmo
services consistent with the NOFA, Final Rule and SSVF Program Guide, the agency will review
the eligibility determination for each application approved for assistance and those households
screened and determined ineligibl&his includes the submiss of the eligibility determination

List required forms and documentation.

w The agency will review the forms submitted and data entered into the HMIS within 2
business days of receipt of the paperwork, not including the day the paperwork is
received The review will include:

List required forms and documentation.

() Once staff can confirm eligibility, the case manager will be notif#&dff will complete
the SSVF program entry in the HMIS

6. At a point in time agreed to by the agency and the pryrsubcontractor, the agency will begin
to reduce the level of review provided

Describe any anticipated changes in subcontractor review.

7. The agency will evaluate the effectiveness of the services being provided by examining the
aggregate results ohe performance The following data elements will be reviewed at least
quarterly:

List the data elements that will be reviewed to evaluate performance.
8. Incentives and enforcement policies are an important part of the HMIS Data Quality Plan since

they reinforce the importance of good data qualityAMIS data quality reports will be prepared
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monthly for providers based on data entere@orrective action is required for any data quality
score below 100%Staff and subcontractors achieving a score of 1000e recognized by the
agency for their performance.

9. Program performance is reviewed by the agency CEO and Board of Directors

10. Each request for Financial Assistance is reviewed to ensure the eligibility of the request and
compliance with the mitations and restrictions for the requested assistan@&e agency
Financial Assistance Request Checklist will be completed and reviewed by different staff persons
using the Financial Assistance Request Reviewer Checklist.

11. Policy and procedures max lbevised to clarify or correct an area of deficiency and will be
reviewed at least annually
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Sample Client Notification Forms

Sample 1

(Homeless Management Information System Name)
VA SSVF Program Client Notification Form

(SSVF Grantee Namedllects personal information directly from you for reasons that are discussed in
our privacy policyWe may be required to collect some personal information by law or by organizations
that provide funding to operate this program. Other personal information that we collect is important to
run our programs, to improve services for homeless persons, andtterbunderstand the needs of
homeless persons. We only collect information that we consider to be appropriate.

Your privacy rights are explained in tidafme of CoQ)rivacy policy, available on request. The privacy
policy also explains how your persom#brmation is used and the steps we take to protect that
information. On a monthly basis your personal identifying information and other information about
services provided to you by the SSVF program will be shared with the US Department of Veteran Affai
for purposes of program administration, grant monitoring, and evaluation.

This VA SSVF program requires that you provide information to determine eligibility for SSVF benefits
and to allow the VA to keep your Veteran records current and complete.

The(GoC Namehpllows agencies to view limited information about homeless persons served in other
programs. Sharing information helps us to coordinate and improve services to all our clients. [Optional:
While participation in theHMIS Name)s mandatory for tté program, you may choose to not share

your personal information with other agencies.]

Signature of Client/Parent Guardian

Date

Optional for verbal consent to share:

Verbal Consent

Case Manager Signature
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Sample 2

(Homeless Management Information System Name)
VA SSVF Program Client Notification Form

(HMIS Namejs used by agencies working together to provide services to individuals and families
experiencing homelessness. HMIS is administered and niagotdy HMIS Lead Agency NameJT his
system is required by the United States Department of Housing and Urban Development (HUD) and
gathers identifying information on persons served in various housing programs to create an
unduplicated count and picturefavho receives what kind of housknglated services inGommunity
Name)

We collect and enter personal identifying information irftdMIS Namejor reasons that are discussed

in our privacy policy. Personal identifying information includes: Name,|S®garity Number, Date of
Birth, and Zip Code of Last Permanent Residence. On a monthly basis your personal identifying
information and other information about services provided to you by the SSVF program will be shared
with the US Department of Veterakifairs for purposes of program administration, grant monitoring,
and evaluation.

Release of identifying information to (HMIS Name)

All persons applying for benefits from the VA SSVF Program are required to provide identifying
information to determine program eligibility. Each month the HMIS transfers information about persons

AaSNUSR FyR aSNWAOSa LINRPOJARSR (G2 GKS ! Qa {{+C 511

I have received a copy of and understand (Name of CoCPrivacy Policy

Client Name (please print) Client Signature Date

Guardian Name (please print) Guardian Signature Date
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