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By-Name List & Coordinated Access
• The By-Name List (BNL) moved into HIFIS as of April 1, 2023
• Prioritization for Coordinated Access (CA) resources will be 

run from a customized report that was developed to 
match the established community priorities.

• The report was updated to a more streamlined version in 
July 2023, which comes with some changes.
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Consent
• The consent status on the left-

hand client profile will display 
active when there is an active 
consent record, but this does 
not guarantee the documents 
have been uploaded.

• The document must be 
attached to the active 
‘Explicit’ consent record, and 
should not be uploaded in the 
‘Documents’ section.

• There must be both, Explicit 
and Coordinated Access 
Consent on the account.
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By-Name List Active Status
• This is a list from the HIFIS 

4.59 Manual of activities 
that will keep a client 
active in HIFIS and on the 
BNL.

• If a client is not active in 
HIFIS, they cannot be 
prioritized for CA resources.

5



Client Information - Housing History
• Housing History should be collected for the past 12 months when 

a client is new to HIFIS or has not engaged with the system 
recently.

• Housing history should be verified and updated in HIFIS with each 
interaction.

• “I noticed you weren’t in shelter last night, where did you stay?” or “We 
haven’t seen you for a while, where were you staying?”

• These questions also help us to understand migration patterns both within 
Simcoe County and those coming/returning to Simcoe County from 
another location.
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Client Information - Housing History
• This information is 

significant as the system 
does not know what to do 
with missing data and will 
not be used in calculating 
the length of homelessness.

• When discharging a client, 
you should enter a Housing 
History entry if you know 
where they are going, or 
when they have been 
housed.
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Client Information - Housing History
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Please ensure you are closing any open Housing History entry when adding 
another or if it is no longer valid.

Below you can see we have both an open Housing History record an Admission into shelter, which causes 
conflict. Even if the client is in shelter the system may identify them as another status., meaning they will not 
appear on the BNL.



Client Information – Housing History
• When an address has not 

been updated or verified in 
the last 30 days, you will 
receive a text box 
indicating it needs to be 
updated.

• You can either update the 
changes or verify the 
address is still accurate.
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Housing History – Institutional Entries
• It is essential that all institutional stays 

are captured in HIFIS, as both the HPP 
and Reaching Home reporting require 
this information.

• The institution information, including the 
name to determine if it is a Provincial or 
Federal Institution for reporting.

• Clients in institutional settings have a 
transitional status in HIFIS.



Client Information – Family
• It is important verify and update the family module 

of HIFIS. This information determines the size of a 
household when prioritizing for relevant resources.

• It is important that the Family head provide consent 
for dependents and that all members that are to 
be housed together are listed in the ‘Family’ 
module of HIFIS.

• This information should be verified at minimum 
monthly and updated when there are any 
changes.



Client Information – Client Details
• The Coordinated Access 

Record is not required at 
this time. It has been 
disabled in HIFIS.
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Client Information – Contact Information
• Contact information is 

important and should be 
verified when interacting 
with a client.

• It is difficult when contact 
information is missing or has 
not been updated and a 
client has been prioritized 
for a CA resource.
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Client Information - Various Factors
• We will us Contributing 

Factors to indicate a client 
requires a Wheelchair 
Accessible unit. 

• You would create a record 
by selecting the 
Wheelchair/Assistive 
Device Accessible Unit 
Required.
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Client Information - Financial Profile
• A client’s income is 

recorded in the ‘Financial 
Profile’ section of HIFIS.

• This is to demonstrate that 
they have income to pay 
for accommodations.

• All income sources should 
be recorded in this section.
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Client Management - SPDAT
• The community is using the 

VI-SPDAT versions in HIFIS.
• Copies of the VI-SPDAT’s 

are available on the HIFIS 
Support Centre.

• You must complete the VI-
SPDAT in HIFIS, even if you 
did it on paper, so the 
system can pull the 
necessary information.
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Client Management – VI-SPDAT
• You select the appropriate 

version for the client and 
complete it.

• Adult (Individual) v2
• Family v2
• Youth v1
• You can stop and restart a 

VI-SPDAT or make changes 
id there is an error.
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Client Management – VI-SPDAT
• Questions will have drop-

down, numeric, or yes and 
no entry options.

• All questions must be 
answered, or the 'refused’ 
option selected.

• The score will be 
calculated by the system.
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Client Management – VI-SPDAT
• When you return to the VI-

SPDAT page you will see 
the history of VI-SPDATs and 
can view answers if 
determining if a new VI-
SPDAT should be 
completed.
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Coordinated Access Module
• The Coordinated Access 

module of HIFIS will be 
available to SuperUsers only.

• It can be found in the ‘Front 
Desk’ drop-down in HIFIS.

• Individuals on this list must 
have both ‘Explicit’ and 
‘Coordinated Access’ 
consent.
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Coordinated Access Module
• This module takes time to load as 

it is a large list, so please be 
patient.

• This can help SuperUsers quickly 
determine clients who have not 
been updated, are missing the 
VI-SPDAT.

• The document can be exported 
with or without names but must 
be stored securely.
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HIFIS Support Centre
• HIFIS Help Desk 

• HIFIS@Simcoe.ca

• HIFIS Support Centre Webpage
• www.simcoe.ca/HIFIS

mailto:HIFIS@Simcoe.ca
http://www.simcoe.ca/HIFIS
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