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1.0 Policy Statement

To ensure uninterrupted service delivery to clients and maintain data integrity, this policy
outlines the protocol for service providers and caseworkers during a power or system
outage that impacts access to the Homeless Individuals and Families Information System
(HIFIS). In such events, client intake, admission, service recording, and prioritization must
continue manually using paper forms, with proper follow-up procedures for digital entry
back into HIFIS once systems are restored.

2.0 Purpose

The purpose of this policy is to provide clear, standardized procedures for service
providers when power outages or HIFIS system downtime disrupts regular operations.
This ensures continuity of service provision, accuracy in client records, and compliance
with data entry standards.

3.0 Definitions

“Downtime Kit” - A pre-assembled set of materials including paper forms, clipboards,
pens, and flashlights, to be used during a system or power outage.

“HIFIS SuperUser” - A designated authority within an agency who oversees HIFIS usage
and provides access or guidance during technical issues.

“Manual Intake” - The process of collecting client information and service records using
paper forms when HIFIS is inaccessible.

“System Downtime” - A period in which the HIFIS portal is unavailable due to power
outages, internet disruption, or technical malfunction.

“Secure Storage” - Alocked binder or box designated for storing completed paper forms
until system access is restored.

“Service Provider” — refers to any organization, agency or group that provides services
such as shelter or housing search assistance to program participants who are homeless
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or at risk of becoming homeless. Service Providers are signatories to this HIFIS Data
Sharing Agreement.

4.0 Application

This policy applies to all service providers, caseworkers, and relevant personnel using
HIFIS under the jurisdiction of the County of Simcoe, including shelters, outreach
programs, and housing support services.

5.0 Policy

In the event of a confirmed power or HIFIS system outage, lasting more than three hours,
this protocol will be activated to ensure continuity of services and accurate data collection.
Staff must confirm downtime with the designated HIFIS SuperUser and immediately
transition to manual processes using the Downtime Kit, which includes Intake, Admission,
Consent, Prioritization, and Goods & Services forms. The HIFIS SuperUser must email
HIFIS@simcoe.ca or call (HIFIS cell # 705-790-0164) to notify the County that the Outage
Protocol has been activated. Clients must be informed of the outage, and intake should
proceed manually with a focus on confidentiality, accuracy, and completeness. Completed
forms must be securely stored, and a log maintained to track all manual entries for later
reconciliation.

On restoration of system access, staff must notify the HIFIS SuperUser who will notify the
County by email to HIFIS@simcoe.ca. Staff are responsible for entering all backlog
information into HIFIS within 24-48 hours, depending on volume. Their plan for updating
HIFIS should be communicated in the email indicating services have been restored.
Authorized personnel must have a documented process to avoid repeated entry, properly
transcribe service and client data, scan and transfer forms to client files, and stamp each
paper form with date, time, staff name, and HIFIS Client ID. After successful data entry
and verification, all hard copies must be securely shredded. This process avoids
disrupting services while ensuring data integrity and confidentiality measures.

6.0 Related documents and applicable Legislation

Homelessness Glossary for Communities, Infrastructure Canada, 2024.
https://homelessnesslearninghub.ca/wp-

content/uploads/2024/04/Homelessness Glossary for Communities.pdf , accessed
July 9, 2024

Admission Form

Intake Form

Prioritization Questionnaire

Goods & Services Form
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https://homelessnesslearninghub.ca/wp-content/uploads/2024/04/Homelessness_Glossary_for_Communities.pdf
https://homelessnesslearninghub.ca/wp-content/uploads/2024/04/Homelessness_Glossary_for_Communities.pdf
https://simcoe.ca/wp-content/uploads/2025/09/Admission-Form.pdf
https://simcoe.ca/wp-content/uploads/2025/09/Intake-Form.pdf
https://simcoe.ca/wp-content/uploads/2025/09/Prioritization-Questionnaire.pdf
https://simcoe.ca/wp-content/uploads/2025/09/Goods-Services.pdf
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Power Outage and System Downtime — Control Log

7.0 Review and Evaluation

This policy will be reviewed annually by the HIFIS Working Group and updated as
necessary to reflect changes in HIFIS systems, operational needs, or emergency
response procedures.

Version Tracking History

Date Revision and Rational Effective Date

8.0 Approval

Signature: HIFIS Working Group

Date Approved: 2025-07-10
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