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Policy Name: Inactivity Policy

Policy Number: | HIFIS 3.0

1.0 Policy Statement

The Coordinated Access system is committed to maintaining accurate, up-to-date information in
HIFIS to ensure individuals experiencing homelessness are effectively prioritized for services.
This policy establishes a clear and consistent definition and process for determining, mitigating,
and managing client inactivity within HIFIS.

2.0 Purpose
The purpose of this policy is to:

¢ Define what it means for a client to be “active” or “inactive” in the HIFIS database.

e Provide guidance on the required level of effort to locate individuals before they are
made or go inactive.

e Ensure timely and accurate documentation of client engagement and service delivery.

e Support data quality practices that maintain the integrity of Coordinated Access / By
Name Data (BND) and prioritization processes.

3.0 Definitions

“Client State” — indicates whether a client is connected with Service Providers in the
community

“Inactivity Threshold” — represents the number of days that have lapsed between transactions
before the Client State is changed automatically to Inactive

“Active” — the client has had at least one activity that keeps them active recorded in HIFIS
within the Inactivity Threshold

“Inactive” — the client has not had an activity that keeps them active recorded in HIFIS within
the Inactivity Threshold

“Archived” — a HIFIS user has manually changed the Client State to Archived as client has
moved out of Simcoe County

“Deceased” — a HIFIS users has manually changed the Client State to Deceased as client has
passed away

3.0 Application

This policy applies to all Service Providers participating in the local Coordinated Access system
and using HIFIS to record client interactions and services. It is the responsibility of all HIFIS
partners to ensure compliance with this policy.
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4.0 Policy
The County’s Inactivity Threshold is 90 days. The following activities will keep a client active:
Module Action Field used in calculation
Admission Add Book In Start Date and Time
Case Management Add Case Start Date
Add Session Start Date
Consent Add Consent Start Date
Goods and Services Add Express Goods Start Date and Time
Add Express Services Start Date and Time
Group Activities Add Client Name(s) Start Date and Time
Housing Placement New Follow Up Follow-up Date
Housing Loss Prevention Add Housing Loss Prevention | Start Date
Service Restriction Add Service Restriction Start Date
Storage Add Storage ltem Start Date
Survey Begin Survey Date Taken
Turn Aways Add Turn Away Effective Date and Time

Service Provider Obligations

The most recent Service Provider is responsible for keeping the client active, where appropriate.
The CA Data Lead will use the Prioritization List to filter clients whose Last Interaction Date was
within 60-89 days. Each Service Provider will receive this report every two weeks, filtered to
include only clients whose last interaction was with that Service Provider.

Every reasonable effort must be taken by the Service Provider to keep connected with the client
and update their HIFIS profile at least once per month with an activity that will keep their file
active. Efforts include, but are not limited to:

e Connecting with outreach teams to aid in locating and updating the client's HIFIS profile

e Bringing the client’s (HIFIS number) to Action-Oriented Case Conferencing (AOCC) to
seek the assistance of the other providers in locating and updating the client's HIFIS
profile

NOTE: Service Providers should not record their attempts to locate a client directly in the client’s
HIFIS file. Doing so will be counted as a client interaction and will unintentionally reset the
client's activity status.

5.0 Related documents and applicable Legislation

Ebchinq Home Guide

CA Process Guide

Tips for Keeping Clients Active in HIFIS (document)
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https://homelessnesslearninghub.ca/wp-content/uploads/2021/06/HPD_ReachingHomeCoordinatedAccessGuide_EN_20191030-1.pdf
https://casimcoe.ca/wp-content/uploads/2024/10/SCCAS-Guide-Sept-2024.pdf
https://casimcoe.ca/wp-content/uploads/2022/08/Tips-to-Keep-Clients-Active-in-HIFIS.pdf
Hedley, Chris
Add hyperlinks.

Forward, Shannon
Links added
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6.0 Review and Evaluation

This policy will be reviewed at minimum bi-annually by the HIFIS Working Group.

Version Tracking History

Date Revision and Rationale Effective Date

8.0 Approval

HIFIS Working Group Chair: Shannon Forward

Date Approved: Tuesday, September 9, 2025
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