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Policy Name: HIFIS 24-Hour Data Entry

Policy Number: | HIFIS 6.0

Department: | Community Partnerships, Policy and Business Intelligence

1.0 Policy Statement

The Reaching Home Directive specifies that “data must be collected using HIFIS.”
Additionally, in Outcomes-Based Approach Minimum Requirement 6 it states that
communities must keep data up-to-date (real-time), making updates as soon as new
information is available about a person. Timely updates must be made when there are
changes to the following:

¢ Interaction with the homeless-service system
e Housing history; and,
e Data thatis relevant and necessary for Coordinated Access.

Additionally, as the Service System Manager of the Homelessness Prevention Program
(HPP), “Service Managers are expected to work with the homelessness response
providers to keep By-Name List information current and real-time by adding and
updating information each month at a minimum?”

2.0 Purpose

The purpose of this policy is to ensure that all client interactions and service activities
are recorded in the Homeless Individuals and Families Information System (HIFIS)
within 24 hours of the interaction occurring. Timely data entry supports:

e Accurate and up-to-date client records

e Effective coordination and continuity of service

¢ Reliable reporting, performance measurement, and contract compliance
o Data integrity, consistency, and accountability

3.0 Definitions

“Client Interaction” — refers to any contact between a service provider and a client that
relates to service delivery, assessment, planning, referral, or follow-up and is required to
be recorded in HIFIS.
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“Data quality” — refers to a measurement of how well a dataset meets the standard for
its intended use. Dimensions of quality include: uniqueness; consistency; timeliness;
completeness; and, comprehensiveness.

“HIFIS User” — refers to an individual who is authorized to access and enter data into
the Homeless Individuals and Families Information System (HIFIS). All HIFIS users
have signed User Agreements and accounts to use the HIFIS application.

“Homelessness Prevention Program (HPP)” — is a provincially-funded program that
supports Ontario’s 47 municipal service managers to provide affordable housing and
support services for people at risk of or experiencing homelessness. The objective of
the program is to support service managers in preventing, addressing and reducing
homelessness, including chronic homelessness (Ministry of Municipal Affairs and
Housing, 2025).

“Reaching Home — (RH and formerly Homelessness Partnering Strategy)” — refers
to a community-based program aimed at preventing and reducing homelessness by
providing direct support and funding to communities across Canada through
Infrastructure Canada. RH supports the goals of the National Housing Strategy, in
particular, to support the most vulnerable Canadians in maintaining safe, stable and
affordable housing and to reduce chronic homelessness nationally by 50% by 2027—
2028.

“Real-Time” — refers to data that is entered into HIFIS within 24 hours of the client
update being received or client interaction occurring.

4.0 Application

This policy applies to all Service Providers participating in the local Coordinated Access
system and using HIFIS to record client interactions and services. This includes all
types of client interactions, whether in person, by phone, virtually, or through outreach.
It is the responsibility of all HIFIS partners to ensure compliance with this policy.

5.0 Policy
All client interactions must be entered into HIFIS within 24 hours of the interaction
occurring.

Required Data Entry
The following must be recorded in HIFIS within 24 hours:

« Client intake and consent information

e Service transactions (could include, but is not limited to shelter stays, goods,
services, and housing supports)

o Case management
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o Assessments and updates to client information (could include, but is not limited
to housing history, contact information, financial information, family status)

» Referrals and service outcomes

e Program exits and completions

Required data entry is subject to change.
Accuracy and Completeness

« Information entered must be accurate, objective, and reflective of the interaction.
o Users must complete mandatory fields and adhere to data standards.
o Corrections or updates must be made promptly once errors are identified.

Exceptional Circumstances
Acceptable reasons for delayed data entry may include:
o System outages or technical failures
In such cases, please refer to the HIFIS Outage Policy 2.0.
Training and Support

« All staff using HIFIS must receive initial and ongoing training related to data entry
standards and timelines.
o Refresher training will be required if process or data quality issues are identified.

6.0 Related documents and applicable Legislation
Enter links to related documents and applicable Legislation using formatting provided.

Homelessness Glossary for Communities, Infrastructure Canada, 2024. (2026, January
20). https://homelessnesslearninghub.ca/wp-
content/uploads/2024/04/Homelessness _Glossary for Communities.pdf.

Homlessness Infrastructure and Communities Canada. (2026, January 20). Reaching
Home directives. https://housing-infrastructure.canada.ca/homelessness-sans-
abri/directives-eng.html.

Ministry of Municipal Affairs and Housing. (2025, August 26). Ontario Service Manager
2022 By-Name List (BNL 2022) Guidelines. https://www.ontario.ca/page/service-
manager-name-list-2022-

guidelines#:~:text=Under%20the%20BNL %202022%20approach,emergency%20shelte
red.

HIFIS Outage Policy 2.0
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HIFIS Inactivity Policy 3.0

Termination of Data Sharing Agreement Process

7.0 Review and Evaluation
This Policy will be reviewed on a bi-annual basis by the HIFIS Working Group.

Version Tracking History

Date Revision and Rational Effective Date

8.0 Approval

Signature: Shannon Foward

Date Approved: February 10, 2026
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