
Page 1 of 39 
 

 
 

 
 
 
 
 

 
 
Simcoe County  
Coordinated Access System  
Process Guide 
 
April 1, 2026 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



Page 2 of 39 
 

Land Acknowledgement ........................................................................................................ 5 

Introduction and Purpose ...................................................................................................... 6 

Acronyms .................................................................................................................................................. 6 

Background ............................................................................................................................................... 6 

Canadian Alliance to Ed Homelessness (CAEH) ........................................................................................ 7 

Simcoe County Affordable Housing and Homelessness Prevention Strategy .......................................... 7 

Defining Homelessness ............................................................................................................................. 7 
Homelessness ....................................................................................................................................................... 8 
Chronic Homelessness ......................................................................................................................................... 8 
Indigenous Homelessness .................................................................................................................................... 8 
Exiting Institutions................................................................................................................................................ 9 

Governance in Simcoe County .............................................................................................. 10 

Community Advisory Board (CAB) .......................................................................................................... 10 

Coordinated Access Working Group (CAWG) ......................................................................................... 10 

Homeless Individuals and Families Information System (HIFIS) Working Group ................................... 10 

Action Oriented Case Conferencing (AOCC) ........................................................................................... 10 

What is Coordinated Access? ............................................................................................... 11 

Access Points .......................................................................................................................................... 11 

Common Assessment ............................................................................................................................. 12 

Real-Time Data ....................................................................................................................................... 12 

By-Name Data (BND) .............................................................................................................................. 12 

Prioritization and Matching .................................................................................................................... 12 

Coordinated Access in Simcoe County .................................................................................. 13 

Guiding Principles ................................................................................................................................... 13 

Right to Housing ..................................................................................................................................... 13 

Person-Centered ..................................................................................................................................... 13 

Honesty and Integrity ............................................................................................................................. 13 

Empowerment ........................................................................................................................................ 13 

Collaboration and Innovation ................................................................................................................. 13 

Accountability and Data ......................................................................................................................... 13 

Levels of Engagement by Service Provider ............................................................................ 14 

Level 1 ..................................................................................................................................................... 14 

Level 2 ..................................................................................................................................................... 14 

Level 3 ..................................................................................................................................................... 15 



Page 3 of 39 
 

HIFIS .................................................................................................................................... 17 

Indigenous Data Sovereignty .................................................................................................................. 17 

Privacy and Data Sharing ........................................................................................................................ 18 

Securely Sharing Participant Information ............................................................................................... 18 

Privacy Breach ........................................................................................................................................ 18 

Housing History ................................................................................................................... 20 

Definition of Homeless and Housed ....................................................................................................... 20 

By-Name Data ..................................................................................................................... 22 

BND Eligibility ......................................................................................................................................... 22 

Removing Participants from the BND ..................................................................................................... 22 

Inactivity Policy ....................................................................................................................................... 23 

Collection of Information and Common Consent Form ......................................................................... 23 

Consent Forms ........................................................................................................................................ 23 

Common Assessment Tool ................................................................................................... 24 

Prioritization Questionnaire ................................................................................................................... 25 

Access Points ....................................................................................................................... 26 

Roles and Responsibilities ...................................................................................................................... 26 

Types of Access Points ............................................................................................................................ 26 

After Hours or Additional Support ......................................................................................................... 27 

Prioritization ....................................................................................................................... 28 

Prioritization Criteria .............................................................................................................................. 28 

Prioritization Ready ................................................................................................................................ 28 

Active Status in HIFIS .............................................................................................................................. 29 

Prioritization Process .............................................................................................................................. 29 

Protocol for Prioritization Lists ............................................................................................................... 30 
Purpose .............................................................................................................................................................. 30 
Receipt of Prioritization List ............................................................................................................................... 30 
Participant Contact & Offer Process .................................................................................................................. 30 
Participant Decision Outcomes .......................................................................................................................... 32 
Documentation & Accountability ....................................................................................................................... 32 
Return of Prioritization List ................................................................................................................................ 33 

Extenuating Circumstances .................................................................................................................... 34 
Extenuating Circumstances Prioritization Policy ................................................................................................ 35 

Prioritization Dispute Resolution ............................................................................................................ 36 

Community Awareness and Referral Partners ...................................................................... 37 



Page 4 of 39 
 

Education, Training, and Engagement ................................................................................. 38 

Performance Accountability ................................................................................................... 1 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 5 of 39 
 

Land Acknowledgement  
 
The work done in developing this Process Guide and the work that will unfold as a result 
of this Process Guide will take place in municipalities across Simcoe County. 
 
In recognition of the longstanding history of the land we reside on and the work this 
Process Guide will undertake, we offer this land acknowledgment shared by the lead 
Indigenous organization, Biminaawzogin Regional Aboriginal Women’s Circle. 
 

“We would like to acknowledge that the land which we are gathered on today is the 
traditional territory of the Anishinaabek Nation; specifically, the Chippewa Tri-Council 
comprised of the Chippewas of Beausoleil, Rama, and Georgina Island First Nations 

and more recently the Mississaugas of the Credit River First Nation. We also 
acknowledge the Pottawatomis of Moose Deer Point, the Mohawks of Wahta and the 
Georgian Bay, Moon River, and Barrie South Simcoe Métis Councils in this region.  

The Huron-Wendat and Haudenosaunee Confederacy have also walked on this territory 
over time Ontario is covered by 46 treaties and other agreements and is home to many 

Indigenous Nations from across Turtle Island, including the Inuit and the Métis.  
The County of Simcoe is covered by several Treaties including Treaty No. 5, Treaty No. 

16, Treaty No. 18, Treaty No. 20, and the Williams Treaties. 
We are dedicated to honouring Indigenous self-determination, history, and culture, and 
are committed to moving forward in the spirit of reconciliation and respect with all First 

Nation, Métis, and Inuit people.” 
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Introduction and Purpose 
 
The purpose of Simcoe County’s Coordinated Access System Process Guide is to 
outline the process and management of Coordinated Access in Simcoe County. It is a 
tool to support Service Providers and staff in their involvement and participation in 
Coordinated Access. Process Guides will be revised & improved and will be distributed 
accordingly to the homelessness system and made publicly available on the Simcoe.ca 
Coordinated Access webpage. 

The Process Guide will: 

 Provide standards, processes, and priorities for the Coordinated Access System 
in Simcoe County; 

 Establish community expectations, roles, and responsibilities of Simcoe County’s 
homelessness system; 

 Ensure transparency of clear written processes for vacancy matching and 
prioritization; and 

 Provide details of the tools and sequential steps to support participants at-risk of 
or experiencing homelessness. 

Acronyms 
The following acronyms will be used throughout the Process Guide: 

 Action Oriented Case Conferencing (AOCC) 
 By-Name Data (BND) 
 Community Advisory Board (CAB) 
 Coordinated Access (CA) 
 Coordinated Access System Process Guide (Process Guide) 
 Coordinated Access Working Group (CAWG) 
 Homelessness Individuals and Families Information System (HIFIS) 
 Housing Resource Availability Form (HRAF) 
 Housing Resource Inventory Form (HRIF) 

 
Background 
CA emerged as a foundational component of Canada's national strategy to prevent and 
reduce homelessness, particularly through the Reaching Home program. Its inception 
was rooted in the recognition that fragmented service delivery often left individuals and 
families navigating homelessness without clear pathways to housing or support. CA was 
developed as a system-level response to create a more streamlined, transparent, and 
equitable approach to matching people experiencing homelessness with available 
housing and resources. By establishing a centralized access point, a shared 
prioritization process, and a standardized way of assessing needs, CA enables 
communities to make data-driven decisions, reduce duplication, and ensure that those 
with the greatest needs are prioritized first.  
 
The County of Simcoe, Social and Community Services Division is the designated 
Community Entity responsible for local implementation of the Reaching Home 
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Directives, minimum requirements and related funding. In partnership with Service 
Providers and the Canadian Alliance to End Homelessness, the Community Entity 
strives to continue to maintain minimum requirements as outlined by the Reaching 
Home Directives while aligning processes and policies with local and Provincial funding 
guidelines to best serve the community’s homelessness population.  
 
Canadian Alliance to Ed Homelessness (CAEH) 
The CAEH leads a national movement of individuals, organizations, and communities 
working together to end homelessness in Canada. Built for Zero Canada (BFZ-C) is a 
national change effort helping a core group of leading communities end chronic and 
veteran homelessness, a first step to ending all homelessness in Canada. BFZ-C’s 
structured, data-driven approach focuses on creating a sense of urgency, optimizing 
local homeless-serving systems, accelerating the adoption of proven practices, and 
driving continuous improvement.  
 
A first step in building system capacity to end homelessness is the development of real-
time data on a BND. Simcoe County joined BFZ-C in 2018 and was recognized for 
achieving a Quality BND in 2021. As part of BFZ-C, Simcoe County sets shared aims to 
reduce and end homelessness, and more specifically to reach functional zero for 
homelessness. With BFZ-C’s support, the CA team and homelessness system 
collaborate on change efforts and system improvements to meet these aims and 
captures data on people entering and exiting homelessness month-over-month to 
measure progress toward them. Monthly data supports informed decisions and 
solutions that capitalize on system strengths, address system gaps, and pivot with 
appropriate responses to meet community needs. 
 
Simcoe County Affordable Housing and Homelessness Prevention Strategy 
The Affordable Housing and Homelessness Prevention Strategy (AHHPS) and CA are 
mutually reinforcing components of Simcoe County’s system-level response to housing 
instability. While AHHPS sets the broader vision, policy direction, and investment 
priorities for increasing access to affordable housing and preventing homelessness, CA 
serves as the operational mechanism that ensures these goals translate into equitable, 
person-centered outcomes. Approved by County Council, the 10-year Affordable 
Housing and Homelessness Prevention Strategy (2025-2035) was updated to outline 
key steps for continuing to create and implement solutions that increase access to 
affordable housing. This strategy aims to achieve targeted growth in new affordable 
housing units while also establishing an integrated service model that links housing with 
support services. Additionally, the strategy identified actions to support individuals and 
families at-risk of and experiencing homelessness to secure and maintain stable 
housing.  
 
Defining Homelessness 
The following definitions can be found in the Reaching Home: Canada's Homelessness 
Strategy Directives. 
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Homelessness 
The situation of an individual or family who does not have a permanent address or 
residence, and does not have the immediate prospect, means, and ability of acquiring it. 
More specifically, homeless episodes can include time spent: 

 In emergency shelters (permanent or overflow beds), referred to as sheltered 
homelessness; 

 In unsheltered locations or places not intended for human habitation (e.g., parks), 
referred to as unsheltered homelessness; 

 Staying temporarily with others (e.g., family or friends) without guarantee of 
continued residency (“couch surfing”), referred to as hidden homelessness; or, 

 In short-term rentals with no security of tenure (e.g., paying for motels with 
income or savings), also referred to as hidden homelessness. 

 
Chronic Homelessness 
Refers to persistent or long-term homelessness where people have: 

 Been homeless for at least 180 days at some point over the course of a year (not 
necessarily consecutive days); and/or, 

 Recurrent episodes of homelessness over three years that total at least 18 
months. 

The measure of chronicity only includes time spent in the following living situations: 
 Emergency shelters (permanent or overflow beds, including those for people 

experiencing domestic violence); 
 Unsheltered locations or places not intended for human habitation (e.g., parks); 
 Staying temporarily with others (e.g., family or friends) without guarantee of 

continued residency (“couch surfing”); and, 
 Short-term rentals with no security of tenure (e.g., paying for motels with income 

or savings). 
It does not include time spent in transitional housing or public institutions (e.g., hospital 
or correctional facility), although people who are discharged into homelessness from 
these living situations can be considered chronically homeless if they were experiencing 
chronic homelessness upon entry to transitional housing or a public institution. 
 
Indigenous Homelessness 
Recognizing the diversity of Indigenous peoples in Canada, and that Indigenous 
peoples may choose to refer to themselves in their own languages, the following 
definition of Indigenous homelessness is inclusive of First Nations, Métis, and Inuit, 
status and non-status persons, regardless of residency or membership status. 
For the purposes of Reaching Home, and subject to revision based on ongoing 
engagement and consultation with Indigenous peoples, Indigenous homelessness 
refers to “Indigenous peoples who are in the state of having no home due to 
colonization, trauma and/or whose social, cultural, economic, and political conditions 
place them in poverty. Having no home includes: those who alternate between shelter 
and unsheltered, living on the street, couch surfing, using emergency shelters, living in 
unaffordable, inadequate, substandard and unsafe accommodations or living without 
the security of tenure; anyone regardless of age, released from facilities (such as 
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hospitals, mental health and addiction treatment centers, prisons, transition houses), 
fleeing unsafe homes as a result of abuse in all its definitions, and any youth 
transitioning from all forms of care”. 
 
Exiting Institutions 
For the purposes of prioritization, exiting institutions refers to individuals who are 
currently held/residing in, or have recently been discharged from, an institutional setting 
and who will be experiencing homelessness upon discharge. 
Institutional settings include hospitals (psychiatric, and inpatient treatment facilities) and 
local correctional facilities (provincial, remand, and temporary detention). 
An individual is considered to be exiting an institution if they are within 30 days prior to a 
confirmed or anticipated discharge date, or within 30 days following discharge from a 
hospital or correctional facility. 
To support CA, prioritization, and discharge planning, the following information may be 
recorded in HIFIS, where applicable and available: 

 Institutional stay type (hospital or correctional facility) 
 Discharge date or anticipated discharge date 
 Next scheduled court appearance or hearing date (corrections only)  
 Next reassessment date related to discharge planning (hospital only) 

 
For a complete list of Reaching Home-related definitions, see the Homelessness 
Glossary for Communities. 
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Governance in Simcoe County 
 
The County of Simcoe’s Homelessness Services is the Lead for the CA System, 
including the HIFIS. The following committees play a role in the governance of CA: 

Community Advisory Board (CAB) 
The CAB, applicable to Designated Communities, Indigenous Homelessness and 
Territorial Homelessness funding streams, is the local organizing committee responsible 
for supporting Reaching Home Directives, homelessness system minimum 
requirements and priorities for addressing homelessness in the community or region. In 
Simcoe County, the CAWG informs the CAB of system changes and improvements. 
The CAB is an integral supporter of CA and other homelessness system responses. 

Coordinated Access Working Group (CAWG) 
Informing to the CAB is the CAWG. The CAWG focuses on oversight and governance 
of CA, operational guidance, outputs and outcomes, establishing feedback loops within 
the system and recommending and deciding on process improvements.  

Homeless Individuals and Families Information System (HIFIS) Working Group 
The HIFIS Working Group oversees the implementation, operation, improvements, and 
governance of the HIFIS within Simcoe County. This group ensures data privacy 
compliance and data quality, administers updates and improvements, and manages the 
day-to-day use of the system for Coordinated Access and the homelessness system.  

Action Oriented Case Conferencing (AOCC) 
AOCC occurs within program specific tables. It is a recurring, problem-solving meeting 
or discussion, bringing key participants together to collaborate on ways to remove 
barriers to help house individuals and/or families experiencing homelessness. Programs 
are responsible for ensuring that individuals and families are actively supported to move 
through the CA process, through consistent service navigation and/or case 
conferencing practices. This includes maintaining accurate and up-to-date participant 
information in HIFIS, such as service interactions, housing history, and data that informs 
eligibility and prioritization for housing resources and services. While the structure of 
these supports may vary across organizations, all processes must be clearly 
documented and available upon request to demonstrate compliance and consistency in 
how participants are supported. The collaborative tables work through housing plans, 
coordinate resources, and inform the Community Entity of system improvements. Ad 
hoc AOCC tables may be pulled together to based on program or funding requirements.  
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What is Coordinated Access? 

 
CA is a process whereby Service Providers work together to streamline the way people 
at-risk of and experiencing homelessness access housing support services needed to 
permanently end their homelessness. Core components of CA include:  
 
Access Points 
These refer to entry points where individuals at-risk of or experiencing homelessness 
enter the homeless serving system, such as through emergency shelters, drop-ins, 
outreach, or by calling 211. Staff at Access Points attempt to complete diversion by 
connecting individuals and families with supports that may help them prevent 
homelessness. Where homelessness cannot be prevented, staff at Access Points 
complete the consent process and common assessment to enter participants into the 
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CA System through the HIFIS to ensure they are actively on the BND for prioritization 
opportunities as they arise.   

Common Assessment 
The Custom Table in HIFIS is the community’s common assessment tool, which 
supports a community-wide approach to assessing and triaging participants to 
effectively identify and connect them with the right resources and supports. Using one 
consistent tool helps limit the number of times individuals and families must repeat their 
stories while enabling us to identify their needs and strengths. By putting the results of 
these conversations in HIFIS, we can collectively identify who needs what kinds of 
resources and where they’ve sought support.  

Real-Time Data 
The HIFIS database, which also hosts the BND, form Simcoe County’s Homelessness 
Management Information System (HMIS). HIFIS and CA System function together, they 
form a robust data system supporting identification and prioritization at an individual 
level, while also providing an understanding of homelessness inflow and outflow at a 
system level. 

By-Name Data (BND) 
Data drawn from HIFIS informs the BND. The BND is used to triage connection to 
specific resources and services based on level of need, preferences, and available 
resources. It is also an advocacy and planning tool to monitor performance, evaluate, 
and identify gaps and areas for improvement, and support advocacy for the policies and 
resources necessary to end homelessness.  

Prioritization and Matching 
By establishing community prioritization criteria, there are clear and transparent 
processes for matching housing resources and services to those with the greatest need 
and the most potential to benefit from available housing resources. Information collected 
through common assessment and captured in HIFIS forms the By-Name Data, a 
smaller subset list based on community prioritization criteria and program eligibility 
criteria form a Prioritization List.  
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Coordinated Access in Simcoe County 
 
Guiding Principles  
Community partners came together and identified principles that will guide our approach 
to Coordinated Access in Simcoe County. 
 
Right to Housing 
We commit to the right to housing. Everyone is housing ready regardless of their need. 
 
Person-Centered 
We will continually improve a system that is trauma-sensitive, low-barrier, and culturally 
safe, informed by the experience of diverse populations and services. We will create 
solutions that respect the strengths of the individuals and families, and communities 
accessing services. We will support people in making connections in community and 
empower them to find and keep housing.  
 
Honesty and Integrity 
We commit to truthful, open and clear communication, and acting in the best interests of 
the people we support. We respect each other’s role in the system.  
 
Empowerment 
We will provide resources to help people make informed choices and build on their 
strengths to define their own success. 
 
Collaboration and Innovation 
Service Providers, funders, and people with lived or living experience all have a voice in 
the system and are part of the team working to end homelessness. We will be flexible, 
open to new ideas, and work together to help people access the most appropriate 
services. 
 
Accountability and Data 
Real-time data will drive evidence-based solutions that are adaptable and designed 
specifically for Simcoe County. We will continue to improve the system to reach 
functional zero.  
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Levels of Engagement by Service Provider  
 
Service Providers must meet the requirements of their designated CA System level of 
engagement, the level of engagement for this program is outlined in the Project 
Description or unfunded Memorandum of Understanding.   
 
Level 1  
As part of the Simcoe County CA System, this Program is identified as an Access Point 
as outlined in the Process Guide. As part of the CA System, program units or 
resources will be committed as a CA System Housing Resource.  
 
The Service Provider agrees to be the most responsible provider for CA and HIFIS 
updates on participants where your Service Provider is identified as the last known 
provider (as identified in HIFIS by the last know provider) within 24 hours.   
 
Requirements  
A Level 1 Service Provider will:  

 Participate in the AOCC table if requested.   

 Accept referrals from Level 2 Service Providers, Level 3 Service Providers, and 
other community partners.  

 Complete all prioritization-ready requirements as outlined in the Process Guide 
and applicable CA System policies.   

 Operate in full compliance with the Process Guide, including:   

o System Standards  

o Data Storage  

o Case Management  

o Training  

o Dedicated Resources  

o Indigenous Application  

o Authorization  

  
Level 2   
This Program is not an Access Point and functions as a referral partner providing 
services to participants experiencing homelessness or at risk-of homelessness. As part 
of the Simcoe County CA System, program units or resources will be committed as a 
CA System Housing Resource.  
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The Service Provider agrees to be the most responsible provider for CA and HIFIS 
updates on participants where your Service Provider is identified as the last known 
provider (as identified in HIFIS by the last know provider) within 24 hours.   
 
Requirements  
A Level 2 Service Provider will:  

 Dedicate units or resources through the CA System. 

 Fill units or resources vacancies through the CA System, following the 
prioritization process.  

 Participate in the AOCC table if requested.   

 Refer participants not connected to CA to an Access Point.  

 Operate in compliance with the Process Guide, including:   

o System Standards  

o Data Storage (applicable to Service Providers using HIFIS)  

o Case Management  

o Training (specific to Level 2 Service Providers)  

o Dedicated Resources  

o Indigenous Application  

o Authorization  

 

Level 3 
The Service Provider is not an Access Point and functions as a referral partner 
providing services to participants experiencing homelessness or at risk-of 
homelessness. The Service Provider agrees to be the most responsible provider for CA 
and HIFIS updates on participants where your Service Provider is identified as the last 
known provider (as identified in HIFIS by the last know provider) within 24 hours.   
 
Requirements  
A Level 3 Service Provider will:  
 

 Refer participants not connected to CA to an Access Point.  

 Participate in the AOCC table if requested.   

 Operate in compliance with the Process Guide, including:   

o Data Storage (applicable to Service Providers using HIFIS)  
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o Training (specific to Level 3 Service Providers)  

o Authorization  
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HIFIS 
 
Communities funded under Reaching Home are required to have a Homelessness 
Management Information System (HMIS). In Simcoe County we use the federal HMIS, 
HIFIS and the County of Simcoe is the lead. As a comprehensive data collection and 
case management system, HIFIS enables participating Service Providers within the 
same community to collect, access, and share local homelessness data to ensure that 
individuals and families are provided and referred to appropriate services and supports 
as efficiently as possible.  
 
All Service Providers and users are required to comply with HIFIS policies, processes, 
and contractual requirements and complete assigned Learning Management System 
training. HIFIS support, policies, and helpful information can be found at HIFIS Support 
Centre - Simcoe County. 
 
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  
 Housing history; and,  
 Data that is relevant and necessary for Coordinated Access.  

 
As per the 24 Hour Data Policy, all participant interactions and service activities are 
recorded in the HIFIS within 24 hours of the interaction occurring. Additionally, Service 
Managers are expected to work with the homelessness response providers to keep 
BND information current and real-time by adding and updating information each month 
at a minimum. 
 
All of the data collected from an individual or family who provides consent will be 
entered into HIFIS, which automatically adds them to the BND.  
 
Indigenous Data Sovereignty  
In recognition and support of the First Nations principles of OCAP®1, Simcoe County 
CA and, by extension, the Service Providers recognize and honour the right to the 
ownership, control, access, and possession of First Nation, Metis and Inuit demographic 
data.  
 
Service Providers agree to allow the County of Simcoe to share a yearly First Nation, 
Metis and Inuit demographical report with the lead Indigenous organization, 
Biminaawzogin Regional Aboriginal Women’s Circle (BRAWC). 
 
The First Nations Principles of OCAP® 
Indigenous Data Sovereignty - Health Data Research Network Canada 

 
1 The First nations Principles of OCAP® establish how First Nations’ data and information will be collected, 
protected, used, or shared.  OCAP® is a tool that supports Indigenous information governance in pursuit of First 
Nations data sovereignty 
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Privacy and Data Sharing 
Information sharing across Service Providers is done safely and securely through 
HIFIS. This is enabled through a robust Data Sharing Agreement signed by all 
participating Service Providers and a User Agreement signed by all end users.  
 
Participant data security is ensured through multiple levels of protection, including: 
system design, user permissions to ensure information accessed is limited to that 
required by specific roles, attestation to access new client files, and system quality 
assurance.  
 
Privacy and data sharing are governed under the same agreements. Elements outlined 
in these agreements address: 

 Definitions that Service Providers need to know and understand 
 The scope of who is included as part of these agreements 
 User responsibilities 
 Ethical data usage 
 Vision and guiding principles  
 Data sharing and ownership 
 Data confidentiality 
 Data submission, aggregation, and reporting 
 HIFIS custodial responsibilities 
 Important working terms 

 
Privacy is the responsibility of each Service Providers according to their own privacy 
policies and protocols. Service Providers will confirm that privacy policies and practices 
are current and in place by signing an attestation statement annually as part of the 
contractual agreement or the CA Memorandum of Understanding for unfunded Service 
Providers.  
 
Securely Sharing Participant Information 
Sharing of participant information is addressed in the agreements.  
 
In addition, tracking participants that have turned down or been turned down for housing 
or supports more than three (3) times will be tracked on a protected Excel Spreadsheet 
using the HIFIS number only. 
 
Important Information for Service Providers working with participants: 
Service Providers must help participants understand that every effort is made to protect 
participant information and protect their privacy. If the participant is on the BND as part 
of CA, their information may be seen by Service Providers or CA staff working to 
support connecting them to the resources or services they need. 
 
Privacy Breach 
Each Service Provider is responsible for privacy policies and protocols that govern how 
to protect the privacy of participants that they serve and steps to take should a privacy 
breach occur.  
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Service Providers are responsible for notifying their Program Supervisor of CA related 
breaches.  If the breach involves a participant identifying as Indigenous, the Program 
Supervisor will notify the lead Indigenous partner organization (BRAWC) using de-
identified information.  
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Housing History 
 
Accurate documentation of a participant’s housing status and housing history is critical 
to understanding homelessness in our community and the ability to effectively prioritize 
individuals for supports through CA. 
 
Definition of Homeless and Housed 
A participant is considered homeless if they are staying in (bolded also informs 
unsheltered status): 
• Makeshift / street 
• Vehicle 
• Abandoned building 
• Encampment/Campsite 
• Bridge Housing 
• Emergency Shelter 
• YMCA 
• Hostel 
• Motel / Hotel 
• Couch Surfing – staying temporarily with others 
• Domestic Violence – Emergency Shelter 
• In a Public Institution: 

o Correctional Facility 
o Hospital – Medical 
o Hospital – Psychiatric 
o Detoxification Facility 
o Recovery / Treatment Facility 
o and are still ‘active’ in HIFIS, and they are expected to be discharged 

(within 30 days) with no permanent housing plan. 
 
A participant is considered housed if they are in: 
• Co-op Housing 
• Foster Care 
• Housed in Family’s House / Apartment 
• Home Ownership 
• House On-Reserve 
• Military Housing 
• Rooming House 
• Single Room Occupancy 
• Social / Community Housing 
• Rental at Market Price with Rent Subsidy 
• Room in a House 
• Secondary Suite 
• Supportive Housing 
• Residential Care Facility 
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As soon as possible, a minimum of 12 months of housing history must be collected and 
recorded in HIFIS. Housing history should reflect chronological placements with 
accurate start and end dates, including transitions between shelters, provisional 
housing, and permanent housing. 
 
When exact dates are unknown, Service Providers should use reasonable estimates 
and document the source of the information in case notes. 
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By-Name Data  
 
Communities around North America working to reduce homelessness use BND 
to review individual data and information, and track changes and progress in the 
community towards ending homelessness. 
 
The Simcoe County BND is a real-time report of all individuals and families experiencing 
homelessness in Simcoe County. The BND is informed by HIFIS and helps inform the 
prioritization process to match individuals and families to housing resources and 
services. The BND helps community partners know every person experiencing 
homelessness by name, understand their unique needs, and prioritize them for the most 
appropriate housing support.  
 
Access Points support individuals and families in being added to the BND. Obtaining 
consent to be added to the BND is a necessary first step, but it does not automatically 
put them in line to receive supports and services. To qualify for supports and services, 
participants must be eligible to be added to the prioritization process. In addition, for 
participants to be part of the prioritization process, they must be ‘prioritization-ready’.   
 
BND Eligibility 

 16+ years of age 
 Actively homeless or Unknown Housing Status 
 Actively in Simcoe County  
 Consent completed and uploaded to HIFIS 
 Applicable HIFIS fields completed 

 
Women fleeing violence, with or without children, experiencing homelessness should 
have the same opportunities to access CA resources while ensuring that their safety is 
not compromised. It is recommended participants be referred to the following Access 
Points; 211 or Housing Access Workers (Housing Resource Centres).  
 
Removing Participants from the BND 
At any time, a person may withdraw their name from the active BND. The Service 
Provider that receives the participant's request will initiate the process to withdraw the 
participant's consent to be on the BND. Once inactive, no further information will be 
collected on that participant. 
   
As per the HIFIS policy on Withdrawal of Consent, the process is as follows: 

 The Provider can upload a completed form to the participant's HIFIS profile in the 
document section; or 

 The participant can complete the Withdrawal of Consent Form and email the 
form to the HIFIS Help Desk at hifis@simcoe.ca  

A participant may choose to re-engage with the system at a later point; at such time, the 
Service Provider that is connected to the re-engagement will adhere to the following: 

 The participant can be re-entered in HIFIS as ‘Declined-Anonymous’ 



Page 23 of 39 
 

o The participant may authorize one (1) Service Provider access to 
information. The Service Provider's name is entered in the designated 
spot. NOTE: An updated consent will be required, and an updated 
assessment (updates to the Custom Table) may be required; or 

o The participant may opt to not share any information in HIFIS as an 
anonymized entry. 

 
Inactivity Policy  
As per Housing, Infrastructure and Communities Canada (HICC) guidelines, a 
participant will automatically move to ‘inactive’ in HIFIS if there has been no 
documented update on that participant within 90 days. 

Service Providers are to adhere to the HIFIS Inactivity Policy.  
 
Collection of Information and Common Consent Form 
For a participant to be added to the BND, they must first sign the Consent Form, which 
is used for HIFIS and CA. The BND is a component of CA and is thus covered under 
CA. 

Community partners are encouraged to take the time to help the participant understand 
what being on the BND means and address any questions they may have to establish 
trust and confidence in the process. In addition, assisting participants to understand that 
being on the BND and being part of CA (if appropriate) will help connect them to more 
opportunities for supports and services is one-way workers can advocate for a 
participant.  

Service Providers are to adhere to the Consent Guide.   

Consent Forms 
 Simcoe County Consent Form  
 Simcoe County Withdrawal of Consent Form  
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Common Assessment Tool 

As per the Reaching Home Directives, communities must use a standardized, locally 
adapted triage and assessment tool. The assessment tool is used by all community 
organizations to ensure fairness and consistency when prioritizing for CA dedicated 
resources and supports. The assessment tool is one of the mechanisms to inform the 
depth of need and determine which appropriate resources and supports are required.  

As of August 1, 2025, the CA System discontinued the use the VI-SPDAT (Vulnerability 
Index – Service Prioritization Decision Assistance Tool) for individuals, youth, and 
families as part of the common assessment process for prioritizing participants. Instead, 
the local CA System has implemented a new, locally defined Prioritization Custom 
Table within HIFIS to guide prioritization and matching decisions.  

This shift supports a more responsive and context-specific approach, grounded in local 
needs and streamlined data collection practices. The data collected during intake and 
populated in the Custom Table informs the prioritization process, which determines the 
order in which individuals and families are offered housing and supports. Participants 
must still meet the eligibility criteria for any available resource to be considered during 
the matching process. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Page 25 of 39 
 

Prioritization Questionnaire 
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Access Points 
 
An Access Point is the initial, centralized entry for individuals and families at-risk of or 
experiencing homelessness. An Access Point provides consistent, low-barrier entry to 
the CA System, where trained staff conduct triage, assess needs, and navigate next 
steps. Access Points enter information into HIFIS which informs the BND for 
prioritization and matching of housing resources and services.  

Roles and Responsibilities 
 

 Low barrier access: Providing easy engagement for individuals and families at-
risk of or experiencing homelessness. Access Points must be free from any real 
or perceived barriers to receiving services, including those with lived or living 
experience of homelessness.  

 Initial triage: Quickly determining the nature of the crisis and need, diverting 
people from the system if safe/appropriate, and addressing immediate health, 
basic, and safety needs.  

 Data and consent management: Operating within the community's data 
standards, Access Points are required to use HIFIS to collect, secure, and 
update person specific data.  

 Standardized assessment: After a signed consent is received, completing a 
Custom Table and gathering core information about a participant’s information, 
including housing history. 

 Maintain accurate information: Recording all participant interactions, service 
activities, and information in HIFIS as per the HIFIS 24-Hour Data Entry policy.  

 System navigation: Helping participants understand the process of the CA 
System and connecting them to appropriate community resources.  

 
  

 

 
Types of Access Points 
Simcoe County’s CA System follows a decentralized access model, which means that 
there are multiple sites people can connect to and offers a blend of Access Point 
options (Fixed locations, mobile, and virtual). 

 

If your program is not an identified Access Point, 
you are to refer or direct individuals and families to an Access Point. 
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For an up-to-date list of all Emergency Shelters in Simcoe County, please visit: 
Emergency Shelter Services - Simcoe County. 
 
For an up-to-date list of all Street Outreach Services in Simcoe County, please visit: 
Street Outreach Services - Simcoe County. 
 
Housing Resource Centres: 

 CONTACT Community Services (South Simcoe) 
 Empower Simcoe (All of Simcoe County, excluding South Simcoe) 

 
Participants and Service Providers can call, text, or connect online with a 211 – 
Housing Navigator, which can be accessed 24 hours a day, 7 days a week, in multiple 
languages.  
 
After Hours or Additional Support 
For participants who arrive at a shelter or program and there is no capacity to enter the 
individual or family into HIFIS or to commence the consent process, the staff will invite 
the individual or family to call 211. The caller will reach a 211 operator that will 
immediately transfer the caller to a Housing Navigator, where they can start the process 
to adding them to HIFIS, the BND, and work towards becoming prioritization ready.  
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Prioritization 
 
Communities maintain locally developed prioritization criteria to ensure that limited 
housing resources and services are directed to the individuals and families experiencing 
homelessness who are the most vulnerable and have the highest needs.  
 
Key purposes include: 

 Fairness and equity: Removing the subjective “first come, first served” 
approaches. The standardized assessment tool, Custom Table, ensures that 
everyone is assessed equitably based on their specific situation. 

 Effective resource management: Understanding there are limited resources 
available, prioritization ensures these resources are maximized and people aren’t 
mismatched with program and supports.  

 Data driven outcomes: Aligning prioritization with real-time data from the BND, 
we can monitor efficacy of the homeless system and make proactive system 
improvements and changes.  

 
Prioritization Criteria 
Community priorities are established by population group: Individual Adult, Youth, and 
Family. Priority populations and criteria will be reviewed through formal processes and 
community consultations to ensure it is reflective of those experiencing homelessness in 
Simcoe County and address greatest need.  
 

# Individuals Youth Families 

1 Chronic Chronic Chronic 

2 Indigenous Indigenous Indigenous 

3 Unsheltered Unsheltered Family size (<1 dependent) 

4 Senior (<55 yrs old) Age (youngest 16-18) Unsheltered 

5 Tri-morbid Safety Risk Safety Risk 

6 Institutions (exiting 30 days pre 
or post) 

Gender diverse Physical Health*  
 
*chronic illness, terminal illness, physical 
illness rendering the person unable to live 
independently 

 
 
Prioritization Ready 
A participant is considered for prioritization when they have a Consent Form, an active 
status, and Custom Table in HIFIS.  
 
Other areas that support a participant in being prioritized are: 

 Complete Housing History, preferably three years, to calculate chronicity 
 Accurate Housing Status  
 Up to date contact information  
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Active Status in HIFIS 
To be considered active in HIFIS, the participant must have a recorded engagement 
with the system or contact with an Access Point within the past 90 days. If there are no 
updates within 90 days, the participant will be removed from the active list and be 
moved to inactive, meaning they will no longer be on the BND or prioritization list.  
 
To keep a participant’s status active in HIFIS, please refer to the Active Status 
Transactions in HIFIS document: HIFIS-User-Guide-Version-2-EN 4.60.1.pdf. 
 
Prioritization Process 

1. The Service Provider with a dedicated housing resource or service vacancy will 
complete the Housing Resource Availability Form (HRAF) at Simcoe County 
Coordinated Access - Simcoe County.  

2. The Coordinator, Housing Programs will be notified of the completed HRAF.  
3. The Coordinator, Housing Programs will generate a prioritization report with the 

updated prioritization from 2025 and using program eligibility requirements. The 
prioritization report is a sub-set report from the BND. The following table 
demonstrates the updated prioritization scoring from 2025. 
 

 
 

4. One in three resources are dedicated to the Indigenous population as per our 
community’s proportional allocation.  

5. The prioritization list is e-mailed to the Service Provider who completed the 
HRAF.  

6. The Service Provider will follow the Protocol for Prioritization List as outlined 
below. 
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Protocol for Prioritization Lists 
Below is a best-practice protocol created by the CA team in collaboration with the 
CAWG for Service Providers offering a housing resource or case management service 
through Coordinated Access (CA) prioritization.   
 
Purpose  
The purpose of this protocol is to ensure that housing resources and case management 
opportunities are offered in a manner that is fair, consistent, transparent, and 
accountable through the Coordinated Access (CA) System. This protocol supports:  

 
 Equitable access to limited resources,  
 Respect for participant choice and autonomy,  
 Efficient flow through the By-Name Data (BND), and  
 Timely prioritization and system-wide accountability.  

 
Service Providers must follow the details outlined in their Project Description if they 
differ from this document. If an alternative protocol is specified in their contract, that 
protocol takes precedence and must be adhered to.  
  
Receipt of Prioritization List  
After completing the Housing Resource Availability Form (HRAF), the Service Provider 
will:   

 Receive a Prioritization List from the Coordinated Access, Coordinator identifying 
participants for the vacancy. The participants are listed in ascending order based 
on their priority level.  

 Work through the Prioritization List for a maximum period of two (2) weeks.  
 Ensure vacancies and opportunities are filled efficiently to preserve system 

integrity.  
 Be responsible for timely updates to prioritization records to reduce delays and 

ensure equity for all participants awaiting resources and services.  
  
Participant Contact & Offer Process  

Initial Contact 
 Service Providers must attempt to contact the participant by telephone, e-mail, or 

text as soon as reasonably possible, ideally within one (1) business day of 
receiving the Prioritization List.  

 Service Providers will receive the “Last Known Service Provider” through the 
Prioritization List and should communicate with the identified Service Provider to 
support contacting the participant.   

 Service Providers should utilize the Outreach Program front-line staff in 
the designated sub-region to support contacting the participant if they are 
connected with the Outreach Program.  

 Service Providers should contact the Coordinated Access, Coordinator 
if difficulties or challenges are being encountered when attempting 
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to connect with the Outreach Program in the sub-region or the “Last Known 
Service Provider”.   

 Service Providers are responsible for ensuring that all required information is 
accurately documented on the Prioritization List (Excel document), including 
initial contact dates.   

Voicemail Standards 
 If a voicemail greeting clearly confirms the participant’s name, one (1) contact 

attempt with a voicemail message is considered sufficient for that day.  
 If the voicemail greeting does not confirm identity (e.g., generic greeting or phone 

number only), Service Providers should make a total three (3) attempts within the 
response window using alternate methods where available.  

 When a phone number or e-mail address is unavailable, contacting the “Last 
Known Service Provider” is considered a contact attempt.   

 Service Providers are responsible for ensuring that all required information is 
accurately documented on the Prioritization List (Excel document), 
including leaving voicemails. 

Response Window 
 Participants should be given three (3) business days to respond to the offer from 

the date of first contact attempt.  
 If the voicemail greeting does not confirm identity, (e.g., generic greeting or 

phone number only), Service Providers should make one (1) contact attempt per 
day for a maximum of three (3) days.   

 When a phone number or e-mail address is unavailable, contacting the “Last 
Known Service Provider” is considered a contact attempt.   

 Service Providers are expected to make reasonable contact efforts during this 
period but are not required to repeatedly chase participants or extend the window 
beyond three (3) business days.  

 Service Providers are expected to utilize all available contact methods 
when connecting with a participant, including telephone, e-mail, and text, and the 
“Last Known Service Provider”.   

 Lack of response within the response window will be treated as an “Unable to 
Reach/Contact”. Service Providers should then move to the next HIFIS number 
on the Prioritization List.   

 Service Providers are responsible for ensuring that all required information is 
accurately documented on the Prioritization List (Excel document), including 
contact attempts during response windows.   

Clear and Informed Communication  
During contact, Service Providers must clearly explain:  
 The nature of the opportunity (housing resource or case management)  
 Program goals and structure  
 Participant responsibilities and expectations  
 Available supports and services  
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 Any limitations, requirements, or constraints (e.g., location, program rules, 
timelines)  

Participants must be given an opportunity to ask questions and seek clarification 
before making a decision.  

 
Service Providers are responsible for ensuring that all required information is 
accurately documented on the Prioritization List (Excel document), including first 
conversation.   

  
Participant Decision Outcomes  

Acceptance of Offer 
If the participant accepts:   
 The Service Provider will initiate enrollment or program intake promptly.  
 The Service Provider will update HIFIS with up-to-date information.   
 Enrollment timelines and next steps must be communicated clearly.  
 The Prioritization List must be updated to reflect acceptance and enrollment 

status and returned to the Coordinated Access, Coordinator.   

Decline of Offer 
Participants may decline an offer without penalty.  

 
Service Providers must:   
 Document the decline and the stated reason (if voluntarily provided) on the 

Prioritization List.  
 Service Providers should then move to the next HIFIS number on 

the Prioritization List.  
 Update HIFIS with up-to-date information, if necessary.   

No Response 
If the participant does not respond within the response window:   
 The outcome is recorded as “Unable to Reach/Contact” on the Prioritization List.  
 The Service Provider may proceed to the next prioritized participant as directed 

by the Prioritization List.  
 

Service Providers are responsible for ensuring that all required information is 
accurately documented on the Prioritization List (Excel document), 
including participant outcome. No response is not equivalent to refusal and should 
be documented distinctly.  

  
Documentation & Accountability  
Service Providers may retain the Prioritization List for a maximum of two (2) weeks. An 
update should be given to the Coordinated Access, Coordinator after one (1) week. If a 
resource or service is filled sooner than two (2) weeks, the list should be returned as 
soon as possible to the Coordinated Access, Coordinator. This would only occur if 
there is an accepted participant into the program.  
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Service Providers must update the Prioritization List with:  
 Dates of all contact attempts; first, second, and third   
 Date of first successful interaction/resource offer date   
 Participant response  
 Any eligibility or enrollment decisions  
 Clear justification for any declined or denied offers  

 
Denials of referrals must:  

 Align with standardized eligibility or capacity criteria  
 Be clearly explained and documented  
 Be communicated to the Coordinated Access, Coordinator through the 

Prioritization List.   
  
Return of Prioritization List  
The updated Prioritization List must be returned to the Coordinated Access, Coordinator 
no later than two (2) weeks from the date it was issued. If the Prioritization List does not 
have all the required information, the Coordinated Access, Coordinator will return the 
document to have missing information included.   
 
Timely return ensures:   

 Accurate system data  
 Continued participant movement through the BND  
 Efficient reallocation of resources when needed  

 
If an additional Prioritization List is required, meaning no match was made, this should 
be clearly indicated in the e-mail to the Coordinated Access, Coordinator.  
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Extenuating Circumstances 
 

What extenuating circumstances are NOT What MAY BE an extenuating 
circumstance 

 An opportunity to try and bypass 
prioritization 

 Additional priority populations that did 
not make the cut when priorities were 
identified at the session one 
consultation session in January 2024 

 A rare/uncommon circumstance that 
is unlikely to be a recurring situation, 
and that is severe enough to warrant 
deviating from the prioritization policy 
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Extenuating Circumstances Prioritization Policy 

Policy Statement 
The Extenuating Circumstances Prioritization Policy provides the necessary flexibility 
within the CA System to be able to respond to situations that cannot reasonably by 
anticipated when creating a broader prioritization process. This policy provides a 
mechanism to facilitate timely access to housing resources in extraordinary 
circumstances whereby applying the standard prioritization process could cause 
unnecessary harm to a particularly vulnerable individual.  

Purpose 
The Extenuating Circumstances Prioritization Policy will outline the eligibility criteria for 
the application of the policy, the process for enacting the policy, and the terms of the 
policy. 

Application 
The Extenuating Circumstances Prioritization Policy may only be enacted in 
extraordinary circumstances where ALL of the following conditions apply: 

 The participant’s life, liberty or security is currently at imminent and severe risk; 
 All other housing options have been explored and exhausted; 
 The application of the standard prioritization process places the participant at 

exceptional risk; and 
 The participant agrees to accept the next available housing resource, provided it 

is safe, suitable, and appropriate, regardless of location within Simcoe County 
 
Where a Service Provider identifies a participant that meets the criteria for Extenuating 
Circumstances Prioritization, they may refer the case to the Coordinator, Housing 
Programs and the CAWG. Cases will be forwarded by email to the members of CAWG. 
 
Upon receipt of the referral, the chair of the CAWG will call a special session to occur 
within 3 business days or resolve the matter via email. 
 
The CAWG will vote to approve or deny the request.  
 

 If the case is denied, the chair of the CAWG will notify the originating Service 
Provider. 

 
 If the case is approved, the chair of the CAWG will notify the Coordinator, 

Housing Programs who will add the participant ID to an Exceptional 
Circumstance List and note the date that CAWG approved the request.  

 
When any housing resource becomes available, the Coordinator, Housing Programs will 
ensure that participants on the Exceptional Circumstance List are prioritized above 
participants on the Prioritization List. Exceptional Circumstance participants will be 
prioritized based on the date their request was approved by the CAWG. 
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Participants can remain on the Exceptional Circumstance for six months. If a participant 
is on the Exceptional Circumstance List for more than six months, the Coordinator, 
Housing Programs will notify the chair of the CAWG, who will contact the originating 
Service Provider. Where the Service Provider maintains that the participant still meets 
the necessary criteria, the Service Provider can re-refer the participant to the CAWG. 
 
If a participant is prioritized for a housing resource through Exceptional Circumstances 
and refuses the housing resource, they will automatically be removed from the 
Exceptional Circumstances List. The Prioritization Lead will notify the chair of the 
CAWG who will contact the originating Service Provider. Where the Service Provider 
maintains that the participants still meets the necessary criteria, the Service Provider 
can re-refer the participant to the CAWG.  
 
Prioritization Dispute Resolution 
If a CA dispute arises about a specific case (participant), the following process will be 
followed: 

 The Service Provider notifies the Coordinator, Housing Programs of their 
concern. A mutually agreeable date and time to bring the concern forward and a 
discussion with the objective of resolution takes place. If a resolution is not 
achieved, the Coordinator, Housing Programs will escalate the matter to the most 
appropriate person(s). 

If the dispute arises from perceived or real disputes at the systems level (CA policies or 
processes), the following process will be followed: 

 The Service Provider notifies a senior official within their organization, and 
 The senior organization official brings the issue to the attention of the 

Coordinator, Housing Programs. If a resolution is not achieved, the Coordinator, 
Housing Programs will escalate the matter to the most appropriate person(s).   
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Community Awareness and Referral Partners 
 
The timely and coordinated referral of homeless individuals to an appropriate Access 
Point is critical in starting the process of connecting participants to housing. 

The role of the Service Providers identified as 2 and 3 levels of engagement are 
strongly linked to their knowledge of when and how to refer a potential participant to an 
Access Point in the community. Warm transfers and referrals support our community’s 
no wrong door philosophy and approach. 

Recognizing that often, Access Points are at capacity, the following is a recommended 
process for any referring organization to follow: 

1. During the initial contact with the individual experiencing homelessness, try to 
ascertain if the need involves: 

• An individual adult  
• An individual youth 
• A family 

2. Once you have a better understanding of the need, the referring partner should 
contact the closest, most appropriate Access Point to determine if they can 
support the individual or family (same day). 

 If YES, support the individual by assisting them in securing reliable 
transportation to the Access Point (211 may be able to help support 
participants who need transportation to existing programs and services)  

 If NO, invite the individual to contact the virtual access point (211). Offer them 
the use of a phone and private space to use to make the phone call or text.
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Education, Training, and Engagement 
 
In addition to the required HIFIS Learning Management System training, CA training will 
be offered independently and in coordination with other local homelessness training 
initiatives. With a blended approach, education and training will be offered both live and 
online depending on the nature of the training. CA training will be offered to new Service 
Providers and staff, as well as existing system supports as needed.  
 
All Service Providers and users are required to review, understand, and adhere to the 
contents of this Process Guide. Familiarity with this Process Guide is a mandatory 
component of their contractual obligations and forms an essential part of their roles and 
responsibilities to supporting the homelessness system.  
 
CA staff will work to engage and engage the broader community of partners that are not 
directly funded to provide homeless response and support but indirectly and frequently 
encounter those experiencing homelessness. 
 
 



 

 

Performance Accountability  
 
The CA System relies on accurate, complete, and timely data to support prioritization, 
service delivery, and system planning. The Process Guide provides information and 
processes to ensure that all data entered into HIFIS meets established quality standards 
and is used effectively to prevent and reduce homelessness.  
 
The CA team and HIFIS lead will monitor data quality through: 

 Monthly submissions of BND reporting  
 Ongoing reviews of data completeness and accuracy  
 Facilitating quality assurance checks 

 
To ensure accuracy and consistency, Service Providers must: 

 Maintain accurate, complete, and up to date participant records  
 Enter data within required timelines 
 Respond and resolve data quality reports and errors  
 Adhere to HIFIS and CA related processes and policies 
 Use approved tools for assessments  
 Prevent duplicate records 
 Support participants to keep their information current  

 
The CAWG will be responsible for the oversight of CA quality and performance activities. 
 
In addition, the CA team will review policies and procedures on an annual basis at 
minimum to evaluate how CA is operating, identify gaps, and offer ideas for improvement.  

 
 


