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Standard Operating Policies

Section IIA – Policies: Carolina Homeless Information Network

Contractual Roles and Requirements

Since August 2004, CHIN has been an affiliate of NC Housing Coalition and the NC Coalition to End Homelessness and provides vital information and community services to the citizens of North Carolina.  In this unique capacity CHIN is able to leverage the resources of its constituent members and agencies to more fully address homelessness in North Carolina.  CHIN provides homeless persons, service organizations and nonprofit and government agencies with the support and technical assistance to help strengthen our community by ending homelessness in North Carolina over the next ten years.  The resources presented through CHIN are for informational and educational purposes only.   

	PUB A.1: CHIN Contractual Requirements 

	POLICY
	CHIN will serve as an independent contractor for the agencies of the North Carolina HMIS Statewide Collaborative.

	SCOPE
	CHIN Steering Committee, CHIN Lead Agencies, CHIN Staff

	DATE APPROVED
	June 29, 2005
	DATE(S) REVISED
	Sept 11, 2006


	PUB A.1: CHIN Contractual Requirements (part 1)

	POLICY
	CHIN will serve as an independent contractor for the agencies of the North Carolina HMIS Statewide Collaborative.

	SCOPE
	CHIN Steering Committee, CHIN Lead Agencies, CHIN Staff

	DATE APPROVED
	June 29, 2005
	DATE(S) REVISED
	Sept 11, 2006

	DESCRIPTION


	A. Role as a Coordinator

· CHIN will establish/maintain contract with HMIS software vendor.  Vendor will be selected by HMIS Steering Committee.

· CHIN reserves the right to create HMIS regional coordinators for the western, piedmont, and eastern portions of North Carolina.

· CHIN will facilitate the work of the Steering Committee and its sub-committees.

· CHIN will serve as coordinating point of contact for agencies and continua wishing to participate in the Collaborative.

· CHIN will provide education to communities about the concept of HMIS.

B. Role as a Data Manager

· CHIN will collect data elements from all participating agencies at a central server.

· CHIN will have an appreciation for the sensitivity of the data elements being collected and the need for strict confidentiality in the management of the information.

· CHIN will have a clear understanding of the value and intended use of HMIS information.

· CHIN will be responsible for overseeing that all data output is in an objective, non-skewed format.

· CHIN will produce professional reports on data as requested by HUD officials and/or by HMIS Steering Committee.

· CHIN will produce a monthly report on data received during that month as well as year-to-date data and make that available to HMIS Steering Committee.

· CHIN will support/assist local agencies and Continua in the production of HUD Annual Performance Reports.

· CHIN will support/assist local agencies and Continua in the production of Emergency Shelter Grant Reports.

· CHIN may provide copying, binding, and mailing of data reports as requested by the HMIS Steering Committee.

· CHIN will assist Steering Committee in identifying potential appropriate uses of data at local and state level.

CONTINUED ON NEXT PAGE


	PUB A.1: CHIN Contractual Requirements (Part 2)

	POLICY
	CHIN will serve as an independent contractor for the agencies of the North Carolina HMIS Statewide Collaborative.

	SCOPE
	CHIN Steering Committee, CHIN Lead Agencies, CHIN Staff

	DATE APPROVED
	June 29, 2005
	DATE(S) REVISED
	Sept 11, 2006

	DESCRIPTION


	C. Role as an Educator

· CHIN will network with regional agencies and provide technical assistance on an ongoing basis to these agencies.

· CHIN will train and/or monitor the training of End Users for local agencies and continua. 

· CHIN will maintain records of user training.

D. Role as a Technician

· CHIN will work with HMIS software vendor to ensure that the software effectively and efficiently allows the input of needed data elements as determined by HUD guidelines and by the Statewide HMIS Steering Committee.

· CHIN will work with HMIS software vendor to ensure that the software effectively and efficiently outputs reports of needed data as determined by HUD guidelines and by the Statewide HMIS Steering Committee.

· CHIN will provide technical assistance to regional agencies in regards to any difficulties in the operation of hardware or software in relation to the HMIS system.  This assistance may take place over the telephone, email, or may require travel for on-site assistance (as needed).

· CHIN will work collaboratively with agencies for data conversion implementation with communities that choose to utilize a software different than the Collaborative.

· CHIN may assist agencies in the preparation of daily procedural backups of HMIS data systems.

· CHIN will develop standardized quality control measures for HMIS data and provide these to the HMIS Steering Committee for review and approval.  Agency will agree to three reviews of these quality control measures during the first year and annual reviews after the first year. 

· CHIN will coordinate and implement HMIS software upgrades as they become available.

· CHIN will monitor HUD developments concerning HMIS and related matters, and advise agencies on relevant issues.
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	PUB A.1: CHIN Contractual Requirements (Part 3)

	POLICY
	CHIN will serve as an independent contractor for the agencies of the North Carolina HMIS Statewide Collaborative.

	SCOPE
	CHIN Steering Committee, CHIN Lead Agencies, CHIN Staff

	DATE APPROVED
	June 29, 2005
	DATE(S) REVISED
	Sept 11, 2006

	DESCRIPTION


	E. Role as a Fiscal Agent

· Prepare and administer all statewide and regional HMIS grants in which CHIN is the recipient;

· Maintain up-to-date and accurate financial records;

· Produce financial reports upon request of grantors and/or HMIS Steering Committee;

· Collect and track dues/licensing fees from all participating agencies; and

· Provide annual independent financial audit reports to the HMIS Steering Committee.

F. Role as a Monitor

· CHIN will develop a system in which they are able to control and monitor access/use of the software and statewide network.

· CHIN will monitor difficulties/successes of system and provide recommendations as part of a monthly report to the HMIS Steering Committee.




