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Standard Operating Policies

Section IIID – Policies: Participating Agencies
Participation 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 D-3: Maintenance of Onsite Computer Equipment

	POLICY
	Participating Agencies commit to a reasonable program of data and equipment maintenance in order to sustain an efficient level of system operation.

	SCOPE
	Participating Agencies.

	EFFECTIVE DATES
	July 22, 2005
	REVISED DATE(S):
	

	DESCRIPTION


	The Executive Director of the Participating Agency will be responsible for the maintenance and disposal of onsite computer equipment and data used for participation in the HMIS  including the following:

A.
Backup: The Participating Agency is responsible for supporting a backup procedure for any CHIN System related data stored on an Agency’s computer.  A backup procedure may include archival of old data and other general backups of user documents and files.

B.
Internet Connection: CHIN staff members are not responsible for troubleshooting problems with Internet connections and/or non-system software.

C.
Data Storage: The Participating Agency agrees to download and store data only in a secure format.  Participating Agencies should use password protection and encryption procedures when storing non-aggregated data from the system.

D.
Data Disposal: The Participating Agency agrees to dispose of documents that contain identifiable client level data by shredding paper records, deleting any information from diskette before disposal, and deleting any copies of client level data from the hard drive of any machine before transfer or disposal of property.  Records of inactive client files should be securely stored and then destroyed after 7 years of inactivity.  CHIN recommends using a bonded vendor for destruction of non-paper media.  

 (http://www.hud.gov/offices/cpd/homeless/rulesandregs/fr4848-n-02.pdf)


