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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-7: Client Requests for File Copies and Corrections and Appeals Process

	POLICY
	Participating Agencies must respond to client requests for corrections.  Participating Agencies will notify CHIN of all such requests.

	SCOPE
	Participating Agencies.

	EFFECTIVE DATES
	July 22, 2005
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	DESCRIPTION


	Clients have the right to view, copy, and request corrections to their file.  Participating Agencies will make a note of all client requests in the client’s HMIS electronic file.  

Participating Agencies are only responsible for providing the client a copy of the information they entered into the system.  The client may make a request at each Participating Agency they have visited or they may submit a request for a summary copy of their file and the audit trail to CHIN.  

If a correction is accepted by the Agency’s Power User, the agency that receives the request may make changes to the file.  

An agency may deny the client access if the information is needed for legal proceedings, contains information about another individual, is obtained under the promise of confidentiality from a non-participating agency, could endanger the life or safety of another individual.  If a client is denied access to their file the Participating Agency denying access will give the client a written statement explaining the reason for denying access and will submit a copy of that statement to CHIN.

If a client feels that inaccurate information has been included in their file or that their privacy has been violated in some way they may follow the appeals process outlined below.

APPEALS PROCESS

1-Client submits a written request to the Participating Agency for a change in the information in their file or to appeal a privacy violation.

2-Agency’s Power User reviews the request and accepts or denies it, making a note in the client’s file of the request.

3-Client may appeal the request to the Participating Agency’s Executive Director.

4-If the Participating Agency’s Executive Director denies the request, the agency will note the denial and, at the client’s request, will submit the request to the CHIN System Administrator.

5-The CHIN System Administrator will review the request and may seek guidance from the CHIN Steering Committee or approved subcommittee.  If the CHIN System Administrator accepts the request, the Participating Agency will make the requested change or begin the sanctions process.  If the CHIN System Administrator denies the request, the response will be noted in the client’s file.

NOTE: The appeals process will not continue beyond step 5 


