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Standard Operating Policies

Section IIIE – Policies: Participating Agencies
Access to Data
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 E-2: Access Levels for System Users

	POLICY
	The Participating Agency agrees to apply the proper designation of user accounts and manage the use of these accounts by agency staff.

	SCOPE
	Participating Agencies.

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

	DESCRIPTION


	Designation of ServicePointTM  Users

User Levels: There are many levels of access to ServicePointTM. Need exists only for those agency staff, volunteers, or designated personnel who work directly with (or supervise staff who work directly with) clients or have data entry responsibilities. Below is a list of the most common access levels, see the help section of ServicePoint™ for a description of all the levels.

Most users will be assigned the Case Manager 2 access level.  Power Users will be trained at the Agency Administrator level.

A.
Agency Volunteer: Access to ResourcePointTM, limited access to ClientPointTM, and limited access to service records. A volunteer can view or edit basic demographic information about clients (the profile screen), but is restricted from all other screens in ClientPointTM. A volunteer can enter new clients, make referrals, or check-in/ out a client from a shelter. A volunteer does not have access to the “Services Provided” tab in ServicePointTM. Normally, this access level is designed to allow a volunteer to do the intake and then refer the client to agency staff.

B.
Agency Staff: Access to ResourcePointTM, limited access to ClientPointTM, full access to service records. Agency staff has access to most functions in ServicePointTM. However, agency staff can only access basic demographic data on clients (profile screen). All other screens are restricted. Full access to service records is provided. Agency Staff can also add news items to the newswire feature. No reporting access.

C.
Case Manager: Access to ServicePointTM  features, excluding administrative functions. Case managers have access to all screens within ClientPointTM and full access to ServicePointTM. Full reporting access.

D.
Case Manager 2: Same as 4 above, with access to health module.

E.
Agency Administrator: Access to all ServicePointTM  features, including agency level administrative functions. This level can add/remove users from their agency and edit their agency and program data. Full reporting access. 

F.
Agency Executive Director: Same as Agency Administrator above with the ability to delete Agency Administrator accounts.

G.
System Administrator I: Access to ClientPointTM, ServicePointTM, or ShelterPointTM. Has access to the administrative functions. The System Administrator I can setup new agencies, add new users, reset passwords, and access other system-level options. The System Administrator I seeks to maintain the system. The System Administrator I can order additional user licenses and modify the allocation of licenses.  

H.
System Administrator II: Full access to the system, supervises the System Administrator I.


