Continuum Agency Admin Meeting Report Form

CoC Structured Minutes

Continuum: Oakland County


Date: 10/20/2004

Attendees:

	Eric Pott
	Lighthouse of Oakland County

	Kirsten Elliott
	Community Housing Network

	Dan Hosler
	Place of Hope

	Cara Rayner
	Baldwin Church and Center

	Coleen Sootsman-Eicher
	Common Ground Sanctuary

	Barbara Douglass
	Housing Plus

	Jill Shoemaker
	Community Housing Network


1. System - Live site preparation 

a. Provider Page Input – For those who have not completed this, after the meeting you are encouraged to complete it here

b. Use of email to give user access – send URL and passwords separately

c. Live site data entry – enter a few clients first to make sure data entry looks good

d. Additional Licenses - fill out license activation form and email/fax to Jill Shoemaker.  I will request the licenses from the MSHMIS Project Manager and you will be billed accordingly.

e. Populating ResourcePoint – Jill has populated with agencies provided by South Oakland Shelter.  Jill populated only those agencies in Oakland County, the other agencies in Macomb/Wayne will be populated by their System Admin.  If you want your referral agencies in there, please provide agencies you want in the database.  Dan Hosler suggested we use the Oakland County Referral Book that came out as well.  Some of the faith-based agencies are not in the book, e.g., food pantries. 
2. Training and technical support protocols/experience.

a. If you have staff that still needs to be trained, additional HMIS Training dates will be held at the MCAH office at the Lansing OPD site (7109 W Saginaw Highway, Lansing MI 48917) from 8:30am to 4:30pm on the following dates.  .  
· User Training – Tuesday, November 16

· User Training - Wednesday November 17 

· Agency Administrator Training - Thursday December 9 and Friday December 10 

· User Training - Thursday December 16 

· User Training - Friday December 17 

If interested please contact Jill Shoemaker who will contact MCAH.  Oakland County will offer Privacy/Confidentiality training locally and will offer user/agency admin training locally beginning in 2005.  

b. MSHMIS will be randomly sampling trained employees to discuss training.  Will concentrate on hands-on training, handouts, practice exercises, candy, length of training and participants lacking skills or knowledge to begin the course.  Alert your staff that they may be chosen for this evaluation.
3. Technical performance of the System.

a. ESG outcome is now available on the live site.  

b. Remember to use transactions as a way to identify needs reports

c. After you create a report and download, do not email reports.  Email is not secure enough.  Place on CD, disk or hand deliver.

d. Agencies can run queries that MSHMIS has created.  
4. Data Quality overall.

N/A

5. Aggregated Reports – those generated during the last month and those being planned.

N/A

6. Audit issues.

N/A

7.
Security/Privacy/Confidentiality

a. Sample HMIS Privacy/Confidentiality document attached – for use at agency level.  Review it and use accordingly.

Place of Hope board member does not want to use HMIS.  There is a struggle there.  Dan asked if anyone else had that problem.  They still believe the government can get the information.  Only folks who can see it are Agency Admin, System Admin, and Project Manager.  Privacy of indigent population is a concern.  Can close out client profile.  Common Ground Sanctuary will close Client Profile page due to the youth population they serve. Dan has all information at his house, he considers himself trustworthy.  Pilot agencies went through this as well.  

8.
Other

a. Website to download HMIS related PDF files for use - www.mihomeless.org - go to the HMIS Tab.  Encourage agencies to review that site.  Oakland County is working on an HMIS web page, will be ready after the 1st of the year.

b. Help Desk set up for technical support.  Call Jill Shoemaker at 248-928-0111, 248-549-9649 or email at jshoemaker@chninc.net.  I will get back to you within 24 hours.  New web-based software is being used.  Looking to set up a link on the Community Housing Network web page.  

c. Administrative Manual Updates – attached to put in your Service Point Training Manual.  Common Ground Sanctuary still needs it.  

d. Detroit HMIS Collaborative HMIS Client Intake Form that incorporates all minimum data requirements.  If interested, agencies can create their own, one can be created at continuum level , or you can use this sample.  If you have come up with your own and would like to share, pass along to Jill.  Jill to get electronic form from Andrea Kuhn.  Your intake folks should have a sample script, “how to” fill out intake form, etc. at their work stations.  

e. Monthly Status Reports (attached).  Send electronically.  Oakland County would like to make sure each agency is following privacy/confidentiality protocol.  Computers – physical security (monitors not facing correct way).  This is to keep procedures in place.

Place of Hope warming center has master list using first name, last name, and birth date and are left out in open for guests to sign in when they come in.  Decided that this is a violation of privacy.  If other guests can see list, must find new way of doing in-taking.  Logistically, a long hallway leads to the dining room, used as blanket distribution area and check in and shower room within ½ hour.  Suggestions: First night guests sign on sign in sheet, then volunteer marks off name on list; maybe copies of ID cards, volunteer marks off as they come in; master list kept in front of volunteer, maybe split up like A-G, H-R and S-Z; Different volunteers every night.  Use script/processes.  Jill to help set up.  Set up process and put some guests through the training site.  

f. Meeting Minutes (attached) – send electronically.  Use this as your sample.  You will provide CoC and MSHMIS of the status of data entry, data quality – are interview forms generating high quality information, etc. – will show if data entry is being put in correctly, are new processes needed, etc.  

g. MSHMIS Meeting Minutes for your review (attached)

h. Grant Cash Match amounts due by November 1st.  CHN sent letters to participating agencies to collect the cash match in order to be in compliance with the HUD grant.

10.
Open discussion

a. Kirsten asked about backdating individuals for complete reporting for HUD APR and how to enter and exit.  

· HUD reporting – Enter a person into HUD program and have an exit to show up on HUD report for LAP program.  How do they exit if still in program?  Don’t need to exit, they will show up as being in program and will use the information entered into the HUD entry form.  

· For backdating - Want to inform clients of HMIS and gather a signed acknowledgement before entering them into the system.  Common Ground Sanctuary will send out a letter and the Privacy Notice to those clients who are no longer receiving services informing them of HMIS and the need to enter data for the past fiscal year.  Don’t need an ROI if not sharing.  If they aren’t put into database, keep a separate written log/database of people in program but not in system for reporting process. 

b. No data entry put in yet.  

c. Can Place of Hope you use the training database to enter live data for review?  NO.  

d. Use the live site right away in January for Place of Hope.  Cara will help set up new intake form.  Won’t want to have volunteers start one way for one week then switch to HMIS after that.  Need to gather all this info in 10 minutes.  How do to that?  Making a one-page intake form, intaking during mealtime. 3 or 4 options/scenarios ready for 1st night.  

e. Queries/reports can be made in the live database and use it later when you enter data.

f. Have Provider Pages done by Friday, data entry after that.  

· Provider Specific Services – once in, cannot be deleted, it won’t show up on your page, but will stay there in case you offer the service another time

· Airs Taxonomy services provided vs. specific provider services?  Specific will offer you a pull down menu vs. having to search through airs taxonomy.  See what works best with you.

i.
Barbara Douglass from Housing Plus asked with regard to draw down of HUD funds – must have back up with progress notes, how much time with each clients, mileage.  Would they use case notes section?  YES.  Custom Report, download into excel, or print off each case note as it is input.

j.
All agreed meeting was helpful.

HMIS Agency Monthly Computer/ Network Security Status Report

Agency Name: ________________________

Date: _________________

Equipment Procedure

· Each computer has been checked for physical security (locked office/if cubicle, screen facing away from doorway during entry)

· Username accounts and passwords stored in locked cabinet.

· Firewall protection in place and working.

· Microsoft definition updates run when prompted by Microsoft.

· Virus scan software run daily.  

· Live definitions updated daily to keep virus definitions current.

· Backup each computer connected to the MSHMIS Project.

Media Procedure

· Printed versions of confidential data not copied or left unattended and open to unauthorized access.

· MSHMIS information in hardcopy format disposed of properly (shredded finely enough to ensure that the information is unrecoverable)
· MSHMIS client level data saved on diskette deleted before disposal.
· MSHMIS client level data from the hard drive of any machine deleted before transfer or disposal of property.
Security Procedure

· All potential violations of any security protocols investigated and reported to Lead Agency System Administrator.

I certify that the above security checks have been performed and that our computers are in compliance with MSHMIS privacy standards.  

_______________________________________________________________________________

Agency HMIS Agency Administrator




Date 
TO BE RETURNED WITH MONTHLY END USER MEETING MINUTES

