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1. Overview 

 

The Consolidated Homeless Grant (CHG) combines state homeless resources into a single grant 

opportunity to county governments (and other designated entities) under the administration of the 

Washington State Department of Commerce (Commerce). The CHG is designed to support an 

integrated system of housing assistance to prevent homelessness and quickly re-house 

households who are unsheltered. This grant provides resources to address the needs of people 

who are homeless or at-risk of homelessness, as described in Local Homeless Plans. 

 

Fund Sources:  

Washington State Home Security Fund, Affordable Housing for All Fund, Transitional Housing 

Operating and Rent Account, Homeless Housing Program authorized by RCW 43.185C.

 

Grant Activities: 

CHG funds support a variety of activities, including: operations of emergency shelter and 

transitional housing units, rental assistance, data collection and reporting. Refer to the Guidelines 

for a Consolidated Homeless Grant for details on providing services to people who are 

homeless. 

 

 

2. Purpose 

 

The purpose of the Administrative Requirements is to:   

 

1. Establish the administrative and system requirements for Lead Grantees and Sub 

Grantees 

 

2. Provide standards for such items as Sub Grantee Agreements, Coordinated Entry, and 

Reports 

 

 

This document is incorporated into Commerce’s CHG and may be modified at any time during 

the grant period. 
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3. Sub Grantee Selection and Monitoring 

 

Sub Grantee Selection 

 

Local governments, non-profit (including faith-based) agencies with 501c3 designation, 

for-profit entities, and public housing authorities are eligible to apply. Faith-based 

organizations and churches may not restrict client participation based on required religious 

affiliation or activities.  Funding is limited and highly competitive, and therefore only one 

proposal per Agency will be considered. These entities shall be known as Sub Grantees 

 

 

Applicants must meet the following minimum qualifications: 

 

1. Applicant has experience in providing applicable services, case management, and/or 

operating programs for homeless or at risk populations. 

2. Applicant is in good standing with all of its grantors, funders. 

3. Applicant has experience as a subcontractor and is willing to contact with the City of 

Spokane. 

4. Applicant has no unresolved audit findings.  

5. Applicant uses HMIS for data management, or the ability to do so within a reasonable 

time of notice of award. 

6. Applicant has the capacity to operate the program on a cost-reimbursement basis. 

7. Applicant is able to comply with the insurance requirements of the contract. 

8. Applicant has the capacity to successfully deliver the services required by the 

program. 

9. Applicant has had experience with measuring and documenting program 

performance. 

10. Applicant has stability in its senior managements, accounting, key staff and board 

membership as evidenced by infrequent turnover in staff and either infrequent or 

prescribed (term limits) turnover in board membership.  

11. Applicant demonstrates good financial practices. 

12. Applicant has been in business for at least 5 years. 

13. Applicant is part of the local continuum, local ten year planning process, local 

homeless network, etc. 

 

 

Sub Grantee Monitoring 

 

1. The City of Spokane Human Services department will conduct a risk assessment of Sub 

Grantees (at a minimum of every two years) and develop a monitoring schedule 

accordingly.  
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2. All Sub Grantees are monitored for compliance with eligible activities, program 

objectives, equal opportunity, financial management and project performance 

requirements.   

3. Monitoring of Sub Grantees may consist of on-site or remote techniques, or a 

combination there of based on results of the risk assessment.  

The monitoring report forms include: 

Project performance, including program objectives and eligible activities and  

 benchmarks 

Financial management, including eligibility of costs 

Housing activities 

Audit Review 

 

4.  Human Services Staff will provide the results of the visit in the form of an official 

written monitoring response that will be sent to the authorized agency official within 30 

days of the monitoring visit.  A copy of the letter may also be provided to the Spokane 

Regional Homeless Governance Council and to the chairperson of the Sub Grantees 

governing board as deemed necessary 

 

5. If concerns or findings are identified during the monitoring visit that require corrective 

action, the City will require a time frame that the actions must be completed by, usually 

thirty (30 days.  If the target date for corrective action is not met, a written request for 

response will be sent to the agency.  If the agency does not sufficiently respond, further 

payments will be withheld until corrective action is resolved.  If corrective actions are 

determined to be unacceptable, payments will continue to be held and further 

enforcement actions may be initiated. 

 

 

 

 

4. Billing Procedures and Financial Records 

 

BILLING FORMS  

 

Invoices shall be submitted for reimbursement at least monthly, unless otherwise arranged with 

the Human Services Department.   

 

Invoices shall be signed by the agency’s representative authorized to sign requests for 

reimbursement and submitted on the City of Spokane Human Services Department CHG billing 

form with appropriate backup documentation attached.  In addition, invoices will require a 
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report(s) generated by HMIS for CHG client data with each submission. Report guidelines will 

be provided by the City of Spokane. 

 

All billings shall be submitted to the Human Services Department by the 10
th

 of the month 

following actual expenditures, except for the month of July, when billings must be received by 

the 8
th

.  

PROGRAM COSTS 

 

All costs submitted for reimbursement shall be in accordance with Consolidated Homeless Grant 

Program Guidelines and City of Spokane Human Services Department Grant Management 

Standards with City policies taking precedence.  (Copies attached)  

 

All costs, equaling the amount billed, shall be listed on the appropriate Expense Report Forms 

provided with the billing form by Human Services. 

 

Support documentation clearly indicating the nature and amount of each cost shall be attached 

for each item.   

 

 

STAFF COSTS 

 

Staff hours and the corresponding amounts billed shall be summarized on a Staff Expense Form 

provided by Human Services with the billing form and needs to document 100% of the 

employee’s salary as well as each budget line or funding source billed. 

 

Staff time sheets and paystubs shall be made available upon request and must clearly support the 

amounts billed to the grant.  

 

Staff time sheets shall reflect actual times worked, not percentage computations. 

 

Employees shall maintain timesheets showing actual time worked by activity (ie. Case 

Management) AND by funding source (name of the grant that will pay for that activity).  

Timesheets shall be signed and dated by the staff person and their supervisor Timesheets shall 

clearly indicate which grant is being charged and the activity it is being charged for. 

 

 

Back-up Documentation 

 

The City of Spokane may require a Sub Grantee to submit detailed information on charges per 

the grant budget categories (Rent Assistance, Facility Support, Program Operations, Data 

Collection & Evaluation and Administration) or may require source documentation. The City of  

Spokane may also request backup information that documents use of Incentive Funding.   
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Budget Revisions   

 

The approved CHG budget will be identified in the Grant agreement.  Expenses shall stay within 

the approved budget amounts listed in the Grant Agreement and on the billing form.   

Budget revisions may be made as long as caps on budget categories established by the 

Department of Commerce are maintained and written approval from the Human Services 

Director is obtained prior to billing.. 

 

Budget revisions shifting funds (in one or cumulative transfers) of more than 10 percent of the 

grant total across budget categories (for example Rent Assistance to Facility Support) will 

require an amendment of both the City’s contract with the Department of Commerce  and the 

City’s contract with the sub-grantee.   

 

These amendments must be in place before charges against the revision may occur. 

 

 

 
 

 

5. Coordinated Entry 

 
All programs serving homeless families applying for funds under this RFP will agree to participate in 

the Coordinated Assessment & Entry Program when the program is implemented in summer 2012.  

Programs awarded funds under this RFP must accept all new program participants through the 

Coordinated Assessment & Entry referral process. 

The City of Spokane working to develop a more comprehensive Coordinated Entry policy for 

CHG Lead and Sub Grantees.   As the Coordinated Entry program is formalized, we will provide 

supporting documents and training. 

 

 

6. Performance Goals and Incentive Funding 

 

Commerce is committed to ending homelessness in Washington State. The Homelessness 

Housing and Assistance Act (RCW 43.185C) passed in 2005 requires Counties to develop a ten 

year plan to reduce homelessness by 50 percent by 2015. The federal Homeless Emergency 

Assistance and Rapid Transition to Housing (HEARTH) Act (S 896) passed in 2009 establishes 

performance goals for local communities including reducing homelessness overall, reducing 

terms of homelessness, and reducing the rate of returns to homelessness. Therefore, the 

following performance goals exist for the recipients of the CHG: 

 

Homelessness and Housing Assistance Goals 

 

 Reduce the number of homeless persons 

 

 Reduce the amount of time persons are homeless 
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 Increase the number of people moving to permanent housing after receiving homeless 

assistance 

 

 Reduce the number of people who recede back into homelessness after obtaining 

permanent housing 

 

Incentive funding (see draft CHG Terms and Conditions – Attachment A, Scope of Work):  

 

The CHG incorporates performance based contracting elements through an incentive funding.   

 

1. Housing Persons Exiting from Systems of Care Incentive 

  

 A one-time payment of $200 per client will be paid to the grantee for each client enrolled 

into a housing program after exiting a system of care.  Incentive-qualifying clients will be 

determined from client-level data recorded under” Residence Prior to Program Entry” in the 

HMIS (elements 3.9.4-7 and 3.9.15). 

 

 An additional one-time payment of $400 will be made to the grantee for the same client(s) 

above that have enrolled in the initial housing program and within 90 days are either: 

a) Enrolled in any housing program where the client doesn’t have to vacate the unit after the 

subsidy ends,  

 or 

 

b) Have exited to any permanent destinations as recorded in the client-level HMIS data 

(elements 4.1.3, 4.10.10-11, 4.10.19-23). 

Request for incentive payment must be made on the Commerce CHG invoice voucher and 

Commerce staff will verify eligibility for payment through HMIS reporting. 

 

Please reference Attachment A of the Special Terms and Conditions or the Scope of Work. 

 

 

7. Reporting 

 

Agency Partner HMIS Agreement 

All CHG grantees and subgrantees must use HMIS for data collection and reporting purposes.  

Data must be collected in accordance with the Agency Partner HMIS Agreement (see D). 

 

Data Quality Reports – Commerce will use the invoice process to ensure timely, accurate, and 

quality data is being entered into the state data warehouse (for specific required data for Lead/ 

Sub Grantees, please see Appendix C “Data Collection Directives”). Reimbursements to Lead 

Grantees may not be paid until data is accurate, timely and of high quality. 

 

Data Sharing with DSHS – On a quarterly basis, identified data is shared with Research and 

Data Analysis at DSHS for further data analysis and reporting regarding cross-systems 
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performance measures. Quarterly reports on cross-system analysis are posted on the Commerce 

website at commerce.wa.gov. Lead Grantees can expect an annual county level report via the 

data sharing agreement Commerce holds with DSHS. 

 

Point-in-Time Counts – Counties are required to conduct a point-in-time count of homeless 

persons are required under RCW 43.185C.030. Counts must be carried out in compliance with 

the Commerce Count Guidelines. Commerce can provide some technical assistance as needed. 

Counties can delegate the organization and execution of the count to other entities, but are 

ultimately responsible for conducting the count and fulfilling the related Commerce reporting 

requirements.  

 

Housing Inventory – Annually counties must submit an updated inventory of housing units 

dedicated to homeless persons, and any units or activities funded using local homeless and 

affordable housing fees collected under RCWs 36.22.178-1791. The inventory must also 

enumerate the uses of homeless and affordable housing funds for non-housing based activities 

such as data collection, planning, and administration. Details collected in the inventory include 

amounts spent during the prior calendar year from local, state, federal and private sources on 

each project; the number of units/beds in each project; and the special populations served.  

Collection of this detailed data is used to describe the use of dedicated homeless resources and 

allow the calculation of current capacity and costs compared to unmet needs. Units funded by 

state or local homeless and affordable housing fees will be required to provide information on 

their total budget. 

 

If a grantee finds errors in the formulas of the Housing Inventory Chart and Budget worksheets, 

they should contact their CHG representative immediately. The Department of Commerce will 

correct any errors and notify all grantees of the change. 

 

 

 

8. Required CHG Policies and Procedures 

 

In order to ensure that households assisted with CHG funds are served fairly and consistently, 

Lead and Sub Grantees must have written policies and/or procedures for the following topics. 

Commerce will review these as part of grant monitoring.   

 

1. Recertification of Income Eligibility – page 5 of the CHG Guidelines 

2. Rent Assistance – page 7 of the CHG Guidelines 

3. Rent Reasonableness Standard – page 9 of the CHG Guidelines 

4. Rent Limit/Payment Standard – page 9 of the CHG Guidelines 

5. Housing Stability Plan – page 10 of the CHG Guidelines 

6. Termination of Participation and Grievance – page 15 of the CHG Guidelines 

7. Applicant Denial and Grievance - page 15 of the CHG Guidelines 

8. Confidentiality of Client records - page 17 of the CHG Guidelines 

9. Sub grantee Selection and Monitoring – pages 2 of the Administrative Requirement 

10. Record retention for paper client records derived from the HMIS – See Appendix C 

Agency Partner HMIS Agreement 

http://apps.leg.wa.gov/RCW/default.aspx?cite=43.185C.030
http://www.commerce.wa.gov/DesktopModules/CTEDPublications/CTEDPublicationsView.aspx?tabID=0&ItemID=5206&MId=870&wversion=Staging
http://apps.leg.wa.gov/RCW/default.aspx?cite=36.22.178
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Appendix A 

 

Permanent Supportive Housing and Disability Definitions   

 

Permanent Supportive Housing 

Long-term housing that provides supportive services for homeless persons with disabilities. This 

type of supportive housing enables special needs populations to live as independently as possible 

in a permanent setting. The supportive services may be provided directly by the grantee or sub 

grantee.  The supportive services provided in connection with a project shall address the special 

needs of individuals (such as homeless persons with disabilities and homeless families with 

children) intended to be served by a project. To require or not to require resident participation is 

within the discretion of the grantee. Permanent housing can be provided in one structure or 

several structures at one site or in multiple structures at scattered sites (see the HUD SHP desk 

guide - Program Component 2: Permanent Housing for Homeless Persons with Disabilities.) 

Disability 
 

Person with disabilities means a household composed of one or more persons at least one 

of whom is an adult who has a disability. 

(1) A person shall be considered to have a disability if he or she has a disability that: 

(i) Is expected to be long-continuing or of indefinite duration; 

(ii) Substantially impedes the individual's ability to live independently; 

(iii) Could be improved by the provision of more suitable housing conditions; and 

(iv) Is a physical, mental, or emotional impairment, including an impairment caused by 

alcohol or drug abuse, post-traumatic stress disorder, or brain injury. 

(2) A person will also be considered to have a disability if he or she has a developmental 

disability, as defined in this section. 

(3) A person will also be considered to have a disability if he or she has acquired 

immunodeficiency syndrome (AIDS) or any conditions arising from the etiologic agent for 

86 acquired immunodeficiency syndrome, including infection with the human immunodeficiency 

virus (HIV). 

(4) Notwithstanding the preceding provisions of this definition, the term person with 

disabilities includes, except in the case of the SRO component, two or more persons with 

disabilities living together, one or more such persons living with another person who is 

determined to be important to their care or well-being, and the surviving member or members of 

any household described in the first sentence of this definition who were living, in a unit assisted 

under this part, with the deceased member of the household at the time of his or her death. (In 

any event, with respect to the surviving member or members of a household, the right to rental 

assistance under this part will terminate at the end of the grant period under which the deceased 

member was a participant.) 

  

http://www.hudhre.info/index.cfm?do=viewShpDeskguideC#Component2Permanent
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Developmental disability means, as defined in section 102 of the Developmental 

Disabilities Assistance and Bill of Rights Act of 2000 (42 U.S.C. 15002): 

(1) A severe, chronic disability of an individual that— 

(i) Is attributable to a mental or physical impairment or combination of mental and 

 physical impairments; 

(ii) Is manifested before the individual attains age 22; 

(iii)Is likely to continue indefinitely; 

(iv) Results in substantial functional limitations in three or more of the following areas of 

major life activity: 

(A) Self-care; 

(B) Receptive and expressive language; 

(C) Learning; 

(D) Mobility; 

(E) Self-direction; 

(F) Capacity for independent living; 

(G) Economic self-sufficiency; and 

(v) Reflects the individual's need for a combination and sequence of special, 

interdisciplinary, or generic services, individualized supports, or other forms of assistance 

that 83 are of lifelong or extended duration and are individually planned and coordinated. 

(2) An individual from birth to age 9, inclusive, who has a substantial developmental 

delay or specific congenital or acquired condition, may be considered to have a 

developmental disability without meeting three or more of the criteria described in 

paragraphs (1)(i) through (v)of the definition of “developmental disability” in this section if 

the individual, without services and supports, has a high probability of meeting those criteria 

later in life. 

 

(See Homeless Emergency Assistance and Rapid Transition to Housing:  Defining 

“Homeless” – Final Rule.) 
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Appendix B 

 

Data Collection Directives 
 

 

Client Records and Record Retention – Lead and Sub Grantees must enter a record for every 

client served with CHG funds in the state homeless data warehouse (usually referred to as 

“HMIS”) or in a local data collection system that meets HUD/HMIS data standards. The client 

record may contain personally identifying data or it may not, depending on whether the client 

provided informed, written consent to have their identifiers stored in HMIS. As a general rule, 

Commerce does not want personal identifiers for any client who identifies themselves as a victim 

of domestic violence, sexual assault, dating violence or stalking.  

 

Agencies must develop and adopt policies governing the retention of paper records containing 

personally identifying information derived from a Homeless Management Information system. 

The policy must define how long paper records are retained after they are no longer being 

actively utilized, and the process that will be used to destroy the records to prevent the release of 

personally identifying information. The policy must require the destruction of the paper records 

derived from an HMIS no longer than seven years after the last day the person was served by the 

organization. 

 

Funding Decisions & Data Collection – Lead Grantees must not make funding or resource 

allocation decisions of CHG funds based on whether a Sub Grantee enters personal identifiers 

for victims of domestic violence, sexual assault, dating violence or stalking or other clients who 

have not provided informed, written consent. The intent of this guideline is to ensure that clients 

do not feel coerced into providing consent to share data at any time in any local jurisdiction 

receiving CHG funds and participating in HMIS. 

 

Data quality is of high concern for purposes of accurate reporting out of HMIS. Commerce 

recommends that local jurisdictions continue to strive for increased data quality including          

1) monitoring completeness of required data elements and 2) monitoring responsible use of 

HMIS at local agencies. Some suggestions for how to appropriately include data quality in HMIS 

as a part of local funding decisions include, but are not limited to: 

 

1) Completeness of required data elements: 

 

 Exclude clients who “refused consent” from the equation 

e.g.: Instead of  # NULL values =% use  #NULL values  =% 

   All client records   Clients who DIDN’T  

refuse consent 

 

2) Responsible use of HMIS at local agencies: 

 

 Develop a “baseline” rate of “refused consent” locally using HMIS data 
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 Determine each agency’s rate of “refused consent” as a % deviation from the standard 

 Add or subtract points for less or more deviation from the standard rate, depending on 

reasonableness 

 

 Further training, technical assistance, or other guidance may be more appropriate in 

this situation instead of, or in addition to, penalties assessed during funding 

competitions 

 

All local jurisdictions interested in including a measure of HMIS data quality as part of a local 

funding decision for CHG funding are required to submit a proposal to Commerce for final 

approval prior to being used in local applications/competitions for funding. 

 

 

Informed Consent – According to RCW 43.185C.180, personally identifying information about 

homeless individuals for the Washington homeless client management information system may 

only be collected after having obtained informed, reasonably time limited, (i) written consent 

from the homeless individual to whom the information relates, or (ii) telephonic consent from the 

homeless individual, provided that written consent is obtained at the first time the individual is 

physically present at an organization with access to the Washington homeless client management 

information system.  Safeguards consistent with federal requirements on data collection must be 

in place to protect homeless individuals’ right regarding their personally identifying information. 

Data collection under this subsection shall be done in a manner consistent with federally 

informed consent guidelines regarding human research which, at a minimum, require that 

individuals receive: (i) information about the expected duration of their participation in the 

Washington homeless client management information system; (ii) an explanation of whom to 

contact for answers to pertinent questions about the data collection and their rights regarding 

their personal identifying information; (iii) an explanation regarding whom to contact in the 

event of injury to the individual related to the Washington homeless client management 

information system; (iv) a description of any reasonably foreseeable risks to the homeless 

individual; and (v) a statement describing the extent to which confidentiality of records 

identifying the individual will be maintained.  

 

Personal Identifiers – “Personally Identifying Data”— Individually identifying information 

for or about an individual including information likely to disclose the location of a victim of 

domestic violence, dating violence, sexual assault, or stalking, could include: 

 

1. a first and last name; 

 

2. a home or other physical address; 

 

3. contact information (including a postal, e-mail or Internet protocol address, or telephone 

or facsimile number); 

 

4. a social security number; and 
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5. any other information, including date of birth, racial or ethnic background, or religious 

affiliation that, in combination with any other non-personally identifying information, 

would serve to identify any individual collecting “non-identified” client records. 

 

Data Entry for “Non-identified” Client Records 

 

1. Leave the “Name” fields NULL (blank). Do not write in names such as ñAnonymousò 

or ñRefusedò as that will compromise data quality at the state level. 

 

2. If there are no personal identifiers for a client record, there needs to be an “Agency 

Unique ID” of some sort created and stored in the system that can be used by the agency 

to access the record at a later time (and should not be an algorithm of elements that can 

lead to the client’s identification). 

 

3. Enter an approximate year of birth – subtract or add one to three years to the actual year 

of birth. 

 

4. Enter “Refused” for gender, race, and ethnicity when the real answers to those questions, 

in combination with other data, can potentially lead to identification of the client. 

 

5. Enter any additional answer to the universal, program-specific and optional data elements 

(from the March 2010 HMIS Data Standards) only if the answers to those questions, in 

combination with other data, will not lead to the identification of the client. 

 

6. Program Entry Date, Program Exit Date and Service Date are generally required unless 

those elements can be used in combination with other elements to identify the client. If 

this is the case, please enter an approximate Program Entry Date, Program Exit Date and 

Service Date by adding one to three months to the actual dates and keeping the “Length 

of Stay” (the number of days between program entry and program exit) consistent with 

reality. Keeping the approximate service date, if used, within the actual service date’s 

reporting period is also recommended. 

 

Submitting data to the state data warehouse – If a Lead or Sub Grantee is not entering data 

directly into the state data warehouse, the data being entered into the local HMIS must be 

submitted on a quarterly basis no later than the 10
th

 day following the end of each quarter to the 

state data warehouse via the HUD Standard 3.0 XML schema.  
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Appendix C 

Spokane HMIS 
Partner Agency Agreement 
 
Overview - 
A Homeless Management Information System (HMIS) is a database application 
(software) designed to record and store client- and program-level information on the 
characteristics and service needs of homeless persons.  Typically, an HMIS is a web-
based relational database that homeless housing and service assistance providers use 
within a Continuum of Care (collectively) to coordinate and manage their respective 
services to better meet the needs of homeless clients.  HMIS implementations can 
encompass geographic areas ranging from a single county to an entire state.  
Succinctly put, an HMIS is intended to knit homeless assistance providers into a 
seamless, coordinated and effective housing and services delivery system. 

The U. S. Department of Housing and Urban Development (HUD) and other agencies 
(policymakers) at the federal, state and local levels use aggregate HMIS data to obtain 
better information about the extent and nature of homelessness over time. Hence, an 
HMIS can be used to produce an unduplicated count of homeless persons, understand 
patterns of service use, and measure the effectiveness of programs designed/funded to 
end homelessness. 

The City of Spokane Human Services Department administers the Homeless 
Management Information System for the Spokane Regional Continuum of Care 
network.  As designed, it is an information system that maintains client- and program-
level data regarding the characteristics and service needs of homeless and at-risk for 
homeless persons throughout the Spokane region.  Spokaneôs HMIS is HIPAA 
compliant and features several data security provisions to ensure the confidentiality of 
client information collected and reported. It has the capacity to include 
(collect/store/track) multiple housing, supportive services and mainstream resources - 
funded through federal or state departments as well as privately funded initiatives.  For 
example, the Spokane HMIS is used to track the annual Point in Time One Day Count 
of homeless persons; provide data for the Annual Homeless Assessment Report 
(AHAR); provide outcome data for all partner agencies within the Continuum on their 
Annual Progress Reports (APRs), and can create other informational reports as may be 
required by HUD or the Washington State Department of Commerce.   

Ultimately, when used collaboratively, Spokaneôs HMIS is designed to benefit multiple 
stakeholder groups, including the Spokane Regional Continuum of Care network, 
homeless households, funding organizations, policy makers and elected officials from 
federal and state, and City and County jurisdictions.  The HMIS has the potential to 
provide all stakeholders with improved knowledge about homeless people, their service 
needs, their accessibility and/or barriers to housing and supportive services ï with the 
intent to coordinate and provide a more effective and efficient service delivery system.   

  

1. General Understandings: 
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Partner Agency and the City of Spokane Human Services Department agree as follows: 

a. In this Agreement, the following terms will have the following meanings:  

(i) ñSpokane Regional Continuum of Care, Continuum, or CoCò - refers to 
all agencies (housing and service providers) working together to end 
homelessness, regardless of program or project funding streams 
throughout the greater Spokane region. 

(ii) "Client" refers to a homeless or at-risk for homelessness person as a 
consumer of services. 

(iii) "Partner Agency" refers generally to any agency participating in the 
Spokane Regional CoC network.  

(iv) ñAgency Staffò refers to both paid employees and volunteers. 

(v) ñHMISò refers to the Spokane Homeless Management Information 
System. 

(vi) ñEnter(ing)ò or ñentryò refers to the entry or input of any client-level or 
program-level information into HMIS. 

(vii) ñShare(ing)ò or ñInformation Share(ing)ò refers to the sharing of certain 
(specific) client-level data which has been entered into the Spokane 
HMIS with another partner agency or the Continuum as a whole.  

(viii)  ñData Integrationò refers to the receipt of electronic data from another 
database system (legacy, proprietary or otherwise) which complies with 
HUDôs HMIS XML Schema v2.7 or the most current version in use, and 
additional data elements from a partner agency participating in the 
Spokane Regional CoC network. 

(ix)  ñIdentified Informationò refers to client data that can be used to identify a 
specific client.  Also referred to as ñConfidentialò data or information.   

(x) ñDe-identified Informationò refers to client data that has specific  
demographic information removed, allowing use of the data without 
identifying a specific client.  Also referred to as ñnon-identifyingò 
information. 

(xi) ñClient-level informationò refers to both ñidentified and de-identifiedò data 
of homeless (or at-risk of homelessness) persons served by the 
Spokane Regional CoC network. 

(xii) ñHashed Valuesò refers to client-level data that has been de-identified 
into unduplicated aggregate data for federal and state reporting 
requirements. 

(xiii) ñStandard Operating Proceduresò refers to the implementation of HMIS 
policies and procedures for use of the Spokane HMIS by partnering 
agencies and the City of Spokane Human Services Department. 

(xiv) ñSpokane Regional CoC HMIS Partners Meetingò is a semi-annual, 
mandatory meeting for all HMIS users.  Also referred to as an HMIS 
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Refresher Training meeting; it is the intent that attendance will include a 
senior staff person and an HMIS user from each agency and will be used 
as an HMIS data quality assurance measurement.  

b. Partner Agency is responsible for accurately entering and reporting client-
level information into the Spokane HMIS unless otherwise specified by the 
client.   

c. Partner Agency understands that when it enters, inputs or uploads 
information into HMIS, such information will be available to the City of 
Spokane Human Services HMIS Coordinator who may review the data to  
conduct analysis and prepare reports which may be submitted to others in de-
identified form only ï thus ensuring client  confidentiality.   

d. Partner Agency understands that said agency will share its respective client-
level data entered into HMIS throughout the Spokane Regional Continuum of 
Care network, and that said data will be shared with, and/or accessible to 
other partner agencies (any agency who has authorized HMIS users and is 
entering client-level data into the HMIS).   

e. Partner Agency understands that any errors related to data format, XML 
schema or other incompatibilities generated during the process of entering 
data into HMIS will be the responsibility of said agency to address in good 
faith and correct with due diligence in consultation with the HMIS Coordinator.    

f.       The HMIS Coordinator shall be responsible for correcting errors in data 
transmission or retrieval that arise from cessation, delay or interruption of 
their services or from the malfunction of City of Spokane Human Services 
Department  hardware, HMIS software or equipment. 

g. Partner Agency understands that any client-identifying information without 
client consent for inclusion in HMIS will be omitted from the XML data set and 
not converted into hashed values. 

 
 
 
 
_________________________________________, ("Partner Agency") has opted to 
participate in the Spokane HMIS via direct data entry, data reporting, and/or data 
integration and sharing of homeless persons served by the agency.   See Exhibit A. 

2.           Accountability Processes and Performance Measurements: 

 Partner Agency understands that consistent and accurate data entry is critical to 
ensuring that the City of Spokane Human Services Department is clearly and 
comprehensively able to represent the clients served by service providers 
throughout the Spokane Regional Continuum of Care network.  The data captured 
by the Spokane HMIS is increasingly called upon to inform policy makers regarding 
services to support homeless persons (families and individuals).  To that end, the 
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Human Services Department must guarantee that the data being reported is 
thorough and complete if the Spokane community is to accurately portray the need 
for vital housing and supportive services, as well as maintain and sustain federal 
(HUD) and state (Commerce) funding for the Spokane Regional Continuum of 
Care.  

 
The City of Spokane Human Services Department is committed to improving and 
sustaining HMIS data quality throughout the Spokane Regional Continuum of Care 
network.  Therefore, partner agencies are asked and expected to comply with a 
high quality standard of operating procedures for the collection and entry of client 
data into Spokaneôs HMIS.   Performance benchmarks will be measured by 
program or service type (i.e high volume emergency shelter vs. low volume 
permanent housing), and informed client consent. 

  
a. High volume emergency shelters or outreach programs will be expected to 
    collect full client intakes and assessments on a mutually agreed upon 
    number of clients for a calendar year. They will also be required to collect a  
    mutually agreed upon pre-determined number of óeasy intakesô.   

Easy intakes are intakes that only collect the most basic demographic 
and service provision information of client-level data.  

b. Alternately, low volume housing or supportive services programs will be  
    expected to complete full client intakes and assessment forms; measured 
    against informed client consents. 

  
It is the intent of this agreement that partner agencies will maintain a data quality 
compliance rate of 90% or better. Examples of mandatory (required) HMIS data 
fields can be found in Section 10 of this agreement. 
 
During the reporting period and in accordance with program type or service, each 
client record created in HMIS will contain the following data components:  intake, 
assessment (as needed), exit, and follow-up (as needed), and all services 
provided. 

 In an effort to provide Partner Agencies with a framework for accountability, as it 
relates to the collection and entry of HMIS client-level data, and ultimately 
contractual obligations with the City of Spokane Human Services Department, the 
following quality assurance process has been adopted to support agencies in 
ensuring HMIS data quality compliance objectives. It is mutually understood that 
standard operating procedures of good faith and due diligence will govern all 
parties in HMIS data quality assurance efforts. 

Quality Assurance Process: 

a. The HMIS Coordinator will monitor Partner Agenciesô data entries into HMIS. 
If data quality is acceptable, regular monitoring will continue with HMIS 
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Coordinator providing basic technical assistance as needed.  If data quality is 
not acceptable, the following procedure will be implemented: 

    Support Level 1: 

   HMIS Coordinator will notify Partner Agency director or program manager of 
the HMIS data quality issue/concern by email or by phone, if necessary.  
Basic technical assistance will be available by phone or in person to resolve 
the data quality difficulties.  One month will be given to correct any HMIS 
data quality issues. 

  Support Level 2: 

     The HMIS Coordinator will continue to monitor Partner Agencies for  data 
quality assurance and provide basic technical assistance as needed.  
However, if a Partner Agency is unable to meet HMIS data quality standards 
a second time, or has failed to notify the City of Spokane Human Services 
Department in a timely manner requesting technical support with any 
issue(s) impacting HMIS data quality, the Partner Agency director and 
program manager will be contacted and asked to submit a written action 
plan to the City of Spokane Human Services Manager outlining corrective 
steps to be taken.  The HMIS Coordinator will continue to work with Partner 
Agency HMIS users and program managers to find solutions and resolve 
problems.  Partner Agencies will be given 30 days to provide an HMIS 
corrective action plan to the Human Services Department.   

    Support Level 3:   

       Continuation of unresolved HMIS data quality issues will result in a formal 
written notice issued by the City of Spokane Human Services Director. The 
Partner Agency CEO or executive director and contract manager will be 
notified of HMIS data quality deficiencies.  Corrective action steps outlined 
in Support Step 2 will be evaluated together in order to determine overall 
effectiveness in resolving data quality issues and to ensure that due 
diligence and good faith standard operating procedures are being followed. 
If it is determined that more technical assistance may be necessary, the City  

 

  of Spokane Human Services Department will provide Partner Agency with 
an HMIS technical assistance pricing structure (See Exhibit B) to determine 
appropriate levels of assistance needed and to reach a mutually agreed 
upon resolution.   

 
b. It is imperative for all Partner Agencies collecting and entering client-level data into 

HMIS to put forth a good faith effort and to use due diligence to ensure data quality 
is at an acceptable level of compliance (accuracy) as mandated by federal and 
state funding organizations.  Failure to do so may jeopardize future funding for the 



 

CHG Administrative Requirements 

November 2011 

Page 18 

entire Spokane Regional Continuum of Care network.   If it is determined that a 
Partner Agency HMIS userôs deliberate actions have resulted in damage to the 
HMIS database integrity, or adversely impacted the Spokane Regional Continuum 
of Careôs overall service delivery plan as outlined in the Spokane Regional 10-year 
Plan to End Homelessness, the City of Spokane Human Services Department may 
suspend HMIS database access for said agency. The Partner Agency CEO or 
executive director will be notified in writing in advance of any suspension action.    

 

c. Non-Funded HMIS Partner Agencies  

Partner Agencies who receive no federal (McKinney-Vento) or state (Commerce) 
funds, and who opt to participate in the Spokane HMIS, do so out of their 
agencyôs recognition of the importance of collecting and reporting community-
wide data on homeless persons.  Since they do not receive federal or state 
funds, participation in Spokaneôs HMIS will be at said agencyôs expense.  All 
HMIS user license fees and some forms of HMIS technical assistance will be 
applicable based upon the most current pricing structure ï see Exhibit B.  
The Quality Assurance Process outlined above will remain the same for non-
funded HMIS Partner Agencies.  If a non-funded Partner Agency has reached 
Support Step 3, the City of Spokane Human Services Department will issue a 
written letter to the CEO or executive director to inform him/her that continued 
non-compliance with HMIS data quality standards will result in the suspension of 
said agencyôs participation in the Spokane HMIS.  

3. Client Confidentiality: 

a. Partner Agencies -  

(i) Will not enter client-level information into Spokaneôs HMIS which it is not 
authorized to enter; and  

(ii) Will not designate client-level information for sharing which it is not 
authorized to share, under any relevant federal or state confidentiality 
laws, regulations or other applicable restrictions.  By entering client data 
into HMIS or designating it for sharing, said Partner Agency represents  

 

that it has the authority to enter such information or designate it for 
sharing.  

b. Partner Agency represents that: (check applicable items) 

(i) it is ______; is not ______ a ñcovered entityò whose disclosures are 
restricted under HIPAA   (45 CFR 160 and 164);  

(ii) it is ______; is not _______ a program whose disclosures are restricted 
under Federal Drug and Alcohol Confidentiality Regulations: 42 CFR 
Part 2; 
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(iii) If Partner Agency is subject to HIPAA, (45 CFR 160 and 164) or 42 CFR 
Part 2, a fully executed Business Associate Agreement (See Exhibit C) 
must be attached to this agreement before client information may be 
entered. Otherwise, sharing of any client-level information will not be 
permitted.   

(iv) If Partner Agency is subject to any laws or requirements which restrict 
said agencyôs ability to either enter or authorize sharing of information, 
said agency will ensure that any HMIS data entry it makes and all 
designations for sharing fully comply with all applicable laws or other 
restrictions. 

c. To the extent that information entered by a Partner Agency into HMIS is or 
becomes subject to additional restrictions, said agency will immediately 
inform City of Spokane Human Services Department in writing of such 
restrictions.   

4. Written Informed Client Consent: 
Pursuant to RCW 43.185C.180 (2) excerpted below, the City of Spokane 
Human Services Department and the Washington State Department of 
Commerce have established the following written informed consent program 
policy, effective June 7, 2006.   
ñPersonally identifying information about homeless individuals for the 
Washington Homeless Management Information System may only be 
collected after having obtained informed, reasonably time-limited* written 
consent from the homeless individual to whom the information relates.ò 

 Reasonably time-limited written consent shall be considered to be a period 
of one year 

 
 
 

5. HMIS Data Collection and Client Consent : 

a. Collection of Client identified information:  Partner Agencies shall collect client 
identified information only when appropriate for input/entry into the HMIS.   An 
agency shall collect client information by lawful and fair means, with the full 
knowledge and informed consent of the individual. 

b. Obtaining Client Consent:   Partner Agency agrees to inform the client of all 
possible levels of HMIS consent or participation.  Personally identifying 
information about homeless individuals for the Spokane Homeless 
Management Information System may only be collected after having obtained 
a signed written informed consent form from the homeless individual to whom 
the information relates.  
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(i) Personal client-identifying information is defined as: complete name, 
complete date of birth and social security number, or any other 
information which may identify the individual. 

(ii) Time-limited written consent shall be considered a period of up to 12 
months from date of signature. Because this information is being 
gathered for the collection and maintenance of a research database and 
data repository, the written informed consent is in effect until said form, 
signed by the client, is superseded with a more current form.  

(iii) If a client withdraws or revokes consent for client identified information 
collection, the Partner Agency is responsible for immediately making 
appropriate data entries in HMIS to ensure that said clientôs personal 
identified information will not be shared with other CoC agencies or 
visible to other agency staff.     

(iv) In the event of a clientôs refusal or revocation of HMIS consent 
participation, the Partner Agency HMIS user shall inform the HMIS 
Coordinator for assistance in creating an ñanonymousò client entry into 
the database. This should occur no more than three business days after 
the clientôs refusal.  

(v) Clients may not be refused services based solely upon their refusal to 
provide personally identifying information into HMIS.  This is not meant 
to prevent agencies from collecting information required for eligibility 
screening or other internal agency requirements; rather, the intent is to 
protect Partner Agency liability, and the privacy and confidentiality of the 
clients they serve.     

c. Designation for Sharing: As a standard practice for this Agreement, Partner 
Agency will share client identified data with all programs in the Continuum 
unless client refuses consent for data entry/sharing.  Prior to designating any  

 

information for sharing, Partner Agency will provide the client with a copy of 
the Spokane HMIS Client Consent & Release of Information form, or other 
approved customized consent and release form. The current form is available 
on the City of Spokane Human Services Department web page 
(www.Spokanehumanservices.org) and is incorporated into this Agreement 
as Exhibit D.  Following an explanation of HMIS data use, the Partner Agency 
will obtain the informed consent of the client by having the client sign a Client 
Consent & Release of Information form.   

(i) Client-level information to be shared between agencies within the 
Spokane Regional CoC network shall minimally include HUDôs universal 
data elements 2.1 through 2.9.  See Section 10, part C. 

(ii) If a client does not sign the consent and release form as described 
above, identifying information may not be entered into HMIS.  It is the 
responsibility of the Partner Agency entering client information to:  

http://www.spokanehumanservices.org/
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Á determine whether proper consent has been obtained;   

Á make appropriate data entries in HMIS; designate the information 
as appropriate for sharing or prohibit information sharing; and  

Á implement any restrictions on information sharing and/or implement 
any revocation of consent to information sharing.   

In the event client consent is not obtained, Partner Agency will enter 
information from HUD universal elements 3.1 through 3.17 in addition to 
Continuum-specific elements without client identifiers.  See Section 10, 
part C.  

The Partner Agency will keep signed copies of the Client Consent & 
Release of information forms for a period of 12 months or until the 
end of program funding.  Partner agencies will also email, fax, or mail, a 
copy of the signed forms to the Human Services Department. Such 
forms will be available for inspection by the Human Services 
Department during regularly scheduled onsite program monitoring 
sessions.  

Partner Agencies will share client information only with those CoC agencies who have 
signed the Spokane HMIS Partner Agency Agreement with the City of Spokane Human 
Services Department.  Full sharing of data will include program enrollments, personal 
data, assessments, services and program exit data collected from the client. This 
information will only be provided with client consent. Clients may óopt outô of sharing with 
specific agencies.  
 

(i) Those agencies that fall under HIPAA, or more prohibitive privacy 
laws, will only be required to provide client information allowed  
 
under State and HIPAA guidelines. It is also possible to generate 
an anonymous client identifier. This would allow the inclusion of 
detailed program-level assessment data without risking 
identification of the client.  The HMIS Coordinator must be informed 
and consulted for this purpose. 

(ii) Only those Partner Agencies that enter into HUD or City of 
Spokane, Human Services Department managed contracts will be 
required to generate the Annual Progress Report (APR), as 
mandated by project date(s) beginning January 1, 2010 or as 
funding timeframes require.  Authorized HMIS users from Partner 
Agencies will generate these reports from their respective 
information systems for this purpose.  

 

6. No Conditioning of Services:   

Partner Agency will not condition any services upon, or decline to provide any services 
to a client based upon a client's refusal to sign a Client Consent & Release of 
Information form for the sharing of identified information or refusal to allow entry of 
identified information into Spokaneôs HMIS.  



 

CHG Administrative Requirements 

November 2011 

Page 22 

7. Re-release Prohibited:   

Partner Agency agrees not to release any client identifying information received from 
HMIS to any other person or organization without written informed client consent, or as 
required by law.  

8. Client Inspection/Correction:   

Partner Agency will allow a client to inspect and obtain a copy of his/her own personal 
information except for information compiled in reasonable anticipation of, or for use in, a 
civil, criminal or administrative action or proceeding.  Partner Agency will also allow a 
client to correct information which is inaccurate. Corrections will be made by way of a 
new entry which is in addition to, but is not a replacement for, an older entry.  

9. Data Security:   

Partner Agency will maintain security and confidentiality of its HMIS data and is 
responsible for the actions of its HMIS users, their training and supervision.  All Partner 
Agencies will follow the SPOKANE HMIS User Responsibility Standards & Code of 
Ethics  which is on the City of Spokane Human Services web page 
(www.spokanehumanservices.org) and incorporated into this agreement as Exhibit  E.   

Among the steps Partner Agencies will take to maintain data security and client 
confidentiality are: 

a. Database Access:  Partner Agency will permit access to the HMIS database 
only to authorized agency staff who need access to HMIS client data for  

 

legitimate business purposes (such as to provide services to the client, to 
conduct evaluation or research, to administer the program, or to comply with 
regulatory requirements).  Partner Agency will limit the access of such staff to 
only those records that are immediately relevant to their work assignments. 

b. HMIS User Responsibility Standards and Code of Ethics:  Prior to permitting 
any user to access the HMIS database, Partner Agency will require 
authorized user(s) to sign an HMIS User Responsibility Standards & Code 
of Ethics document.  Partner Agency will comply with and enforce this 
document  and will inform the City of Spokane Human Services Department 
immediately in writing of any breaches of the HMIS standards and code of 
ethics document.   

c. Computers:  Security for HMIS data maintained by Partner Agencies 
throughout the Spokane Regional Continuum of Care network is dependant 
upon a secure computing environment.  Computer security is adapted from 
relevant provisions of the Department of Housing and Urban Developmentôs 
(HUD) ñHomeless Management Information Systems (HMIS) Data and 
Technical Standards Noticeò (Docket No. FR 4848-N-01; see 
http://www.hud.gov/offices/cpd/homeless/hmis).  Partner Agencies are 
encouraged to consult this document for meeting compliance of HUD 

http://www.spokanehumanservices.org/
http://www.hud.gov/offices/cpd/homeless/hmis
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standards related to HMIS data security.  Partner Agency will access the 
Spokane HMIS only from computers which are:  

(i) physically present on Agencyôs premises;  

(ii) owned by Agency; or  

(iii) approved by Agency for the purpose of accessing and working with 
HMIS; and  

(iv) protected from viruses by commercially available virus protection 
software, 

(v) protected with a software or hardware firewall,   

(vi) maintained to insure that the computer operating system running the 
computer used for the HMIS is kept up to date in terms of security and 
other operating system patches, updates, and fixes, 

(vii) accessed through web browsers with 128-bit encryption (e.g., Internet 
Explorer, version 6.0).  Some browsers have the capacity to remember 
passwords, so that the user does not need to type in the password when 
returning to password-protected sites.  This default shall not be used 
with respect to the Spokane HMIS; the end-user is expected to 
physically enter the password each time he or she logs on to the system, 

 

(viii) staffed at all times when in public areas.  When computers are not in use 
and staff are not present, steps should be taken to ensure that the 
computers and data are secure and not publicly accessible.  These 
steps should minimally include: logging off the data entry system, 
physically locking the computer in a secure area, or shutting down the 
computer entirely. 

d. Passwords:  Partner Agency will permit access to the HMIS database to 
authorized users through the use of an HMIS User ID and Password which 
the user may not share with others.  Written information pertaining to user 
access (e.g. user ID and password) shall not be stored or displayed in any 
publicly accessible location.   

Passwords shall be at least eight characters long and meet industry standard 
complexity requirements, including, but not limited to, the use of at least one 
of each of the following kinds of characters in the passwords: Upper and 
lower-case letters, and numbers and symbols. Passwords shall not be, or 
include, the username, or the HMIS name.  In addition, passwords should not 
consist entirely of any word found in the common dictionary or any of the 
above spelled backwards.  The use of default passwords on initial entry into 
the HMIS application is allowed so long as the application requires that the 
default password be changed on first use.  Passwords and user IDs shall be 
consistent with guidelines issued from time to time by HUD and/or the City of 
Spokane Human Services Department.   
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e. Training/Technical Assistance:  Partner Agency will permit authorized agency 
staff access to the HMIS database only after the authorized user receives 
HMIS orientation training provided by the HMIS Coordinator.  Additional HMIS 
training sessions (HMIS Refresher Trainings) will be offered three times per 
year for all Spokane HMIS users.  Spokane HMIS users will attend a 
minimum of two refresher trainings per year under the terms of this 
Agreement.  Partner Agencies are encouraged to conduct ongoing basic 
confidentiality training for authorized agency staff with access to the HMIS 
and will train any agency staff who may receive information produced from 
HMIS on the confidentiality of such information.  The HMIS Coordinator will 
be reasonably available during the Cityôs defined weekday business hours for 
day-to-day HMIS technical assistance (i.e. basic troubleshooting and report 
generation).   

f. Records:  Partner Agency and the City of Spokane Human Services 
Department will maintain records of any disclosures of client identifying 
information in HMIS for a period of 24 months after such disclosure. 
Temporary disclosure of client level data to other agencies is tracked within 
the database system.  Properly trained HMIS users will be able to document 
client data sharing.  

 

g. On written request by a client, Partner Agency and the Human Services 
Department will provide an accounting of all such disclosures within the 
program operating period ï not to exceed 24 months from program exit.  The 
City of Spokane Human Services Department will have access to an audit 
trail from the Spokane HMIS so as to produce an accounting of disclosures 
made from one agency to another by way of sharing information from the 
HMIS. 

 
10. Spokane HMIS Participation Requirements:  
 

a) Partner Agency shall actively participate in the HMIS by collecting and  
entering client- or program-level data directly into the Data Systems 
International (DSI) ClientTrack software system (Spokaneôs HMIS database).   

 
b) Active participation will be evidenced by the Partner Agency entering a 

complete HMIS data set including client intake, assessment, services 
provided, exit data, and outcomes reporting, for all clients served during the 
funder-stipulated contract period.  

 
c) Partner Agency shall submit data on clients served as either HUD universal 

or program specific, and include local Continuum data elements for required 
report completion.  The HUD universal data elements are name, date of 
birth, race, ethnicity, gender, social security number, veteran status, 
disabling condition, residence prior to program entry, and zip code of 
last permanent address previous city, state, and zip code.   Additional 
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program specific data elements may include:  income and sources, non-
cash benefits, physical disability, developmental disability, mental 
health, substance abuse, services received, chronically homeless 
status, exit destination, and reasons for leaving.  Required local 
Continuum elements include:  veterans status, refugee/immigrant, cause 
of homelessness, episodes of homelessness, and residence in 
incorporated/unincorporated Spokane County.  

 
d) The City of Spokane Human Services Department adheres to HUD data 

standards and local reporting elements which change periodically.  The 
Human Services Department will work to inform participating Partner 
Agencies when changes to the data elements occur as soon as they become 
available. 

   
11. HMIS Security Capabilities Disclosure.  

Data Systems International (DSI) ClientTrack software is based around a data 
security model that allows many varying service provider entities to 
participate. A tiered security approach is used and easily adjustable to 
account for current or future security concerns of partner agencies. The 
following is a brief summary of its security capability. 
 

(i) Open Access: This level of access allows for complete and total 
sharing of client information including basic demographic 
information (e.g. name, DOB, race, etc.), disability status, income, 
and program enrollments.  

(ii) Limited Access: This level of security allows partner agencies to 
only disclose enough information to show other agencies that a 
client already has been created in the database. This level of 
security aides service providers working in a Continuum network to  
reduce the level of data duplication, without disclosing a clients 
program/grant participation or any case management work they may 
have received.  Additional security adjustments are possible which, 
at the agencies discretion, allow a brief time-limited access to a 
clientôs full file. This is generally used when a clientôs case 
management goals might be shared between several partner 
agencies. The agency has full control over the time that other 
agencies have access to the clientôs information. They can also 
control specific information that others are allowed to view.  

(iii) Individual Access: This level of security only allows the Partner 
Agency to see their enrolled clientsô data.  It does not allow access 
to other client information within the HMIS database created by 
other agencies. While this approach does provide a high level of 
security, it does lend itself to problems with data duplication on 
clients served. 

12.  Use of the Spokane HMIS: 
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a. Partner Agency will not access identifying information for any client for whom 
services are neither sought nor provided by the Agency.  Partner Agency may 
access identifying information of the clients it serves and may request access 
to statistical, non-identifying information on clients served by other Spokane 
Regional Continuum of Care HMIS participating agencies. 

b. Partner Agency may report non-identifying information to other entities for 
funding or planning purposes.  Such non-identifying information shall not 
directly identify individual clients. Exceptions to this standard may be made 
with a formal written request directed to the HMIS Coordinator.  

c. Partner Agency and the Human Services Department will report only non-
identifying information in response to requests for information from HMIS 
unless otherwise required by law, or with client consent. 

d. Partner Agency will use the HMIS database for its legitimate business 
purposes only. 

 

 

e. Partner Agency will not use HMIS in violation of any federal or state law, 
including, but not limited to, copyright, trademark and trade secret laws, and 
laws prohibiting the transmission of material, which is threatening, harassing, 
or obscene. 

f. Partner Agency will not use the HMIS database to defraud federal, state or 
local governments, individuals or entities, or conduct any illegal activity. 

13. Proprietary Rights of the Spokane HMIS: 

a. Partner Agency shall not give, share or transfer assigned user IDs or 
passwords for access to the HMIS with any other agency, business, or 
individual. 

b. Partner Agency shall take due diligence not to cause in any manner or way, 
corruption of the HMIS database integrity, and Partner Agency assumes 
responsibility for any damage itós authorized user(s) may cause. 

14. Limitation of Liability and Indemnification:   

The City of Spokane Human Services Department shall not be held liable to any 
Partner Agency for any cessation, delay or interruption of services, nor for any 
malfunction of hardware, software or equipment.  . 

No party to this Agreement shall assume any additional liability of any kind due to 
its execution of this Agreement of participation in the HMIS system.  It is the 
intent of the parties that each party shall remain liable, to the extent provided by 
law, regarding its own acts and omissions; no party shall assume additional 
liability on its own behalf or liability for the acts of any other person or entity 
except for the acts and omissions of their own employees, volunteers, agents or 
contractors through participation in HMIS.  The parties specifically agree that this 
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Agreement is for the benefit of the parties only and this Agreement creates no 
rights to any third party. 

15. Disclaimer of Warranties.   

The City of Spokane Human Services Department makes no warranties, 
expressed or implied, including the warranties and fitness for a particular 
purpose, to any Agency, entity or person as to the services of the Spokane 
HMIS. 

16. Additional Terms and Conditions:        

a. Partner Agency will abide by such guidelines as are promulgated by HUD 
and/or the Human Services Department from time to time regarding 
administration of the HMIS. 

 

b. Partner Agency and the City of Spokane Human Services Department intend 
to abide by applicable law.  Should any term of this Agreement be 
inconsistent with applicable law, or should additional terms be required by 
applicable law, said Agency and the Human Services Department agree to 
modify the terms of this Agreement so as to comply with applicable law. 

c. Neither the Human Services Department nor Partner Agency will transfer or 
assign any rights or obligations regarding the Spokane HMIS without the 
written consent of either party. 

d. Partner Agency agrees to indemnify and hold the City of Spokane Human 
Services Department, its agents and staffs, and the City of Spokane harmless 
from all claims, damages, costs, and expenses, including legal fees and 
disbursements paid or incurred, arising form any breach of this Agreement or 
any of Partner Agencyôs obligations under this Agreement. 

e. This Agreement will be in force until terminated by either party.  Either party 
may terminate this Agreement at will with 60 days written notice.  Either party 
may terminate this Agreement immediately upon a material breach of this 
Agreement by the other party. 

f. If this Agreement is terminated, Partner Agency will no longer have access to 
the Spokane HMIS.  The City of Spokane Human Services Department and 
the remaining Partner Agencies will maintain their right to use all of the client 
information previously entered by Agency except to the extent a restriction is 
imposed by client or law. 

g. Copies of Partner Agency data will be provided to the Agency upon written 
request of termination of this agreement.  Data will be provided on CDs or 
other mutually agreed upon media.  Unless otherwise specified in writing, 
copies of data will be delivered to Partner Agency within fourteen (14) 
calendar days of receipt of written requests for data copies. 
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Signed, 

 

     

Executive Director Signature  Print Executive Director Name  Date 

       

Partner Agency Name       

       

Street Address  City  State  Zip Code 

       

Mailing Address (Leave Blank If Same 
As Above) 

 City  State  Zip Code 

 

 

      

Jerrie Allard      Date 

Director, Human Services Department, City of Spokane     
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Exhibit A   
 

Spokane Regional Continuum of Care network and respective programs 
 
 
 
Exhibit B 
 

HMIS Technical Assistance Pricing Structure and User License Fees 
 
 
 
Exhibit C 
 

Business Associate Agreement - attached 
 
 
 
Exhibit D 
 

HMIS Client Consent and Release of Information Form - attached 
 
 
 
Exhibit E 
 

HMIS User Responsibility Standards and Code of Ethics - attached 

 
 
  

 


