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What to Expect During the a HMIS Site Review
[bookmark: _GoBack]Purpose:
The purpose of the HMIS Site Review is to assure that each contributing HMIS organization is meeting the required security and data quality standards outlined by HUD.  These requirements are detailed in the Homeless Management Information Systems Requirements, with the Site Review targeting requirements listed in §580.35 HMIS security standards.
Scope:
The following items will be reviewed:
1. Agreement forms between TCHC and the Agency will be reviewed, and ensuring that all governing documents are signed and up to date:
· CoC HMIS Participating Agency Agreement between TCHC and the AGENCY
· TCHC CoC HMIS Data Quality Standards
· Annual Program HMIS Project Descriptor
2. Ensure the Client Notice Poster HMIS AGENCY signage is posted in client viewing area 
3. Ensure that all Client Release of Information forms are stored appropriately
4. Review appropriate HMIS hardcopy handling (how printed information is handled and stored)
5. Data quality and timeliness will be reviewed.  A Data Quality correction plan will be developed if Agency data is outside the recommended HUD guidelines (5% error rate)
6. All active staff accounts will be reviewed to assure staff remain actively employed and have attended an annual Refresher HMIS Training
7. Agency staff workstations and browsers will be checked for stored ETO passwords.  If Agency staff have access to email through a web browser, then the browser will also be inspected for saved email passwords
8. Ensure active and up to date virus protection software
9. Ensure active and up to date firewall software
10. Security Officer: HUD requires that each Contributing HMIS Organization (CHO) appoint a staff member as the agency’s lead on HMIS security and policy enforcement  
What to Expect:
A member of the TCHC HMIS Staff will visit Agency’s primary location to meet with relevant program managers, case-managers, I.T. staff and HMIS security officer to review listed items.  The attached HMIS Site Review check- list will be processed.  Each item will be checked as “In Compliance” or “Action Needed.”  If action is needed, the Agency will be provided a week to come into compliance before the Site Visit checklist becomes part of the Agency’s HMIS file.
image1.png
HMIS
OFFICE





