
 

Before Starting the CoC  Application

The CoC Consolidated Application is made up of two parts:  the CoC Application and the CoC
Priority Listing, with all of the CoC’s project applications either approved and ranked, or rejected.
The Collaborative Applicant is responsible for submitting both the CoC Application and the CoC
Priority Listing in order for the CoC Consolidated Application to be considered complete.

The Collaborative Applicant is responsible for:
 - Reviewing the FY 2016 CoC Program Competition NOFA in its entirety for specific application
and program requirements.
 - Using the CoC Application Detailed Instructions while completing the application in e-snaps.
 - Answering all questions in the CoC application.  It is the responsibility of the Collaborative
Applicant to ensure that all imported and new responses in all parts of the application are fully
reviewed and completed. When doing this keep in mind:

 - This year, CoCs will see that a few responses have been imported from the FY 2015 CoC
Application.
 - For some of the questions HUD has provided documents to assist Collaborative Applicants in
completing responses.
 - For other questions, the Collaborative Applicant must be aware of responses provided by
project applications in their Project Applications.
 - Some questions require the Collaborative Applicant to attach a document to receive credit.
This will be identified in the question.
 - All questions marked with an asterisk (*) are mandatory and must be completed in order to
submit the CoC Application.

   For CoC Application Detailed Instructions click here.
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1A. Continuum of Care (CoC) Identification

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition  NOFA.  Please submit technical
questions to the HUD Exchange Ask A Question.

1A-1. CoC Name and Number: FL-501 - Tampa/Hillsborough County CoC

1A-2. Collaborative Applicant Name: Tampa Hillsborough Homeless Initiative

1A-3. CoC Designation: CA

1A-4. HMIS Lead: Tampa Hillsborough Homeless Initiative
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1B. Continuum of Care (CoC) Engagement

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

1B-1. From the list below, select those organizations and persons  that
participate in CoC meetings.

Then select "Yes" or "No" to indicate if CoC meeting participants are
voting members or if they sit on the CoC Board.

Only select "Not Applicable" if the organization or person does not exist in
the CoC's geographic area.

Organization/Person Categories
Participates

 in CoC
 Meetings

Votes,
including
 electing

 CoC Board

Sits
on

CoC Board

Local Government Staff/Officials Yes Yes Yes

CDBG/HOME/ESG Entitlement Jurisdiction Yes Yes Yes

Law Enforcement Yes Yes Yes

Local Jail(s) Yes Yes No

Hospital(s) Yes Yes No

EMT/Crisis Response Team(s) No No No

Mental Health Service Organizations Yes Yes Yes

Substance Abuse Service Organizations Yes Yes Yes

Affordable Housing Developer(s) Yes Yes No

Public Housing Authorities Yes Yes Yes

CoC Funded Youth Homeless Organizations Yes Yes Yes

Non-CoC Funded Youth Homeless Organizations Yes Yes Yes

School Administrators/Homeless Liaisons Yes Yes Yes

CoC Funded Victim Service Providers Not Applicable No Not Applicable

Non-CoC Funded Victim Service Providers Yes Yes Yes

Street Outreach Team(s) Yes Yes Yes

Youth advocates Yes Yes Yes

Agencies that serve survivors of human trafficking Yes Yes Yes

Other homeless subpopulation advocates Yes Yes No

Homeless or Formerly Homeless Persons Yes Yes Yes

Local Veteran Affairs Yes Yes No
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1B-1a. Describe in detail how the CoC solicits and considers the full range
of opinions from individuals or organizations with knowledge of
homelessness or an interest in preventing and ending homelessness in
the geographic area. Please provide two examples of organizations or
individuals from the list in 1B-1 to answer this question.

The Tampa/Hillsborough County CoC has been in existence for over 20 years.
In an effort to solicit and consider the full range of opinions from individuals or
organizations, committees were established from persons that had knowledge
of homelessness and/or were willing to give input. There are over 60 members
of the CoC. Membership in the Tampa/Hillsborough County CoC is open to any
individual or organization – nonprofit, for profit, or governmental – that is
committed to ending homelessness or assisting people who are at risk of
becoming homeless. For example, the Outreach Committee includes law
enforcement, non-profit agencies, and advocates. This provides a full range of
members with knowledge of the un-sheltered population. The Outreach
Committee is critical for those living on the streets to access housing and
services. Also, the Consumer Advisory committee is made up of homeless and
formerly homeless individuals to provide input to the CoC related to service
delivery.

1B-1b. List Runaway and Homeless Youth (RHY)-funded and other youth
homeless assistance providers (CoC Program and non-CoC Program

funded) who operate within the CoC's geographic area.
Then select "Yes" or "No" to indicate if each provider is a voting member

or sits on the CoC Board.

Youth Service Provider
 (up to 10)

RHY Funded?

Participated as a
Voting Member in
at least two CoC

Meetings between
July 1, 2015 and
June 20, 2016.

Sat on CoC Board
as active member
or official at any
point between

July 1, 2015 and
June 20, 2016.

Miracles Outreach, Inc. No Yes Yes

Starting Right Now, Inc. No No No

Camelot Community Care No Yes No

Alpha House of Tampa No Yes Yes

Ybor Youth Clinic No Yes No

Eckerd Community Alternatives/Hillsborough No Yes No

Tampa Bay Academy of Hope No Yes No

Metropolitan Ministries, Inc. No Yes No

1B-1c. List the victim service providers (CoC Program and non-CoC
Program funded) who operate within the CoC's geographic area.
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Then select "Yes" or "No" to indicate if each provider is a voting member
or sits on the CoC Board.

Victim Service Provider
for Survivors of Domestic Violence

(up to 10)

 Participated as a
Voting Member in at

least two CoC
Meetings between

July 1, 2015 and June
30, 2016

Sat on CoC Board as
active member or

official at any point
between July 1, 2015
and June 30, 2016.

The Spring of Tampa Bay Yes Yes

Mary & Martha House Yes No

Crisis Center of Tampa Bay (APPLE) Yes No

Bay Area Legal Services Yes No

The Salvation Army - Tampa Area Command Yes Yes

1B-2. Explain how the CoC is open to proposals from entities that have
not previously received funds in prior CoC Program competitions, even if
the CoC is not applying for new projects in 2016.
(limit 1000 characters)

The CoC makes subawards using open solicitation methods to request
proposals, such as outreach to faith-based groups, responding to public
inquiries, letters/emails to the community via weekly announcements,
newspaper notices, announcements at other meetings, and announcements at
CoC meetings. However, active entities of the CoC will receive priority for any
funding opportunity over a nonactive entity and those that demonstrate the
willingness to serve populations as prioritized by HUD will receive priority
according to its importance as outlined in the NOFA.  Additionally, non-CoC
funds are also made available to entities that have not previously received
funds in prior CoC competitions.

1B-3. How often does the CoC invite new
members to join the CoC through a publicly

available invitation?

Monthly
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1C. Continuum of Care (CoC) Coordination

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

1C-1. Does the CoC coordinate with Federal, State, Local, private and other
entities serving homeless individuals and families and those at risk of

homelessness in the planning, operation and funding of projects?
Only select "Not Applicable" if the funding source does not exist within

the CoC's geographic area.

Funding or Program Source

Coordinates with Planning,
Operation and Funding of

Projects

Housing Opportunities for Persons with AIDS (HOPWA) Yes

Temporary Assistance for Needy Families (TANF) Yes

Runaway and Homeless Youth (RHY) Not Applicable

Head Start Program Yes

Housing and service programs funded through Federal, State and local government resources. Yes

1C-2. The McKinney-Vento Act, requires CoC's to participate in the
Consolidated Plan(s) (Con Plan(s)) for the geographic area served by the
CoC.  The CoC Program Interim rule at 24 CFR 578.7 (c) (4) requires the
CoC to provide information required to complete the Con Plan(s) within

the CoC's geographic area, and 24 CFR 91.100(a)(2)(i) and 24 CFR 91.110
(b)(2) requires the State and local Con Plan jurisdiction(s) consult with the

CoC.  The following chart asks for the information about CoC and Con
Plan jurisdiction coordination, as well as CoC and ESG recipient

coordination.
CoCs can use the CoCs and Consolidated Plan Jurisdiction Crosswalk to assist in answering
this question.

Number

Number of Con Plan jurisdictions with whom the CoC geography overlaps 2

How many Con Plan jurisdictions did the CoC participate with in their Con Plan development process? 2

How many Con Plan jurisdictions did the CoC provide with Con Plan jurisdiction level PIT data? 2

How many of the Con Plan jurisdictions are also ESG recipients? 2

How many ESG recipients did the CoC participate with to make ESG funding decisions? 2

How many ESG recipients did the CoC consult with in the development of ESG performance standards and evaluation
process for ESG funded activities?

2
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1C-2a. Based on the responses provided in 1C-2, describe in greater detail
how the CoC participates with the Consolidated Plan jurisdiction(s)
located in the CoC's geographic area and include the frequency and type
of interactions between the CoC and the Consolidated Plan jurisdiction(s).
(limit 1000 characters)

The Tampa Hillsborough Homeless Initiative (THHI), as the CoC Lead Agency
and the CEO being the CoC Chair, is closely involved with the City of Tampa
and Hillsborough County ESG programs, Action Plan, CAPER, and
Consolidated Plan for at least the past 10 years. The City and County each
have representation on the Board of THHI and as a result of that involvement,
there is a higher percentage of ESG funds allocated to Rapid Rehousing. Plans
developed by the County and the City are presented at the CoC meetings for
additional input. Data collected by the CoC is used to evaluate performance and
make funding adjustments as appropriate.

1C-2b. Based on the response in 1C-2, describe how the CoC is working
with ESG recipients to determine local ESG funding decisions and how
the CoC assists in the development of performance standards and
evaluation of outcomes for ESG-funded activities.
(limit 1000 characters)

THHI, representing the CoC, works closely with the City of Tampa and
Hillsborough County in determining local ESG funding decisions and
performance standards. Beyond the ESG recipients having members on the
Board of THHI, they include THHI in their review process for ESG sub-
recipients and solicit feedback and recommendations from THHI on funding
decisions. In March 2014, THHI, along with the City and County developed
policies and procedures for ESG sub-recipients funded activities.  Additionally,
beginning in 2016, Hillsborough County has contracted with the CoC lead entity,
THHI, to administer its ESG funds.  This allows for better coordination of the
community's homeless strategy.

1C-3. Describe how the CoC coordinates with victim service providers and
non-victim service providers (CoC Program funded and non-CoC funded)
to ensure that survivors of domestic violence are provided housing and
services that provide and maintain safety and security.  Responses must
address how the service providers ensure and maintain the safety and
security of participants and how client choice is upheld.
(limit 1000 characters)

The Spring of Tampa Bay is the only certified domestic violence center serving
Hillsborough county. The Chief Executive Officer of The Spring of Tampa Bay is
a member of the Board of Directors for the CoC lead entity.  Services range
from prevention to crisis intervention and 110 emergency beds and 40
transitional beds. The Spring has operated in Hillsborough County for 36 years
and anyone reporting domestic violence to police can be assisted in getting to
the shelter. Additionally, information related to the domestic violence agency is
not maintain in the HMIS; however, data is collected on an aggregate basis.
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1C-4. List each of the Public Housing Agencies (PHAs) within the CoC's
geographic area. If there are more than 5 PHAs within the CoC’s

geographic area, list the 5 largest PHAs. For each PHA, provide the
percentage of new admissions that were homeless at the time of

admission between July 1, 2015 and June 30, 2016 and indicate whether
the PHA has a homeless admissions preference in its Public Housing

and/or Housing Choice Voucher (HCV) program.

Public Housing Agency Name
% New Admissions into Public Housing and

Housing Choice Voucher Program from 7/1/15 to
6/30/16 who were homeless at entry

PHA has General or
Limited Homeless

Preference

Tampa Housing Authority 14.00% Yes-Both

Plant City Housing Authority 0.00% Yes-Both

If you select "Yes--Public Housing," "Yes--HCV," or "Yes--Both" for "PHA
has general or limited homeless preference," you must attach

documentation of the preference from the PHA in order to receive credit.

1C-5. Other than CoC, ESG, Housing Choice Voucher Programs and
Public Housing, describe other subsidized or low-income housing
opportunities that exist within the CoC that target persons experiencing
homelessness.
(limit 1000 characters)

The CoC works closely with local and national tax-credit developers to provide
housing for those exiting homelessness, such as ELI/LINK – SAIL (The State
Apartment Incentive Loan Program) were apartment complexes financed by
Florida Housing Finance set aside a minimum of 20% of the units for Extremely
Low Income (ELI). A percentage of those are set aside for special needs
households such as: homeless persons, survivors of domestic violence,
persons with a disability and youth aging out of foster care. The CoC works very
closely with Hillsborough County to ensure that projects they support through
funding has the same set aside requirement associated with tax-credits. The
lead entity will serve as the clearinghouse for those units. A service provider will
be assigned to each new housing development. This will ensure that persons
emerging from homelessness are actually placed in the units, that service
providers have access to the units  and landlords have a single point of contact.

1C-6. Select the specific strategies implemented by the CoC to ensure that
homelessness is not criminalized in the CoC's geographic area.  Select all

that apply.
Engaged/educated local policymakers:
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X

Engaged/educated law enforcement:
X

Implemented communitywide plans:
X

No strategies have been implemented

Other:(limit 1000 characters)

13th Judicial Circuit Civil Court Outreach program to connect individuals to homeless services instead of jail time for minor
offences. X
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1D. Continuum of Care (CoC) Discharge Planning

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

1D-1. Select the system(s) of care within the CoC's geographic area for
which there is a discharge policy in place that is mandated by the State,
the CoC, or another entity for the following institutions? Check all that

apply.
Foster Care:

X

Health Care:
X

Mental Health Care:
X

Correctional Facilities:
X

None:

1D-2. Select the system(s) of care within the CoC's geographic area with
which the CoC actively coordinates with to ensure institutionalized

persons that have resided in each system of care for longer than 90 days
are not discharged into homelessness. Check all that apply.

Foster Care:
X

Health Care:
X

Mental Health Care:
X

Correctional Facilities:
X

None:

1D-2a. If the applicant did not check all boxes in 1D-2, explain why there is
no coordination with the institution(s) that were not selected and explain
how the CoC plans to coordinate with the institution(s) to ensure persons
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discharged are not discharged into homelessness.
(limit 1000 characters)

N/A
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1E. Centralized or Coordinated Assessment
(Coordinated Entry)

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

The CoC Program Interim Rule requires CoCs to establish a Centralized or
Coordinated Assessment System which HUD refers to as the Coordinated
Entry Process. Based on the recent Coordinated Entry Policy Brief, HUD's
primary goals for the coordinated entry process are that assistance be
allocated as effectively as possible and that it be easily accessible no
matter where or how people present for assistance.

1E-1. Explain how the CoC's coordinated entry process is designed to
identify, engage, and assist homeless individuals and families that will
ensure those who request or need assistance are connected to proper
housing and services.
(limit 1000 characters)

The CoC is engaged in aggressive & comprehensive outreach as part of the
coordinated entry process. Since August 2015, the CoC outreach committee
uses iPad units to make housing & services more accessible to unshelter
persons. Outreach efforts first try to divert (reconnect with family, mainstream
housing opportunities, access shared housing resources) from shelter system,
offer available field assistance (Mental & Physical Health screening, shelter
referral). For those not diverted, a VI-SPDAT & referral to the Coordianted Entry
Priority List for Housing Programs is completed.  Service providers use the list
to determine most vulnerable eligible persons for screening & enrollment. The
CoC continues to work to launch a dedicated homeless hotline & Community
Services App that persons/families can call/search online to access the nearest
& most appropriate homeless or prevention service.

1E-2. CoC Program and ESG Program funded projects are required to
participate in the coordinated entry process, but there are many other

organizations and individuals who may participate but are not required to
do so. From the following list, for each type of organization or individual,

select all of the applicable checkboxes that indicate how that organization
or individual participates in the CoC's coordinated entry process. If there
are other organizations or persons who participate but are not on this list,
enter the information in the blank text box, click "Save" at the bottom of

the screen, and then select the applicable checkboxes.
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Organization/Person Categories

Participate
s in

Ongoing
Planning

and
Evaluation

Makes
Referrals

to the
Coordinate

d Entry
Process

Receives
Referrals
from the

Coordinate
d Entry
Process

Operates
Access

Point for
Coordinate

d Entry
Process

Participate
s in Case

Conferenci
ng

Does not
Participate

Does not
Exist

Local Government Staff/Officials
X X X X

CDBG/HOME/Entitlement Jurisdiction
X X X X

Law Enforcement
X X X X

Local Jail(s)
X X X

Hospital(s)
X X

EMT/Crisis Response Team(s)
X

Mental Health Service Organizations
X X X X X

Substance Abuse Service Organizations
X X X X

Affordable Housing Developer(s)
X

Public Housing Authorities
X X X

Non-CoC Funded Youth Homeless Organizations
X X X

School Administrators/Homeless Liaisons
X X

Non-CoC Funded Victim Service Organizations
X X X X

Street Outreach Team(s)
X X X X

Homeless or Formerly Homeless Persons
X X X

VA Funded Programs
X X X X X

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950

FY2016 CoC Application Page 13 11/12/2021



 

1F. Continuum of Care (CoC) Project Review,
Ranking, and Selection

Instructions
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

1F-1. For all renewal project applications submitted in the FY 2016 CoC
Program Competition complete the chart below regarding the CoC’s

review of the Annual Performance Report(s).
How many renewal project applications were submitted in the FY 2016 CoC Program Competition? 13

How many of the renewal project applications are first time renewals for which the first operating year has not expired yet? 3

How many renewal project application APRs were reviewed by the CoC as part of the local CoC competition project review,
ranking, and selection process for the FY 2016 CoC Program Competition?

9

Percentage of APRs submitted by renewing projects within the CoC that were reviewed by the CoC in the 2016 CoC
Competition?

90.00%

1F-2 - In the sections below, check the appropriate box(es) for each
selection to indicate how project applications were reviewed and ranked
for the FY 2016 CoC Program Competition. Written documentation of the

CoC's publicly announced Rating and Review procedure must be attached.
Performance outcomes from APR reports/HMIS:

     % permanent housing exit destinations
X

     % increases in income
X

Monitoring criteria:

     Utilization rates
X

     Drawdown rates
X

     Frequency or Amount of Funds Recaptured by HUD
X

Need for specialized population services:
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     Youth

     Victims of Domestic Violence

     Families with Children

     Persons Experiencing Chronic Homelessness
X

     Veterans

None:

1F-2a. Describe how the CoC considered the severity of needs and
vulnerabilities of participants that are, or will be, served by the project
applications when determining project application priority.
 (limit 1000 characters)

Our CoC recognizes that an array of housing and services are needed to
effectively end homelessness for all homeless persons; those with the highest
vulnerabilities and service needs are prioritized. Our overall CoC Coordinated
Entry process includes the VI-SPDAT and Priority List for Housing Programs,
which projects are required to use to select those with the highest VI-SPDAT
score that are eligible for their program when filling openings. Persons that are
chronically homeless and/or hard to serve (no income, 2 or more
mental/physical health conditions) are most vulnerable with high service needs.
In our CoC project priority process, our Renewal Performance Scorecard
included points for projects that demonstrated, through HMIS generated APR
data for their most recently ended grant term, serving a high percentage of
chronic persons with no income at entry and/or with 2 or more mental/physical
health conditions.

1F-3. Describe how the CoC made the local competition review, ranking,
and selection criteria publicly available, and identify the public medium(s)
used and the date(s) of posting. Evidence of the public posting must be
attached.
(limit 750 characters)

All CoC’s local competition review, ranking, and selection criteria was publicly
made available by posting on THHI’s website, email to THHI”s 1,300+ email list,
and announcements at CoC and other community meetings.  The initial original
RFP with the CoC’s New and Renewal Application Process was released via
these methods on 5/13/16.  An RFP addendum specific to the details of HUDs
FY2016 NOFA CoC competition was released in the same manger on 6/10/16.
At the time the process was established and published, no reallocation was
planned therefore there was no published reallocation strategy.  The
reallocation that did occur was voluntarily and from only projects which THHI is
the grantee.

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950

FY2016 CoC Application Page 15 11/12/2021



1F-4.  On what date did the CoC and
Collaborative Applicant publicly post all parts
of the FY 2016 CoC Consolidated Application

that included the final project application
ranking?  (Written documentation of the

public posting, with the date of the posting
clearly visible, must be attached.  In addition,
evidence of communicating decisions to the

CoC's full membership must be attached).

09/14/2016

1F-5.  Did the CoC use the reallocation
process in the FY 2016 CoC Program

Competition to reduce or reject projects for
the creation of new projects?  (If the CoC

utilized the reallocation process, evidence of
the public posting of the reallocation process

must be attached.)

Yes

1F-5a. If the CoC rejected project
application(s), on what date did the CoC and
Collaborative Applicant notify those project
applicants that their project application was

rejected? (If project applications were
rejected, a copy of the written notification to

each project applicant must be attached.)

08/29/2016

1F-6. In the Annual Renewal Demand (ARD)
is the CoC's FY 2016 CoC's FY 2016 Priority
Listing equal to or less than the ARD on the

final HUD-approved FY2016 GIW?

Yes
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1G. Continuum of Care (CoC) Addressing Project
Capacity

Instructions
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

1G-1. Describe how the CoC monitors the performance of CoC Program
recipients.
(limit 1000 characters)

Of the 13 renewal CoC funded programs, THHI as the CoC/HMIS Lead Agency,
is not the grantee for 61% (8) of these programs.  Performance monitoring has
focused on APR data reviews at the end of each grant term for these projects
and providing reporting tools that the projects can use internally to monitor their
data and performance.  For programs THHI is the grantee, there has been more
frequent tracking of performance.   HMIS does conduct annual site visits.
Moving forward, THHI has hired additional staff and will be providing a quarterly
review of all CoC program performance and data as well as providing technical
assistance; as well as system level performance reviews to ensure adherence
to HUD and CoC HMIS compliance.  As part of the FY16 CoC ranking process,
a review of all programs eLOCCS reports was completed for timeliness and
expenditure of funds.

1G-2. Did the Collaborative Applicant include
accurately completed and appropriately
signed form HUD-2991(s) for all project

applications submitted on the CoC Priority
Listing?

Yes
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2A. Homeless Management Information System
(HMIS) Implementation

Intructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2A-1. Does the CoC have a Governance
Charter that outlines the roles and

responsibilities of the CoC and the HMIS
Lead, either within the  Charter itself or by

reference to a separate document like an
MOU/MOA?  In all cases, the CoC's

Governance Charter must be attached to
receive credit, In addition, if applicable, any

separate document, like an MOU/MOA, must
also be attached to receive credit.

Yes

2A-1a. Include the page number where the
roles and responsibilities of the CoC and
HMIS Lead can be found in the attached

document referenced in 2A-1. In addition, in
the textbox indicate if the page number

applies to the CoC's attached governance
charter or attached MOU/MOA.

Page 4

2A-2. Does the CoC have a HMIS Policies and
Procedures Manual? If yes, in order to receive

credit the HMIS Policies and Procedures
Manual must be attached to the CoC

Application.

Yes

2A-3. Are there agreements in place that
outline roles and responsibilities between the

HMIS Lead and the Contributing HMIS
Organization (CHOs)?

Yes

2A-4. What is the name of the HMIS software ServicePoint Software
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used by the CoC (e.g., ABC Software)?

2A-5. What is the name of the HMIS software
vendor (e.g., ABC Systems)?

Bowman Systems, LLC
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2B. Homeless Management Information System
(HMIS) Funding Sources

Instructions
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2B-1. Select the HMIS implementation
coverage area:

Single CoC

* 2B-2. In the charts below, enter the amount of funding from each funding
source that contributes to the total HMIS budget for the CoC.

2B-2.1 Funding Type: Federal - HUD
Funding Source Funding

  CoC $238,843

  ESG $0

  CDBG $0

  HOME $0

  HOPWA $0

Federal - HUD - Total Amount $238,843

2B-2.2 Funding Type: Other Federal
Funding Source Funding

  Department of Education $0

  Department of Health and Human Services $0

  Department of Labor $0

  Department of Agriculture $0

  Department of Veterans Affairs $0

  Other Federal $0

  Other Federal - Total Amount $0

2B-2.3 Funding Type: State and Local
Funding Source Funding
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  City $0

  County $9,711

  State $0

State and Local - Total Amount $9,711

2B-2.4 Funding Type: Private
Funding Source Funding

  Individual $0

  Organization $60,000

Private - Total Amount $60,000

2B-2.5 Funding Type: Other
Funding Source Funding

  Participation Fees $0

Other - Total Amount $0

2B-2.6 Total Budget for Operating Year $308,554
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2C. Homeless Management Information System
(HMIS) Bed Coverage

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2C-1. Enter the date the CoC submitted the
2016 HIC data in HDX, (mm/dd/yyyy):

05/02/2016

2C-2. Per the 2016 Housing Inventory Count (HIC) Indicate the number of
beds in the 2016 HIC and in HMIS for each project type within the CoC.  If a
particular project type does not exist in the CoC then enter "0" for all cells

in that project type.

Project Type
Total Beds

 in 2016 HIC
Total Beds in HIC
Dedicated for DV

Total Beds
in HMIS

HMIS Bed
Coverage Rate

Emergency Shelter (ESG) beds 733 132 585 97.34%

Safe Haven (SH) beds 10 0 10 100.00%

Transitional Housing (TH) beds 513 37 423 88.87%

Rapid Re-Housing (RRH) beds 638 0 638 100.00%

Permanent Supportive Housing (PSH) beds 1,534 0 1,424 92.83%

Other Permanent Housing (OPH) beds 79 0 7 8.86%

2C-2a. If the bed coverage rate for any project type is below 85 percent,
describe how the CoC plans to increase the bed coverage rate for each of
these project types in the next 12 months.
(limit 1000 characters)

The OPH beds consist of non COC or ESG funded projects. It is our plan to
continue to try to engage these projects and encourage HMIS participation by
demonstrating the value of tracking their beds through the system.

2C-3. If any of the project types listed in question 2C-2 above have a
coverage rate below 85 percent, and some or all of these rates can be

attributed to beds covered by one of the following program types, please
indicate that here by selecting all that apply from the list below.

VA Grant per diem (VA GPD):
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VASH:

Faith-Based projects/Rescue mission:
X

Youth focused projects:

Voucher beds (non-permanent housing):

HOPWA projects:

Not Applicable:

2C-4. How often does the CoC review or
assess its HMIS bed coverage?

Quarterly

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950

FY2016 CoC Application Page 23 11/12/2021



 

2D. Homeless Management Information System
(HMIS) Data Quality

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2D-1. Indicate the percentage of unduplicated client records with null or
missing values and the percentage of "Client Doesn't Know" or "Client

Refused" within the last 10 days of January 2016.

Universal Data Element
Percentage Null

or Missing

Percentage
Client Doesn't

Know or Refused

3.1 Name 0% 0%

3.2 Social Security Number 1% 0%

3.3 Date of birth 1% 0%

3.4 Race 2% 0%

3.5 Ethnicity 1% 0%

3.6 Gender 1% 0%

3.7 Veteran status 2% 0%

3.8 Disabling condition 1% 0%

3.9 Residence prior to project entry 1% 0%

3.10 Project Entry Date 0% 0%

3.11 Project Exit Date 0% 0%

3.12 Destination 7% 28%

3.15 Relationship to Head of Household 7% 0%

3.16 Client Location 0% 0%

3.17 Length of time on street, in an emergency shelter, or safe haven 6% 0%

2D-2. Identify which of the following reports your HMIS generates.  Select
all that apply:

CoC Annual Performance Report (APR):
X

ESG Consolidated Annual Performance and Evaluation Report (CAPER):
X

Annual Homeless Assessment Report (AHAR) table shells:
X
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None

2D-3. If you submitted the 2016 AHAR, how
many AHAR tables (i.e., ES-ind, ES-family,

etc)
 were accepted and used in the last AHAR?

12

2D-4. How frequently does the CoC review
data quality in the HMIS?

Quarterly

2D-5. Select from the dropdown to indicate if
standardized HMIS data quality reports are
generated to review data quality at the CoC

level, project level, or both.

Both Project and CoC

2D-6. From the following list of federal partner programs, select the ones
that are currently using the CoC's HMIS.

VA Supportive Services for Veteran Families (SSVF):
X

VA Grant and Per Diem (GPD):
X

Runaway and Homeless Youth (RHY):

Projects for Assistance in Transition from Homelessness (PATH):
X

VA Contract Beds
X

None:

2D-6a. If any of the Federal partner programs listed in 2D-6 are not
currently entering data in the CoC's HMIS and intend to begin entering
data in the next 12 months, indicate the Federal partner program and the
anticipated start date.
(limit 750 characters)

N/A
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2E. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

The data collected during the PIT count is vital for both CoC's and HUD.
HUD needs accurate data to understand the context and nature of
homelessness throughout the country, and to provide Congressand the
Office of Management and Budget (OMB) with information regarding
services provided, gaps in service, and performance. Accurate, high
quality data is vital to inform Congress' funding decisions.

2E-1. Did the CoC approve the final sheltered
PIT count methodology for the 2016 sheltered

PIT count?

Yes

2E-2. Indicate the date of the most recent
sheltered PIT count:

(mm/dd/yyyy)

02/25/2016

2E-2a. If the CoC conducted the sheltered PIT
count outside of the last 10 days of January

2016, was an exception granted by HUD?

Yes

2E-3. Enter the date the CoC submitted the
sheltered PIT count data in HDX:

(mm/dd/yyyy)

05/02/2016
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2F. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count: Methods

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2F-1. Indicate the method(s) used to count sheltered homeless persons
during the 2016 PIT count:

Complete Census Count:
X

Random sample and extrapolation:

Non-random sample and extrapolation:

2F-2. Indicate the methods used to gather and calculate subpopulation
data for sheltered homeless persons:

HMIS:

HMIS plus extrapolation:
X

Interview of sheltered persons:
X

Sample of PIT interviews plus extrapolation:

2F-3. Provide a brief description of your CoC's sheltered PIT count
methodology and describe why your CoC selected its sheltered PIT count
methodology.
(limit 1000 characters)

Our CoC extracted information for the PIT from the HMIS for all providers that
entered data into the HMIS. For the ES, SH, and TH projects that did not enter
information into the HMIS, we sent surveys to the housing/shelter projects to
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catpture the PIT data. Data was extrapolated for any project that refused to
participate in the PIT. Our CoC felt that this methodology would return the most
accurate results for our 2016 PIT Count.

2F-4. Describe any change in methodology from your sheltered PIT count
in 2015 to 2016, including any change in sampling or extrapolation
method, if applicable. Do not include information on changes to the
implementation of your sheltered PIT count methodology (e.g., enhanced
training or change in partners participating in the PIT count).
(limit 1000 characters)

No changes were made in methodology between 2015 and 2016.

2F-5. Did your CoC change its provider
coverage in the 2016 sheltered count?

No

2F-5a. If "Yes" in 2F-5, then describe the change in provider coverage in
the 2016 sheltered count.
(limit 750 characters)
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2G. Continuum of Care (CoC) Sheltered Point-in-
Time (PIT) Count: Data Quality

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2G-1. Indicate the methods used to ensure the quality of the data collected
during the sheltered PIT count:

Training:
X

Follow-up:
X

HMIS:
X

Non-HMIS de-duplication techniques:

2G-2. Describe any change to the way your CoC implemented its sheltered
PIT count from 2015 to 2016 that would change data quality, including
changes to training volunteers and inclusion of any partner agencies in
the sheltered PIT count planning and implementation, if applicable.  Do
not include information on changes to actual sheltered PIT count
methodology (e.g. change in sampling or extrapolation methods).
(limit 1000 characters)

No changes were made in methodology between 2015 and 2016.
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2H. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

HUD requires CoCs to conduct an unsheltered PIT count every 2 years
(biennially) during the last 10 days in January; however, HUD also strongly
encourages CoCs to conduct the unsheltered PIT count annually at the
same time that they conduct annual sheltered PIT counts.  HUD required
CoCs to conduct the last biennial PIT count during the last 10 days in
January 2015.

2H-1. Did the CoC approve the final
unsheltered PIT count methodology for the

most recent unsheltered PIT count?

Yes

2H-2. Indicate the date of the most recent
unsheltered PIT count (mm/dd/yyyy):

02/25/2016

2H-2a. If the CoC conducted the unsheltered
PIT count outside of the last 10 days of

January 2016, or most recent count, was an
exception granted by HUD?

Yes

2H-3. Enter the date the CoC submitted the
unsheltered PIT count data in HDX

(mm/dd/yyyy):

05/02/2016
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2I. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count: Methods

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2I-1. Indicate the methods used to count unsheltered homeless persons
during the 2016 or most recent PIT count:

Night of the count - complete census:
X

Night of the count - known locations:
X

Night of the count - random sample:

Service-based count:
X

HMIS:
X

2I-2. Provide a brief descripton of your CoC's unsheltered PIT count
methodology and describe why your CoC selected this unsheltered PIT
count methodology.
(limit 1000 characters)

Our CoC PIT volunteers canvassed the majority of the CoC geography to using
locations where unsheltered persons were likely to be on the day/night of the
count as starting points and then fanning our from those areas.  The information
used for the PIT is gathered from daily, year-round canvassing by our outreach
team with included eight law enforcement officers that are specifically assigned
to homeless outreach. There were a few areas of our large CoC geographical
area that were not included based on data collected over a period of 1 year
showing no unsheltered persons had been encountered around those areas.
These were mostly extreme rural and high remote areas in our CoC. Our CoC
also included service based counts at locations where persons go for service
(non-shelters), and utilized HMIS data when possible from some service
locations. Using this methodology would yield the most accurate results for the
2016 PIT Count.
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2I-3. Describe any change in methodology from your unsheltered PIT
count in 2015 (or 2014 if an unsheltered count was not conducted in 2015)
to 2016, including any change in sampling or extrapolation method, if
applicable. Do not include information on changes to implementation of
your sheltered PIT count methodology (e.g., enhanced training or change
in partners participating in the count).
(limit 1000 characters)

No changes were made in methodology between 2015 and 2016.

2I-4. Has the CoC taken extra measures to
identify unaccompanied homeless youth in

the PIT count?

No

2I-4a. If the response in 2I-4 was "no" describe any extra measures that
are being taken to identify youth and what the CoC is doing for homeless
youth.
(limit 1000 characters)

Our CoC is currently in the draft-review stage of developing a five year strategic
plan on homelessness, which details the strategies that will help identify
unaccompanied homeless youth and connect them with appropriate services
within our CoC. Our CoC recognizes that the population of unaccompanied
youth who are experiencing homelessness have a variety of special needs and
considerations. The strategies detailed in the five year strategic plan include
steps to engage and train our law enforcement to serve as expert first
responders for our homeless youth, develop task forces to address the special
needs for LGBTQ youth and victims of trafficking, and offer a range of housing
options to meet the needs homeless youth. Our CoC has also partnered with
the Yankees to develop a network of peer advocates and staff liaisons within
the local high schools to provide a safe and comfortable environment for the
homeless youth to be identified and connected with services.
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2J. Continuum of Care (CoC) Unsheltered Point-
in-Time (PIT) Count: Data Quality

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

2J-1.  Indicate the steps taken by the CoC to ensure the quality of the data
collected for the 2016 unsheltered PIT count:

Training:
X

"Blitz" count:
X

Unique identifier:
X

Survey questions:
X

Enumerator observation:
X

None:

2J-2. Describe any change to the way the CoC implemented the
unsheltered PIT count from 2015 (or 2014 if an unsheltered count was not
conducted in 2015) to 2016 that would affect data quality.  This includes
changes to training volunteers and inclusion of any partner agencies in
the unsheltered PIT count planning and implementation, if applicable.  Do
not include information on changes in actual methodology (e.g. change in
sampling or extrapolation method).
 (limit 1000 characters)

No changes were made in methodology between 2015 and 2016.
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3A. Continuum of Care (CoC) System
Performance

Instructions
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program NOFA. Please submit technical questions to the
HUD Exchange Ask A Question.

3A-1. Performance Measure: Number of Persons Homeless - Point-in-Time
Count.

* 3A-1a. Change in PIT Counts of Sheltered and Unsheltered Homeless
Persons

Using the table below, indicate the number of persons who were homeless
at a Point-in-Time (PIT) based on the 2015 and 2016 PIT counts as

recorded in the Homelessness Data Exchange (HDX).
2015 PIT

(for unsheltered count, most recent
year conducted)

2016 PIT Difference

Universe: Total PIT Count of sheltered and
unsheltered persons

1,931 1,817 -114

     Emergency Shelter Total 669 631 -38

     Safe Haven Total 9 10 1

     Transitional Housing Total 497 407 -90

Total Sheltered Count 1,175 1,048 -127

Total Unsheltered Count 756 769 13

3A-1b. Number of Sheltered Persons Homeless - HMIS.
Using HMIS data, enter the number of homeless persons who were served

in a sheltered environment between October 1, 2014 and September 30,
2015 for each category provided.

Between October 1, 2014 and September 30, 2015

Universe: Unduplicated Total sheltered homeless persons 4,523

Emergency Shelter Total 3,732

Safe Haven Total 51

Transitional Housing Total 1,096

3A-2. Performance Measure:  First Time Homeless.

Describe the CoC's efforts to reduce the number of individuals and
families who become homeless for the first time.  Specifically, describe
what the CoC is doing to identify risk factors of becoming homeless.
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(limit 1000 characters)

The CoC’s first line of defense to reduce first time homelessness is that the
majority of the CoC members that are system entry points (emergency shelters,
rapid rehousing) have trained staff at their agencies to intervene and prevent
homelessness, when possible, by quickly referring households to prevention
assistance available through 5 County Community Resource Centers,
Metropolitan Ministries and other entities and/or trying to assist persons to
reconnect with other supports (family/friends) to avoid becoming homeless.
The CoC’s Outreach partners also strive to divert persons they encounter that
are not yet literally homeless.  These entities also often try to referral to other
needed resources employment and healthcare the person may benefit.
Recognizing that the need for prevention assistance usually exceeds the
systems current capacity, the CoC 5-year strategic plan will include strategies to
increase the amount and availability of prevention assistance within our
community.

3A-3. Performance Measure:  Length of Time Homeless.

Describe the CoC’s efforts to reduce the length of time individuals and
families remain homeless.  Specifically, describe how your CoC has
reduced the average length of time homeless, including how the CoC
identifies and houses individuals and families with the longest lengths of
time homeless.
(limit 1000 characters)

The CoC has increased access to programs through a multi-door CE process
and increased Outreach efforts to more quickly identify/engage persons that
become homeless. A focus on increasing community capacity over the past 2-3
years has resulted in over 300 new shelter beds, 4 new RRH, added 158 PSH
chronic and we are currently transitioning TH programs to shelter with RRH
vouchers for rapid exits is underway.  An effective process for a by-name list
(BNL) for Veterans and focused engagement effort will be expanded in the next
year to include BNLs for chronic, unaccompanied youth & families. The 5-year
plan calls for the production of at least 400 units, and homeless preferences in
new locally funded housing units and we are working closely with City, County
and State government funders & affordable housing developers to achieve (and
exceed) this goal as our area’s rental market has a vacancy rate of just 3%
which does affect the rate at which persons can be moved out of
homelessness.

* 3A-4. Performance Measure: Successful Permanent Housing Placement
or Retention.

 In the next two questions, CoCs must indicate the success of its projects
in placing persons from its projects into permanent housing.

3A-4a. Exits to Permanent Housing Destinations:
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Fill in the chart to indicate the extent to which projects exit program
participants into permanent housing (subsidized or non-subsidized) or the

retention of program participants in CoC Program-funded permanent
supportive housing.

Between October 1, 2014 and September 30, 2015

Universe: Persons in SSO, TH and PH-RRH who exited 340

Of the persons in the Universe above, how many of those exited to permanent
destinations?

222

% Successful Exits 65.29%

3A-4b. Exit To or Retention Of Permanent Housing:
In the chart below, CoCs must indicate the number of persons who exited
from any CoC funded permanent housing project, except rapid re-housing
projects, to permanent housing destinations or retained their permanent

housing between October 1, 2014 and September 31, 2015.
Between October 1, 2014 and September 30, 2015

Universe: Persons in all PH projects except PH-RRH 1,240

Of the persons in the Universe above, indicate how many of those remained in
applicable PH projects and how many of those exited to permanent destinations?

1,153

% Successful Retentions/Exits 92.98%

3A-5. Performance Measure: Returns to Homelessness: Describe the
CoCs efforts to reduce the rate of individuals and families who return to
homelessness. Specifically, describe strategies your CoC has
implemented to identify and minimize returns to homelessness, and
demonstrate the use of HMIS or a comparable database to monitor and
record returns to homelessness.
(limit 1000 characters)

The CoC's Coordinated Entry process includes the majority of the CoC
members that are system entry points (emergency shelters, rapid rehousing)
have trained staff at their agencies to intervene and prevent homelessness,
when possible prevention and diversion, including efforts to mediate and
negotiate payment plans with landlords, identifying family members willing to
assist in keeping the individual or family from returning to homelessness. The
CoC also encourages projects to connect participants to mainstream benefit
supports needed to increase a participant’s housing stability after exit.
Connections to non-cash benefits, as well as income increases are scoring
criteria for funding consideration. The CoC’s 5-year plan, currently in draft form,
includes the development of processes and tracking through HMIS of exit
destinations, housing stability, and returns to homelessness at the project level
to augment the system level reports currently available.

3A-6. Performance Measure: Job and Income Growth.
Performance Measure: Job and Income Growth. Describe the CoC's
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specific strategies to assist CoC Program-funded projects to increase
program participants' cash income from employment and non-
employment non-cash sources.
(limit 1000 characters)

The CoC has been actively educating CoC members on utilizing SOAR for
submitting successful SSI/SSDI applications to assist homeless persons in
receiving benefits. The CoC has also formed strong partnerships with the
Hillsborough County Veterans Reintegration program, who assists homeless
Veterans in obtaining additional VA benefits and employment. Several CoC
members have specific employment assistance programs for homeless
persons, even those with multiple barriers to employment. THHI, the CoC lead
agency, is currently developing a Five Year Strategic Plan on Homelessness
that will provide additional strategies for increasing the rate by which homeless
individuals and families increase their income from employment and
nonemployment
sources. THHI will oversee the implementation of Five Year Strategic Plan on
Homelessness.

3A-6a. Describe how the CoC is working with mainstream employment
organizations to aid homeless individuals and families in increasing their
income.
(limit 1000 characters)

THHI, as the lead agency for the CoC, currently sits on the CareerSource
Tampa Bay One-Stop Consortium (called the One-Stop Committee) and
CareerSource is a community collaborator of the CoC.

In order to increase income, each person seeking employment should register
with CareerSource Tampa Bay (Workforce Alliance). This provides them access
to career consulting; computers, phones and fax machines; internet access to
Employ Florida Marketplace, the statewide system for local job openings;
training opportunities for those who qualify, work assessments, etc. Staff
assures that homeless individuals also participate in job fairs hosted by
CareerSource, who offers a bonding program. Persons with disabilities, through
CareerSource Tampa Bay and the Ticket to Work program receives more
intensive support services in their job search. Also, agencies of the CoC also
provide job skills training programs and social security benefits
counseling(SOAR) for homeless individuals.

3A-7.  What was the the criteria and decision-making process the CoC
used to identify and exclude specific geographic areas from the CoC's
unsheltered PIT count?
(limit 1000 characters)

The CoC used knowledge based experts, dedicated law enforcement and
geotagging information from the homeless outreach teams to identify areas that
do not have a history of encampments or known homeless persons living in
those areas.

3A-7a. Did the CoC completely exclude
geographic areas from the the most recent

Yes
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PIT count (i.e., no one counted there and, for
communities using samples the area was

excluded from both the sample and
extrapolation) where the CoC determined that
there were no unsheltered homeless people,

including areas that are uninhabitable (e.g.
disasters)?

3A-7b. Did the CoC completely exclude geographic areas from the the
most recent PIT count (i.e., no one counted there and, for communities
using samples the area was excluded from both the sample and
extrapolation) where the CoC determined that there were no unsheltered
homeless people, including areas that are uninhabitable (e.g. deserts,
wilderness, etc.)?
(limit 1000 characters)

Yes.

3A-8.  Enter the date the CoC submitted the
system performance measure data into HDX.

The System Performance Report generated
by HDX must be attached.

(mm/dd/yyyy)

08/12/2016

3A-8a.  If the CoC was unable to submit their System Performance
Measures data to HUD via the HDX by the deadline, explain why and
describe what specific steps they are taking to ensure they meet the next
HDX submission deadline for System Performance Measures data.
 (limit 1500 characters)
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3B. Continuum of Care (CoC) Performance and
Strategic Planning Objectives

Objective 1: Ending Chronic Homelessness

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

To end chronic homelessness by 2017, HUD encourages three areas of
focus through the implementation of Notice CPD 14-012: Prioritizing
Persons Experiencing Chronic Homelessness in Permanent Supportive
Housing and Recordkeeping Requirements for Documenting Chronic
Homeless Status.

 1. Targeting persons with the highest needs and longest histories of
homelessness for existing and new permanent supportive housing;
                                                                   2. Prioritizing chronically homeless
individuals, youth and families who have the longest histories of
homelessness; and
 3. The highest needs for new and turnover units.

3B-1.1. Compare the total number of chronically homeless persons, which
includes persons in families, in the CoC as reported by the CoC for the

2016 PIT count compared to 2015 (or 2014 if an unsheltered count was not
conducted in 2015).

2015
(for unsheltered count,

most recent year
conducted)

2016 Difference

Universe: Total PIT Count of sheltered and
unsheltered chronically homeless persons

315 254 -61

Sheltered Count of chronically homeless persons 98 61 -37

Unsheltered Count of chronically homeless
persons

217 193 -24

3B-1.1a. Using the "Differences" calculated in question 3B-1.1 above,
explain the reason(s) for any increase, or no change in the overall TOTAL
number of chronically homeless persons in the CoC, as well as the
change in the unsheltered count, as reported in the PIT count in 2016
compared to 2015.
(limit 1000 characters)
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When comparing the total number of sheltered and unsheltered chronically
homeless persons between the 2015 and 2016 PIT, we notice a decrease in the
overall number, the sheltered number, and the unsheltered number. This
decrease can be partly attributed to the 158 additional permanent supportive
housing beds that are dedicated to serve chronically homeless persons. These
beds have helped chronically homeless persons resolve their homelessness. In
addition to this, our Coordinated Entry System and incentives for PSH projects
who prioritize serving chronically homeless persons have helped decrease the
number of chronically homeless individuals in our CoC.

3B-1.2.  Compare the total number of PSH beds (CoC Program and non-
CoC Program funded) that were identified as dedicated for use by

chronically homeless persons on the 2016 Housing Inventory Count, as
compared to those identified on the 2015 Housing Inventory Count.

2015 2016 Difference

Number of CoC Program and non-CoC Program funded PSH beds dedicated for use
by chronically homelessness persons identified on the HIC.

247 405 158

3B-1.2a.  Explain the reason(s) for any increase, or no change in the total
number of PSH beds (CoC program funded or non-CoC Program funded)
that were identified as dedicated for use by chronically homeless persons
on the 2016 Housing Inventory Count compared to those identified on the
2015 Housing Inventory Count.
(limit 1000 characters)

Since August of 2014, the new leadership of THHI and the CoC has been
aggressively working to not only end Veteran homelessness by the end of 2015,
but also end Chronic homelessness by 2017 by increasing the number of PSH
beds available and by encouraging providers to dedicate new and existing beds
to serving chronically homeless persons. Between the 2015 and 2016 HIC, the
number of beds dedicated to serving chronically homeless persons in our CoC
increased by 158. The increase includes 3 under development projects - More
HEART (11), PHAME (13) and Tampa Housing Authority (THA) Chronic
Preferene 2016 (40);  2 projects increasing the number of existing beds
dedicated to serving chronic (11); a THA Chronic Preference using HCV
turnaover began in 2015 (36) and the merger of 2 projects increased HOME3's
dedicated beds by 33.  The 2016 HIC also corrected the chronic beds for the
Sandra Prince project which should of had 14 reported on the 2015 HIC.

3B-1.3. Did the CoC adopt the Orders of
Priority into their standards for all CoC

Program funded PSH as described in Notice
CPD-14-012:  Prioritizing Persons

Experiencing Chronic Homelessness in
Permanent Supportive Housing and

Recordkeeping Requirements for
Documenting Chronic Homeless Status?

Yes
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3B-1.3a. If “Yes” was selected for question
3B-1.3, attach a copy of the CoC’s written

standards or other evidence that clearly
shows the incorporation of the Orders of

Priority in Notice CPD  14-012 and indicate
the page(s) for all documents where the

Orders of Priority are found.

p2 July CoC Mtg

3B-1.4.  Is the CoC on track to meet the goal
of ending chronic homelessness by 2017?

Yes

This question will not be scored.

3B-1.4a.  If the response to question 3B-1.4 was “Yes” what are the
strategies that have been implemented by the CoC to maximize current
resources to meet this goal?  If “No” was selected, what resources or
technical assistance will be implemented by the CoC to reach to goal of
ending chronically homelessness by 2017?
(limit 1000 characters)

The CoC is currently in the draft-review stage of developing a five year strategic
plan on homelessness, which details five interrelated strategies to reaching the
goal of effectively ending chronic homelessness by 2017. Some of those
strategies include: effectively ending chronic homelessness among Veterans as
a top priority; Outreach and identification to know chronically homeless by
name; Assessment and prioritization through multiple Community Housing
Solutions Centers; Development of additional housing units to adequately re-
house all chronically homeless persons by end of 2017; and Housing retention.
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3B. Continuum of Care (CoC) Strategic Planning
Objectives

3B. Continuum of Care (CoC) Strategic Planning Objectives

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

HUD will evaluate CoC's based on the extent to which they are making
progress to achieve the goal of ending homelessness among households
with children by 2020.

3B-2.1. What factors will the CoC use to prioritize households with
children during the FY2016 Operating year? (Check all that apply).

Vulnerability to victimization:
X

Number of previous homeless episodes:
X

Unsheltered homelessness:
X

Criminal History:

Bad credit or rental history (including
 not having been a leaseholder):

Head of household has mental/physical disabilities:
X

Veterans
X

Chronic
X

N/A:

3B-2.2. Describe the CoC's strategies including concrete steps  to rapidly
rehouse every household with children within 30 days of those families
becoming homeless.
(limit 1000 characters)
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The CoC’s CE process VI-SPDAT assessment process quickly identifies &
connects families to housing intervention through referrals to the CoC’s Priority
List for Housing used by programs with openings to identify eligible households.
The CoC is also matching RRH vouchers to family shelters to increase rapid
exits and is planning at least 1 Community Housing Solutions Centers to
increase shelter options for families. The CoC will be implementing a BNL
process for youth & families modeled after the process used for Veterans that
will increase engagement and connections to appropriate programs. The 5-year
plan calls for the production of at least 400 units, and homeless preferences in
new locally funded housing units and we are working closely with City, County
and State government funders & affordable housing developers to achieve (and
exceed) this goal as our area’s rental market has a vacancy rate of just 3%
which affects the rate at which families can be moved out of homelessness.

3B-2.3. Compare the number of RRH units available to serve families from
the 2015 and 2016 HIC.

2015 2016 Difference

RRH units available to serve families in the HIC: 79 137 58

3B-2.4. How does the CoC ensure that emergency shelters, transitional
housing, and permanent housing (PSH and RRH) providers within the CoC

do not deny admission to or separate any family members from other
members of their family based on age, sex, gender or disability when

entering shelter or housing? (check all strategies that apply)
CoC policies and procedures prohibit involuntary family separation:

X

There is a method for clients to alert CoC when involuntarily separated:

CoC holds trainings on preventing involuntary family separation, at least once a year:
X

None:

3B-2.5. Compare the total number of homeless households with children in
the CoC as reported by the CoC for the 2016 PIT count compared to 2015

(or 2014 if an unsheltered count was not conducted in 2015).

PIT Count of Homelessness Among Households With Children
2015 (for unsheltered count,
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most recent year conducted) 2016 Difference

Universe: Total PIT Count of sheltered and
unsheltered homeless households with
children:

169 166 -3

Sheltered Count of homeless households with
children:

152 151 -1

Unsheltered Count of homeless households
with children:

17 15 -2

3B-2.5a. Explain the reason(s) for any increase, or no change in the total
number of homeless households with children in the CoC as reported in
the 2016 PIT count compared to the 2015 PIT count.
(limit 1000 characters)

Our CoC has seen very little change in the number of sheltered and unsheltered
households with children from the 2015 to the 2016 PIT Count. Between the
2015 and 2016 HIC, number of PSH and RRH beds in our CoC for households
with children increased from 725 to 1,010. The largest contributor to this change
was that Catholic Charities Pathways RRH project had just started 3 months
prior to the 2015 HIC report and therefore was just ramping up enrollment and
only had a few units with 20 beds utilized. By 2016 HIC, the program was fully
operational with all 67 units with 300 total beds full. The CoC expects to see this
total number decrease moving forward as more RRH programs begin.

3B-2.6. From the list below select the  strategies to the CoC uses to
address the unique needs of unaccompanied homeless youth including

youth under age 18, and youth ages 18-24, including the following.
Human trafficking and other forms of exploitation? Yes

LGBTQ youth homelessness? Yes

Exits from foster care into homelessness? Yes

Family reunification and community engagement? Yes

Positive Youth Development, Trauma Informed Care, and the use of Risk and Protective Factors in assessing
youth housing and service needs?

No

Unaccompanied minors/youth below the age of 18? Yes

3B-2.6a. Select all strategies that the CoC uses to address homeless youth
trafficking and other forms of exploitation.

Diversion from institutions and decriminalization of youth actions that stem from being trafficked:

Increase housing and service options for youth fleeing or attempting to flee trafficking:
X

Specific sampling methodology for enumerating and characterizing local youth trafficking:

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950

FY2016 CoC Application Page 44 11/12/2021



Cross systems strategies  to quickly identify and prevent occurrences of youth trafficking:

Community awareness training concerning youth trafficking:
X

N/A:

3B-2.7. What factors will the CoC use to prioritize unaccompanied youth
including youth under age 18, and youth ages 18-24 for housing and
services during the FY 2016 operating year? (Check all that apply)

Vulnerability to victimization:
X

Length of time homeless:
X

Unsheltered homelessness:
X

Lack of access to family and community support networks:
X

N/A:

3B-2.8. Using HMIS, compare all unaccompanied youth including youth
under age 18, and youth ages 18-24 served in any HMIS contributing

program who were in an unsheltered situation prior to entry in FY 2014
(October 1, 2013-September 30, 2014) and FY 2015 (October 1, 2014 -

September 30, 2015).
FY 2014

(October 1, 2013 -
September 30, 2014)

FY 2015
 (October 1, 2014 -

September 30, 2105)
Difference

Total number of unaccompanied youth served in HMIS
contributing programs who were in an unsheltered situation prior
to entry:

239 129 -110

3B-2.8a. If the number of unaccompanied youth and children, and youth-
headed households with children served in any HMIS contributing
program who were in an unsheltered situation prior to entry in FY 2015 is
lower than FY 2014 explain why.
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(limit 1000 characters)

In recent years there have been several projects that have gone into operation
that provide comprehensive services that target unaccompanied youth. These
projects include Camelot Community Care, Miracles Outreach, and Ybor Youth
Clinic. These projects may have had an impact on lowering the numbers of
unaccompanied youth and children served in any HMIS contributing programs
between FY2015 and FY2016.

3B-2.9. Compare funding for youth homelessness in the CoC's geographic
area in CY 2016 and CY 2017.

Calendar Year 2016 Calendar Year 2017 Difference

Overall funding for youth homelessness dedicated
projects (CoC Program and non-CoC Program funded):

$76,641.00 $654,987.00 $578,346.00

CoC Program funding for youth homelessness dedicated
projects:

$76,641.00 $76,641.00 $0.00

Non-CoC funding for youth homelessness dedicated
projects (e.g. RHY or other Federal, State and Local
funding):

$0.00 $578,346.00 $578,346.00

3B-2.10. To what extent have youth services and educational
representatives, and CoC representatives participated in each other's

meetings between July 1, 2015 and June 30, 2016?
Cross-Participation in Meetings # Times

CoC meetings or planning events attended by LEA or SEA representatives: 8

LEA or SEA meetings or planning events (e.g. those about child welfare, juvenille justice or out of school time)
attended by CoC representatives:

2

CoC meetings or planning events attended by youth housing and service providers (e.g. RHY providers): 10

3B-2.10a. Based on the responses in 3B-2.10, describe in detail how the
CoC collaborates with the McKinney-Vento local educational authorities
and school districts.
(limit 1000 characters)

The Hillsborough County Public Schools staff are members of the CoC by
regularly attending the CoC meetings and participating on a CoC Committee.
The Assistant Superintendent of Student Services for the Hillsborough County
Public Schools currently sits on the Board of the Tampa Hillsborough Homeless
Initiative, the lead agency for the CoC, which allows more collaboration and
integration of efforts to ensure educational stability for at-risk and literally
homeless students. THHI is also the HMIS administrator for the CoC and is
currently working with the Public Schools to ensure access to the HIMS
database to follow services provided by CoC, to shared clients, check on bed
availability, and check if new school referrals are already being served by CoC
agencies. This will make things more efficient and saves time for CoC and
Hillsborough County Public Schools.
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3B-2.11. How does the CoC make sure that homeless individuals and
families who become homeless  are informed of their eligibility for and
receive access to educational services?  Include the policies and
procedures that homeless service providers (CoC and ESG Programs) are
required to follow.
(limit 2000 characters)

Over the last two years, the CoC has been working closely with Hillsborough
County Public Schools to formalize policies and procedures that homeless
service providers (CoC and ESG Programs) are required to follow. Also, as the
HMIS Lead, THHI is working with the youth and educational partners to provide
access to the HMIS databases to make it more convenient for them to input
participants and make referrals to the appropriate CoC and ESG programs
through the Coordinated Entry process.  However, since the Assistant
Superintendent of Student Services for the Hillsborough County Public Schools
currently sits on the Board of the THHI and Hillsborough County Public Schools
staff are active participates of the CoC and sit various CoC committees,
including the Unaccompanied Youth Committee, and they have and are able to
make presentations to the CoC members to ensure they are informed about the
educational services their homeless participants could be eligible for.

3B-2.12. Does the CoC or any HUD-funded projects within the CoC have
any written agreements with a program that services infants, toddlers, and
youth children, such as Head Start; Child Care and Development Fund;
Healthy Start; Maternal, Infant, Early Childhood Home Visiting programs;
Public Pre-K; and others?
 (limit 1000 characters)

Currently, there is only one local child and family serving entity funded with
HUD-ESG/CDBG project, Metropolitan Ministries, that has an agreement with
Early Learning Education Coalition of Hillsborough County (ELCHC), a 501-C3
organization that specializes in the funding and delivery of quality early
childhood care and education and after-school programs and services to the
children and families of Hillsborough County.  Additionally, the Early Learning
Education Coalition does provide a homeless preference that was establised
several years ago which allows families that are homeless working with other
agencies to be able to connect with these education programs.
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3B. Continuum of Care (CoC) Performance and
Strategic Planning Objectives

Objective 3: Ending  Veterans Homelessness

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

Opening Doors outlines the goal of ending Veteran homelessness by the
end of 2016. The following questions focus on the various strategies that
will aid communities in meeting this goal.

3B-3.1. Compare the total number of homeless Veterans in the CoC as
reported by the CoC for the 2016 PIT count compared to 2015 (or 2014 if an

unsheltered count was not conducted in 2015).
2015 (for unsheltered count,
most recent year conducted) 2016 Difference

Universe: Total PIT count of sheltered and
unsheltered homeless veterans:

313 181 -132

Sheltered count of homeless veterans: 161 112 -49

Unsheltered count of homeless veterans: 152 69 -83

3B-3.1a. Explain the reason(s) for any increase, or no change in the total
number of homeless veterans in the CoC as reported in the 2016 PIT
count compared to the 2015 PIT count.
(limit 1000 characters)

The CoC saw a dramatic decrease in the number of unsheltered homeless
veterans from 152 in 2015 to 69 in 2016. This can be attributed to the CoC's
focus on effectively ending veteran homelessness. Our CoC has been using a
master list pulled from HMIS to identify homeless veterans and coordinate
services. This coordination includes frequent discussions with VA staff, when
ROIs are present, to determine VA benefits eligibility and appropriateness for
VA programs. All programs also include in their processes to assist Veterans to
connect with VA benefits they may be eligible. The two SSVF programs in our
community are the primary referral points for homeless Veterans.
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3B-3.2. Describe how the CoC identifies, assesses, and refers homeless
veterans who are eligible for Veterean's Affairs services and housing to
appropriate reources such as HUD-VASH and SSVF.
(limit 1000 characters)

As a priority 1 community for the VA-SSVF’s efforts, the CoC has assisted in
the creation of a master list to identify, from HMIS, a list of all homeless
Veterans in our CoC. Increased coordination efforts among SSVF, CoC-funded
PSH, ESG and VA programs staff has led to a better system of identifying which
program is best to reach out to work with the Veteran. This coordination
includes frequent discussions with VA staff, when ROIs are present, to
determine VA benefits eligibility and appropriateness for VA programs. All
programs also include in their processes to assist Veterans to connect with VA
benefits they may be eligible. The two SSVF programs in our community are the
primary referral points for homeless Veterans. Operation: REVEILLE 2014 and
2015 assisted to bring together local, state, federal and private partners as part
of this effort to identify and make appropriate referrals. Since the 2014 event,
over 400 homeless Veterans have been housed.

3B-3.3.  Compare the total number of homeless Veterans in the CoC and
the total number of unsheltered homeless Veterans in the CoC, as

reported by the CoC for the 2016 PIT Count compared to the 2010 PIT
Count (or 2009 if an unsheltered count was not conducted in 2010).

2010 (or 2009 if an
unsheltered count was
not conducted in 2010)

2016 % Difference

Total PIT Count of sheltered and unsheltered
homeless veterans:

1,271 181 -85.76%

Unsheltered Count of homeless veterans: 1,162 69 -94.06%

3B-3.4. Indicate from the dropdown whether
you are on target to end Veteran

homelessness by the end of 2016.

Yes

This question will not be scored.

3B-3.4a. If "Yes", what are the strategies being used to maximize your
current resources to meet this goal? If "No" what resources or technical
assistance would help you reach the goal of ending Veteran
homelessness by the end of 2016?
(limit 1000 characters)

In 2014, new leadership brought new and innovative initiatives to address the
issue of homelessness. One of the key initiatives was Operation: REVEILLE; a
community-wide/multi-sector, housing first based project, to rapidly rehouse
homeless Veterans from the street directly into PH/PSH paired with case
management and wrap around services. The event was held on Veterans Day
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2014 and 2015, and the initiative has been ongoing through 2015 and 2016.
This process is done by referring all Veterans to the two SSVF programs for VA
assessments, VI-SPDAT for housing (Veteran Prioritization List), and housing
the most vulnerable first based on SPDAT scores. Since 2014, over 400
homeless Veterans have been housed. With 181 homeless veterans remaining,
our CoC recognizes the need for additional affordable housing units in order to
house any remaining veterans and effectively end veteran homelessness. The
CoC is working tirelessly to develop additional affordable housing units in our
community.
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4A. Accessing Mainstream Benefits

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

4A-1. Does the CoC systematically provide
information to provider staff about

mainstream benefits, including up-to-date
resources on eligibility and program changes

that can affect homeless clients?

Yes

4A-2.  Based on the CoC's FY 2016 new and renewal project applications,
what percentage of projects have demonstrated they are assisting project

participants to obtain mainstream benefits? This includes all of the
following within each project: transportation assistance, use of a single
application, annual follow-ups with participants, and SOAR-trained staff

technical assistance to obtain SSI/SSDI?

 FY 2016 Assistance with Mainstream Benefits
Total number of project applications in the FY 2016 competition (new and renewal): 15

Total number of renewal and new project applications that demonstrate assistance to project participants to obtain
mainstream benefits (i.e. In a Renewal Project Application, “Yes” is selected for Questions 2a, 2b and 2c on Screen
4A. In a New Project Application, "Yes" is selected for Questions 5a, 5b, 5c, 6, and 6a on Screen 4A).

14

Percentage of renewal and new project applications in the FY 2016 competition that have demonstrated assistance
to project participants to obtain mainstream benefits:

93%

4A-3. List the organizations (public, private, non-profit and other) that you
collaborate with to facilitate health insurance enrollment, (e.g., Medicaid,
Medicare,  Affordable Care Act options) for program participants.  For
each organization you partner with, detail the specific outcomes resulting
from the partnership in the establishment of benefits.
(limit 1000 characters)

At the present time the CoC currently has relationships with the following
agencies, but does not have an formal arrangement to facilitate health
insurance enrollment: Children's Board of Hillsborough County Agency for
Health Care Administration, Florida Department of Health, Hillsborough County
Health Department, and Federally Qualified Health Centers, such as Tampa
Family Health Centers; but only works with Hillsborough County Health
Department to enroll eligible participants in their Health Care Plan. The Health
Care Plan is an award-winning health care plan that provides residents living at
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or below the poverty level access to health care needs such as: primary and
specialty care, inpatient and outpatient treatment, pharmaceuticals, and other
services that are "medically necessary. The CoC does have plans as part of the
Five Year Strategic Plan to establish formal relationships with healthcare
organizations to ensure service providers can enroll their program participants.

4A-4. What are the primary ways the CoC ensures that program
participants with health insurance are able to effectively utilize the

healthcare benefits available to them?
Educational materials:

X

In-Person Trainings:
X

Transportation to medical appointments:
X

Support direct outreach by healthcare providers.
X

Not Applicable or None:
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4B. Additional Policies

Instructions:
For guidance on completing this form, please reference the FY 2016 CoC Application Detailed
Instructions and the FY 2016 CoC Program Competition NOFA. Please submit technical
questions to the HUD Exchange Ask A Question.

4B-1. Based on the CoCs FY 2016 new and renewal project applications,
what percentage of Permanent Housing (PSH and RRH), Transitional

Housing (TH), and SSO (non-Coordinated Entry) projects in the CoC are
low barrier?

 FY 2016 Low Barrier Designation
Total number of PH (PSH and RRH), TH and non-Coordinated Entry SSO project applications in the FY 2016 competition
(new and renewal):

13

Total number of PH (PSH and RRH), TH and non-Coordinated Entry SSO renewal and new project applications that
selected “low barrier” in the FY 2016 competition:

12

Percentage of PH (PSH and RRH), TH and non-Coordinated Entry SSO renewal and new project applications in the FY
2016 competition that will be designated as “low barrier”:

92%

4B-2. What percentage of CoC Program-funded Permanent Supportive
Housing (PSH), Rapid Re-Housing (RRH), SSO (non-Coordinated Entry)

and Transitional Housing (TH) FY 2016 Projects have adopted a Housing
First approach, meaning that the project quickly houses clients without

preconditions or service participation requirements?

FY 2016 Projects Housing First Designation
Total number of PSH, RRH, non-Coordinated Entry SSO, and TH project applications in the FY 2016 competition (new and
renewal):

13

Total number of PSH, RRH, non-Coordinated Entry SSO, and TH renewal and new project applications that selected
Housing First in the FY 2016 competition:

12

Percentage of PSH, RRH, non-Coordinated Entry SSO,
 and TH renewal and new project applications in the FY 2016 competition that will be designated as Housing First:

92%

4B-3. What has the CoC done to ensure awareness of and access to
housing and supportive services within the CoC’s geographic area to

persons that could benefit from CoC-funded programs but are not
currently participating in a CoC funded program? In particular, how does

the CoC reach out to for persons that are least likely to request housing or
services in the absence of special outreach?

Direct outreach and marketing:
X
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Use of phone or internet-based services like 211:
X

Marketing in languages commonly spoken in the community:
X

Making physical and virtual locations accessible to those with disabilities:
X

Not applicable:

4B-4. Compare the number of RRH units available to serve populations
from the 2015 and 2016 HIC.

2015 2016 Difference

RRH units available to serve all populations in the HIC: 347 638 291

4B-5. Are any new proposed project
applications requesting $200,000 or more in

funding for housing rehabilitation or new
construction?

No

4B-6. If "Yes" in Questions 4B-5, then describe the activities that the
project(s) will undertake to ensure that employment, training and other
economic opportunities are directed to low or very low income persons to
comply with section 3 of the Housing and Urban Development Act of 1968
(12 U.S.C. 1701u) (Section 3) and HUD’s implementing rules at 24 CFR part
135?
 (limit 1000 characters)

4B-7. Is the CoC requesting to designate one
or more of its SSO or TH projects to serve

families with children and youth defined as
homeless under other Federal statutes?

No

4B-7a. If "Yes", to question 4B-7, describe how the use of grant funds to
serve such persons is of equal or greater priority than serving persons
defined as homeless in accordance with 24 CFR 578.89. Description must
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include whether or not this is listed as a priority in the Consolidated
Plan(s) and its CoC strategic plan goals. CoCs must attach the list of
projects that would be serving this population (up to 10 percent of CoC
total award) and the applicable portions of the Consolidated Plan.
(limit 2500 characters)

4B-8. Has the project been affected by a
major disaster, as declared by the President

Obama under Title IV of the Robert T. Stafford
Disaster Relief and Emergency Assistanct

Act, as amended (Public Law 93-288) in the 12
months prior to the opening of the FY 2016

CoC Program Competition?

No

4B-8a. If "Yes" in Question 4B-8, describe the impact of the natural
disaster on specific projects in the CoC and how this affected the CoC's
ability to address homelessness and provide the necessary reporting to
HUD.
(limit 1500 characters)

4B-9. Did the CoC or any of its CoC program
recipients/subrecipients request technical

assistance from HUD since the submission of
the FY 2015 application? This response does

not affect the scoring of this application.

No

4B-9a. If "Yes" to Question 4B-9, check the box(es) for which technical
assistance was requested.

This response does not affect the scoring of this application.

CoC Governance:

CoC Systems Performance Measurement:

Coordinated Entry:

Data reporting and data analysis:

HMIS:

Homeless subpopulations targeted by Opening Doors: veterans, chronic, children and families, and
unaccompanied youth:

Maximizing the use of mainstream resources:

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950
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Retooling transitional housing:

Rapid re-housing:

Under-performing program recipient, subrecipient or project:

Not applicable:

4B-9b. Indicate the type(s) of Technical Aassistance that was provided,
using the categories listed in 4B-9a, provide the month and year the CoC
Program recipient or sub-recipient received the assistance and the value
of the Technical Assistance to the CoC/recipient/sub recipient involved

given the local conditions at the time, with 5 being the highest value and a
1 indicating no value.

Type of Technical Assistance Received
Date Received

Rate the Value of the
Technical Assistance

Applicant: Tampa/Hillsborough County CoC FL-501
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FY2016 CoC Application Page 56 11/12/2021



 

4C. Attachments

Instructions:
Multiple files may be attached as a single .zip file. For instructions on how to use .zip files, a
reference document is available on the e-snaps training site:
https://www.hudexchange.info/resource/3118/creating-a-zip-file-and-capturing-a-screenshot-
resource

Document Type Required? Document Description Date Attached

13. HDX-system Performance
Measures

Yes FL-501 HDX-system... 08/30/2016

14. Other No Not Applicable 09/14/2016

15. Other No Not Applicable 09/14/2016

06. CoC's Governance Charter Yes FL-501 CoC's Gove... 09/13/2016

04. CoC's Rating and Review
Procedure: Public Posting
Evidence

Yes FL-501 FY2016 Rat... 08/30/2016

12. Project List to Serve
Persons Defined as Homeless
under Other Federal Statutes (if
applicable)

No Not Applicable 09/14/2016

05. CoCs Process for
Reallocating

Yes FL-501 THC-CoC Re... 09/14/2016

11. CoC Written Standards for
Order of Priority

No FL-501 CoC Writte... 08/30/2016

09. PHA Administration Plan
(Applicable Section(s) Only)

Yes Plant City & Tamp... 08/30/2016

10. CoC-HMIS MOU (if
referenced in the CoC's
Goverance Charter)

No FL-501 THC-CoC HM... 08/30/2016

07. HMIS Policy and
Procedures Manual

Yes THC-CoC HMIS Poli... 08/30/2016

03. CoC Rating and Review
Procedure (e.g. RFP)

Yes THC-CoC FY2016 Un... 08/30/2016

08. Applicable Sections of Con
Plan to Serving Persons
Defined as Homeless Under
Other Fed Statutes

No FY2016 Certificat... 09/07/2016

02. 2016 CoC Consolidated
Application: Public Posting
Evidence

Yes FL-501 FY 2016 Co... 09/14/2016

01. 2016 CoC Consolidated
Application: Evidence of the
CoC's communication to
rejected participants

Yes 2016 CoC Consolid... 09/13/2016

Applicant: Tampa/Hillsborough County CoC FL-501
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Attachment Details

Document Description: FL-501 HDX-system Performance Measures
Submission

Attachment Details

Document Description: Not Applicable

Attachment Details

Document Description: Not Applicable

Attachment Details

Document Description: FL-501 CoC's Governance Charter

Attachment Details

Document Description: FL-501 FY2016 Rating and Review Procedure:
Public Posting Evidence

Attachment Details
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FY2016 CoC Application Page 58 11/12/2021



 

 

 

 

 

 

 

 

 

 

 

Document Description: Not Applicable

Attachment Details

Document Description: FL-501 THC-CoC Reallocation Process

Attachment Details

Document Description: FL-501 CoC Written Standards for Order of
Priority (Scenario Summary) - Final

Attachment Details

Document Description: Plant City & Tampa City PHA ADMIN PLAN
(Applicable Sections Only)

Attachment Details

Document Description: FL-501 THC-CoC HMIS MOU

Attachment Details

Document Description: THC-CoC HMIS Policy and Procedures Manual
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Attachment Details

Document Description: THC-CoC FY2016 Universal RFP (Rating &
Review Process)

Attachment Details

Document Description: FY2016 Certificate of Consistency 2991 City
County - Signed

Attachment Details

Document Description: FL-501 FY 2016 CoC Consolidated Application-
Public Posting Evidence

Attachment Details

Document Description: 2016 CoC Consolidated Application: Evidence of
the CoC's communication to rejected participants
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Submission Summary

Ensure that the Project Priority List is complete prior to submitting.

Page Last Updated

1A. Identification 08/19/2016

1B. CoC Engagement 09/13/2016

1C. Coordination 09/13/2016

Applicant: Tampa/Hillsborough County CoC FL-501
Project: FL-501 CoC Registration FY2016 COC_REG_2016_135950
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1D. CoC Discharge Planning 08/19/2016

1E. Coordinated Assessment 09/13/2016

1F. Project Review 09/14/2016

1G. Addressing Project Capacity 09/13/2016

2A. HMIS Implementation 08/30/2016

2B. HMIS Funding Sources 08/30/2016

2C. HMIS Beds 09/14/2016

2D. HMIS Data Quality 09/09/2016

2E. Sheltered PIT 09/14/2016

2F. Sheltered Data - Methods 08/29/2016

2G. Sheltered Data - Quality 08/29/2016

2H. Unsheltered PIT 09/13/2016

2I. Unsheltered Data - Methods 09/13/2016

2J. Unsheltered Data - Quality 08/30/2016

3A. System Performance 09/09/2016

3B. Objective 1 09/09/2016

3B. Objective 2 09/09/2016

3B. Objective 3 08/31/2016

4A. Benefits 09/09/2016

4B. Additional Policies 08/30/2016

4C. Attachments 09/14/2016

Submission Summary No Input Required
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Measure 1: Length of Time Persons Remain Homeless

a. This measure is of the client’s entry, exit, and bed night dates strictly as entered in the HMIS system.

Universe 
(Persons)

Average LOT Homeless 
(bed nights)

Median LOT Homeless 
(bed nights)

Previous FY Current FY Previous FY Current FY Difference Previous FY Current FY Difference

1.1  Persons in ES and SH 3792 56 28

1.2  Persons in ES, SH, and TH 4437 91 48

b. Due to changes in DS Element 3.17, metrics for measure (b) will not be reported in 2016.

Universe 
(Persons)

Average LOT Homeless 
(bed nights)

Median LOT Homeless 
(bed nights)

Previous FY Current FY Previous FY Current FY Difference Previous FY Current FY Difference

1.1  Persons in ES and SH - - - - - - - -

1.2  Persons in ES, SH, and TH - - - - - - - -

Metric 1.1: Change in the average and median length of time persons are homeless in ES and SH projects. 
Metric 1.2: Change in the average and median length of time persons are homeless in ES, SH, and TH projects.

This measures the number of clients active in the report date range across ES, SH (Metric 1.1) and then ES, SH 
and TH (Metric 1.2) along with their average and median length of time homeless. This includes time homeless 
during the report date range as well as prior to the report start date, going back no further than October, 1, 2012.

This measure includes data from each client’s “Length of Time on Street, in an Emergency Shelter, or Safe 
Haven” (Data Standards element 3.17) response and prepends this answer to the client’s entry date effectively 
extending the client’s entry date backward in time. This “adjusted entry date” is then used in the calculations just 
as if it were the client’s actual entry date.

Performance Measurement Module (Sys PM)
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Measure 2: The Extent to which Persons who Exit Homelessness to 
Permanent Housing Destinations Return to Homelessness

Total # of 
Persons who 
Exited to a 
Permanent 
Housing 

Destination (2 
Years Prior)

Returns to 
Homelessness in Less 

than 6 Months
(0 - 180 days)

Returns to 
Homelessness from 6 

to 12 Months
(181 - 365 days)

Returns to 
Homelessness from 

13 to 24 Months
(366 - 730 days)

Number of Returns
in 2 Years

# of Returns % of Returns # of Returns % of Returns # of Returns % of Returns # of Returns % of Returns

Exit was from SO 14 5 36% 0 0% 2 14% 7 50%

Exit was from ES 129 14 11% 5 4% 4 3% 23 18%

Exit was from TH 298 18 6% 18 6% 19 6% 55 18%

Exit was from SH 34 5 15% 2 6% 4 12% 11 32%

Exit was from PH 321 5 2% 13 4% 25 8% 43 13%

TOTAL Returns to 
Homelessness 796 47 6% 38 5% 54 7% 139 17%

This measures clients who exited SO, ES, TH, SH or PH to a permanent housing destination in the date range 
two years prior to the report date range. Of those clients, the measure reports on how many of them returned to 
homelessness as indicated in the HMIS for up to two years after their initial exit.

Performance Measurement Module (Sys PM)
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Measure 4: Employment and Income Growth for Homeless Persons in 
CoC Program-funded Projects

Metric 4.1 – Change in earned income for adult system stayers during the reporting period

Previous FY Current FY Difference

Universe: Number of adults (system stayers) 218

Number of adults with increased earned income 5

Percentage of adults who increased earned income 2%

Measure 3: Number of Homeless Persons

Metric 3.1 – Change in PIT Counts

This measures the change in PIT counts of sheltered and unsheltered homeless person as reported on the PIT (not from 
HMIS).

Previous FY 
PIT Count 2015 PIT Count Difference

Universe: Total PIT Count of sheltered and unsheltered persons 1944 1931 -13

Emergency Shelter Total 314 669 355

Safe Haven Total 7 9 2

Transitional Housing Total 532 497 -35

Total Sheltered Count 853 1175 322

Unsheltered Count 1091 756 -335

Metric 3.2 – Change in Annual Counts

This measures the change in annual counts of sheltered homeless persons in HMIS.

Previous FY Current FY Difference

Universe: Unduplicated Total sheltered homeless persons 4523

Emergency Shelter Total 3732

Safe Haven Total 51

Transitional Housing Total 1096

Performance Measurement Module (Sys PM)
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Metric 4.2 – Change in non-employment cash income for adult system stayers during the 
reporting period

Previous FY Current FY Difference

Universe: Number of adults (system stayers) 218

Number of adults with increased non-employment cash income 15

Percentage of adults who increased non-employment cash income 7%

Metric 4.3 – Change in total income for adult system stayers during the reporting period

Previous FY Current FY Difference

Universe: Number of adults (system stayers) 218

Number of adults with increased total income 20

Percentage of adults who increased total income 9%

Metric 4.4 – Change in earned income for adult system leavers

Previous FY Current FY Difference

Universe: Number of adults who exited (system leavers) 234

Number of adults who exited with increased earned income 40

Percentage of adults who increased earned income 17%

Metric 4.5 – Change in non-employment cash income for adult system leavers

Previous FY Current FY Difference

Universe: Number of adults who exited (system leavers) 234

Number of adults who exited with increased non-employment cash 
income 29

Percentage of adults who increased non-employment cash income 12%

Metric 4.6 – Change in total income for adult system leavers

Previous FY Current FY Difference

Universe: Number of adults who exited (system leavers) 234

Number of adults who exited with increased total income 64

Percentage of adults who increased total income 27%

Performance Measurement Module (Sys PM)

8/12/2016 4:26:30 PM 4



Measure 5: Number of persons who become homeless for the 1st time

Metric 5.1 – Change in the number of persons entering ES, SH, and TH projects with no prior 
enrollments in HMIS

Previous FY Current FY Difference

Universe: Person with entries into ES, SH or TH during the reporting 
period. 3926

Of persons above, count those who were in ES, SH, TH or any PH 
within 24 months prior to their entry during the reporting year. 828

Of persons above, count those who did not have entries in ES, SH, TH 
or PH in the previous 24 months. (i.e. Number of persons 
experiencing homelessness for the first time)

3098

Metric 5.2 – Change in the number of persons entering ES, SH, TH, and PH projects with no 
prior enrollments in HMIS

Previous FY Current FY Difference

Universe: Person with entries into ES, SH, TH or PH during the 
reporting period. 5146

Of persons above, count those who were in ES, SH, TH or any PH 
within 24 months prior to their entry during the reporting year. 1138

Of persons above, count those who did not have entries in ES, SH, TH 
or PH in the previous 24 months. (i.e. Number of persons 
experiencing homelessness for the first time.)

4008

Measure 6: Homeless Prevention and Housing Placement of Persons 
deϐined by category 3 of HUD’s Homeless Deϐinition in CoC Program-
funded Projects

This Measure is not applicable to CoCs in 2016.

Performance Measurement Module (Sys PM)
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Measure 7: Successful Placement from Street Outreach and Successful 
Placement in or Retention of Permanent Housing

Previous FY Current FY Difference

Universe: Persons who exit Street Outreach 300

Of persons above, those who exited to temporary & some institutional 
destinations 141

Of the persons above, those who exited to permanent housing 
destinations 6

% Successful exits 49%

Metric 7a.1 – Change in exits to permanent housing destinations

Metric 7b.1 – Change in exits to permanent housing destinations

Previous FY Current FY Difference

Universe: Persons in ES, SH, TH and PH-RRH who exited 4107

Of the persons above, those who exited to permanent housing 
destinations 1748

% Successful exits 43%

Metric 7b.2 – Change in exit to or retention of permanent housing

Previous FY Current FY Difference

Universe: Persons in all PH projects except PH-RRH 1240

Of persons above, those who remained in applicable PH projects and 
those who exited to permanent housing destinations 1153

% Successful exits/retention 93%

Performance Measurement Module (Sys PM)
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GOVERNANCE CHARTER
24  CFR  578.7(A)  (5) 

ARTICLE I: Name and Geographic Area 
The name of the Continuum of Care shall be the Tampa/Hillsborough County Continuum of Care, 
hereinafter referred to as the Tampa/Hillsborough County CoC. It will serve all areas of 
Hillsborough County, Florida including the City of Tampa, Plant City, Temple Terrace and 
unincorporated areas of Hillsborough County.   

ARTICLE II: Mission 
The Tampa/Hillsborough County CoC commits itself to effectively ending homelessness, which 
means to have a systematic response in place that ensures homelessness is prevented whenever 
possible or is otherwise a rare, brief, and nonrecurring experience. 

The Tampa/Hillsborough County CoC is a broad based partnership established to prevent and end 
homelessness within our community. Through a multi-sector collaboration and interagency 
coordination, the Tampa/Hillsborough County CoC will provide those experiencing homelessness, 
or at imminent risk of homelessness, with efficient and effective services, and help them obtain or 
maintain permanent affordable housing. The Tampa/Hillsborough County CoC shall serve in an 
advisory capacity to the designated CoC Lead Agency and its Board of Directors. 

ARTICLE III: CoC Lead Agency/Collaborative Applicant 
In 1986 the Tampa Hillsborough Homeless Initiative, Inc., hereinafter referred to as THHI, was 
established, recognized and designated by the state of Florida, in consultation with the local 
homeless coalitions and the Florida offices of the U.S. Department of Housing and Urban 
Development (HUD), to serve as the CoC Lead agency on homeless issues.  THHI was later 
designated as the Collaborative Applicant for the Tampa/Hillsborough County CoC for the 
purposes of HUD’s annual CoC program competition. For more information on the role and duties 
of a CoC Lead Agency see HUD regulations: 24 CFR 578 and Florida Statutes: Chapter 420.623 – 624. 

As the Collaborative Applicant, THHI confronts the challenges to tackling homelessness by 
creating and maintaining strategic synergistic relationships with federal, state, local and private 
entities, through the utilization of metric-informed strategy, and through the implementation of 
best practices across the Continuum of Care.  For more information on the role and duties of a 
Collaborative Applicant see HUD regulations: 24 CFR 578 of Interim Rule page 45425. 

ARTICLE IV: Homeless Management Information Systems (HMIS) Lead Agency 
THHI is also the designated Tampa/Hillsborough County CoC HMIS Lead Agency and is responsible 
for ensuring that the Tampa/Hillsborough County CoC HMIS is administered in accordance with the 
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HEARTH Act, with regulations and notices promulgated pursuant to the HEARTH Act, and with 
other applicable federal, state and local laws and ordinances. 
  
The Tampa/Hillsborough County CoC and the Tampa Hillsborough Homeless Initiative have 
adopted the UNITY Information Network Standard Operating Procedures, which were developed 
and recommended by the UNITY Advisory Committee, to be the governing documents for the 
Tampa/Hillsborough County CoC Homeless Management Information System (HMIS) known as 
UNITY.  
 
The Tampa/Hillsborough County CoC utilizes Bowman System’s ServicePoint as the official 
Homeless Management Information Systems database software for the Tampa/Hillsborough 
County CoC.   
 
For more information on the role and duties of a CoC HMIS Lead Agency see HUD regulations: 24 

CFR Part 578.3 of Interim Rule page 45444. 
 
 

ARTICLE V: THHI Board of Directors 
THHI’s Board of Directors will serve as the final decision making body for approval of CoC 
recommendations from the Executive Planning Committee, to include strategies, project priority 
rankings, and needed resources. 
 
Except for those responsibilities assigned to the Tampa/Hillsborough County CoC in Article XI, the 
Board will act on behalf of the Tampa/Hillsborough County CoC to fulfill the regulatory duties of a 
continuum of care as set forth in 24 CFR 578, or as otherwise articulated by HUD. Along with the 
CoC Executive Planning Committee, the Board will be responsible for approving the 
implementation of all CoC policies and procedures and the Tampa/Hillsborough County CoC 
Strategic Plan. 
 

ARTICLE VI: THHI Review Board 
As a committee under the THHI’s Board of Directors, the THHI Review Board reviews the scoring 
results from both the CoC Ranking and Review Committee and the CoC Membership and makes a 
recommendations to the THHI Board of Directors related to all funding opportunities available 
through THHI.  This includes utilizing approved ranking directives set by the THHI Board of 
Directors, HUD’s scoring criteria, priorities, guidelines, and regulations, and/or other directives set 
forth by a specific funder to develop a recommended Project Priority List for all Request for 
Proposal Application processes, which includes the HUD CoC Competition, to ensure the 
application(s) submitted for/to the Tampa/Hillsborough County CoC are as competitive as possible.  
Recommended Project Priority Listing would be submitted to the THHI’s Board of Directors for 
final approval. 
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ARTICLE VII: CoC Membership 
Section 1: Qualifications  
Membership in the Tampa/Hillsborough County CoC is open to any organization – nonprofit, for 
profit, or governmental entity – committed to ending homelessness or assisting people who are 
homeless or at-risk of becoming homeless within the Tampa/Hillsborough County area.   
 
Section 2: Membership Status 
To be considered an active member of the Tampa/Hillsborough CoC, the member organization 
must meet these thresholds: participation by authorized representatives in a minimum of 80 
percent of general (monthly) meetings; have at least one agency designated participant as a 
voting member of one of the CoC’s eight (8) standing/sub-committees, with that person (or 
designated alternate) attending at least 80 percent of their respective committee meetings.  
Failure to meet participation thresholds will result in forfeiture of an organizations CoC active 
status.  The minimum participation threshold is not applicable to funders of the CoC. 
 
The membership year, for determining 80 percent participation shall be January 1 to December 31 
and active status will be based on the most recently ended calendar year, beginning January 1, 
2017.  Until January 1, 2017, 80 percent attendance will be based on the previous, rolling, 12 
month period. 
 
The receipt of planning funds from HUD has, for the time being, eliminated the need for 
collecting membership dues.  Therefore, organizational members of the CoC must meet the 
above minimum participation thresholds by designated, authorized representatives in order to 
maintain their membership active status.  
 

Section 3: Voting Privileges and Delegates 
Only active member organization will have voting privileges.  Active Members of the CoC are able 
to vote for the seven (7) Executive Planning Committee at-large members and on key policy issues 
and receive additional points when competing for new or renewal funding (for active CoC 
participation as detailed below). Active CoC Committee Members are able to vote for the Chairs 
of their CoC Committees.   
 
Each member organization shall be entitled to an unlimited number of participants; however each 
member organization shall authorize one official representative and one alternate, of which one 
must be functioning as an executive or managerial level within the member organization, for the 
purposes of voting on behalf of the member organization, with only one vote per member 
organization.  If two member organizations are closely linked but organized as separate non-profit 
organizations for IRS tax purposes (e.g. The Salvation Army and The Salvation Army Adult 
Rehabilitation Center (ARC) then each such organization is entitled to its own membership and 
vote.   
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Persons with lived homelessness experience may have multiple alternates. The inclusion of 
additional alternates for persons with lived homelessness experience reflects the CoC’s 
commitment to promoting meaningful participation for persons with lived homelessness 
experience. For the purposes of voting, the Consumer Advisory Committee, as described below, 
shall be treated as a “member organization” and collectively shall have one vote. The chair of the 
Consumer Advisory Committee shall be the designated represented for purpose of voting, 
however this committee may select one designated alternate should the chair be unable to attend 
a vote.   
 

Section 4: Approval of Members 
Applications for membership shall be submitted, using the CoC membership form, to THHI, the 
CoC lead agency at info@THHI.org, and are subject to approval by a majority vote of the Executive 
Planning Committee.  Each member organization must serve on at least one of the eight CoC 
standing / subcommittees. 
 
Annually each member organization shall verify its membership information by November 30th, 
by submitting the CoC’s membership form to info@THHI.org indicating changes or no changes. 
 
Section 5: Withdrawal of Members 
A member organization may withdraw from the Tampa/Hillsborough County CoC at any time by 
submitting a letter of withdrawal to THHI, the CoC lead agency at info@THHI.org.  Withdrawal 
from the CoC will also end the organization’s active membership status even if they had achieved 
the required threshold in the previous calendar year.  Re-entry into the CoC membership will be 

allowed after a positive review of the member seeking agency by the Executive Planning 
Committee has been executed.  
 

Section 6: Removal of Members 
Any member organization may be removed from the Tampa/Hillsborough County CoC, with or 
without cause, by a two-thirds majority of the Executive Planning Committee. Removal is effective 
only if it occurs at a meeting called for that purpose. Notice must be sent to all Executive Planning 
Committee members stating that the proposed removal is a purpose of the meeting. A 
representative of the organization recommended for removal shall have the opportunity to speak 
on its behalf prior to a vote of the Executive Planning Committee. The Executive Planning 
Committee may deliberate without the representative of the organization recommended for 
removal present prior to the vote of the Executive Planning Committee.   
 
Re-entry into the CoC membership will be allowed by two-thirds majority vote of the Executive 
Planning Committee.  Executive Planning Committee may require a "Corrective Action Plan" be 
prepared, agreed upon and executed prior to re-entry.  Time limits should be set for creation of 
CAP, approval of CAP by EPC and review of executed CAP by EPC within 30-45 days of request by 
member seeking agency.   
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Section 7: Appeal 
Any recommendation to remove or revoke an organization’s membership from the 
Tampa/Hillsborough County CoC by its membership will be accompanied by an explanation of the 
reasons for the recommendation and of the organization’s right to an appeal.  
 
Any organization that chooses to exercise its right to an appeal must do so in writing within 30 
days of the removal recommendation to the CoC Chair/CEO of THHI for review by THHI’s Board of 
Directors.  The Board will provide their decision in writing within 15 days.   
 
Section 8: Individuals 
Individual persons may attend meetings, participate in discussions at all CoC meetings, including 
committees, but they shall not be considered CoC members or have voting privileges, unless 
representing a member organization.  

 
ARTICLE VIII: Officers 
Section 1: Titles and Duties 
The Tampa/Hillsborough County CoC shall have the following officers: Chair, Vice Chair, and 
Secretary. The duties of each officer shall be as follows: 

 
Chair 
The Chair shall convene and preside at all meetings of the Executive Planning Committee and 
the general (monthly) CoC meeting. The Chair shall serve as an ex-officio member of all 
committees, and shall perform such duties incident to the office of Chair. The CEO of THHI will 
serve as the Chair of the Tampa/Hillsborough County CoC and Executive Planning Committee. 

 

Vice Chair 
The Vice Chair shall be a member of the Executive Planning Committee and preside at meetings 
of the Tampa/Hillsborough County CoC in the absence of the Chair, and shall serve in the role 
of the Chair in case of the resignation or dismissal of the Chair until a new Chair is instated. The 
Vice Chair shall perform such duties incident to the office of Vice Chair and such other duties 
as may be assigned by the Executive Planning Committee.   

 

Secretary 
The Secretary shall prepare meeting agendas in consultation with the Chair, notify, either 
directly or by cause, members of all meetings, record and maintain all votes and the minutes 
of the meetings of the Tampa/Hillsborough County CoC, distribute, either directly or by cause, 
minutes of previous meetings, maintain a current membership roster and list of authorized 
delegates, and maintain the records and office of the Tampa/Hillsborough County CoC. The 
Secretary shall perform such duties incident to the office of Secretary and such other duties as 
may be assigned by the Executive Planning Committee. 
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Section 2: Qualifications 
The CoC Vice Chair and shall be a member of the Executive Planning Committee and shall be 
selected by a majority vote of the Executive Planning Committee members.  The position of 
Secretary shall be filled by appointment by the CEO of THHI. 
 

Section 3: Terms of Office 
The Chair, being the CEO of the THHI, shall serve in this capacity for as long as the person is the 
CEO of THHI.   The Vice Chair, as a member of the Executive Planning Committee will serve a 2-year 
term and will rotate between a being a representative from the private and public sectors.  Persons 
in these offices may be re-elected to the same office; however, no person may serve in the same 
office for more than three consecutive full terms.  The Secretary shall serve at the pleasure of the 
CEO of THHI. 
 

Section 4: Nomination and Election 
In November of each year, the Executive Planning Committee shall present a slate of candidates 
for the Vice Chair position of the committee for the coming term. This position shall be elected at 
a regularly scheduled meeting during December of the same year and take office on the first day 
of the month immediately following their election. At this meeting, additional nominations may be 
made from the floor by any member organization. Such nominations require a second from a 
member organization. No persons may be nominated unless such person has agreed to serve in 
the position if elected.  The Executive Planning Committee will submit a list of candidates to the 
CEO of the THHI for the first Vice Chair of the Tampa/Hillsborough County CoC.  The CEO of the 
THHI will select and appoint the first Vice Chair of the Tampa/Hillsborough County CoC.   
 

Section 5: Resignation 
An officer may resign at any time by submitting a letter of resignation to the Chair and copy the 
Executive Planning Committee. 
 

Section 6: Vacancies 
Vacancies in the offices of Vice Chair and Parliamentarian shall be filled by election from the 
membership according to the process detailed in Article VIII - Section 4.  
 

ARTICLE IX: Executive Planning Committee 
Section 1: Powers 
The Executive Planning Committee of the CoC shall administer the goals and objectives of the CoC 
as set forth by its mission statement to include reviewing community-wide policies, planning of 
activities, identifying key stakeholders, expanding and maintaining active and diverse 
membership, and identifying additional resources necessary to address homelessness within the 
Tampa/Hillsborough County CoC in alignment with the community strategy and federal, state and 
local regulations.  All recommendations made by the CoC Standing Committees are vetted by the 
CoC Executive Planning Committee and then forwarded to THHI’s Board for final determination of 
implementation approval.  
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Section 2: Number and Qualifications 
The CoC Executive Planning Committee shall be 15 in number, consisting of the CoC Chair, CoC 
Vice Chair (selected from the Executive Planning Committee), the remaining seven committee 
chairs, which would include a person that is experiencing homelessness or was formerly 
homeless (Consumer Advisory Committee Chair) and seven (7) At-Large members 
(representatives of organizations that do not deal directly with homelessness). The Secretary 
(THHI) shall serve the Executive Planning Committee but shall not be considered a member or 
have voting privileges.  
 

Section 3: Terms of Office 
Executive Planning Committee members will serve two year terms commencing January 2017.  
Representatives from Standing Committees may represent the private or public sector.  
Representatives shall be elected at a regularly scheduled CoC general meeting during December 
of the same year and take office on the first day of the month immediately following their election. 
Additional nominations may be made from the floor by any member organization of said 
Committee. Such nominations require a second from a Committee member.  No persons may be 
nominated unless such person has agreed to serve in the office if elected.  Except for the Secretary, 
no person may serve on the Board more than two consecutive full terms. 
 
Section 4: Nomination and Election of At-Large Members 
In November of each year, the Executive Planning Committee shall present a slate of candidates 
(representatives of organizations that do not deal directly with homelessness) for the at-large 
positions of the committee. These positions shall be elected at a regularly scheduled meeting 
during December of the same year and take office on the first day of the month immediately 
following their election. At this meeting, additional nominations may be made from the floor by 
any member organization. Such nominations require a second from a member organization. No 
persons may be nominated unless such person has agreed to serve in the position if elected.  The 
Executive Planning Committee will submit a list of candidates to the CEO of the Tampa 
Hillsborough Homeless Initiative (CoC Lead Agency) for the first At-Large Members of the 
Tampa/Hillsborough County CoC.  The CEO of the Tampa Hillsborough Homeless Initiative will 
select and appoint the first At-Large Members of the Tampa/Hillsborough County CoC.  Upon initial 
appointment, the At-Large Members will serve for 2 years.   At-Large Members may continue to 
serve continuous years contingent on being nominated and re-elected.  
 
Section 5: Selection of Representatives from Standing Committees 
Each Standing Committee shall elect a Chairperson to represent said Committee on the Executive 
Planning Committee at the time when the position on the Executive Planning Committee is open.  
 
Section 6: Resignation 
An officer may resign at any time by submitting a letter of resignation to the Chair of the Executive 
Planning Committee. 
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Section 7: Vacancies 
Vacancies in at-large positions on the Executive Planning Committee shall be filled by election from 
the membership. Vacancies in representatives of Standing Committees shall be filled by selection 
by the respective committee.  
 
Section 8: Removal of Officers and Directors 
The Vice Chair, or any member of the Executive Planning Committee except the Chair, may be 
removed from office, with or without cause, by a two-thirds majority of the remaining Executive 
Planning Committee. Each Standing Committee may request removal of its representative from 
the Executive Planning Committee by submitting a letter to the Chair of the Executive Planning 
Committee.  Removal is effective only if it occurs at a meeting called for that purpose. Notice must 
be sent to all Executive Planning Committee members stating that the proposed removal is a 
purpose of the meeting. The person recommended for removal shall have the opportunity to 
speak on his/her behalf prior to a vote of the Executive Planning Committee. The Executive 
Planning Committee may deliberate with the person recommended for removal present prior to 
the vote of the Executive Planning Committee.  The Executive Planning Committee must submit 
its recommendation for removal to the CEO of the Tampa Hillsborough Homeless Initiative for final 
approval of the removal. 
 
Section 7: Appeal 
Any recommendation to remove or revoke the Vice Chair, or any member of the Executive 
Planning Committee except the Chair, maybe accompanied by an explanation of the reasons for 
the recommendation and of the member’s right to an appeal.  
 
Any committee member that chooses to exercise their right to an appeal must do so in writing 
within 30 days of the removal recommendation to the CoC Chair for review by THHI’s Board of 
Directors.  The Board will provide their decision in writing within 15 days.    
 
Section 9: Voting 
All official votes of the Executive Planning Committee may be completed during in-person and 
conference call meetings.  In such situations that require a vote before the next in person meeting, 
electronic voting may be utilized.  In situations that necessitate an electronic vote, a response rate 
of equal to a meeting quorum must be received and the vote of the majority those responding 
shall prevail.  All meetings should be noticed by a minimum of 72 hours. 
 

ARTICLE X: Meetings 
Section 1: General Meetings 
The general meetings will focus on CoC training, committee reporting, and technical assistance for 
member agencies.  The Tampa/Hillsborough County CoC shall meet no less than twelve (12) times 
per year to conduct a general meeting. At the beginning of each year the Executive Planning 
Committee shall establish a schedule of dates and times for regular meetings, and the Secretary 
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shall distribute this schedule to all members. The Executive Planning Committee shall determine 
the place for each meeting at least one month prior to the meeting. The Tampa/Hillsborough 
County CoC may conduct any business at a regular meeting, whether or not such business is on the 
agenda.   
 
Section 2: Executive Planning Committee Meetings 
The Executive Planning Committee shall meet at least six times per year. The Executive Planning 
Committee shall determine the place for each meeting. The Executive Planning Committee may 
conduct any business at a regular meeting, whether or not such business is on the agenda, except 
for the removal of officers, CoC member organizations, or members of the Executive Planning 
Committee.  The Executive Planning Committee meetings will focus on:  

Organizing an annual continuum of care planning process 

Collecting needs data and inventory system capacity 

Determining and prioritizing gaps in the continuum of care homeless system 

Developing short- and long-terms strategies with an action plan 

Implementing the action steps for the continuum of care strategic plan. 

Review the policies and procedures of the various committees 

Identify key stakeholders for active membership within the Tampa/Hillsborough County 
CoC 

 
Section 3: Executive Session 
The Executive Planning Committee may meet in executive session to discuss confidential or 
sensitive matters. The Executive Planning Committee shall report all decisions made at such 
meetings to the membership but shall not be required to report the discussions or factors leading 
to its decisions. 
 
Section 4: Special Meetings 
Special meetings of the Tampa/Hillsborough County CoC or the Executive Planning Committee may 
be called by the Chair or by one-third of the members of the Executive Planning Committee. The 
person(s) calling the meeting shall state the purpose(s) for which the meeting is to be called. 
Business at any special meeting is limited to the purpose(s) for which the meeting is called, and no 
other business of any nature may be conducted.  Notice of the special meeting should be at least 
48 hours. 
 
Section 5: Notification of Meetings 
The Lead Agency shall provide notification to all authorized delegates of all meetings, regular and 
special. Such notification must be given at least two business days prior to the meeting. 
Notification may be by letter, telephone, facsimile, electronic or personal communication. The 
notification must clearly state the date, time and place of the meeting. In the case of special 
meetings, the notification must additionally state the purpose(s) for which the meeting is being 
called.  
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Section 6: Quorum 
The presence of a simple majority of the member organizations shall be a quorum and sufficient 
to conduct business at any general meeting of the Tampa/Hillsborough County CoC. The presence 
of two-thirds of the Executive Planning Committee shall be a quorum and sufficient to conduct 
business at any meeting of the Executive Planning Committee. 
 
Section 7: Parliamentary Procedure 
The latest revised edition of Robert’s Rules of Order shall prevail at all meetings except where 
contrary to the governance charter or any standing rule.  
 

ARTICLE XI: Committees 
Section 1: Standing Committees and Duties 
The Tampa/Hillsborough County CoC shall have eight Standing Committees: 
 
Outreach Committee 
The Outreach Committee shall work to identify and provide street outreach services to homeless 
individuals and families.  The committee also works to identify and invite homeless and formally 
homeless individuals as representation on the Consumer Advisory Committee.  A subcommittee 
under this Standing Committee shall be: Point-In-Time Committee as detailed in Article XI, Section 
3. 
 
Consumer Advisory Committee 
The Consumer Advisory Committee shall be comprised entirely of homeless and formerly 
homeless persons. They will identify and quantify the needs of the CoC population and make 
recommendations, as appropriate, to the Service Delivery Committee and CoC Lead Agency.  As 
provided in Article VII, Section 2, the Consumer Advisory Committee shall be entitled to one vote. 
 
Service Delivery Committee 
The Service Delivery Committee shall review available CoC services, identify gaps within the 
system, evaluate the effectiveness of service delivery methods, and provide recommendations for 
CoC improvements to the Executive Planning Committee.  Subcommittees under this Standing 
Committee shall be: Unaccompanied Youth Committee as detailed in Article XI, Section 3.  
 
Ranking and Review Committee 
The Ranking and Review Committee shall establish performance measurements (work with UNITY 
Advisory Committee for HMIS implementation) and review the performance of organizations that 
are receiving funds, evaluate grant applications by conducting an objective review (based on 
performance measurements) and determine the ranking and scoring of each proposal, and 
provide recommendations to THHI Board of Directors. 
 
UNITY Advisory Committee 
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The UNITY Advisory Committee’s purpose is to provide guidance and oversight on the UNITY 
Information Network (Homeless Management Information System – HMIS) activity.  The 
committee focuses its oversight on data entry participation and compliance, policy development, 
data quality and reporting guidance, grievances and appeals. 
 
Coordinated Entry Committee 
The Coordinated Entry Committee shall guide the operation and course of the coordinated entry 
structure and determine how its system will address the needs of homeless individuals and families 
in accordance with best practices, and HUD regulations and guidelines.   
 
Section 2: Selection and Terms 
The membership of each standing committee and subcommittee was initially established based 
on a sign up process in order to expedite each committee’s formation.  Effective with this 
governance charter, except for the Consumer Advisory Committee, any person may be recruited 
to serve on any committee by the Executive Planning Committee, or by the committee chair or 
committee members, however it is the responsibility of each committee to ensure a balanced 
representation of the CoC membership and community-at-large is maintained within the 
membership of the committee membership and may be drawn from the community-at-large, not 
only from those associated with the Tampa/Hillsborough County CoC.  As stated above, the 
Consumer Advisory Committee shall consist entirely of homeless and formerly homeless 
individuals.  Each committee shall have no more than 15 voting members maximum and no less 
than seven (7) members sitting.   
 
To ensure active and consistent participation, as agencies sign up to serve on a committee, the 
agency representative will identify themselves to the Standing Committee as the agency lead and 
identify the individual that will serve as an alternate in their absences.  The alternate must be 
informed of the work of the committee and be prepared and ready to vote and/or add comment 
to the discussion.  Only the agency lead, or designated alternate in the absence of the agency lead, 
may vote. No organization may have more than 1 vote on any individual committee or 
subcommittee.  Participation on a committee or subcommittee can only be recorded by being 
present/active in an in-person meeting, Go-T0-Meeting/webinar, email votes, and/or conference 
call.   
 
In order to remain an active member of the committee, the member/agency must have at least 80 
percent participation on the committee they sit on by the designated agency lead or their 
designated alternate.  Participation is a scoring factor when applying for funding. Please see 
ARTICLE VII: CoC Membership, Section 3: Voting Privileges and Delegates for information on 
committee voting.   
 
Section 3: Subcommittees 
Each committee may divide into subcommittees, task forces and focus groups as necessary. 
However, each Standing Committee shall have only one representative on the Executive Planning 
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Committee or as otherwise designated by the Executive Planning Committee or the CoC lead 
agency.  Due to their significance, the Chairs of the following Subcommittees have been 
designated by the Executive Planning Committee or the CoC lead agency to sit on the Executive 
Planning Committee to ensure the committees’ future support. These Subcommittees shall have 
the same voting and recruitment rights of the Standing Committees.   
 
Unaccompanied Youth (UAY) Committee 
Comprised of representatives from the school district, foster care system, youth-focused medical 
services, law enforcement, youth service providers, and the faith community; the committee 
works to assess the UAY population and develop a plan to address their needs for stable housing, 
transportation, jobs, education, health care and supportive relationships. 
 
Point-In-Time Count Lead Committee 
The Point-In-Time Count (PIT) Lead Committee coordinates the implementation of the yearly HUD-
mandated homeless count, identifies deployment sites, recruits and trains PIT volunteers, 
maintains and designs PIT surveys and processes, works with UNITY on PIT data collection and 
analysis, and provides quality control. 
 
Section 4: Ad Hoc Committees 
The Executive Planning Committee may occasionally appoint and approve the appointment of 
such ad hoc committees as may be needed. The Executive Planning Committee shall determine 
the responsibilities, selection and terms of such committees. 
 

ARTICLE XII: Code of Conduct 
Section 1: Procurement 
For the procurement of property (goods, supplies, or equipment) and services, the recipient and 
its subrecipients must comply with the standards of conduct and conflict-of-interest requirements 
under 2 CFR 200.317 and 200.318. 
 
Section 2: Conflict of Interest and Recusal 
No member of the Continuum will participate in or influence discussions or resulting decisions 
concerning the review, ranking, selection, or award of any grant funds in which they have a 
financial interest, or in which any member of their immediate family (such as parent, sibling, child 
or person with whom they cohabit) has a financial interest. 
 
All members of the CoC Ranking Review Committee, THHI Review Board, and THHI Board of 
Directors are required to sign a conflict of interest form stating their association with agencies and 
projects that can reasonably be expected to apply for and/or receive funding through the CoC 
process. All associations will be made public to the full membership prior to any process that will 
determine funding recipients. Members with a conflict of interest are expected to recuse 
themselves from discussions and decisions where there is a real or perceived conflict of interest.  
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Confidentiality Information contained in applications and reports is considered proprietary and 
confidential and may not be released to any person or party without approval of that applicant 
agency. Any client information shared within the CoC is also confidential and should not be 
released to any other entity without a release of information signed by the client.  

Section 3: Nondiscrimination 
The Tampa/Hillsborough County CoC is a non-discriminatory body and does not discriminate on the 
basis of age, sex, race, color, ethnicity, religion, creed, disability, sexual orientation, familial status, 
or national origin in accordance with all state and federal regulations. 

ARTICLE XIII: CoC Grievance Process 
All members of the Tampa/Hillsborough County CoC full membership are encouraged to report 
any grievances with the Tampa/Hillsborough County CoC Executive Planning Committee through 
this procedure without fear of reprisal. Grievances should be submitted as soon as possible to 
ensure proper responses. 

The CoC member should submit their grievance in writing and if they choose to, in person to the 
CoC Executive Planning Committee for remediation. The CoC Executive Planning Committee will 
respond in writing with their decision within seven (7) working days of receiving the grievance. If 
the member is dissatisfied with the outcome or decision, a written report regarding the grievance 
can be submitted to the Tampa Hillsborough Homeless Initiative Board of Directors. The Board of 
Directors will vote and give a decision at the next      
closest board meeting.  

ARTICLE XIV: Amendments 
This governance charter must be reviewed at least annually by the Executive Planning Committee 
and any recommendations for amendment or repeal, based on a two-third majority vote of the 
Executive Planning Committee, must be presented to the full CoC Membership for final action. 
This governance charter may then be amended or repealed by a two-thirds majority of CoC 
members present and voting at any meeting of the Tampa/Hillsborough County CoC, provided that 
the amended or replacement governance charter shall have been presented in their final form and 
discussed at the preceding meeting of the Tampa/Hillsborough County CoC. Notification for such 
meeting shall clearly state that amendment(s) to or repeal of the governance charter is being 
considered.  A minimum review time of 30 days must be provided before a vote may be taken on 
any amendment. 

Attachments 
Attachment A: 
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Chapter 4 

ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST 

[24 CFR Part 5, Subpart D; 982.54(d)(1); 982.204, 982.205, 982.206] 

INTRODUCTION 

It is the THA's objective to ensure that families are placed in the proper order on the waiting list 
and selected from the waiting list for admissions in accordance with the policies in this 
Administrative Plan.  

This chapter explains the three (3) Ranking Preferences and the three (3) local preferences which 
the THA has adopted to meet local housing needs, defines the eligibility criteria for the 
preferences and explains the THA's system of applying them.  

By maintaining an accurate waiting list, the THA will be able to perform the activities which 
ensure that an adequate pool of qualified applicants will be available so that program funds are 
used in a timely manner. 

A. WAITING LIST [24 CFR 982.204] 

The THA uses a single waiting list for admission to its Section 8 tenant-based assistance 
program. 

The Tampa Housing Authority will use separate waitlists for all project-based assistance 
program per site. 

Except for Special Admissions, applicants will be selected from the THA waiting list in 
accordance with policies and preferences and income targeting requirements defined in this 
Administrative Plan.  

The THA will maintain information that permits proper selection from the waiting list. 

The waiting list contains the following information for each applicant listed: 

Applicant Name 

Family Unit Size (number of bedrooms family qualifies for under PHA subsidy 
standards)  

Date and time of application 

Qualification for any  local preference 

Racial or ethnic designation of the head of household 

Annual (gross) family income 

Number of persons in family 
1 

Tampa City Housing Authority
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Singles preferences status 

Targeted program qualifications 

[Resolution 3283] 

 

B. SPECIAL ADMISSIONS [24 CFR 982.54(d)(e), 982.203] 

If HUD awards a THA program funding that is targeted for specifically named families, the THA 
will admit these families under a Special Admission procedure.  

Special admissions families will be admitted outside of the regular waiting list process. They do 
not have to qualify for any preferences, nor are they required to be on the program waiting list. 
The THA maintains separate records of these admissions.  

The following are examples of types of program funding that may be designated by HUD for 
families living in a specified unit:  

A family displaced because of demolition or disposition of a public or Indian housing 
project; 

A family residing in a multifamily rental housing project when HUD sells, forecloses or 
demolishes the project; 

For housing covered by the Low Income Housing Preservation and Resident Home-
ownership Act of 1990; 

A family residing in a project covered by a project-based Section 8 HAP contract at or 
near the end of the HAP contract term; 

 A non-purchasing family residing in a 5(h), HOPE 1 or HOPE 2 project; and 

A family residing at a public housing site scheduled for comprehensive modernization or 
rehabilitation  

A family residing at a public housing site with an EBL child  [ Resolution 3293 adopted 
10/23/02] 

A family participating under the HOPWA and Shelter + Care funding will be absorbed 
under the Housing Choice Voucher Program in the event that funding is reduces or 
eliminated.     [Resolution 3311 adopted 3/26/03] 

Any returning military personnel who left for active duty as a current Housing Choice 
Voucher Program participant for a period beyond 180 days.    [Resolution 3432 Adopted 
9/23/05] 
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C. WAITING LIST PREFERENCES [24 CFR 982.207]  

An applicant will not be granted any preference if any member of the family has been evicted 
from housing assisted under a 1937 Housing Act program during the past three years because of 
drug-related criminal activity.  

The PHA will grant an exception to such a family if:  

The responsible member has successfully completed a rehabilitation program.  

The evicted person clearly did not participate in or know about the drug-related activity.  

The evicted person no longer participates in any drug related criminal activity. 

If an applicant makes a false statement in order to qualify for a preference, the THA will deny 
admission to the program for the family. 

D. LOCAL PREFERENCES [24 CFR 5.410] 

The THA will offer public notice when changing its preference system and the notice will be 
publicized using the same guidelines as those for opening and closing the waiting list.  

The THA uses the following Local Preference system:  

1. Involuntary Displacement 
2. Chronic homelessness 
3. Homelessness 
4. Disabled/Elderly 
5. Working Preference 

  

Preferences defined: 

1.         Involuntary displacement 20 points: 

An applicant is, or will be, involuntarily displaced if the applicant has vacated or will vacate 
his/her housing unit as a result of being displaced by government action - Activity carried out by 
an agency of the United States or by any State or local governmental body a public improvement 
or development program. 

(Resolution 2015-3936) 
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2.  Chronically homeless will receive a preference point of 10 points: 

Chronically homeless families are defined as “either (1) an unaccompanied homeless individual 
or family with a disabling condition and is considered disabled and who has been continuously 
homeless for a year or more, OR (2) an individual or family with a disabling condition and 
considered disabled and who has had at least four episodes of homelessness in the past three 
years. Homelessness is defined as a person sleeping in a place not meant for human habitation 
(e.g. living on the streets, for example) OR living in a homeless emergency shelter.  A qualifying 
agency must be able to verify the instances of homelessness. Qualifying agency is one that works 
directly with the homeless and disabled population on a daily basis and one which that provides 
some type of supportive service to the family. If the instances of homelessness cannot be 
verified, the family will not qualify for this preference.  

Families who meet this definition must also be receiving supportive services from a qualified 
agency.  A qualified agency is one that provides supportive services to this specific population 
daily and on a continuous basis.  The family meets both of the requirements the family will 
receive the preference points.  Families must maintain case management services while 
participating on the program unless discharged by the partnering agency as completed.  

This preference will receive higher weight than any other local preference. There will be an 
allotment of 60 vouchers total (24 CFR 982.207(a)(3) • HUD authorizes PHAs to limit the 
number of applicants  that may qualify for any local preference.) Once those vouchers are filled, 
the only time another slot will be available will be through attrition. Slot must be filled by 
replacing with a chronically homeless individual and or family. Once the cap is met, and enough 
individuals are on the waitlist that meet the preference, THA may close the waitlist without 
notice.  

Project Based Waitlist for the chronically homeless will be treated on a referral basis from the 
owner and or manager of any chronically homeless project. Families who only meet the 
definition of chronically homeless will be placed on this specific waitlist and any other project 
based programs specific to the chronically homeless. 

3. Homelessness will receive a preference point of 5 

People who are living in a place not meant for human habitation, in emergency shelter, in 
transitional housing, or are exiting an institution where they temporarily resided. People will be 
considered homeless if they are exiting an institution where they resided for up to 90 days and 
were in shelter or a place not meant for human habitation immediately prior to entering that 
institution. 

Families with children or unaccompanied youth (18 years old or emancipated) who are unstably 
housed and likely to continue in that state. Families with children or unaccompanied youth (18 
years old or emancipated) who have not had a lease or ownership interest in a housing unit in the 
last 60 or more days, have had two or more moves in the last 60 days, and who are likely to 
continue to be unstably housed because of disability or multiple barriers to employment. 

People who are fleeing or attempting to flee domestic violence, have no other residence, and lack 
the resources or support networks to obtain other permanent housing. Incidence of domestic 
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violence must be verifiable either through police reports, social service organization, or some 
other source that THA deems as reliable. The PHA will require evidence that the family has been 
displaced as a result of fleeing violence in the home. Families are also eligible for this preference 
if there is proof that the family is currently living in a situation where they are being subjected to 
or victimized by violence in the home.   

The following criteria are used to establish a family’s eligibility for this preference: 

Actual or threatened physical violence directed against the applicant or the applicant's family by 
a spouse or other household member who lives in the unit with the family.  

The actual or threatened violence must have occurred within the past sixty (60) days or be of a 
continuing nature.  

To qualify for this preference, the abuser must still reside in the unit from which the victim was 
displaced. The applicant must certify that the abuser will not reside with the applicant unless the 
THA gives prior written approval.  

The THA will approve the return of the abuser to the household under the following conditions:  

The THA verifies that the abuser has received therapy or counseling that appears to minimize the 
likelihood of recurrence of violent behavior. 

A counselor, therapist or other appropriate professional recommends in writing that the 
individual be allowed to reside with the family. 

If the abuser returns to the family without approval of the THA, the THA will deny or terminate 
assistance for breach of the certification.  

4. Disabled or Elderly will receive a preference point of 5 

This preference is extended to persons or families where the head of household, spouse or co-
head is elderly or disabled.  Proof of preference will be required at time of selection. [HUD 
regulations prohibit admission preferences for specific types of disabilities.] 

5. Working Preference of 5 points 

Families with at least one adult whose head, spouse, or co-head are employed for at least 20 
(Resolution 2015-3936) hours per week or who are active participants at least 30-40 hours a 
week in accredited post- secondary educational program or local training programs designed to 
prepare the individual for the job market.  Employment, schooling, and job training must be 
verifiable.  Verifiable indicates that THA will be able to determine without a doubt that the 
information, verification, and documentation provided is valid such as bank statements, third 
party verification, IRS forms, pay stubs, certifiable training schedules.  Self-certification and a 
notarized statement may not be verifiable and may not be accepted as proof of employment or 
training.  When selected from the waitlist, to qualify for this preference, he or she must be 
working and or going to school the required hours. If the family does not meet this preference or 
any preference, he or she will go back to the waitlist.    This preference is automatically extended 
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to elderly families or families whose head or spouse is receiving income based on their inability 
to work.  

All preferences must meet the definitions outlined in the plan and MUST be verifiable by a 
source deemed reliable by the THA. Families could qualify for all preferences. All preferences 
will be of equal weight except for the chronically homeless which will receive a preference of 10 
points and will be capped at 5 vouchers per month.  

These preferences will be applied to all current and future waitlists. All applicants who are on the 
lists will be given the option to change their preference when the preferences are approved by the 
board and after public comment. All changes in preferences will either be done electronically 
and or in writing.  Electronically refers to the family updating his or her application online as 
allowed and instructed by the agency. 

Treatment of Single Applicants 

Singles Preference (This is HUD’s former singles preference from 5.405) 

Applicants who are elderly, disabled, or homeless families of no more than two person families 
will be given a selection priority over all “Other Single” applicants regardless of preference 
status.  “Other Single” denotes a one-person household in which the individual member is not 
elderly or disabled.  Such applicants will be placed on the waiting list in accordance with any 
other preferences to which they are entitled, but they cannot be selected for assistance before any 
one or two person elderly, disabled or homeless family regardless of preferences. 

     RESOLUTION 2013-3818 Approved 02/20/2013 

 

E. INCOME TARGETING 

In accordance with the Quality Housing and Work Responsibility Act of 1998, each fiscal year 
the THA will reserve a minimum of seventy-five percent of its Section 8 new admissions for 
families whose income does not exceed 30 percent of the area median income. HUD refers to 
these families as “extremely low-income families.”  The THA will admit families who qualify 
under the Extremely Low Income limit to meet the income targeting requirement, regardless of 
preference. 

The THA’s income targeting requirement does not apply to low income families continuously 
assisted as provided for under the 1937 Housing Act.  

The THA is also exempted from this requirement where the THA is providing assistance to low 
income or moderate income families entitled to preservation assistance under the tenant-based  
program as a result of a mortgage prepayment or opt-out. 

Jurisdictions Served By More Than One Housing Authority 

HUD will treat multiple Housing Authorities serving one jurisdiction as a single Housing 
Authority for income targeting purposes.  The THA will cooperate with other Housing 
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Authorities serving the same jurisdiction to assure that aggregate admissions comply with the 
75% targeted income requirement for the jurisdiction. 

HUD will determine which Housing Authority’s fiscal year will be used for income targeting 
purposes, if the Housing Authorities do not have a single fiscal year. 

The THA shall have the discretion, at least annually, to exercise the “fungibility” provision of 
the QHWRA.  This provision allows the HA to admit less than the minimum 40% of its 
extremely low-income families in a fiscal year to its public housing program to the extent that 
the Housing Authority’s admission of extremely low income families in the tenant-based 
assistance program exceeds 75% of all admissions during the fiscal year.  If exercising this 
option the THA will follow the fungibility threshold limitations as set forth in QHWRA 
legislation.  

The discretion by the THA to exercise the fungibility provision is also reflected in the Tampa 
Housing Authority admission and Continued Occupancy Policy. 

F. INITIAL DETERMINATION OF RANKING AND LOCAL PREFERENCE 
QUALIFICATION[24 CFR 982.207] 

At the time of application, an applicant's entitlement to a Ranking and/or Local Preference may 
be made on the following basis.  

An applicant's certification that they qualify for a preference will be accepted without 
verification at the initial application.  When the family is selected from the waiting list for 
the final determination of eligibility, the preference will be verified.  

If the preference verification indicates that an applicant does not qualify for the preference, the 
applicant will be returned to the waiting list without the Local Preference and given an 
opportunity for a meeting. 

If, at the time the family applied, the preference claim was the only reason for placement of the 
family on the list and the family cannot verify their eligibility for the preference as of the date of 
application, the family will be removed from the list. 

G. EXCEPTIONS FOR SPECIAL ADMISSIONS [24 CFR 982.203, 982.54(d)(3)]  

If HUD awards a THA program funding that is targeted for specifically named families, the THA 
will admit these families under a Special Admission procedure.  

Special admissions families will be admitted outside of the regular waiting list process.  They do 
not have to qualify for any preferences, nor are they required to be on the program waiting list. 
The THA maintains separate records of these admissions.  

The following are examples of types of program funding that may be designated by HUD as 
exceptions for special admissions:  

A family displaced because of demolition or disposition of a public or Indian  
housing project; 
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A family residing in a multifamily rental housing project when HUD sells,  
forecloses or demolishes the project; 

For housing covered by the Low Income Housing Preservation and Resident  
Home-ownership Act of 1990; 

A family residing in a project covered by a project-based Section 8 HAP contract 
at or near the end of the HAP contract term; and 

A non-purchasing family residing in a 5(h), HOPE 1 or HOPE 2 project. 

A family residing at a public housing site scheduled for comprehensive modernization or 
rehabilitation. 

A family residing at a public housing site with an EBL child  [ Resolution 3293 adopted 
10/23/02] 

A family participating under the HOPWA and Shelter + Care funding will be absorbed 
under the Housing Choice Voucher Program in the event that funding is reduces or 
eliminated.     [Resolution 3311 adopted 3/26/03] 

Any returning military personnel who left for active duty as a current Housing Choice 
Voucher Program participant for a period beyond 180 days.    [Resolution 3432 Adopted 
9/23/05] 

H. TARGETED FUNDING [24 CFR 982.203] 

When HUD awards special funding for certain family types, families who qualify are referred to 
the agency.  When a specific type of funding becomes available, the waiting list may be searched 
for the first available family meeting the targeted funding criteria.  

Applicants who are admitted under targeted funding which are not identified as a Special 
Admission are identified by codes in the automated system.  The THA has the following 
"Targeted" Programs: VASH / Family Unification Program (FUP) / Welfare to Work, and 
fair share vouchers designated for disabled families. 

The Family Unification funding is to assist families that have been certified through the local 
welfare agency that for the lack of adequate housing is a primary factor in the imminent 
placement of the family’s child, or children and must be eligible for Section 8. The existing 
waitlist must be searched for eligible FUP families based on referrals from the local child 
welfare agency. If there are eligible families, they will be assisted based on their position on the 
waitlist. If the waitlist is closed and a referral from the local child welfare agency is received, the 
waitlist must be opened for those specific families only. Those families will then be eligible to 
participate in the Family Unification Program. (Resolution 2008-3551) 

The “Targeted” programs’ size will be dependent on the dollars received from HUD and the 
community needs.  Turnover dollars can be used to expand the various programs as determined 
by the Director of Assisted Housing.  However, at no time will the minimum program size be 
reduced, while eligible families are available for participation. 
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I. PREFERENCE AND INCOME TARGETING ELIGIBILITY [24 CFR 982.207] 

Change in Circumstances 

Changes in an applicant's circumstances while on the waiting list may affect the family's 
entitlement to a preference.  Applicants are required to notify the THA in writing when their 
circumstances change.  

When an applicant claims an additional preference, she/he will be placed on the waiting list in 
the appropriate order determined by the newly-claimed preference.  

The exception to this is, if at the time the family applied, the waiting list was only open to 
families who claimed that preference.  In such case, the applicant must verify that they were 
eligible for the first preference before they are returned to the waiting list with the new 
preference. 

If the family’s verified annual income, at final eligibility determination, does not fall under the 
Extremely Low Income limit and the family was selected for income targeting purposes before 
family(s) with a higher preference, the family will be returned to the waiting list. 

Other Housing Assistance [24 CFR 982.205(b)]  

Other housing assistance means a federal, State or local housing subsidy, as determined by HUD, 
including public housing. 

The THA may not take any of the following actions because an applicant has applied for, 
received, or refused other housing: [24 CFR 982.205(b)] 

Refuse to list the applicant on the PHA waiting list for tenant-based assistance; 

Deny any admission preference for which the applicant is currently qualified; 

Change the applicant’s place on the waiting list based on preference, date and time of 
application, or other factors affecting selection under the THA selection policy; or 

Remove the applicant from the waiting list. 

However, the THA may remove the applicant from the waiting list for tenant-based assistance if 
the THA has offered the applicant assistance under the voucher program. 

J. ORDER OF SELECTION [24 CFR 982.207(e)] 

The THA’s method for selecting applicants from a preference category leaves a clear audit trail 
that can be used to verify that each applicant has been selected in accordance with the method 
specified in the administrative plan. 
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Local Preferences 

Local preferences will be used to select families from the waiting list. Those without preferences 
will remain on the list but will be selected last. 

Those who are selected as a preference and have been found not to have a preference will go 
back to the waitlist as a non-preference using the original application date. 

The THA has selected the following system to apply ranking and local preferences:  

All local preferences shall carry equal weight. (Resolution 2007-3520). 

Among Applicants with Equal Preference Status 

Among applicants with equal preference status applicants will be selected at random base on a 
lottery selection. [Resolution No. 3296 adopted 11/20/2002] 

K. FINAL VERIFICATION OF PREFERENCES [24 CFR 982.207]  

Preference information on applications will be updated as applicants are selected from the 
waiting list.  At that time, the THA will:  

Mail a Preference Verification letter to the applicant's last known address, requesting 
verification of the family's preference claim and mail third party verifications as 
applicable, or;  

Obtain necessary verifications of preference at the interview and by third party 
verification.  

L. PREFERENCE DENIAL [24 CFR 982.207] 

If the THA denies a preference, the THA will notify the applicant in writing of the reasons why 
the preference was denied and offer the applicant an opportunity for an informal review with the 
Housing Manager.  If the preference denial is upheld as a result of the meeting, or the applicant 
does not request a meeting, the applicant will be placed on the waiting list without benefit of the 
preference.  Applicants may exercise other rights if they believe they have been discriminated 
against. 

If the applicant falsifies documents or makes false statements in order to qualify for any 
preference, they will be removed from the Waiting List.  

M. REMOVAL FROM WAITING LIST AND PURGING [24 CFR 982.204(c)]  

The Waiting List will be purged not more than one time each year by a mailing to all applicants 
for an electronic application update (Resolution 2013-3851) to ensure that the waiting list is 
current and accurate. The mailing will ask for confirmation of continued interest. 
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Any mailings to the applicant which require a response will state that failure to respond within 
ten (10) days or timeframe written in the notice will result in the applicant’s name being dropped 
from the waiting list. 

An extension of thirty (30) days to respond will be granted, if requested and needed as a 
reasonable accommodation for a person with a disability. 

If an applicant fails to respond to a mailing from the THA, the applicant will be sent written 
notification and given ten (10) days to contact the THA. If they fail to respond within ten (10) 
days, they will be removed from the waiting list. 

If the applicant did not respond to the PHA request for information or updates because of a 
family member’s disability, the PHA will reinstate the applicant in the family’s former position 
on the waiting list.  

If a letter is returned by the Post Office without a forwarding address, the applicant will be 
removed without further notice, and the envelope and letter will be maintained in the file.  

If a letter is returned with a forwarding address, it will be re-mailed to the address indicated. 

If an applicant is removed from the waiting list for failure to respond, they will not be entitled to 
reinstatement unless the Director of Assisted Housing or designee determines there were 
circumstances beyond the person’s control.  The following exceptions, if determined to exist, 
will be acceptable to warrant reinstatement: medical emergencies/jury duty reserves.   

Applicants are required to contact the THA in writing every six (6) months to confirm their 
continued interest.  The PHA will give written notification to all applicants who fail to respond at 
the required times. If they fail to respond to this notification, they will be removed from the 
waiting list. 

The THA allows a grace period of one year after the date of notification of the purge 
(Resolution 2013-3851). Applicants who respond during this grace period will be reinstated 
back to the list close as possible to the original position on the pre-purged list. 

N.  PROJECT-BASED ASSISTANCE [CFR 982.205] 

Waiting lists will be site specific for all project-based voucher assistance.  All policies contained 
in this document that relate to admissions apply.  All families on the tenant based waiting list 
will have the opportunity to be placed on a project-based waiting list.  

THA will operate a tenant based and project based waitlist. Each applicant will have the 
opportunity to apply for all project based sites and tenant based vouchers when the waitlists are 
open.  (Resolution 2007-3539) The project based waitlist applications will be placed on the lists 
by time and date of the application (Resolution 2013-3852) and not by lottery as is for the HCV 
tenant based waitlist when opened.  

Referrals will be received for PB projects Villa Deville and MLK from the partnering supportive 
services agency or a qualifying agency that understands the complexity and definition of chronic 
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homelessness. Families being placed on the waitlist for these specific PB projects must meet the 
definition of chronic homelessness. (Resolution 2012-3798) 

Palm Terrace (ALF) 

Applicants will be certified as eligible for Palm Terrace if they are 62 years or older and meet the 
criteria outlined in this policy. 

Additional preference will be given to current Public Housing residents requiring services 
provided at the site. 

The operator will maintain the waitlist, screen for additional eligibility requirements that are 
necessary for assisted living facilities, and then refer to THA for further eligibility determination. 

Failure to meet the screening requirements will result in denial of admission.  Any family on the 
tenant-based list or in Public Housing will not lose their current status.  Others applying, that are 
not on a waitlist, will be denied and no other preferences will be offered. 

[ Resolution 3283 ] 
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Purpose 
This document provides the policies, procedures, guidelines, and standards that govern the 
UNITY Information Network (UIN). UNITY staff will provide each UNITY Member Agency 
provider with a copy of this document. As a condition of participation, each UNITY Member 
Agency is required to adhere to all policies within the document as signed in the UNITY 
Agency Agreement. Refer to Section 3 about UNITY Member Agency responsibilities and 
sanctions. 
 

Exceptions 
In order to mitigate risk from participation in the UNITY system, the UNITY Information 
Network has the right to grant exemptions to any UNITY policy only in the following instances: 
 

• unique circumstances/programs not encountered before by UNITY staff, 
• public policy decisions needing some considerations, 
• or in need of quick time lines for implementation. 

 
No other considerations will be considered. 
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document. We would also like to thank the UNITY member agencies and local community 
planners for their thoughts, ideas, and work to help draft and revise this document.  The 
UNITY Information Network thanks the UNITY Information Network staff and the UNITY 
Advisory Committee members for their dedicated and detailed research, planning and writing 
that contributed to this document. 
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Glossary 
This glossary includes a list of terms that will be used throughout this document and by the 
UIN staff. 
 
 
Agency Administrator (AA) – A person designated by a UNITY Partner Agency Executive 
Director/Chief Executive Officer and who acts as a liaison and contract person to the UIN staff. 
 
End User (EU) – Any user who has an active license to UNITY. This can include Agency 
Administrators. 
 
HMIS Lead – refers to the designated Homeless Management Information System (HMIS) 
Lead agency that oversees the day to day operations of the HMIS. 
 
HUD - Acronym used to refer to the Department of Housing and Urban Development. 
 
HPRP - Acronym used to refer to Homeless Prevention and Rapid Re-housing Program. 
 
UNITY Partner Agency – An agency who has signed all UIN agreements and who is actively 
entering data into the system. 
 
Prospective Partner Agency – An agency who has inquired about joining UNITY. 
 
ROI - Acronym used to refer to a Release of Information which gives permission for client 
data to be shared. 
 
SSOM – Acronym used to refer to the Self-Sufficiency Outcomes Matrix. 
 

UIN – Acronym used to refer to the UNITY Information Network. 
 
UNITY – The identity given to the Tampa/Hillsborough County’s HMIS. 
 
THHI– Acronym used to refer to Tampa Hillsborough Homeless Initiative. 
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Section 1: Historical Perspective 
Introduction 
  
The concept of HMIS was a brainchild of the United States Congress and the Department of 
Housing and Urban Development (HUD). In 1999, Congress mandated the Department of 
Housing and Urban Development (HUD) find a way to adequately track the scope of 
homelessness in the United States in the HUD Appropriations Act. The following year, the 
Department of Housing and Urban Development (HUD) mandated that each community 
implement or be in the process of implementation of a Homeless Management Information 
System (HMIS) by October 2004. The Homeless Management Information System (HMIS) is 
the national title given to what we call in Hillsborough County the UNITY Information Network 
(UNITY).  
 
The UNITY Information Network (UNITY) is a secure web-based centralized database where 
non-profit organizations across Hillsborough County enter, manage, share and report 
information about the clients that they serve. It is similar to an electronic health record system 
in a hospital. The UNITY staff provides training and technical assistance to UNITY Partner 
Agency providers and their users.  
 
In 2005, the Tampa Hillsborough Homeless Initiative became the HMIS lead agency and 
system administrator for coordinating all HMIS related activity in the Tampa Hillsborough 
County Continuum of Care (CoC). HMIS activity is governed by an agreement with and 
monitored by the THHI, the CoC lead agency. 
 
In subsequent years, Senate and House Appropriations Committee reports have reiterated 
Congress’ directive to HUD to: 1) assist communities in implementing local Homeless 
Management Information Systems (HMIS), and 2) develop an Annual Homeless Assessment 
Report (AHAR) that is based on HMIS data from a representative sample of communities. 
Most recently, Congress renewed its support for the HMIS initiative and the AHAR 
in conjunction with the passage of the Transportation, Treasury, Housing and 
Urban Development, the Judiciary, the District of Columbia, and Independent 
Agencies Appropriations Act of 2006 (PL 109-115). 
  
In addition to Congressional direction, HUD, other federal agencies and the 
U.S. Interagency Council on Homelessness require HMIS under various statutory 
authorities and Congressional direction to collect information about the nature and extent 
of homelessness. Individual programs authorized under the McKinney-Vento Act require 
the assessment of homeless needs, the provision of services to address those needs, and 
reporting on the impact of federal assistance in helping homeless people to become 
more independent. The major congressional imperatives in HUD’s McKinney-Vento 
Act programs are: 
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• Assessing the service needs of homeless persons; 
• Ensuring that services are directed to meeting those needs; 
▪ Assessing the outcomes of these services in enabling homeless persons  

to become more self-sufficient; and 
• Reporting to Congress on the characteristics of homeless persons  

and effectiveness of federal efforts to address homelessness. 
  
In 2007, the Tampa/Hillsborough Continuum of Care and the UNITY Information Network 
finally made an advanced move and transitioned from a completely closed, non-sharing 
database to a completely open shared system. This allows agencies, intake workers, and 
case managers to see client information entered from any provider across the system. This 
keeps clients from having to tell their story and give their data multiple times a day.  
 
In 2009, the President signed into legislation the American Reinvestment and Recovery Act 
(ARRA). That legislation included financial assistance dollars for those at risk of 
homelessness called the Homeless Prevention and Rapid Re-housing Program (HPRP). In 
that section, it was written that participating providers who distribute funds must enter and 
report all data from their local Homeless Management Information System (HMIS).  
  
For the Homelessness Prevention and Rapid Re-Housing Program (HPRP), the 
American Recovery and Reinvestment Act of 2009 requires that “grantees receiving such 
assistance shall collect data on the use of the funds awarded and persons served with this 
assistance in the HUD Homeless Management Information System ("HMIS") or other 
comparable database.” 
 
Our Community's Vision 
 
"Incorporate a system for universal intake, assessment and referral with centralized 
technology and data systems, such as through the Homeless Management Information 
System (HMIS)." 
  
The vision to create a centralized health and human service shared client data system is 
being realized with the growth and development of UNITY which is used to report on client 
and program successes as well as provide necessary data to local funding entities for health 
and human service planning purposes.  
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UNITY Program Goals 
 
Measure the Extent and Nature of Homelessness 
 
The goal is to inform public policy makers about the extent and nature of the homeless 
population in Hillsborough County, Florida. This is accomplished through analysis of homeless 
client and service provider data. UNITY gathers an unduplicated count of those accessing 
services, service trends, bed utilization rates, recidivism rates, and UNITY system usage. All 
data is provided in an aggregated format (void of any identifying client level information) and 
made available to public policy makers, service providers, advocates, and consumer 
representatives. 
  
Streamline the Intake and Referral Process for Human Service Agencies 
 
The goal is to streamline the intake and referral process for human service agencies 
in Hillsborough County, Florida. UNITY provides a standardized mechanism for collecting 
client information across all providers. Human service providers collect the same client 
information and then the client can share that information at each program with additional 
service providers for greater ease of service.  As part of the system, a service provider can 
send an electronic referral to another agency. This streamlined process allows for the 
development of centralized intake centers where clients are assessed, appropriately referred 
to programs, and followed as they use services of various providers who all participate in the 
singe shared information system. 
 
Provision for In-depth Case Management by Sharing Client Information 
 
The goal is to allow for in-depth case management through the sharing of client information in 
a centralized system. UNITY provides a standardized mechanism in which human service 
providers collect information and then share it among every Continuum of Services agency to 
facilitate client assistance and promote collaboration among partner agencies through the 
availability of shared data. 
  
Inventory Homeless Housing 
 
The goal is to create a comprehensive inventory of homeless housing and track its usage in 
Hillsborough County. UNITY is the repository for the inventory that allows for real-time 
collection and tracking of shelter availability in Hillsborough County. As Case Managers are 
making referrals, they will be able to check which providers have housing beds/units available 
to which clients can be referred. In order to maximize the potential effectiveness of the system, 
it is essential for housing providers to regularly update data in the system. They can then 
check the system for referrals made to their programs for easy intake. 
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Section 2: Tampa Hillsborough Homeless Initiative Roles 
& Responsibilities 
Role 
The role of the Tampa Hillsborough Homeless Initiative’s UNITY Information Network is to act 
as the Homeless Management Information System (HMIS) Lead Agency for the 
Tampa/Hillsborough County Continuum of Care. Approval has been granted by the 
Continuum of Care (CoC) to THHI to act in this capacity within the local Continuum of Care 
(CoC), State of Florida, and the Department of Housing and Urban Development (HUD) 
inquiries.   

In addition to acting as the HMIS Lead Agency, the UIN role is to provide training and 
technical support to the Continuum of Care (CoC) Lead Agency and UNITY Partner Agency 
providers. Lastly, UNITY staff coordinates and participates in numerous projects annually 
regarding data collection and performance measurement. 
  
The UNITY Information Network (UIN) is more than just a Homeless Management Information 
System (HMIS); it is a shared client management information system. This system can assist 
any health and human service organization needing a data system to capture client 
information, report on their successes and share client data with other partner organizations.   
 
Responsibilities 
UNITY Information Network (UIN) is responsible for coordinating the following items on behalf 
of UNITY Partner Agencies and the Tampa/Hillsborough County Continuum of Care (CoC).  
  
• All software-related issues with the vendor - This includes all communication  

with the vendor including phone, email and conferences as well as submitting  
feature enhancement requests from UNITY Partner Agencies.  

  
• User training - UIN staff is responsible for all End User training. This is to  

ensure continuity and consistency with training as well as to ensure that the proper  
work flow for UNITY Partner Agencies is properly taught and followed.  

  
• Technical support as it relates to the software or project - UIN staff is  

responsible for providing technical support to Agency Administrators and  
End Users. Technical support services attempt to help the user solve specific  
problems with a product and do not include in-depth training, customization, reporting, 
or other support services. 

  
▪ Data quality initiatives - Together Partner Agencies and UIN staff are responsible  

for adhering to the data quality standards in order to ensure that reports both at the 
provider level and the system level are complete, consistent, accurate, and timely. 

   
• System-wide reporting on performance measures for Local, State and  

National initiatives - UIN staff is responsible for the training of the UNITY Partner 
Agency providers on how to access and run reports on the data they contribute to 
UNITY. Additionally, reports are provided to local community planners monthly and to 
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Statewide and National partners quarterly and annually. This data is in an aggregate 
format and details the trends on how clients are being served in Hillsborough County. 

 
Client Privacy & Data Security 
Client privacy and data security are paramount to a successful collaborative community 
information system like the UNITY Information Network (UIN). The UIN staff spend time 
working with our vendor as well as each UNITY Partner Agency to protect clients’ data and 
privacy within the network. UIN continues to refine its policies and procedures to protect client 
data and strengthen the network. All concerns, complaints and handling of privacy will be 
handled by the UIN Privacy Officer. 
 

UIN Privacy Officer 
Tampa Hillsborough Homeless Initiative has assigned a Privacy Officer to UIN who will outline 
network risk, monitor client privacy in the system, work on policy and procedure creation to 
protect client data, work with UIN trainer to improve privacy trainings, and field complaints 
regarding Privacy and Security violations. The UIN Privacy Officer is the UNITY Program 
Manager. All concerns about privacy should be sent to unity@homelessofhc.org or call 813-
280-8750. 
 

UIN Data Security Officer 
Tampa Hillsborough Homeless Initiative has assigned a Data Security Officer to UIN who will 
monitor system and data security, work to improve security within the network members, and 
work with UIN trainer to strengthen training around system and data security. The UIN Data 
Security Officer is the UNITY System Administrator. All concerns about privacy should be sent 
to unity@homelessofhc.org or call 813-280-8750. 
 

 
Annual Projects 
The UNITY Information Network (UIN) coordinates and/or participates in numerous projects 
annually regarding data collection and reporting. Below is a list of projects that UIN is involved 
in: 
  

Annual Homeless Assessment Report (AHAR) - The Annual Homeless  
Assessment Report (AHAR) is a report submitted to the Department of Housing  
and Urban Development (HUD), who presents the data in a report to the  
U.S. Congress detailing the extent and nature of homelessness in the United States.  
It provides counts of the homeless population and describes their  
demographic characteristics and service use patterns. The AHAR is based primarily  
on data from Homeless Management Information Systems (HMIS) in the United States. 

 
Emergency Food and Shelter Program (EFSP) - These funds originate from  
the Federal Emergency Management Agency (FEMA), but are overseen by a  
National EFSP Board. The Emergency Food and Shelter Program (EFSP) is a  
national program that provides additional funds to existing shelters, food pantries,  
soup kitchens and financial assistance providers.  

mailto:unity@homelessofhc.org
mailto:unity@homelessofhc.org
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Housing Inventory Chart (HIC) -  An annual report submitted to the Department 
of Urban Development (HUD) that lists all homeless emergency, transitional, safe 
haven, shelter plus care, and permanent supportive housing beds in our Continuum of 
Care (CoC) and how they were used over the reporting period.  

 
Homelessness Pulse - A quarterly report similar to the AHAR that provides more real-
time information on service usage and trends to the Department of Housing and Urban 
Development.  

 
Homeless Point in Time (PIT) Count – A bi-annual count and survey of the homeless 
client population where data is collected on a given day and is submitted to local, State 
and Federal Government entities and other community planners. This data is used to 
estimate the number of homeless in our community and allocate funding based on 
those estimates.  
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Section 3: UNITY Partner Agency Role & Responsibilities 
"UNITY Partner Agency" is the term given by the UIN staff to participating health care and/or 
human service providers who actively enter data into the UNITY Information Network (UIN). 
 
Participation Requirements 
 
Policy 3.1: All prospective health and human service providers who join UIN must sign and 
agree to abide by the UIN-related user and agency registration forms and policies. 
 

Policy 3.1.1: A service provider whose primary mission involves solving homelessness 
is required to actively enter data in the UIN. 
  
Procedure: Any 501(c)3 organization whose primary mission involves solving 
homelessness  is required to actively enter data in the UIN. To participate in UIN, 
Partner Agencies must sign and agree to abide by the terms of all agency and user-
related UIN forms and policies and procedures outlined in this document. 
 
All Partner Agencies that receive funding from the United States Housing and Urban 
Development Department (HUD) are mandated to participate in UIN by contract with 
HUD.  
   
Policy 3.1.2: A service provider whose primary mission is not homeless related, but 
who provides a basic needs, prevention, diversion, or wrap around service is strongly 
encouraged to actively enter data in the UIN. 
  
Procedure: Any 501(c)3 organization that provides a health and human service may 
qualify to participate in UIN. To participate in UIN, Partner Agencies must sign and 
agree to abide by the terms of all agency and user-related UIN forms and policies and 
procedures outlined in this document. Participation is voluntary, but strongly 
encouraged. A fee may be assessed per user to access and enter data into UIN.   
 

 
UNITY Partner Agency Agreement 
 
Policy 3.2: The UNITY Partner Agency Agreement must be signed by a legal authorized 
representative of each UNITY Partner Agency.  
  
Document: The UNITY Partner Agency Agreement is a legal contract between the UNITY 
Partner Agency and the Tampa Hillsborough Homeless Initiative regarding specific UIN 
guidelines and use. The agreement outlines specific details about the UNITY Partner 
Agency's UIN involvement including, but not limited to, the areas of confidentiality, data entry, 
security, data quality and reporting.  
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Procedure for Execution: 
 

1. The Agency’s Executive Director (or legal authorized officer) will sign two  
copies of the UNITY Partner Agency Agreement and mail them to THHI. 

2. Upon receipt of the signed agreement, it will be signed by the THHI  
Executive Director. 

3. Upon signature of the THHI Executive Director. 
4. One copy of the UNITY Partner Agency Agreement will be scanned and  

filed electronically with THHI. The original will be mailed back to  
the UNITY Partner Agency. 

  
 
HIPAA Agreement 
 
Policy 3.3: The UNITY Business Associate or Business Associate/Qualified Service 
Organization Agreement, along with the UNITY Partner Agency Agreement must be signed by 
the Executive Director (or a legal authorized representative) of each UNITY Partner Agency 
that identifies as a HIPAA covered entity. 
  
Procedure: The UNITY Business Associate or Business Associate/Qualified Service 
Organization Agreement is a UIN document required by all UNITY Partner Agency providers 
who partner with UIN and are a HIPAA covered entity. This document details the basic 
business practices of the HIPAA rules to be followed. The document further explains that each 
UINTY Partner Agency may be working with other UNITY Partner Agency providers who are 
HIPAA covered entities. Therefore, all UNITY End Users will adhere to the basic business 
practices under HIPAA as it relates to client confidentiality, privacy and security.   
  

1. The Agency’s Executive Director (or legal authorized officer) will sign two  
copies of the UNITY Business Associate or Business Associate/Qualified 
Service Organization Agreement and mail them to THHI. 

2. Upon receipt of the signed document, it will be signed by the THHI  
Executive Director. 

3. One copy of the UNITY Business Associate or Business Associate/ 
Qualified Service Organization Agreement will be scanned and filed  
electronically with THHI and the original copy  
will be mailed back to the Agency. 

 
Background Checks 
 
Policy 3.4: In order to receive UNITY license access, each UNITY User must have completed 
and passed a background check prior to attending their first UNITY training to ensure that 
clients are protected from fraud or identity theft. 
 
Procedure: The Tampa/Hillsborough County Continuum of Care (CoC) requires all end users 
of the UNITY system to complete and pass a level two background check. The HMIS Lead 
Agency (THHI) must verify that each UNITY Partner Agency conducts a criminal background 
check for all UNITY users. Additionally, the Florida Legislature has passed a law, effective 
August 01, 2010, that places new requirements on persons who work with vulnerable 
populations (children, elderly, and the disabled). This law, part of 2011 Florida Statue, XXXI, 
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Section 435 regarding labor background changes, has been adopted by the Department of 
Children and Families (DCF), Agency for Health Care Administration (AHCA), Department of 
Elder Affairs, and Florida Department of Law Enforcement. 
 
This new law requires that employees and volunteers who work with vulnerable populations 
undergo and pass a level 2 background check including fingerprinting prior to beginning work. 
Since UNITY is a shared client information system, each UNITY user must have completed 
and passed a level 2 background check prior to attending their first UNITY training to ensure 
that clients are protected from fraud and identity theft. 
 
In order to secure the shared client data in UNITY, we encourage each organization to follow 
this new law for all users who have access to UNITY data. By law, we cannot ask for a copy 
of the results as proof of completion, therefore, each organization must sign a Volunteer and 
Employee Background Check Verification Memo. 
 
Licensing Fees 
 
Policy 3.5:  The UNITY Information Network (UIN) will monitor and assess licensing fees for 
all existing and future UNITY Partner Agencies. 
 

Policy 3.5.1:  The UNITY Information Network (UIN) will provide subsidized licenses to 
UIN staff and UNITY Partner Agencies: 
 
 whose program mission is to end homelessness; 
 any basic needs program; 
 whose population served is only homeless. 

 
Objective: Basic need services that will be eligible for subsidized licenses in UNITY 
are categorized as follows: 

 

 food - soup kitchen, food pantry, and food banks.   
 homeless diversion - financial assistance providers who help current homeless 

individuals and families (defined by the HEARTH Act) exit to permanent housing 
(i.e. rapid re-housing or homeless prevention). 

 housing/shelter - homeless emergency shelter, transitional housing, or 
permanent supportive housing listed in the housing inventory chart. 

 clothing/drop-in center - a one stop center where a variety of basic needs are 
given such as telephone use, mailing address, clothing, computer use, showers, 
laundry, etc. or small organization whose mission is to provide clothes to 
homeless children. 

 homeless street outreach - teams who contact and engage with homeless 
clients on the street or in local emergency or transitional facilities. 

 homeless child care slots - dedicated programs that provide child care only to 
homeless children and families. 

 Travelers Aid – funds for transportation assistance for clients returning home. 
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Each UNITY Agency Administrator will receive a subsidized license. Additionally, two 
subsidized licenses per program or service physical location will be granted, if needed. 
Additional subsidized licenses can be requested through the UIN staff to the UNITY Advisory 
Committee. Subsidized licenses will be granted upon a case by case basis by the HMIS 
Advisory Committee if there are subsidized licenses available. 
 

Procedure: 
 

1. Upon beginning participation in UIN, the organization, programs and services 
will be assessed for licensing fees. 

2. If they meet the criteria above for subsidized licenses, UIN staff will generate a 
letter of leveraging outlining the license gift. 

3. Licenses available in the subsidized pool will be granted for programs and 
services meeting the above criteria. 

4. Users who enter data into the system under multiple programs where one 
program qualifies for a subsidized license and one program does not, the user 
will be required to follow policy 3.5.2. 

5. All other organizations, program and services not meeting the above criteria will 
be required to follow policy 3.5.2. 

6. For programs or services that need additional subsidized licenses, the Agency 
Administrator can make a request for additional subsidized licenses through the 
UIN HelpDesk (unity@homelessofhc.org). Each request will be presented at the 
following UNITY Advisory Committee meeting for review and consideration. If 
the request is denied, the program or service will be invoiced for payment for 
their request as stated in 3.5.2. 

7. When requests are approved, the UIN HelpDesk will update the ticket of the 
license availability. The UIN Trainer will then contact the program or service 
about training. 

8. If a program or service does not need all the subsidized licenses allocated to 
them, they may return the surplus licenses to UIN for redistribution through the 
UIN HelpDesk. Licenses may be requested at a later date and, upon availability, 
reallocated back. 

9. If subsidized licenses are allocated, but remain unassigned or the user assigned 
does not log into the system for 6 months or more, UIN staff will send a 
notification to the UNITY Agency Administrator about the potential license 
reallocation. This information will also be sent to the UNITY Advisory Committee. 
The UNITY Advisory Committee will consider reinstatement on a case by case 
basis. 

10. Any program or service that receives a subsidized licenses and at license 
renewal time has an average data completeness score for the previous 12 
months of a D or F, the program or service will forfeit their subsidized license 
and be required to pay as stated in 3.5.2. The consideration of eligibility for a 
subsidized license will be assessed the following year for possible reinstatement 
by the UNITY Advisory Committee on a case by case basis. 

 
Policy 3.5.2:  The UNITY Information Network (UIN) will assess a licensing fee to UNITY 
Partner Agencies whose do not meet the criteria in 3.5.1 for a subsidized license. 
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Objective: The UNITY Advisory Committee in conjunction with the Tampa/Hillsborough 
County CoC Lead agency has developed the following fee structure for the UIN system. Each 
UNITY Partner Agency is required to pay any associated fees listed below for licenses 
requested. The fees listed below are non-negotiable and are for a 12 month period ending 
one year from the date of payment receipt. 

 
Item Description Fee 
New License There is a one-time setup fee 

($250/user), annual license 
fee ($92/user) plus an admin 
rate ($33/user) to purchase a 
new license for UNITY. Fees 
are per user. 

$375/user   

Annual License 
Renewal 

There is an annual license fee 
($92/user) plus an admin rate 
($33/user). Fees are per user. 

$125/user 

Reporting License There is an annual license fee 
associated with accessing the 
Advanced Reporting Tool 
($170/Adhoc license or 
$90/Viewer license). 

$170/adhoc license 
 
OR 
 
$90/viewer license 

Vendor Assisted 
Reports, System 
Changes, or Technical 
Assistance 

There is a fee for support 
from the vendor to create any 
new report. Fees are per 
report at the current vendor 
rate. Rates subject to change 
without notice. Will require 
upfront deposit to spec out 
report. Upfront dollars goes 
towards balance of report 
project. 

$125/hour 

 
Non-subsidized licenses include providers in the following categories: 

 

 Information and Referral,  
 Housing/Shelter provider not listed on the housing inventory chart 
 Non-Homeless diversion financial assistance 
 Non-Homeless dedicated child care slots 
 Tutor/Mentoring 
 Legal Assistance 
 Physical Health 
 Behavioral Health 
 Law Enforcement providing basic need social service not related to  

homeless outreach 
 All others not listed in 3.5.1 
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Procedure: 
 

1. Upon beginning participation in UIN, the organization, programs and services will be 
assessed for licensing fees. 

2. Organizations who are currently receiving subsidized licenses and no longer meet the 
criteria above for a subsidized licenses (Policy 3.5.1), will be sent an invoice for 
payment of existing licenses in the new contract year. 

3. The HMIS Lead agency finance department will generate an Invoice for Payment and 
send it to the program or services making the licensing request. 

4. Licenses will not be allocated and staff training will not be scheduled until payment is 
received by the HMIS Lead agency. 

5. Once payment has been received, the UIN HelpDesk will update the ticket of the 
license availability. The UIN Trainer will then contact the program or service about 
training. 

6. For programs or services that need additional non-subsidized licenses, the Agency 
Administrator can make a request for additional non-subsidized licenses through the 
UIN HelpDesk (unity@homelessofhc.org). An invoice will be generated for payment. 

Agency Staff Roles and Requirements 
 
Policy 3.6: Each UNITY Partner Agency is required to either have an Agency Administrator or 
a Point of Contact to coordinate UNITY activities for their organization. 
 

Policy 3.6.1: For Member Agencies with more than 5 employees and licensed end 
users, the Member Agency will assign both an Agency Administrator and may have a 
back-up Agency Administrator to coordinate UNITY activities for their organization. 
 
Procedure: The Executive Director (or legal authorized officer) of the Agency will 
complete the Agency Administrator Designation/Point of Contact Form to assign the 
position to a specific staff person. This role is vital to the success of UNITY at the 
UNITY Partner Agency locations to ensure that the data is entered in a timely manner, 
the quality of the data is continuously monitored, and communication and support 
between UIN and the UNITY Partner Agency is streamlined. 
 
An Agency Administrator is the staff member at a UNITY Partner Agency provider who 
acts as the centralized contact for the UIN staff and is the first line of defense for 
technical assistance to their users.  
 
Agency Administrator Role and Responsibility. The Agency Administrator role is to 
act as the operating manager/liaison between the UIN staff and users at the UNITY 
Partner Agency. This position is necessary for the UIN staff to have a point of contact 
and vital to the success of UNITY at the UNITY Partner  Agency. This position is 
required for any Member Agency with 5 or more active licenses. The CEO/President or 
Executive Director will designate an agency administrator based on a set of skills 
outlined in the UNITY Description of Agency Administrator Role. See Appendix I for 
more information. 
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Policy 3.6.2: For Member Agencies with less than 5 employees and licensed end 
users, an Agency Administrator is not required, but at least one UNITY Point of Contact 
is required to communicate with the UIN staff. 
 
Procedure: The Executive Director (or legal authorized officer) of the Agency will 
complete the Agency Administrator Designation/Point of Contact Form to assign the 
Point of Contact position to a specific staff person. This role is vital to the success of 
UNITY at the UNITY Partner Agency locations to ensure that the data is entered in a 
timely manner, the quality of the data is continuously monitored, and communication 
and support between UIN and the UNITY Partner Agency is streamlined. 
 
Point of Contact Role and Responsibility: The Point of Contact role is very similar to 
the Agency Administrator role, but without the technical support aspect. The UIN staff 
will fulfill the role of help desk support and triage. A Partner Agency designates a 
primary and a back-up Point of Contact. See Appendix II for more information. 
 

Policy 3.7: A UNITY Partner Agency will ensure that at least one person will complete a 
Level 1 training and complete their test in order to receive a license to access live client data 
in UNITY. 
 
Procedure: Once the Agency Administrator/Point of Contact position has been assigned, 
he/she will be able to work with UIN Staff to assign End Users and authorize additional 
licenses for the UNITY Partner Agency. The End User will complete training and then be 
responsible for the timeliness of the data being entered and the quality of the data they enter.  
An End User is a term used to refer to all UNITY users at a UNITY Partner Agency. 
 
UNITY End Users Roles and Responsibility. Every UNITY End User must attend at least 
one Level 1 Training, sign a UNITY User Agreement, and successfully complete their test, not 
exceeding 5 business days past training, in order to receive access to the live site. 
 
Every UNITY End User is responsible for the following items: 
 

• Adhering to all of the policy and procedures outlined in this document 
• Attending all trainings required by UIN staff and the UNITY Partner  

Agency Administrator. 
• Entering quality data in a timely and accurate manner. 
• Adhering to the data requirements set by the UIN staff and the UNITY  

Partner Agency.   
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Initial UNITY Staff Site Visit 
 
Policy 3.8: Prior to signing the UIN agreements, a prospective UNITY Partner Agency will 
first schedule and complete an on-site Initial UNITY Site Visit at the prospective Member 
Agency. 
Procedure: Prior to signing the Agreements for participation, a prospective UNITY Partner 
Agency provider will first schedule and complete an on-site Initial UNITY site visit at the 
prospective Member Agency. This site visit is between the UIN staff, the prospective UNITY 
Partner Agency Executive Director and other UNITY Partner Agency critical staff at the 
prospective UNITY Partner Agency location. Other staff may include data entry staff, 
supervisors, managers, intake workers, or case managers. The prospective UNITY Partner 
Agency should include any staff they feel is necessary to UNITY data entry, data quality or the 
reporting process.  
At this site visit, UIN staff will document the goals of the prospective UNITY Partner Agency in 
regards to UNITY (what do they want to achieve by using the system), go over the required 
data elements, review the policy and procedures, define entry requirements and set 
expectations. The site visit also allows UIN staff to properly assess the prospective UNITY 
Partner Agency providers' work flow and user needs, specific implementation issues, and any 
constraints or risks that will need to be mitigated by the prospective UNITY Partner Agency 
prior to going live. A site demo using a training version of the UNITY system may also be used 
(at UIN staff discretion) during the visit to visually explain UNITY and its capabilities. 

 
Minimal Technical Requirements 
 
Policy 3.9: All UNITY End User workstations must meet minimum technical requirements in 
order for UNITY to be functional and to meet the required security specifications.   
  
Procedure: The following details are the minimal set of technical requirements for hardware 
and Internet connectivity to the UNITY system. UNITY works with all operating systems. 
 
Hardware: 

• Memory: 4 Gig recommended, (2 Gig minimum), If XP – 2 Gig recommended, (1 Gig 
minimum)  

• Monitor: Screen Display - 1024 by 768 (XGA)  
• Processor: A Dual-Core processor is recommended. 

 
Internet Connectivity: 
• Broadband Internet Connectivity recommended (High Speed Internet). 
 
Authorized Browsers: 
• Firefox 3.5 or greater 
• Internet Explorer 8.0 or greater 
• Safari 4.0 or greater 
• Google Chrome 5.0 or greater 
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Workstation Maintenance: 
• Workstations should have their caches refreshed on a regular basis to allow for  

proper speed and functionality. 
• Workstations should continue to be updated to the most current version of Java,  

as suggested by their software. 
• Workstations may need their virtual memory increased. 
 
UNITY High Profile Membership 
 
Policy 3.10: UNITY Partner Agencies will have their membership elevated to high profile 
status based on a set of established criteria. 
 
Procedure: There are UNITY Partner Agencies whose use of UNITY is more comprehensive 
than others. Their usage demands more time from the UIN staff with training and technical 
support. Due to this fact, the UIN staff have a created a level of membership identified as 
High Profile Membership. Providers who qualify for High Profile Membership will get higher 
priority assistance for training and technical support when they request assistance from the 
UIN staff. Priority assistance means the providers’ requests will be expedited over non-high 
priority members. UNITY Partner Agencies must meet all the criteria below to be elevated to 
High Profile Membership status.  
 
Qualifications for High Profile Membership 
 

1. More than one program in the agency has active users entering data into UNITY. 
2. The programs use more than one module in the UNITY system consistently. Modules 

included are: ClientPoint, ShelterPoint, SkanPoint, ActivityPoint or Advanced Reporting 
Tool. 

3. Must have more than 80 bed capacity or serve more than 1000 people a month. 
4. Must have more than 5 active UNITY users. 

 
Membership status will be evaluated annually and changes to status will be applied at that 
time. During annual evaluation of member status, the following criteria would cause a 
revocation of the High Profile Status.  
 
Revocation of High Profile Membership 
 

1. Must continue to meet all the qualifications listed above. 
2. Not have been cited for a violation of or placed on corrective action for violating the 

UIN Policies and Procedures within the previous 12 months. 
3. Annual cumulative data completeness report card must not fall a letter grade or below 

a “C” in the previous 12 months. 
 
When requests come into the UIN staff via the HelpDesk, High Profile Membership will be a 
level increase in their request based on the technical assistance chart in section 8.3.1. 
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UNITY Corrective Action 
 
Policy 3.11: Once a UNITY Member Agency or any of its End Users has violated any UNITY 
policy, the UNITY Staff will implement an action plan upon discovery of the violation. 
Procedure: Violations in UNITY policy can occur, but Partner Agencies should work to ensure 
violations in policy are prohibited. If a violation is discovered, it is the role of the UNITY staff to 
swiftly respond in order to prevent further violations from occurring or the current violation 
from harming clients or other UNITY Partner Agencies. The UNITY staff will determine a 
course of action depending on the type and the severity of the policy violation. 
Critical Risk (For example: Security Breach, Imminent risk to clients, Unresolved Data Quality 
Errors) 

 UNITY System Administrator will suspend all UNITY Partner Agency 
Active End User Licenses. Affected End Users will be suspended until 
retraining. 

 UNITY Program Manager immediately reports the violation to the HMIS 
Lead agency Management Team. 

 UNITY Program Manager will contact the UNITY Partner Agency in 
question to discuss the violation and course of action. 

 UNITY Partner Agency will be suspended until violation resolved and 
placed on probation for at least 90 days. 

 HMIS Lead agency Management will contact the UNITY Partner Agency 
Contract Manager to discuss violation and action plan. 

Medium Risks (For example: Grievance has been filed against UNITY Partner Agency or 
general complaints that threaten or endanger clients.) 

 UNITY Program Manager immediately contacts and reports to the HMIS 
Lead agency Management Team to discuss the course of action and plan. 

 UNITY Program Manager will contact the UNITY Partner Agency in 
question to discuss the violation and course of action. 

 HMIS Lead Agency Management will contact the UNITY Partner Agency 
Contract Manager to discuss violation and action plan. 

 UNITY Partner Agency will be placed on Probation for at least 90 days 
and possible suspension until violation resolved. 

 If appropriate, UNITY System Administrator will suspend all UNITY 
Partner Agency Active End User Licenses. 
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Low Risk (For example: Unresponsive UNITY Partner Agency to UNITY Requests, Ceased 
Data Entry, Incorrect Bed List, End User Inactivity, and Timeliness Issues.) 

 UNITY Program Manager will contact the UNITY Partner Agency in 
question to discuss the violation and course of action. 

 UNITY Program Manager will contact the UNITY Partner Agency Contract 
Manager to discuss violation and action plan. 

 If appropriate, UNITY Partner Agency will be placed on probation for at 
least 90 days or until violation resolved. 

 If appropriate, UNITY System Administrator will suspend all or some of 
the UNITY Partner Agency End User Licenses in question. 

 If appropriate, UNITY Program Manager will contact the funder(s) 
associated with the UNITY Partner Agency to discuss the violation and 
course of action. 

 

Potential Courses of Action 
Probation.  
The UNITY Program Manager will notify the Agency’s Executive Director and UNITY Agency 
Administrator in writing to set up a one-on-one meeting to discuss the violation in question. 
During the Meeting, an action plan will be developed and documented with relevant time 
frames outlined set to correct actions. If a training issue is identified, the UNITY Program 
Manager will coordinate further follow up with the End Users in question. The Partner Agency 
will be placed on probation, to last a minimum of 90 days. Monitoring and auditing will be 
performed regularly during this period. Notification of probation will be communicated to all 
local contract funding managers. 
Suspension. 
If a violation is of critical risk or the corrective measure(s) are not achieved in the probationary 
period or more UNITY violations occur during the probationary period, the UNITY System 
Administrator will suspend their access to UNITY until the issues are resolved. The UNITY 
Partner Agency will receive a written notice, via certified mail, to the Partner Agency’s 
Executive Director, of the suspension, reasons and effective date. During suspension, a 
mandatory meeting will be held between the Partner Agency Executive Director, HMIS Lead 
agency CEO, the UNITY Staff, and local Contract Manager, if appropriate, to discuss 
suspension and requirements for resolution.  All meeting deliverables will be documented in 
writing and must be achieved within the set probationary period. 
Termination. 
If the Partner Agency violates any policies deemed of critical risk and fails to achieve 
resolution within the probation period, the UNITY Staff will permanently terminate the Partner 
Agency from UNITY. The UNITY Partner Agency will receive a written notice, via certified mail, 
to the Partner Agency Executive Director of the Termination, reasons and effective 
date. Notification of the termination will be sent to all local contract managers. In the case 
there is data quality costs, transfer costs, the Partner Agency will assume responsibility for 
payment. 
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Reinstatement Policy 
The CoC Lead Agency (Tampa Hillsborough Homeless Initiative [THHI]) has developed and 
approved a Policy and Procedures manual for organizations that access data in UNITY. Any 
organization that is approved as a UNITY Partner Agency receives a copy of the UNITY 
Policy and Procedures Manual. The CEO or COO of each organization must sign a statement 
that they have received and read the UNITY Policy and Procedures Manual and agree to 
adhere to them. Violations of the UNITY Policies and Procedures will result in probation and 
may result in suspension or termination from the UNITY system, especially violations of those 
policies requiring: 
 

 initial training and periodic re-training in using UNITY for persons entering and 
accessing data; 

 staff members that enter and/or access data must meet the background check 
requirements with no past criminal records involving fraud or credit/identification theft; 

 staff or volunteers must not be a current client of the UNITY member program in which 
they are entering data, and may not have been enrolled in a program of the UNITY 
Partner Agency within the previous six months. 

 
Programs may also be placed on probation, suspension or termination from the UNITY 
system for criminal or illegal activity in which a client’s rights, privacy, safety or security have 
been violated. Those violations are the most serious of all, must be addressed immediately, 
and take precedence for resolution over all other violations. Policies and Procedures 
concerning criminal and/or illegal activities are addressed in the Hillsborough CoC Lead 
Agency System Policies and Procedures. 
 
Policy: Organizations that have been placed on probation, suspension, or termination from 
the UNITY Information Network and who seek to be returned to full active UNITY Partner 
Agency status must complete the reinstatement process outlined below, and be granted 
approval for probationary reinstatement prior to the organization and any of its users being 
granted access to UNITY. 
 
Procedure:  A UNITY Partner Agency will be placed on probation, suspended, or terminated 
from UNITY for any violation of the UNITY Policies and Procedures. The decision to place on 
probation, suspend, or terminate from UNITY will be made by the UNITY Advisory Committee, 
who will officially notify the Partner Agency of the action. The UNITY Partner Agency on 
suspension or termination will be placed on inactive UNITY Partner Agency status. The 
UNITY Partner Agency that has been placed on probation, suspended, or terminated from the 
use of and access to UNITY under this Policy may be considered for reinstatement after 
completing the following process. 
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1. The UNITY Partner Agency must create a Corrective Action Plan that addresses each 
and every issue listed in the official notification of probation, suspension or termination 
from UNITY, and submit it to the HMIS Advisory Committee for review, negotiation, and 
approval. The HMIS Advisory Committee then recommends the Corrective Action Plan 
to the HMIS Lead agency for final approval. 

2. The UNITY Partner Agency must demonstrate in writing and through desk and on-site 
monitoring that it has taken the actions needed to resolve all violations named in the 
Corrective Action Plan, and that it has ceased any and all specific activities or actions 
that violated the approved UNITY Policies and Procedures. Desk monitoring for quality 
and timeliness of data entry will be done by UNITY staff while the on-site monitoring 
will be the responsibility of the HMIS Advisory Committee and CoC Lead agency staff. 

3. Each specific activity or action that was in violation of the UNITY Policies and 
Procedures will be considered separately with separate written and on-site monitoring 
of the violations. 

4. Once the Corrective Action Plan has been completed and all violations addressed and 
resolved by the UNITY Partner Agency, the organization must formally request 
reinstatement in writing to the HMIS Advisory Committee for their consideration. The 
HMIS Advisory Committee will review the reinstatement request and make a 
recommendation to the HMIS Lead Agency. Final approval and course of action for 
reinstatement is given by the HMIS Lead Agency. 

5. All required organization personnel (Agency Administrator and all licensed end users 
entering or accessing data) must complete all required/appropriate training presented 
by UNITY staff prior to final reinstatement or the lifting of probation, suspension or 
termination status. 

6. Violation of the Hillsborough CoC Lead Agency System Policy and Procedures 
regarding criminal or illegal activity in which any client’s rights, privacy, safety or 
security has been violated, will take precedence over all other violations. If the UNITY 
Partner Agency has been placed on probation, suspended or terminated for criminal or 
illegal activity, those violations must be remedied before other violations of UNITY 
Policies and Procedures are considered, in order for the reinstatement to be valid. 

7. After the UNITY Partner Agency has been reinstated, it will be on probation for 120 
days from the day it begins entering and accessing data in the UNITY system. 
Additionally, the organization will be subject to greater scrutiny and monitoring during 
the probationary period and must demonstrate on-going change in adhering to the 
UNITY Policies and Procedures prior to probation being lifted. 

8. The final recommendation for lifting of the probationary status will be made by the 
HMIS Advisory Committee, after review of all the pertinent information, and will be 
presented to the full CoC Lead agency for final action. Only after final approval by the 
CoC Lead agency will the organization’s status change as an active UNITY Partner 
Agency be changed. 
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End to Courses of Action 
Once the UNITY Partner Agency has been re-instated to UNITY by the HMIS Advisory 
Committee and CoC Lead agency, UNITY staff will re-instate the Partner Agency's access to 
the UNITY system and place them under a 12-month probationary period. All users who were 
previously suspended or terminated and/or who have not accessed the system in 90 days or 
more will be required to attend, at a minimum, a Level 1 refresher training.  
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Section 4: User Administration 
UNITY End User Prerequisites 
Policy 4.1: All End Users are required to have a minimum set of basic computer 
competency/skills to adequately perform their data entry roles in UNITY. 
Procedure: Each UNITY Partner Agency Administrator should meet the skill requirements set 
forth in the Agency Administrator Minimum Qualifications White Paper. All other End Users 
should be prepared with basic computer competency/skills to adequately use and navigate 
UNITY. Users will be evaluated for competency at the beginning of training. Users who do not 
have a minimum competency will be asked to leave training and seek a basic competency 
class. Basic computer competency classes can be found at a local library, community center, 
college, or business learning center. Once the user has completed the basic competency 
class, they can register and attend UNITY training. Upon return, they will be required to 
produce proof of attendance at the basic computing class. See Appendix III for more 
information.  
 
Policy 4.2: All End Users should have had a level two background check prior to being 
assigned access to UNITY by a UNITY Partner Agency. 
Procedure: UNITY Partner Agency providers are encouraged to have background checks on 
all staff and volunteers prior to assigning them access to UNITY. UNITY Partner Agencies 
shall review the received criminal history report before the end user signs-up for UNITY 
training. Background checks that come back with a criminal history should be carefully 
considered prior to giving them access to client information. UNITY staff will investigate all 
potential UNITY users' history for violations and current client status prior to assigning a 
license or approving someone for training. Those potential UNITY End Users and Agency 
Administrator will be notified in writing if they do not meet the qualifications to be granted 
UNITY access. See policy 4.3 for more information. 

UNITY End User Agreement 
 

Policy 4.3: No prospective end user will be given a license for UNITY if he/she has entered a 
plea of nolo contendere (no contest) or been found guilty of any fraud (including identity theft 
or computer related crimes) or stalking-related felony crimes punishable by imprisonment of 
one year or more in any state. 
 

Procedure: A UNITY Partner Agency should not risk the privacy and confidentiality of client 
information by allowing any individual convicted of a fraud including identity theft, computer 
related crimes, or stalking-related crime (fraud, identity theft, stalking) in any state. In the 
broadest sense, a fraud is an intentional deception made for personal gain or to damage 
another individual. An End User needs to be mindful of potential identity theft and improper 
usage and disclosure of client information. This policy will be taken under consideration and 
possibly waived if the prospective user has passed a State of Florida Level II Background 
Check. 
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An End User will be denied UNITY access if they meet any of the following, whether a 
judgment of guilt was withheld or not: 

 
• has entered a plea of nolo contendere (no contest) to a fraud-related felony crime 

(fraud, identity theft, stalking) punishable by imprisonment of one year or more. 
• has entered a plea of guilty to a fraud-related felony crime (fraud, identity theft, stalking) 

punishable by imprisonment of one year or more for crimes concerning. 
• has been convicted or found guilty of a fraud-related felony crime (fraud, identity theft, 

stalking) punishable by imprisonment of one year or more for crimes. 
  
Policy 4.4: Any prospective end user who was a previous client of the same program in which 
he/she now intends to work or volunteer must not have resided at the facility or been a 
program participant in the last 6 months prior to gaining access to UNITY. 
 
Procedure: The end user for residential/homeless service programs must not have been a 
previous client of the same program in which he/she now intends to work or volunteer for the 
last 6 months prior to gaining access to UNITY. An end user should never have access to 
detailed information on program/service participants with which they were once friends or 
fellow participant. UNITY Partner Agencies who violate this rule are putting client information 
at risk of a privacy and confidentiality breach. Upon discovery of this practice within a Partner 
Agency, UNITY staff will immediately inactivate the end user in question and notify the agency 
administrator and end user of the inactivation in writing. 
 
Policy 4.5 All End Users must be provided with a software license by and provided training 
through the UNITY staff prior to entering or accessing client data in UNITY. 
  
Procedure: Due to the amount of personally identifying information and the confidential 
nature of the UNITY System, every end user must be assigned a software license to access 
the system and their initial training must come from the UNITY staff. In order to receive a 
license, a potential end user must not violate UNITY policies 4.0 through 4.4. Furthermore, a 
condition of being granted a license is that all users must sign and adhere to an End User 
Agreement. This document outlines the role and responsibility of having and maintaining their 
access in UNITY. An End User who violates the End User Agreement will be immediately 
inactivated from UNITY and required to attend re-training to re-gain access. See Appendix IV 
for more information. 
 

License Administration 
 
Policy 4.6: Notification of issuance and revocation of access within the UNITY Information 
Network (UNITY) is the responsibility of Agency Administrator. 
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Procedure: Agency Administrators are responsible for notifying the UNITY staff of a new user, 
change in user access, or deletion of user access within 24 business hours of their 
organization's needed change to UNITY access. Agency Administrators should work with the 
UNITY staff to ensure proper license access is given to qualified UNITY End Users. However, 
issuance, maintenance, and revocation of software license within the UNITY Information 
Network (UNITY) is the sole responsibility of UNITY staff.  
 
Assignment of End User security settings. The UNITY staff will assign the security level of 
every end user based on the agreed-upon security settings established by the Member 
Agency at the Initial UNITY site visit. The Agency Administrator or Executive Director will 
assign access to individuals based on their role in the organization and needed access to 
UNITY. Assignments are best organized by the lowest level of security the staff or volunteer 
member would need to perform their normal work duties as defined by their official 
job/position description. If the user is to remain on the system, but has had a change in 
responsibilities, an Agency Administrator or Executive Director may request a change in any 
end users security setting, At any time, by completing the UNITY User License Request Form. 
See Appendix V for more information. 
 

Additional licenses/changes. All requests for new licenses must be submitted though the 
UNITY User License Request Form by the UNITY Partner Agency Administrator. Request 
forms must be received and approved no later than 72 hours before the scheduled training 
date. All new licenses are issued only after a UNITY Partner Agency agreement and HIPAA 
Agreement have been signed by the UNITY Partner Agency and the UNITY End User 
Agreement has been signed by the appropriate End User. Licenses are allocated on a first 
come-first served basis based upon agency size, use, and adherence to all policies and 
procedures set forth in this document. All requests will be reviewed and rated for allocation by 
the HMIS Lead agency.  If there are no more licenses available, the user will have to wait until 
a license is available or unless the UNITY Partner Agency is willing to pay for the license 
activation.  
 
Inactivity. An End User must successfully complete all assigned training homework within 5 
business days after the initial training date and allow no more than 60 days between log in 
sessions on the live site to keep their license active. Any End User who is in violation of these 
rules will have their access inactivated by UNITY staff immediately and the user will be 
required to attend re-training prior to regaining access. They may be charged a license fee. If 
a license is no longer needed by the Partner Agency, it will be distributed to the pool of 
available licenses open to all UNITY Partner Agency providers. An inactivity report is 
generated and shared with the Agency Administrator, Continuum of Care, local government 
entities, Funders, and other community stakeholders.  
 
UNITY Staff removing a user license for cause. UNITY reserves the right to immediately 
inactivate or delete the license for any end user for cause. In all cases where a licensee is 
removed for cause, the assigned UNITY Partner Agency Administer and Executive Director 
will be notified immediately via email with the stated cause of license removal. Reasons that a 
licensee would lose their license or otherwise have their license temporarily inactivated or 
revoked would include, but not be limited to: 
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• Multiple failed log on attempts in the same day. 
• A consistent lack of good data quality. 
• Failure to complete the training test assignment within the 5 day period post training. 
• Two consecutive “no call, no shows” to scheduled training. 
• Failure to log on to system at least once in a consecutive 60 day period. 
• Sharing system credentials (log in and password) with any other party. 
• Violation of client privacy or security (i.e. verbally disclosing client personal data, 

allowing non-authorized users to view any data from, have access to, see the screens 
of, or be provided any print-outs of client data from UNITY.) 

• Other violations of these UNITY Policies. 
• Other serious infractions that result in a compromise of the UNITY Member Agency 

and/or any client level data in the system. 
 
Agency removing a user license. An End User license can only be deactivated by UNITY 
staff. Requests for removal of a license by a UNITY Partner Agency can only come from the 
Agency Administrator or Executive Director and the request must be submitted in writing 
through the UNITY User License Request Form. All license requests should be 
communicated to UNITY within 24 business hours after the end user has left the employment 
of the UNITY Partner Agency, the end user has changed positions and is no longer in need of 
UNITY access, or has knowingly breached or is suspected of a system breach where client 
data has been compromised. Terminations should be submitted using the UNITY User 
License Request Form. 
 

Changes in User Access 
 
Policy 4.8: A UNITY User status will change in the system based on the change in status of 
the UNITY Partner Agency due to violations of the UNITY Policies and Procedures. 
 
Procedure: A user is a direct reflection of the UNITY Partner Agency and vice versa. They 
work in tandem to provide services to clients and manage quality of the data entered into the 
system. Therefore, when a UNITY Partner Agency Status changes so will each user status. 
The status will change upon formal approval from the HMIS Task Force and the HLB. 
 
Policy 4.8.1: A UNITY User can be placed on probation with just cause from the UNITY 
System for any violation of the UNITY Policies and Procedures. 
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Procedure: If a user is in violation of any UNITY policy and procedure and it is not found to 
be an offense worthy of suspension or termination by the HMIS Task Force, the user will be 
placed on probation in the system. Furthermore, when a user is placed on probation, the 
UNITY Partner Agency is also placed on probation and a Corrective Action Plan will be 
warranted. 
 
Policy 4.8.2: A UNITY User can be suspended or terminated with just cause from the UNITY 
System for any violation of the UNITY Policies and Procedures. 
 
Procedure: If a user is in violation of any UNITY policy and procedure and/or local, state or 
federal laws, the user will be suspended or terminated from the system. Furthermore, if the 
UNITY Partner Agency is placed on corrective action and recommended for suspension or 
termination from the UNITY system, all user access will also be suspended or terminated 
immediately. 
 
Policy 4.8.3: A UNITY User can be suspended or terminated from the UNITY System if the 
user has had 3 months' consecutive failing grade on either of the UNITY Data Quality Reports. 
 
Procedure: If any user has had a consecutive failing grade for three months on either the 
Data Completeness or the Timeliness report, the user can suspended or terminated from the 
UNITY system. If this occurs, the user will be required to attend a refresher retraining and 
pass a test prior to regaining access. If more than one user is affected, then the organization 
will be placed on corrective action. 
 
Policy 4.8.4: Any UNITY Member Agency who fails to pay any associated UNITY fees within 
60 days will have all users suspended from the system until payment is received. 
 
Procedure: The UNITY Advisory Committee and CoC Lead agency has worked together to 
establish a UNITY Licensing Policy (Policy 3.5). This policy has been set to establish baseline 
payment for services and licenses provided by the UNITY information Network. Any UNITY 
Partner Agency who fails to pay accrued associated fees within 60 days of the generated 
invoice date will have all users suspended from the system until payment is received. Accrued 
fees can be, but are not limited to, license renewals, training, and report generation by the 
UNITY staff. Any disputes in payment should be made to the CEO of the HMIS Lead agency 
(THHI). 
 

Law Enforcement Access 
 
Policy 4.9: No active member of law enforcement or detention and corrections staff will be an 
authorized End User of UNITY unless directly assigned as an officer on a Homeless Street 
Outreach Team. 
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Procedure: To protect current clients who may be accessing health and human service 
programs from harassment or harm, active members of law enforcement will not be granted 
access to UNITY. Limited exceptions may be negotiated and an agreement executed with the 
HMIS Lead agency concurrent to an agency's direct involvement in an active homeless 
outreach or jail diversion and/or prison release program. Any agreement with exceptions must 
include a statement that: UNITY use is (1) limited to the purpose for which it was intended; 
and (2) is only for work with program-involved clients. 
 
UNITY works with the Homeless Street Outreach Teams to ensure accurate data collection for 
unsheltered homeless clients. Homeless Street Outreach Teams consist of either or both an 
active member of law enforcement and a case worker. Either member may have access to 
UNITY to assist in placing a homeless individual or family in a local shelter or housing unit. 
 
Former members of law enforcement who may volunteer or are employed at a homeless 
service provider post-law enforcement career may have access to UNITY if it is imperative to 
their new responsibilities. UNITY will consider and respond to requests by law enforcement 
for assistance with: 
 
• next-of-kin searches; 
• searches for clients by family or friend; 
• searches for clients who may be in danger or whose health may be at risk; 
▪ searches for clients in the interest of public safety where law enforcement has  

probable cause or an active warrant for his/her arrest, related to a violent crime and 
other felony crimes. 

 
 
UNITY will provide law enforcement information related to evidence and information gathering 
concerning a criminal matter via Court Order, such as a search warrant or subpoena. UNITY 
will assist State Probation and Parole officials searching for individuals who are in violation of 
the probationary statutes. 
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Section 5: Clients’ Rights 
Client Consent 
Policy 5.1: A UNITY Member Agency must obtain consent from all clients for whom they are 
entering or accessing client data into UNITY.  
Procedure: No client shall be entered into UNITY without obtaining the client's written 
consent for their information to be entered or accessed in UNITY. The UNITY Partner Agency 
agrees to get permission on the following forms signed by the client: Release of Information 
and Notice of Uses and Disclosures. All consent forms are not system-wide, but specific to 
the program/service they are receiving. Any documents can be scanned and added to the 
client record in UNITY under the file attachments section. 
Verbal Release. In UNITY, verbal releases of information are only valid for homeless street 
outreach teams doing direct client contact and engagement on the street or for call centers. 
No other provider in the network is authorized from getting only a verbal release from a client. 
Release of Information (ROI). The UNITY Release of Information form is used to record a 
client’s authorization for their data to be shared with other UNITY Partner Agencies. The 
original signed Release of Information form should be kept by the UNITY Partner Agency and 
protected from theft or loss. Member Agencies are required to use the UNITY Release of 
Information form provided. The Release explains to clients their rights and gets consent for 
data to be retained and shared with other UNITY Member Agencies. If the client requests a 
copy of the data record entered into UNITY, the UNITY Partner Agency Administrator is 
required to provide the copy to the client. UNITY End Users should strive to communicate the 
release in a language the client understands. The form must be signed by each member of 
the household receiving services who is over the age of 18. The head of the household may 
sign for any children or members of the household under the age of 18 on a separate form. 
Once the signed Release is obtained, it must be recorded in UNITY and is valid for 7 years. 
The UNITY Partner Agency is responsible for retaining the document for 7 years. After it 
expires all clients still receiving services will need to sign another UNITY Release of 
Information Form and the data will need to be updated in UNITY. It is important to understand 
agencies cannot deny services to individuals solely on the basis of the individual deciding not 
to share information in UNITY. There is an exception for those agencies providing financial 
assistance to clients as well as agencies that are required to share data required by certain 
funding sources. See Appendix VI-A for more information. 
Notice of Uses and Disclosures. The UNITY Notice of Uses and Disclosures form is used to 
inform clients of why their information is collected and how their information can be used. It 
should be kept by UNITY Partner Agency and protected from loss or theft. UNITY Partner 
Agencies are required to use the UNITY Notice of Uses and Disclosures form provided. 
UNITY End Users should strive to communicate the Notice of Uses and Disclosures in a 
language the client understands. The form must be signed by each member of the household 
receiving services who is over the age of 18. The head of the household may sign for any 
children or members of the household under the age of 18 on a separate form. The UNITY 
Partner Agency is responsible for retaining the document for 7 years. If the client requests a 
copy of the data record entered into UNITY, the UNITY Partner Agency Administrator is 
required to provide the copy to the client.  
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Client Access to UNITY Information 
  
Policy 5.2: All clients entered into UNITY have a right to know who has accessed their 
information and obtain a copy of their electronic file contained in the UNITY Information 
Network. 
  
Procedure: The UNITY Partner Agency must provide the client a copy of their full UNITY 
record including service transactions, case notes and other comments upon request. The 
client must make the request in writing through email or regular mail. Once the request is 
received, a UNITY Member Agency Administrator: 
 

1. should validate the client making the request is the correct client in UNITY by matching 
names, social security number and other demographic information to ensure privacy of 
the information. 

2. should print off each page of the client record entered into the system including, but not 
limited to, case notes and service transactions. 

3. may provide, if requested, an audit trail of who at the organization has viewed or edited 
the client record over the course of service at the organization. 

4. shall fulfill the client's request in no less than 72 hours.  
5. may request assistance from the UNITY staff with this matter. 

 
Upon review of the record by the client, the client can request that changes to the record be 
made. If this is the case, the UNITY Partner Agency should make the necessary changes and 
add a note to the system outlining the changes requested by the client. 
 
Filing a Grievance 
 
Policy 5.3: Clients have the right to file a grievance with the UNITY staff about any UNITY 
Partner Agency related to violations of data access in UNITY, violations of UNITY policies and 
procedures, or data discrepancies 
  
Procedure: UNITY staff will entertain any client who wishes to file a grievance against any 
UNITY Partner Agency related to the items above. Any complaints of a non-UNITY nature will 
be forwarded to the CoC Lead Agency. UNITY staff will contact the client by phone, email or 
regular mail regarding the nature of the complaint. If the client requests a copy of the record, 
the UNITY staff will follow the process in 5.2. Once the client has been contacted, validated, 
and the nature of the complaint understood, the UNITY Staff will investigate the complaint and 
provide its findings to the client who lodged the grievance. UNITY will notify the parties 
involved and the appropriate community planners about the alleged incident reported. If the 
client is not satisfied with the findings of the grievance, the client must submit a grievance 
request in writing to the CoC Lead Agency. All findings of the CoC Lead Agency will be final. 
 
Policy 5.4: Other UNITY Partner Agencies have a right to file a grievance with the UNITY 
staff about any UNITY Partner Agency related to violations of access in UNITY, violations of 
UNITY policies and procedures, or violations of any law. 
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Procedure: UNITY staff will entertain any UNITY Partner Agency who wishes to file grievance 
against any other UNITY Partner Agency. In cases where a client leaves one UNITY Partner 
Agency to receive services from another UNITY Partner Agency and the client reports a 
suspected violation, the new UNITY Partner Agency does have a right to file a grievance or 
duty to warn the UNITY staff on behalf of the client as long as the client grants their 
permission to file a grievance on their behalf. UNITY staff will request a UNITY Client 
Grievance Form be completed by either the client or the UNITY Partner Agency. The form can 
be obtained by contacting the UNITY staff by phone, email or regular mail. Once completed 
and submitted by the client, UNITY Staff will investigate the complaint and provide its findings 
to the client who lodged the grievance. UNITY will notify the parties involved and the 
appropriate community planners about the alleged incident reported. If the client is not 
satisfied with the findings of the grievance, the client must submit a grievance request in 
writing to the CoC Lead Agency. All findings of the CoC Lead Agency will be final. 
 
Client Records Requests 
 
Policy 5.5: Clients have a right to request a copy of their information in the system and be 
provided that information in a timely manner. 
 
Procedure: All UNITY Partner Agencies are required to provide a copy of their client record 
from UNITY upon written request by the client. No UNITY Partner Agency should refuse the 
request. The client should be able to see any and all information entered into the system 
about them, even case notes. The information should be provided to the client in a timely 
manner from the date of the request. Best practice is less than 72 hours. 
 
Revoking Authorization for UNITY Data Collection 
 
Policy 5.6: All clients who initially agree to participate in UNITY have the right to rescind their 
permission for data sharing in UNITY with the exception of those who have been entered into 
a financial assistance program, or a program prohibiting this because of funding sources. 
 
Procedure: Clients who choose and are permitted to revoke their information sharing 
authorization must complete a new Release of Information. The new Release of Information 
should be sent by the Agency Administrator who will notify the UNITY Staff that the client 
record is to be “closed” in the system. The UNITY staff will be responsible for closing the 
client record from view. Once "closed", the UNITY Partner Agency will no longer be sharing 
the currently collected set of client data being entered into UNITY with other Partner Agency 
providers. The previously viewable data will still be seen and shared with other Partner 
Agency providers. The new Release of Information should be kept on file by the Partner 
Agency. In the case that after a Release of Information is signed revoking data sharing and a 
client is accepted into a UNITY-participating financial assistance program, the client must sign 
a UNITY Release of Information form and UNITY staff must be notified to re-open the client 
record for sharing. 
 
 
 
 
 



36 
 

 
Case Notes & Data Discrepancies 
 
Policy 5.7: A Partner Agency must make corrections to any data in the system requested by a 
client if the client can prove the data is incorrect 
 
Procedure: A client can request changes to their data record in the system at any time. The 
UNITY Partner Agency who provided the service to the client at the time of the discrepancy is 
the one responsible for correcting the issue. 
If the discrepancy is of a universal data nature, the client must prove that the change they are 
requesting is accurate by showing proof of the correct information. For example, if the social 
security number is wrong, they should present a social security card. 
If the discrepancy is about a case note, the UNITY Partner Agency should never edit, amend 
or delete a case note. The client can request a case note be added noting the correction of a 
previous case note. 
The UNITY staff will not correct any issues about data discrepancies unless the data entered 
in question is by a Partner Agency who is no longer using UNITY.                                 
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Section 6: Privacy, Safety & Security 
 
National Privacy Requirements 
 
Policy 6.1: The UNITY Information Network complies with all federal, state, local laws, 
standards, and regulations. 
Procedure: It is imperative that partner agencies have policies and procedures in place that 
ensure compliance with applicable laws and regulations that govern their programs.   
HIPAA Covered Entities. Any Agency that is considered a “covered entity” under the Health 
Insurance Portability and Accountability act of 1996, 45 C.F.R., Parts 160 & 164, and 
corresponding regulations established by the U.S. Department of Health and Human services 
is required to operate in accordance with HIPAA regulations. More information about 45 C.F.R. 
may be found at: http://www.hhs.gov/ocr/privacy/ 
42 CFR Part 2 Entities. Any Agency that is considered a “covered entity” under 42 C.F.R. 
Part 2, and corresponding regulations established by the U.S. Department of Health and 
Human Services is required to operate in accordance with the corresponding regulations. 
More information about 42 C.F.R. may be found 
at: http://www.access.gpo.gov/nara/cfr/waisidx_02/42cfr2_02.html 
Domestic Violence (DV) Shelters. Any agency that is a victim service provider is barred 
from disclosing identifying information to HMIS as of 2007. More information about DV 
Shelters and HMIS may be found at: http://epic.org/privacy/dv/hmis.html 
Other Entities. Any Agency that is NOT considered a “covered entity” under any of the above 
mentioned programs is required to operate in accordance with HMIS/UNITY privacy and 
security rules, as well as any applicable federal, state, local laws and regulations.  More 
information about HMIS Privacy and Security Rules may be found 
at: http://www.hudhre.info.classicAsp=resources.aspQStringcvid=234^ccid=1 

Privacy Notice 
Policy 6.2: UNITY Partner Agency providers must post a UNITY Privacy Notice prominently 
on their websites and in areas of plain view of the public such as waiting rooms, intake areas, 
lobbies, or screening or assessment areas. UNITY Partner Agency providers are required to 
provide a copy of the UNITY Privacy Notice to all clients upon request by the client. 
Procedure: By law, UNITY Partner Agency providers are required to post a Privacy Notice 
that discloses collection and use of Client Information. UNITY has developed a document for 
posting for providers without an adequate notice. The UNITY Privacy Notice document is in 
Appendix VII. 

System Security and Privacy Statement 
 
Policy 6.3:  The UNITY Information Network has implemented extensive technical and 
procedural measures to protect the confidentiality of personal information while allowing for 
reasonable, responsible, and limited uses and disclosures of data as recommended in the 
HMIS Data and Technical Standards. 
 
 

http://www.hhs.gov/ocr/privacy/
http://www.access.gpo.gov/nara/cfr/waisidx_02/42cfr2_02.html
http://www.access.gpo.gov/nara/cfr/waisidx_02/42cfr2_02.html
http://epic.org/privacy/dv/hmis.html
http://www.hmis.info/Default.aspx?classicAsp=resources.aspQStringcvid=234%5eccid=1
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Procedure: The security and confidentiality of homeless and at-risk client information within 
HMIS/UNITY is a major issue.  For certain providers and sub-populations, such as Domestic 
Violence Shelters, Substance Abuse Facilities and HIPAA Covered Entities, security and 
confidentiality of client information becomes even a much larger concern for all involved.  The 
HMIS Data and Technical Standards, published June 30, 2004 and updated through March, 
2010 by the U.S. Department of Housing and Urban Development (HUD), include extensive 
HMIS Privacy and Security Standards to be followed by Continuums of Services, Homeless 
Assistance Providers, and HMIS Software companies.  These standards were developed 
after careful review of the Health Insurance Portability and Accountability Act (HIPAA) 
standards for securing and protecting patient information.  The UNITY Information Network 
has and will continue to be in compliance with these Privacy and Security Standards even 
while not being considered a HIPAA covered entity as an HMIS Lead Agency. 
 
Policy 6.4: UNITY secures the location of the server in a HIPAA controlled hosting 
environment providing security from data loss and theft.  
 
Procedure:  UNITY Information Network contracts with a HUD-approved software vendor to 
provide HMIS to the Continuum of Care.  As a web based HMIS solution, the HMIS software 
and data-bases are hosted on secure servers in a highly secure computer room accessible 
only by very few employees who are responsible for maintaining and supporting the 
system.  The servers are also protected by firewalls to prevent unauthorized external access. 
 
Policy 6.5: UNITY ensures that only appropriate staff and volunteers at UNITY Partner 
Agency providers gain and retain system access through a user authentication process.  
 
Procedure:  As a cloud or internet based software system, each UNITY user accesses the 
system via their internet web browser.  To access UNITY, each user must know the web 
address (URL) for UNITY, which is not available or published outside 
the Tampa/Hillsborough County Continuum of Care Community.  Once on the website, each 
user must use a valid user sign on and dynamic password.  All user names and initial 
temporary passwords are issued by UNITY staff only.  Passwords are considered expired 
every 45 days and users are prompted for new dynamic passwords.  Additionally, after three 
failed log-in attempts, user ID’s and passwords automatically become inactive and users must 
contact an Agency Administrator or UNITY staff for re-activation.  Passwords are always 
encrypted and can never be seen in clear text. 
 
 
Policy 6.6:  The UNITY Information Network secures data as it is traveling over the internet 
and stored on the centralized server by proving encryption for all data.  
 
Procedure: As a cloud or web-based software system, it is imperative that all data travel 
through the internet encrypted or unreadable to an outside user.  All UNITY transactions are 
fully encrypted using Secure Socket Layer (SSL) with 128 bit encryption.  This is the highest 
commercially available encryption level and is the same as used by financial 
institutions.  Users can be assured that the data they are interacting with is secure by noticing 
the URL, or Web Address while using UNITY begins with the letters HTTPS. 
 
 



39 
 

Policy 6.7:  UNITY staff, in conjunction with the UNITY Partner Agency Administrator, 
ensures that all End Users have access to the components of the system appropriate for their 
level of data usage.  
 
Procedure: The UNITY software has a built-in security system that ensures each user only 
has the minimum access needed to perform their normal duties.  Each UNITY End User is 
assigned a security level in their user profile that grants them access to only the areas they 
need to accurately do their work. A change to the level of system security for an end user may 
only be requested by an Agency Administrator or Executive Director for which the end user 
works. 
 
 
Policy 6.8:  UNITY staff uses system auditing tools to ensure system oversight, investigate 
privacy or security breaches or filed client grievances. 
 
Procedure:  UNITY software has built-in audit trail applications that allow administrators to 
audit use and access of data.  Audit reporting is an integral part of maintaining system 
security protocols and is performed on a scheduled basis by UNITY staff. 
 
 
Policy 6.9:  UNITY is a shared information system with its default visibility and deny security 
exceptions preset by UNITY staff based on the work flow of the Partner Agency. 
 
Procedure:  UNITY is an open or shared HMIS system. The default visibility settings for 
clients will be set to OPEN for all UNITY clients that are not registered or receiving services 
from any 42 or 45 CFR facility or program. If a client is enrolled in a 42 or 45 CFR covered 
entity program, program visibility settings will be set accordingly. 
 
The UNITY system utilizes a set of Visibility Settings that allow sharing of only agreed upon 
data elements among the participating Continuum of Care UNITY partners.  These visibility 
settings allow for the sharing of the most useful data while denying sharing of protected data. 
 
The UNITY system utilizes a set of Deny Exceptions that disallow sharing of certain 
information by provider programs based upon federal, state, or local laws and guidelines, and 
by agreement with each UNITY Partner Agency provider. 
 
System Visibility settings may only be changed by the UNITY staff and requests to change 
visibility settings must be made via written request to UNITY staff. The UNITY System is 
constructed to offer a dynamic range of levels of security based on the needs of the agency 
and End User. As a default, End Users will only have enough security access to perform their 
normal job duties.  Requests to change a user status must come from an UNITY Partner 
Agency Administrator or Executive Director. 
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Section 7: User Training 
UNITY Training Descriptions 
 
UNITY offers the following training opportunities for its end users: 
 

 Agency Administrator Orientation 
 Level 1 - Basic Data Entry 

o A - Privacy and Security Training 
o B - UNITY Basics 

 
 Level 2 - Advanced Data Entry 

o UNITY Case Management 
 

 Level 3 - Client Management Tools 
o A - SkanPoint/In & Out Feature 
o B - ActivityPoint 

 
 Level 4 - Reporting 

 
UNITY Agency Administrator Training 
 
Prerequisite: A completed UNITY Agency Administrator Designation form signed by the 
Executive Director/Chief Executive Officer must be on file with UNITY identifying the correct 
Agency Administrator in training.    
 
Every Agency Administrator must attend Agency Administrator Training. This training is 
specially designed to teach the Agency Administrator about how to communicate with the 
UNITY staff and manage and monitor their UNITY data. Additionally, the class outlines the 
expectations required of Agency Administrators and how to request technical assist from the 
UNITY staff. 
 
Level 1 = UNITY Basic Data Entry  
 
Prerequisite: Proof of basic computer competency or proof of completion in a basic computing 
course. 

 
All End Users must attend Level 1 training. All End Users must be registered for all trainings 
at least 4 business days in advance of attending. A UNITY End User License Form must be 
on file within 5 business days of the training date before users may attend. All users must 
arrive at training no later than 15 minutes past the start of the training or they will be required 
to re-register for another date. 
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A – UNITY Privacy and Security Training: This class will focus on clients rights and 
privacy and data security in UNITY. This class is mandatory for all users. 
 
B - UNITY Basic Data Entry: This class focuses on the basic data entry requirements 
for entering all clients into the system. Classes are broken down by provider type and 
will include outstanding referrals monitoring and completing service outcomes. Training 
includes a discussion on the current UNITY forms (the UNITY End User Agreement, 
UNITY Release of Information, UNITY Notice of Uses and Disclosures, UNITY Privacy 
Notice, and the Tampa/Hillsborough Coordinated Intake assessment). After training is 
administered all users will have access to the training site, and a “take home” test will 
be given, where users will apply the knowledge they learned in training. Users must 
complete the test assignment within 5 business days of receiving training in order to be 
given access to the UNITY live site and keep their license active. This class is 
mandatory for all users. 
 

Level 2 = UNITY Advanced Data Entry 
 
Prerequisite: Completed UNITY Level 1 training, passed the test, and were granted a license 
to the UNITY live site. 

 
Users will register at least 4 business days in advance of attending and must get approval 
from the Agency Administrator. All users must arrive at training no later than 15 minutes past 
the start of the training or they will be required to re-register for another date. 
 

Level 2 is a continuation of Level 1 training for users who will be doing more advanced 
data entry and managing client case files in UNITY. This class will discuss usage of the 
case management tools, completing self-sufficiency outcomes matrix, logging service 
outcomes, outstanding referrals, and managing duplicate clients. Users will have had 
access in the UNITY live site, and post-training the features will be immediately 
available.  

 
Level 2 is not required for all users.   
 
Level 3 = UNITY Client Management Tools 
 
Prerequisite: Completed UNITY Level 1 training A and B, passed the test, and were granted a 
license to the UNITY live site. 
 
Users will register at least 4 business days in advance of attending and must get approval 
from the Agency Administrator. All users must arrive at training no later than 15 minutes past 
the start of the training or they will be required to re-register for another date. 
 
Level 3 focuses on the modules in UNITY that are not taught in the Level 1 or 2. 
 

A - SkanPoint/In & Out Feature: This class will teach usage of SkanPoint. Users will 
learn how to create ID cards for clients entered into UNITY and how to use the ID card 
to rapidly scan clients into services, beds or in & out of a facility. 
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B - ActivityPoint: This class will teach usage of ActivityPoint. Users will learn how to 
manage client activities such as support groups, program classes, and chores. 
 

Level 3 is not required for all users.   
 

Level 4 = UNITY Reporting  
 
Prerequisite: Completed UNITY Level 1 training, passed the test, and were granted a license 
to the UNITY live site. 

 
Users will register at least 4 business days in advance of attending and must get approval 
from the Agency Administrator. All users must arrive at training no later than 15 minutes past 
the start of the training or they will be required to re-register for another date. 
 
This Level 4 training is an overview of the reporting tab in the system and how to read data 
quality report cards. This class will focus on increasing knowledge of data quality basics and 
using the canned reports available in UNITY. Reports overview will include: Client Served 
Report, Daily Unit Report, HUD-40118 APR, Exit/Entry Report, Outstanding Referral Report, 
Service Transaction Report and an introduction to ReportWriter and the Advance Reporting 
Tool (ART). 
 
Level 4 is strongly encouraged for all users. 
 

UNITY Training Process 
Policy 7.1: All End Users are required to have a basic computer competency prior to 
attending any UNITY training. 
Procedure: End Users should be able to turn on/off a computer, use a mouse and keyboard, 
launch a browser, enter a URL, and navigate the World Wide Web. End Users who cannot 
complete these tasks should be sent to a basic computer competency class prior to being 
scheduled for UNITY training. UNITY staff will verify the competency of all users prior to 
training. 
 
Policy 7.2: UNITY staff offer Level 1, Level 2, and Level 3 trainings as group trainings with no 
less than 2 scheduled participants for any class. 
Procedure:  Classes with less than the minimum will be canceled and registered participants 
moved to the next available training class. After each group training, a personal individual 
session (usually virtual, through phone or email) is done with each user to provide them with 
individualized attention to answer their specific questions not captured during group training. 
Once these steps are complete, users are granted access to the live site to begin their data 
experience within UNITY.  
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Policy 7.3: UNITY staff offer the UNITY Agency Administrator training and Level 4 module as 
an individual or group training based on the needs of the user or UNITY Member Agency. 
Procedure: For UNITY Agency administrator training and Level 4 module, both initial training 
and follow-up can be scheduled as a one-on-one in order to answer specific questions or 
issues that have arisen about the data in the system. Both one-on-one and group training 
sessions for these level courses will be offered to all UNITY partner agency providers. 
 

Policy 7.4: All UNITY End Users must complete Level 1 training and the exam in order to 
obtain a license and gain access to the UNITY system.  
Procedure: UNITY level 1 training is mandatory for every UNITY End User. Ensuring that 
everyone attends level 1 training allows the UNITY Information to ensure the integrity of data 
entry as well as compliance with client confidentiality and privacy policies. Homework is given 
after level 1 training for the potential end user to complete on their own. Homework should be 
completed within 5 business days of the training date and submitted to the UNITY trainer for 
review and scheduling of a follow-up session. 
 
Policy 7.5: UNITY staff will schedule individual training follow-up sessions with each End 
User prior to them being given access to live client data. The End User must complete this 
follow-up session successfully in order to be granted UNITY access. 
Procedure: Follow-up to training is done on a one-on-one basis post training to allow for 
personalized follow up, additional assistance, and feedback. Follow-up sessions are required 
for all users who complete a level 1 and level 2 training, but are optional for levels 3 or 4 
training. Follow-up sessions are scheduled once a trainee completes their homework and 
submits it to their UNITY trainer for review. After the review, the UNITY trainer will schedule 
the follow-up session. 
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Section 8: UNITY Technical Support 
Policy 8.1: The UNITY staff will provide a technical support help desk to capture End Users' 
technical assistance inquires and requests. 
Procedure: All requests for technical assistance must be submitted to the UNITY help desk. 
Responses will be answered according to their level of priority. All inquiries will be answered 
during normal UNITY business hours, Monday through Friday, 8:30am to 5:00pm. 
Policy 8.2: The UNITY staff will respond to all inquiries from Partner Agencies and clients in a 
timely manner.  
Procedure: Inquiries consist of; client data and reporting related issues, data quality inquiries, 
and/or case or client inquires. Response times for technical assistance vary based on the 
item that is submitted and the associated priority. UNITY Staff have the right to adjust priority 
levels based on the type of request. 

Issue Type Type Definition  Tool to Report 
UNITY Staff 
Response 

Time 

Urgent 
Priority  
Response 

Users are unable to use system. For 
example: the system is down or the 
site is unreachable. 

Submit a ticket using 
UNITY Zendesk and call 
813.280.8743 

Immediate. 
No less than 
12 hours.  

High Priority 
Response 

Users can use the system, but one 
or more functions important to day-
to-day operational use is severely 
affected. For example: password 
issues, permission issues, security 
issues, not accepting data, or 
screens have changed.  

Submit a ticket using 
UNITY Zendesk 

Less than 24 
hours. 

Normal 
Priority 
Response 

A problem is noted, but users are 
able to use all functions in the 
systems without major difficulty. For 
example: reporting issues, general 
questions, work flow issues, data 
entry problems, change to a report, 
or change to screens.  

Submit a ticket using 
UNITY Zendesk 

Less than 48 
hours.  

Low Priority 
Response 

Questions not related to data entry, 
quality or reporting issues. For 
example, new membership requests, 
license requests, training requests, 
documentation requests, etc. 

Submit a ticket using 
UNITY Zendesk 

Less than 72 
hours.  

Feature 
Enhancement 

Users are able to use all functions in 
the system as normal, but are 
requesting an enhancement to the 
system that is currently not available. 

Submit a ticket using 
UNITY Zendesk 

Less than 72 
hours.  



45 
 

  
Normal Business Hours. Requests for routine system technical support will be 
honored on a first come-first served basis categorized in the following manor: 
After Hours. After hours and weekend requests will be treated as if the request was 
received at opening of the next business day. UNITY staff normal working hours for 
Technical Assistance are Monday through Friday, 8:30 am. through 5:00 pm. For after-
hour requests, please contact your Agency Administrator. 

 
Policy 8.3: The UNITY staff will submit to the vendor all feature enhancement requests 
submitted through the proper channels from Agency Administrator(s) or End Users.  
Procedure: It is a stated goal of UNITY to be as efficient and user-friendly as possible within 
the technical restraints of the system. Feature enhancement requests are welcomed and 
encouraged. Please submit all possible feature enhancements in the following manner: 

• Begin by submitting an e-mail to UNITY Help Desk. 
• Type feature enhancement in the subject line. 
• Be as specific as possible in the request. 
• If appropriate, describe the current work flow first and the suggested feature 

enhancement right after. 
• If enhancement is for new system functionality, please describe a work flow and 

diagram as much as possible. 
• If appropriate, please denote how much time savings would be achieved if the feature 

enhancement were to be enacted. 
• If appropriate, please denote all of the possible benefits for your agency or End Users 

and other Member Agency providers if feature enhancement were to be enacted. 
 
Policy 8.4: The UNITY Information Network staff will hold mandatory quarterly in-person 
meetings or conference calls for Agency Administrators to discuss system changes and 
provide technical support.  
Procedure: Annually two quarterly conference calls and two in-person meetings will be 
scheduled for all Agency Administrators. All Agency Administrators are very strongly 
encouraged to attend and attendance will be taken. Agendas will be driven by submitted 
requests for agenda or discussion and items will be solicited from agency administrators no 
later than 2 weeks prior to the meeting. Only requests received 5 business days before the 
scheduled meeting can be assured inclusion in the call. All information, including agenda and 
instructions, will be sent to agency administrators via e-mail 48 hours before the meeting. All 
attendance records are open to review by local government entities and other community 
planners. 
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Section 9: Data Collection Process 
 
Clients Served vs. Clients Benefiting from Service 
 
Policy 9.1: All client data entered into UNITY by the Partner Agency should be that of a client 
receiving services and/or its family in attendance. 
Procedure: Clients entered into UNITY should consist of the clients in attendance at the day 
of enrollment into the program or services. UNITY is not meant for clients who are not in 
attendance or may benefit from services at a later date. UNITY Partner Agency providers 
should refrain from entering clients into UNITY that are not physically seen to be enrolled in 
the program or provided the service. For example, if a person has a household of 8 people, 
but the UNITY Partner Agency is only serving 1 person in the family, then that 1 person only 
should be entered into UNITY until the other family members come in for services. For those 
providing financial assistance services per address, it is expected each member of the 
household receiving the service by the same address must provide consent and be entered 
as a household unit in UNITY and linked together using a service transaction, otherwise there 
is a risk of duplication of services. Data on all members of the family should be entered 
individually, but tied together as a household. The head of household can give consent for all 
minor children (under 18 years of age) in a family but cannot give consent for any adult 
members (over the age of 18). All adults must give their consent individually. Minors under the 
age of 18 should not be entered into the system without consent from a legal guardian. 
Minors under 18 may be entered only if the child is an emancipated minor. 
 
Notice of Uses and Disclosures and Release of Information (ROI) 
Refer to Section 5: Client Rights for details.  

Data Entry Requirements 
 
Policy 9.2: The UNITY Information Network requires each UNITY Partner Agency to enter 
client level data based on a set of predefined data standards.  
 
Procedure: UNITY data standards are based on the most current revision of the HUD 
Homeless Management Information System (HMIS) Data Standards. Every program entering 
into UNITY must adhere to the requirements set by HUD and the Tampa/Hillsborough County 
Continuum of Care. Every program entering data into UNITY is graded based on the following 
elements: completeness, consistency, accuracy, and timeliness. Refer to Section 10 on Data 
Quality for details.  
 
Procedure for All Programs. Every UNITY Partner Agency is required to enter the following 
Universal Data Elements in order to meet minimum standards, however the 
Tampa/Hillsborough County Continuum of Care has expanded the required data to include 
any data listed on the Tampa/Hillsborough County CoC Intake assessment. The Universal 
Data Elements required, as a minimum, for every person who is entered in the system are:  

 Full Name (First, Last),  
 Social Security Number (full or partial),  
 Social Security Data Quality, 
 Date of Birth,  
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 Date of Birth Data Quality,  
 Primary Race,  
 Secondary Race,  
 Ethnicity, Gender,  
 Veterans Status,  
 Disabling Condition,  
 Prior Living Situation,  
 Zip Code of Last Permanent Address (90 days or longer at a permanent residence),  
 Housing Status, 

 
  
For a UNITY Partner Agency using the ShelterPoint module, a service transaction is already 
generated at the time of bed entry. For a UNITY Partner Agency supplying services or 
financial assistance only, they must add at least one service under the ClientPoint module (i.e. 
community voice mail, case management, bus pass, etc.). Financial assistance providers 
must also include the funding source and cost associated with the financial assistance 
transaction.  
 
For all clients entered into a program, the client record must reflect an entry date upon 
admission and an exit date upon leaving. Certain day service and food providers are the only 
providers not required to have an entry logged in the system as they are based on the service 
transaction model only.  
Procedure for McKinney-Vento Funded Programs. UNITY Partner Agencies who are 
funded through any of the programs below must meet the basic requirements set by UNITY 
and also meet additional Program Specific Data Elements (PSDE).  
• Emergency Solutions Grant (ESG); 
• Housing Prevention and Rapid Re-Housing Program (HPRP); 
• Projects in Assistance of Transition from Homelessness (PATH); 
• Supportive Housing Program (SHP); 
• Shelter Plus Care (S+C);   
• Section 8 Moderate Rehabilitation for Single Room Occupancy (SRO); 
• Housing Opportunities for Persons with AIDS (HOPWA). 
 
The additional elements to be collected include: Income, Non-Cash Benefits, Physical 
Disability, Developmental Disability, Chronic Health Condition, HIV/AIDS, Mental Health, 
Substance Abuse, Domestic Violence, Destination, Date of Contact (Street Outreach Only), 
Date of Engagement (Street Outreach Only), Financial Services Provided (HPRP only) and 
Housing Relocation and Stabilization Services Provided (HPRP only).  
All providers receiving HUD funding must have at least one service transaction per client (for 
HPRP must have at least one service transaction under Financial Assistance and at least one 
under Housing Relocation and Stabilization). Every client must have a program entry and 
program exit and the UDE of income and sources and housing status must be recorded at 
program entry and program exit and at least one time during a year if in the program over a 
year. 
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Managing Bed Inventory (Housing Providers Only) 
 
Policy 9.3: All Housing Providers are required to maintain the most current bed inventory in 
UNITY. UNITY must be notified at least 5 days in advance of a change to any beds at the 
facility and client inventory in UNITY in real-time must reflect the most current program 
utilization. 
Procedure: All Housing Providers must work with UNITY Staff to build accurate bed lists in 
UNITY. Each UNITY bed list should be assigned to the appropriate program (Emergency, 
Transitional, Permanent Supportive, etc.). If there are any changes to the bed lists, the 
Agency Administrator is required to notify the UNITY System Administrator at least 5 business 
days prior to the beds becoming available. Clients being assigned to beds or exited from beds 
in the system should be done in real time as the client is entering and exiting the program. In 
cases where clients are unable to be entered or exited in real time due to technical difficulties, 
all data must be current within 24 hours. Clients entering as families must be built as families 
in UNITY prior to bed entry and must be assigned together as part of the ShelterPoint module. 

 
Optional Requirements 
 
Policy 9.4: All UNITY Partner Agency providers are encouraged to record all Program-
Specific Data Elements (PSDE) for all clients entered into UNITY even if not required for 
funding.   
Procedure: Optional PSDE are a valuable area of the client record and part of case 
management. Therefore, though not required, these elements are encouraged to be 
completed for each client especially if the client is in a housing or financial assistance 
program. The optional PSDE include: Employment, Adult Education, General Health Status, 
Pregnancy Status, Veteran’s Information, and Children’s Education. The more complete the 
client record, the better the information available is to more effectively help the client. 
 

Social Security number collection, viewing and changing 
 
Policy 9.5: Client social security numbers will be collected to uniquely identify clients in the 
system. 
 
Procedure:  UNITY Partner Agencies are encouraged to secure any social security numbers 
that exist on paper from the time it is collected up to and including digital and non-digital 
storage. Furthermore, UNITY Partner Agencies are strongly encouraged to review their intake 
area for privacy and security to ensure client social security numbers are not overheard 
during the intake interview or collection process by other clients or staff. 
 

Policy 9.5.1: Client social security numbers should be collected in full upon creation of 
a new client record. 
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Procedure: For each client in the system entered for the first time, it is a requirement 
to get a full or partial social security number upon creation of the client record in the 
system. This full or partial social security number is used to create a unique client 
record in the system to help obtain unduplicated counts of clients served.  
 

UNITY encourages the collection of at least the last 6 numbers. If a client responds 
with a don't know, please enter 888-88-8888 and for unknown enter 999-99-9999. 
 

Policy 9.5.2: Client social security numbers that need to be edited must have back-up 
documentation verifying the change is accurate.  
 
Procedure: If a case manager, intake worker, volunteer or other data entry person 
would like to make a change to the social security number already in the system, they 
will need to contact the UNITY Help Desk with back-up documentation supporting the 
change. Back-up documentation would include a letter from the client or copy of the 
consent to release of information AND a copy of the social security card showing the 
correct number to be changed.  

 
 

Case Management Tools 
 
Policy 9.6: UNITY Partner Agency providers are encouraged to use the case management 
tools to track a clients' progress towards behavioral change and self-sufficiency.   
Procedure: UNITY has several case management tools that will assist Partner Agency 
providers in helping clients reach self-sufficiency. These tools include case notes, goals, 
action steps, tracking referral progress and the self-sufficiency outcomes matrix. Training for 
these tools are covered in UNITY Level 2 training on case management. 
 

Policy 9.6.1: Partner Agency providers are encouraged to use shared case notes that 
will allow other member agencies to read about the clients’ progress. 
 
Procedure: The sharing of case notes in UNITY can be a great way of communicating 
with partners about the progress being made on shared clients. The case notes are 
meant to remind the client and service providers on the progress made and to be made 
by the client. Training for these tools are covered in UNITY Level 2 training on case 
management. 
 

Policy 9.6.2: Partner Agency providers are encouraged to use the UNITY Client Self-
Sufficiency Outcomes Matrix as an assessment tool for all clients that are entering and 
exiting in a program. 
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Procedure: The Client Self-Sufficiency Outcomes Matrix is an optional assessment 
tool for each client in the UNITY system. The matrix is built with a series of assessment 
domains that a case manager may use to evaluate the strengths and weaknesses of a 
client as they begin and continue their case plans and assistance strategies. The 
domains are as follows: Income, Employment, Shelter, Food, Childcare, Children’s 
Education, Adult Education, Legal, Health Care, Life Skills, Mental Health, Substance 
Abuse, Family Relations, Mobility, Community Involvement, Safety, and Parenting 
Skills. Case Managers utilizing this tool usually pick a series to focus on and then 
complete at entry, at several points during, e.g.(interim), and finally at exit. Client Self-
Sufficiency Outcomes Matrix training is part of Level 2 = Case Management training. 

 
UNITY Client Photo ID Cards/UNITY ScanCards 
 
Policy 9.7: Member Agency providers are encouraged to create and disseminate UNITY 
Client Photo ID Cards for all clients being entered into UNITY. 
Procedure: The UNITY Information Network and  ServicePoint have made available the 
UNITY Client Photo ID Card as the identification for all homeless clients in the system. 
Homeless and clients at-risk of becoming homeless can be issued a UNITY Client Photo ID 
Card at their first point of entry in to the Continuum of Care. The cards may be issued at 
major continuum points of access such as day centers and one-stop centers or by other 
Partner Agency providers when a service is rendered. 
UNITY Partner Agency providers are encouraged to take pictures of their clients (with the 
client’s permission(included in ROI)) and upload it as a file attachment into UNITY. Once 
completed, the UNITY Partner Agency can generate an ID card for the client through the 
ClientPoint or ShelterPoint Module. Each ID Card has the picture, client name, and a bar 
code with the UNITY Client ID number. The UNITY Client Photo ID Cards can be used by the 
client as proof they are already in UNITY and by agencies to provide services to clients more 
rapidly. UNITY Client Photo ID Cards are covered in Level 3 training on SkanPoint. 
 

UNITY ScanCard Program 
 
The UNITY Information Network and the UNITY Advisory Committee has made available to 
the UNITY Partner Agencies of the Tampa/Hillsborough Continuum of Care the UNITY 
ScanCard Program. The UNITY ScanCard Program is a special project of the UNITY 
Information Network and governed by the UNITY Advisory Committee. The UNITY ScanCard 
Program provides homeless individuals served with the ability to obtain an UNITY ID card that 
may assist in quicker access to services at UNITY Partner Agencies, serve as proof of 
residency for accessing certain services. The UNITY Staff and UNITY Advisory Committee 
will continue to explore potential uses of the UNITY ID card. The UNITY Information Network 
staff is responsible for providing training on use of the ScanCard software and equipment, as 
well as limited hardware support. 
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The UNITY ScanCard Program provides homeless service programs with high volume 
meeting data requirements with the ability to generate individual ID cards for homeless served 
by offering a ScanCard equipment package. The ID equipment package can include one or all 
of the following; ScanCard laptop (pre-loaded with ScanCard generating software), ScanCard 
generating software, ScanCard card printer (cleaning kit), ScanCard camera, ScanCard 
electronic signature pad, Bar code scanner, UNITY ScanCard card stock, Color print ribbon. 
 
The ID cards are printed on PVC card stock and contain the following information; Name, 
Date of Birth, Sex, Height, Date card was issued, Photo, Signature, and Barcode (created 
from existing UNITY system ID number). The UNITY logo is on the back of each card. The 
UNITY ScanCard contains more information than the Client Photo ID Cards. 
 

Policy 9.7.1: UNITY Partner Agency providers are encouraged to accept the UNITY 
Client Photo ID Cards and the UNITY ScanCards as proof of ID for all clients to whom 
they provider services. 
Procedure: In order for the Continuum of Care and clients to see the benefit of ID 
cards, UNITY Partner Agency providers should be willing to generate, accept and ask 
for UNITY Client Photo ID Cards from clients. In doing so, providers should be 
prepared to provide some basic education to clients about how the use of ID cards can 
enable them to better access services. UNITY Client Photo ID Cards are covered in 
Level 3 training on SkanPoint. 
 
Policy 9.7.2: UNITY Partner Agency providers are encouraged to use the UNITY Client 
Photo ID Cards for all clients to whom they are providing services as proof of ID to 
rapidly check them into services and programs. 
Procedure: Using the bar code on the UNITY Client Photo ID Cards, scan technology 
can help UNITY Partner Agency providers do business better. For low volume 
providers, scan technology can be used to access client records quicker. For high 
volume providers, scan technology can be used to check people into services rapidly. 
UNITY Client Photo ID Cards are covered in Level 3 training on SkanPoint. 
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Section 10: Data Quality 
Data quality is vitally important to the success of the UNITY Information Network. Together the 
Tampa/Hillsborough County Continuum of Care (CoC), UNITY Partner Agency providers and 
UNITY staff will work diligently on adhering to data quality standards in order to ensure that 
reports both at the provider level and the system level are complete, consistent, accurate, and 
timely. Adherence to set data quality standards will help bring additional funding into our 
community as well as ensure that our data reflects our communities’ level of service when 
reported at the local, state or national level. The Tampa/Hillsborough County CoC Data 
Quality Measures will be evaluated on Accuracy, Completeness, Consistency, and 
Timeliness. This data will be used by the Funder to review the CoC progress towards meeting 
its indicators. 
 
Policy 10.1: The UNITY Partner Agency Administrator in conjunction with the UNITY staff will 
evaluate the quality of all UNITY Partner Agency data accuracy on a monthly basis. 
Procedure: Accuracy is the degree to which data correctly reflects the client situation or 
episode based on client self-report. 

 
Policy 10.1.1: All client data entered into UNITY should reflect what the client self-
reported. 
Procedure: UNITY Partner Agency users should not assume they know client data or 
make changes to client data not reported by the client. All data captured for entry into 
UNITY should reflect client self-report. Client self-report means any information 
reported to staff by the client. 

 
Policy 10.1.2: All client data entered into UNITY should be congruent with program 
details. 
Procedure: Client records entered into UNITY should reflect the client population 
served, match capacity of enrollment, program type, and entry/exit should fall within 
service parameters. This information is based on consistently accurate data entered on 
clients receiving services. For example, if you: 

 are a program for men, you should not enter data on females. 

 are a shelter program and state you have 20 beds, there should not be 
any more than 20 people in your shelter unless you are using the 
overflow beds. 

 are a program fully funded by HUD, you should only have entry/exit types 
of HUD-40118. 

Policy 10.1.3: All client data entered into UNITY must match the UNITY Partner 
Agency client record/case file. 
Procedure: All client data entered into UNITY should match the information captured 
and filed in the UNITY Partner Agencies client record/case file. Observed 
discrepancies could be subject to audit by HUD, UNITY staff, funders, and other local 
community stakeholders. 
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Policy 10.2: The UNITY Agency Administrator will evaluate the quality of all UNITY Partner 
Agency data on the completeness of the data entered using a predetermined set of 
monitoring reports put in place by the UNITY Information Network and report compliance 
monthly to the UNITY Information staff. 
Procedure: Completeness is the level to which a field has been answered in whole or in its 
entirety. Measuring completeness can ensure that client profiles are answered in whole and 
that an entire picture of the client’s situation emerges.  
 

Policy 10.2.1: For all clients served and entered into UNITY, a UNITY Partner Agency 
must maintain grade "A" data quality of 95% or above in completeness. 
Procedure: It is expected that UNITY Partner Agencies will work to maintain grade "A" 
data quality of 95% or above in completeness. The UNITY Partner Agency 
Administrator’s monthly monitoring reports will follow the grading scale below. 
  
A = 95% to 100% 
B = 90% to 94% 
C = 85% to 89% 
F = lower than 85% 

 
Policy 10.2.2: For all clients served and entered into UNITY by a UNITY Partner 
Agency, the Tampa/Hillsborough County Continuum of Care has set an acceptable 
percentage of all client level data that can be “blank / not reported / null”, the 
acceptable percentages are found in the UNITY Data Quality Plan, Section 2.2.2 
Universal Data Elements / General Standard table and Section 2.2.3 Program Specific 
Data Elements / General Standard table. The percentages vary per data element by 
program type. 
Procedure: It is expected that UNITY Member Agencies will work with clients to 
capture all necessary data. UNITY Member Agencies will be expected to adhere to the 
guidelines for acceptable “blank/not reported/null” values found in the UNITY Data 
Quality Plan. “Blank/not reported/null” values include fields that are left blank or 
answered with a don't know, refused, or unknown value. While these options may 
accurately reflect what the client has self-reported, they are considered of a low quality 
value. 
Policy 10.2.3: For all clients served and entered into UNITY by a UNITY Partner 
Agency, all system data quality fields must be completed.  
Procedure: In UNITY, there are several data quality fields that are essential to 
understanding patterns of data entry and client self-reporting. These fields are part of 
the Universal Data Element (UDE) requirements measured for each UNITY Partner 
Agency. These fields measure the quality of their associated fields. For example, if the 
Date of Birth field has been left blank, the Date of Birth Data Quality field is used to 
explain why the field is blank. There are three quality fields in the system. 
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• Social Security Data Quality 
• Date of Birth Data Quality 
• Zip Code of Last Permanent Address Data Quality 

  
These fields allow for reporting only partial answers or full answers in order receive 
completeness credit. These fields in conjunction with the associated data element field 
will be used to account for grades on the report card. 

 
Policy 10.3: The UNITY Partner Agency Administrator will evaluate the quality of all UNITY 
Partner Agency data on the consistency of the data entered.  
Procedure: Monthly the UNITY Partner Agency Administrator will run the report cards on the 
quality of the data entered in UNITY by all Partner Agency provider staff. This data will be 
shared with Program Managers and EDs/CEOs, the Partner Agency programs will be given 5 
business days to correct data before the final reports are run and the results are sent signed 
off on by the EDs/CEOs and sent to the UNITY Staff for record and where all reporting will be 
published to local funding entities for their contract management review. 

 
Policy 10.3.1: All UNITY Partner Agency client data should be consistent with 
agreement and compatibility of previously entered client data. 
Procedure: This means that data across the UNITY Partner Agency should be in 
synch with past entered data. If you were suddenly entering data for a field and then 
stopped, you organization would be dealing with a consistency problem. This behavior 
marker is a review of data over time to look for anomalies, trends, pattern of program 
and system use.  

  
Policy 10.3.2: All UNITY Partner Agency client data should be consistent with past 
program performance/outcomes.  
Procedure: Client data should be consistent with previously entered client data. 
Unless drastic changes to program eligibility or population, the client data entered will 
be similar from year to year. Therefore, program outcomes should be consistent with 
past performance evaluations.  

 
Policy 10.3.3: All UNITY Partner Agency client data should consistently reflect the 
most current bed utilization rates. 
Procedure: Bed inventory should be consistently maintained and managed to reflect 
true occupancy rates. Recent Partner Agency changes to bed lists and program 
eligibility/operations should be notified to UNITY staff within 5 days prior to change 
implementation. This will allow the UNITY staff to make the necessary changes to your 
bed list so as to ensure accuracy of the reported bed utilization rates.   
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Policy 10.3.4: All UNITY Partner Agency client data should consistently follow work 
flow practices outlined in training to reduce duplication in UNITY.  
Procedure: UNITY Partner Agencies are trained to search for existing clients in the 
system before adding a new client into the system. Client data can be searched by 
Name, Social Security Number, and Client Alias. UNITY Partner Agencies are 
encouraged to follow this protocol and all work flow outlines in training. 
UNITY staff review duplicate data entries into the system and have to merge client 
records by hand. When duplicate client records created by UNITY Partner Agency 
providers are discovered, the UNITY staff will contact the designated Agency 
Administrator to notify and address the user creating the duplication.  

 
Policy 10.3.5: All UNITY Member Agency client data should adhere to UNITY font style 
guidelines.  
Procedure: UNITY Partner Agencies are trained on the current method and style to 
enter client level data. It is suggested that no UNITY Partner Agency should enter a 
client in any of the following ways:  

• ALL CAPS (PASSWORD) 
• all lower case (password) 
• Mix of lower and upper case words (PassWoRd) 
• Enter nicknames in the name space (please use the Alias box) 

 
Policy 10.4: The UNITY staff will evaluate the quality of all UNITY Partner Agency data on the 
timeliness of the data entered.  
Procedure: Timeliness is an important measure to evaluate daily bed utilization rates and  
current client system trends. It also affects daily system reporting for Partner Agency 
providers. To ensure reports are accurate, Partner Agency providers should work to change 
their internal processes to facilitate real-time data entry. 
 

Policy 10.4.1: All UNITY Member Agency client data should be entered in real-time or 
no later than 24 hours after intake, assessment, or program or service entry or exit.  
Procedure: Real-time is defined as “the actual time during which a process takes 
place or an event occurs”. Client data can be entered into UNITY in real-time - as the 
client is being interviewed at intake or assessment. The more real-time the data, the 
more collaborative and beneficial client data sharing will be for all UNITY Member 
Agencies and clients. The goal is to get all program intake and assessment data into 
UNITY in real-time.  

 
Policy 10.4.2: All UNITY Partner Agency providers should only back date any client 
data not entered in real-time and not associated with an entry, interim, or exit date, to 
ensure that the data entered reflects client service provision dates.  
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Procedure: All required data elements including program entry/exit, service 
transactions, universal data elements, and bed management must be entered for each 
client within 24 hours of program entry/exit or service provision dates. If the date was 
entered more than 24 hours later than the program entry/exit or service provision, the 
actual data of service or entry/exit must be used. 

 
Policy 10.5: All UNITY staff, UNITY Partner Agency providers, and data partners will work 
together to ensure the highest quality of data in UNITY.  
Procedure: Due to the many reports and projects the UNITY staff is asked to provide, UNITY 
Partner Agency's' response to UNITY staff inquires and correction of data quality issues is 
critical. Many of our project partners have very rigid time frames in which the UNITY staff 
must provide updated information. Therefore, the Partner Agency will provide a designated 
Agency Administrator whose role is to communicate with UNITY staff regarding these issues 
and ensure that the following measures are met.  
 

Policy 10.5.1: All Agency Administrators should respond to UNITY Staff Inquiries no 
later than 24 business hours.  
Procedure: The Agency Administrator or back-up Agency Administrator should 
respond to inquiries from UNITY staff no later than 24 business hours. In instances of 
vacation or illness, the back-up Agency Administrator will be contacted.  

 
Policy 10.5.2: All UNITY Partner Agency providers should correct client data in UNITY 
within 5 business days of notification of data errors, or by the 15th of each month with 
data issues found by monthly internal monitoring.  
Procedure: After a report that outlines data corrections has been sent to the UNITY 
Agency Administrator or back-up Agency Administrator, it is the responsibility of the 
Partner Agency to correct the issues within 5 business days. Once the corrections have 
been made, the Agency Administrator or back-up Agency Administrator should update 
the UNITY staff. Data corrects associated with the internal monthly monitoring will 
require the submission of a Data Compliance Verification form signed by the ED/CEO 
or ED/CEO designee.  
 

Policy 10.6: All UNITY staff, UNITY Partner Agency providers, and data partners will work 
together to ensure accuracy of reporting.  
Procedures: The UNITY software includes a series of reports to aid in reporting successes, 
find and correct data quality errors, and looking at system trends. 
 

Policy 10.6.1: Reports will be made available to all Partner Agency providers in UNITY 
for use in reporting client success, monitoring data quality and repairing data errors. 
Procedures: There are 2 types of free reporting tools available to all member 
agencies.  
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Canned Reports. For Users with Case Management II level access and above, the 
canned reports are hard coded reports created by the vendor that allow for review of 
aggregate client level data using predetermined reporting and format parameters.  
Report Writer. Additionally, there is a Report Writer tool that provides a method for 
Partner Agencies to customize reports, look at counts, and download sets of client level 
data.  
 
Policy 10.6.2: UNITY staff will make available access to advanced reporting to all 
UNITY Partner Agency providers. The HMIS software vendor has made available pre 
built reports that are accessible to all Partner Agency providers that have an Agency 
Administrator. 
Procedures: For Advanced Users with Case Management II level access and above, 
there is an Advanced Reporting Tool, known as ART, which provides for complex 
detailed reporting on client-level data as well as providing reports with charts and 
graphs. This is a special version of Business Objects that allow users to either view 
only or create customizable reports. You will have access to system reports that the 
UNITY staff use to measure data quality.  
ART does require a license for this system, currently the HMIS Lead agency will 
provide an ART license for each Agency Administrator, additional ART licenses are 
available and must be paid per user by the UNITY Partner Agency. There is a fee scale 
based on view only or report creation access levels. For more information, contact the 
UNITY staff.  

 
Policy 10.6.3: The UNITY staff will provide specialty reports to all UNITY Member 
Agency providers for a fee.  
Procedures: Assistance from the UNITY staff to customize reports is also a fee-based 
service. A Specialty Report Request form must be submitted to the UNITY staff for 
evaluation and fee determination. Once assessed and the agreement for work order 
signed, report generation, testing, and delivery will commence. This is only available to 
UNITY Partner Agencies that have been trained on use of the Advanced Reporting Tool 
(ART).  
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Section 11: Performance Measurement 
 
The UNITY staff will measure the performance of UNITY Partner Agency providers as it 
relates to the quality of the data entered into the system. Additionally, performance on a 
system-level will be measured to show the progress towards our Continuum of Care goal of 
ending homelessness. 
 
Policy 11.1: The UNITY staff will measure the timeliness and completeness of data entered 
by each UNITY Member Agency and publish the measurement monthly. 
Procedure: As a quality monitoring tool, the UNITY staff will measure the effectiveness of 
data entry performed by each UNITY Partner Agency. It is suggested that these reports are 
generated out of the system on, or as near to, the second business day of each month and for 
review by the Agency Administrator. Each UNITY Partner Agency will have until the 15th day 
of each month (or closest business day if the 15th falls on a weekend/Holiday) to seek 
technical assistance regarding and/or correction of any data quality issues. On the 16th day of 
each month (or closest business day if the 16th falls on a weekend/Holiday) the UNITY staff 
will run the final report for review and publication. This final report will be summarized and 
sent to each CEO/Executive Director, Agency Administrator, and shared with each local 
contract manager, funder, the Tampa/Hillsborough County Continuum of Care Lead Agency 
and the Continuum of Care. 
 
Policy 11.2: The UNITY staff will measure the bed utilization rates of homeless housing 
providers and publish it to the Internet in real-time. 
Procedure: As a quality monitoring tool, the UNITY staff has published the real-time bed 
utilization rate for each homeless housing provider to the Internet. Information on how to 
access this information can be obtained by contacting the UNITY staff. 
 
This live real-time information is pulled from the active bed list in the system. As beds become 
used or available, the utilization rate shows live online for the public to see. Each bed list will 
be monitored for accuracy. Providers who cannot fill vacant beds because the unit is full 
should place the bed(s) as HELD to accurately reflect their unit availability. However, upon 
review of any bed list in the system regardless of designation, if it is determined that a bed is 
being HELD without cause, the UNITY staff will take the bed off of hold to show the true 
vacancy. This practice will be reported to the local contract managers and the 
Tampa/Hillsborough County Continuum of Care Lead Agency 
 
Policy 11.3: The UNITY staff will measure system-level performance of the Continuum of 
Care and publish the measurement. 
Procedure: UNITY has been requested by HUD, Other Federal Programs, Local Government 
Entities, and the Tampa/Hillsborough County Continuum of Care Lead Agency to measure 
performance of our Continuum of Care towards the established best practices and mandated 
metrics. Once established, UNITY staff will work to meet the deadlines set and provide 
technical assistance to providers who are attempting to meet these metrics. 
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All Transitional Housing Projects Performance Measures 
Projects will maintain an occupancy rate of 95% or greater 
30% of adult headed households will exit to permanent, stable housing within 120 days 
50% of adult headed households will exit to permanent, stable housing within 180 days 
90% of adult headed households will exit to permanent, stable housing within 270 days 
Less than 5% of program exits will be to another homeless location (ES, TH, literally 
homeless) 
90% of participants at exit will have a documented destination 
90% of participants will exit with earned or other income 
100% of participants are assessed for benefits eligibility 
65% of participants are enrolled in Non-Cash benefits programs 
 
All Permanent Housing Projects Performance Measures 
Projects will maintain an occupancy rate of 95% or greater 
80% of program participants will remain permanently housed for more than 6 months 
85% of program participants will remain permanently housed for more than 12 months 
65% of program participants will remain permanently housed for more than 24 months 
85% of those without a reliable source of income at program entry will increase their income 
within the first year through acquisition of benefits, employment, or a combination of both 
75% of participants will avoid incarceration annually 
100% of participants will be assessed annually for eligibility to transition to mainstream 
resources 
 
 
Policy 11.4: UNITY staff may assist UNITY Member Agencies in their individual performance 
reporting, if requested and able, but the responsibility of performance measurement, oversight, 
and data correction is the responsibility of the UNITY Partner Agency. 
 
Procedure: UNITY staff is responsible for, and accountable to, the overall health of the  
UNITY system and CoC System Performance and accountability. While the UNITY staff strive 
to assist all UNITY Partner Agencies in a timely manner with all issues presenting, it is the 
UNITY Partner Agency's responsibility to manage, monitor, prepare and repair its’ client data 
and reports for performance reporting to fulfill its contract requirements. Since each UNITY 
Partner Agency controls the data and work flow from their programs, the UNITY staff will only 
be able to provide limited assistance. The UNITY staff are responsible for reporting system 
errors, bugs, defects, and other ill working processes to the vendor for repair. The UNITY staff 
is at the will of the software provider to make all functionality changes to the system. 
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Section 12: Data Use & Research 
 
The UNITY staff will use the data entered into the system for system-wide trend & 
performance reporting, community planning purposes and for use in research projects. Data 
within UNITY is strictly for UNITY Partner Agency use and planning on service delivery in our 
community. All data uses will adhere to the policies outlined below:   
 
Policy 12.1: Data within UNITY will be used for Tampa/Hillsborough County Continuum of 
Care Reporting. 
 
Procedure: Data within UNITY will be used to assist clients accessing services, provider in-
depth case management to help clients reach self-sufficiency, to understand the impact of 
services on clients, and the impact that the UNITY Partner Agencies are making in improving 
our community. Additionally, the data will be used to report and evaluate providers' 
performance on local contract objectives and local continuum requirements set by State and 
Federal Agencies. All data used for these purposes should be aggregated. No client-level 
personal identifiable data will be used outside the constraints of the UNITY system without 
proper authorization from the client and the service provider. Clients provide authorization for 
data use by signing the UNITY Release of Information and UNITY Notice of Uses and 
Disclosures forms prior to entering data into the system.  
 
UNITY uses client-level personal identifiable data to develop aggregated reports for 
publication on several key reports annually: the Annual Homeless Assessment Report 
(AHAR), Homeless Point-In-Time Count, Housing Inventory Chart, State of Florida 
Homelessness Report and/or the Homeless Pulse Report. Additionally, aggregated client-
level personal identifiable data can be distributed monthly to UNITY Partner Agency providers 
for data quality review and correction.  
 
Policy 12.2: Data within UNITY will be used for UNITY Partner Agency evaluation & reporting. 
 
Procedure: Data within UNITY will be used by Partner Agency providers to evaluate their 
program performance and report on their client successes. All data taken from the system to 
report to a third party, or to be published publicly, should only be used in aggregate; i.e. 
individual client data should not be submitted for such reports.  Individual client data should 
be used solely be for the purposes of internal program and data quality review. All client-level 
personal identifiable data downloaded from the UNITY system either electronically or printed 
on paper should be properly and permanently locked away after its use or destroyed as to 
protect the client from harm and client data from theft and/or misuse. All non-secured client-
level personal identifiable data is in violation of this UNITY Policy. Any client-level identifiable 
data that need to be shared electronically should be encrypted (128-bit or higher) and 
password protected before being sent to another party through use of security software.  
 
Policy 12.3: Data within UNITY will be used for collaborative data & research projects with 
partners outside the Tampa/Hillsborough County Continuum of Care.  
 
Procedure: Data entered into UNITY by Partner Agency providers will not be used outside 
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the constraints mentioned in sections 12.1 or 12.2 without the authorization of any UNITY 
Partner Agency. Under no circumstances will any UNITY client-level personal identifiable data  
be shared with the Federal, State, or local Government entities for research purposes. 
 
Any client-level personal identifiable data used and submitted to non-UNITY partners for any 
research purposes will require a specific agreement between the research entities and the 
entity that administers UNITY.  
 
A written research agreement must: 

1. outline the scope of the research project; 
2. outline the data elements required for analysis; 
3. outline a time line for data use; 
4. identify who will have access to client-level personal identifiable data during the project; 
5. require that the recipient of data formally agree to comply with all terms and conditions 

of the agreement by signing a document outlining the expectations for handing the 
data and the consequences for violations. 

6. establish rules and limitations for the processing and security of client-level personal 
identifiable data in the course of the research; 

7. provide for the return or proper disposal of all client-level personal identifiable data at 
the conclusion of the research; 

8. restrict additional use or disclosure of client-level personal identifiable data, except 
where required by law. 

 
A written research agreement is not a substitute for approval of a research project by an 
Institutional Review Board (IRB), Privacy Board or other applicable human subjects protection 
institution.  
 
Once a written research agreement is in place, the UNITY staff will notify all UNITY Agency 
Administrators regarding the research project and allow providers to opt-in or opt-out of 
whether their service information will be included in the research project. Since UNITY is a 
shared client information system, clients shared between providers cannot be opted-out of a 
research study.  
 
Once provider authorization has been received, the UNITY staff may use or disclose client-
level personal identifiable data for academic research conducted by an individual or institution 
that has a specific agreement if the research is conducted either: 
 
By a vetted individual employed by or affiliated with the research organization contracted to 
perform the research project; or  
 
By an education, research institution, or consulting firm contracted to perform the research 
project.  
 
All questions about the UNITY data used for research should be submitted in writing to 
UNITY@homelessofhc.org. 
 
The only exception to this rule is in instances where a local government entity has a written 
contract with a UNITY Partner Agency that already includes language where their data can be 
used for research purposes. If this is the case, it is the responsibility of the local government 

mailto:UNITY@homelessofhc.org
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entity to notify the UNITY Partner Agency about the extraction and use of their data within 
UNITY. 
 

Policy 12.3.1: UNITY Partner Agency providers will not violate the terms of use of data 
within UNITY system. 
 
Procedure: UNITY Partner Agency providers will not breach system confidentiality by 
misusing UNITY data. UNITY data is not to be used for any purpose outside the use of 
program evaluation, education, statistical and research purposes. 

 
Policy 12.3.2: UNITY Partner Agency providers shall not use any data within UNITY to 
solicit clients, organizations or vendors for any reason. 

  
Procedure: At no time shall confidentiality of clients, organizations and vendors be 
violated by disclosing client information to non-members. Data in UNITY will not be 
used to solicit for donors, volunteers, sponsorship, or employees of any type. This 
information must not be sold, donated, given, or removed from UNITY for any purpose 
that would violate client, organization, or vendor confidentiality or put them at harm or 
risk. Those found in violation of this rule will have their access to UNITY immediately 
terminated and the violation disclosed to all local government and funding entities. 

 
 

Policy 12.3.3: UNITY Partner Agency providers shall not sell any UNITY client, 
organization, or vendor data for any reason. 

  
Procedure: At no time shall confidentiality of clients, organizations and vendors be 
violated by selling any information. UNITY Partner Agencies shall not profit from 
disclosure of client, organization or vendor information. Disclosure of any UNITY 
information puts every client and Partner Agency at legal risk. Violation or breaches in 
HIPAA and 42 CFR regulations include fines and jail time. Those found in violation of 
this rule will have their access to UNITY immediately terminated and the violation 
disclosed to all local government and funding entities. 

 
Policy 12.4: Data within UNITY will be used to assist planners during times of death, disaster, 
public health emergencies or public safety where client are at risk.  
 
Procedure: Data in UNITY can be used to help planners during times of death, disaster, 
public health emergencies or public safety where clients are at risk. During these instances, 
the UNITY staff will work closely with organizations, public officials, funders, and/or law 
enforcement to assist clients who are at risk. The UNITY staff will only validate information 
presented to the staff and provide local contact information for the most recent service 
provider serving the client. The UNITY staff will not print off, give an electronic copy of, or 
disclose any other personal information without a subpoena. 
However, in cases of death, UNITY will disclose any next of kin information in the system in 
addition to provide local contact information for the most recent service provider serving the 
client. UNITY will also do the following to note the client as deceased in the system. 
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1. The word “Deceased” should be written in the “Alias” name field. 
2. The “Incidents” sub-assessment under the client profile, should be completed with the 

start date of the death and leaving the end date open 
3. “Deceased” should be picked from the incident pick list and the note section should be 

filled accordingly. 
4. The most recent provider with an open entry or service will be notified and requested to 

change the exit destination and reason for leaving to “Deceased”. 
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Appendix I 
 

    
 
UNITY Volunteer and Employee Background Check Verification Memo 
 

Information 
    

Please complete the following information for the volunteer/employee who has passed a background check and 
needs UNITY Basic Training. 
 
Name: ______________________________________________________________________________ 
 
Agency:______________________________________________________________________________ 
 
Title: ______________________________________________________________________________ 
 
E-mail: ______________________________________________________________________________ 
 
Phone: ______________________________________________________________________________ 
 
 
Program(s) doing data entry for: 
 
 
_____________________________________________________________________________________ 
 
 
_____________________________________________________________________________________ 
 
 
_____________________________________________________________________________________ 
 
 
_____________________________________________________________________________________ 
 
 
_____________________________________________________________________________________ 
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The Tampa/Hillsborough County Continuum of Care (CoC) requires all end users of the UNITY system to complete 
and pass a level two background check. The HMIS Lead Agency (THHI) must verify that each UNITY Partner 
Agency conducts a criminal background check for all UNITY users. 
This form should be signed by one of the following:  the CEO/Executive Director, a representative of the Human 
Resources department, or a Program Manager where the Program Manager is responsible for handling the 
submission and processing of background checks. 
 
I verify that the individual named on this memo has completed and passed a level two background check as 
required by the UNITY Standard Operating Procedures (policy 3.4). 
 
 
Date: _____________________________________________________ 
 
Title: _____________________________________________________ 
 
Signature: ___________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The section for use by UNITY Staff only: 
 

o Outlook Contacts 

o Constant Contact 
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Appendix II 
 

 
 
 

 
Date 
 
Maria Barcus, CEO  
Tampa Hillsborough Homeless Initiative  
1414 North Marion Street 
Tampa, Florida 33602 

 
Re: UNITY User License Received for the Period July 1, 2010 through June 30, 2011 

 
Dear Mrs. _________: 

 
(Organization Name) received (indicate dollar amount)  in the form of software licenses during the 
period July 1, 2010 to June 30, 2011 for the provision of accessing and entering client data into the 
UNITY system.  
 
This included (number of user license allocated). 
 
 
Please let me know if anything more is needed in this regard.   
 
 
Signed, 
 
 
Chief Executive Officer (must be signed by the CEO) 
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Appendix III 
 

 INVOICE 
1414 N. Marion Street  
Tampa, Florida  33602 
Phone 813.223.6115  Fax 813.223.6178  

INVOICE #HMIS-101 

DATE: AUGUST 19, 2014 

To: 

Tom Weston 

Partner Agency 

1111 Easy Street 

Tampa, FL 33602 

(310) 595-5371 phone 

tweston@partneragency.com 

Ship To: 

Tom Weston 

Partner Agency 

PO Box 1122334 

Tampa, FL 33602 

(310) 595-5371 phone 

tweston@partneragency.com 

 

Comments or special instructions:  

 
QUANTITY DESCRIPTION UNIT PRICE TOTAL 

1 UNITY System License(s)  375.00 375.00 

    
    
    
    
    
    
    
 SUBTOTAL 375.00 

SALES TAX  
SHIPPING & HANDLING  

TOTAL DUE 375.00 
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Make all checks payable to Tampa Hillsborough Homeless Initiative 
If you have any questions concerning this invoice, contact UNITY Staff, 813-280-8743 or unity@homelessofhc.org 
 

Thank you for your support! 

mailto:unity@homelessofhc.org
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Appendix IV 
 

 

Agency Administrator Role     
 
 

Duties & Responsibilities: 

    
 

 Complete and pass End-User Training 

 Complete and pass Agency Administrator Training  

 Act as initial UNITY contact at Agency 

 Reset in-house passwords and respond to other UNITY issues within their agency 

 Document UNITY issues and escalate issues to UNITY Support Staff when applicable 

 Be knowledgeable of basic ServicePoint flow 

 Be knowledgeable of ServicePoint setup for agency’s programs 

 Maintain agency/program information on Provider Profile  

 Update agency’s Newflash within the UNITY system 

 Generate monthly Bed list Reports (if applicable) 

 Generate and Comprehend monthly reports (including data quality) for data cleanup 

 Initiate data cleanup with appropriate agency staff 

 Notify UNITY Support Staff of data issues associated with monthly reports 

 Notify UNITY Support Staff when an employee leaves the agency (termination or willingly) and disable 
parting employee’s UNITY ID 

 Maintain ROI reviews of agency 

 Contact UNITY Support Staff with ROI exceptions 

 Administer the agency’s infraction process 

 Work with agency/program data entry staff to address data entry/data security issues 

 Enforce data quality and completeness as determined by funding sources 

 Responsible for co-administering Provider and Program set-up 

 Responsible for co-administering and maintaining Bedlist(s) 

 Maintain, review, administer Provider and Program security 

 Review/Update Providers Data Security Policies 

 Run outstanding referral report daily 
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Appendix V-A 
 

 
 

Date 
 
Tom Thomas, CEO  
Trouble Agency 
1111 Unhappy Street 
Tampa, Florida 33555 

 
RE: Notice of Probation from UNITY 

 
Dear Mr. _________: 

 
A violation of the UNITY policies has occurred within your organization. The severity of the violation requires that 
your agency be put on probation, in accordance with the UNITY Standard Operating Procedures UNITY Corrective 
Action Policy 3.11. We would like to schedule a meeting to discuss the violation. During the meeting we will assist 
you in the development of your Action Plan that will include; corrective measures and associated timeframes. Your 
agency will continue to have access to the UNITY System during the 90 day probationary period. During the pro-
bationary period monitoring and auditing will be performed regularly by the UNITY staff. If the corrective measures 
are not achieved within the probationary period, your agency access to UNITY will be suspended. Notification of 
the probation will be communicated to local contract funding managers.  
 
If you have any questions that need to be addressed prior to the meeting feel free to contact the UNITY Program 
Manager at 813-223-6115.   
 
 
Signed, 
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Appendix V-B 
 

 
 

Date 
 
Mr Tom Thomas, CEO  
The Trouble Agency 
1111 Unhappy Street 
Tampa, Florida 33000 

 
RE: Notice of Suspension from the UNITY System 

 
Dear Mr. _________: 

 
A violation of the UNITY policies has occurred within your organization. The severity of the violation requires that 
some, or all, your agency access to UNITY be suspended, in accordance with the UNITY Standard Operating Pro-
cedures UNITY Corrective Action Policy 3.11. Access was suspended on ____________ due to 
______________________________________.  
 
Policy dictates that a meeting must be held between the Partner Agency’s Executive Director/CEO, HMIS Lead 
Agency CEO, UNITY Staff, and local contract manager (if appropriate), to discuss suspension and requirements 
for resolution. Please contact the HMIS Lead Agency CEO to schedule the required meeting. 
 
During the meeting we will assist you in the development of your Action Plan that will include; corrective actions 
and associated timeframes. Your agency will continue to be suspended until the violation is resolved. Upon resolu-
tion the agency will then be placed on a 90 day probationary period and the agency access to the UNITY System 
will be reinstated. During the 90 day probationary period monitoring and auditing will be performed regularly by the 
UNITY staff. Notification of Suspension will be communicated to local contract funding managers.  
 
 
Signed, 
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Appendix V-C  

 

 
 

Date 
 
Mr Tom Thomas, CEO  
The Trouble Agency 
1111 Unhappy Street 
Tampa, Florida 33000 

 
RE: Notice of Termination from the UNITY System 

 
Dear Mr. _________: 

 
A violation of the UNITY policies has occurred within your organization. The severity of the violation requires that 
agency access to UNITY be terminated, in accordance with the UNITY Standard Operating Procedures UNITY 
Corrective Action Policy 3.11. Access was terminated on ____________ due to 
______________________________________.  Notification of Termination will be communicated to local con-
tract funding managers. In the case where there is data quality costs or transfer costs the Partner Agency will as-
sume responsibility for payment. If applicable, the Partner Agency will not be refunded for any license purchased 
by the agency. 
 
 
 
 
 
Signed, 
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Appendix VI 
      

 
 
Corrective Action Plan 

 
Instructions for Completing the Corrective Action Plan 

    
Line A: Enter the name of the agency completing the corrective action plan 
Line B: Enter the date that they corrective action plan is documented 
Line C: Enter the name, phone number, and e-mail address of the partner agency representative who will be responsible for overseeing 

the completion of the corrective action plan. 
Line D: Enter the cause of the violation(s) 
 
Line E:  Enter the corrective action(s) and expected date(s) of completion. 

  

Corrective Action Plan 

 
 
 

A. UNITY Partner Ageny: ________________________________________________________________________ 
 
 

B. Date: ______________________________________________________________________________________ 
 
 

C. UNIT Partner Agency  Contact: _________________________________________________________________ 
 

 
Contact Phone: ______________________________________________________________________ 
 
 
Contact E-mail :______________________________________________________________________ 

 
 

D. Cause of Violation(s): _________________________________________________________________________ 
 
 

 ____________________________________________________________________________________________ 
 

 
 ____________________________________________________________________________________________ 
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E. Summary of Corrective Actions   

 
Corrective Action: ____________________________________________________________________________ 
 

_____________________________________________________________________ 
 

  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  _____________________________________________________________________ 
 
  Expected Date of Completion: __________________________________________________ 
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Appendix VII 
 

 
 

UNITY Training/User License Request Form 
 
Partner Agency ___________________________________________________________ is requesting UNITY 
Training for the following (all new users will require a UNITY User License): 
 
Please Print 
 
End user name:_____________________________________________________________ 

New User Refresher Reactivate Reporting  
 
End user name:_____________________________________________________________ 

New User Refresher Reactivate Reporting 
 
End user name:_____________________________________________________________ 

New User Refresher Reactivate Reporting 
 
End user name:_____________________________________________________________ 

New User Refresher Reactivate Reporting 
 
End user name:_____________________________________________________________ 

New User Refresher Reactivate Reporting 
 
 
 
Partner Agency acknowledges that new end users;  
 

 have completed and passed a level 2 background check prior to the submission of this form,  

 have a minimum set of computer competency/skills, 

 have not been a program participant at the partner agency within the last 6 months, 

Partner Agency will include a copy of the Background Check Verification Memo with this form for new end users. 
Partner Agency understands that individuals requiring any training must satisfactorily complete all training 
requirements before desired access to the UNITY live site is granted by the UNITY staff. 
 
 
Request to inactivate a user license is on the reverse side of this form.** 
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If applicable, please complete the following information and return a copy of this form along with a check for the 
total amount owed ($375.00* per new user), to: 
 
 The Tampa Hillsborough Homeless Initiative 
 
 1414 Marion Street 
 
 Tampa, FL 33602 
 
*Per the UNITY Standard Operating Procedures Licensing Fees Policy 3.5, there is an initial set-up fee of $250.00 
per license, and an annual fee of $125.00 per license. 
 
 
** Request to inactivate a user license requires the following information; 
 
 
End user name: ______________________________________________________ 
 
End user name: ______________________________________________________ 
 
End user name: ______________________________________________________ 
 
 
 
 
 

 
 
 
 
 
 
As the requestor I have authority to request user training for the individual(s) listed on this form, and if appropriate, 
approve payment for license purchase, and to request the inactivation of user licenses.  
 
Date: _____________________________________________________ 
 
Title: _____________________________________________________ 
 
Signature: ___________________________________________________ 
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Appendix VIII 
                                                                    UNITY Grievance Form 

 Employee Information 

Full First Name: Full Last Name: Date of Birth: 
 
 

Social Security Number: Daytime Phone: Mailing Address: 
 
 
 

 Grievance Information 

Date of Occurrence: 
 
Agency Name:  
 
Staff Name: 

Have you discussed this issue with a 
program manager? 
  yes    no 
 
Date(s) of discussion: 

Manager's Name: 
 
 
 
Manager's Phone: 
 

Issue of Grievance:   
 
List specific problem(s)/issue(s): 
 
______________________________________________________________________________________________________________ 
 
For clarification of the issues of your grievance, please provide statements regarding the unfavorable decision/condition which is the subject 
of this grievance. (Describe what happened, when and where, how you have been affected, and indicate names of others involved.  Attach any supporting documentation.) 
 
______________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________ 
 
Relief Requested: Indicate the action(s) that would resolve your grievance. 
 
______________________________________________________________________________________________________________ 
 
______________________________________________________________________________________________________________ 
 

 
My signature indicates that the information contained on this form and attachments to this form are true and factual to the best of my knowledge. 

 
___________________________________________                                        ______________________________________________________________________ 
Date                                                                                                                                                                                                                          Signature    

 
 For Personnel Office Use 

___________________________________________                                        ______________________________________________________________________ 
Date Received                                                                                                                                                                         Signature of UNITY Manager 
 

                                         Note: Grievance is not officially filed until this form is received by the Personnel Office 
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Appendix IX 
 

 
 
 

UNITY Agency Administrator  

Designation form 

 
From the UNITY Policies and Procedures Manual:  

Each UNITY Partner Agency will designate an HMIS Site Administrator. The UNITY Agency Administrator 
is the primary HMIS contact at the agency.  

This person will be required to:  

 Complete and pass End User Training 

 Complete and pass Agency Administrator Training 

 Complete Reporting Training 

This person will be responsible for: 

 Providing a single point of communication between the end users and the UNITY  Team around 
HMIS issues 

 Resetting in-house passwords and responding to other UNITY issues within their agency 

 Documenting UNITY issues and escalate issues to System Administrator when applicable 

 Being knowledgeable of basic ServicePoint flow 

 Being knowledgeable of ServicePoint set up for agency’s programs  

 Maintaining agency/program information on provider profile page 

 Updating agency’s Newsflash within the UNITY system when applicable 

 Will be assigned the agencies ART Viewer license (cannot be reassigned) 

 Generating and reviewing monthly data quality monitoring agency reports  

 Generating monthly bed list reports (if applicable) 

 Comprehending monthly reports for data clean up 

 Initiating data clean up with appropriate agency staff 

 Working with agency/program data entry staff to address data entry/data security issues 

 Enforcing data quality and completeness as determined by funding sources 

 Notifying UIN of data issues associated with monthly reports 
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 Notifying UIN when an employee leaves the agency (termination or willingly) and disable parting 

employee’s UNITY ID 

 Maintaining UNITY Release Of Information/Notice of Uses documentation reviews of agency 

 Contacting UIN with ROI exceptions 

 Administering the agency’s infraction process when applicable 

 Ensuring the stability of the agency connection to the Internet and ServicePoint, either directly or 
through communication with other technical professionals (UNITY System Admin, Bowman Sys-
tems, IT Department) 

 Scheduling training for agency end users  

 Monitoring compliance with standards of client confidentiality and ethical data collection, entry, 
and retrieval  

 

 

 

___________________________________________________________ 
Print Site Administrator Name  
 

 

Is the designated UNITY Agency Administrator for: 

 

____________________________________________________________ 
Print Agency Name 

 

____________________________________________________________ 
Site Administrator Signature                                                                                           Date 

 

____________________________________________________________ 
CEO/Executive Director or Designee Signature                                                              Date 
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Appendix X 
 
 

General Research Agreement for Study of Homelessness in Hillsborough County 
-------SAMPLE------- 

March 3, 2010 
Version 1.2 

 

Part I. Parties, Purposes, and Definitions 
 

A.  This is an agreement between Some Research Institute (SRI) and the Tampa Hillsborough Homeless Initiative, the 

Continuum of Care (CoC) Lead, covering the sharing of Homeless data for the use of research in the areas of 

homelessness, criminal justice, mental health, substance abuse and other social issues. 

B.   SRI attests that this research agreement covers SRI, and SRI's contractors, and colleagues working on research. 

The individual signing the agreement is authorized by SRI to sign the agreement on behalf of SRI. 

C.  The CoC attests that the disclosure of client protected personal information (PPI) as defined in the Homeless 

Management Information System (HMIS) Privacy Standard, protected health information (PHI) as defined in the 

Privacy Rule issued under the Health Insurance Portability and Accountability Act (HIPAA),or any other personally 

identifiable information about clients for the purposes of the research allowed by this agreement is consistent 

with requirements of the CoC's privacy policy, management practice, and applicable law. The representative 

signing this agreement is authorized to execute agreements on behalf of the CoC. 

D.  PPI, PHI and other personally identifiable information about CoC's clients are collectively 

described in this agreement as client information. Client information used for the research is research information. 

Any other CoC information provided by CoC to SRI  as part of the research is additional CoC information. 

E.  The parties to this agreement acknowledge that the agreement's  purpose is to define the roles of the parties, to 

protect the privacy interests of clients, and to protect  the 

institutional interests of the CoC while providing SRI with access to client information and additional CoC 

information for the sole purpose of academic research. If any additional CoC information provided to SRI by the 

CoC is subject to specific processing limitations or security requirements, the CoC agrees to identify those 

requirements to SRI. 

 
Part II. The Research 

 
 

A.    There are multiple research projects to be included in this agreement: 

a.   Conduct any analysis requested by CoC to aid in better understanding of the homeless 

population and their interactions with other local and state agencies and social service programs. 

(PI: Tom Tester) 

b.     Conduct a cost analysis for MHC (PI: Tom Tester) 

c. Conduct research on patterns of VA services use among homeless users of 

CoC services over the next two years (PI: Tom Tester) 

d.   Conduct research on patterns of homelessness among those dealing with mental health 

illness, substance abuse (PI: Tom Tester) 

e.   Conduct research on patterns of homelessness among those also interacting with the criminal justice 

systems (jail/prison/court) (PI: Tom Tester) 
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NOTE: The signing of this agreement approves the research described in a -c. The research projects 

described in d and e will require detailed description to be given to CoC before final approval is given. 

B.  SRI agrees to obtain the written approval of the CoC prior to any change in the 

research that materially effects the processing of client information 

C.  SRI's research will be based in identified client information provided by CoC. 

D.  SRI agrees that if it examines or has access to any client information that is not relevant to the 

research, SRI will not make any use of that client information. If SRI obtains any client 

information that is not relevant and necessary for the research SRI will promptly return  or 

destroy that client information. 

E.    In accordance with the requirements of HIPAA, SRI, based on the research  

protocol, has expressly determined that the waiver of any applicable need for client consent for 

the research disclosure of client information described in the protocol and determined to be 

necessary for the research satisfies these criteria: 

a.   The use or disclosure of client information (including PHI) involves no more than a 

minimal risk to the privacy of individuals, based on, at least, the presence of the 

following elements: 

i.   An adequate plan to protect the identifiers from improper use and disclosure; 

ii.   An adequate plan to destroy the identifiers at the earliest opportunity 

consistent with conduct of the research, unless there is a health or research 

justification for retaining the identifiers or such retention is otherwise  required 

by law: and 

iii.   Adequate written assurances that the client information will not be reused or 

disclosed to any other person or entity, except as 

required by law, for authorized oversight of the research study, or for other  

research for which the use or disclosure of protected health information 

would be permitted under the HIPAA privacy rule; 

b.   The research could not practicably be conducted without the waiver; and 

c.   The research could not practicably be conducted without access to and use of the client 

information 

F.   SRI has no plans to contact clients as part of this research, and only identified and conduct 

research using identified data for this project. 

 

Part Ill. Security of Client Information 
 
 

A.   SRI agrees, at a minimum, to comply with the baseline security standards (section 

4.3) included in the HMIS Data and Technical Standards found at 

http://www.hud.gov/offices/cpd/homeless/rulesandregs. 

B.  The CoC agrees to comply with security standards for research information that are 

comparable to the minimum standards applicable to SRI. Compliance with the security 

requirements of HMIS or HIPAA meets the terms of this agreement. Other comparable security 

requirements also meet the terms of this agreement. 

 

 

 

 

http://www.hud.gov/offices/cpd/homeless/rulesandregs.
http://www.hud.gov/offices/cpd/homeless/rulesandregs.
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C.    SRI agrees to tell each individual employed by or working with SRI on the 

research who has access to client information that the information is subject to the 

requirements of this research agreement; to provide  a copy of this agreement to each individual; 

and to obtain a written and signed acknowledgement from each individual that the individual 

has received a copy of this agreement and will comply with the agreement. 

D.  SRI agrees, upon the request of the CoC, to identify all computers and networks on which client 

information is expected to reside during the course of the research project. The CoC agrees, upon 

the request of SRI, to identify all computers networks on which client information is expected to 

reside during the course of the research project. Both parties agree not to store client 

information on laptop computers. 

 
Part IV. Return or Proper Disposal of Client Information 

 
 

A.   SRI agrees that upon conclusion of the research projects, SRI will return  or properly  dispose of all 

individually  identifiable research information obtained  under this agreement for the CoC in a 

manner consistent with the HMIS security 

standards. The CoC agrees that upon conclusion of the research projects,the CoC will return or 

properly dispose of all individually identifiable research information obtained  from SRI under 

this agreement in a manner consistent with the HMIS security standards or other comparable 

security standards. 

 
Part V. Use and Disclosure of Client Information 

 
 

A.   Each party to this agreement agrees that the client information subject to this agreement will 

only be used or disclosed for purposes reasonably necessary to accomplish the purposes of the 

research projects. Use and disclosure required for the conduct of a research project include use 

by or disclosure to a research associate, service provider, and lawyer providing legal advice to the 

researcher. All other uses and disclosures are prohibited, except as otherwise provided by law. 

B.   Each party to this agreement agrees to employ reasonable legal means to resist a 

disclosure of client information not expressly permitted by in this agreement unless the disclosure 

is expressly required by law or unless the person that originally provided the client information 

agrees to waive this requirement. 

C.  SRI agrees that it will not include in any published report on this research any 

information identifying a client. 

D.  CoC authorizes SRI to transfer de-identified data to the Center for Mental Health Policy and 

Services Research at Some Other University {CMHPSR} for their research study on Veterans and 

homelessness detailed under a separate agreement between CoC and CMHPSR. 

E.   SRI agrees to limit the use of identifiable information to the purpose of this study 

{listed in Part II. A} and will protect all identifiable data as outlined in the contract and 

guarantee no disclosure of identifiable information will be published for any purpose. 

F.   SRI and CoC agree the timeframe for use of provided information is limited to three years 

from the date of this contract. 
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G.  CoC will provide  a copy of the requested data set based on clients entered in the 

Tampa/Hillsborough CoC HMIS from June 2005 through the date of contract execution. 

H.  CoC will provide  data set to SRI approximately ten business days after the 

contract  has been signed by both parties. 
 

Part VI. Effective date and Liability 
 
 

A.  This agreement is not effective until: 

a.  It has been signed by an authorized CoC representative and by an authorized 

representative of SRI; and 

b.   All required information and attachments have been provided by SRI and 

accepted by CoC. 

B.  Each party to this agreement is solely responsible for its own actions and obligations under the 

agreement and for the protecting client information in its possession as provided in the agreement. 

C.   Each party to this agreement reserves the right to terminate this agreement at any time for any 

reason, and without incurring any financial or other obligation to other party. 

D.  Each party to this agreement agrees that if the agreement is terminated, each party will, in accordance 

with the terms of this agreement, promptly return or properly dispose of individually identifiable 

research information obtained from the other party under this research agreement. 

 

 

 

Continuum of Care Authorized Signature Date 
 
 

Please print Name & Title:__________________________________________________________ 
 

 
 
 

Telephone Number  E-mail Address 
 
 
 
 

 Authorized Signature 

 

Date 

 
 

Please print Name & Title:__________________________________________________________ 

 
 
 
 

Telephone Number E-mail Address 
 
 
 

 Authorized Signature               Date 
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Appendix XI 
 
 
 
 
 

 
 

 
UNITY SOP Signoff Sheet 
 

Date of Notice: 00/00/0000          Section: xx         Policy xx.x 
    

When new policies are created, or existing policies are edited, a copy will be sent out to the community by the 
UNITY staff. UNITY staff are the facilitators of communication between governing committees and the community.  
You have 10 business days after the date of notice found at the top of this form to sign and return the form to the 
UNITY Information Network staff. If you have any questions regarding the policy, please contact the UNITY 
Information Network staff for clarification: 
 
  

Phone: 813-280-8743 
 E-mail: unity@homelessofhc.org 
 
 
 
 
 
By signing this form you are agreeing that you; have read, understand, and will adhere to the new/updated policy 
you received with this signoff sheet, and that you understand the UNITY Standard Operating Procedure manual 
will be amended with the new/updated policy. 
 
 
please print 
 
 
Date: _____________________________________________________ 
 
 
Title: _____________________________________________________ 
 
 
Name:  _____________________________________________________ 
 
 
Agency:_____________________________________________________ 
 
 
 
 
 

mailto:unity@homelessofhc.org
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Appendix XII 
  
 

Privacy Notice for ___________________ 
 
 
 
A. What This Notice Covers  

    
1. This notice describes the privacy policy and practices of ____________, specifically in regard to the ___________ program.  Our 

main office is at  _______________________________________. 

2. The policy and practices in this notice cover the processing of protected personal information for clients of ___________. 

3. Protected Personal information (PPI) is any information we maintain about a client that: 

a. allows identification of an individual directly or indirectly  
b. can be manipulated by a reasonably foreseeable method to identify a specific individual, or  
c. can be linked with other available information to identify a specific client.  When this notice refers to personal information, it 

means PPI. 
4. We adopted this policy because of standards for Homeless Management Information Systems issued by the Department of Housing 

and Urban Development.  We intend our policy and practices to be consistent with those standards.  See 69 Federal Register 45888 

(July 30, 2004). 

5. This notice tells our clients, our staff, and others how we process personal information.  We follow the policy and practices described 

in this notice.  

6. We may amend this notice and change our policy or practices at any time.  Amendments may affect personal information that we 

obtained before the effective date of the amendment.   

7. We give a written copy of this privacy notice to any individual who asks.  

  

8. We maintain a copy of this policy on our website at www._____________________________. 

 

B. How and Why We Collect Personal Information 

    
1. We collect personal information only when appropriate to provide services or for another specific purpose of our organization or 

when required by law.  We may collect information for these purposes:   

a. to provide or coordinate services to clients 
b. to locate other programs that may be able to assist clients 
c. for functions related to payment or reimbursement from others for services that we provide 
d. to operate our organization, including administrative functions such as legal, audits, personnel, oversight, and management 

functions 
e. to comply with government reporting obligations  
f.  when required by law 

2. We only use lawful and fair means to collect personal information.  

3. We normally collect personal information with the knowledge or consent of our clients.  If you seek our assistance and provide us 

with personal information, we assume that you consent to the collection of information as described in this notice 

4. We may also get information about you from:   

a. Individuals who are with you 
b. Other private organizations that provide services (identify) 
c.  Government agencies (identify) 
d.  Telephone directories and other published sources   
 



 

Created: 06-2013 version 1 
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5. We post a sign at our intake desk or other location explaining the reasons we ask for personal information.  The sign says: 

“We collect personal information only when appropriate.  We may use or disclose your information to provide you with 
services.  We may also use or disclose it to comply with legal and other obligations.  We assume that you agree to allow 
us to collect information and to use or disclose it as described in this notice.  You can inspect personal information about 
you that we maintain.  You can also ask us to correct inaccurate or incomplete information.  You can ask us about our 
privacy policy or practices.  We respond to questions and complaints.  Read the full notice for more details.  Anyone can 
have a copy of the full notice upon request.” 

 

C. How We Use and Disclose Personal Information 

         
1. We use or disclose personal information for activities described in this part of the notice.  We may or may not make any of these 

uses or disclosures with your information.  We assume that you consent to the use or disclosure of your personal information for the 

purposes described here and for other uses and disclosures that we determine to be compatible with these uses or disclosures: 

a. to provide or coordinate services to individuals  We share client records with other organizations that may have separate 
privacy policies and that may allow different uses and disclosures of the information. 

b. for functions related to payment or reimbursement for services 
c. to carry out administrative functions such as legal, audits, personnel, oversight, and management functions  
d. to create de-identified (anonymous) information that can be used for research and statistical purposes without identifying 

clients 
e. when required by law to the extent that use or disclosure complies with and is limited to the requirements of the law 

f. to avert a serious threat to health or safety if  

(1) we believe that the use or disclosure is necessary to prevent or lessen a serious and imminent threat to the health or 
safety of an individual or the public, and 

(2)     the use or disclosure is made to a person reasonably able to prevent or lessen the threat, including the target of            
the threat. 

g. to report about an individual we reasonably believe to be a victim of abuse, neglect or domestic violence to a govern-

mental authority (including a social service or protective services agency) authorized by law to receive reports of abuse, ne-

glect or domestic violence  

(1) under any of these circumstances:   
(a) where the disclosure is required by law and the disclosure complies with and is limited to the requirements of the law 

(b) if the individual agrees to the disclosure, or  

(c) to the extent that the disclosure is expressly authorized by statute or regulation, and  

(I) we believe the disclosure is necessary to prevent serious harm to the individual or other potential victims, or  
(II) if the individual is unable to agree because of incapacity, a law enforcement or other public official authorized to 

receive the report represents that the PPI for which disclosure is sought is not intended to be used against 
the individual and that an immediate enforcement activity that depends upon the disclosure would be 
materially and adversely affected by waiting until the individual is able to agree to the disclosure.   

and 
(2) when we make a permitted disclosure about a victim of abuse, neglect or domestic violence, we will promptly inform the 

individual who is the victim that a disclosure has been or will be made, except if:  

(a) we, in the exercise of professional judgment, believe informing the individual would place the individual at risk of seri-

ous harm, or  

(b) we would be informing a personal representative (such as a family member or friend), and we reasonably believe the 
personal representative is responsible for the abuse, neglect or other injury, and that informing the personal 
representative would not be in the best interests of the individual as we determine in the exercise of professional 
judgment.  

h. for academic research purposes  

(1) conducted by an individual or institution that has a formal relationship with the CHO if the research is conducted either:  

(a) by an individual employed by or affiliated with the organization for use in a research project conducted under a written 

research agreement approved in writing by a designated CHO program administrator (other than the individual con-

ducting the research), or  

(b) by an institution for use in a research project conducted under a written research agreement approved in writing by a 

designated CHO program administrator.   

and 
(2) any written research agreement: 
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(a) must establish rules and limitations for the processing and security of PPI in the course of the research  
(b) must provide for the return or proper disposal of all PPI at the conclusion of the research 
(c) must restrict additional use or disclosure of PPI, except where required by law  
(e) must require that the recipient of data formally agree to comply with all terms and conditions of the agreement, and 
(e)  is not a substitute for approval (if appropriate) of a research project by an Institutional Review Board, Privacy Board 

or other applicable human subjects protection institution.   
 

i. to a law enforcement official for a law enforcement purpose (if consistent with applicable law and standards of ethical conduct) 

under any of these circumstances:  

(1) in response to a lawful court order, court-ordered warrant, subpoena or summons issued by a judicial officer, or a grand ju-

ry subpoena 

(2) if the law enforcement official makes a written request for PPI that:  

(a) is signed by a supervisory official of the law enforcement agency seeking the PPI  

(b) states that the information is relevant and material to a legitimate law enforcement investigation  

(c) identifies the PPI sought  

(d) is specific and limited in scope to the extent reasonably practicable in light of the purpose for which the information is 

sought, and  

(e) states that de-identified information could not be used to accomplish the purpose of the disclosure. 

(3) if we believe in good faith that the PPI constitutes evidence of criminal conduct that occurred on our premises 

(4) in response to an oral request for the purpose of identifying or locating a suspect, fugitive, material witness or miss-

ing person and the PPI disclosed consists only of name, address, date of birth, place of birth, Social Security Number, 

and distinguishing physical characteristics, or 

(5) if  

(a) the official is an authorized federal official seeking PPI for the provision of protective services to the President or 

other persons authorized by 18 U.S.C. 3056, or to foreign heads of state or other persons authorized by 22 U.S.C. 

2709(a)(3), or for the conduct of investigations authorized by 18 U.S.C. 871 and 879 (threats against the President 

and others), and  

(b) the information requested is specific and limited in scope to the extent reasonably practicable in light of the purpose 

for which the information is sought. 

and 
j. to comply with government reporting obligations for homeless management information systems and for oversight of com-

pliance with homeless management information system requirements. 

2. Before we make any use or disclosure of your personal information that is not described here, we seek your consent first. 

 

D. How to Inspect and Correct Personal Information 

         
1. You may inspect and have a copy of your personal information that we maintain.  We will offer to explain any information that you 

may not understand. 

2. We will consider a request from you for correction of inaccurate or incomplete personal information that we maintain about you.  If 

we agree that the information is inaccurate or incomplete, we may delete it or we may choose to mark it as inaccurate or incomplete 

and to supplement it with additional information. 

3. To inspect, get a copy of, or ask for correction of your information, ask any staff member for access. 

4. We may deny your request for inspection or copying of personal information if: 

a. the information was compiled in reasonable anticipation of litigation or comparable proceedings 

b. the information is about another individual (other than a health care provider or homeless provider) 

c. the information was obtained under a promise or confidentiality (other than a promise from a health care provider or homeless 

provider) and if the disclosure would reveal the source of the information, or 

d. disclosure of the information would be reasonably likely to endanger the life or physical safety of any individual. 



 

Created: 06-2013 version 1 
Updated: 08-2014 version 3          90 

 

5. If we deny a request for access or correction, we will explain the reason for the denial.  We will also include, as part of the personal 

information that we maintain, documentation of the request and the reason for the denial  

6. We may reject repeated or harassing requests for access or correction. 

E. Data Quality 

 
1. We collect only personal information that is relevant to the purposes for which we plan to use it.  To the extent necessary for those 

purposes, we seek to maintain only personal information that is accurate, complete, and timely. 

2. We are developing and implementing a plan to dispose of personal information not in current use seven years after the information 

was created or last changed.  As an alternative to disposal, we may choose to remove identifiers from the information.   

3. We may keep information for a longer period if required to do so by statute, regulation, contract, or other requirement. 

 
F. Complaints and Accountability 

We accept and consider questions or complaints about our privacy and security policies and practices.  Complaints must be submitted in 
writing to this Agency and to: 

UNITY Grievance Committee 
Tampa Hillsborough Homeless Initiative 
P.O. Box 360181 
Tampa, FL 33673-0181  

The UNITY Grievance Committee will attempt to resolve your complaint.  Should further review be required your complaint will be 
escalated to the UNITY Steering Committee to determine a voluntary resolution of the complaint. Resolution of the complaint will be 
provided in writing to the agency and the individual filing the complaint. This Agency and the UNITY Information Network are prohibited 
from retaliating against you for filing a complaint. 
1. All members of our staff (including employees, volunteers, affiliates, contractors and associates) are required to comply with this 

privacy notice.  Each staff member must receive and acknowledge receipt of a copy of this privacy notice. 

 
G. Privacy Notice Change History 

 
1.  Version 1.0.  June 1, 2005.  Initial Policy 
2. Version 2.0 February 25, 2008 Amendment to Section B5 
3. Version 3.0 May 6, 2014 Updated Logo 
 







Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Tampa Hillsborough 
Homeless Initiative. UNITY Information Network Homeless Management Information System 

(Renewal)  $238,843 

Agency for Community 
Treatment Services, Inc.  

Hillsborough HEART 
(Homeless Engagement And 
Retention in Tenancy) 
Project, 

1. Permanent Supportive Housing – Scattered/Rental 
2. 16 points 
3. Single Males/Females; mental illness/substance 
abuse/co-occurring 
4. 100 units/100 beds 
5. 100 ded. Chronic (100%) 
6. 110 persons; 110 Adult Only HHs 
7. 104% 
8. None 
9. None 

$1,803,678 

Agency for Community 
Treatment Services, Inc. 

Sandra Prince Samaritan 
Home 

1. Permanent Supportive Housing - Project 
2. 15 points 
3. Single Males/Females; mental illness/substance 
abuse/co-occurring 
4. 14 units/14 beds 
5. 11 Ded. Chronic (79%); 3 Prior. Chronic (21%) 
6. 17 persons; 17 Adult Only HH 
7. 93% 
8.None 
9.None 

$185,825 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Agency for Community 
Treatment Services, Inc. 

Hillsborough County 
Permanent Housing 
Programs 

1. Permanent Supportive Housing - Project 
2. 16 pts. 
3. Single Males/Females; Families; mental 
illness/substance abuse/co-occurring 
4. 38 units/38 beds 
5. 15 ded. Chronic (39%); 15 prior. Chronic (39%) 
6. 43 person; 37-Adult only HH, 3-HH w/Children 
7. 78% 
8. None 
9. None 

$120,690 

THHI/Agency for 
Community Treatment 
Services, Inc. 

More HEART 
(Program not yet started – 
awaiting FY 15 Contract from 
HUD) 

1. Permanent Supportive Housing – 
Scattered/leasing 
2. 16 pts 
3. Single Males/Females; Families 
4. 16 units/16 beds (program will provide CM to will  
provide CM to additional 20 units/20 beds through 
THA for total of 36 beds/36 units) 
5. 11 ded. Chronic (69%) (plus 20 THA ded. Chronic = 
86%) 
6. Program Not Started Yet (36 persons; 36 Adult 
Only HHs) 
7. Program Not Operational on night of 2016 PIT 
8. Program Not Started Yet 
9. Program Not Started Yet 

$431,919 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Catholic Charities 
Diocese of St. Petersburg, 
Inc. 

Pathways Rapid Re-housing 
Program 

1. Rapid Rehousing 
2. 16 pts 
3. Families with children 
4. 52 units; 138 beds 
5. None dedicated/prioritized 
6. 387 persons; 141 HHs w/Children 
7. 100% 
8. None 
9. None 

$956,181 

THHI/Catholic Charities 
Diocese of St. Petersburg, 
Inc. 

Hillsborough Pathways to 
Housing (Program not yet 
started – awaiting FY 15 
Contract from HUD) 

1. Rapid Rehousing 
2. 16 pts 
3. Single Males/Females 
4. 7 units/7 beds 
5. None dedicated/prioritized 
6. Program Not Started Yet 
7. Program Not Operational on night of 2016 PIT 
8. Program Not Started Yet 
9. Program Not Started Yet  

$76,641 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Housing Authority of the 
City of Tampa 

TRA Collaborative 
(includes merge of TRA 2002 
and 2003 effective after TRA 
2003’s most recently ended 
grant term – therefore #4 
and #6 are for combined 
programs – to be served) 

1. Permanent Supportive Housing – Scattered/Rental 
2. 15 pts. 
3. Single Males/Females; families with children 
4. 33 units/44 beds 
5. None 
6. 53 persons; 27 Adult Only HH; 10 HHs w/children 
7. 104% 
8. None 
9.Yes (expended 89% of funds) 

$306,660 

Housing Authority of the 
City of Tampa TRA Collaborative 2004 

1. Permanent Supportive Housing – Scattered/Rental 
2. 15 pts. 
3. Single Males/Females 
4. 17 units/ 17 beds 
5. 17 ded. Chronic (100%) 
6. 21 persons; 21 Adult Only HHs 
7. 105% 
8. None 
9.None 

$165,305 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Project Return, Inc. 
Project Return Permanent 
Supportive Housing 
(Friendship Palms) 

1. Permanent Supportive Housing - Project 
2. 11 pts. 
3. Single Males/Females; persons with mental illness 
4. 20 units/20 beds 
5. 5 ded. Chronic (25%); 6 ded. Chronic (30%) 
6. 22 persons; 22 Adult Only HH 
7. 80% 
8. None 
9. None 

$157,463 

THHI/Gracepoint 
Wellness 

HOME3(includes merge of 
HOME 2 and HOME3 
effective after HOME3’s most 
recently ended grant term 

1. Permanent Supportive Housing – Scattered/Rental 
2. 14 pts 
3. Single Males/Females; Families with Children; 
Mental Illness 
4. 56 Units/88 beds 
5. 56 dedicated chronic (100%) 
6. 114 persons; 33 Adult Only; 22 HHs w/children 
7. 114% 
8. None 
9. Yes (expended 88% of funds) 

$769,680 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

THHI/Gracepoint 
Wellness 

PHAME (Permanent Housing 
Access Made Easy) (Program 
not yet started – awaiting FY 
15 Contract from HUD) 

1. Permanent Supportive Housing – Scattered/Rental 
2. 14 pts. 
3.  
4. 18 units;18 beds; (program will provide CM to will  
provide CM to additional 20 units/20 beds through 
THA for total of 38 units/38 beds) 
5. 13 ded Chronic (72%); (plus 20 THA ded. Chronic = 
86%) 
6. Program Not Started Yet 
7. Program Not Operational on night of 2016 PIT 
8. Program Not Started Yet 
9. Program Not Started Yet 

$433,533 

Volunteers of America – 
Florida 

Volunteers of America of 
Florida PH 

1. Permanent Supportive Housing – 
Scattered/Leasing 
2. 13 pts. 
3. Single Males/Females; Families 
4. 18 units; 30 beds 
5. 18 dedicated Chronic (100%) 
6. 38 persons; 11 Adult only HH; 10 HH w/children 
7. 107% 
8. None 
9. None 

$330,467 

Tampa Hillsborough 
Homeless Initiative. 

THC-CoC Coordinated Entry  Coordinated Entry (Reallocation – NEW) $78,160 

  Total CoC Renewal Amount $6,055,045 
New Project(s)*    

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Tampa/Hillsborough County CoC FL-501 
FY 2016 Continuum of Care Program CoC Project Snapshots 

Project Listing for Certificate of Consistency with the Consolidated Plan 

Grantee Name/Sub 
recipient Project Name Project Snapshot Renewal Amount 

Permanent Supportive Housing and/or Rapid Re-Housing Amount Available $313,036 
Catholic Charities 
Diocese of St. Petersburg, 
Inc. 

Pathways to Rapid Re-
housing Program 2 

Rapid Re-housing $313,036 

  New Project Total $313,036 
 

Tier 1 = 93% of ARD = $5,631,192 
 Tier 2 = 7% ARD ($423,853) + PHB ($313,036) = $736,889 

 

Program Snapshot Components (#): 
1. Project Type (type of program and type of housing – project-based, scattered site) 
2. Housing First/Low Barrier – Questionnaire Score (Max 16 pts) 
3. Population(s) Served (According to HUD’s “Opening Doors” and Tampa/Hillsborough Consolidated Plans) 
4. Number of Funded Units/Beds 
5. Dedicated/Prioritized Beds (Chronic, Veteran, Unaccompanied Youth) 
6. Total Number of Persons/Households served in most recently ended grant term (to be served if program has not started) 
7. 2016 PIT Count Bed Utilization Rate 
8. Findings Identified in Most Recent Audit/Monitoring(s) 
9. Dollars returned to HUD at end of most recently ended grant year 
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Staꕸ㡫 login Print         SEARCH THHI

Sign Up

ABOUT THHI

CONTINUUM OF CARE (COC)

ABOUT HOMELESSNESS

HOMELESS RESOURCES

TAKE ACTION

NEWS AND EVENTS

CONTACT US

Sign up for the THHI
Newsletter and stay
connected! Be ⁘rst to hear
about whats going on and
how you can help!

FY2016 – HUD-COC PROGRAM
COMPETITION – FL-501
COLLABORATIVE APPLICATION

FL-501 HUD-FY2016 CoC Program Competition – Collaborative
Application

THHI, as the lead agency and Collaborative Applicant for the
Tampa/Hillsborough County CoC, is posting CoC’s Collaborative
Application as submitted to HUD for the FY16 HUD-CoC Competition.

The Collaborative Application consists of 3 parts:

1. Application 
2. Project Priority Listing 
3. Project Applications

FY16 Application (as submitted via HUD via esnaps)

FY16 – FL-501 HUD-CoC Collaborative Application – FINAL

FY16 – FL-501 HUD-CoC Collaborative Application – FINAL_
Attachments 1

FY16 – FL-501 HUD-CoC Collaborative Application – FINAL
_Attachments 2

FY16 – FL-501 HUD-CoC Collaborative Application – FINAL
_Attachments 3

Project Priority Listing – (as submitted via HUD via esnaps)

FY16 – FL-501 HUD-CoC Application Project Priority Listing

(On 9/12/16, the THHI Board of Directors approved the Project Priority
Listing that was recommended by the THHI Review Board following the
Ranking and Selection process outlined in THHI’s 
2016 Universal RFP, Addendum 2:  FY2016 HUD-CoC Program Competition
– New/Renewal Application Process published on Tuesday, July 19, 2016. 
The FL-501 – FY16 HUD – CoC Project Priority List with Tiers –
Approved by THHI Board on 091216 document is the ⁘nal approved to
be submitted.)

ANNOUNCEMENTS

: 6/28/16 – HFA Releases RFP
and Application for Financing to
Develop Permanent Supportive
Housing Primarily for
Individuals Who Are Chronically
Homeless

: VA Accepting Bids for Safe
Haven Contract

: THA Releases RFP for HUD-
VASH Program for HUD
Veterans Aꕸ㡫airs Supportive
Housing

: The Junior League of Tampa –
Done in a Day Projects and
Enabling Fund Grants

: Promoting Health In Homeless
Shelters Workgroup Meeting

+ See all
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Project Applications – SUBMITTED

ACTS – HEART

FY16 ACTS – Hillsborough HEART Renewal Application

ACTS – Permanent Housing Program

FY16 ACTS – Permanent Housing Program Renewal Application

ACTS – Sandra Prince Samaritan Home

FY16 ACTS – Sandra Prince Samaritan Home Renewal Application

Catholic Charities – Pathways to Housing

FY16 Catholic Charities – Pathways to Housing Renewal
Application

FY16 Catholic Charities – Pathways to Housing Renewal
Application Attachments

Project Return – Permanent Supportive Housing

FY16 Project Return – Permanent Supportive Housing Renewal
Application

Tampa Housing Authority – TRA Collaborative

FY 16 – Tampa Housing Authority – TRA Collaborative Renewal
Application

Tampa Housing Authority – TRA Collaborative 2004

FY16 Tampa Housing Authority – TRA Collaborative 2004 Renewal
Application

THHI – CoC Planning Grant

FY16 – THHI FL-501 CoC Planning Application

THHI – Coordinated Entry – Reallocation (New Project)

FY16 THHI Coordinated Entry – Reallocation New Project
Application

THHI – UNITY Information Network

FY16 – THHI UNITY Information Network – Renewal Application –
FINAL

THHI/ACTS* – More HEART

FY16 THHI-ACTS – More HEART Renewal Application

THHI/Catholic Charities* – Hillsborough Pathways to Housing

FY16 THHI Catholic Charities – Hillsborough Pathways to Housing
Renewal Application

THHI/Catholic Charities* – Hillsborough Pathways to Housing 2
(Permanent Housing Bonus – New)

http://thhi.org/wp-content/uploads/2016/08/FY16-ACTS-Hillsborough-HEART-Renewal-Application1.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-ACTS-Permanent-Housing-Program-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-ACTS-Sandra-Prince-Samaritan-Home-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-Catholic-Charities-Pathways-to-Housing-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-Catholic-Charities-Pathways-to-Housing-Renewal-Application-Attachments.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-Project-Return-Permanent-Supportive-Housing-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY-16-Tampa-Housing-Authority-TRA-Collaborative-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-Tampa-Housing-Authority-TRA-Collaborative-2004-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-THHI-FL-501-CoC-Planning-Application.pdf
http://thhi.org/wp-content/uploads/2016/09/FY16-THHI-Coordinated-Entry-Reallocation-New-Project-Application.pdf
http://thhi.org/wp-content/uploads/2016/09/FY16-THHI-UNITY-Information-Network-Renewal-Application-FINAL-.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-THHI-ACTS-More-HEART-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/08/FY16-THHI-Catholic-Charities-Hillsborough-Pathways-to-Housing-Renewal-Application.pdf
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Homeless Counts

Continuum of Care
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Best Practices & Models
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UNITY Documents
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UNITY Links

UNITY Training

Take Action

Donate

Volunteer

News and Events

Homeless Resources

Extreme Weather Shelters

THHI Privacy Policy

UNITY Privacy Policy

Contact Us

FY16 THHI Catholic Charities-Hillsborough Pathways to Housing 2
– New Application

THHI/Gracepoint Wellness* – PHAME

FY16 THHI Gracepoint – PHAME Renewal Application

THHI/Gracepoint Wellness* – HOME3

FY16 THHI Gracepoint – HOME3 Renewal Application

Volunteers of America of Florida – Permanent Supportive Housing

FY16 Volunteers of America – Permanent Supportive Housing
Renewal Application

 

*NOTE: For projects that list THHI ⁘rst followed by an agency name, THHI
is the grantee and the agency is the sub-recipient.  In all of these projects,
the sub-recipient, if the project is awarded funding, will receive 95% or
more of the total grant award to operate their program.  THHI will receive
a small portion of funding (between 3.5% and 5% of the total grant
funding based on the percentage of admin dollars for each project) to
provide project oversight, technical assistance and monitoring.

 

Phone: 813-223-6115  
Fax: 813-223-6178 
E-Mail: info@thhi.org

THE TAMPA HILLSBOROUGH HOMELESS INIATIVE (FORMERLY THE HOMELESS COALITION OF HILLSBOROUGH COUNTY) IS A 501(C) 3 TAX EXEMPT
ORGANIZATION. A COPY OF THE OFFICIAL REGISTRATION (#CH-21811) AND FINANCIAL INFORMATION MAY BE OBTAINED FROM THE FLORIDA DIVISION
OF CONSUMER SERVICES BY CALLING TOLL-FREE (800-435-7352) WITHIN THE STATE. REGISTRATION DOES NOT IMPLY ENDORSEMENT, APPROVAL OR
RECOMMENDATION BY THE STATE.

©2013. ALL RIGHTS RESERVED.

DEVELOPMENT ASSISTANCE PRO-BONO THROUGH FANMAKER.
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http://thhi.org/wp-content/uploads/2016/09/FY16-THHI-Gracepoint-PHAME-Renewal-Application.pdf
http://thhi.org/wp-content/uploads/2016/09/FY16-THHI-Gracepoint-HOME3-Renewal-Application.pdf
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TAMPA/HILLSBOROUGH COUNTY COC

Process for Reallocation

FY2016 CoC Program Competition





In the Reallocation section (page 9) of THHI’s Universal RFP, Addendum 2:  FY2016 HUD-CoC Program Competition – New/Renewal Application Process published on Tuesday, July 19, 2016, it was stated that “The Tampa/Hillsborough County CoC will not be reallocating any CoC-Program funds during the FY2016 HUD-CoC program competition.”  



This decision was to allow time for the use of an objective, performance-based review of projects to be implemented during this year’s competition cycle that can be used as a baseline for future development of a formal reallocation strategy.  The reallocation strategy under development will include more frequent performance reviews by the CoC to identify low performing projects, provide opportunity for TA, corrective action and a notification process that allows projects to be able to plan for a project’s closing if there is a reallocation due to low performance.





Voluntary Reallocation Offer

[bookmark: _GoBack]During the FY16 Program Competition process, two projects reviewed their project’s budgets and past actual expenditures, and determined they could provide the same level of service at a slightly lower cost.  As a result, they voluntarily offered funding for reallocation to be utilized for a new Coordinated Entry project to assist the CoC in improving its Coordinated Entry process.  These offers were accepted by the CoC.




FY16 HUD-CoC Tiering Scenarios



HUD requires that all projects seeking funding (excluding the Planning Grant) place on a Project Priority Listing and be ordered in a Tiering process with:



· Tier 1 representing 93% of the CoC’s Annual Renewal Amount (ARA) and 

· Tier 2 representing the remaining 7% of ARA plus the CoC’s allowable Permanent Housing Bonus amount (5% of the CoC’s Final Pro Rata Need - FPRN).  



In this process, those projects that are in Tier 2 are at risk of not being funded.



Guidance from HUD

HUD has not provided a lot of direction on the best way to rank projects for the Project Priority Listing, except for the following:



1) In the Collaborative Application portion, HUD gives up to 18 points for this portion of the CoC process

2) The process must have clear, objective criteria.  HUD awards up to 10 out of the 18 points based on this.

3) Project performance outcomes should be highly considered in this process.  However, not all projects have definable performance outcomes as some have been funded but have not begun operation.  This is a worth 4 of the 18 points.

4) HUD has indicated that the way a community chooses to prioritize their projects is a demonstration of that community’s priorities – and whether they align with HUD’s priorities.  This is worth 4 of the 18 points.  HUD’s stated priorities are:

a. Ending chronic homelessness – HUD believes Permanent Supportive Housing dedicated to chronically homeless persons is the best practice to achieve this national priority.  There is a scoring factor in the overall application for the number of beds that are dedicated and/or prioritized for chronically homeless households

b. Ending Youth Homelessness

c. Ending Family Homelessness

d. Increasing Rapid Rehousing

e. Ending Veteran Homelessness



What do other Communities Do?

In conversations with other CoC’s in Florida, communities do have varying ways of how they prioritize their projects.  Examples include:



1) All projects currently operating with clients enrolled first, followed by programs funded but not yet started and then new project money.  This method ensures that all projects currently serving clients continue and clients are not displaced due to a program’s loss of funding.

2) New project money first to ensure new program(s) come online, then projects currently operating with enrolled clients, then programs funded but not yet started.

3) High performing projects, followed by projects funded but not yet started, new project(s) then low performing projects.



Tier 2 Realities

With the exception of the new project placement in Tier 2, any Tier 2 project that is not funded will have a direct impact on clients served by the program.  Even programs that are up for renewal that were funded in the FY15 cycle, but have not yet started at this time, will have clients enrolled in the near future – and if not funded for FY16, will be displaced after a short time of assistance in that program.



[bookmark: _GoBack]Any PSH program in Tier 2, even those with a low performance, that is not awarded funds by HUD for FY16, will require households in those programs to be relocated to other PSH/PH programs.  



Two of the projects that were awarded new funding in FY 15 (PHAME and More HEART) are expected to receive all households in the Plant City S+C (PSH) projects once these programs began.  The current HUD funding for these programs ends on 9/30/16.  This plan was decided when Plant City Housing Authority refused to renew these grants last year (FY15) and the dollars were reallocated to these two programs.



HMIS

All scenarios do ensure that the HMIS project (UNITY Information Network) requested grant funding remains fully in Tier 1.  In the last grant cycle, some community’s placed HMIS in Tier 2 and lost all their HMIS funding. Therefore, HMIS funding needs to always be in Tier 1.





Scenario 1 and 2 – Combined Score (Performance Score Card + CoC Membership Score)

· HMIS Placement - In Scenario 1, HMIS is top; in Scenario 2, HMIS is last fully funded Tier 1 project – notice no change in the Tier 1/2 split or projects that fall fully into Tier 2

· Prioritizes:

· all programs currently operating (serving/housing clients), ordered by the programs combined score; then 

· funded by not started programs; then

·  new project

· PHAME falls into the split and if not funded by HUD for FY16, relocation of clients will be required



Scenario 3 – Prioritizes Projects Funded (Not Started); then Current Programs

· HMIS Placement is first

· Prioritizes:

· Programs that are funded by not yet started – no performance scores as a result – with expectation that these will be high performing programs once started

· All programs currently operating (serving/housing clients), ordered by the programs combined score (this does put lower scoring projects into Tier 2)

· New Project



Scenario 4 and 5 – Prioritizes New Project, Projects Funded but Not Started, then currently operating projects by score

· HMIS Placement - In Scenario 4, HMIS is top; in Scenario 5, HMIS is last fully funded Tier 1 project – notice no change in the Tier 1/2 split or projects that fall fully into Tier 2



Scenario 6 – Prioritizes Currently Operating PSH

· first by chronic programs by score, then non-chronic by score, then Current RRH, then projects funded but not started, then new project

· This scenario prioritizes currently operation programs over programs that have not yet started as well as new money

· This scenario shows a community prioritization of PSH that is in alignment with HUD’s philosophy and goal to end chronic homelessness 



Scenario 7 – Prioritizes PSH for chronic 

· Ordered by percent of project dedicated by score (first are projects 100% dedicated, then projects 90% dedicated, down to those that have 75% dedicated) with current projects above those projects not yet started

· RRH (current then funded not yet started) based on HUD’s wanting to see increased RRH units

· Then remaining PSH by score

	


Homeless Management Information System (HMIS) Lead Agency

Memorandum of Understanding 

between

The Tampa Hillsborough COC

and

The Tampa Hillsborough Homeless Initiative HMIS Lead



I. [bookmark: _Toc349812076]Introduction

The purpose of this Memorandum of Understanding (“MoU”) is to confirm agreements between the Tampa Hillsborough Continuum of Care (“TH-CoC”) and The Tampa Hillsborough Homeless Initiative (“THHI”) related to management of the Homeless Management Information System (“HMIS”). This MoU establishes THHI as the HMIS Lead Agency for the TH-CoC, defines general understandings, and defines the roles and specific responsibilities of each party related to key aspects of the governance and operation of the HMIS.



HMIS is the information system designated by the Continuum of Care (“CoC”) to comply with the requirements of the CoC regulation 24 CFR 578.  The HMIS is used to record, analyze, and transmit client and activity data as it pertains to in regard to the provision of shelter, housing, and services to individuals and families who are experiencing homelessness or at risk of experiencing homelessness. The HMIS database is implemented through the Tampa Hillsborough Homeless Initiative and is called UNITY. UNITY is an electronic shared database for human services agencies in Hillsborough County for tracking client information and outcomes.



HMIS is mandated by the U.S. Department of Housing and Urban Development (“HUD”) for all communities and agencies receiving HUD Continuum of Care and Emergency Solutions Grant program (“ESG”) funding. HMIS is essential to coordinate client services and inform community planning and public policy. Through HMIS, individuals experiencing homelessness benefit from improved coordination in and between agencies, informed advocacy efforts, and policies that result in targeted services. Analysis of information gathered through HMIS is critical to the preparation of a periodic accounting of homelessness in Hillsborough County, including required HUD reporting. The parties to this MoU recognize that thorough and accurate capture and analysis of data about homeless individuals and services is necessary to service and systems planning, effective resource allocation, and advocacy, and thus, it is in the best interest of all parties to work toward the mutual goal of successfully implementing and operating the HMIS in Hillsborough County. 



II. DURATION

Except as provided in Section IX (Termination), the duration of this MoU shall continue annually as long as the Tampa Hillsborough Homeless Initiative, Inc. is in existence.  However, this MoU will be revised as needed to ensure the continued relevance of the terms to the parties and to ensure continued consistency and compliance with HUD regulations.



III. GOVERNANCE AND PARTICIPATION

A. TH-CoC Governance

The TH-CoC is the lead planning group for HUD-funded efforts to end homelessness and for implementing and operating a homeless assistance system in Hillsborough. As such and per HUD policy, the TH-CoC is responsible for HMIS oversight and implementation, which encompasses planning, administration, software selection, managing the HMIS database in compliance with HUD HMIS Regulations, and reviewing and approving of all policies, procedures, and data management plans governing Contributing HMIS Organizations. The TH-CoC’s oversight and governance responsibilities are carried out by its membership, based on recommendations by the Advisory Committee.



B. Advisory Committee

The purpose of the Advisory Committee is to provide support and recommendations to the TH-CoC related to the HMIS regulations and standards as set forth by HUD.



C.  Lead Agency Designation

The TH-CoC designates THHI as the HMIS Lead Agency to manage HMIS operations on its behalf and to perform HMIS administrative functions at the direction of the TH-CoC.



D. Contributing CoC Project  

A  Contributing CoC Project contributes Protected Identifying Information (PII) or other client-level data to an HMIS.



E. Contributing HMIS Organizations (“CHO”)

A CHO is an organization that operates a project that contributes data to HMIS. 



F. CHO HMIS Agency Administrator

A CHO HMIS Agency Administrator is defined as a single point-of-contact established by each CHO who is responsible for day-to-day operation of CHO data entry, ensuring program-level data quality according to the terms of the Partner Agency Agreement and the Tampa Hillsborough CMIS Data Quality Implementation Guide.



G. User

A User is defined as an employee, volunteer, affiliate, associate, or any other individual who uses or enters data in the HMIS or another administrative database from which data are periodically provided to the HMIS. 



H. Software and Hosting

The TH-CoC has selected — Service Point™ of Bowman Systems —to serve as the sole HMIS for the TH-CoC. The system is established as a data entry system, requiring all CHOs to regularly update data through mechanisms specified in Partner Agency Agreements. The authority to enter into contracts with Bowman Systems for the purpose of operating and overseeing HMIS is the responsibility of the HMIS Lead Agency.



IV. GENERAL UNDERSTANDINGS

A. Funding

1. HUD Grant(s)

HMIS activities are funded in part by HUD CoC grants. The TH-CoC authorizes THHI, as the HMIS Lead Agency, to apply for and administer these funds. The terms and uses of HUD funds are governed by the HUD CoC grant agreement and applicable rules.



2. Cash Match

The HUD CoC grants require a cash match. As detailed below in Section V B 3 c, THHI is responsible for providing the commitment of the required local match for the HMIS grants.



B. Fees

TH-COC authorizes THHI to develop policies and procedures to establish and manage fees. No fee will be charged to any CHO wishing to provide data to the HMIS and: whose program mission is to end homelessness; or is a basic needs program; or whose population served is only homeless. 

CHOs will be required to pay their own costs associated with establishing and operating their own program-level, HMIS-compliant system in accordance with the terms of the Partner Agency Agreement. 



C. Compliance with HMIS Standards

It is the responsibility of the TH-CoC to ensure that the HMIS Lead Agency is operating the HMIS in compliance with current HUD HMIS Regulations and other applicable laws. The parties agree to update this MoU (as provided in Section VII, Amendment/Notices),  as well as other HMIS operational documents and HMIS policies and procedures in order to comply with any updates to these standards established in notices or other guidance, within the HUD- specified timeframe for such.



D. Local Operational Policies and Agreements

The TH-CoC charges THHI, in collaboration with the TH-CoC Advisory Committee, with the responsibility of developing and maintaining agreements, policies, and procedures for review and approval by the TH-CoC. These agreements, policies and procedures include, but are not limited to, an operating manual with policies and procedures for use and management of HMIS (including procedures for ensuring the security of data, disaster recovery, and data quality assurance), privacy policies and notices, data collection and technical standards for CHOs, Partner Agency Agreements, and User Agreements.



Once reviewed and approved by TH-CoC, changes to the policies and procedures may be made at the request of THHI or the TH-CoC to comply with HUD HMIS standards or otherwise improve HMIS operations. During any such modification period, all existing HMIS policies and procedures will remain in effect until such time as the TH-CoC approves the changes.



V. SPECIFIC RESPONSIBILITIES OF THE PARTIES

A. TH-CoC Responsibilities

The TH-CoC serves as the lead HMIS governance body, providing oversight, project direction, policy - setting, and guidance for the HMIS. The TH-CoC exercises all its responsibilities for HMIS governance through its membership, with guidance from the Advisory Committee. These responsibilities include:

1. Ensuring and monitoring compliance with relevant HUD regulations and standards;

2. Recording in official meeting minutes all approvals, resolutions, and other key decisions of the TH-CoC that may be required by HUD rules related to the HMIS governing body;

3. Designating the HMIS Lead Agency and the software to be used for HMIS, and approving any changes to the HMIS Lead Agency or software;

4. Reviewing and approving all HMIS operational agreements, policies, and procedures;

5. Reviewing data quality standards and plans, and establishing protocols for addressing CHOs’ compliance with those standards;

6. Promoting the effective use of HMIS data, including measuring the extent and nature of homelessness, the utilization of services and homeless programs over time, and the effectiveness of homeless programs;

7. Using HMIS data to inform TH-CoC program and system design, and measuring progress toward implementation of the TH-CoC Strategic Plan and other TH-CoC-established goals ;

8. Provide all local information as necessary for compilation of the annual Housing Inventory Count (HIC), the HMIS elements of the annual Point-in-Time (PIT) Count, Annual Homeless Assessment Report (AHAR), and Pulse Report; and

9. Coordinating participation in the HMIS (and broader Continuum of Care) by all homeless prevention and assistance programs and other mainstream programs serving people experiencing homelessness or working to prevent homelessness.



B. THHI Responsibilities

THHI serves as the Lead Agency for the HMIS, managing and administering all HMIS operations and activities. THHI exercises these responsibilities at the direction of the TH-CoC. These responsibilities are contingent on continued receipt of the appropriate HUD grant funding, and are as follows:

1. Governance and Reporting

a. Provide staffing for operation of the HMIS;

b. Prepare the following data reports and analyses for review by the TH-CoC and for submission to HUD:

· A point-in-time unduplicated count of clients served in the HMIS (for sheltered PIT Count, and AHAR, or as required), at least annually;

· An accounting of lodging units in the HMIS (for HIC, and AHAR or as required), at least annually; 

· An unduplicated count of newly homeless clients, at least quarterly;

c. Ensure the consistent contribution of data that meets all HUD-established technical data standards to the HMIS database by, at minimum, every program operating with funds authorized by the McKinney-Vento Act as amended by the HEARTH Act, including those programs receiving ESG funds;

d. Work with the TH-CoC to facilitate HMIS participation by all homeless prevention and assistance programs and other mainstream programs serving people experiencing homelessness;

e. Attend TH-CoC and Advisory Committee meetings;

f. Enforce length of time that records must be maintained for inspection and monitoring purposes per HUD standards and ensure compliance with these standards;

g. Respond to TH-CoC and Advisory Committee directives; and

h. Provide data needed to inform TH-CoC’s progress toward achieving its Strategic Plan goals.



2. Planning and Policy Development

a. Establish and maintain mechanisms for soliciting, collecting and analyzing feedback from users, CHO HMIS agency administrators, CoC project managers, CHO executive directors, and persons experiencing homelessness;

b. Identify general milestones for project management, including training and expanding system functionality, and ensure that the HMIS Action plan is carried out and regularly reviewed;

c. Develop and, upon adoption by the TH-CoC, implement written policies and procedures for the operation of the HMIS, including requirements and standards for any Contributing CoC Project, and provide for the regular update of these procedures as required by changes to policy;

d. Develop and, upon adoption by the TH-CoC, implement a data quality, security and privacy plan consistent with requirements established by HUD. Review and update the data quality, security and privacy plan annually, as well as upon updates to HUD regulations, notice, or guidance;

e. Develop and, upon adoption by the TH-CoC, implement a security plan consistent with requirements established by HUD, and review and update this plan annually and upon update to HUD regulations or guidance;

f. Develop and, upon adoption by the TH-CoC, implement a disaster recovery plan consistent with requirements established by HUD, and review and update this plan annually according to the most current HUD regulations or guidance;

g. Develop and, upon adoption by the TH-CoC, implement a privacy policy specifying data collection limitations; purpose and use limitations; allowable uses and disclosures; openness description; access and correction standards; accountability standards; and process and protections for victims of domestic violence, dating violence, sexual assault, and stalking;

h. Develop and, upon approval by the TH-CoC, execute HMIS Partner Agency Agreements with each CHO, including:

· Obligations and authority of the HMIS Lead and the CHO;

· Protocols for participation in HMIS;

· Required policies and procedures;

· Sanctions for violating the HMIS Partner Agency Agreement; and

· Terms of sharing and processing Protected Identifying Information (PII) between the HMIS Lead and the CHO.



3. Grant Administration

a. Prepare and submit HMIS Project Applications for HUD grants in e-snaps;

b. Create annual budgets outlining the most efficient resource allocation to meet HMIS requirements;

c. Support HMIS by funding eligible HMIS activities with eligible matching sources to serve as the HUD-required match;

d. Manage spending for all HUD grants;

e. Manage the reimbursement payment process and maintain records of all reimbursement documents, funds, approvals, denials, and other required or relevant records;

f. Ensure accurate and regular (quarterly, at minimum) draw down of HUD grant funding; and

g. Complete and submit Annual Progress Report (APR) for HUD grants in e-snaps.



4. System Administration

a. Oversee the day-to-day administration of the HMIS system;

b. Manage contracts for Bowman Systems, which includes training for CHOs and THHI staff, and licensing of HMIS server;

c. Ensure HMIS software meets the minimum data and technical functionality requirements established by HUD in rule or notice, including un-duplication, data collection, maintenance of historical data, reporting (including HUD-required reports and data quality and audit reports), and any other requirements established by HUD;

d. Ensure HMIS data processing capabilities, including the collection, maintenance, use, disclosure, transmission, and destruction of data and the maintenance of privacy, security, and confidentiality protections;

e. Oversee and relate small- and large-scale changes to the HMIS database through coordination with Bowman Systems, the Data Committee, and CHO HMIS agency administrators, if applicable;

f. Facilitate, a CHO “user group ”to discuss implementation of policies and procedures and data entry procedures, at least annually;

g. Attend Bowman user group meetings and trainings, and

h. Update contact list of HMIS agency administrators and users for all CHOs in conjunction with annual Partner Agency Agreement updates.



5. End-User Administration

a. Provide or coordinate technical assistance and support;

b. Document technical issues experienced by providers;

c. Develop and deliver a comprehensive training curriculum and protocol, including accompanying tools and resources, that:

· Includes, but is not limited to, data entry requirements and techniques, client confidentiality and privacy requirements, data security, data quality, and Bowman Systems data entry/Database;

· Requires all CHO System Administrators to participate in trainings; it is the responsibility of the CHO System Administrator to ensure Users at the CHO receive training.

· Is conducted in a manner that assures every new User completes training prior to collecting any HMIS data or using the HMIS; and

· Is conducted in a manner that assures every current User completes a training update at least annually.





6. Data Quality and Compliance Monitoring

a. Consistent with the data quality plan, establish data quality benchmarks for Contributing CoC Project s, including bed coverage rates, service-volume coverage rates, missing/unknown value rates, timeliness criteria, and consistency criteria;

b. Consistent with the data quality plan, run and disseminate data quality reports on a quarterly basis to Contributing CoC Projects indicating levels of data entry completion, consistency with program model, and timeliness;

c. Consistent with the data quality plan, provide quarterly reports on HMIS participation rates, data quality and other analyses to the TH-CoC and Advisory Committee; and

d. Monitor compliance by all CHOs with HMIS participation requirements, policies and procedures, privacy standards, security requirements, and data quality standards through an annual review as outlined in the Partner Agency Agreement and approved by the TH-CoC.



VI. DATA ACCESS AND MANAGEMENT

HPC’s authorized staff shall manage the data that is maintained in the HMIS and will have access to all data entered by CHOs. HPC staff will only use the data for purposes having to do with the TH-CoC. The TH-CoC and Data Committees will have access to aggregated and/or otherwise de-identified data that have met quality assurance standards as stipulated by THHI HMIS staff.



VII. AMENDMENT/NOTICES

This MoU may be amended in writing by either party. Notices shall be mailed or delivered to:



President, Board of Directors of Tampa Hillsborough Homeless Initiative

300 W. Platt Street	

Tampa, FL  33606



Antoinette D. Hayes Triplett

CEO, Tampa Hillsborough Homeless Initiative 

601 E. Kennedy Blvd., 24th 

Tampa, FL  33602



VIII. Commencement

This MOU will commence upon the signature of the affected parties.



IX. TERMINATION

Either party may terminate this MoU prior to the renewal date specified in this MoU by giving sixty (60) days written notice to the other parties. If the funds relied upon to undertake activities described in this MoU are withdrawn or reduced, or if additional conditions are placed on such funding, any party may terminate this MoU within thirty (30) days by providing written notice to the other parties. The termination shall be effective on the date specified in the notice of termination.
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-----------------------------------------------------------------------------------		------------------------------------

Vice-Chair, 									Date

Tampa/Hillsborough Continuum of Care



	



-----------------------------------------------------------------------------------		------------------------------------

TH-CoC Board of Directors 							Date

President

Tampa/Hillsborough Continuum of Care







-----------------------------------------------------------------------------------		------------------------------------

Antoinette D. Hayes Triplett							Date

CEO of Tampa Hillsborough Homeless Initiative 							

[bookmark: _GoBack]& Chair, Tampa/Hillsborough County CoC
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Tampa Hillsborough Homeless Initiative (THHI)

Continuum of Care Lead Agency

2016 Universal Request For Proposals (RFP)

	

The Tampa Hillsborough Homeless Initiative is issuing a Request For Proposals (RFP) for the following U.S. Department of Housing and Urban Development (HUD) and Florida state programs:  



		FY2016

		Continuum of Care (CoC) Program [formerly Supportive Housing Program (SHP), Shelter Plus Care (S+C) and Section 8 Moderate Rehab SRO]:

		~ $7,300,000.00 

(~ $800,000 for New Project(s))



		PY2016

		HEARTH Emergency Solutions Grant (HESG):

		~ $488,000.00



		PY2016

		Community Development Block Grant Program (CDBG):

		~ $488,000.00



		PY2016

		Florida Emergency Solutions Grant (FESG) - 2nd Priority Funding:

		~ $250,000.00

(Max per CoC Lead)



		FY2016

		Florida Department of Economic Opportunity (DEO):

		~ $800,000.00



		FY2016

		Florida Department of Children and Families (DCF) - Challenge Grant:

		~ $500,000.00 (Maximum per CoC)



		FY2016

		Florida Department of Children and Families (DCF) – Temporary Assistance for Needy Families Grant (TANF):

		~ $300,000.00

(Max per CoC Lead)



		

		

		







CoC Program proposals will be reviewed for the following components: 

(Only a Letter of Intent will be required for renewal projects):

· Permanent Housing (PH)

· Permanent Supportive Housing (PSH)

· Rapid Re-Housing (RRH)

· Homeless Management Information System (HMIS)



HESG/FESG, CDBG, and Challenge Grant proposals will be reviewed for the following components:

· Emergency Shelter (ES) (Community Housing Solution Center/Bridge Housing concepts)

· Rapid Re-Housing (RRH)

· Street Outreach (Outreach)

· Homelessness Prevention (HP)

· Homeless Management Information System (HMIS)



DEO proposals will be reviewed for the following components:

· Emergency Shelter (ES) (Community Housing Solution Center/Bridge Housing concepts)

· Permanent Supportive Housing (PSH)



TANF Program will be reviewed for the following components: 

· Homelessness Prevention (HP)



This RFP contains information and the required forms for potential applicants to apply and compete for grant awards.  Potential applicants are advised to read the materials carefully, and if there are questions contact staff named below at the email address provided.  The material in this RFP does not represent the particular priorities, program components, or funding sources currently available through local, state, or federal funders and may change at the time they release RFP for the various funding grants.    



Successful applications must address priorities that have been established in consultation with the City of Tampa’s and Hillsborough County’s Consolidated Plans and meet the guidelines provided in this Request for Proposals (RFP).



If your organization would like to submit a proposal for consideration, please complete the submission requirements listed in the following pages.  Both prospective and current grantees must respond to this RFP if seeking funding from THHI.  Agencies seeking renewal funding for CoC Programs are only required to submit a letter of intent to renew.  



Interested agencies must submit one (1) original and five (5) printed copies and one (1) digital copy of each Proposal on a Flash Drive by the indicated deadline of either Tuesday, May 31, 2016, 10:00 AM for HESG, FESG, and CDBG and/or Thursday, June 30, 2016, 4:00 PM for DEO, TANF, Challenge, and HUD-CoC.  Without exception, no proposal will be accepted by THHI after this time.  Please do not spiral bound proposals!  Proposals should be stapled or binder clipped only.  A separate proposal is needed for each project type (PH-PSH, PH-RRH, ES, HP, Outreach) you wish to submit an application for consideration.  Proposals will be considered for all applicable funding opportunities, based on the priorities established in this RFP, for the specific program type.



In the event that you have 2 distinct programs that are the same project type, 2 proposals will be needed.  For example, if you have a RRH program proposal to serve families and a RRH program proposal to serve individuals separately, then two proposals will be needed.  Proposals may be delivered in person to:



Tampa Hillsborough Homeless Initiative

Attention:  Antonio Byrd

601 E Kennedy Blvd, 24th floor

Tampa, FL  33602

www.THHI.org





		RFP Schedule 



		Activity

		Date



		Issue Universal RFP 

		Friday, May 13, 2016 



		HESG/FESG and CDBG - Proposals

		



		HESG/FESG/CDBG - Mandatory Technical Assistance Workshop 

		Tuesday, May 17, 2016: 10:00 AM



		HESG/FESG/CDBG - Proposal Submission Deadline

		Tuesday, May 31, 2016, 10:00 AM



		HESG/FESG/CDBG - Ranking and Review Committee Evaluation (Thumb Drive with all Proposals Ready for Pick Up at 12:00 PM on Tuesday, May 31, 2016)

		Tuesday, May 31– Wednesday, June 1, 2016



		HESG/FESG/CDBG - THHI Board Review Committee Receives Applications (Thumb Drive with all Proposals Ready for Pick Up at 12:00 PM on Tuesday, May 31, 2016)

		Tuesday, May 31, 2016



		HESG/FESG/CDBG – All Proposals Posted to THHI Website and announcement of posting included in Weekly Announcements Email

		Wednesday, June 1, 2016, 12:00 PM



		HESG/FESG/CDBG - CoC Members Ranking of Projects from Presentations Only (at June CoC Meeting)

		Thursday, June 2, 2016



		HESG/FESG/CDBG - THHI Board Review Committee Meeting to receive Project Recommendations from R&R Committee and CoC Members; THHI Board Review Committee Determine Final Recommendation 

		Friday, June 3, 2016, 9:00 AM



		HESG/FESG/CDBG – THHI Board Review Committee Provides Final Recommendation (via email) to THHI Board of Directors

		Friday, June 3, 2016, 11:00 AM



		HESG/FESG/CDBG - Provide DRAFT Project(s) Info for Hillsborough County Consolidated Plan 

		Friday, June 3, 2016, 4:00 PM



		HESG/FESG/CDBG – THHI Board of Directors Completes Approval vote (electronically) 

		Friday, June 3, 2016, 6:00 PM



		FESG – Project Selected for FESG Announced; HESG and CDBG Awards Announced by THHI (via email/website posting); THHI Staff provides Final Project(s) Info for Hillsborough County Consolidated Plan

		Monday, June 6, 2016, 10:00 AM



		FESG Submitted to DCF (via Overnight Delivery)

		Wednesday, June 8, 2016, 3:00 PM



		FESG Award Announcement

		TBD following DCF Award Announcement



		DEO/TANF/Challenge/HUD-CoC - Proposals

		



		DEO/TANF/Challenge/HUD-CoC- Mandatory Technical Assistance Workshop 

		Thursday, June 16, 2016, 10 AM



		DEO/TANF/Challenge/HUD-CoC - Proposal Submission Deadline (New Project Proposals; CoC Renewals Letter of Intent to Renew)

		Thursday, June 30, 2016, 4:00 PM



		DEO/TANF/Challenge/HUD-CoC - Ranking and Review Committee Evaluation  (Thumb Drive with all Proposals Ready for Pick Up at 12:00 PM on Friday, July 1, 2016)

		Friday, July 1, – Wednesday, July 6, 2016



		DEO/TANF/Challenge/HUD-CoC - THHI Board Review Committee Receives Applications  (Thumb Drive with all Proposals Ready for Pick Up at 12:00 PM on Friday, July 1, 2016)

		Friday, July 1, – Wednesday, July 6, 2016



		DEO/TANF/Challenge/HUD-CoC – All Proposals Posted to THHI Website and announcement of posting included in Weekly Announcements Email

		Wednesday, July 6, 2016, 12:00 PM



		DEO/TANF/Challenge/HUD-CoC - CoC Members Ranking of Projects from Presentations Only (at July CoC Meeting)

		Thursday, July 7, 2016



		DEO/TANF/Challenge/HUD-CoC - THHI Board Review Committee Meeting to receive Project Recommendations from R&R Committee and CoC Members; THHI Board Review Committee Determine Final Recommendation

		Friday, July 8, 2016, 9:00 AM



		DEO/TANF/Challenge/HUD-CoC – THHI Board Review Committee Provides Final Recommendation (via email) to THHI Board of Directors

		Friday, July 8, 2016, 11:00 AM



		DEO/TANF/Challenge/HUD-CoC – THHI Board of Directors Completes Approval vote (electronically)

		Friday, July 8, 2016, 6:00 PM



		DOE Award Announced by THHI; Project selection for TANF, Challenge Grant and CoC (New Projects) Submission Announced

		Monday, July 11, 2016, 10:00 AM



		TANF Grant Submitted to DCF by THHI (via Overnight Delivery)

		TBD – As Set by DCF when RFP is Released



		Challenge Grant Submitted to DCF by THHI (via Overnight Delivery)

		TBD – As Set by DCF when RFP is Released



		TANF/Challenge Grant Award Announcement

		TBD by DCF Announcement



		HUD CoC Grant Submission**

		TBD – As Set by HUD when CoC NOFA is Released







** Additional deadlines for HUD CoC Program NOFA competition will be established for renewals and proposed new projects once HUD releases the FY 2016 CoC Program Competition NOFA



The funds will be allocated to agencies for activities that benefit homeless and at-risk, low and moderate income areas or low and moderate income households/persons in Tampa/Hillsborough County, Plant City and Temple Terrace.



Application Format:  

· Each Project Proposal and related attachments should be typed and tabbed and submitted as provided in the RFP (8.5” x 11”).  For any pages in landscape format, the orientation should be the top of the page on the secured side of the package.  The original should be secured with a staple or binder clip, labeled on the front sheet as the original and signed by the agency official in blue ink.  The five copies must also be secured with a staple or binder clip and copied on both sides of the page (duplexed).  If the Proposal is hand written it will be rejected.

 	

· A cover letter is not required.



· Do not include these instructions with your submission.



· Include a Flash drive of the Final signed Proposal(s) and related attachments combined into one file with the submission package.



· Letters from collaborating agencies or letters from other funding sources should clearly specify their role in the Proposed project or contribution (financial or in-kind) that they will make.  To be clear, these letters should apply directly to the project being submitted in this RFP or directly relate to the project.



· If your organization is submitting more than one Proposal, you must prioritize each project/program by listing the projects/programs submitted in a prioritized order.



· Please keep responses to questions as BRIEF as possible. Don’t include information or attachments not related to the Proposal or that are not specifically requested. 

  

We suggest putting your agency’s history, photos of past projects, awards, and any other items you want to emphasize about your agency ON your website for the Review Committee to examine while they review your application.  





SECTION I 

Background Information

INTRODUCTION 

Tampa Hillsborough Homeless Initiative is hereinafter referred to as “THHI”. Those responding to the RFP are hereinafter referred to as the “PROPOSER” or “PROPOSERS”.



THHI facilitates the local Continuum of Care (CoC), the network through which homeless services and homelessness prevention activities are coordinated within Tampa/Hillsborough County. The efforts represents maximum participation of community-wide organizations and providers to meet the full spectrum of needs of homeless individuals and families as well as to identify gaps and priorities in the provision of services to homeless persons.  The CoC identifies, coordinates and evaluates the needs of homeless persons and then provides linkages to housing solutions and community services.



THHI seeks to improve the quality of life of homeless citizens living in Tampa/Hillsborough County and to fund activities based on comprehensive and collaborative service delivery systems that helps homeless individuals/families move toward independent living and to prevent homelessness. 



THHI shall make funding available to finance projects that utilizes the Housing First philosophy and that emphasizes stable, permanent housing as a primary strategy for ending homelessness.



The local Tampa/Hillsborough County Continuum of Care strategy embodies a comprehensive, integrated approach to the delivery of services to homeless populations.  It is designed around 3 basic goals: 1) to help program participants obtain and remain in permanent housing, 2) to help participants increase skills and income thereby allowing participants to secure an income to live as independently as possible and 3) to help the participants achieve greater self-determination.  Achieving a greater sense of self-determination enables the participants to gain needed confidence to make the transition out of homelessness.

 

FUNDING PRIORITIES 

The submitted proposals will be evaluated based in part, on the extent the project is able to demonstrate achievement of HUD’s goals as articulated in HUD’s Strategic Plan: http://portal.hud.gov/hudportal/HUD?src=/program_offices/cfo/stratplan and the Opening Doors: Federal Strategic Plan to Prevent and End Homelessness: http://usich.gov/opening_doors/.  HUD strongly encourages CoC communities to strongly consider the policy priorities established in the mentioned strategies in conjunction with local priorities to determine the ranking of all projects.  



Proposals are being solicited to fund projects that have been identified as priorities within the Tampa/Hillsborough County Continuum of Care (CoC).  The order of priorities established by the CoC is as follows:



1. Permanent Supportive Housing

2. Rapid Re-housing 

3. Emergency Shelter (Community Housing Solution Center/Bridge Housing concepts)

4. Homelessness Prevention

5. Street Outreach 



ELIGIBILITY CRITERIA

All public & private non-profit organizations that provide services to the homeless and those at-risk of becoming homeless are eligible to apply. Private non-profit organizations must have a 501(c)3 certification and be registered and in good standing in the State of Florida as a charitable organization. Any party on the Excluded Parties List System will be considered ineligible for funding.  Priority will be given to CoC member organizations.  

Additionally proposals will be funded based on the following: 

· The applicant’s experience in providing similar services, the length and type of experience it has working with the homeless and the quality of the program/services it provides

· The applicant’s ability to adequately describe and address those requirements set out in the RFP

· The extent to which the proposed project fills a gap in the CoC’s geographic area and addresses a priority issue

· The efforts by the applicant to address the needs of the homeless through community collaborations and partnerships

· The extent to which the applicant uses the Housing First model

· The degree to which performance measures relate to attainable outcomes and CoC priorities

· Organizational experience and experience level of key staff

· The extent to which applicant leverages resources 

· Participation by homeless populations in decision-making and project operations

· HMIS participation for organization programs

· Participation in the Coordinated Entry Process



ELIGIBLE COMPONENTS AND ACTIVITIES  



ALL DOCUMENTS MUST BE INCLUDED TO BE CONSIDERED FOR FUNDING

All proposals submitted to THHI must include the following items:

		Project Proposal not to exceed 6 pages:

· Project Priority Listing

· Organizational Capacity and Experience

· Brief Narrative for Each Project

· Client Target Population and Sub-Population

· Service Plan

· Program Goals

· Participant Tracking and Reporting

· Performance Measurement System

· Housing First/Low Barrier Questionnaire 



		Required attachments, not included in page limit:

· Evidence of 501 (c) 3 status

· Organizational Chart

· Current List of the Board of Directors

· Most recently submitted Federal Form 990

· Most recently completed Audit

· Organizational/Financial Policy and Procedures

· Job Descriptions 

· Detailed Budget 

· Recent Match and Leveraging Letters







Project Priority

Agencies should prioritize projects according to the project type, if apply for multiple projects, in the order in which the agencies would like to apply.  Examples of Project Types: 



1. Permanent Supportive Housing

2. Rapid Re-housing 

3. Emergency Shelter (Community Housing Solution Center/Bridge Housing concepts)

4. Homelessness Prevention

5. Street Outreach 



Organizational Capacity and Experience



The applicant should demonstrate a history of assessing the needs of and providing services to low-income individuals who are homeless, formerly homeless or at risk of becoming homeless.  The applicant should provide outcome data from similar programs operated by the organization that shows the effects of the services provided.  The applicant should verify established working relationships with other organizations in the community to ensure a network of services to meet the described needs of the participants.  The applicant should detail the last SOAR (SSI/SSDI Outreach, Access, and Recovery) training date for the staff that will be providing the case management for the program. 



Brief Narrative for Each Project



The narrative should provide an overview of the proposed project. It should provide sufficient information to understand the scope of the project, the clients to be served and the cost of the proposed activities.  It should also detail whether the project will follow a “Housing First” approach; quickly move clients into permanent housing; and maintain a low barriers process for accessing housing and services.  



Client Target Population and Sub-Population



The proposal should detail the makeup of the target population such as since males and females, household with children, Veterans, etc.  The proposal should also clearly identify and describe the characteristics and needs of the clients to be served by the project.  



Service Plan



This section should show that the applicant provides a progression of services for each program participant based on individualized assessments.  The plan should include services that meet the ability and needs of the participants.  It should include case management that matches services to needs, tracks clients’ progress and maintains program data for reporting.  It should explain how services will be identified, how individual plans will be developed and implemented, and how the case management enables that to occur.



Program Goals



The proposal should state the anticipated number of clients the program will serve on an annual basis. Concise goals should be reported along with the target number and percentage of clients expected to achieve each goal. Please note, the goals should not refer to the services to be provided by the applicant but instead the accomplishments of the clients as a result of provided services.



Participant Tracking and Reporting



This section should describe a monitoring system that will enable:  a) tracking participants through the progression of services being provided, b) assessing individual progress toward personal goals, c) evaluating the effectiveness of the services delivered and the effectiveness of the project toward achieving programs goals, d) reporting client exit destination, and e) complying with CoC HMIS policies for reporting data on client characteristics, use of services and expenditures to the funding agency.



Job Descriptions/ Resume



A job description and a resume are required for each position for which an applicant is requesting funding. All applicants must also include the resume of key personnel (executive director, program director, case managers).



Detailed Budget 



The budget should be explained and justified in the proposal.  Costs should be reasonable for the services to be provided and the number of persons to be served.  The services budgeted should reflect the needs of clients.



All program budgets should include only 1 year.  All CoC Program Renewal projects are excluded from having to submit a budget, but must submit a letter of intent.



A budget for each project in the format of the appropriate following sample should be attached to the application. For any category for which the applicant is not requesting funds, indicate zeros in the respective cells.







SECTION II



Eligible Components by Funding Source

CoC Program

[Formerly Shelter Plus Care, Section 8 Moderate Rehab SRO and Supportive Housing Program (SHP)]

Anticipated Grant Year: Varies





This section contains information specifically for the CoC Program.  Supporting regulations and guidance can be found at https://www.hudexchange.info/coc/coc-program-law-regulations-and-notices/



The Homeless Emergency Assistance and Rapid Transition to Housing Act of 2009 (HEARTH Act) amended the McKinney-Vento Homeless Assistance Act. Among other changes, the HEARTH Act consolidated the three separate McKinney-Vento homeless assistance programs (Supportive Housing Program, Shelter Plus Care, and Section 8 Moderate Rehabilitation SRO program) into a single grant program known as the Continuum of Care (CoC) Program.



The CoC Program is designed to assist individuals (including unaccompanied youth) and families experiencing homelessness and to provide the services needed to help such persons move into transitional and permanent housing with the goal of long-term stability. More broadly, the program is designed to promote community-wide planning and strategic use of resources to address homelessness; improve coordination and integration with mainstream resources and other programs targeted to people experiencing homelessness; improve data collection and performance measurement; and allow each community to tailor its program to the particular strengths and challenges within that community.



Each year, HUD awards CoC Program funding competitively to nonprofit organizations, States, and/or units of general purpose local governments, collectively known as recipients. In turn, recipients may contract or subgrant with other organizations or government entities, known as subrecipients, to carry out the grant’s day-to-day program operations.



For any New CoC Program contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components



Proposals will be reviewed for the following CoC Program Components (24 CFR 578.37):  



Permanent Housing (PH)



Permanent housing (PH) is defined as community-based housing without a designated length of stay in which formerly homeless individuals and families live as independently as possible.  The CoC Program may fund two types of permanent housing: 



(1) Permanent supportive housing for persons with disabilities (PSH), which is permanent housing with indefinite leasing or rental assistance paired with services to help homeless individuals with disabilities and families in which one adult or child has a disability achieve housing stability; and 

(2) Rapid rehousing (RRH), a model that emphasizes housing search and relocation services and short- and medium-term rental assistance to move homeless people as rapidly as possible into permanent housing as set forth in § 578.51(a)(1), but not § 578.51(a)(1)(i) and (ii); (a)(2); (c) and (f) through (i); and (l)(1).



PH Eligible Costs: Acquisition, Rehabilitation, New Construction, Leasing, Supportive Services, Operating, HMIS, and Project Administration



Eligible Costs



Following is a description of each of the program costs allowed under the CoC Program (24 CFR 578):  



Acquisition (578.43)



Grant funds may be used to pay up to 100 percent of the cost of acquisition of real property selected by the recipient or subrecipient for use in the provision of housing or supportive services for homeless persons.



Eligible Components: PH

Match Requirement: 25% Cash or In-kind



Rehabilitation (578.45)



Eligible rehabilitation costs include installing cost-saving energy measures and bringing a structure up to health and safety standards to provide housing or supportive services to homeless persons.  Rehabilitation on leased properties is ineligible.



Eligible Components: PH

Match Requirement: 25% Cash or In-kind



New Construction (578.47)	



Grant funds may be used to pay up to 100 percent of the cost of new construction, including the building of a new structure or building an addition to an existing structure that increases the floor area by 100 percent or more, and the cost of land associated with that construction, for use as housing. If grant funds are used for new construction, the applicant must demonstrate that the costs of new construction are substantially less than the costs of rehabilitation or that there is a lack of available appropriate units that could be rehabilitated at a cost less than new construction. For purposes of this cost comparison, costs of rehabilitation or new construction may include the cost of real property acquisition. Grant funds may not be used for new construction on leased property. 



Eligible Components: PH

Match Requirement: 25% Cash or In-kind



Leasing (578.49)



Funds may be used to lease individual units or all or part of structures. Rents must be reasonable and, in the case of individual units, the rent paid may not exceed HUD-determined fair market rents. Leasing funds may not be used for units or structures owned by the applicant agency, its parent organization(s), any other related organization(s), or organizations that are members of a partnership where the partnership owns the structure without a HUD-authorized exception. When leasing funds are used to pay rent on units, the lease must be between the applicant and the landowner, with a sublease or occupancy agreement with the program participant. The applicant may, but is not required to, charge the program participant an occupancy charge, consistent with the parameters specified in the CoC Program Interim Rule.



Eligible Components: PH, HMIS

Match Requirement: 0%



Rental assistance (578.51) 



Grant funds may be used for rental assistance for homeless individuals and families. Rental assistance cannot be provided to a program participant who is already receiving rental assistance, or living in a housing unit receiving rental assistance or operating assistance through other federal, State, or local sources.  Rent must be calculated as provided in 578.77. Rents collected from program participants are program income and may be used as provided under 578.97. Participant program fees are not allowed. 



Because the rental assistance award amount is calculated based on fair market rent (FMR) without factoring in program participant rent contributions, projects with rental assistance may have funds remaining after paying rent and other eligible activities.  When rental assistance funds are remaining, a recipient may serve more participants or may use excess rents to cover rent increases, as long as the unit rent still meets rent reasonableness standards.



		Types of Rental Assistance 

		Length of Assistance 



		Short-Term Rental Assistance 

		Up to 3 Months 



		Medium Term Rental Assistance

		4 to 24 Months  



		Long Term Rental Assistance (PH: PSH ONLY)

		More than 24 Months



		Security Deposits 

		Up to equivalent of 2 month Rent



		Last Month’s Rent

		Up to equivalent of 1 month of rent.  Advance payment allowed. 



		Property Damages 

		Up to equivalent of 1 month Rent



		Vacancy Payments

		Up to a maximum of 30 days from the end of the month in which the unit was vacated.







Eligible Components: PH, Homeless Prevention

Match Requirement: 25% Cash or In-kind



Supportive Services (578.53)



Eligible services are restricted to the following:



· Annual assessment of service needs

· Assistance with moving costs

· Case management

· Child care operations or vouchers

· Education services

· Employment Assistance and job training

· Food (meals or groceries for program participants)

· Housing search and counseling

· Legal services

· Life skills training

· Outpatient mental health services

· Outpatient health services

· Outreach services

· Outpatient substance abuse treatment services

· Transportation

· Utility deposits



As in the past, services must be offered to participants of PSH, RRH, and TH for the full period of their residence and require program participants to meet with a case manager at least monthly. 



Services may be provided to formerly homeless individuals for up to six months after their exit from homelessness, including the six months following exit from a transitional housing project. Applicants continue to be required to perform an annual assessment of the service needs of their program participants and to adjust services accordingly. Eligible costs include the cost of providing services, the salary and benefits of staff providing services, and materials and supplies used in providing services.



Eligible Components: PH

Match Requirement: 25% Cash or In-kind



Operating (578.55) 



Funds may be used to pay the day-to-day operating costs in a single structure or individual housing units, including maintenance (such as scheduled replacement of major systems), repair, building security (when CoC Program funds pay for more than 50 percent of the facility by unit or area), electricity, gas, water, furniture, equipment, property insurance, and taxes.



Eligible Components: Project Based PH

Match Requirement: 25% Cash or In-kind



Project Administration (578.59)



Projects will receive Project Administration funds for an estimated 7% of the total project budget. For New CoC Program projects under THHI, the Administration funds will be split evenly amount grantee and subrecipients.  Administration costs include expenses related to the overall administration of the grant (24 CFR part 578.59), such as management, coordination, monitoring, and evaluation activities and environmental review. Costs for staff and other overhead expenses directly associated with carrying out activities under any of the five CoC program components are not considered administrative costs. Instead, they are considered eligible costs under the applicable CoC program component. Administration funds will be shared equally by the applicant and THHI.



Match Requirement: 25% Cash or In-kind





MATCH



With the exception of Leasing funds, all grant funds must be matched with an amount equal to 25% of funds from cash or in-kind sources. For an in-kind match, the applicant may use the value of property, equipment, goods, or services contributed to the project, provided that if the applicant had to pay for such items with grant funds, the costs would have been eligible. If third-party services are to be used as a match, the applicant and the third party service provider that will deliver the services must enter into a memorandum of understanding (MOU)—before the grant is executed—documenting that the third party will provide such services and value towards the project.





TYPES OF STRUCTURES



Structures for consideration under this Request for Proposal may include most housing types.  They can be apartments, single family houses or duplexes.  The housing structure for the Permanent Housing component allows for 16 or fewer persons in a single structure.  If there are more than 16 people, an explanation must be provided as to how local market conditions necessitate this size and how neighborhood integration can be achieved.



Projects should be in close proximity to community amenities and transportation.  The project must be designed for maximum safety and security of the residents.  




SAMPLE BUDGET- For all Project Types (Supply one excel budget sheet for each application.)



PROGRAM BUDGET



Agency Name: Five Years to Home		 						

Agency Location: 								

Program: Moving Forward Permanent Supportive Housing Program	Renewal? Yes ☐   No ☐

Project Type: PH-PSH		Project Base or Scatter-site: 						

Project Base Location: 								   

Total Beds: 	   Total Units: 	  

Total Dedicated CH Beds: 	      Total Prioritized CH Beds: 	   

Project/Program Schedule/Time Line 

Start Date:  Click here to enter text.               End Date:  Click here to enter text. 



[image: ]


CDBG Program

[U.S. Department of Housing and Urban Development (HUD) - Community Development Block Grant (CDBG) Program]

Anticipated Grant Year: 2016-2017





This section contains information specifically for the CDBG Program (24 CFR 570.201).  Supporting regulations and guidance can be found at https://www.hudexchange.info/community-development/cdbg-laws-and-regulations/ 



The Community Development Block Grant Program (CDBG) was established by Congress through the Housing and Community Development Act of 1974, as amended, to provide local governments and residents with the funds needed to work in a comprehensive manner towards the improvement of the quality of life in low and moderate income areas.  It consolidated the old categorical funding programs to allow for local flexibility in determining needs and to develop strategies to address those needs.



CDBG funds are distributed to areas and agencies which are determined eligible for funding.  Therefore, everyone in Hillsborough County benefits from community development activities.  Not only does community development enhance the quality of life, but it also provides a stepping-stone to public improvements in all types of community issues.



Each activity must meet one of the following national objectives for the program: 1) benefit low- and moderate-income persons, 2) prevention or elimination of slums or blight, or 3) address community development needs having a particular urgency because existing conditions pose a serious and immediate threat to the health or welfare of the community for which other funding is not available.



The funds for CDBG will be used for Essential Services ONLY under Public Services (24 CFR 570.201(e)) in conjunction with the HESG/FESG Program to coordinate the funding sources for efficiency.  Any Proposer who wishes to receive the support of this funding source must align the activities of the project according to the Essential Services under those of the ESG funding source (24 CFR 576.102).  For contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components

Proposals will be reviewed for the following essential service provided by the ESG Program:

Essential Services 



Essential services to eligible participants provided on the street or in parks, abandoned buildings, bus stations, campgrounds, and in other such settings where unsheltered persons are staying.  Staff salaries related to carrying out street outreach activities are also eligible. 

 	

a. Eligible Costs –  

i. Engagement – Activities to locate, identify, and build relationships with unsheltered homeless people for the purpose of providing immediate support, intervention, and connections with homeless assistance programs. (Eligible Costs include: initial assessment of needs and eligibility; providing crisis counseling; addressing urgent physical needs; actively connecting and providing info and referral; cell phone costs of outreach workers). 

ii. Case Management – Assessing housing and service needs, and arranging/coordinating/monitoring the delivery of individualized services.  (Eligible Costs include: using the centralized or coordinated assessment system; initial evaluation/verifying and documenting eligibility; counseling; developing / securing / coordinating services; helping obtain Federal, state, and local benefits; monitoring/evaluating participant progress; providing information and referral to other providers; developing an individualized housing/service plan).

iii. Education services - When necessary for the program participant to obtain and maintain housing, the costs of improving knowledge and basic educational skills are eligible. Services include instruction or training in consumer education, health education, substance abuse prevention, literacy, English as a Second Language, and General Educational Development (GED). Component services or activities are screening, assessment and testing; individual or group instruction; tutoring; provision of books, supplies and instructional material; counseling; and referral to community resources.

iv. Employment assistance and job training - The costs of employment assistance and job training programs are eligible, including classroom, online, and/or computer instruction; on-the-job instruction; and services that assist individuals in securing employment, acquiring learning skills, and/or increasing earning potential. The cost of providing reasonable stipends to program participants in employment assistance and job training programs is an eligible cost. Learning skills include those skills that can be used to secure and retain a job, including the acquisition of vocational licenses and/or certificates. Services that assist individuals in securing employment consist of employment screening, assessment, or testing; structured job skills and job-seeking skills; special training and tutoring, including literacy training and prevocational training; books and instructional material; counseling or job coaching; and referral to community resources.

v. Emergency Health Services – Outpatient treatment of urgent medical conditions by licensed medical professionals in community based setting (e.g., streets, parks, and campgrounds) to those eligible participants unwilling or unable to access emergency shelter or an appropriate healthcare facility.  (Eligible Costs include:  assessing participants’ health problems and developing treatment plans; assisting participants to understand their health needs; providing or helping participants obtain appropriate emergency medical treatment; providing medication and follow-up services, Transportation, and Services to Special Populations. 

vi. Emergency Mental Health Services – Outpatient treatment of urgent mental health conditions by licensed professionals in community-based settings (e.g., streets, parks, and campgrounds) to those eligible participants unable or unwilling to access emergency shelter or an appropriate healthcare facility.   (Eligible Costs include: crisis interventions; prescription of psychotropic medications; explain the use and management of medications; and combinations of therapeutic approaches to address multiple problems). 

vii. Legal services - Eligible costs are the hourly fees for legal advice and representation by attorneys licensed and in good standing with the bar association of the State in which the services are provided, and by person(s) under the supervision of the licensed attorney, regarding matters that interfere with the program participant’s ability to obtain and retain housing as it pertains to settling tenant/landlord disputes.  

viii. Transportation – Travel by outreach workers, social workers, medical professionals or other service providers during the provision of eligible street outreach services.  (Eligible Costs include:  transporting unsheltered people to emergency shelters or other service facilities; cost of a participant’s travel on public transit; mileage allowance for outreach workers to visit participants; purchasing or leasing vehicle for use in conducting outreach activities, including the cost of gas, insurance, taxes and maintenance for the vehicle; and costs of staff to accompany or assist participants to use public transportation). 

ix. Services to Special Populations – Otherwise eligible Essential Services that have been tailored to address the special needs of homeless youth, victim of domestic violence and related crimes/threats, and/or people living with HIV/AIDS who are literally homeless.  (Eligible Costs include:  engagement; case management; emergency health services; emergency mental health services; and transportation). 



Eligible Participants: Homeless (sheltered and unsheltered)

CDBG Eligible Cost: Essential Services







HESG & FESG

[HEARTH & Florida Emergency Solutions Grants]

Anticipated Grant Year: October 1, 2016 – September 30, 2017





This section contains information specifically for the HESG/FESG Program.  Supporting regulations and guidance can be found at https://www.hudexchange.info/programs/esg/esg-law-regulations-and-notices/ and 

http://www.myflfamilies.com/service-programs/homelessness/emergency-solutions-grants 

The Homeless Emergency Assistance and Rapid Transition to Housing Act of 2009 (HEARTH Act) amended the McKinney-Vento Homeless Assistance Act, including major revisions to the Emergency Shelter Grants program, now the Emergency Solutions Grants (ESG) program. ESG funds are available to provide services as defined with the Emergency Solutions Grant Program, under 24 CFR Part 576 Sub-Part B § 576.100 for the General provision and expenditures limits. 

The ESG program is designed to identify sheltered and unsheltered homeless persons, as well as those at risk of homelessness, and provide the services necessary to help those persons quickly regain stability in permanent housing after experiencing a housing crisis and/or homelessness. The ESG program provides funding to: (1) engage homeless individuals and families living on the street; (2) improve the number and quality of emergency shelters for homeless individuals and families; (3) help operate these shelters; (4) provide essential services to shelter residents; (5) rapidly re-house homeless individuals and families; and (6) prevent families and individuals from becoming homeless.

THHI receives ESG funds from Hillsborough County Affordable Housing Services (HEARTH ESG/HESG) and the State of Florida – Department of Children and Families (FESG). 



For the State of Florida - Department of Children and Families ESG, since THHI (Tampa/Hillsborough lead agency) is located in an entitlement community without exceptions, the application shall focus on providing services for a service component not currently provided under the community’s 2016 direct award from HUD. (See Formula Jurisdiction Exceptions – Exhibit 14 in 2016 State ESG Solicitation).



For any ESG Program contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components

Proposals will be reviewed for the following HESG/MESG Program Components:

Street Outreach (576.101)



Essential services to eligible participants provided on the street or in parks, abandoned buildings, bus stations, campgrounds, and in other such settings where unsheltered persons are staying.  Staff salaries related to carrying out street outreach activities are also eligible. 

 	

b. Eligible Costs –  

x. Engagement – Activities to locate, identify, and build relationships with unsheltered homeless people for the purpose of providing immediate support, intervention, and connections with homeless assistance programs. (Eligible Costs include: initial assessment of needs and eligibility; providing crisis counseling; addressing urgent physical needs; actively connecting and providing info and referral; cell phone costs of outreach workers). 

xi. Case Management – Assessing housing and service needs, and arranging/coordinating/monitoring the delivery of individualized services.  (Eligible Costs include: using the centralized or coordinated assessment system; initial evaluation/verifying and documenting eligibility; counseling; developing / securing / coordinating services; helping obtain Federal, state, and local benefits; monitoring/evaluating participant progress; providing information and referral to other providers; developing an individualized housing/service plan).   

xii. Emergency Health Services – Outpatient treatment of urgent medical conditions by licensed medical professionals in community based setting (e.g., streets, parks, and campgrounds) to those eligible participants unwilling or unable to access emergency shelter or an appropriate healthcare facility.  (Eligible Costs include:  assessing participants’ health problems and developing treatment plans; assisting participants to understand their health needs; providing or helping participants obtain appropriate emergency medical treatment; providing medication and follow-up services, Transportation, and Services to Special Populations. 

xiii. Emergency Mental Health Services – Outpatient treatment of urgent mental health conditions by licensed professionals in community-based settings (e.g., streets, parks, and campgrounds) to those eligible participants unable or unwilling to access emergency shelter or an appropriate healthcare facility.   (Eligible Costs include: crisis interventions; prescription of psychotropic medications; explain the use and management of medications; and combinations of therapeutic approaches to address multiple problems). 

xiv. Transportation – Travel by outreach workers, social workers, medical professionals or other service providers during the provision of eligible street outreach services.  (Eligible Costs include:  transporting unsheltered people to emergency shelters or other service facilities; cost of a participant’s travel on public transit; mileage allowance for outreach workers to visit participants; purchasing or leasing vehicle for use in conducting outreach activities, including the cost of gas, insurance, taxes and maintenance for the vehicle; and costs of staff to accompany or assist participants to use public transportation). 

xv. Services to Special Populations – Otherwise eligible Essential Services that have been tailored to address the special needs of homeless youth, victim of domestic violence and related crimes/threats, and/or people living with HIV/AIDS who are literally homeless.  (Eligible Costs include:  engagement; case management; emergency health services; emergency mental health services; and transportation). 



Eligible Participants: Homeless (unsheltered)

Outreach Eligible Cost: Essential Services



Emergency Shelter (576.102) (Community Housing Solution Center/Bridge Housing concepts)



Essential services to persons in emergency shelters, renovating buildings to be used as emergency shelters, and operating emergency shelters. Staff costs related to carrying out emergency activities are also eligible. HESG-funded Shelters must comply with local codes and applicable State laws.

 	

Eligible Costs – Shelter Operations – Costs to operate and maintain emergency shelters and also provide other emergency lodging when appropriate.  (Eligible Costs include: maintenance, rent, security, fuel, insurance, utilities, food, furnishings, equipment, and supplies necessary for the operation of the emergency shelter, and hotel or motel voucher for a family or individual).  Hotel or motel vouchers are only eligible when no appropriate emergency shelter is available.  

 	

Use Requirements.  HESG-funded services also carry use-related requirements.  If emergency solutions grant funds are used for the provision of emergency shelter or street outreach at a particular site, the building must be maintained as a shelter or service site for the homeless for the contract period. A substitute site or shelter may be used during this period as long as the same general population is served and THHI approval has been obtained. 



CONSTRUCTION OR REHABILITATION PROJECT REQUIREMENTS   

All projects that request funds for rehabilitation or conversion of a building must comply with the following requirements. 

 	

1. Proof of Site Control.  

Proof of site control in the form of a deed, purchase contract or an option contract should be submitted if improvements are to be made to a building owned by or to be purchased by the applicant.  The expiration date of the contract or option must be included. Applications that propose improvements to a leased facility must include a copy of a long-term lease. 

 	

2. Site Information, present zoning and adjoining land uses. 

Site information must include a complete legal description of the property. The present zoning of the property must be indicated as well as any required rezoning or special use permits required for the proposed use.  The adjoining land uses must also be described. 

 	

3. Construction Estimates. 

The proposed construction costs should be based on estimates made by a contractor, engineer, or architect familiar with the project. The County will review these for feasibility. 

 	

4. Design of Improvements. 

Shelter improvements must be designed by a licensed architect who will also play an integral part in the public bidding of the project, ensure compliance with all applicable codes and zoning ordinances (including handicapped accessibility), and oversee construction and verify draw requests. 

		

5. Competitive Selection of Architects, Engineers and Construction Contractors. 

All ESG-funded contracts for architectural and engineering services and construction must be awarded in a competitive manner.  Methods of bidding and contract award may vary with the approval of the County. 

 	

6. Treatment of Existing Lead-Based Paint and Asbestos. 

Elimination or encapsulation of lead-based paint and asbestos in a shelter may be required under certain conditions.  Construction estimates should include these costs. Additionally, costs should include a survey of existing lead-based paint and asbestos to be performed prior to construction by qualified entities. 

 	

7. Displacement of Residents or Businesses. 

No projects will be funded that result in the displacement of individuals, families or businesses from the site proposed for a shelter. 

 	

8. Compliance with Federal Historic Preservation guidelines.   

If the building to be rehabilitated is a historically significant structure, the construction work must be undertaken in compliance with Federal Preservation guidelines as interpreted by the State Historic Preservation Office.  This may require use of specific materials that should be considered in the construction budget. 

 	

9. Compliance with Local Codes and State laws.   

Any shelter renovated or operated with HESG funds must meet all applicable local government codes. These include but are not limited to use and occupancy, zoning, fire and safety, as well as health and sanitation standards.  Estimated costs of complying with codes should be included in construction costs. Construction permits are required for renovation. If the shelter requires licensing under local or State law, the agency must obtain and keep proper licensure to receive HESG funds. No exceptions are made. 

  	

10. Insurance and Bonding Requirements for Construction.  

Bidders and Contractors will be required to meet bonding requirements established by HUD. 

 	

11. Davis-Bacon Wage Rates.   

Davis-Bacon Wage Rates do not apply to HESG-funded construction. 

Like Street Outreach, Emergency Shelter (ES) consists of connecting homeless individuals and families with housing and critical services. However, the provision of emergency shelter meets the immediate need for housing. The services provided under Emergency Shelter may be longer-term and are designed to stabilize and move participants into permanent housing.



Eligible Participants: Homeless (sheltered)

ES Eligible Costs: Major Rehabilitation/Conversion/Renovation, Essential Services, Shelter Operations



Homelessness Prevention (576.103)



Homeless Prevention – Individuals and families who are at imminent risk, or at risk, of homelessness, meaning those who qualify under paragraph (2) and (3) of the homeless definition or those who qualify as at risk of homelessness. Individuals and families must have an income at, or below, 30% of Area Median Income (AMI).  The purpose is to prevent persons from becoming homeless in a shelter or an unsheltered situation, and to help such persons regain stability in their current housing or other permanent housing.



Eligible Participants: At Risk of Homelessness

HP Eligible Costs: Housing Relocation and Stabilization, Short and Medium-Term Rental Assistance



Rapid Re-Housing (576.104)



The Rapid Re-Housing (RRH) component may be used to assist individuals and families who are literally homeless, meaning those who qualify under paragraph (1) of the definition of homeless.  The purpose is to help homeless persons living on the streets or in an emergency shelter transition as quickly as possible into permanent housing, and to help such persons achieve stability in that housing.   



Eligible Participants: Homeless (sheltered and unsheltered)

RRH Eligible Costs: Housing Relocation and Stabilization, Short and Medium-Term Rental Assistance



Housing Relocation and Stabilization Services 

· Housing Search and Placement 

· Housing Stability Case Management 

· Mediation 

· Legal Services 

· Credit Repair 



Requirements and Restrictions 

Participants must meet with a case manager at least once a month for the duration of assistance. ESG funds may be used to pay cost of assessing, arranging, coordinating, and monitoring the delivery of individualized services to facilitate housing stability, resides in permanent housing or to assist a program participant in overcoming immediate barriers to obtaining housing. This assistance cannot exceed 30 days during the period the program participant is seeking permanent housing and cannot exceed 24 months during the period the program participant is living in permanent housing.  Participants must be assisted, as needed, in obtaining appropriate supportive services like medical or mental health treatment or services essential for independent living and mainstream benefits like Medicaid, SSI, or TANF. 

 

Housing Relocation and Stabilization Services Financial Assistance 

		Type of Assistance 

		 



		Rental Application Fees 

		Application fee that is charged by the owner to all applicants 

 



		Security Deposits 

		Equal to no more than 2 months’ rent 

 



		Last Month’s Rent 

		Paid to the owner of housing at the time security deposit and first month’s rent are paid 



		Moving Costs 

		Moving costs, such as truck rental or hiring a moving company, including certain temporary storage fees 



		Utility Costs 

		Standard utility deposit required by the utility company for all customers (i.e., gas, electric, water/sewage) 



		Utility Payments 

		Up to 24 months of utility payments per participant, per service (i.e., gas, electric, water/sewage), including up to 6 months of arrearages, per service. 





 

Short and Medium-Term Rental Assistance 

 	

1. Tenant Based Rental Assistance – Program participants select a housing unit in which to live (may be within a specified service area) and receive rental assistance. 

2. Project Based Rental Assistance – Subrecipients identify permanent housing units that meet HESG requirements and enter into a rental assistance unit assistance agreement with the owner to reserve the unit and subsidize its rent so that eligible program participants have access to the units. 

 	

Requirements and Restrictions   

· Compliance with FMR limits and Rent Reasonableness 

· Compliance with Minimum Habitability Standards 

· Rental Assistance Agreement and Lease Standards: 

· The rental assistance agreement must set forth the terms under which rental assistance will be provided. 

· Each participant receiving rental assistance must have a legally binding, written lease (between the owner and participant) for the rental unit, unless the assistance is solely for rental arrears. 

· Project-based rental assistance leases must have an initial term of one year. 

· Cannot be used with other subsidies. 

· No rental assistance can be provided to households receiving rental assistance from another public source for the same time period (except up to 6 months of arrears). 

· Rental assistance may not be provided to participants who are currently receiving replacement housing payments under the URA (Uniform Relocation Assistance). Example: Persons living in public housing units, using housing choice vouchers or residing in project based assisted units cannot receive monthly rental assistance under HESG. 

· Late Payments - The rental assistance agreement must contain the same payment due date, grace period, and late payment penalty requirements as the program participant’s lease. The Subrecipient is solely responsible for paying (with non-HESG funds) late payment penalties that it incurs.  

 

		
Types of Rental Assistance 

		Length of Assistance 



		Short-Term Rental Assistance 

 

		Up to 3 Months 



		Medium Term Rental Assistance 

 

		4 to 24 Months  



		Payment of Rental Arrears 

		One-time payment up to 6 months, including any late fees or those arrears 



		Any Combination of the Three Types of Rental Assistance 

		Total not to exceed 24 months during any 3-year period, including any payment for last month’s rent-576.106 





 

Housing Relocation and Stabilization Services/ Short and Medium-Term Rental Assistance Maximum Period of Use – the total period for which any program participant may receive the services must not exceed 24 months during any 3-year period. 





Data Collection/Homeless Management Information System (HMIS) (576.107)



Funds under this component may be used only by an HMIS provider for costs related to operating, maintaining, and customizing the Tampa/Hillsborough County CoC’s HMIS.  These costs may include hardware, equipment and software; staff salaries for those operating the HMIS; training CoC members to use the HMIS; and reporting to THHI, the CoC or HUD.



The HEARTH Act makes HMIS participation a statutory requirement for HESG recipients and sub-recipients. Victim service providers cannot and Legal Services Organizations may choose to not, participate in HMIS. Providers that do not participate in HMIS must use a comparable database that produces unduplicated, aggregate reports instead.        

        

General Restriction:  Activities funded under this component must comply with HUD’s standards on participation, data collection and reporting under a local HMIS.

HMIS Eligible Costs: hardware, equipment and software costs, staffing, salaries for operating HMIS, training and overhead.  



Project Administration (576.108)



No project administration dollars are attached to this grant, however some match funding will be provide for ESG eligible items.  



Matching Requirements (576.201)



All grant funds must be matched with an equal amount of funds from cash or in-kind sources. For an in-kind match, the applicant may use the value of property, equipment, goods, or services contributed to the project, provided that if the applicant had to pay for such items with grant funds, the costs would have been eligible. If third-party services are to be used as a match, the applicant and the third party service provider that will deliver the services must enter into a memorandum of understanding (MOU)—before the grant is executed—documenting that the third party will provide such services and value towards the project.





Challenge Grant Program

[The Challenge Grant program is authorized by section 420.622(4), Florida Statutes, to provide grant funding to lead agencies of homeless assistance Continuums of Care (CoC) and its planning area.]

Anticipated Grant Year: 2016 - 2017





This section contains information specifically for the Challenge Grant Program.  Supporting regulations and guidance can be found at http://www.myflfamilies.com/service-programs/homelessness 



The Challenge Grant program is authorized by section 420.622(4), Florida Statutes, to provide grant funding to lead agencies for homeless assistance Continuums of Care (CoC), as designated pursuant to section 420.624(6), Florida Statutes.  The Challenge Grants must be used to assist the local homeless CoC lead agencies and local providers to implement a written plan for addressing the needs of the homeless populations.  The lead agencies may allocate the grant funds to programs, services, or housing providers that support the implementation of the local CoC plan. The overall goal of the grant is to use the Challenge Grant to help to implement the local homeless assistance plan, and to help the community reach the goals and objectives outlined in the CoC plan.  



In addition, the state grant is intended to be used in concert with the private funding contributed to local homeless service agencies to address the needs of the persons who are homeless in the planning area.



For any Challenge Grant Program contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components



Proposals will be reviewed for the following Challenge Grant Program Components (Section 420.622(4), Florida Statutes):  



All grant funds shall go to activities that directly benefit homeless persons or persons at risk of homelessness.  Activities that do not directly benefit homeless persons may include, but are not limited to, public education, training, planning, and capacity building.  Although the Challenge grant can be utilized to fund a wider array of services, based on the community priorities, the grant funds will go towards activities aligned with the ESG program. 



Street Outreach



Essential services to eligible participants provided on the street or in parks, abandoned buildings, bus stations, campgrounds, and in other such settings where unsheltered persons are staying.  Staff salaries related to carrying out street outreach activities are also eligible. 



Eligible Participants: Homeless (unsheltered)

Outreach Eligible Costs: Essential Services that directly benefit homeless persons 



For more details on this component refer to the ESG funding section of this RFP. 



Emergency Shelter



Essential services to persons in emergency shelters and operating emergency shelters. Staff costs related to carrying out emergency activities are also eligible. Challenge Grant-funded Shelters must comply with local codes and applicable State laws.

 	

Eligible Costs – Shelter Operations – Costs to operate and maintain emergency shelters and also provide other emergency lodging when appropriate.  (Eligible Costs include: maintenance, rent, security, fuel, insurance, utilities, food, furnishings, equipment, and supplies necessary for the operation of the emergency shelter, and hotel or motel voucher for a family or individual).  Hotel or motel vouchers are only eligible when no appropriate emergency shelter is available.  



For more details on this component refer to the ESG funding section of this RFP. 



Homeless Prevention (HP) 



Homeless Prevention – Individuals or Families who are at imminent risk, or at risk, of homelessness, meaning those who qualify under paragraph (2) and (3) of the homeless definition or those who qualify as at risk of homelessness. Families must have an income at, or below, 30% of Area Median Income (AMI).  The purpose is to prevent persons from becoming homeless in a shelter or an unsheltered situation, and to help such persons regain stability in their current housing or other permanent housing.



Eligible Participants: At Risk of Homelessness

HP Eligible Costs: Short-Term Rental Assistance, Utility Assistance, Staffing Cost, Operating Cost



For more details on this component refer to the ESG funding section of this RFP. 





Rapid Re-Housing



The Rapid Re-Housing (RRH) component may be used to assist individuals and families who are literally homeless, meaning those who qualify under paragraph (1) of the definition of homeless.  The purpose is to help homeless persons living on the streets or in an emergency shelter transition as quickly as possible into permanent housing, and to help such persons achieve stability in that housing.   



Eligible Participants: Homeless (sheltered and unsheltered)

RRH Eligible Costs: Housing Relocation and Stabilization, Short and Medium-Term Rental Assistance



For more details on this component refer to the ESG funding section of this RFP. 



Data Collection/Homeless Management Information System (HMIS)



Homeless Management Information Systems (HMIS) may be claimed to be a direct benefit used only to the extent that the system is used as a case management tool to coordinate services among two or more local agencies serving the homeless person.        

        

General Restriction:  Activities funded under this component must comply with HUD’s standards on participation, data collection and reporting under a local HMIS.

HMIS Eligible Costs: hardware, equipment and software costs, staffing, salaries for operating HMIS.  



Leverage Requirements (Section 414.161(2), Florida Statutes)



All grant funds must be leverage with private and public funds. Document the source(s) of public and private funding, amounts of each, and the committed leverage ratio to the grant request for the Challenge Grant Program.



		Funding Source

		Total Amount Leveraged

		Ratio to Grant Request



		Public (List all sources)

		

		



		Private (List all sources)

		

		







If third-party services are to be used as a match, the applicant and the third party service provider that will deliver the services must enter into a memorandum of understanding (MOU)—before the grant is executed—documenting that the third party will provide such services and value towards the project.



Project Administration



Projects will receive an amount up to 4% (8%) of the total project budget for administration. Administration funds can be used for general project management, oversight, coordination, and reporting on the program. These funds will be split equally between the applicant and THHI.



CHALLENGE GRANT PROGRAM BUDGET



Use same budget format as the ESG funding. 





Department of Economic Opportunity

[2016-2017 General Appropriations Act (GAA) is authorized by Chapter 216; Sections 215.97 and 215.971; Chapter 287, Florida Statutes.]

Anticipated Grant Year: July 1, 2016 – June 30, 2017





This section contains information specifically for the DEO Grant Program.  Supporting regulations and guidance can be found at http://www.myflfamilies.com/service-programs/homelessness 



 General Appropriations Act; Provides moneys for annual period beginning July 1, 2016, & ending June 30, 2017, & supplemental appropriations for period ending June 30, 2016, to pay salaries & other expenses, capital outlay—buildings & other improvements, & for other specified purposes of various agencies of state government. THHI was awarded funds by the Department of Economic Opportunity to administer funds to programs, services, or housing providers that support the implementation of the local CoC plan



For any DEO Grant Program contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components



Proposals will be reviewed for the following DEO Grant Program Components (Chapter 216, Florida Statute):  



All grant funds shall go to activities that directly benefit homeless persons or persons at risk of homelessness.  Activities that do not directly benefit homeless persons may include, but are not limited to, public education, training, planning, and capacity building.  Although the DEO grant can be utilized to fund a wider array of services, based on the community priorities, the grant funds will go towards activities aligned with the CoC program. 



Permanent Housing (PH)



Permanent housing (PH) is defined as community-based housing without a designated length of stay in which formerly homeless individuals and families live as independently as possible.  



Proposed projects must be to develop, own and/or operate affordable permanent supportive housing for persons emerging from within Hillsborough County that have a documented disability.  THHI has

$800,000 for the purpose of partially financing an affordable permanent supportive housing project(s) within Hillsborough County. Proposals for brick and mortar only projects must include detail on how the supportive services will be provided through other funding/programs/partnerships. Funds awarded as a result of this category may be conferred as a forgivable loan. Affordability covenants as a result of utilization of these funds will be in effect for 10 years.



Project Administration

[bookmark: _GoBack]

No project administration dollars are attached to this grant. 





DEO GRANT PROGRAM BUDGET



Use same budget format as provided.   







TANF Program – Homeless Prevention

[The Homeless Prevention Grant is funded by the federal Temporary Assistance for Needy Families (TANF) program for CoC lead agencies and its planning area.]

Anticipated Grant Year: 2016 - 2017





This section contains information specifically for the TANF Program.  Supporting regulations and guidance can be found at http://www.myflfamilies.com/service-programs/homelessness/homelessness-prevention-grant 



In 2013, the Florida Legislature created the Homelessness Prevention Grant program to provide emergency financial assistance to families facing the loss of their current housing due to a financial or other crisis.    The Department of Children and Families (DCF), Office on Homelessness (Office) is authorized to provide homelessness prevention grants annually to the lead agencies designated for the local homeless assistance Continuums of Care (CoC) in the state.  The intent of the program is to assist families to prevent them from becoming homeless, and to enable them to remain stably housed following the assistance provided.



For any TANF Program contracts awarded as a result of this RFP process, THHI will be the recipient and agencies will be the subrecipients.





Eligible Components



Proposals will be reviewed for the following TANF Program Components (Section 414.161, Florida Statutes):  



Homeless Prevention (HP)



Homeless Prevention – Families with minor children residing full-time who are at imminent risk, or at risk, of homelessness due to financial or other crisis, meaning those who qualify under paragraph (2) and (3) of the homeless definition or those who qualify as at risk of homelessness. Families must have an income at, or below, 200% poverty level.  The purpose is to prevent persons from becoming homeless in a shelter or an unsheltered situation, and to help such persons regain stability in their current housing or other permanent housing.



Eligible Participants: At Risk of Homelessness

HP Eligible Costs: Short-Term Rental Arrears Assistance, Utility Arrears Assistance, Staffing Cost, Operating Cost, Project Administration



		
Types of Financial Assistance 

		Length of Assistance 



		Payment of Rental or Mortgage Arrears  

		Up to 4 Months 



		Payment of Utility Arrears (Electric, Gas, Water and Sewer Only) 

		Up to 4 Months  







Leverage Requirements (Section 414.161(2), Florida Statutes)



All grant funds must be leverage with private and public funds. Document the source(s) of public and private funding, amounts of each, and the committed leverage ratio to the grant request for the Homelessness Prevention Grant Program.



		Funding Source

		Total Amount Leveraged

		Ratio to Grant Request



		Public (List all sources)

		

		



		Private (List all sources)

		

		







If third-party services are to be used as a match, the applicant and the third party service provider that will deliver the services must enter into a memorandum of understanding (MOU)—before the grant is executed—documenting that the third party will provide such services and value towards the project.



Project Administration



Projects will receive an amount up to 1.5% (3%) of the total project budget for administration. Administration funds can be used for general project management, oversight, coordination, and reporting on the program.  The project must report out for 12 months after funding has ended. These funds will be split equally between the applicant and THHI.



TANF PROGRAM BUDGET



Use same budget format as the ESG funding. 


SECTION III 

Client Eligibility Definitions



ELIGIBLE CLIENTS / DEFINITION OF HOMELESS 

An agency awarded any of the funding sources included in the RFP must serve homeless persons or persons at risk of homelessness who reside in Tampa/Hillsborough County if receiving CoC, FESG, Challenge, DEO and/or TANF grant funding, and for those that reside or have resided in unincorporated Hillsborough County, Plant City or Temple Terrence if receiving any grant funding, and meet the following definition:   

 	

Homeless means:   

1. An literally homeless individual or family which lacks a fixed, regular, and adequate nighttime residence meaning: 

a. An individual or family that has a primary nighttime residence that is a   public or private place not designed for  or ordinarily used as a regular sleeping accommodation for human beings, including a car, park, abandoned building, bus or train station, airport, or camping ground; or 

b. An individual or family living in a supervised publicly or privately operated shelter designated to provide temporary living arrangements (including congregate shelters, transitional housing, and hotels and motels paid for by charitable organizations or by Federal, State, or local government programs for low-income individuals); or  

c. An individual who is exiting an institution where he or she resided for 90 days or less and who resided in an emergency shelter or place not meant for human habitation immediately before entering that institution; 

2. An individual or family who will imminently lose their primary nighttime residence, provided that: 

a. The primary nighttime residence will be lost within fourteen (14) days of the date of application for homeless assistance; and 

b. No subsequent residence has been identified; and  

c. The individual or family lacks the resources or support networks, e.g., family, friends, faith-based or other social networks, needed to obtain other permanent housing; 

3. Unaccompanied youth under 25 years of age, or families with children and youth, who do not otherwise qualify as homeless under the definition, but who: 

a. Are an individual or family who meets the homeless definition under another federal statue; 

b. Have not had a lease, ownership interest, or occupancy agreement in permanent housing at any time during the 60 days immediately preceding the date of application for homeless assistance; or 

c. Have experienced persistent instability as measured by two moves or more during the 60-day period immediately preceding the date of applying for homeless assistance; and 

d. Can be expected to continue in such status for an extended period of time because of: chronic disabilities; chronic physical health or mental health conditions; substance addiction; histories of domestic violence or childhood abuse (including neglect); the presence of a child or youth with a disability; or two or more barriers to employment, which includes the lack of a high school degree or General Education Development (GED), illiteracy, low English proficiency, a history of incarceration or detention for criminal activity , and a history of unstable employment; and 

4. Any individual or family who: 

a. Is fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault, stalking, or other dangerous or life threatening conditions that relate to violence against the individual or a family member, including a child, that has either taken place within the individual’s or family’s primary nighttime residence or has made the individual or family afraid to return to their primary nighttime residence; and 

b. Has no other residence; and  

c. Lacks the resources or support networks, e.g., family, friends, and faith-based or other social networks, to obtain other permanent housing.    

ELIGIBLE CLIENTS / DEFINITION OF AT RISK OF HOMELESSNESS 

      Individuals/families who: 

1. Have annual incomes below 30% AMI for ESG and Challenge (except RRH) and incomes at or below 200% poverty level for TANF Grant.    

2. Do not have sufficient resources or support networks immediately available to prevent literal homelessness; and  

3. Meet at least one of the following seven (7) conditions: 

a. Moved two or more times due to economic reasons in 60 days prior to application for assistance; or 

b. Living in home of another due to economic hardship; or 

c. Losing housing within 21 days after application date; or 

d. Live in hotel/motel not paid for by charitable organizations or   

     Federal/State/local government programs; or 

e. Lives in severely overcrowded unit as defined by the US Census Bureau; or 

f. Exiting publicly funded institution or system of care; or 

g. Living in housing associated with instability and increased risk. 

4. Unaccompanied children/youth who qualify under other Federal statues: 

a. Does not include children/youth who qualify under the homeless definition;        and 

b. Does not include parents or guardians; 

c. Children/youth who qualify under the Education for Children and Youth      program (McKinney-Vento Act) and the parents or guardians of the child/youth if living with him/her. 

  	

An agency will be required to document the homelessness or at-risk status of project participants to demonstrate that the participant is eligible.  



Agencies using funds for homeless prevention activities must document “but for” the funded assistance, clients are in danger of becoming homeless.

 



SECTION IV 

Budget/Administration and Other Requirements



F.  PROGRAM/PROJECT BUDGET INFORMATION



1. Budget Forms - Please complete the appropriate budget form (examples detailed above) for each project/funding request.



2. Personnel – If applicable, list the FTE, annual salary, and annual cost of taxes/fringe benefits for each position that will be paid in whole or in part with funds through this RFP.  Also, indicate the amounts paid for each position that’s not paid through this RFP. 



3. Cost Allocation Plan – Please attach a copy of your agency cost allocation plan to equitably charge costs between business segments.  Costs funded by several sources must be allocated appropriately.  When an agency receives funding from several sources for the same activity or project, the costs must be allocated among the sources in an acceptable manner.  THHI must approve the allocation plan.



4. Grant Matching Requirements - Applicants MUST provide the required match contribution according to the funding source awarded as detailed in this RFP.  Please include recent match and leveraging letters for each project.  Indicate whether the match is cash or in-kind services.  

 

5. Financial Documentation – Please submit the most recent signed Agency Single Audit, if applicable.  If not, submit the agency’s audited Financial Statements for the previous 2 years.



6. Financial Policy and Procedures – Please attach a copy of your agency’s financial policies and procedures.

	

H.  OTHER REQUIREMENTS  

The following requirements apply to all projects. 

 	

1. Disbursement of Funds – Grant funds are not awarded in one lump sum.  They are paid on a monthly basis to agencies on a reimbursement basis for eligible costs incurred.  Agencies awarded funds are expected to have adequate cash flow to pay project costs and then request reimbursement from THHI. No funds will be used to reimburse costs incurred before the beginning of the grant cycle, before the award of the grant, environmental clearance of the project by THHI, and execution of the agreement between THHI and the applicant agency. 

 

2. State and Federal Administrative Requirements – Agencies must comply with Federal administrative requirements.  All agencies awarded funds through this RFP will be required to comply with a variety of requirements governing the use of State and Federal funds.  

These include but are not limited to: 

· Standards for Financial Management (OMB Circular A-110) 

· Cost Principles and Allowable Costs (OMB Circular A-122) 

· Federal Audit Standards (OMB Circular A-133) 

· Conflict of Interest (OMB Circular A-110 and 24 CFR 576.79) 

· Procurement Principles (OMB Circular A-110) 

 	

Additionally, agencies awarded funds through this RFP will be required to provide access to their financial records to a representative of THHI to evaluate their financial management systems.  THHI staff will monitor each program to ensure compliance with the terms of the funding agreement between the THHI and the agency.   This will include monitoring records kept by the applicant to demonstrate the eligibility of clients, the services provided, and other required information. 

 	

3. Liability insurance is required for all Grants.  All agencies awarded funds as a subrecipient will be required to obtain liability and worker’s compensation coverage that will be further defined in the funding agreement if awarded. THHI must be named as the additional insured. The cost of the insurance may be included in the project budget. 

 	

4. Handicapped Accessibility – All projects must be accessible to persons with disabilities. Programs, information, participation, communications and services must be accessible to persons with disabilities.  Agencies must comply with Section 504 of the Rehabilitation Act of 1974 and Americans with Disabilities Act (ADA). 

 	

5. Nondiscrimination – All agencies must ensure nondiscrimination.  This applies   to employment and contracting as well as to marketing and selection of program participants. Discrimination is not allowed on grounds of race, color, national origin, religion, sex, age, or disability. Fair Housing laws prohibit discrimination based on the above and on familial status.  Disability includes persons living with AIDS. The requirements in 24 CFR part 5, subpart A are applicable, including the nondiscrimination and equal opportunity requirements at 24 CFR 5.105(a). Section 3 of the Housing and Urban Development Act of 1968, 12 U.S.C. 1701u, and implementing regulations at 24 CFR part 135 apply, except that homeless individuals have priority over other Section 3 residents in accordance with § 576.405(c).  Records demonstrating compliance with the nondiscrimination and equal opportunity requirements under § 576.407(a), including data concerning race, ethnicity, disability status, sex, and family characteristics of persons and households who are applicants for, or program participants in, any program or activity funded in whole or in part with the awarded funding source and the affirmative outreach requirements in § 576.407(b). 

 	

6. Formal Termination Policy – Agencies awarded funds must develop a formal Termination Policy that clearly describes a process by which clients’ services may be terminated if program requirements are violated.  The process must recognize individual rights and allow termination in only the most severe cases.  Termination process for rental assistance or housing relocation and stabilization services must include: written notice to the program participant, with clear statement of reasons for termination; review of decision to terminate, with opportunity for the program participant to present written or oral objections to agency; prompt written notice to the program participant of final decision. 

 	

7. Supportive Assistance – Agencies awarded funds must assure that homeless individuals and families are given assistance in obtaining appropriate supportive services including permanent housing, mental health treatment, medical health treatment, counseling, case management, supervision, and other services essential for achieving independent living. Additionally, agencies must assure that the homeless are assisted in obtaining other Federal, State, local and private assistance, where available. This will include individually assisting clients to identify, apply for and obtain benefits under mainstream health and social services program for which they are eligible such as: TANF, Medicaid, SSI/SSDI, Food Stamps, and various Veterans Programs. 

 	

8. Confidentiality – Agencies must comply with confidentiality requirements pertaining to the records and locations of programs providing family violence prevention or treatment services. 

 	

9. Participation in Continuum of Care (CoC) – Each agency awarded funding through this RFP is required to participate in the CoC service provider meetings, participate on a CoC committee, comply with UNITY (HMIS) Procedures, and participate in the Coordinated Entry Process.  

 	

10. Participation in HMIS – Each agency awarded funds through this RFP will be required to regularly submit information into HMIS to strengthen participation in this database so it can become a more accurate and useful tool in planning and administering programs for the homeless. Domestic violence agencies are exempt from entering into HMIS, but are required to have a comparable database to submit reports. 

 	

11. There is not a maximum amount of grant funds an agency can request.  THHI reserves the right to award less than the amount of funds requested.   

 	

12. Forms must be completed using the format presented. This includes: Project Budget Justification as detailed in this RFP.  Proposals with incomplete budget forms will be penalized. 




SECTION V 

APPLICATION REVIEW, RANKINGK, AND SELECTION PROCESS 

All proposals submitted by the deadline will be competing in the two phase process:  



Phase I



THRESHOLD REQUIREMENTS 



Proposals will be reviewed by THHI staff for technical completeness and adherence to the format in this Universal RFP Packet.  THHI may request information to correct technical deficiencies.  The proposals will be further evaluated on the following quality threshold requirements. The housing and services proposed must be appropriate to the needs of the program participants and the community as evidenced by the following.  However, if such information is not submitted within the time provided, the application will be rejected.  The applicant will be informed of the rejection by letter or email. 

 		

Technically complete applications will be reviewed by staff to determine applicant eligibility and project eligibility.  

 	

1. Applicant Eligibility - Applicant eligibility is determined based to a large extent on the federal and state regulations, financial capacity and technical capacity.   If the THHI determines these standards are not met, the project will be rejected and the applicant agency notified by letter.  If the applicant is found to be eligible, then the proposal will be reviewed for project eligibility.  Applications submitted after the deadline will also be rejected.  

 	

2. Project Eligibility – THHI staff will review the Project Proposal to ensure that:

(a)	The type, scale, and location of the housing must fit the needs of the program participants.

(b)	The type, scale, location of the supportive services, and the mode of transportation to those services must fit the needs of the program participants.

(c)	There must be a specific plan for ensuring program participants will be individually assisted to obtain the benefits of the mainstream health, social, and employment programs for which they are eligible to apply meets the needs of the program participants.

(d)	Program participants must be assisted to obtain and remain in permanent housing in a manner that fits their needs.

(e)	Program participants must be assisted to both increase their incomes and live independently using mainstream housing and service programs in a manner that fits their needs.

(g)	The location of the housing must be accessible to amenities such as grocery stores, pharmacies, etc.



GRANT REVIEW, RANKING, AND SELECTION PROCESS (Will take recommendations from R&R committee to complete or will integrate the process from CoC competition.)

Proposals will be reviewed for completeness and to determine if the project meets threshold criteria by THHI staff. Proposals that meet threshold criteria will be forward to the CoC Ranking and Review Committee and the THHI Board - HUD Application Committee for review and ranking. 



Renewals projects under the CoC Program will not be reviewed until the FY2016 HUD CoC Competition starts and are only required to submit a letter of intent to renew.  New project(s) review, ranking and selection will be done through a 3-step process:



1.	The CoC Ranking and Review Committee will complete a review and ranking process based on the applicable 2016 scoring criteria for applications type.



2.	CoC membership presentations and ranking will take place at the June CoC meeting on Thursday, June 2, 2016.  Each project will be given time to briefly present about their project during the meeting and each CoC member agency will be given the opportunity to rank the projects.  Only 1 person per CoC member agency will be able to submit that agency’s ranking sheet.  The CoC member’s rankings will be complied into a CoC Member ranking.



3.	The THHI Board - HUD Application Committee will make the final ranking determination taking into consideration the ranking recommendations from the CoC Ranking and Review Committee and the CoC Membership, as well as HUD’s scoring criteria, priorities, guidelines, and regulations to ensure the Collaborative Application submitted for the Tampa/Hillsborough County CoC is as competitive as possible and that any other project aligns with the community plan.  The THHI Board - HUD application Committee’s final rankings will be completed and published on Friday, June 3, 2016. 



Phase II

All projects submitted that meet the threshold requirements, will be eligibility to move onto phase 2 and be considered for the applicable funding available for the project type (see chart).  Each project will be required to submitted supplemental material necessary to review and rank the projects based on the priorities and scoring criteria established by each funding source what that specific RFP is released. The scoring criteria will be based on both the priorities and scoring criteria of the specific funding opportunity and include other elements as determined by the Ranking and Review Committee necessary to effectively rank projects for the funding sources.  The scoring criteria will be released at the time supplemental material is requested.



Supplemental material may include, but not limited to:



· Revised Budget

· Performance/outcome data for similar programs operated by the applying organization

· Revised scope of work/project detail



Entry into the FY2016 HUD CoC Program Competition application does not guaranteed funding by HUD or THHI. 



APPEALS

All eligible applicants submitting a project may appeal their ranking.  Applicants are encouraged to ensure their data is accurate in UNITY and for CoC Program funded agency, that their data was accurately reported to HUD in their Annual Performance Report.  



All written appeals for applications that are eligible to appeal must be received by noon on Wednesday, June 9, 2016. All notices of appeal (one original) must be submitted to Lesa Weikel, email: WeikelL@THHI.org. It is incumbent upon agency submitting an appeal to verify that request has been received by deadline.



The notice of appeal must include a written statement specifying in detail each and every one of the grounds asserted for the appeal. The appeal must be signed by an individual authorized to represent the sponsor agency (i.e., Executive Director) and must include (highlight and cite) the specific sections of the application on which the appeal is based. The appealing agency must specify facts and evidence sufficient for THHI to determine the validity of the appeal. That is, the notice of appeal must have attached the specific areas of the application being appealed and must also clearly explain why the information provided is adequate enough to gain additional points.
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Total


Match


Acquisition $0  $0  $0  $0 


Rehab/NC $0  $0  $0  $0 


Relocation & Stabilization $41,950  $41,950  $41,950  $41,950 


[25] Security Dep @ Avg $1076 $13,450  $13,450  $13,450  $13,450 


[2] Housing Case Mgr: [.5FTE ($32k + $6k benefits)] x 


1.5yrs


$28,500  $28,500  $28,500  $28,500 


Leasing $124,080  $124,080 


[10] 1 BR @ $638/mo x 12mos $76,560  $76,560 


[5] 2 BR @ $792/mo x 12mos $47,520  $47,520 


Rental Assistance $124,050  $124,050  $124,050  $124,050 


[25] 1-3 BR @ Avg. $827/mo x 12 mos. $124,050  124,050 $124,050  $124,050 


Essential/Supportive Services $41,250  $13,750  $41,250  $13,750 


[2] Case Mgr: .5FTE ($40k + $9k benefits) $36,750  $12,250  $36,750  $12,250 


[240] Monthly Bus Pass @ $25 $4,500  $1,500  $4,500  $1,500 


Operating $20,250  $6,750  $20,250  $6,750 


[1] Ex Dir: .2FTE ($80k+ $15k benefits) $14,250  $4,750  $14,250  $4,750 


Office Util: Electricity, Gas, H20 $3,750  $1,250  $3,750  $1,250 


Equip: Printers, Copier, Fax $2,250  $750  $2,250  $750 


Outreach $0  $0  $0  $0 


Prevention $0  $0  $0  $0 


HMIS $0  $0  $0  $0 


Sub Total $351,580  $186,500  $351,580  $186,500 


Administration (3.5% of Request Sub Total)* $0  $0  $0  $0 


Total $351,580  $186,500  $351,580  $186,500 


Total Program Budget


*For HUD-CoC Projects Only





Year 1 


Request


Year 1 


Match


Total 


Request


$538,080  $538,080 
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FL-501 TAMPA/HILLSBOROUGH COUNTY COC

FY 2016 COC COLLABRATIVE APPLICATION




01. 2016 CoC Consolidated Application: Evidence of the CoC's Communication to Rejected Projects



		

For required attachments related to rejected projects, if the CoC did not reject any projects then attach a document that says "Does Not Apply".

















[bookmark: _GoBack]"Does Not Apply".



No project applications were rejected from inclusion into the FY 2016 HUD CoC Application.  A notice of inclusion was sent out to each project applicant/sub-recipient on August 29, 2016. 

