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	Memorandum of Understanding (MOU)

between and amongst
Santa Clara County Continuum of Care,

Monterey County Continuum of Care,
Napa County Continuum of Care

and Community Technology Alliance


Section 1: Purpose

	


The Homeless Management Information System (HMIS) is a database platform designed to capture uniform client information over time. This system is essential to efforts to streamline client services and inform public policy. Through HMIS clients benefit from improved coordination in and between Partner Agencies within their respective Continuum of Care, informed advocacy efforts, and policies that result in targeted services. Analysis of information gathered by HMIS is critical to accurately calculate the size, characteristics, and needs of homeless and at-risk populations; data necessary to service clients appropriately and for systems planning and advocacy.
Each county participating in this MOU has an established HMIS project within their own Continuum of Care(CoC).  The CoC’s through this MOU will join together to share an HMIS database platform only.  Sharing of one database platform will allow the counties to share software support costs and leverage each other’s work - such as custom reporting or implementation of new programs- and to have the option of sharing costs with other CoCs to purchase and access add-on modules to HMIS. The HMIS platform will allow each county to operate and share client data within their own CoC.  Under this MOU, Client data will not be shared among the CoCs.  
The agency designated to manage the technical aspects of the project in this MOU is Community Technology Alliance (CTA), a non -profit located in San Jose, California.

The identifying name designated for this Collaborative HMIS project will be “HMIS- Bay Area Regional”.  

Section 2: Agreement/Scope of Work

	


1. CTA will contract with Bowman Systems, on behalf of the Continuums of Care, for a single, shared implementation of the ServicePoint software application.

2.  CTA will manage the corresponding necessary IT hosting services required to operate the application on behalf of the continuums.  

3. CTA will manage the ongoing relationship with Bowman Systems, as well as provide the central application administration tasks necessary for the deployment and ongoing operations of a shared system.

4. The Continuums of Care agree, as a group, to coexist on a shared implementation of the application system, and to share responsibility for oversight of the operations of HMIS within the database platform.  

5. Responsibility for funding software licenses and annual support for those licenses will be actual cost of the number of user licenses each county has ordered and owns.

6. Responsibility for funding any additional software support fees from the database platform vendor will be a percentage allocation to each county based on the number of software user licenses they own.

7. Responsibility for funding future equipment for the database platform will be a percentage allocation to each county based on the number of software user licenses they own.

8. The Continuums of Care agree to provide the continuum-specific application administration tasks necessary for ongoing operations of the system, and as allowed by the application software.  

9. The Continuums of Care retain responsibility for their own strategic HMIS planning.  They are ultimately responsible for the deployment of the system within their respective community.

10. Each Continuum of Care, and their respective agencies, retains ownership of any and all data entered into the HMIS system on their behalf.  Each Continuum of Care owns responsibility to ensure that appropriate policies and procedures are in place governing the access, use, and dissemination of data stored in the system.  CTA has no rights to data stored in the system and will not use, disclose, or release any information in the system to a third party, except under direction of the owning Continuum of Care.
11. Each Continuum retains ownership of any and all software user licenses they have purchased or own and have moved over from previous installations.
Section 3: Roles and Responsibilities

	


Roles and responsibilities of each of the partners in this memorandum of understanding are attached as Appendix A.

Section 5: Management and Oversight

	


As joint partners of the HMIS system, the Continuum of Care Coordinators agree to participate or assign an HMIS lead to participate in a joint steering committee forum, facilitated by CTA, which will meet on a periodic basis to review program status and provide guidance around strategic issues that may arise with the system.   

On behalf of the Continuums in this MOU, CTA will manage upgrades to the software platform and for determining how, if any, additional interested Continuums of Care within the Bay Area region would be accommodated in the system in the future.

Section 6: Assumptions
	


All parties commit to this memorandum of understanding with the understanding that these Continuums of Care wish to partake in a shared regional HMIS system.  This memorandum of understanding is subject to change in the event that one or more of the parties decline to participate, or another Continuum desires to join.

Section 7: Termination Clause
	


In the event that one or more county wish to terminate this agreement, 90 days written notice is required. Within the first 30 days said county must negotiate with the remaining partner counties and CTA on the implications of termination.  If termination takes place it is understood that no refund of fixed or upfront costs will be provided.  Each of the partnering entities fully understands that it is liable for its portion of  fixed and/or upfront costs, and any annual support attributed to the shared platform, regardless of termination.  
As noted in Section 2, each Continuum maintains ownership any data entered on their behalf into HMIS, and of any user licenses purchased or moved over from other systems.  In the event a county terminates this agreement and wishes to migrate data and/or user licenses to another platform, the county requesting the move is responsible for all costs associated with the migration.
Section 8: Signatures
	


The undersigned Continuum of Care representatives, on behalf of their respective continuums, agree to form and participate in a shared regional HMIS system, managed by CTA on behalf of each of the individual continuums.

This MOU will become effective upon signature of all parties and shall remain in effect until terminated.
	Signature


Robert Dolci
Homeless Coordinator
Santa Clara County Continuum of Care


	Date

	
	

	Signature


Mitch Wippern
Deputy Director, Napa County Health and Human Service Agency
Napa County Continuum of Care


	Date

	Signature


Glorietta Rowland
Executive Director, Monterey Coalition of Homeless Service Providers
Monterey County Continuum of Care


	Date

	
	

	Signature


Jen Padgett

Executive Director

Community Technology Alliance
	Date


Appendix A: Roles and Responsibilities
	


The implementation of a shared, regional HMIS system requires the active coordination of agency level, continuum level, and regional level resources.  The following outlines the roles and responsibilities of each of these three main levels of administration, which are needed for the successful management of a regional system.  

In describing roles and responsibilities, this document does not attempt to spell out a specific headcount requirement on required FTE needed to perform a role.  This amount would vary based on the size, complexity, and requirements of the organizations involved.  Instead this document focuses on the responsibility of a “team” which, depending on the situation, could be comprised of one or more individuals.

Central HMIS Administration (CTA)

The Central HMIS Administration team is responsible for the overall coordination, implementation and execution of the HMIS system, on behalf of the Continuums of Care. 

1. Manage the implementation and on-going usage of the HMIS system on behalf of the entire region.  Act as a single point of contact between the different Continuums of Care and the software vendor and platform service provider, Bowman Systems.

a. Sign and manage the contractual agreement with the vendor, Bowman Systems, on behalf of the multiple Continuums of Care within the region, procuring the ServicePoint application software and ensuring the provision of appropriate hosting and IT Management services for a single, shared, regional HMIS system.

b. Oversee, on behalf of the region, the delivery of IT and application support services by Bowman Systems, who are necessary for the setup, operations, and on-going maintenance of the HMIS system.
c. Coordinate funding from the multiple Continuums of Care and manage budget and cash flow in order to ensure the necessary financial resources to cover regional expenses and pay Bowman Systems for software and services rendered.
d. Work with Continuum of Care HMIS Administration teams to plan and implement the system within their continuums.
e. Provide technical assistance to the Continuum of Care HMIS Administration teams.  Facilitate problem resolution in the event continuums are experiencing difficulties with the software and/or system.  Whenever possible, resolve issues the local Continuum of Care HMIS Administration could not resolve. When necessary, forward issues to Bowman Systems.

f. Facilitate regional forum(s) when and if they become necessary to ensure the agreement on standard application configuration and usage, to enforce regional agreements, and to inform stakeholders on the changes to the HMIS system.
2. Perform application administration tasks as necessary for the setup and ongoing operations of the system, including:
a. Centrally manage the system-wide configuration on behalf of the Continuums of Care, including:

i. Initial application setup and the first level, cross continuum structure within the system.

ii. Configuration of standard pick lists provided with the product.

iii. Configuration of standard client assessments provided with the product.
b. Procure, allocate and administer user license allocation across the various continuums within the system.
c. Manage user accounts, logins, and passwords for Continuum of Care Administration teams.
d. In coordination with local Continuum of Care HMIS Administration, create and manage agency-specific application configurations, on behalf of individual agencies within the system and including client assessment forms, data fields and/or pick lists.
e. In coordination with local Continuum of Care HMIS Administration, advise on the creation and management of all custom data importation and exportation routines necessary to integrate external data into the HMIS system, and advise on the exporting of internal data from within the HMIS system, as required on behalf of individual agencies, Continuums of Care, or other outside policy makers and funders (such as the potential inclusion of HMIS data in a broader regional data warehouse.)
f. Manage the creation and posting of system-wide news bulletins within the software as necessary.
g. Audit usage of the application in order to ensure that appropriate standard policies and procedures are agreed upon, in place and followed.
h. Monitor system usage over time in order to ensure that appropriate capacity planning is in place to proactively plan for future system growth and expansion.

Local Continuum of Care HMIS Administration 
The Local Continuum of Care HMIS Administration team is responsible for the coordination, implementation and execution of the HMIS system within a Continuum of Care.  

1. Facilitate continuum-wide strategic planning around the HMIS system. Determine the rollout strategy and prioritization among agencies within a continuum.   Monitor progress within the continuum of the system implementation process.

2. Establish and maintain policies and procedures across the continuum governing HMIS access, use, and data dissemination; such as standardized client intake, user agreements and other forms.   Review and monitor adherence across agencies to ensure security, confidentiality and quality of the information within the system.
3. Manage the implementation and on-going usage of the HMIS system on behalf of the Continuum of Care.  Act as a single point of contact between provider agencies within the continuum and the Regional HMIS Administration.

a. Coordinate funding sources and manage budget and cash flow to ensure the necessary financial resources within the continuum needed to support the local implementation and pay central suppliers for the on-going operations of the system.

b. Participate in regional forums to ensure regional standards meet the needs of the local continuum and vice versa.
c. Work with local agency administrators and/or end users to plan and implement the system within their agencies.  Ensure all HMIS users are properly trained including initial training and ongoing outreach and support, such that they are able to do end user level training, as well as data analysis and reporting as required by the agency.
d. Provide technical assistance within the continuum.  Facilitate problem resolution if agencies experiencing difficulties with the software or system.  Resolve issues locally, whenever possible, and escalate problems to the regional team when necessary.

e. Perform data analysis and reporting as required to meet reporting requirements and to ensure appropriate data quality standards on the continuum-wide data.

f. Facilitate stakeholder forum(s) within the continuum to keep participants inform on the changes to the HMIS system and the corresponding operational policies and procedures.
4. Perform continuum-wide application administration tasks as necessary for the ongoing operations and as allowed by the software, including:

a. Perform initial agency setup and configuration within the system.
b. Manage user accounts, logins and passwords for local agency administrators.  
c. Provide standard and/or custom reporting across the continuum, as required.
d. Audit usage across the continuum and ensure that standard policies and procedures are followed.
e. Manage the creation and posting of continuum-wide news bulletins within the software as necessary.
f. Coordinate the process by which local agency configurations are gathered and submitted to the regional HMIS administration team.











