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Summary: The Homeward Community Information System (HCIS) is a HIPAA-compliant online database 
used to link households experiencing homelessness to resources; to better understand client 
demographics, service needs, service usage, and trends; and, to facilitate community planning to reduce 
homelessness.  
  
In order to join the more than 14 agencies in the Greater Richmond Continuum of Care which use HCIS 
to coordinate services, please meet with the HMIS Lead staff at Homeward and then complete the 
following application. The application should be submitted to the HMIS Lead at hcis@homewardva.org. 
More information on the process for joining HCIS can be found at https://www.homewardva.org/hcis.  
Please note that all components of this application are drawn from the federally-required and locally-
developed HCIS Policies and Procedures found here: https://www.homewardva.org/hcis-training-
documents/user-agreements. 
 
Organization: ________________________________________________ 
 
Point of Contact Name: __________________________________________ 
 
Email: ________________________________________________ 
 
Website: ________________________________________________ 
 
Summary of program or agency including target population and program type(s):  
 
 
 
 
Technical requirements:  
Please indicate whether your agency meets the following technical requirements (including hardware, 
software, and policies) necessary to use HCIS and provide a brief description if needed and attach a copy 
of the relevant documentation.  

Requirement Meet requirement? Brief description 
Run Windows XP, Vista, Windows 7, 
Windows 8, or Windows 10 

Yes ☐ 
No ☐ 

 

Have a keyboard, mouse, and a standard 
SVGA monitor 

Yes ☐ 
No ☐ 

 

Have an adequate internet connection 
(defined as a minimum of 128 KBPS, DSL, or 
Cable connection).  

Yes ☐ 
No ☐ 

 

Authenticate users using a unique user 
name and password 

Yes ☐ 
No ☐ 

 

Have self-updating anti-virus software 
protection installed and active 

Yes ☐ 
No ☐ 

 

Have an active locking screensaver Yes ☐ 
No ☐ 
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Protected by a firewall (which may be 
hardware or software installed on a network 
or server) 

Yes ☐ 
No ☐ 

 

Have rules/protocols/procedures to address 
assignment of user accounts 

Yes ☐ 
No ☐ 

 

Have rules/protocols/procedures to address 
unattended workstations 

Yes ☐ 
No ☐ 

 

 
Have rules/protocols/procedures to address 
physical access to workstations 

Yes ☐ 
No ☐ 

 

Have rules/protocols/procedures to address 
user account sharing 

Yes ☐ 
No ☐ 

 

Have rules/protocols/procedures to address 
client record disclosure  

Yes ☐ 
No ☐ 

 

Have rules/protocols/procedures to address 
report generation, disclosure and storage 

Yes ☐ 
No ☐ 

 

Have met with HMIS staff to review HCIS 
policies and procedures. 

Yes ☐ 
No ☐ 

 

 
Mission and Business Purpose for using HCIS:  Please complete in an attached document or PDF. Please 
be brief but descriptive and limit your responses to 3 pages. 
 

1. What is your agency’s purpose for using HCIS? What are the specific projects that you want to 
include in the system? 
 

2. Describe how your agency intends to use HCIS for a) service coordination; b) program delivery 
and management; and, c) reporting and performance monitoring.  
 

3. Does your agency participate in the Greater Richmond Continuum of Care? Please describe your 
involvement or planned involvement.  
 

4. What are your organizational policies related to client confidentiality and privacy, particularly as 
they relate to social media? Provide links or enclose your policy as an attachment if relevant.  

 
5. Is your agency interested in learning more about Homeward’s subsidy policy for direct and 

technical assistance costs related to participating in HCIS? Please see 
www.homewardva.org/hcis for more information.  
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