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WELCOME!



GETTING TO KNOW 
YOU 



Getting to Know You!

If you could only eat one meal for the 
rest of your life, what would it be?



AGENDA



AGENDA
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IN YOUR OPINION



In Your Opinion

What is Data Quality?

What is Data Accuracy?

What do you think are the most common Data Entry 
Errors that you have noticed?



DEFINING DATA 
QUALITY



Defining Data Quality

● Data quality looks at the ability of data to be reliable 

enough to serve a specific purpose

● Data quality possesses certain characteristics that 

determine whether the quality is sufficient (we will be 

looking at these shortly)

● There can be numerous ways to measure data quality 

but typically certain categories are used (we will be 

looking at these shortly)



DEFINING DATA 
ACCURACY



Defining Data Accuracy

● Data has to be accurate to be high quality

● Accuracy means the data reflects the reality

● It’s important to note that data could be complete, yet 

remain inaccurate (e.g., you might have the addresses of 

your entire clientele, but some of these addresses might be 

incorrectly spelled)

● Accuracy is evident when the data in HMIS reflects the 

actual characteristics and experiences of clients

● Aggregate reporting hinges on accuracy of data that is 

consistently formatted and entered



HOW DO WE 
EVALUATE BAD 

DATA



How Do We Evaluate Bad Data?

Data dimensions that assist in making these decisions

Completeness Are all the data sets and data items recorded

Consistency Can we match the data set across data entered

Timeliness Determines how up-to-date the data is in terms of the 
current task

Availability
Data shouldn’t be hard to access, but be readily 
available to everyone that requires it



Data Completeness

▸ HMIS records that do not include partial or missing 

data (e.g., partial date of birth, SS# etc.)

▸ Lack of data completeness can include data from 

projects not participating in HMIS 

▸ Missing information can negatively affect the ability 

to provide comprehensive care to clients

How this Applies to HMIS Data



How this Applies to HMIS Data

Name DOB SSN

Race Ethnicity Gender

Veteran Status Disabling Conditions Living Situation

Prior Living Situation Program Start Date Program Exit Date

Destination * Relationship to Head of Household (HoH)

- No Null (missing) data for required data elements. 
- Don’t Know or Refused responses should not exceed the allowed percentage 

of 5% with the exception of SSN (N/A)

* Don’t know/Refused responses for Destination for outreach and shelter projects 
should not exceed 30%



Data Consistency

▸ Data is stored in a uniform manner, across all users 

of HMIS

▸ Users should have an understanding of when, how 

and why data should be collected in HMIS, otherwise 

the data may not be accurate

▸ Any field where a user can type in the data directly is 

at high risk (e.g., names|dates|SS#, etc.)

How this Applies to HMIS Data



Data Timeliness

▸ Timeliness reflects the period between when client data is 

collected/known and when that information is entered into 

HMIS

▸ If data is not entered into HMIS shortly after it is known, 

there is a likely increase in the potential for inaccuracies 

and/or errors in the data once it is entered into HMIS

How this Applies to HMIS Data



Data Timeliness
▸ Transitional and Permanent Housing Programs: Entry/Exit 

data within three (3) workdays

▸ Emergency Shelters and Non-HUD: Enter check-in/check-out 

with one (1) workday

▸ Outreach: Create client profile, if necessary, within three (3) 

workdays. Record outreach services within one (1) workday

How this Applies to HMIS Data

Whenever possible, consider entering data during client visits so 
that clients may help identify potential inaccuracies



ASSESS YOUR DATA
KNOW WHAT YOU 

NEED TO FOCUS ON



Assess Your Data: (Know What you Need to Focus On)

Universal Data Elements 
(UDE)

▸ Must be collected by all 
providers in HMIS from all 
clients. 

▸ The universal data elements are 
needed to understand the 
extent of homelessness, the 
characteristics of homeless 
clients, and the patterns of 
service use for the entire 
homeless population and 
subpopulations. 

Project Descriptor Data 
Elements (PDDE’s)

▸ Must be collected from all clients 
served by programs that report 
this information to HUD and 
other organizations and are 
strongly encouraged for all 
providers. 

▸ Providers that have HMIS can 
use the program-specific data 
elements to complete their 
APRs. 



Assess Your Data: (Know What you Need to Focus On)

Universal Data Elements 
(UDE)

▸ Name
▸ SS#
▸ DOB
▸ Race
▸ Ethnicity
▸ Gender
▸ Veteran Status
▸ Disabling Condition
▸ Project Start Date
▸ Project Exit Date
▸ Destination
▸ Relationship to HoH
▸ Client Location
▸ Housing Move-in Date
▸ Prior Living Situation

Project Descriptor Data 
Elements (PDDE’s)

▸ Income and Sources
▸ Non-Cash Benefits
▸ Health Insurance
▸ Physical Disability
▸ Developmental Disability
▸ Chronic Health Condition
▸ HIV/AIDS
▸ Mental Health Problems
▸ Substance Abuse
▸ Domestic Violence
▸ Current Living Situations
▸ Date of Engagement
▸ Bed-night date
▸ Coordinated Entry Assessment
▸ Coordinated Entry Event



Data Timeliness

Rationale of 
Timeliness

Entering data in a timely 
manner can reduce human 
error that occurs when too 

much time has elapsed 
between the data collection 
(or service transaction) and 

the data entry

Staff doing the data entry 
may be relying on 

handwritten notes or their 
own recall of a case 

management session, a 
service transaction, or a 

program exit date; therefore, 
the sooner the data is 

entered, the better chance 
the data will be correct

Timely data entry also 
ensures the data is 

accessible when it is 
needed, either proactively 
(e.g. monitoring purposes, 

increasing awareness, 
meeting funded 

requirements), or 
reactively (e.g. responding 

to requests for 
information, responding to 

inaccurate information)

Factors to 
Address

Include Timelines & 
Expectations 

(when data entry will occur)

Cater to Specific Project 
Types (e.g., Emergency 

Shelter, TH, PH, Safe Haven 
etc.)

For example “All data shall 
be entered into HMIS in a 
timely manner” then set 
forth the days/weeks etc. 

Establishing 
Timelines

Should be specific to CoC’s 
needs

Can be configured to coincide 
with Federal and/or Local 
Reporting requirements

Set specific due dates that 
are reasonable and 

attainable



ACTIVITY TIME



Activity #1

Guidelines
Create a timeline of when data 
should be entered into HMIS for 
a project at your agency

Review 
Process Review date Communication Update Period Review 

Updates
Communicate 

Results

How will you 
review each data 
quality item

Set a recurring 
date (e.g. 2nd 
Tuesday of the 
month)

Set a recurring date 
to send out the 
results of the review 
(e.g. 3rd Thursday of 
the month)

Set a recurring 
due date for data 
corrections (e.g. 
4th Thursday of 
the month)

Follow up after 
corrections were 
made

Provide a 
recurring update 
to the 
contributing 
users about the 
program’s data 
quality

Timeliness

CDQI plan 
recommends:
TH/PH/RRH 3 
days
ES- beds 1 day
SO- CLS 1 day

Completeness
Are all the data 
sets and data 
items recorded

Accuracy
Data reflects the 
reality of the 
clients in the 
program

Consistency

Understanding 
of when, how 
and why data 
should be 
collected in 
HMIS

Availability

Data shouldn’t 
be hard to 
access, but be 
readily available 
to everyone that 
requires it



Activity #1

Guidelines

Review Process Review date Communication Update Period Review Updates Communicate 
Results

How will you 
review each data 
quality item

Set a recurring 
date (e.g. 2nd 
Tuesday of the 
month)

Set a recurring 
date to send out 
the results of the 
review (e.g. 3rd 
Thursday of the 
month)

Set a recurring 
due date for data 
corrections (e.g. 
4th Thursday of 
the month)

Follow up after 
corrections were 
made

Provide a 
recurring update 
to the 
contributing 
users about the 
program’s data 
quality

Timeliness

CDQI plan 
recommends:
TH/PH/RRH 3 
days
ES- beds 1 day
SO- CLS 1 day

Review apr and 
monthly staff report Every Tuesday Every wednesday Update within 1 day Review Friday Reach out to cm on 

outstanding issues

Completeness
Are all the data 
sets and data 
items recorded

Run HMIS DQ report 1st Thursday of the 
month

2nd Thursday of the 
month

Corrections due 3rd 
Thursday of the 
month

Review Friday Reach out to cm on 
outstanding issues

Accuracy
Data reflects the 
reality of the 
clients in the 
program

Run Program Roster, 
Program Details, 
Utilization reports

1st Thursday of the 
month

2nd Thursday of the 
month

Corrections due 3rd 
Thursday of the 
month

Review Friday Reach out to cm on 
outstanding issues

Consistency
Understanding of 
when, how and 
why data should 
be collected in 
HMIS

Ongoing. Consider 
conversations and 
emails where 
language is 
inconsistent. 
Consider common 
data quality mistakes

Every Tuesday 1st Tuesday of the 
month

Update list every 
Tuesday 

1 week before 
training

Quarterly training

Availability

Data shouldn’t be 
hard to access, 
but be readily 
available to 
everyone that 
requires it

Store reports and 
data quality reviews 
on a shared drive

First week of the 
quarter

Remind staff where to 
find the information 
2nd week of the 
quarter.
Ask what is 
working/not working

Update processes 
2nd week of the 
quarter

1 week before 
training

Quarterly Training

Create a timeline of when data 
should be entered into HMIS for 
a project at your agency



WHY BAD DATA 
HAPPENS



Why Bad Data Happens

Employees are not trained 
in the importance of data & 

workflow

Sometimes the work 
environment isn’t optimal 

and prevents focus

Overloading 
employees with too 

much work

Prioritizing speed over 
accuracy

Not entering data into 
HMIS correctly or in a 

timely manner

Failing to double-check 
all data entries for 

accuracy



HOW TO AVOID BAD 
DATA;

CLEAN-UP EFFORTS
&

RECOMMENDATIONS



How To Avoid Bad Data 
Clean Up Efforts and Recommendations

▸ Understand Workflow Process
▸ Ongoing Monitoring-ensure data entered is correct and as accurate as 

possible by checking 
○ ROI (Release of Information)
○ Client profile
○ Enrollments
○ Assessments
○ Services

▸ Try to identify primary sources of inaccuracies and entry errors
○ Transcription errors: typing too fast, accidently hitting the wrong keys (etc.)
○ Transposition errors: inputting information in the wrong order (e.g., 2019 is entered as 2091 etc.)

▸ Enter client data as soon as possible
▸ Review Data Quality using HMIS Data Quality Report at least once a month
▸ Correct “null” values as soon as possible
▸ Double check and re-read your entries
▸ Ongoing or as needed training (refresher trainings)



How To Avoid Bad Data 
Clean Up Efforts and Recommendations

In general, you should evaluate and correct data quality quarterly using 
the following schedule

First Month of Quarter

● Begin data quality review, focused on ensuring the 
correct number of clients are enrolled and there 
are no null values

● Make corrections as needed 
(e.g., ensure that no required information, such as 
veteran status, is missing)

Second Month of Quarter

● Review data with relevant program managers 
and/or staff to verify accuracy of data compared to 
other records 

(e.g., ensure that veteran status data entered into HMIS is 
correct)

Third Month of Quarter
● Assess agency workflow to identify process 

improvements that may help ensure high quality 
data is consistently entered into HMIS



“A continuous data quality improvement process 
facilitates the ability of the CoC to achieve 
statistically valid and reliable data. It sets 

expectations for both the community and the end 
users to capture reliable and valid data on persons 

accessing your agency’s programs and services.



HELPFUL REPORTS 
FOR DATA QUALITY



“
At a minimum, you should begin correcting data 
quality issues at least two (2) months before a 

report is submitted to the agency requesting the 
report



Helpful Reports: [HUDX-227] APR

Report that tracks program progress 
and accomplishments in HUD's 

competitive homeless assistance 
programs. The APR provides the 

grantee and HUD with information 
necessary to assess each grantee's 

performance.



Helpful Reports: [HUDX-227] APR

3

12

Select CSV on the Drilldown 
Output Format to export 

details for APR categories



Helpful Reports: [DQXX-110] Duplicate Clients

This report is designed to 
provide a list of suggested 
duplicate clients who are 
receiving services across 

different agencies 
(includes UID, Name, SSN, 

DOB, Added date, Staff and 
Agency Name)

If you confirm that these 
clients are duplicated, 

reach out to the Bitfocus 
Help Desk to request a 

merge. No program 
enrollment data will be 

lost. 



Helpful Reports: [DQXX-103] Monthly Staff Report

This report is designed to provides the following:
● General Data Quality
● User Activity (including the number of 

clients, [both existing and new] that each 
staff member worked with during the time 
frame of report.)

● Data quality by data element (e.g. Date of 
Birth, Race, Ethnicity, Veteran Status, etc.) 
for all clients served



Helpful Reports: [DQXX-102] Program Data Review

This is a program-based 
report that provides 

information on program 
participation duration 
for active and inactive 

clients, while also 
reporting data quality 
scores for the chosen 

program.



Helpful Reports: [HUDX-225] HMIS Data Quality 

The [HUDX-225] 
HMIS Data Quality 

Report is a HUD 
report that reviews 

data quality across a 
number of HMIS data 

elements



Helpful Reports: [GNRL-220] PROGRAM DETAILS REPORT

This report is designed to provide a full list of program participation including details of start 
date, status updates and exit date. Additionally, this report details all of the responses for the 
UDE’s/PDDE’s as well as include assigned staff and staff who created the client. *Please note 
this report will only be available in  zip file that can be viewed with Excel.



Helpful Reports: [SCC-107] ES/TH Utilization Report

This report is 
designed to provide 
details of the number 
of beds and units 
available (capacity) 
and how they are 
occupied (utilization) 
over a period of time.



Helpful Reports: [SCC-107-AD] ES/TH Utilization Report



Helpful Reports
Report Name and Number Report Description

[HUDX-227] Annual 
Performance Report (APR)

● Q5a Total persons served, total persons served by subpopulation- 
youth, vets, total leavers and stayers, total number of chronically 
homeless persons in a program

● Q6a PII error drill downs for Client Doesn’t know/information 
missing

● Q6b error drill downs for relationship to HoH, disabling conditions
● Q6c errors for income at start, annual assessment, and exit
● Q6e Timeliness of data entered at start and exit
● 19a1 income change

[DQXX-110] Duplicate Clients This report is designed to provide a list of suggested duplicate clients 
who are receiving services across different agencies (includes UID, Name, 
SSN, DOB, Added date, Staff and Agency Name)

[DQXX-103] Monthly Staff 
Report

This report is designed to provides the following:
● General Data Quality
● User Activity (including the number of clients, [both existing and 

new] that each staff member worked with during the time frame of 
report.)

● Data quality by data element (e.g. Date of Birth, Race, Ethnicity, 
Veteran Status, etc.) for all clients served



Helpful Reports
Report Name and Number Report Description

[DQXX-102] Program Data 
Review

This is a program-based report that provides information on 
program participation duration for active and inactive clients, 
while also reporting data quality scores for the chosen 
program.

[HUDX-225] HMIS Data Quality 
The [HUDX-225] HMIS Data Quality Report is a HUD report that 
reviews data quality across a number of HMIS data elements
● Provides the error report for data elements that should be 

corrected prior to submitting an APR

[GNRL-220] Program Details 
Report

This report is designed to provide a full list of program 
participation including details of start date, status updates and 
exit date. Additionally, this report details all of the responses for 
the UDE’s/PDDE’s as well as include assigned staff and staff who 
created the client. *Please note this report will only be available 
in  zip file that can be viewed with Excel.

[SCC-107] ES/TH Utilization 
Report

This report is designed to provide details of the number of beds 
and units available (capacity) and how they are occupied 
(utilization) over a period of time.



Helpful Reports: Useful Report for Program Managers



ACTIVITY TIME



Activity #2

Why is regular reporting of client’s income changes (updates) in 
HMIS important to your agency and the client? 
(Choose all that apply)

A. Accurately demonstrates community progress and success
B. It is not common practice to enter this in HMIS for our Agency
C. Demonstrate an increase in the percent of homeless adults who 

gain or increase employment or non-employment cash income 
over time

D. Maintaining timely and accurate HMIS data related to 
employment outcomes is not my responsibility

E. Brings more federal dollars to Santa Clara County



Activity #3

You run the HMIS Data Quality Report for a local Emergency 
Shelter, and you notice that your results for the Personally 
Identifiable Information (PII) table include high rates (80% or 
more) of “Client Doesn’t Know/Client Refused” for the following 
data elements: social security, name, date of birth, and gender. 

• Why do you think there is a data quality/accuracy issue? 
• If so, how might it impact your data overall? 
• What would your next steps be to address this data 
quality/accuracy issue?



Activity #4

You run a bed utilization report for a local Emergency Shelter and 
you notice that your result is less than 65% utilization for the first 
month of the quarter, and then 125% utilization for the last month 
of the quarter. 

• Why do you think there is a data quality/accuracy issue? 
• If so, how might it impact your data overall? 
• What would your next steps be to address this data 
quality/accuracy issue?



Tips

Setting data entry 
deadlines of one or two 

days after intake 
ensures timeliness and 
avoids rushed, sloppy, 

burdensome data 
entry at the end of a 

reporting period. 

The likelihood of 
data entry error 

increases when data 
are collected and 

entered by different 
staff. 

Data  processes should 
include procedures for 

entering new clients, 
updating existing client 

information, handling exit 
data, and re-enrolling 

returning clients. 

What Can 
I Do?

Data for active 
clients should be 

reviewed and 
updated at least 

monthly. 

The highest standards 
should be applied 

toward achieving data 
completeness for the 

identifying fields: name, 
social security number, 

date of birth, and 
gender.



HMIS Guides and Tools

RESOURCES

SNAPS Data TA Strategy to 
Improve Data and Performance

Continuous Data Quality Improvement 
Process Santa Clara Continuum of Care

https://www.hudexchange.info/programs/hmis/hmis-guides/#hmis-data-and-technical-standards
https://files.hudexchange.info/resources/documents/SNAPS-Data-TA-Strategy-to-Improve-Data-and-Performance-Overview.pdf
https://files.hudexchange.info/resources/documents/SNAPS-Data-TA-Strategy-to-Improve-Data-and-Performance-Overview.pdf
http://scc.hmis.cc/wp-content/uploads/2016/10/ContinuousDataQualityImprovementProcess.pdf
http://scc.hmis.cc/wp-content/uploads/2016/10/ContinuousDataQualityImprovementProcess.pdf


CONTACT INFORMATION

Janel Fletcher
Senior Project Administrator 
Santa Clara County
janelf@Bitfocus.com

Alison Wilson
System Analyst
alisonw@Bitfocus.com

Lesly Soto Bright
System Analyst
leslys@Bitfocus.com

SCC Helpdesk Support
sccsupport@Bitfocus.com

SCC Admin. Team
scc-admin@Bitfocus.com

mailto:sccsupport@Bitfocus.com
mailto:scc-admin@Bitfocus.com




SOURCES

Data Quality 201 Strategies to Check the Accuracy of Your System

Reviewing and Improving Data Quality -King County HMIS Training

HMIS Guides and Tools

Continuous Data Quality Improvement Process Santa Clara Continuum of 
Care

https://nhsdc.org/wp-content/uploads/2019/05/2.1.5-Data-Quality-201-Strategies-to-Check-the-Accuracy-of-Your-System.pdf
https://youtu.be/5SBjHsK_hkA
https://www.hudexchange.info/programs/hmis/hmis-guides/#hmis-data-and-technical-standards
http://scc.hmis.cc/wp-content/uploads/2016/10/ContinuousDataQualityImprovementProcess.pdf
http://scc.hmis.cc/wp-content/uploads/2016/10/ContinuousDataQualityImprovementProcess.pdf

