
Start

Is the client on the
Coordinated Access List

already?

Complete a CA/HIFIS
Consent Form

Yes No

Utilize the “Survey
Monkey Checklist” for

intake

Send email to CA
Facilitator to inform of
meeting and to check if
the client is already on

HIFIS and/or Coordinated
Access List CLIENT IS ON CA LIST

Email the CA
Facilitator for next
steps and updates

Complete a VI-SPDAT
if appropriate 

If unsure, VI-SPDATs
can be completed at

next appointment 

Input above
information into

Survey Monkey intake

Post Intake Follow-Up

Any changes or updates on Document Readiness:

Any changes or updates on Housing Needs :

Client’s sleeping arrangements or housing has changed:

Meetings  to ensure client remains actively homeless on HIFIS

Important Communications to CA Facilitator

Examples: has ID; on Housing NB Wait list; has income; arrears, payment plan, or amount owing
for NB Power or Housing NB

Examples: changes to unit size (bedrooms) or unit type (couple, single, etc.); requires pet friendly unit;
requires children friendly unit; accessibility needs; ARF/SCH needs; LGBTQ+ status; pregnancy;  any
other housing related information.

If a client has become housed, left community, or sleeping arrangements have changed (sleeping rough,
couch surfing, vehicle, incarcerated, hospitalized, etc.)

COORDINATED ACCESS & HIFIS INTAKE
PROCESS FLOWCHART - NON HIFIS

USERS

https://sjhdc.ca/wp-content/uploads/2024/09/CA_HIFIS-Consent_Saint-John-2023-12-05.pdf
https://sjhdc.ca/wp-content/uploads/2024/09/CA_HIFIS-Consent_Saint-John-2023-12-05.pdf
https://www.dropbox.com/scl/fi/ka5098alimxif2macwfhw/Checklist-for-intake.pdf?rlkey=67ht8wupntpzjocs7guaoc70r&st=3m3p6jwk&dl=0
https://www.dropbox.com/scl/fi/ka5098alimxif2macwfhw/Checklist-for-intake.pdf?rlkey=67ht8wupntpzjocs7guaoc70r&st=3m3p6jwk&dl=0
https://www.dropbox.com/scl/fi/ka5098alimxif2macwfhw/Checklist-for-intake.pdf?rlkey=67ht8wupntpzjocs7guaoc70r&st=3m3p6jwk&dl=0
https://www.dropbox.com/scl/fi/9t9obtz89lbl0bgno11nk/Housing-Needs-Table-infographic_July2024.pdf?rlkey=0817x75gtpyw9wwjgiqwxaiuj&st=vrouyhco&dl=0
https://www.dropbox.com/scl/fi/fgmpooq8o6k5n688kv8yh/Client-State-Triggers-CA-intake-flowchart.pdf?rlkey=o2j6kvb8ndt0syb8ojjoqjg1p&st=lh0mksta&dl=0
https://www.dropbox.com/scl/fi/fgmpooq8o6k5n688kv8yh/Client-State-Triggers-CA-intake-flowchart.pdf?rlkey=o2j6kvb8ndt0syb8ojjoqjg1p&st=lh0mksta&dl=0
https://www.dropbox.com/scl/fi/fgmpooq8o6k5n688kv8yh/Client-State-Triggers-CA-intake-flowchart.pdf?rlkey=o2j6kvb8ndt0syb8ojjoqjg1p&st=lh0mksta&dl=0

