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If you have any questions regarding this guide, please contact:  

The County of Wellington Housing Services Department at 519.837.2670 extension 3150.   
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1. Introduction 
 
Coordinated Entry is a standardized approach to assessing a homeless individual or family’s, 
needs and the services they may require to achieve housing stability.  Having an effective 
Coordinated Entry System streamlines access to housing and supports for homeless individuals 
and families.  
 
The Guelph-Wellington Coordinated Entry System was implemented in 2017 to improve 
coordination and service delivery among Wellington County’s Housing Stability System to 
individuals and families that are experiencing homelessness or at risk of homelessness. Service 
Providers that make up the Housing Stability System work together to assesses people’s 
housing-related needs, prioritizes them for resources, and links those in need to housing and a 
range of supports. 
 
This guide has been developed to assist Service Providers understand and deliver the 
standardized CES process, including sharing information, intake and assessment process, 
prioritization and by-name-list administration. 
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What is the Guelph-Wellington Coordinated Entry System? 
 
Coordinated Entry is a shared and standardized method for connecting individuals or families 
experiencing homelessness or at risk of homelessness to the resources available within the 
County of Wellington Housing Stability System (Appendix A). 
 
Families and individuals are assessed using OrgCode’s Vulnerability Index-Service Prioritization 
Decision Assistance Tool (VI-SPDAT) at a door agency. The VI-SPDAT’s a pre-screening, or triage 
tool that is designed to be used by all providers within a community to quickly assess the health 
and social needs of homeless persons. VI-SPDAT’s are completed immediately with families and 
individuals if there has been a previous experience of homelessness. If this is the first 
experience of homelessness, the VI-SPDAT will be completed after 7-14 days if they have not 
secured housing.  
 
Door Agencies include: Community Resource Centre of North and Centre Wellington, County of 
Wellington Social Services, East Wellington Community Services, Family & Children’s Services of 
Guelph and Wellington County, Rural Wellington Community Team, Specialized Outreach 
Services (SOS), Welcome In Drop In Centre, Women in Crisis, and Wyndham House.  
 
Once assessed, families and individuals are added to the Guelph-Wellington By-Name List 
(BNL). A By-Name List is a real-time, up-to-date list of all people experiencing homelessness in 
our community. BNL’s allow communities to know every person experiencing homelessness by 
name to facilitate decisions around how best to refer individuals experiencing homelessness to 
housing resources.  
 
The by-name list will inform referrals to appropriate housing services and supports. Families 
and individuals that are prioritized through the Coordinated Entry System will be referred to the 
appropriate services and supports through a Housing Stability Working Group, made up of key 
partners in the housing stability system. 
 
Guiding Principles of Guelph-Wellington Coordinated Entry System 
 
The Guelph-Wellington Coordinated Entry System (CES) is guided by the principles and goals 
outlined in “A Place to Call Home” A 10-year Housing and Homelessness Plan for Guelph-
Wellington, Five Year Update, the 20,000 Homes Campaign, and the philosophy of Housing 
First. 

The benefits of the CES for our community are: 

• Creation of a real time, up to date By-Name List of all people experiencing homelessness 
in our community and the ability to track each person’s progress towards a housing 
placement  

• Enhanced coordination among homeless system providers 
• Adoption of a Common Assessment Tool to assess client vulnerability and need 
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• Ability to prioritize services based on who needs it the most and matching them to 
resources that fit their needs  

• Ability to better understand the inflow and the outflow of clients within the homeless 
system 

• Provides the data required to assist with future system planning and advocacy 
• Reduce the number of people experiencing homelessness or at risk of homelessness 

  
Housing First is a recovery-oriented approach to ending homelessness that centers on quickly 
moving people experiencing homelessness into independent and permanent housing and then 
providing additional supports and services as needed1. 
 
The five (5) core principles are as follows2:  
 

1) Immediate access to permanent housing with no housing readiness requirements;  
2) Consumer choice and self-determination;  
3) Recovery oriented;  
4) Individualized and client-driven supports; and  
5) Social and community integration.  

 
2. Background 
 
In 2014, the County commissioned an implementation plan to establish more specific strategies 
to address homelessness, with a focus on Housing First. In 2015, a new Housing First 
programme was established. This programme is delivered by two community agencies – 
Welcome In Drop In Centre and Wyndham House – who employ three intensive case managers, 
who collectively support an average of 45 youth and adult households experiencing chronic 
homelessness. As of January 2018, 12 individuals have successfully completed the Housing First 
programme , which is to say they are maintaining housing stability and require low level 
supports. 
 
In 2016, the County of Wellington and the Guelph and Wellington Task Force for Poverty 
Elimination signed on to co-lead a local campaign with “20,000 Homes” - a national change 
movement focused on ending chronic homelessness in 20 communities and housing 20,000 of 
Canada’s most vulnerable homeless people by July 1, 2020. To kick off the local campaign, the 
County and Poverty Task Force co-hosted the first ever Registry Week in Guelph-Wellington in 
April 2016. The data collected during Registry Week 2016 was used to start a By-Name List 
(BNL). This list identifies individuals experiencing homelessness by name and vulnerability score 
(captured through a standardized assessment tool), and is used to inform referrals to housing-
specific supports and services. Guelph-Wellington was the fourth community in Canada to 
achieve a quality BNL.  

                                                      
1 Based on Canadian Observatory on Homelessness 2017   
2 Based on Housing First in Canada: Supporting Communities to End Homelessness 2013   
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In February 2017, the Guelph-Wellington 20,000 Homes Campaign worked with community 
partners to develop and implement a Coordinated Entry System (CES). The CES is a client-
centered and standardized process for assessing and prioritizing housing related needs. Since 
its implementation, the CES process is used to prioritize an individual’s housing needs, reducing 
homelessness, and improving the community’s response to homelessness.  

In April 2018, a follow up PiT Count/Registry Week was held, with funding support from the 
federal Homelessness Partnering Strategy. The need to develop a specialized outreach strategy 
to connect with Indigenous peoples experiencing homelessness was identified during the 
planning process. Funding from the Guelph Community Health Centre’s Indigenous Healing & 
Wellness Program supported the hiring of an Indigenous Homelessness Community Coordinator 
to focus on engaging the Indigenous community in the count.  

In March 2019, after reaching the national goal of housing 20,000 individuals the 20,000 Homes 
Campaign announced it will relaunch as Built for Zero Canada (BFZ-C.)  The County of 
Wellington will continue with BFZ-C, ambitious national change effort helping a core group of 
leading communities end chronic homelessness.  

BFZ-C uses a structured, supportive and data-driven approach that focuses on optimizing local 
homeless systems, accelerating the adoption of proven practices and driving continuous 
improvement.  

3. Adding to the BNL 
 
In order to participate in the CES, staff at Door Agencies complete an Oath of Confidentiality 
(Appendix B). Door Agencies that are using the Homeless Individuals and Families Information 
System (HIFIS) will be required to sign the County of Wellington HIFIS Data Sharing Protocol 
Agreement (Appendix C). 

Consent and confidentiality agreements allow Service Providers that make up the Housing 
Stability System to work together to find appropriate supports and housing placement for 
households. 

BNL Eligibility 
 
Each Door Agency Lead has access to the current Guelph-Wellington By-Name List. If the family 
or individual is already on the By-Name List, the Common Assessment Tool will only be updated 
if there has been a major life event that could change the previous survey results.  

Staff at Door Agencies will determine if the family or individual is experiencing homelessness in 
one of the following ways3: 

• Unsheltered: Living on the streets or in places not intended for human habitation  

                                                      
3 http://www.homelesshub.ca/sites/default/files/COHhomelessdefinition.pdf 

http://www.homelesshub.ca/sites/default/files/COHhomelessdefinition.pdf
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• Emergency sheltered: Staying in overnight shelters for people who are homeless, as 
well as shelters for those impacted by family violence 

• Provisionally accommodated: Those whose accommodation is temporary or lacks 
security of tenure  

• Risk of homelessness: Referring to people who are not homeless, but whose current 
economic and/or housing situation is precarious or does not meet public health and 
safety standards.  
 

Each Door Agency Lead has access to the current Guelph-Wellington By-Name List. If the family 
or individual is already on the By-Name List, the Common Assessment Tool will only be updated 
if there has been a major life event that could change the previous survey results. 

Administering the Common Assessment Tool (CAT) 
 
A Common Assessment Tool uses a standardized scoring system to assist communities in 
determining the appropriate level of intervention for the homeless individual or family. These 
interventions, in all cases, should result in a permanent housing placement and facilitate 
referrals to the existing inventory of housing availability4. The CAT being used in Guelph-
Wellington to add individuals and families to the By-Name List is the VI-SPDAT. There are three 
versions being used for different populations:  

• VI-SPDAT – Includes individual adults 25 years and over 
• TAY-VI-SPDAT – Includes unattached youth 24 years and younger  
• F-VI-SPDAT – Includes family units (households with dependents under 18)  

Trained Door Agency staff will choose the appropriate VI-SPDAT (Appendix D) to be completed 
with the individual or family. Prior to completing the assessment staff will review the 
Introductory Script and the HIFIS Collection and Release of Information (Appendix E). 

The completed CAT and HIFIS Collection and Release of Information are submitted to the 
Guelph-Wellington Coordinated Entry System Lead to be entered into the BNL. Door Agencies 
have a checklist to assist with the steps outlined above (Appendix F). At any time, an individual 
can request to be removed from the BNL by informing the County of Wellington’s Housing 
Stability Coordinator. 
 
For individuals that want to be added to the BNL who are not able to complete the CAT, Door 
Agency staff will complete a consent to add them to the BNL and create a plan to continue 
engaging the individual to complete the CAT.  
  

                                                      
4 https://cmtysolutions.org/minimum-requirements-common-assessment-tool 

https://cmtysolutions.org/minimum-requirements-common-assessment-tool
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Updating the BNL 

The BNL is currently managed by the County of Wellington Housing Stability Coordinator in a 
secure Excel database. Door Agency Lead staff have access to the BNL hosted by the County of 
Wellington in a secure location and can update an individual’s status (see Appendix G). Door 
Agencies update the BNL on a monthly basis to ensure that the BNL is as up to date as possible 
to assist with avoiding delays in prioritizing individuals for service. All BNL information viewed 
or accessed in all forms, written, electronic or printed, is to be treated as confidential in all 
forms. Work is underway to use HIFIS to manage the BNL in real time.  

Inflow and Outflow 

The BNL tracks the status change for each individual. Inflow represents the number of 
individuals that are currently homeless in our community. Inflow consists of individuals that 
have become newly identified as homeless, returned from a housing placement, or returned 
from inactive status. Outflow reflects the number of individuals that have found a permanent 
housing placement or become inactive (moved, no contact, incarcerated). 

 

INFLOW OUTFLOW 
• newly identified • permanent housing placement 
• returned from a housing 

placement 
• become inactive (moved, no 

contact, incarcerated)  
• returned from inactive status  

 
Inactivity Status 
 
In the case where an individual or family has not been in contact with a Door Agency and meets 
the criteria in the BNL status for “Inactive” their status on the By-Name List may be changed to 
“Inactive”. If the individual or family reconnects with a Door Agency, the Door Agency will 
update the status to “Active”.  

INACTIVE: 

• Inactive - No Contact - after 90 days of no contact (status changed after 3 contact 
attempts).     

• Inactive – Moved to Other Community 
• Inactive – Incarcerated (status changed after 90 days of incarceration).     
• Inactive – Systems – i.e. hospitalization, institutionalization (status changed after 90 

days).      
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Prioritization 
 
Once an individual has been added to the BNL they are prioritized for housing supports when 
programmme spaces become available. Programme matches are determined by the eligibility 
criteria for an agency. The individual with the highest prioritization that meets the programmes 
eligibility criteria will be matched. 

Prioritization is determined based on the following criteria and matched within a programmes 
eligibility requirements: 

1. VI-SPDAT Score 
2. Chronic Homelessness 
3. Household Type (adult, youth, and family) 
4. Age 

While an individual is waiting to be matched, they can continue to access supports and 
resources in the community and services will continue to be offered by the referring Door 
Agency. 

4.   Housing Stability Working Group (HSWG) 
 
The Housing Stability Working Group (HSWG) is a community group of service providers that 
meet regularly to improve the continuity of care for people experiencing homelessness with the 
highest complexity of needs, by developing a strategic case plan with relevant stakeholders. 
The HSWG meetings will foster collaboration and communication among community partners 
to support the individuals on the BNL. 

Service providers participating in the HSWG complete an Oath of Confidentiality (Appendix B) 
and agree to the HSWG Terms of Reference (Appendix H). The main roles and responsibilities of 
the HSWG are as follows: 

1. Ensure the BNL is up to date 
2. Address placement of people into programs with available space based on triaging those 

with the highest need 
3. Problem solve how to reduce barriers for supports and services 
4. Identify gaps and barriers, provide feedback and recommendations for policy changes to 

the Guelph-Wellington 20,000 Homes Operations Committee to become part of the 
larger policy change that is being undertaken.  

Dispute Resolution 
 
If a systemic or case specific dispute arises, the following procedures will be used to resolve 
them. 

Examples of case specific disputes are: 
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• accuracy of assessment scores 
• prioritization on the BNL 
• program placement 

Disputes of this nature will be addressed using the steps below: 

1. Members of the HSWG will discuss the issue during their meeting and seek a resolution. 
2. If a resolution is not achieved during Step 1, the Housing Stability Coordinator will bring 

the issue forward to the Housing Stability Manager. The Housing Stability Manager will 
involve other managers as necessary depending on the issue to seek a resolution. 

3. If Step 1 and 2 are not able to resolve the issue, it will be brought forward to the Built 
for Zero Operations Committee to recommend a resolution. 

Examples of systemic disputes are: 

• administrative or procedural differences 
• differences in service philosophy, principles, or policies 

Disputes of this nature will be addressed using the steps below: 

1. Staff will identify the nature of the dispute and discuss it with their manager. 
2. Managers identified as part of the dispute will discuss the issue to seek a resolution. 
3. If a resolution is not achieved during Step 2, the Housing Stability Manager will bring the 

issue forward to the Built for Zero Operations Committee to recommend a strategy to 
resolve the issue. 
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Appendix A: Guelph-Wellington Coordinated Entry System 
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Appendix B: CES Oath of Confidentiality 

  



   
 

14 | P a g e  
 

Appendix C: County of Wellington HIFIS Data Sharing Protocol 
Agreement 



   
 

15 | P a g e  
 

 



   
 

16 | P a g e  
 

Appendix D: VI-SPDAT 
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Appendix E: HIFIS Collection and Release of Information 
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Appendix F: CES Door Agency Checklist 
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Appendix G: BNL Statuses 
 
Permanently housed  

A family or individual is considered ‘permanently housed’ if their housing situation meets all the 
following criteria: 

• There is no designated length of stay (i.e. it is meant to be long-term) 
• They have a tenancy agreement that provides them protection under the 

Residential Tenancy Act  

This includes individuals that have moved back to a family home (i.e. family reunification).   

Temporarily housed   

A family or individual is considered ‘temporarily housed’ if their housing situation meets any of 
the following criteria:  

• There is a designated length of stay  
• It is meant to bridge the gap between homelessness to permanent housing  
• They are not protected under the Residential Tenancy Act   

All BNL statuses of temporarily housed status will be reviewed after 90 days to determine if the 
housing placement is more permanent in nature.  

Active: Homeless   

Anyone that completes the VI-SPDAT will automatically fall into this category. This category 
should be checked if a family or individual previously fell into a different category and has 
returned to homelessness (e.g. a person completed the VI-SPDAT when they were homeless. 
They were then housed and updated as ‘permanently housed.’ They then lost their permanent 
housing and have returned to homelessness 

Active: Connected  

A family or individual is considered to be Active Connected when they are currently 
experiencing homelessness, but have been connected to a housing-specific program or worker 
(e.g. Housing First).  

Inactive - No Contact 

The participant is moved to Inactive - No contact status after 90 days of no contact.  After the 
door agency has identified that an individual or family should be moved to Inactive – No 
Contact the lead door agency (County of Wellington Social Services) will attempt to contact 
each individual or family 3 times using the contact information available before they are moved 
to an inactive status.   
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Inactive – Moved to Other Community 

If it is known that the individual or family has left the community to reside in a new location 
outside of Guelph-Wellington that is not considered temporary, they will be immediately 
changed to an Inactive – Moved to Other Community status.  

Inactive – Incarcerated 

Participant should be moved to Inactive – Incarcerated status after 90 days of incarceration. 

Inactive – Systems (hospitalization, institutionalization) 

Participant should be moved to Inactive - Systems status after 90 days of hospitalization or 
institutionalization. 

Return from Inactive Status 

Individuals that return to the community should be returned to the “Active” By Name List.  If 
appropriate complete a new VI-SPDAT, this can include a major life event.  If the participant has 
been inactive for over 6 months a new VI-SPDAT should be completed. 
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Appendix H: Housing Stability Working Group (HSWG) Terms of 
Reference 
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