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Fairfield County CAN / Opening Doors of Fairfield County  

Housing System Operations Manual 

Principles, Policies and Procedures  

 

Introduction 

 

i) Purpose of the Manual 

This Housing System Operations Manual is a system guide for the Fairfield County CAN, the 

Regional Crisis Response Committee members, and all other individuals and programs involved in 

the implementation of the Coordinated Housing System of Opening Doors of Fairfield County.  

This system covers the following communities—Greenwich, Stamford, New Canaan, Darien, 

Norwalk, Wilton, Westin, Westport, Fairfield, Bridgeport, and Stratford.   It provides a description 

of the principles, operating policies and procedures for the Coordinated Housing System, and 

includes information the staff need in order to maintain consistent and transparent operations.  

The manual also includes information about the way services are delivered to participants, and 

how the provider community can remain accountable to the clients they serve. 

 

ii) How to Use the Manual  

The Housing System Manual is broken down into sections for ease of use and reference.  The 

document first includes a set of regional guiding principles, meant to identify best practices and 

ideal operations for the system.  The subsequent portion of the document outlines and identifies 

both general practice requirements and specific program/intervention eligibility, prioritization, 

and practice requirements.  Verifications, sub-population-specific information, and additional 

policies are outlined to follow, along with definitions for reference.  The major topic headers are 

labeled with Roman numerals.  All relevant sub-headers and information are labeled 

alphabetically.  An Appendix can be found at the end of the manual with all relevant forms and 

documents.   

The Housing System Manual is intended to be a dynamic document that the Opening Doors of 

Fairfield County’s Regional Crisis Response Committee and the Fairfield County CAN can update 

as the system evolves and when information requires revision.   

 

iii) Frequency of Manual Updates  

The Housing System Manual will be updated as part of the Regional Crisis Response Committee 

and Fairfield County CAN review process.  Community staff and providers are encouraged to note 

changes and updates in their manual, and provide comments on suggested revisions and edits to 

the System Coordinator and/or Co-Chairs of the committee during the review process.  A 

thorough review and analysis of the system, including implementation of any agreed upon 
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revisions or changes, will be completed after six months of system operation (to be conducted 

during the months of February and March, 2016).  All findings as a result of the review will be 

synthesized and translated into recommendations for amendments and alterations for final 

approval by the Coordinating Council and the Fairfield County CAN. 
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Guiding Principles 

 

i. Community Collaboration  

❖ At the heart of the Fairfield County CAN and the Coordinated Housing System is the belief 

that working collectively and collaboratively will maximize the impact of services delivered, 

and result in a more efficient and effective crisis response system that will result in ending 

homelessness in Fairfield County, CT.   

 

ii. Housing First and a Low Barrier Approach to Entry  

Housing First is a programmatic and systems approach that centers on providing homeless people 

with housing quickly and then providing services as needed using a low barrier approach that 

emphasizes community integration, stable tenancy, recovery and individual choice.   

❖ Housing is a basic human need that must be met in order for someone to successfully make 

a major change in his/her life.  

❖ As such, individuals and families experiencing homelessness should be offered immediate 

access to permanent housing opportunities without being required to abstain from using 

substances, agree to treatment, being compelled to participate in services, or any other 

unnecessary prerequisites.   

 

iii. Community Integration and Recovery 

❖ Building a feeling of community among tenants and helping tenants reconnect with their 

family, friends, and others in the mainstream community is a vital component to helping a 

homeless individual overcome the stigma and isolation of being homeless, disabled or in 

poverty. 

❖ Housing is integrated into the community and tenants have ample opportunity and are 

supported to form connections outside of the project, including accessibility to community 

resources and services such as schools, libraries, houses of worship, grocery stores, 

laundromats, doctors, dentists, parks, and other recreation facilities.  Services are designed 

to help tenants build supportive relationships, engage in personally meaningful activities, and 

regain or develop new roles in their families and communities. 

❖ Services are recovery-based and designed to help tenants gain control of their own lives, 

define their personal values, preferences, and visions for the future, establish meaningful 

individual short and long-term goals, and build hope that the things they want out of life are 

attainable.  Services are focused on helping tenants achieve the things that are important to 

them and goals are not driven by staff priorities or selected from a pre-determined menu of 

options. 
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iv. Lease Compliance and Housing Retention  

❖ Tenants are expected to comply with a standard lease agreement and are provided with 

services and supports to help maintain housing and prevent eviction.  Visitors are expected to 

comply with requirements in the lease agreement.  As such, leases do not include 

stipulations beyond those that are customary, legal, and enforceable under Connecticut Law.  

 

v. Separation of Housing and Services 

❖ Projects are designed in such a manner that the roles of property management (e.g. housing 

application, rent collection, repairs and eviction) and supportive services staff are clearly 

defined and distinct.  

 

vi. Tenant Choice 

❖ Efforts are made to maximize tenant choice, including type, frequency, timing, location and 

intensity of services and whenever possible, choice of neighborhoods, apartments, furniture, 

and décor.  

 

vii. Prioritization  

❖ All services and interventions must be prioritized to ensure that the impact of all programs 

and services are maximized, and all households at-risk of or experiencing homelessness are 

provided with an appropriate amount of support to successfully return them to stable 

housing.    

❖ Opening Doors of Fairfield County will prioritize all eligible veterans and chronically homeless 

individuals and families for housing resources as part of its commitment to the Zero: 2016 

Campaign.   

❖ Prioritization and Fair Housing Clause:  The Fair Housing Act prohibits discrimination in 

housing on the basis of race, color, religion, sex, family status, national origin, or disability.  

Other than prohibiting the seven bases of discrimination listed above, the Act does not limit 

the considerations that may be taken into account in making a housing decision, or prevent 

the adoption of preferences as long as those preferences do not violate the rights of one of 

those seven classes.  The Act permits preferences for persons who are disabled.  

 

viii. Non-Discrimination  

❖ Providers shall have non-discrimination policies in place and assertively outreach to people 

least likely to engage in the homeless system, and must comply with all federal statues 

including the Fair Housing Act and the Americans with Disabilities Act.   

 

ix. Progressive Engagement  
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❖ Opening Doors of Fairfield County will adopt the Progressive Engagement service delivery 

strategy, using the lightest touch possible for each household to be successful in housing, 

and conduct continuous reassessments to seamlessly provide households with additional 

support when necessary.  As a result, providers will be responsive to the needs of the 

household while ensuring that interventions are right-sized to provide the greatest efficiency 

for the agency and the system.  
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General Practice Requirements 

 

i. Common Triage / Assessment Tool  

➢ Opening Doors of Fairfield County will use the Vulnerability Index and Service Prioritization 

Decision Assistance Tool (VI-SPDAT) and the Family VI-SPDAT as the common assessment 

tools to screen any single individual or family experiencing homelessness.  The VI-SPDAT is 

an evidenced-informed tool for assessing the health and social needs of homeless individuals 

and families to identify the appropriate level of housing intervention to resolve a household’s 

homelessness. 

➢ All Permanent Supportive Housing (PSH), Emergency Shelter (ES), Transitional Housing 

(TH), and Rapid Rehousing (RR) programs funded with CoC and ESG Funds in the Fairfield 

County CAN jurisdictions are required to use this tool as the primary means of assessing and 

prioritizing households for homeless services. 

➢ All assessors must be trained on proper administration of the tool and entry onto the 

Regional Housing Registry Database.  Training will be provided by Supportive Housing Works.  

➢ All assessors must use standardized messaging to ensure that the assessment process and 

its results are communicated clearly and consistently across the region.  This messaging 

must contain the following components: 

▪ The name of the assessor and their affiliation (organization that employs them, 

volunteer as part of Point in Time Count, etc) 

▪ The purpose of the VI SPDAT being completed 

▪ That is usually takes less than 10 minutes to complete  

▪ That only “Yes”, “No”, or one word answer are being sought  

▪ That any question can be skipped or refused 

▪ Where the information is going to be stored 

▪ That if the participant does not understand a question or the assessor does not 

understand the question that clarification can be provided 

▪ The important of relaying accurate information to the assessor and not feeling that 

there is a correct or preferred answer that they need to provide, nor information they 

need to conceal  

 

ii. Regional Housing Registry 

➢ The Fairfield County CAN has a centralized and prioritized list of all individuals and families 

experiencing homelessness, termed the Regional Housing Registry.  This list provides the 

Fairfield County CAN with a uniform process to be used across the community for matching 

individuals and families to an appropriate intervention in accordance with evidenced-based 

tools (the VI-SPDAT), and prioritizing placement into housing.   
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➢ All state and federally funded permanent housing programs must eliminate individual 

program waitlists.  The Regional Housing Registry will operate as a single, consolidated 

waitlist for all programs.   

➢ Official Waitlist Purging Policies and Procedures to be included in subsequent versions of 

this document. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Program Eligibility, Prioritization, and Practice Requirements 

 

i. Permanent Supportive Housing / Housing First Collaboratives 
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Permanent Supportive Housing combines affordable housing with services to help people who face 

the most complex challenges live with stability, autonomy, and dignity.  Permanent Supportive 

Housing programs and the Housing First Collaboratives provide this more intensive housing and 

service intervention to individuals and families who can otherwise not secure and sustain stable 

housing.   

 

Participant Eligibility  

➢ All Permanent Supportive Housing providers may not use screening criteria or selection 

practices that exceed those required by the program or project’s funding source, including 

but not limited to abstinence from substances, completing of or compliance with treatment, 

participation in services, or any other factors that might indicate a lack of “housing 

readiness”.    

➢ Programs may consider additional criteria on a case by case basis as necessary to ensure the 

safety of other residents and staff.  

➢ At minimum, households are eligible for Permanent Supportive Housing if they meet the 

definition of chronically homelessness according to HUD program guidelines.  

➢ The target population served by the PSH Providers and the Housing First Collaboratives is 

defined as: 

▪ Chronically homeless  

▪ Individuals identified through the Social Innovation Fund Program or FUSE Program as 

high users of hospital care, corrections and homelessness systems  

➢ All program participants must have come through the Coordinated Access Network, 

completed a VI-SPDAT or Family VI-SPDAT and have been entered onto the Regional 

Housing Registry.  Exceptions can be made only for households who are highly vulnerable 

and therefore unable to navigate a traditional system and complete a VI-SPDAT / Family VI-

SPDAT otherwise. 

 

Participant Prioritization  

As adopted by Opening Doors of Fairfield County, PSH beds shall use the order of priority established 

in HUD Notice CPD‐14‐012: Prioritizing Persons Experiencing Chronic Homelessness and Other 

Vulnerable Homeless Persons, which defines which chronically homeless people get priority access 

to PSH Beds. 

Full notice available at: https://www.hudexchange.info/resource/3897/notice‐cpd‐14‐012‐

prioritizing‐persons‐experiencing‐chronic‐homelessness‐in‐psh‐andrecordkeeping‐

requirements/ 

Excerpts from HUD Notice CPD‐14‐012: Prioritizing Persons Experiencing Chronic Homelessness 

and Other Vulnerable Homeless Persons:  

https://www.hudexchange.info/resource/3897/notice‐cpd‐14‐012‐prioritizing‐persons‐experiencing‐chronic‐homelessness‐in‐psh‐andrecordkeeping‐requirements/
https://www.hudexchange.info/resource/3897/notice‐cpd‐14‐012‐prioritizing‐persons‐experiencing‐chronic‐homelessness‐in‐psh‐andrecordkeeping‐requirements/
https://www.hudexchange.info/resource/3897/notice‐cpd‐14‐012‐prioritizing‐persons‐experiencing‐chronic‐homelessness‐in‐psh‐andrecordkeeping‐requirements/


Reviewed and approved by ODFC Coordinating Council in July, 2015 

9 
 

Order of Priority in CoC Program‐funded PSH Beds Dedicated to Persons Experiencing Chronic 

Homelessness and PSH Beds Prioritized for Occupancy by Persons Experiencing Chronic 

Homelessness 

(a) First Priority–Chronically Homeless Individuals and Families with the Longest History of 

Homelessness and with the Most Severe Service Needs. 

i. The chronically homeless individual or head of household of a family has been 

homeless and living in a place not meant for human habitation, a safe haven, or in an 

emergency shelter for at least 12 months either continuously or on at least four 

separate occasions in the last 3 years, where the cumulative total length of the four 

occasions equals at least 12 months; AND 

ii. has severe service needs (see Section I.D.3. of this Notice for definition of severe 

service needs). 

(b) Second Priority–Chronically Homeless Individuals and Families with the Longest History 

of Homelessness. 

i. The CH individual or head of household of a family has been homeless and living in 

a place not meant for human habitation, a safe haven, or in an emergency shelter for 

at least 12 months either continuously or on at least four separate occasions in the 

last 3 years, where the cumulative total length of the four occasions equals at least 

12 months; AND 

ii. does not have severe service needs. 

(c) Third Priority–Chronically Homeless Individuals and Families with the Most Severe 

Service Needs. 

i. The CH individual or head of household of a family has been homeless and living or 

residing in a place not meant for human habitation, a safe haven, or in an emergency 

shelter on at least four separate occasions in the last 3 years, where the total length 

of those separate occasions equals less than one year; 

AND 

ii. has severe service needs. 

(d) Fourth Priority–All Other Chronically Homeless Individuals and Families. 

i. The CH individual or head of household of a family has been homeless and living in 

a place not meant for human habitation, a safe haven, or in an emergency shelter for 

at least 12 months either continuously or on at least four separate occasions in the 

last 3 years, where the cumulative total length the four occasions is less than 12 

months; AND 

ii. does not have severe service needs. 

Severity of Service Needs. 

(a) For the purposes of this Notice, an individual who has the most severe service needs is 

one for whom at least one of the following is true: 
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i. History of high utilization of crisis services, including but not limited to, ER’s, jails, & 

psychiatric facilities; OR 

ii. Significant health or behavioral health challenges or functional impairments 

which require a significant level of support in order to maintain permanent housing.  

 

Severe service needs as defined in paragraphs i. and ii. above should be identified and verified 

through data‐driven methods such as an administrative data match or through the use of a 

standardized assessment tool that can identify the severity of needs.  The Fairfield County CAN and 

ODFC utilize the VI SPDAT for such purposes.  The determination must not be based on a specific 

diagnosis or disability type, but only on the severity of needs of the individual or family. 

 

Program Practice Requirements 

➢ PSH units and facilities must look and feel similar to other types of housing in the 

community and to avoid distinguishing the housing as a program that serves people with 

special needs.  

➢ Retention in housing is contingent only on lease compliance.   No program rules beyond 

those that are customary, legal, and enforceable through a lease are applied.  Therefore, 

tenants are not terminated involuntarily from housing for refusal to participate in services or 

for violation program rules that are not stipulated in the lease.   

➢ PH providers only terminate occupancy of housing in cases of noncompliance with the lease 

or failure of a tenant to carry out obligations under Connecticut’s Landlord and Tenant Act.  

In order to terminate housing, PH providers are required to use the legal court eviction 

process.  

➢ Property management and support service functions must be provided either by separate 

legal entities or by staff members whose roles do not overlap, with clearly defined processes 

for communication and coordination between the two to support stable tenancy and protect 

client confidentiality.  

➢ Staff only intervenes in matters of client choice when someone presents a danger to self or 

others.  

 

Identifying Occupants for Vacancies Procedure 

➢ All state and federally funded PSH providers must notify the Regional Housing Registry 

Manager as soon as an upcoming vacancy has been identified, or within 72 hours of the unit 

becoming vacant.   

➢ A representative from the PSH Agency must then attend the next Housing Placement 

Meeting (or any other community-based, collaborative housing placement group as identified 

by the community) in the community where the vacancy exists to discuss and identify 

potential occupants, based on prioritization criteria, for the unit.   
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➢ The Regional Housing Registry Manager can, if necessary, identify potential occupants from 

the Registry, in prioritized order, and provide agency staff with outreach and engagement 

information. 

➢ The Receiving Agency, or the agency that will be housing the individual or family, is 

responsible for outreaching households, completing any necessary secondary screening 

process, and completing any paperwork required for occupancy unless such roles and 

responsibilities are otherwise defined by the community.   

➢ All decisions must be documented on the Regional Housing Registry in the form of a case 

note, including both client and provider decline decisions in accordance with the Client 

Choice and Provider Decline Policies outlined in this document.  

➢ All households housed must be documented on the Housing Registry by updating their 

Housing Status field as “Housed”.  A case note must be provided with the date, housing type, 

and provider information. 

 

ii. Rapid Rehousing (CT Rapid Rehousing Program and DOH Short Term Rapid Rehousing) 

 

The CT Rapid Rehousing Program and DOH Short Term Rapid Rehousing Assistance Fund are both 

designed to assist homeless households (individuals and families) as they quickly move out of 

homelessness (Category 1, as defined by HUD) and into permanent housing through the provision of 

time-limited housing support and strategies with the ultimate goal of housing.  CT RRP and DOH 

STRR uses a combination of housing retention and stabilization services combined with financial 

assistance, if necessary, to assist homeless households to move as quickly as possible into 

permanent housing and achieve housing stability.   

 

Rapid Re-housing Coordination is the first phase in the CT-RRP’s two part approach to rapid 

rehousing services.  The Rapid Re-housing Coordinator (or equivalent job title) provides coordinated 

screening and assessment, intake, diversion services, and housing stabilization assistance to 

households recommended for the CT RRP on the Regional Housing Registry.  The focus of rapid re-

housing coordination is housing relocation and stabilization services – moving the family quickly from 

shelter and into permanent, stable housing of their choosing, while linking the family with the 

resources needed to do so.  The goal of Rapid Re-housing Coordination is for the household to have 

signed a lease within 45 days of a determination of program eligibility.   

 

Sustainability Coordination is the second phase of services provided in the CT RRP’s approach to 

rapid rehousing.  Most, though not all, households entering the CT RRP will receive 1 to 12 months of 

services from the Sustainability Coordinator (or equivalent job title) after participating in Rapid 

Rehousing Coordination services.  This continuation of housing stabilization services includes 

assistance in increasing income, accessing long-term housing subsidies, establishing and/or 
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expanding family and community based supports, and assistance in increasing access to mainstream 

services.  Sustainability coordination services may be provided up to 12 months, although not all 

households will need and/or want these services at all or for a full 12 month period.   

 

Participant Eligibility  

CT RRP and DOH STRR eligible participants are literally homeless households in accordance with 

HUD’s Category 1 definition of homelessness. 

 

Participant Prioritization  

Participants are identified and matched to Rapid Rehousing financial assistance and/or services 

exclusively from the Regional Housing Registry as follows: 

➢ Individuals scoring between 7 and 9 

➢ Families scoring between 9 and 11  

➢ When a slot is available, households are linked to the CT RRP in score order from the 

Regional Housing Registry.   Length of time homeless is used as the secondary prioritization 

criteria. 

➢ When all eligible households are exhausted within the score ranges above, lower scoring 

clients are outreached and screened from the Registry in score order, beginning with 6’s for 

individuals and 8’s for families.  Length of time homeless is used as the secondary 

prioritization criteria.  

 

The DOH Short Term RRH Program is first come, first served and available to any individual scoring 

between 0 and 9, and any family scoring between 0 and 11. (Change language to reflect 

appropriateness) 

 

Program Practice Requirements 

➢ Housing units must look and feel similar to other types of housing in the community and to 

avoid distinguishing the housing as a program that serves people with special needs.   All 

interactions and communication with landlords and other community-based resources 

should respect client privacy and dignity, and should refrain from discussing homeless status 

of client whenever possible. 

➢ Retention in housing is contingent only on lease compliance.   No program rules beyond 

those that are customary, legal, and enforceable through a lease are applied.  Therefore, 

tenants are not terminated involuntarily from housing for refusal to participate in services or 

for violation program rules that are not stipulated in the lease.   

➢ Property management and support service functions must be provided either by separate 

legal entities or by staff members whose roles do not overlap, with clearly defined processes 
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for communication and coordination between the two to support stable tenancy and protect 

client confidentiality.  

➢ Staff only intervenes in matters of client choice when someone presents a danger to self or 

others.  

➢ Every effort should be made to reduce the time between the CT RRH enrollment and the 

execution of a lease to within 45 days.  

➢ The Receiving Agency, or the agency that will be housing the individual or family, is 

responsible for outreaching households, completing any necessary secondary screening 

process, and completing any paperwork required for occupancy unless such roles and 

responsibilities are otherwise defined by the community.   

➢ All decisions must be documented on the Regional Housing Registry in the form of a case 

note, including both client and provider decline decisions in accordance with the Client 

Choice and Provider Decline Policies outlined in this document.  

➢ All households housed must be documented on the Housing Registry by updating their 

Housing Status field as “Housed”.  A case note must be provided with the date, housing type, 

and provider information. 

 

Verification of Homelessness and Disability Forms 

To be included in Appendix. 

 

Domestic Violence Population Policies and Procedures 

 

Domestic Violence-specific policies have been identified to make certain that the Fairfield County 

CAN coordinated access and housing processes are in consideration and incorporation of the needs 

of households fleeing domestic violence and other similar forms of assault and harassment.   

 

Domestic Violence Protocol for Households Currently in a DV Shelter  

 

Access to Housing Resources  

 

➢ Upon entry into a Domestic Violence Shelter, if no housing plan / exit strategy can be 

identified outside of the homeless response system, a VI SPDAT Triage Tool is conducted 

with the client to assess for acuity and appropriate level of housing intervention 

➢ The Domestic Violence Shelter Staff or Housing Advocates will administer the VI SPDAT Tool 

with the clients and either submit the VI SPDAT to: 

Jenita Hayes 

Registry Manager, Supportive Housing Works 

387 Clinton Ave, Bridgeport CT 06605 
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Jenita@supportivehousingworks.org 

Fax: 203.367.1246 

 OR 

Directly enter the VI SPDAT onto the Regional Housing Registry platform in 

Caseworthy  

➢ If a DV Household attends a Fairfield County CAN and has yet to complete a VI SPDAT Tool, 

FC CAN Staff should complete a VI SPDAT and enter the information onto the Regional 

Housing Registry.  No de-identification codes can be issued at the CAN Appointments.  

 

Standards for Confidentiality 

 

➢ Domestic Violence Providers will maintain a list of current and former DV clients who have 

chosen to remain de-identified on the Regional Housing Registry with their identification 

code and personal identification information (including contact information and contact 

preferences to ensure future safety) 

➢ Clients will be entered onto the Registry with a client code (i.e. DVCC1 Anonymous, CFJ1 

Anonymous, etc.)  

➢ If, at any point, the client completes a Fairfield County CAN appointment, the client will be 

re-identified on the Regional Housing Registry in accordance with the level of access given 

when entering information into HMIS  

▪ For example:  a client enters a DV Emergency Shelter on January 1, 2015 and has 

chosen to be de-identified when completing a VI SPDAT with the DV Housing 

Advocate.  On February 15, 2015, no other alternative housing arrangements have 

been made, and the client is in need of additional emergency shelter.  At this time, 

the client attends a Fairfield County CAN appointment to be placed on the emergency 

shelter waitlist and signs both a Fairfield County CAN ROI and an HMIS ROI.  At this 

time, the client will then be re-identified on the Regional Housing Registry with their 

personal and contact information  

➢ The Fairfield County CAN will follow statewide policies and procedures regarding de-

identifying HMIS clients per statewide guidance when functionality is available and 

implemented (TBD)   

 

 

 

 

 

 

mailto:Jenita@supportivehousingworks.org
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Veteran Procedures 

To be included in Appendix. 

 

Preferences and Decline Policies and Requirements 

 

Client Refusal Policy  

 

➢ Consumers may decline a referral because of program requirements that are inconsistent 

with their needs or preferences. There is no limitation on this decline.  For example, 

consumers may decline participation in programs requiring sobriety. The program must 

document the reason for client rejections on the waitlist.  

➢ The System Coordinator and Regional Crisis Response Committee will, at their discretion, 

require a case conference to review and resolve rejection decisions by consumers.   The 

purpose of the case conference will be to resolve barriers to the client receiving the indicated 

and desired level of service.  

 

Provider Decline Policy  

 

➢ Permanent Housing Programs may only decline individuals and families on the Regional 

Housing Registry under limited circumstances, such as there is no actual vacancy available, 

the household presents with more people than referred by the CAN, or based on their 

individual program policies and procedures the Permanent Housing Program has determined 

that the individual or family cannot be safely accommodated.  The Permanent Housing 

Program must report the reason for any decisions to reject a client.   

 

Clients Declined by All Providers 

 

➢ The System Coordinator and the Regional Crisis Response Committee may convene a case 

conference in the event that a client is consistently declined by programs. The purpose of the 

case conference will be to resolve barriers to the client receiving the indicated level of 

service.  The System Coordinator and the Regional Crisis Response Committee will 

determine, which parties will attend the case conference, including but not limited to the 

CES, the shelters, the client, and other contacts as determined necessary.   
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Appeals / Grievances  

 

➢ All households have the right to appeal eligibility determinations, individual program 

acceptance decisions, and grieve the Coordinated Access System.  Appeals of program 

acceptance decisions should be made first to the receiving agency, using their grievance 

process.   

➢ All appeals of eligibility decisions or all other appeals intended for the CAN or Coordinated 

Entry process that could not be resolved to the satisfaction of the application through the 

receiving agency’s grievance process shall be managed in accordance with the CT 

Department of Mental Health and Additional Services Appeals Process.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

O P E N I N G  D O O R S  F A I R F I E L D  C O U N T Y :  
H o u s i n g  S u b  P o p u l a t i o n s  

 
This document aims to clarify the existing Fairfield County Coordinated Access Network (FFC 
CAN) Policies and Procedures Manual related to the housing of clients who meet a specific 
subpopulation classification (for example, individuals who meet the eligibility for housing set 
aside for people living with HIV/AIDs, victims of domestic violence, etc.).  As this is not a new 
policy, the effective date will be as of the last CAN Policy and Procedure Manual update 
(11/14/2017).   
 
As stated in greater detail in the CAN Policies and Procedures Manual, all Opening Doors of 
Fairfield County (ODFC) and FFC CAN housing vacancies must be reported to the local housing 
placement committee team lead.  The committee then discusses and identifies potential 
occupants on the community By Name List based on the prioritization criteria for the unit using 
the Matching Protocol described in the manual.  Programs dedicated and/or prioritized for 
specific sub populations are not exempt from this policy.  However, Opening Doors of Fairfield 
County recognizes that agencies serving specific subpopulations may have mechanisms to 
outreach and engage households experiencing homelessness that meet their target population 
outside of the Fairfield County CAN process.  For example, an individual who is HIV positive and 
sleeping in his/her car may opt to connect with a local organization serving folks living with HIV 
rather than reaching out to 211 or a mainstream homeless outreach provider.   
 
As a result, ODFC recommends providers follow the guidance below in order to maintain 
compliance with ODFC and the FFC CAN, while still serving the most in need. 
 
Protocol to match clients to housing dedicated to sub populations: 

1) First and foremost, providers should direct clients who are literally homeless to the CAN 
for possible diversion assistance, connection to emergency shelter if needed, and a VI 
SPDAT to be added to the By Name List.  That would alleviate any and all issues with 
noncompliant entries into housing programming if all clients engaged by provider who 
are appropriate to be on the By Name List are entered when they become eligible. 

2) If the above is not possible for whatever reason, follow the protocol below: 
a. When a housing vacancy is identified, notify the community team lead. 
b. Attend local case conference meeting and notify team that there is another 

individual or family that is not yet on the By Name List but may be appropriate 
for the vacancy. 

c. Case conference everyone currently on the By Name List.  The list must be 
exhausted for all eligible households and vacancy must be offered to clients on 
the list.  If no client can be identified or all refuse the opportunity, then client 
who is not on the By Name List should be discussed. 

d. If group is in agreement that the client not on the By Name List is appropriate to 
be matched, provider staff must complete the VI SPDAT and add the client to the 
By Name List.  Team Lead will then mark client matched and proceed per policies 
and procedures.    
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