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Purpose 

The purpose of the Kenora District’s Coordinated Access Guide (the Guide) is to outline the 

process and management of Coordinated Access in the Kenora District. 

The Guide was drafted by Josee Mantle, Housing Solutions Manager (CA Lead) and Innis 

Brodhagen, Contract and Change Management Administrator (CA Data Lead) and will be updated 

on an ongoing basis as Coordinated Access is continually improved. Forms and policies located 

in Appendices are subject to change as directed by the CA Leads. Current and applicable versions 

are hosted in the KDSB Staff Portal and will be provided to community members as they are 

updated or become available.   

Goals of the Guide include: 

• Produce standards for the operation of Coordinated Access in the Kenora District; 

• Establish community expectations for Coordinating Access to housing resources; 

• Increase transparency between Coordinated Access Lead, service providers, and people 

experiencing homelessness. 
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Background 

Coordinated Access in the Kenora District 
Coordinated Access is a way for communities to bring consistency to the process by which people 

experiencing or at risk of homelessness access housing and related services within a geographic 

area. Core components of a strong Coordinated Access system include a Housing First approach, 

real-time data about the supply of and demand for housing resources, and a streamlined service 

delivery approach with access points to service.  It also includes a standardized workflow for 

triage and assessment, prioritization, and vacancy matching and referral.  

The Kenora District started to implement Coordinated Access in mid-2022.  In late 2022, the 

Housing Solutions Network (“HSN”) – a network of service partners who interact with the 

homeless/vulnerably housed – was established.  Service partners in the HSN are the district’s 

“homeless-serving system”.  The HSN is driven to find solutions for homelessness in the district; 

their vision statement is “Ending Homelessness in the Kenora District, through community 

partnerships and improved housing options and supports”.  The policies and directives in this 

guide were created through collaboration with the HSN.   

Below is a map of the Coordinated Access pathway from intake to housing, for clients.   
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Ending Homelessness in the Kenora District 
Here is a link to the KDSB’s 10 Year Housing and Homelessness Plan, entitled “A Place for 

Everyone”:   

https://kdsb.on.ca/wp-content/uploads/2022/10/FINAL-2021-KDSB-Housing-and-

Homelessness-Report-A-Place-for-Everyone-002.pdf 

As the Service System Manager for Housing in the Kenora District, the KDSB facilitates many 

roles in the development, operation and ongoing funding sustainability of the housing continuum: 

Leader, Informer, Capacity-Builder, Developer, Coordinator and Landlord. 

The KDSB also administers a number of programs and initiatives to address homelessness in the 

Kenora District, including (but not limited to): Community Housing Programs, The Affordable 

Housing Initiative, and Housing and Homelessness Programs.   

The Priorities for “A Place for Everyone” are as follows: 

1) Understand Demographic Changes and Trends in Order to Meet Community Need 

2) Maintain Strategies for Homelessness Prevention 

3) Develop Transitional and Supportive Housing Programs for Those Experiencing 

Homelessness 

4) Address the Needs of Key Priority Groups 

5) Increase Housing Supply 

6) Address Issues and Limitations of Existing Housing Stock 

7) Improve Information Sharing and Integrate Service Delivery 

8) Enhance Partnerships and Engagement with Senior Governments 

Built for Zero Canada 
Built for Zero Canada (BFZ-C) is a national change effort helping a core group of leading 

communities end chronic and veteran homelessness – a first step to ending all homelessness in 

Canada. BFZ-C’s structured, data-driven approach focuses on creating a sense of urgency, 

optimizing local homeless-serving systems, accelerating the adoption of proven practices, and 

driving continuous improvement. A first step in building system capacity to end homelessness is 

the development of real-time data on a By-Name List. Without one, the Kenora District would not 

be able to reliably measure reductions in homelessness or assess whether efforts are making an 

impact. A By-Name List also tracks a person’s movement through the homeless-serving system 

to housing outcomes and is therefore an essential tool for coordinating access to housing 

resources. Coordinated Access is a central piece of designing and improving a system that is 

‘built for zero’ or built to support an end to homelessness, and as such, is central to the work of 

communities participating in BFZ-C. For example, Coordinated Access ensures that local systems 

get the most out of limited resources, rapidly and effectively preventing and ending the 

homelessness of their neighbours in the greatest need.  

https://kdsb.on.ca/wp-content/uploads/2022/10/FINAL-2021-KDSB-Housing-and-Homelessness-Report-A-Place-for-Everyone-002.pdf
https://kdsb.on.ca/wp-content/uploads/2022/10/FINAL-2021-KDSB-Housing-and-Homelessness-Report-A-Place-for-Everyone-002.pdf
https://bfzcanada.ca/
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The Kenora District joined BFZ-C in May 2021.  By March 31 of 2023, the Kenora District aims to 

confirm a Basic Quality By-Name List and a Veteran Quality By-Name List. As part of BFZ-C, the 

Kenora District’s local team sets shared aims to reduce and end homelessness, and more 

specifically to reach functional zero for chronic and veteran homelessness. The team also 

collaborates on change efforts and system improvements to meet these aims and captures data 

on people entering and exiting homelessness month-over-month to measure progress toward 

them. Monthly data allows the team to collaborate on solutions that capitalize on system 

strengths, address system gaps, and pivot with appropriate responses to meet community needs.  

The Kenora District is aiming to reach chronic functional zero by December 31, 2025, and veteran 

functional zero by December 31, 2023.   

Governance 

 

The Kenora District Services Board is the Lead for Coordinated Access in the community and for 

guiding the Kenora District’s homeless-serving system.  The KDSB Board of Directors will function 

as the Community Advisory Board (“CAB”).  

The Coordinated Access Leadership Group (the “Housing Solutions Network” or “HSN”) is a group 

of regional homelessness service providers working towards improving housing options and 

outcomes, and for providing equitable access for people experiencing homelessness to housing 

and related supports.  Key responsibilities include: 

• Coordinated Access implementation and support; 

• Support for HIFIS and the BNL; 

https://bfzcanada.ca/wp-content/uploads/Functional-Zero-QA.pdf
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• Resource advocacy and making recommendations to the CAB; 

• Strategic planning and monitoring. 

The following service providers are part of the Kenora District’s HSN and participate in 

Coordinated Access in terms of adding and referring to the By-Name List, updating the By-Name 

List, using a Common Assessment Tool, and committing housing resources to the Coordinated 

Access Resources Inventory as appropriate: 

• Canadian Mental Health Association – Kenora Branch (CMHA-K) 

• Sioux Lookout Emergency Shelter (Nahnahda-Wee-E-Waywin) 

• Red Lake Indian Friendship Centre 

• First Step Women’s Shelter (FSWS) 

• Nishnawbe-Gamik Friendship Centre 

• Kenora Association for Community Living (KACL) 

• Waasegiizhig Nanaandawe-Iyewigamig (WNHAC) 

• Sioux Lookout Non-Profit Housing 

• Aamikkowiish Non-Profit Housing 

• Ontario Aboriginal Housing Services (OAHS) 

• Kenora Fellowship Centre (KFC) 

• New Starts for Women (NSFW) 

• Hoshizaki House 

• Dryden Native Friendship Centre (DNFC) 

• Dryden Regional Health Centre (DRHC) 

• Northwestern Health Unit (NWHU) 

• Nechee Friendship Centre 

• Kenora Chief’s Advisory (KCA) 

• Lake of the Woods District Hospital (LOWDH) 

• Red Lake Margaret Cochenour District Hospital (RLMCDH) 

• OPP 

• City of Dryden 

• Sioux Lookout First Nations Health Authority (SLFNHA) 

• Sunset Women’s Aboriginal Circle 

• Municipality of Sioux Lookout 

• Municipality of Pickle Lake 

• Municipality of Ignace 

The KDSB is the Coordinated Access Lead and the HIFIS/BNL Lead.  They will provide oversight 

for HIFIS, the BNL and the Coordinated Access System. 

Community-specific Case Conferencing Tables will meet regularly in order to match clients to 

housing and services, and to discuss community-specific needs.   
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The Indigenous Advisory Committee will provide guidance to ensure the Coordinated Access 

processes and forms are culturally appropriate and are meeting the needs of the Indigenous 

people.   

The HIFIS/BNL Working Group are Service Provider representatives who are actively involved in 

the implementation, data recording and maintenance of HIFIS and the BNL.   

Please see sections below for further details on these terms and activities. 

Homelessness Individuals and Families 

Information System  

HIFIS is in the process of being introduced.  Currently the BNL is being housed in an Excel 

spreadsheet and is maintained by the KDSB.  Relevant processes and guides include: 

- Information Sharing Consent 

- Client Information Sharing Q & A 

- Confidentiality and User Agreement 

- By-Name List Common Intake Form 

- Common Intake Form Instruction Guide for Staff 

- By-Name List Monthly Update Form 

- Update form Instruction Guide for Staff 

- Privacy-Security Standards 

- Housing Solutions Information System Interagency Data Sharing Agreement 

The Homeless Individuals & Families Information System (HIFIS) is a secure, shared database 

used by various community partners in the Kenora District’s homeless-serving system to manage 

information about individuals and families who are experiencing homelessness. HIFIS allows for 

comprehensive data collection and case management to help understand what is happening in 

the community and work collaboratively toward solutions. The Kenora District Services Board 

hosts the HIFIS server and oversees the ongoing management and maintenance of HIFIS with 

input from the HIFIS Working Group. Kenora District’s By-Name List is further described below. 

Privacy and Data Sharing 
The KDSB has a Data Sharing Agreement that is signed by all participating providers to outline 

and agree to protections in storing and sharing client data. Additionally, a Confidentiality and User 

Agreement is signed by staff that use HIFIS outlining the roles and responsibilities in handling 

client information and use of HIFIS in general. See Appendix 3 for a copy of the Confidentiality 

and User Agreement.  
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All service providers who come into contact with BNL data are required to sign the Confidentiality 

and User Agreement.  BNL data is accessible to and managed by the KDSB CA Lead, CA Data 

Lead, and Jr. Data Analyst.  No other individuals have access to the BNL Excel spreadsheet.  The 

BNL data is shared ONLY at Community Specific Case Conferencing meetings; data which is 

shared is restricted to clients who are on the Priority List, and only information which is relevant 

to Vacancy Matching and Referrals will be shared.  Every Case Conferencing Meeting starts of 

with an agreement of all participants to the Confidentiality guidelines.  All attendees are called 

upon to indicate their agreement to abide by the Confidentiality protocol.   

By-Name List 

The KDSB’s By-Name List is a real-time list of all known people experiencing homelessness in 

the Kenora District. It includes a robust set of data points that support Coordinated Access and 

prioritization at a household level, and an understanding of homeless inflow and outflow at a 

system level. The By-Name List is updated at least every month. 

System-Level Data 
The KDSB’s By-Name List allows for a real-time feedback loop to help understand the scope of 

local homelessness and respond in real-time. Having real-time information on all known people 

experiencing homelessness is required to measure reductions in homelessness and when our 

community has ended homelessness.  

Below is an image depicting the system-level inflow and outflow data points.   
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Person-Specific Data 
The By-Name List contains information about people experiencing homelessness that helps 

providers in the Kenora District’s homeless-serving system connect and coordinate access to 

available and appropriate services, such as key demographic information, current housing state, 

housing history, and housing needs and preferences. Knowing the people experiencing 

homelessness in our community by their name makes ending homelessness personal and makes 

our systems accountable to our neighbours experiencing homelessness. 

As such, the By-Name List is what the Kenora District’s homeless-serving system uses to operate 

and support Coordinated Access. People experiencing homelessness who are added to the By-

Name List and remain active at the time of program vacancies are prioritized, referred, and 

matched to housing resources in accordance with processes outlined in the following sections. 

This helps to ensure that limited resources can be targeted to those that need them most.  

Everyone on the By-Name List is provided with a unique identifier to help support deduplication 

of people on the list and confidential sharing of information as needed. Identifying information is 

only shared with those providers included in the Kenora District’s homeless-serving system, and 

only as needed to support people to end their experience of homelessness.  
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Access 

Access Points 
 
Community Access Points are responsible for adding or updating information on people 

experiencing homelessness on the By-Name List, by way of the Intake and Update process.   

The process goes as follows: 

The Access Point will conduct the full intake interview.  This will occur once 15 days of 

homelessness is reached, or otherwise if the client indicates an interest in being added to the 

BNL.    

1) Prior to doing the intake, the Service Provider staff may reach out to the KDSB at 

bynamelist@kdsb.on.ca, to confirm if the client is already on the BNL or not.  Service 

Provider staff doing the Intake or requesting BNL information will have signed the 

Confidentiality and User Agreement.   

2)  

a. If the client is already on the BNL, then a By-Name List Monthly Update Form 

will be completed (Update form Instructions Guide can be used as a guide).  

The completed form is emailed to the KDSB at bynamelist@kdsb.on.ca. 

b. If the client is new to the BNL, the staff member will review the Client 

Information Sharing Consent document with the client.  Support documents 

Client Information Sharing Q & A and Common Intake Form Instruction Guide 

For Staff may be used, if required.  Once the staff member is confident the 

client understands the consent form and the client signs the Consent, the 

signed consent form is emailed to the KDSB at bynamelist@kdsb.on.ca.  The 

staff member will also fill out the By-Name List Common Intake Form.  The 

signed form is emailed to the KDSB at bynamelist@kdsb.on.ca. 

Access Points are service providers that have regular contact with people experiencing 

homelessness and support them in resolving their homelessness and finding secure housing. 

Trained staff at Access Points use a common assessment tool to determine depth of need and to 

collect information that is required to support prioritization, matching and referral to housing 

resources, and support connection to housing resources through Coordinated Access.  

By adding people experiencing homelessness to the By-Name List, Access Points must agree to 

keep contact with them and continue to serve them within their mandate. If an Access Point 

encounters a person that they are not equipped to serve or assess, they must make a connection 

to a Community Access Point so that person can be added to the By-Name List and connected 

to housing resources. This connection can be made by assisting the person to locate a more 

mailto:bynamelist@kdsb.on.ca
mailto:bynamelist@kdsb.on.ca
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appropriate agency, booking an appointment, or making travel arrangements. Correspondence 

with a Community Access Point can be done in-person or virtually.  

Access Points allow for a no-wrong-door approach in that people experiencing homelessness can 

be prioritized, referred, and matched to housing resources through Coordinated Access 

regardless of which door they entered or which service they accessed. Access Points are 

available at all homeless shelters in the District, as well as at the KDSB Dryden office.  Coverage 

is a challenge for our vast District, but the Access Points are located in the larger urban centers, 

each of which acts as a service hub for the smaller, more remote communities.  Business cards 

with Access Point contact information are provided to other Service Providers across the District 

who are in contact with the homeless and vulnerably housed (for example, foodbanks).  

Individuals who wish to be added to the BNL can call or visit an Access Point, to be added to the 

List.   

The following service providers or staff in the Kenora District’s homeless-serving system have 

been identified as Access Points: 

1) Red Lake Area Emergency Shelter, (807) 727-2430  
2) Kenora Emergency Shelter, (807) 468-5032  
3) Sioux Lookout Emergency Shelter, (807) 737-7499 
4) Kenora District Services Board, (807) 223-2100 
 

Prior to participating in the BNL process, Access Points are provided an overview of the process 

and the forms via a PowerPoint and a virtual meeting.  Additional support for Access Points 

includes the Common Intake Form Instruction Guide for Staff (Appendix 6), the Update Form 

Instruction Guide for Staff (Appendix 8), and the Client Information Sharing Q & A (Appendix 2).   

Consent  
 
Access Points only participate in the process to add people to the By-Name List once clients 
have provided informed consent to have their name and other identifying information recorded 
and shared with all providers in The Kenora District’s homeless-serving system. The Kenora 
District’s common consent form can be found in Appendix 1. Consent is recorded at Access 
Points by staff who have signed a Confidentiality and User Agreement.  Signed consent forms 
are emailed to bynamelist@kdsb.on.ca and Consent is recorded on the BNL.  Consent is good 
for one (1) year; it also encompasses consent for dependents.   
 

A person may decline to provide consent, but this does not prevent access to services. 

Community partners will continue to assertively engage with the person to ensure their access to 

services and supports.  

mailto:bynamelist@kdsb.on.ca
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Consent may be withdrawn by speaking to a Service Provider at an Access Point.  If consent is 

withdrawn, relationships with people and Service Providers will not change. Community partners 

will continue to assertively engage with the person to ensure their access to services and 

supports.   

Intake 
 
The full intake interview is completed once fifteen (15) days of homelessness is reached by the 
individual.   
 
Ongoing community information and training for frontline staff at Access Points will continue to 
ensure unsheltered individuals are informed of and have access to all available supports.  As a 
point of improvement, the HSN will implement community-information sharing at monthly 
meetings, as well as mechanisms to ensure frontline staff have access to any available resources.   
 
Access Points use the intake form By-Name List Common Intake Form (Appendix 5). The 

completed form is emailed to the KDSB at bynamelist@kdsb.on.ca and the KDSB will enter the 

information to the BNL. The Access Point will also email the original signed Consent Form to the 

KDSB at bynamelist@kdsb.on.ca.   

At no particular time shall a person be screened out of intake or access due to perceived housing 

or service barriers related to supports and services, including but not limited to, too little or no 

income, active or a history of substance use disorder, mental wellness, domestic violence history, 

resistance to receiving services, the type or extent of disability-related services or supports that 

are needed, history of evictions or poor credit, lease violations or history of not being a 

leaseholder, Indigenous status, sexual orientation, or criminal record.   

As people are added to the By-Name List, they are referred to housing resources as they become 

available. In the meantime, Access Points continue to support them until more appropriate 

supports or housing opportunities become available. It is important to continue providing housing 

and related supports for people who are added to the By-Name List, such as the creation of 

housing plans that aim to resolve their homelessness.  Due to the vast nature of the region (9 

municipalities and 4 unincorporated areas), a community-specific case conferencing model will 

be used to ensure regional needs are considered and eventually met.   

Timely and Accurate Updates 
All participating providers will ensure client updates are made monthly. Access Points are 

responsible for submitting monthly updates for clients they are currently in contact with.  

All participating providers will ensure all client updates are completed by the 10th of the month, 

following month end. The HIFIS/BNL lead for each service provider is accountable for ensuring 

this policy is followed across their team. 

mailto:bynamelist@kdsb.on.ca
mailto:bynamelist@kdsb.on.ca
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Quality assurance processes will be ongoing.  By-Name List information will be shared at Case 

Conferencing meetings so that others can help verify the data.   

Status and Inactivity 
People experiencing homelessness who have a status of “inactive” or “housed” will not show up 

on the Kenora District’s By-Name List and are not eligible to be prioritized, referred, or matched 

to housing resources.  

Inactivity is a critical component of maintaining an accurate and actionable By-Name List. To 

ensure an efficient assessment and referral process, referral sources and destinations must have 

the ability to contact and connect with households as soon as a housing opportunity is available. 

Without this policy, Coordinated Access can experience delays in referral procedures due to the 

time spent searching for people in the community who have not been able to be reached through 

multiple attempts, often for many months. Due to this loss of contact, it is hard for the Kenora 

District’s homeless-serving system to determine whether these individuals are still in need of 

housing. In some situations, these individuals may have self-resolved their housing crisis or have 

relocated to another area. 

(See Appendix 9 for Inactive Status Directive) 

If a household has no contact with any Coordinated Access Points for 90 days, the household will 

have their status changed to inactive.  Changing the activity status is automated through the BNL 

Excel spreadsheet.  The By-Name List Lead reviews the By-Name List monthly and flags when 

people have not been seen for 60 days. These people are flagged with Service Providers to watch 

and search for as appropriate with other known locations, contacts, hospital, etc. 

If a household with inactive status makes contact with the Kenora District’s homeless-serving 

system including Access Points, they will be returned to active status. The Access Point will 

confirm the individual’s consent is up-to-date, and will submit an update form to the KDSB who 

will update the BNL and revise the status.   

Triage and Assessment 

Common Assessment Tool 
Assessment is completed upon intake using a common tool for all population groups experiencing 
homelessness.  The Intake form is completed after obtaining the client’s consent to be on the By-
Name List.  It is commonly completed after 15 days of homelessness is reached, or sooner if 
requested by the individual.   
 
Additional tools will be reviewed and considered by the HSN, to be implemented across the 
region, where deemed beneficial and culturally appropriate.   
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Housing Resources 

Coordinated Access in the Kenora District is dependent on dedicated housing and support 

resources to serving people experiencing homelessness. The Kenora District will continue 

onboarding more providers that dedicate housing resources to Coordinated Access based on 

gaps and need. People experiencing homelessness on the By-Name List are prioritized, referred, 

and matched to housing resources that are dedicated to Coordinated Access as they become 

available. Housing resources include case management spaces, subsidies, or units. See 

Appendix 10 for the Kenora District’s Housing Resources Inventory. 

Each set of resources has a set of eligibility criteria. Those eligibility criteria help ensure that 

people are only matched to resources that will best support them in resolving their homelessness. 

Prioritization 

Prioritization is the process and action of deciding the relative importance and urgency of serving 

a particular household ahead of another based upon transparent and defensible criteria. The 

purpose of prioritization is to have a clear process that both connects clients with appropriate 

resources and helps communities to reach their goals. The Kenora District’s prioritization criteria 

orders people on the Priority List for housing resources, using information gathered through 

intake. People on the Priority List that meet more of the prioritization criteria are sorted closer to 

the top of the Priority List and clients that meet fewer criteria are sorted closer to the bottom. 

Factors of priority indicators outside of those listed in this Guide cannot be used.  

The Priority List is created by filtering the By-Name List for those eligible and interested in housing 

resources, and who are able to accept an offer of housing resources immediately. The Priority 

List and any other sub-lists are drawn from one By-Name List.  
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The Kenora District has determined key indicators that determine a person or family’s place on 

the Priority List.  The key indicators, in decreasing order of priority are: chronic homelessness, 

unsheltered/sleeping in the rough, and tri-morbidity.   
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Priorities are as of February 2, 2023.   

Matching and Referral 

Filling of Vacancies 
The Coordinated Access system operates under the principal that both households and service 

providers/landlords have a choice when vacancies are filled.  In the event that there is only one 

household provided by the CA Lead to fill the vacancy, the service provider/landlord that 

dedicated the resource must choose that household, or provide a statement in writing to the CA 

Lead explaining why they were not chosen.   

Where vacancies are committed to the By-Name List/Coordinated Access, Service Providers 

cannot accept referrals from outside the Coordinated Access process.   

The Case Conference Model will be used for supporting the matching and referral process.   
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• Vacancies or upcoming vacancies will be communicated via email every second Monday to 

bynamelist@kdsb.on.ca.   

• In advance of the regular Case Conference meeting, the KDSB will generate a Priority List of 

clients who have been screened for eligibility and have completed all necessary 

documentation, and a Vacancy Report including vacancies that are open or soon to be open.   

• During the meetings, available and upcoming vacancies will be discussed, and referrals 

agreed upon, by applying the Prioritization criteria (mentioned in the above section) when 

necessary.   

• After the Case Conference, the CA Lead (with support from a Service Provider, where 

needed) makes the offer. 

(See Appendix 12 for the Vacancy Matching and Referral Directive) 

Dispute Resolution Process 
Individual choice in housing options is respected.  If a client rejects an offer of housing, they will 

remain on the Priority List and are not penalized. 

Referral challenges, concerns and/or disagreements, including when the provider with a vacancy 

refuses a referral, are dealt with through the following processes:   

• There may be instances where vacancies become available and there are no clients on 

the Priority List that are a good match for them.  These occurrences will be reviewed with 

the Community Case Conference tables, and the Housing Solutions Network with the 

intent to develop strategies which will continually align the Housing Resources Inventory 

with the real-time needs and preferences of people experiencing homelessness.  

Considerations for problem-solving include revising eligibility criteria for a particular 

housing resource.   

• There may be instances when a client cannot be located.  As a general rule, a 7-day time 

period will be granted for a response to an offer of housing.  If the client does not respond 

within the 7-day timeframe, additional attempts may be made to contact the individual.  

Depending on the individual circumstance, a short extension may be granted.  If an 

individual does not respond within the allowed time period, the offer will be treated the 

same as a rejection and they will maintain their position on the Priority List.   

• Clients may be served who cycle in and out of housing.  Following the first referral that 

leads to a return to homelessness, a case conference will occur.  The goal of the meeting 

will be to examine why the client returned to homelessness, what strategies were used to 

prevent eviction and what was learned through the process.  It is important to be strategic 

about the second referral and warm transfer in order to maintain a person-centred 

approach.  If returns to homelessness are occurring frequently, the system will be 

reviewed (e.g., assessments, prioritization and matching and referral processes) for 

improvements, in order to prevent returns to the Priority List.   
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• There is a chance a Service Provider/Landlord may decline to serve or house the client.  

If this occurs, the case will be discussed at the Case Conferencing Meeting, and every 

attempt will be made to resolve the dispute, with the focus being to house the client.  If the 

client is unable to be successfully housed at this point, the individual will maintain their 

place on the Priority List. 

• Case-specific disputes may occur, including concerns regarding the accuracy of BNL data 

or the prioritization/vacancy matching process.  Such disputes will be resolved as follows: 

1. Workers discuss issues with one another and seek resolution; 

2. Workers involve their respective supervisors and seek resolution; 

3. Managers/Directors will resolve the dispute.     

• Systemic disputes related to administrative or procedural differences, differences in 

service philosophy, principles or policies, or resource shortages, may arise.  Such disputes 

will be addressed using the steps below:   

1. Front line staff identifies the nature of the dispute; 

2. Front line staff informs their supervisor and/or Manager/Director; 

3. Managers/ Directors discuss the issue and when necessary, and the issue is 

brought to the appropriate table for review and to recommend a strategy for 

resolution of differences.   

If you would like to file a complaint or provide feedback on the Coordinated Access System, the 

By-Name List, or HIFIS, you may complete the feedback form “CA-BNL Feedback Form” 

(Appendix 13).  Submit the completed form to bynamelist@kdsb.on.ca.   

Continuous Improvement 
The Kenora District will continually improve Coordinated Access through collaboration with 

community partners via the HSN and through Community-Specific Case Conferencing.  Service 

providers at both are encouraged to advocate for local priorities and clients and to provide 

feedback on the CA processes.  Through goal setting, progress tracking and effectiveness 

monitoring, further insight will be provided for process improvement opportunities.   

One specific example of monitoring effectiveness is the ‘bucket’ system which will be used for the 

Community-Specific Case Conferencing meetings.  Length of time clients spend in each bucket 

(i.e., Assess, Match, Navigate) will help identify bottlenecks in the system.  This information can 

be used to advocate for housing resources (for example, if certain groups of individuals remain 

unmatched to housing for extended periods of time due to unavailable housing), or to adjust the 

prioritization protocol, as needed.   
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Appendices 

1) Client Consent Form 

2) Client Information Sharing Q & A 

3) Confidentiality and User Agreement  

4) Privacy and Security 

5) By-Name List Common Intake Form 

6) By-Name List Common Intake Form Instruction Guide for Staff 

7) By-Name List Monthly Update Form 

8) By-Name List Update Form Instruction Guide for Staff 

9) Inactive Status Directive 

10) Housing Resources Inventory 

11) Prioritization Protocol Directive 

12) Vacancy Matching and Referral 

13) CA-BNL Feedback Form 
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APPENDIX 1 – CLIENT CONSENT 
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APPENDIX 2 – CLIENT INFORMATION SHARING Q & A 
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APPENDIX 3 - CONFIDENTIALITY AND USER 

AGREEMENT 

 



 

CA Guide-Kenora District – Updated December 13, 2023                          Page 26 
 

 



 

CA Guide-Kenora District – Updated December 13, 2023                          Page 27 
 

APPENDIX 4 – PRIVACY AND SECURITY STANDARDS 
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APPENDIX 5 - BY-NAME LIST COMMON INTAKE FORM 
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APPENDIX 6 – BY-NAME LIST COMMON INTAKE FORM 

INSTRUCTION GUIDE FOR STAFF  
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APPENDIX 7 – BY-NAME LIST MONTHLY UPDATE FORM 
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APPENDIX 8 – BY-NAME LIST UPDATE FORM 

INSTRUCTION GUIDE FOR STAFF 
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APPENDIX 9 - INACTIVE STATUS DIRECTIVE 
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APPENDIX 10 – HOUSING RESOURCES INVENTORY AND ELIGIBILITY CRITERIA 
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APPENDIX 11 – PRIORITIZATION PROTOCOL DIRECTIVE 
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APPENDIX 12 – VACANCY MATCHING AND REFERRAL 
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APPENDIX 13 – CA-BNL FEEDBACK FORM 

 


