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Introductions

• Emily Levine, Service Quality Coordinator, 
(Massachusetts Department of Public 
Health) 

• Molly Higgins-Biddle, Project Director (JSI)
• Chris Tso, Helpdesk Coordinator (JSI)



Topics Covered In This Webinar

• Housing Services Data Requirements
• Entering Data

– Housing Services
– Annual Review
– Custom Fields

• Quality Assurance Reports Available
• Case Scenarios
• Contract Manager Data Review
• Support and Resources



HOUSING SERVICES
DATA REQUIREMENTS



Data Requirements: Housing Services

• For housing clients, the “At Risk HIV Negative 
Client” checkbox is required for HIV negative clients 
served. 

• Housing Arrangement (Annual Review tab) should 
be updated every 6 months. 



Types of subservice units

• Subservice units are either:
– Activities (e.g., assessment, linkage, referrals): enter 

“1” unit when completed
– Encounters, visits, communication: enter “1” unit for 

each 15 minute increment



ENTERING DATA



Entering Data – Housing Services

• Date of Service
• To narrow search, type in “HS” in the Service Name Field
• Units



Entering Data – Annual Review
• Date
• Type – Housing Arrangement
• Result

– Stable/Permanent
– Temporary
– Unstable



Entering Data – Custom Fields

• At Risk HIV Negative field
– This field is required.
– Mark this checkbox if the client is an at risk HIV 

Negative client

• Date Closed out of Housing Services
– This field is optional.
– Select the date closed out of Housing Services



QUALITY ASSURANCE REPORTS



QA Reports for Housing
• Missing data reports:

– Missing Annual Review

• Financial Report
• RSR Validation Report 
• Other custom reports:

– Client List
– Service Detail Report
– Aggregate Housing Counts 



CASE SCENARIOS



Case Scenarios: A week with P
Monday, 10:30-11:00am
• Call to P to confirm upcoming office visit. Discussed documentation she needs 

to bring. 

Tuesday, 1:00-2:00pm
• P comes in for office visit
• Complete Housing Search and Advocacy intake and sign consents
• Discussed housing needs and started looking at apartment listings

Wednesday, 2:00-2:30
• Call to Housing Authority to make an apt and discuss P’s case with staff
• 15 min call to P to confirm appointment and arrange a time to sign paperwork. 



A week with P: data reporting

Service Name Units

HS&A Assessment 1 unit (complete)

HS&A In-person session 4 units (1 hour)

HS&A phone or video session 3 units (15 minutes + 30 minutes)
HS&A Communication on behalf 
of client 2 units (30 minutes)



A week with P in CAREWare



CONTRACT MANAGER DATA 
REVIEW



Contract Manager Data Review



QA is everyone’s responsibility

• What data are your contract managers 
reviewing?

• What will they ask you about?
• What tools can you use to address data 

quality?



CAREWARE MA SUPPORT & 
RESOURCES



CAREWare MA Documentation:
Housing Services

• Subservice Definitions
• Fields and Definitions 
• Report Instructions



CAREWare MA Website

Find materials and other resources at 
http://carewarema.jsi.com/ under “Materials.”

http://carewarema.jsi.com/


CAREWare MA Helpdesk Support

• Go to www.CAREWareMA.jsi.com
• Email CAREWareMAhelpdesk@jsi.com
• Call 617-385-3991 
• Fax 617-482-0617

http://www.carewarema.jsi.com/
mailto:CAREWareMAhelpdesk@jsi.com
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