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Bed Reservation 
System Training
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Bed Reservation System

 The Orange County Individual Shelter Bed Reservation 
will be the centralized system where available shelter 
beds and shelter units participating in CES can be viewed 
and assigned to via a matching system. This system will 
compliment Family Bed Reservation System.

 The need for the Orange County Individual Shelter Bed 
Reservation is imperative to creating a more streamlined 
and accessible process for households to obtain shelter.

• Will strengthen connection between the case managers and 
clients, saves client time from calling multiple shelter providers
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Bed Reservation System Roles

 For the Individual Shelter Bed Reservation System, 
there are three key roles to ensuring the success of 
the system: 

• Access Points
• Matchmaker
• Shelter Providers
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Bed Reservation System Roles

Access Point

Connects clients 
to CES and offer 
additional 
services

Matchmaker

Responsible for 
connecting clients to 
appropriate shelter 
options

Matchmaker Agencies:

Family Solutions 
Collaborative – For 
Families

County of Orange –
For Individuals 

Shelter Provider

Providers shelter 
beds for households 
in CES
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Access Point Responsibilities

 Access Points will connect clients to the Coordinated 
Entry System (CES) and refer clients to the Shelter Bed 
Reservation Community Queue by completing the Bed 
Reservation Assessment and completing the Bed  
Reservation Community Queue process. 

 They will also ensure that client's contact information 
is up to date, confirm current living situation, and 
update the 'Needs Bed Reservation Assistance' on a 
weekly basis to keep Bed Reservation referral active.
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Matchmaker Responsibilities

 The Individual Bed Reservation System matchmaker, 
County of Orange, will identify and prioritize eligible 
clients and match the eligible clients to the most 
appropriate shelter bed space available. 

 Prioritization will be based on the current CES 
prioritization of chronic homelessness by length of 
homelessness, then those who are not chronically 
homeless by disabling condition, length of 
homelessness and shelter status.

https://ceo.ocgov.com/sites/ceo/files/2022-09/CES%20POLICY%20FINAL_220928_APPROVED.pdf
https://ceo.ocgov.com/sites/ceo/files/2022-09/CES%20POLICY%20FINAL_220928_APPROVED.pdf
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Shelter Provider Responsibilities

Once the shelter receives the match notification from 
the Matchmaker, Shelter Providers will complete the 
shelter program enrollment to ensure the client is 
sheltered. 

 Additionally, Shelter Providers are expected to update 
shelter bed availability as shelter beds become 
available. 
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Bed Reservation System Roles

Current Shelter Providers Participating in CES:
American Family Housing

- Huntington Beach Oasis
- Anaheim North Harbor 

People Assisting the Homeless (PATH) 
- Yale Navigation Center

Mercy House
- Bridges at Kraemer Place

https://ceo.ocgov.com/sites/ceo/files/2022-09/Huntington%20Beach%20Oasis%20Flyer.pdf
https://ceo.ocgov.com/sites/ceo/files/2022-09/Anaheim%20North%20Harbor%20Flyer_0.pdf
https://ceo.ocgov.com/sites/ceo/files/2023-02/Yale%20Navigation%20Center%20Flyer.pdf
https://ceo.ocgov.com/sites/ceo/files/2023-02/Bridges%20at%20Kraemer%20Place%20Flyer.pdf
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Timeline
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Access Point 
Process
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The envisioned workflow for 
Access Points will be connecting 
clients to Coordinated Entry 
System (CES) and offering 
additional services.
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Switch Agencies and Search
1

2
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Step 1: Create Client Profile/Update 
Client Profile
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1

2

• If the participant does not have contact information, the current case manager or 
alternate contact information should be added. 

• Shelter Providers try to reach Shelter referrals through their contact section on HMIS 
profiles, but some clients do not have any contact information, therefore, a case 
manager’s contact information should also be listed. 

Step 2: Update Contact Information



15

1

2

3

Step 3: Complete CES Program Enrollment
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Step 4: Complete Current Living Situation 
Assessment

4
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Step 4: Upload Verification of 
Homelessness

4

Please upload verification of homelessness before placing the household onto the 
community queue. The household must have a Homelessness Verification or 
Chronically Homeless Verification form on file in HMIS.
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Step 5: Complete Bed Reservation 
Assessment
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Step 5: Complete Bed Reservation 
Assessment

*Examples of questions that will be asked, this does not include all the questions
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Step 5: Complete Bed Reservation 
Assessment

For any households that may require mobility or sensory accommodations, please ensure 
that following questions are answered on the Bed Reservation Assessment:

• Do you require a mobility accessible unit due to a physical disability?
• Do you require a sensory accessible unit due to loss of hearing or sight?
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Step 6: Refer to the Shelter Bed 
Reservation Community Queue
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Step 6: Refer to the Shelter Bed 
Reservation Community Queue

When adding onto the Community Queue, there is the option to include additional notes 
if necessary, such as additional information on the client’s accessibility needs  
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Step 7: Enter “Needs Bed Reservation 
Assistance” Weekly

Access Points are to ensure that Bed Reservation services are updated at minimum every 
7 days to keep the referral active in the Bed Reservation System.
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Provide the "Needs Bed Reservation Assistance" 
service to Multiple Heads of Household

Access Points can also provide the "Needs Bed Reservation Assistance" service to Multiple 
Heads of Household at one time
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Provide the "Needs Bed Reservation Assistance" 
service to Multiple Heads of Household

Ensure the Date field matches the current date and click on the Add button for each 
Head of Household to which you would like to apply the Needs Bed Reservation 
Assistance service.
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Provide the "Needs Bed Reservation Assistance" 
service to Multiple Heads of Household

If the Head of Household is not listed under the Clients from Last 4 Months section, enter 
the first two to three letters of the Head of Household's first and last name, and click on 
Search. When the Head of Household appears, click on Add.
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Keeping the client active

If the referral is not updated on a weekly basis, it will expire. 
Head of households that have not had any activity in HMIS in the previous 
seven (7) days will automatically be removed from the Bed Reservation 
Community Queue  
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"Needs Bed Reservation Assistance" 
service

If the client does not have the “Needs Bed Reservation Assistance” service, the client will 
not appear as active in the Bed Reservation Community Queue and client will not appear 
in the “Individual Households Waiting for Bed Reservation – No Names” report that the 
Matchmaker receives.  

If the client is not on the report, the client will not have the opportunity to be matched to 
a shelter bed space. 
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"Needs Bed Reservation Assistance" 
service

There are reports available in HMIS that can be run to confirm who is on the Bed 
Reservation Community Queue and who needs a Bed Reservation Service added weekly 
to continue to be considered for shelter bed referrals. The Individual Households 
Waiting for Bed Reservation and Individual Data Entry: Needs Bed Reservation 
Assistance Service Report is a by-name list of participants active in CES with the Bed 
Reservation Assessment completed that do not have a Needs Bed Reservation Service 
entered in the previous week. 
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"Needs Bed Reservation Assistance" 
service

If an Access Point would like to subscribe to the Bed Reservation Reports, the Access 
Point would need to contact their HMIS Agency Administrator. The HMIS Agency 
Administrator can submit a request to the HMIS Helpdesk for the Access Point to receive 
the “Individual Households Waiting for Bed Reservation” and “Individual Data Entry: 
Needs Bed Reservation Assistance Service” reports.
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Matchmaker 
Process
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The envisioned workflow for the 
Matchmaker will be matching the 
eligible clients to the most 
appropriate shelter bed space.
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Step 1: Receive Referral Request

The Matcher will open the Bed Reservation Reports by reviewing the daily 11 a.m. email 
which contains the “Individual Bed Reservation Available Housing Opportunities” and 
“Individual Households Waiting for Bed Reservation – No Names” reports. 
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Step 2: Prioritize and Identify Eligible 
Client

The Matcher will identity eligible clients and match the clients to the most appropriate 
shelter bed space by prioritizing based on the current CES prioritization. 

https://ceo.ocgov.com/sites/ceo/files/2022-09/CES%20POLICY%20FINAL_220928_APPROVED.pdf
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Step 3: Reassign Client to the Shelter 
Provider

1
2

3
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Match Email

Once the participant is matched to a housing opportunity, the Matchmaker will send an 
email to the Agency Administrator at the referring Shelter and the Access Point notifying 
them of the match that was made. 
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Shelter Provider 
Process
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The envisioned workflow for 
the Shelter Providers will be 
completing shelter program 
enrollment for clients to 
ensure the client is sheltered.
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Step 1: Add Availability to Shelter Project

Please note, projects should not be listed as having “Full Availability” otherwise you will 
not be able to add or delete beds from that project.
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Step 1: Add Availability to Shelter Project
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Step 2: Receive Match Notification by 
Email from HMIS
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Shelter Staff will be copied in the match emails that the Matchmaker sends to the 
Access Point’s Care Team. 

Receive Match Notification by Email
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Review Pending Referrals

Shelter Providers can view all the households are currently waiting for a shelter bed 
opportunity. 
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Step 3: Complete Shelter Program 
Enrollment: Deny Client
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1

2

Step 3: Complete Shelter Program 
Enrollment: Assign Case Manager
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Step 3: Complete Shelter Program 
Enrollment: Accept Client
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Status View: Confirm Program Enrollment

Shelter Providers can confirm if a referral was made by the chain icon next to the 
program enrollment in client’s Program history. 
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CES and Bed Reservation HMIS Resources

• Coordinated Entry (CES) and Bed Reservation 
Knowledge Base

• Adding Households to the Bed Reservation 
Community Queue (for Access Points)

• Community Queue for Housing Agencies (for 
Emergency Shelter Projects)

• Coordinated Entry System (CES) for Case Managers

https://ochmis-211oc.happyfox.com/kb/section/16/
https://ochmis-211oc.happyfox.com/kb/section/16/
https://ochmis-211oc.happyfox.com/kb/article/330-adding-households-to-the-community-queue/
https://ochmis-211oc.happyfox.com/kb/article/330-adding-households-to-the-community-queue/
https://ochmis-211oc.happyfox.com/kb/article/352-community-queue-for-housing-agencies/
https://ochmis-211oc.happyfox.com/kb/article/352-community-queue-for-housing-agencies/
https://ochmis-211oc.happyfox.com/kb/article/217-coordinated-entry-system-ces-for-case-managers/
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Common Concerns
in the Community Queue
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Missing Verification of Homelessness

1

2

Coordinated Entry System Documents and Resources can be found at: 
https://ceo.ocgov.com/page/ces-partner-documents-and-resources

(if available)

(if available)

Households must have Homelessness Verification or Chronically Homeless Verification 
uploaded in HMIS before being placed onto the community queue. 

https://ceo.ocgov.com/page/ces-partner-documents-and-resources
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Missing Current Living Situation

1

2

If a “Current Living Situation” was not completed, it will show up as blank 
on the “Individual Households Waiting for Bed Reservation” report.

A Current Living Situation Assessment is required whenever a CES 
Assessment is completed.

A printable version of the Current Living Situation Assessment is available 
on the Orange County HMIS website at:
http://ochmis.org/coc-esg-2/

http://ochmis.org/coc-esg-2/
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Prior Living Situation Errors

The type of residence in the prior living situation must be a literal homelessness location.

Ensure that the participant has the correct date of Approximate Date of Homelessness 
Started for the current episode of Homelessness during the Program Entry

Due to the importance of the length of homelessness in the CES assessment, it is 
critical that CES Access Points have a shared understanding and commitment to 
accurately completing the prior living situation section of the program entry.

Current Episode of Homelessness

Past 3 Years of Homelessness
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Missing or Expired “Needs Bed 
Reservation Assistance”

The "Needs Bed Reservation Assistance" service is required to be included on the bed 
reservation system community queue and the service needs to be updated on a weekly 
basis to ensure that clients are active and interested in shelter. 

Please reference the section "Confirm the Household still needs Bed Reservation Assistance" in 
the Adding Households to the Bed Reservation Community Queue article

http://ochmis.211oc.happyfox.com/kb/article/356-adding-households-to-the-bed-reservation-community-queue/
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Care Team Not Updated

1

2

There have been bounce back emails for matches due to out-of-date Care Team 
information. Please ensure that the Care Team is updated.

For information about updating the Care Team see:  
http://ochmis.211oc.happyfox.com/kb/article/140-reassigning-case-managers/

3

http://ochmis.211oc.happyfox.com/kb/article/140-reassigning-case-managers/
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Missing Contact Information

1
2

There have been bounce back emails for matches due to out-of-date Care Team 
information. Please ensure that the Care Team is updated. 
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“

”

Office of Care Coordination

CoordinatedEntry@ocgov.com

Questions can be sent via email at 

CoordinatedEntry@ocgov.com

mailto:CoordinatedEntry@ocgov.com
mailto:CoordinatedEntry@ocgov.com
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