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Shelter Bed Reservation 
System Training

5/10/23
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Agenda

▪ Bed Reservation System Overview and Updates

▪ Frequently Asked Questions

▪ Additional Questions and Feedback

▪ Bed Reservation Step-By-Step Training for Access 
Points
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Bed Reservation System Overview

▪ 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. 

▪ The Shelter Bed Reservation System for individual 
households started accepting households onto the 
Bed Reservation Community Queue on September 
20th, 2022. 
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Participating Emergency Shelters

▪ Alternative Shelter Location (ASL)

▪ Anaheim North Harbor

▪ Bridge Housing Program (BHP)

▪ Bridges at Kraemer Place (Bridges)

▪ Huntington Beach Oasis

▪ Yale Navigation Center

https://ceo.ocgov.com/sites/ceo/files/2023-05/ASL%20Summary%20Sheet.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2022-09%2FAnaheim%2520North%2520Harbor%2520Flyer_0.pdf&data=05%7C01%7Cjasmin.miranda%40ocgov.com%7Caf85ed79465046c1eb7d08db16ca9842%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C638128831819658497%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=kNQ2FIOyPi7UrqBF84nX7faPC3sA1ui%2FzWoKhzmnO38%3D&reserved=0
https://ceo.ocgov.com/sites/ceo/files/2023-05/BHP%20Summary%20Sheet.pdf
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2023-02%2FBridges%2520at%2520Kraemer%2520Place%2520Flyer.pdf&data=05%7C01%7Cjasmin.miranda%40ocgov.com%7Caf85ed79465046c1eb7d08db16ca9842%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C638128831819658497%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=XB4VqBg57XtrG92%2BfMb%2F2m94FuyGn%2FlsAqhjQSgs0LU%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2022-09%2FHuntington%2520Beach%2520Oasis%2520Flyer.pdf&data=05%7C01%7Cjasmin.miranda%40ocgov.com%7Caf85ed79465046c1eb7d08db16ca9842%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C638128831819658497%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=3cg7Qb0WtaP0vr5q2XUEznmg9a3wc9Bxp99BIY%2BxrME%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2023-02%2FYale%2520Navigation%2520Center%2520Flyer.pdf&data=05%7C01%7Cjasmin.miranda%40ocgov.com%7Caf85ed79465046c1eb7d08db16ca9842%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C638128831819658497%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=48NOUCixCzZI%2BfOdNbZkm64PAkgmLXW6VO2DkFyoEVc%3D&reserved=0
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Prioritization

▪ The Bed Reservation System follows current 
Coordinated Entry System (CES) Prioritization Policies

▪ 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.

▪ To read more about the current Coordinated Entry 
System Policies and Procedures, you can find the 
approved Policies at 
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
https://ceo.ocgov.com/sites/ceo/files/2022-09/CES%20POLICY%20FINAL_220928_APPROVED.pdf
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Resources

▪ For more information on how to refer someone to the 
Shelter Bed Reservation Community Queue, please 
review the Individual Bed Reservation System 
Information Session PowerPoint on the Bed Reservation 
System webpage that includes an overview of 
the Individual Shelter Bed Reservation System, as well 
as the step-by-step process of the HMIS steps.

▪ For additional resources, 211OC has a Knowledge 
Base with articles on how to Add Households to the 
Bed Reservation Community Queue, as well as a Bed 
Reservation Overview.

▪ Frequently Asked Questions

https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2022-09%2FBed%2520Reservation%2520System%2520Information%2520Session%2520-%25208.25.22.pdf&data=05%7C01%7CJMiranda%40ochca.com%7C981633220ec64310c2f408da9db18ba6%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C637995683172539266%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=rm710C%2Fg1iI7a2g1U3E5FPgWH2V06jmzU%2FVQjQTYvm0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fsites%2Fceo%2Ffiles%2F2022-09%2FBed%2520Reservation%2520System%2520Information%2520Session%2520-%25208.25.22.pdf&data=05%7C01%7CJMiranda%40ochca.com%7C981633220ec64310c2f408da9db18ba6%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C637995683172539266%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=rm710C%2Fg1iI7a2g1U3E5FPgWH2V06jmzU%2FVQjQTYvm0%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fcare-coordination%2Fhomeless-services%2Fcoordinated-entry-system%2Fshelter-bed-reservation-system&data=05%7C01%7CJMiranda%40ochca.com%7C981633220ec64310c2f408da9db18ba6%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C637995683172539266%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ex8lW6wRceuunkMbU%2FtO2%2Fy8NqkfIH7UiVquwusp7KA%3D&reserved=0
https://gcc02.safelinks.protection.outlook.com/?url=https%3A%2F%2Fceo.ocgov.com%2Fcare-coordination%2Fhomeless-services%2Fcoordinated-entry-system%2Fshelter-bed-reservation-system&data=05%7C01%7CJMiranda%40ochca.com%7C981633220ec64310c2f408da9db18ba6%7Ce4449a56cd3d40baae3225a63deaab3b%7C0%7C0%7C637995683172539266%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=ex8lW6wRceuunkMbU%2FtO2%2Fy8NqkfIH7UiVquwusp7KA%3D&reserved=0
http://ochmis.211oc.happyfox.com/kb/section/16/
http://ochmis.211oc.happyfox.com/kb/section/16/
http://ochmis.211oc.happyfox.com/kb/article/356-adding-households-to-the-bed-reservation-community-queue/
http://ochmis.211oc.happyfox.com/kb/article/356-adding-households-to-the-bed-reservation-community-queue/
http://ochmis.211oc.happyfox.com/kb/article/214-bed-reservation-overview/
http://ochmis.211oc.happyfox.com/kb/article/214-bed-reservation-overview/
https://ceo.ocgov.com/sites/ceo/files/2023-04/Shelter Bed Reservation System for Individuals FAQ.pdf
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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

IMPORTANT
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1

2

3

Step 3: Complete CES Program Enrollment
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1

2

3

Step 4: Complete Current Living Situation 
Assessment

4
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1 2

3

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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1

2

3

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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1

2

3

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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Keeping the participant active

If the referral is not updated on a weekly basis, it will expire. 
Participants that have not had any activity in HMIS in the previous seven (7) days will 
automatically be removed from the Shelter Bed Reservation Community Queue. The 

referral expires at approximately 3 a.m. on the 7th day of no activity in HMIS.
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"Needs Bed Reservation Assistance" 
service

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

If the participant is not on the report, the participant 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 Shelter 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 must 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.



24

Matching Process: Match Email

If a participant is matched to a shelter opportunity, HMIS will automatically send an 
email to the HMIS Agency Administrator at the referring Shelter. The Matchmaker will 
also send an email to the Shelter Provider and Access Point Care Team notifying them of 
the match that was made and the next steps. 
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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

Matching Process: Contact Information

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

”

Office of Care Coordination

CoordinatedEntry@ocgov.com

Questions?

mailto:CoordinatedEntry@ocgov.com
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