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• Manage participant's ICES Program Enrollment on HMIS
o Enroll into ICES Program
o Complete Current Living Situation Assessment once every 90 days
o Complete Individual CES Assessment and refer to CQ
o Remove participant from CQ and exit from ICES enrollment as needed.

• Upload documentation to HMIS to verify length of homelessness, chronic disability, etc.

• Correct referral holds as needed

• Attend match meetings, case conferencing, and virtual office hours

• Understand participant's housing preferences and divert to non-CES resources when 
appropriate

• Upon match, assist participant with submitting all requested documents to Housing 
Provider.

ACCESS POINT BASIC RESPONSIBILITIES 
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Reach out to the ICES team by email to request to be added to our mailing list 
where you will be able to receive match meeting details, prioritized lists, office 
hours information, and other important CES updates.

MATCH MEETINGS OVERVIEW

Central SPA 
Match Meeting
Every Tuesday

North SPA Match 
Meeting

Every Wednesday

South SPA Match 
Meeting

Every Thursday
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ICES PROGRAM ENROLLMENT
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ICES PROGRAM ENROLLMENT:
Enrollment Fields for CQ Prioritization

① Type of Residence

• Where did they sleep last night?

• Report the start date of the CURRENT 
EPISODE of homelessness

• Number of unique homeless 
episodes (not individual shelter 
stays).

② Approximate Date This Episode 
of Homelessness Started

③ Number of times on the streets,                               
in ES, or Safe Haven in the past 3 
years

①

②

③
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If a Participant is new to your caseload, update 
the enrollment to reflect which Access Point is 
serving the Household. Please also update the 
Care Team with the assigned staff member.

ICES PROGRAM ENROLLMENT:
Enrollment Fields for SPA/City Ties (OC Custom Questions)

What city were you in 
immediately prior to entry into 
this project?
• This will determine which SPA the 

participant is referred to.

• Report ties to these cities through 
school or work to be considered for 
opportunities.

Are you or your household 
member currently employed or 
go to school in the city of 
Anaheim, Garden Grove, and/or 
Santa Ana?

①

②

②

①
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ADDING HOMELESSNESS 
DOCUMENTATION
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ADDING HOMELESSNESS DOCUMENTATION:

CES Housing Documentation 

Required for CES 
participation

Required when 
participant:

• Reports any disability 
AND/OR

• Meets HUD definition 
for Chronic 

Homelessness

May be required by 
Housing Provider upon 

receiving referral
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https://www.hudexchange.info/homelessness-assistance/coc-esg-virtual-binders/coc-esg-homeless-eligibility/definition-of-chronic-homelessness/


• All verifications, regardless of source, must answer:

• When = What months or how frequently did they encounter the participant?

• Where = Where did the encounters take place?

• What = What services were provided to the participant?

• How = How does the verifier know the participant is experiencing literal homelessness? 

ADDING HOMELESSNESS DOCUMENTATION:

Required Information
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① "Agency services began on..."

② "and included the following 
services..."

③ "This household reports the 
following living situations..."

①

②

③

ADDING HOMELESSNESS DOCUMENTATION:

Agency Third Party Form

• Write the date any services began. If 
applicable, write end date.

• List services provided and how verifier 
knew the participant was homeless at 
the time of the encounters.

• List each self-reported living situation 
(street, motel, couch, shelter etc.) 
since their homelessness began.
*Please note that information recorded 
here is considered as self-reported data. 11



CES Access Points can download this template from the ICES Website at ocices.org.

Letter of attestation is used to 
supplement Third Party 

Verification from community 
members/non-CES approved 

Access Points.

*Completed by the Access Point 
serving the household.

ADDING HOMELESSNESS DOCUMENTATION:

Letter of Attestation
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CES Access Points can download this template from the ICES Website here. CES Access Points can download this template from the ICES Website at ocices.org. 

Timeline letter is used for:
• Providing a detailed account of 

4 or more episodes 
of homelessness within past 3 

years, totaling to 12 months.
• Unable to cover gaps with third-

party verification after 
documented attempts

• Not required for all participants 
but may be useful in some 

cases, reach out to SPA admin 
for more questions

ADDING HOMELESSNESS DOCUMENTATION:

Timeline Letter
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https://ocices.org/


① “I have been homeless since…”

② “I have been in the above living 
situation for X months”

ADDING HOMELESSNESS DOCUMENTATION:

Self-Certification

• Write participant’s self-reported start 
date of homelessness.

• Add up number of months that the 
participant has been in the living 
situation marked previously.

• Mark the appropriate living situation

①

②

*Reminder: Self-reported data is 
only able to verify gaps in 
homelessness for up to 3 
months. 14



ADDING HOMELESSNESS DOCUMENTATION:

Universal Disabling Condition Form

• Does not expire.

• Accepted by all PHAs.

• CES Access Points complete top-left 
field "Service Provider".

• "Knowledgeable Professional" is 
defined as a state licensed clinical 
professional.
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An acceptable Disabling 
Condition Verification must:

✓ Tick at least one condition box.
✓ All conditional Y/N statements 

ticked 'YES.'
✓ Signed by a state licensed clinical 

provider.

NOTE: This document is time-bound:
Housing programs may want verifications 
dated within the past year. 

HUD’s Disability Definition: 
https://www.hudexchange.info/homeless
ness-assistance/coc-esg-virtual-
binders/coc-esg-homeless-
eligibility/determining-and-documenting-
disability/disability-definition/

ADDING HOMELESSNESS DOCUMENTATION:

Disabling Condition Verification Form
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✓ Homelessness Verification Forms

✓ At-Risk of Homelessness Verification

✓ Disabling Condition Verification

✓ CES Informational Flyers and Resources

✓ PHA FAQS

And more...!

For a current list of CES Partner documents, 
please go to: https://ceo.oc.gov/page/ces-
partner-documents-and-resources

ADDING HOMELESSNESS DOCUMENTATION:

Where to Find CES Forms?
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RECOMMENDED DOCUMENTS
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RECOMMENDED DOCUMENTS:
City Resident Documents

City residency documents are NOT 
required prior to a match for 

a project with a city preference.

*CES is not able to confirm or deny 
city ties eligibility. Please reach out 

to the respective Housing 
Authority for more details.
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PRIORITIZATION
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Priority Group 1: 
Households experiencing Chronic Homelessness (CH)

Priority Group 2: 
Households with a Chronic Disability, but do not meet 
LOH requirements for CH

Priority Group 3:
Households without a Disability

Priority Group 4: 
Households at-risk of homelessness

1.) Chronic 
Homelessness

2.) Chronic Disability

3.) No Disability

4.) At-Risk

PRIORITIZATION:
OC CoC-Approved CES Prioritization Structure

For more details, please visit : CES 
Policies & Procedures (10/22/2025)
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https://ceo.oc.gov/sites/ceo/files/2025-10/CES%20P%26Ps%20Oct%202025.pdf
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Priority Group 1:
"Chronic Homelessness" status, prioritized 

by Length of Homelessness (LOH)

Priority Group 2:
"Disabling Condition" status, prioritized by 

LOH

Priority Group 3:
"No Disabling Condition" status, 

prioritized by LOH

PRIORITIZATION:
Standard CES CQ Prioritization Structure

Priority Group 4:
"At-Risk" status
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PRIORITIZATION:
MHSA Certification
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Participants who have a qualifying mental health 
disability may be eligible for MHSA Certification.

Funded by the Mental Health Services (MHSA) 
Act and in partnership with Housing & Supportive 
Services (HSS), MHSA Certification helps to 
prioritize eligible participants for MHSA-specific 
opportunities.

To learn more about this process and guidelines, 
please visit:

https://ocices.org/project/mhsa-training/

https://ocices.org/project/mhsa-certification/
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MAINTAINING REFERRALS & 
REFERRAL HOLDS
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For step-by-step instructions, please visit:

https://ochmis-

211oc.happyfox.com/kb/article/238-

maintaining%C2%A0households-on-the-

community-queue/

If there is no activity on a participant's 
profile within 90 days, a participant may 
be automatically removed from the CQ.

SUGGESTED SOLUTIONS

• Complete a Current Living Situation 
Assessment at least once every 90 
days. This is located in the "Assessments" tab 
under the ICES Program.

• Alternatively, complete a "Check-in" 
on the ICES Referral page.

MAINTAINING REFERRALS TO CQ

Complete "Check-in" 
to maintain 
participant's CQ 
referral.

Complete CLS 
Assessment at least 
once every 90 days.
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• Participants with ICES program enrollment OR homeless verification 
documentation errors are marked in RED text on the ICES Community Queue. The 
participant is not able to be matched until the referral hold is resolved.

REFERRAL HOLDS

• Once corrections are made, Access Points are expected to communicate with the 
SPA Admin via EMAIL and/or OFFICE HOURS about any updated documentation 
or enrollment changes. Please do not reply directly to the referral note in HMIS. 
Referral holds cannot be lifted until the SPA Admin has been made aware of any 
changes.
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Ensure that you are in the 
“County of Orange” tab on HMIS

Open the participant's HMIS 
profile

Click "View Details" to navigate 
to the Referral Page.

Scroll down to the "Notes" 
section to find referral note.

REFERRAL HOLDS:
Locating Notes about Referral Hold Errors

①

②

①
②

③

③

④

④

*If you do not have access to the 
"County of Orange" tab on HMIS, 
you may have to reach out to your 
Agency Administrator, data team, 
or SPA Admin for help. 27



To ensure accurate data quality, Access Points are required to 1) remove Participants from 
the CQ AND 2) exit from CES Program Enrollment within a 6-day period for any, but not 
limited to the following reasons:

o No contact for 90 days or more.
o Residing in an institution for 90 days or more (e.g., incarceration, care facility, hospitalization).
o Household has relocated outside of Orange County, CA
o Household is housed outside of CES
o Household declines participation in CES.

• If a Household is active with other Access Points in HMIS, DO NOT exit from ICES 
without consulting. Instead, Access Points should reach out to the active APs to notify of 
the program exit, change the Access Point in the ICES enrollment, and update Assigned 
Staff.

• Access Points should add/remove themselves from ICES Assigned Staff in HMIS when 
services with participant begin/end.

When to Exit Participants from ICES

*Reminder: If a Participant is housed through 
CES, Access Points should not be exiting from 
ICES. That is the responsibility of the Housing 

Provider.

For more details, please see flyer: https://ocices.org/project/ces-exit-
guidance-for-access-points-and-housing-providers/ 28
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ICES Bed Reservation System

PURPOSE

The purpose of the Bed Reservation System is to streamline access 
to  Emergency Shelter programs offered by participating Shelter 
Providers to make connection to shelter fair, equitable, 
coordinated, and timely for households experiencing 
homelessness.
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Overview

There are three key roles that an agency may have pertaining to the 
Bed Reservation System: 

31

ACCESS POINTS
Place 
and maintain households 
on the Bed Reservation 
Queue.

ICES
Prioritize and refer 
households to available 
shelter opportunities.

SHELTER 
PROVIDERS
Makes shelter opportunities 
available in HMIS and 
conducts shelter intakes.



Participating Emergency Shelters

Bridges at Kraemer Place – North SPA 

Yale Navigation Center – Central SPA 

Alternative Sleeping Location – South SPA 
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Prioritization for ICES Bed Reservation

The Bed Reservation System follows the current Coordinated Entry System (CES) 
Prioritization structure.

Prioritization will be given to Households with Chronic Homelessness, sorted by Length of 
Homelessness, then Households with only Disabling Condition, sorted by Length of 
Homelessness, then finally, Households who are Literally Homeless, sorted by Length of 
Homelessness.

To read more about the current Coordinated Entry System Policies and Procedures, you 
can find the approved Policies at OC CES Partner Resources and Documents.
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Bed Reservation System: Shelter Timeline
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Bed Reservation 
System: Access 
Point Referral 

Timeline
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Bed Reservation 
System: Required 
Documentation

Ensure a Third-Party 
Homeless Verification Form is 
uploaded for a household’s 
most recent episode of 
homelessness.
Participants without uploaded 
homeless verification are 
automatically removed from the Bed 
Reservation Queue.
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Bed Reservation 
System: 

Maintaining 
Referral

**IMPORTANT**
The "Needs Bed Reservation 
Assistance" service should be 
completed in HMIS by the end 
of the 6th day. 
• The service should only be 

completed under the Head of 
Household. 

NOTE: If this service is not added on a 
weekly basis, the household’s referral 
to the BRQ may expire. 
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RESOURCES

• For more information on CES from the Office of Care Coordination please click 
here  

• For a current list of CES documents, please click here.  

• For CES Policy and Procedures, please click here  

• For information on the CES Shelter Bed Reservation System, please click here  

• For the ICES team website and resources, please click here  

• For Knowledge Base Articles regarding HMIS via 211, please click here
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Q&A

For more information, come to 
virtual office hours or visit our 
website at OCICES.ORG.

THANK YOU!
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