
Documentation Standards

COORDINATED ENTRY
SYSTEM FOR SURVIVORS 



Common Definitions
Review HUD definition of Literal Homelessness, Chronic Homelessness and
Disability.​
Review HUD definition of what constitutes an episode and a break in
homelessness.

Documentation
Know which documents are required and/or recommended for CES
participation.​
Learn how to complete SCES Referral Form to capture accurate data.
Know how to correctly complete Third-Party Homeless Verification including
when to attach agency letters and Disabling Condition Verification.

Miscellaneous
Understand ICES Community Queue (CQ) prioritization.​
How to access and review the weekly prioritized list emails.
How to attend the CES Match Meetings and which SPA meetings to attend. ​
How to attend SCES Facilitated Meetings
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Defining Literal Homelessness

1.Has a primary nighttime residence that is a public or private place not meant
for human habitation; OR

2.Is living in a publicly or privately operated shelter designated to provide
temporary living arrangements (including congregate shelters, transitional
housing, and hotels and motels paid for by charitable organizations or by
federal, state and local government programs); OR

3.Is exiting an institution where (s)he has resided for 90 days or less and who
resided in an emergency shelter or place not meant for human habitation
immediately before entering that institution.

HUD defines an individual to be “literally homeless” when said individual or
family lacks a fixed, regular, and adequate nighttime residence, meaning:



Defining Chronic Homelessness

Accrued 12 months of
continuous literal
homelessness (with no breaks)
AND have a documented
disabling condition.

An individual is considered to be experiencing Chronic Homelessness if they
meet either of the following definitions:

Accrued 4 episodes* of literal
homelessness over the past three
years, totaling 12 months
cumulatively
AND have a documented
disabling condition.



What is considered a break in homelessness?

 A break in homelessness consists of seven nights or more in a place that
HUD does not consider a literal homeless destination, which includes but not
limited to:

HUD describes an episode of literal homelessness as “a separate, distinct, and
sustained stay on the streets and/or in a homeless emergency shelter.”
One night or more is considered a distinct stay.

Couch surfing (sleeping on a couch for seven nights or more)
Renting a Room
Motel stays (paid for by the participant)
Sober Living (paid for by the participant)
90 days or more in an institutional setting

What is considered an episode?



Defining Disability

Is expected to be long-continuing or of indefinite duration; AND
Substantially impedes the person’s ability to live independently; AND
Could be improved by more suitable housing.

Is attributable to a mental or physical impairment or combination; AND
Is manifested before age 22; AND
Is likely to continue indefinitely; AND
Results in substantial limitations in three or more major life activities, AND
Reflects need for:

A combination and sequence of special, interdisciplinary or generic services; OR
Individualized supports; OR
Other forms of assistance that are of lifelong or extended duration and are individually planned
and coordinated.

Disability or “disabling condition” is defined as one or more of the following:

Physical, mental or emotional impairment that:

Developmental Disability: Means a severe, chronic disability that: 



LOH is determined by the date entered in the "Approximate Date this Episode of
Homelessness Started" field in the SCES Assessment Tool. The full LOH is required to be
supported by homelessness verification such as Third Party Verification.

Please note that LOH verification is only completed for episodes that occurred within the last
three years at the time the documentation is reviewed. Any LOH reported outside of this three-
year period will be treated as self-reported and will not be verified.

Length of Homelessness (LOH)

EXAMPLE

A participant is reporting a LOH since 12/2024, they must have verification uploaded for
12/2024-Present.
A participant is reporting a LOH since 12/2016, they must have the past three years -Present
continuously verified. 



SCES Survivor Assessment Tool
Collecting Accurate Data for LOH

When answering “Approximate
Date Homelessness Started”, please
provide information about the
current episode of homelessness
with no breaks in homelessness.

Note: If the start date of
homelessness is longer than three
years ago, then the number of
times is “One time”.



SCES Survivor Assessment Tool
Collecting Accurate Data for LOH

A participant shares that they have been on
the streets unhoused since 01/2017, however
they stayed on a friend’s couch for about a
month in 06/2020.

How would the data be correctly recorded in
the SCES Assessment tool?

EXAMPLE



SCES Survivor Assessment Tool
Collecting Accurate Data for LOH

EXAMPLE

LOH start date would be approx. 07/2020.

Because they slept in a non-homeless
situation for 7+ nights, this is a considered a
break in homelessness. The current episode
of homelessness would start after. 

Number of times is “One time”.

This is because the LOH start date (which
should be the date of the current episode of
homelessness started) is earlier than 3 years
ago.

07/01/2020



Required to verify Length of
Homelessness

Required if participant:​
Meets HUD definition for

Chronic Homelessness​

Typically required by
Housing Provider at

Screening

CES Documentation

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


A participant is considered “document ready” when all supporting
documentation to verify their homelessness status has been
collected.
After a participant becomes document ready, they are eligible to be
matched to any eligible opportunity should they arise.

What is considered “document ready”?



Agency Third Party
Verification

Verification from
non-CES Access

Points

Self-Certification

Supporting Documentation to Verify LOH



 “Agency services began on...”
Write the date any services began. If applicable, write end
date.

“and included the following services...”
List services provided and how verifier knew the
participant was homeless at the time of the encounters.

“This household reports the following living
situation...”

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.

Also Accepted: 
Written Letter of Third Party Verification
HMIS Clarity Program History or comparable database
record

Agency Third Party Verification



Verification Letter from non-CES Access Points

Verification must include:​
When (in months) they
encountered the participant.
Where the encounter(s) took place.​
What services were provided.​
How they have knowledge the
participant was homeless at the
time.

All homelessness verifications from
non-CES sources require a
letter of attestation completed by the
Access Point to support it.​



If providing homelessness verification
from non-CES Access Points, letter of
attestation is required to support.

The Access Point must include a
written letter on an agency letterhead
describing why in their professional
judgment they believe the letters from
intake workers or community
members are credible in verifying the
LOH reported.

Template is provided on the ICES
website for use.

Letter of Attestation

https://ocices.org/project/letter-of-attestation-example/
https://ocices.org/project/letter-of-attestation-example/


Self-Certification

“I have been homeless since...”
Self-certification for homelessness verification
applies between the date provided until the
date the document is signed.

Best practice is self-certification is only to be
used if other forms of homelessness verification
cannot be obtained.

Note: Self-certification or any other self-
reported data can only be used for up to 3
months of homelessness verification.



Disabling Condition Verification

Accepted: 
Written verification from a state licensed
qualified source that includes: (1) Their license
number and contact information, (2) Defines
the disability as severe and persistent, and (3)
Affects the individual’s ability to live
independently unless suitable housing
conditions are secured.
SSI Award Letter that explicitly states the
individual is disabled
SSDI Award Letter
City Disabling Condition forms



Disabling Condition Verification

County Disabling Condition Verification
Form

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. 



SCES Survivor Assessment Tool
Collecting Accurate Data for City Ties

To ensure participants are correctly
prioritized for eligible housing
opportunities, please mark the
appropriate answers  the Prior City
Permanently Housed” and City Prior
to Entry for cities in Orange County
when applicable. 



City Ties

If Survivor is eligible for projects requiring
city ties, it is best practice to review the
residency requirements for the respective
housing authority to ensure the participant
will be able to verify those city ties. 



CES for Survivors (SCES)
SCES prioritizes individuals with the highest Tenant Self-
Assessment scores on the Survivor Assessment Tool who
are both eligible and interested in DV-specific housing.

Individual/Families CES
ICES & FCES prioritizes individuals in the Community
Queue (CQ) in the order of their LOH, homelessness
status, and program eligibility.

For more information, please review our ICES Prioritization
Training and CES Prioritization Quick Sheet.

Prioritization



Meeting information is included in the
Match Meeting emails sent out every
Monday before end of day.

All Individual CES Match Meetings are held
virtually via Webex – please create an
account and ensure your organization is in
your name.

The OC CES password required to
participate and view match materials.

ICES Match Meetings

Central SPA ICES Match Meeting​
Tuesdays from 10:30AM-11:30AM​

North SPA ICES Match Meeting​
Wednesdays from 1PM-2PM

South SPA ICES Match Meeting​
Thursdays from 10AM-11AM



If you have Survivors who are put on the
ICES CQ, it is recommended to check the
Prioritized Lists weekly for your participants.

Match Meeting emails (including Prioritized
Lists) are sent out by a SPA administrator
every Monday by end of day.

If you would like to be added to receive
these emails, please contact a SPA
administrator for assistance.

ICES Prioritized Lists



ICES Prioritized Lists

Each Prioritized Lists sheet has the
available opportunities for the week
divided into each tab.

Each list is ordered for prioritization, so
once the participant has been
identified, their corresponding position
on the CQ is available to assess.

Tip: You can use CTRL+F on Windows
to search for your participant quickly.



SCES Facilitated Meetings

Case Conferencing: Reserved for
reviewing and receiving updates
on Pending Matches, Housing
Interests, and Current Living
Situations. 

Office Hours: Reserved for SCES-
related questions, including
documentation, assessments,
technical issues, Survivor status
updates, or other guidance. 

SCES Case Conferencing
Every other Monday from 3:30-4:30pm

SCES Office Hours
Occurs on the 4th Tuesday of the month
from 3-4pm



Questions? Let’s
Connect!

Thank you for participating!
Contact: CoordinatedEntry@ceo.gov


