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Family Shelter Length of Stay & Extensions 
Training

March 18, 2025



AGENDA
Services to Track Family Shelter Lengths of Stay & Extensions

Family Shelter Extensions File Uploads

Shelter Length of Stay Exit Reason

Determining Continuous Length of Stay Through the History Tab

Helpful Reports

Next Steps

Questions?
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Services to Track Family 
Shelter Lengths of Stay & 
Extensions
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Family Shelter Expected Exit Date

Service Name Service Items Agencies

Family Shelter 
Expected Exit Date 
(only create once 
and update as 
extensions are 
approved)

• Enter the expected exit date in the Event Date field (when 
extensions are granted, find original service in the client 
History tab and update Event Date to the new expected exit 
date and document the dates of each new extension in text 
box).

• Catholic Charities CYO

• Compass Family Services

• Hamilton Families

• Homeless Prenatal Program

• Mission Action

• Providence Foundation

• Raphael House

• Salvation Army
• Client level service: not completed 

within program enrollment
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If a family transfers to a new shelter and is granted an extension, the new 
shelter should find the existing Expected End Date service in the client’s 
history tab and update its event date to the new exit date. 



How to Submit a Client Level 
Service
From the client’s profile page

1. Click on the Services Tab

2. Click on Service Name

3. Click on the appropriate Service 
item

4. Adjust the event date to the 
expect exit date

5. Click Submit

6. Find Submitted Service in the 
History tab

Service 
Name
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90-day Shelter Extension Services
Service Name Service Items Programs

Shelter Length of 
Stay 90-Day 
Extensions

1. Family Extension Review Meeting

2. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Medical)

3. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Transitional 
Housing Placement Pending)

4. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Housing Pending)

5. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Housing Barriers)

6. Family Shelter Extension Response Letter Issued, 
Denied and Uploaded to ONE (Provide full 
justification in text box.)

• Catholic Charities: St. Josephs Family Center

• Compass Family Services: Compass Family Shelter

• Compass Family Services: 90-Day Family UAV - GF

• Hamilton Families: Hamilton Family Residence

• Hamilton Families: Hamilton Family Emergency Center 
(HFEC)

• Homeless Prenatal Program: HPP PATH Emergency 
Housing

• Mission Action: Buena Vista Horace Mann Family Shelter 
(Stay Over)

• Providence Foundation: Providence Oasis Family Shelter

• Raphael House Residential Shelter Program

• Salvation Army: Harbor House

• The Shelter Length of Stay Extensions (30 Days) service has been retired.
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Service Name Service Items Programs

Shelter Length of 
Stay 14-Day 
Extensions

1. Family Extension Review Meeting

2. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Medical)

3. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Temporary Shelter 
or Transitional Housing Placement Pending)

4. Family Shelter Extension Response Letter Issued, 
Approved and Uploaded to ONE (Housing Pending)

5. Family Shelter Extension Response Letter Issued, 
Denied and Uploaded to ONE (Provide full 
justification in text box.)

• Compass Family Services: 14-Day Family UAV 
- GF

14-day Shelter Extension Services

• The Shelter Length of Stay Extensions (14 Days) service has been retired.
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How to Submit a Service
While within a program enrollment

1. Click on Provide Services Tab

2. Click on Service Name

3. Click on the appropriate Service 
item

4. Adjust for appropriate date and 
write note

5. Include group members (if 
appropriate)

6. Click Submit

7. Find Submitted Service in the 
History tab within program 
enrollment

Service 
Name
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Family Shelter Extensions File 
Uploads
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Family Shelter Extensions File Uploads
How to Add a New File

1. Select the file tab from the client’s profile

2. Click on the “Add File +” button to add a 
new file

3. Select the Family Shelter Extensions file 
category and the Predefined Name that 
matches the file you are uploading

4. Click Select File to select the file you want 
to upload

5. Click Add Record to complete the upload

You can now view your file in the Client’s file 
tab, it will also include the upload date/time 
and identify the uploader.
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Shelter Length of 
Stay Exit Reason
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Household Exits Reminder
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⇢Be sure to include (toggle on) relevant 
Household Members when exiting 
household from program*

*If exiting the Head of Household only, be 
sure that a new HoH is designated, and that 
the remaining members have their relationship 
to the new HoH updated. If program is using 
Inventory, the unit should be assigned to the 
new HoH as the first step.



Shelter Length of Stay Exit Reason
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⇢Client enrollments that end due to a 
length of stay end will use the new exit 
reason: “Shelter Length of Stay Ended”



Determining 
Continuous Length 
of Stay Through the 

History Tab
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Determining Length of Stay
⇢You will sometimes need to demine a 

client’s continuous length of stay if 
they transferred from another shelter 
program
⇢This will also help determine the 

expected exit date

⇢Use the History Tab to track the HoH’s 
length of time spend in Family Housing 
Shelter programs.

1. Go to the History Tab
2. Click on View next to Advanced 

Search Options
3. Select “Programs” for Type and click 

search

4. The history will now only show 
program enrollments 
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Helpful Reports
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Family Shelter Length of Stay: Expected Exit and 
Extension Services
⇢Report added to Data Analysis tab (under 

Family CES subsection)

⇢Displays:
i. Days in Current Shelter
ii. Family’s expected exit date
iii. The number of the days until the family’s 

expected exit
iv. The number of shelter extension services 

by type that have been logged for the 
family

⇢Report has been updated to draw its data 
from the extension and exit services 
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[GNRL-106] Program Roster

⇢Gives helpful information about households 
enrolled in your program within a reporting 
period

⇢Useful in identifying household compositions 
for individual enrollments
⇢Groups Households together
⇢HoH Unique Identifiers are in bold text

⇢Available to all users with access to the 
Reports Library

⇢Need help fixing enrollment or household 
data? Reach out to the Bitfocus Help Desk: 
onesf@bitfocus.com
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https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/gnrl-106-program-roster
https://help.bitfocus.com/gnrl-106-program-roster


Resources

Bitfocus Help Desk
• onesf@bitfocus.com
• 415.429.4211

ONESF Help Center Website:
• onesf.bitfocus.com
• Slides and recording for today's training 

will be posted under Training Materials -> 
Temporary Shelter (menu at top)
• https://onesf.bitfocus.com/temporary-shelter

Help Desk Widget (In ONE System and on 
ONESF Help Center Website)
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