HPRP – DOCUMENTING ELIGIBILITY OF APPLICANTS

Homeless Prevention Assistance Consortium
in Southern Nevada
HPRP – DOCUMENTING ELIGIBILITY OF APPLICANTS
	Eligibility Factor
	
	Criteria

	INCOME
	
	Pay stubs covering a minimum of 30-days prior to application.  

Job Offer letter that details start date, earnings and payment protocols, work shift, company name, address and phone, and supervisor’s name.

Letter from Employer(s) confirming earnings, pay dates, work shift, and other relevant details.

Letter from friends/family attesting to amount and frequency of any loans or financial contributions made.

Unemployment Insurance Benefits (UIB) letter of determination, or evidence of weekly amount (print-out of statement noting credits and debits).

Benefits determination letter(s) for TANF, Worker’s Compensation, Social Security, Food Stamps, etc.

	HOUSEHOLD SIZE
	
	Nevada-issued picture ID or Driver’s License and SSN on all adult members of the household.

Social Security Cards, birth or baptismal records, shot records, or other similar documentation on children in the household will suffice for initial screening – provided household applies for Social Security Cards and supplies a copy before end of assistance.

Household composition is determined as 

1. all persons living together related by blood or marriage

2. unmarried individuals living together with minor children and/or assets in common

“Roommate” situations are to be considered as separate households for purposes of determining eligibility.

	CHANGE OF CIRCUMSTANCE 

Or

CRISIS
	
	If crisis was a reduction in pay – pay stubs reflecting “normal” pay and recent reduction(s)

If crisis was sudden and unavoidable increase in expenses – copies of receipts

If crisis was robbery/burglary – copy of Police Report which also lists estimation of amount stolen

Unemployment Insurance Benefits paperwork

If third-party verification is not available, letter or statement from a person not in the applicant household, (e.g., clergy, child’s teacher, landlord, employer, etc.) to confirm crisis.

Individuals who are denied unemployment insurance benefits for misconduct, as defined by DETR, are not eligible for financial assistance

Individuals who are denied unemployment insurance benefits due to voluntarily quitting a job without just cause or employment termination for cause, shall be considered on a case-by-case basis if the circumstances represent a reasonable crisis.

Households on mandatory TANF sit-out period will likely score too highly to receive HPRP Rental Assistance, but may be assisted with Emergency Lodging while assisted to be placed into Transitional Housing program or Permanent Subsidized Housing.

Households having exhausted their lifetime TANF benefit time limits will likely score too highly to receive HPRP Rental Assistance, but should still be assisted to apply for SSDI, SSI or permanent housing subsidy.

	HOUSING NEEDS MATRIX
	
	Complete the Housing Crisis Needs Matrix, noting the household’s status with regards to Housing, Basic Needs, Income, Employment, and Financial/Credit risks.  If household has two adults, complete one Housing Matrix, but score each adult in its appropriate level, and add the average number when considering the score.  Example: Husband scores 6 on Employment, but wife scores 10 – add in 8 when totaling for score.

	ASSETS
	
	Self-declaration

Prior year’s IRS Income Tax Statement

	HUD FORMS


	
	Each applicant household’s file MUST contain an HPRP STAFF AFFIDAVIT form completed by Program Staff and her/his Supervisor’s signature

If housing unit exceeds Fair Market Rent, each file MUST contain a Rent Reasonableness calculation to justify assisting household to remain in that unit

If the housing unit was constructed before January 1, 1978 – a HPRP Lead Screening Worksheet must be completed, at least for Part 1

If the assisted household includes a child aged 5 and below or a pregnant woman, a HPRP Lead Screening Worksheet must be completed

	CASE NOTES

(enter into HMIS, print, sign and date, and store in confidential paper file)
	
	For NEW and RECERTIFYING Clients:

Client name, service requesting, office location, and if by appointment or drop-in

Household composition, including ages of children and school attendance

Marital status – location of absent spouse/children

Residency – how long in Nevada, frequency of moves, etc.

Summary of Crisis, or Change of Circumstance – noting what documentation has been copied into file

Prior Evictions or Episodes of Homelessness

Criminal History / Parole or Probation Status

Employability

Military Service / Veteran’s Status and benefits

Summarize Household Income - sources and amounts

Summarize Household Expenses – note any that client is instructed to terminate or cease

Resources – bank accounts, property, life insurance, cars, etc.  If none, indicate that client denies any resources

Barriers to self-sufficiency

Referrals or Appointments made at community resources

Future Visit Information – terms of verification checklist, method of return (appointment, drop-off, home visit by case worker), unusual verifications needed, specific restrictions to case, date.

Returning Clients:

Reason and location of visit

Changes since last visit – housing, income, employment, medical, children’s special needs, adult’s special needs, etc.

Case Plan – goals, objectives, target dates, progress in achieving them

Referrals or Appointments made to community resources 
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