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Forms needed for the program. Contact PSH Coordinator at IHCDA.
PSH Application including: 






Homeless Documentation Form,    

Chronic Homeless Documentation Form (if needed)
Disability Form, 
Sample Program Agreement (can use this or have your own)
Release Form, 
Income Form, 
Zero Income Affidavits
Housing Quality Inspection Form – HUD Form

Income Calculation Form – IHCDA Form

Rent Reasonable Completed Forms from GoSection8 Software
PSH Landlord Lease Packet for TRA and SRA types: 
Request for Unit Approval Form (TRA Scattered site) Utilize to search for unit.  
Rental Assistance Payment contract between sub recipient tenant/participant (TRA) 
Rental Assistance Payment Agreement between Landlord and Sub recipient (TRA)
Rental Assistance payment contract between sub-recipient and tenant: Sub recipient is the owner of the building (this is in addition to the lease between sub recipient and tenant). (SRA)
Sublease between sub recipient & tenant: Sub recipient does NOT own the building but master leases with landlord. (SRA)
Rental assistance payment contract between sub-recipient & landlord (sub recipient does NOT own the building but master lease with landlord) (SRA)

Definitions:

Centralized or coordinated assessment system is defined as designed to coordinate program participant intake, assessment, and provision of referrals. A centralized or coordinated assessment system covers the geographic area, is easily accessed by individuals and families seeking housing or services, is well advertised, and includes a comprehensive and standardized assessment tool. This definition establishes basic minimum requirements for the Continuum‘s centralized or coordinated assessment system.
Chronic Homeless:  See page 7. 

Continuum of Care and Continuum are defined to mean the group that is organized to carry out the responsibilities required under this part and that is composed of representatives of organizations including nonprofit homeless providers, victim service providers, faith-based organizations, governments, businesses, advocates, public housing agencies, school districts, social service providers, mental health agencies, hospitals, universities, affordable housing developers, law enforcement, organizations that serve homeless and formerly homeless veterans, and homeless and formerly homeless persons. These organizations consist of the relevant parties in the geographic area.
Homeless:  See page 7. 

HMIS:  Homeless Management Information System is a computerized data collection application designed to capture client level information over time on the characteristics of housing and service needs of persons who are experiencing homelessness.  
LOCCS:  HUD voice activation system where the recipient (IHCDA) draws the funds from for the payment of the claim to reimburse the sub recipient.    
Permanent housing is consistent with the statutory definition of permanent housing‖ in section 401 of the McKinney-Vento Act, but does not track the statutory language. HUD‘s regulatory definition of permanent housing states: The term permanent housing ‘means community-based housing without a designated length of stay, and includes both permanent supportive housing and rapid re-housing. Additionally, in the regulatory definition of permanent housing, HUD clarifies that to be permanent housing, the program participant must be the tenant on a lease for a term of at least one year that is renewable and is terminable only for cause.
Recipient is defined to mean an applicant that signs a grant agreement with HUD.  IHCDA is the recipient for BOS CoC rental assistance programs up until 2014 NOFA.   Non- profits were allowed to apply for rental assistance without having to go through local government or state government if they desired and had the capacity.  
Sub recipient is defined to mean a private nonprofit organization, State or local government, or instrumentality of a State or local government that receives a sub grant from the recipient to operate a project
Transitional housing:  means housing, the purpose of which is to facilitate the movement of individuals and families experiencing homelessness to permanent housing within 24 months. The definition has been expanded to distinguish this type of housing from emergency shelter. This distinction is necessitated by the McKinney-Vento Act‘s explicit distinction between what activities can or cannot be funded under the Continuum of Care program. The regulatory definition clarifies that, to be transitional housing, program participants must have signed a lease or occupancy agreement that is for a term of at least one month and that ends in 24 months and cannot be extended.

Section 1:  Program Introduction
Since 1992, HUD has awarded Permanent Supportive Housing (PSH) for persons with disabilities (formerly Shelter Plus Care) funds to state and local governments and public housing agencies (PHAs) to serve a population that has been traditionally hard to reach - homeless persons with disabilities such as serious mental illness, chronic substance abuse, and/or AIDS and related diseases. The PSH program was built on the premise that housing and services need to be connected in order to ensure the stability of housing for this population. Consequently, PSH provides rental assistance that local sub recipients must provide supportive services appropriate to the target population. 
The Continuum of Care Program:

The Homeless Emergency Assistance and Rapid Transition to Housing Act of 2009 (HEARTH Act) amended the McKinney-Vento Homeless Assistance Act. Among other changes, the HEARTH Act consolidated three separate McKinney-Vento homeless assistance programs (Supportive Housing Program, Shelter Plus Care Program, and Section 8 Moderate Rehabilitation SRO program) into a single grant program known as the Continuum of Care (CoC) Program. HUD published the Continuum of Care Program interim rule in the Federal Register on July 31, 2012. The regulation took effect on August 30, 2012, and now governs the CoC Program.

The CoC Program:  Permanent Supportive Housing for those who have disability is designed to assist individuals and families experiencing homelessness and to provide the services needed to help such individuals move into permanent housing, with the goal of long-term stability. More broadly, the program is designed to promote community-wide planning and strategic use of resources to address homelessness; improve coordination and integration with mainstream resources and other efforts targeted to people experiencing homelessness; improve data collection and performance measurement; and allow each community to tailor its project(s) to the particular strengths and challenges within that community.

Each year, HUD awards CoC Program funds competitively to nonprofit organizations, States, units of local governments, and/or instrumentalities of State or local government, collectively known as recipients. In turn, recipients may contract or sub grant with other organizations or government entities, known as sub recipients, to carry out a grant’s day-to-day project operations.
Local PSH projects are typically implemented through partnerships that include: 

· A recipient  (Indiana Housing & Community Development Authority) 
· one or more nonprofit housing sub recipients that own or coordinate leasing of housing for program participants; and 

· a network of supportive services providers.  This also could be the sub recipient and also other partners in the community.   
PSH Program Purpose:
The purpose of the program is to provide permanent housing in connection with supportive services to homeless people with disabilities and their families. 

PSH Program Goals:
The goals of the Permanent Supportive Housing Program are to assist homeless individuals and their families to: 

· Maintain housing stability; 

· Maintain or increase person’s income;

· Maintain or increase person’s earned income; and 

· Obtain greater self-sufficiency. 

Funding Process:
578.15 Eligible Sub Recipient applicants.

(a) Who may apply;   Non-profit organizations, States, local governments, and instrumentalities of State or local governments are eligible to apply for grants. (b) Designation by the Continuum of Care. Eligible applicant(s) must have been designated by the Continuum of Care to submit an application for grant funds under this part. (c) Exclusion. For-profit entities are not eligible to apply for grants or to be sub recipients of grant funds.   

New PSH projects are awarded competitively through HUD's Continuum of Care process to eligible applicants: Successful applicants become "sub recipients" once the PSH rental assistance grant agreement is fully executed.  IHCDA would be the recipient. 
HUD publishes an annual Notice of Funding Availability (NOFA) in the Federal Register announcing the competition for the CoC homeless assistance programs: Permanent Supportive Housing, Rapid Rehousing, Coordinated Access Grant. 
BOS CoC Requirement:  When a local non-profit wishes to apply for PSH program, it is important that they work with their local Regional Planning Council and apply for training through the Indiana Permanent Supportive Housing Institute and contact the Collaborative Applicant of the Continuum of Care (CoC).  The Collaborative applicant for BOS is IHCDA.    If during the pre-application stage, the project is selected to apply to the HUD competition, the basic requirements will be provided to the sub recipient and IHCDA will apply as the recipient for the PSH rental assistance program.  The agency will be the sub recipient.    The program will be required to serve:  
1. Permanent supportive housing for persons with disabilities (PSH) who homeless as required by HUD as being literally homeless - Category 1.   PSH can only provide assistance to individuals with disabilities and families in which one adult or child has a disability.  
2. Provide supportive services designed to meet the needs of the program participants and be available to the program participants.
IHCDA is the Collaborative Applicant for the CoC IN-502. This covers the whole state other than Marion County and St. Joseph County.   

Recipients, Sub recipients, and Supportive Services Providers:
At the local level, PSH projects typically involve a partnership among a recipient agency, one or more housing sub recipients, and a network of supportive services providers. 

· Recipients are ultimately responsible for the PSH grant, but may either administer the local project directly or delegate project responsibilities to one or more sub recipients. Recipients must be a unit of local government, a public housing authority, or a state. 

· Sub recipients are nonprofit organizations that provide housing to homeless people with disabilities. Recipients may delegate responsibility for rental assistance administration to one or more sub recipients. Sub recipients may also provide supportive services. 

· Supportive services providers enable participants to maintain stable housing, address their social service and treatment needs, build skills, and enhance their ability to make decisions about their lives. 
2) Permanent supportive housing projects must provide supportive services for the participants to enable them to live as independently as is practicable throughout the duration of their residence in the project.
Supportive services should be accessible and flexible and target housing stability. The participant’s needs and goals should be clearly reflected in the design of the supportive services program.  Service programs may require adjustment as the needs and interests of individual participants evolve and change. Support services should help ensure stability, maximize each participant’s ability to be self-sufficient, and be appealing and easily accessible.

Projects vary in how they provide services, but they uniformly stress housing stability as a basic and primary goal. In promoting housing stability, service providers focus on helping participants meet their lease obligations, including paying rent, maintaining a safe and healthy living environment, allowing others the peaceful enjoyment of their homes and complying with lease obligations. In addition, services should foster, to the extent possible, independent living.

Section 2:  Criteria of Eligible Participants

Person must be:   1) homeless and 2) disabled.  
1) Homeless Criteria:  

There are 4 categories of homelessness under the new HEARTH act.   Permanent Supportive Housing for persons with disability can only accept persons who are under Category #1.   

Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning: 
(i) Has a primary nighttime residence that is a public or private place not meant for human habitation; 
(ii) 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 
(iii) Per the 2011 NOFA (page 18) for all renewals and new projects:  Persons from transitional housing must have originally come from the streets or emergency shelter.  
(iv) Per the 2012 NOFA (page 18) disabled individuals and families who were fleeing or attempting to flee domestic violence, dating violence, sexual assault, or stalking and are living in transitional housing are eligible for permanent supportive housing even if they did not live on the streets, emergency shelters or safe havens prior to entry in the transitional housing.  

(v)  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 (not have resided in transitional housing immediately prior to entering that institution).
Chronic Homeless:
Is homeless and lives in a place not meant for human habitation, a safe haven, or in an emergency shelter; AND
Has been homeless and living or residing in a place not meant for human habitation, a safe haven, or in an emergency shelter continuously for at least one year or on at least four (4) episodes *occasions in the last 3 years; AND
diagnosed with one or more of the following conditions:  substance use disorder, serious mental illness, and developmental disability, and post-traumatic stress disorder, cognitive impairments resulting from brain injury, or chronic physical illness or disability. 
An individual who has been residing in an institutional care facility, including a jail, substance abuse or mental health treatment facility, hospital or other similar facility for few then 90 days and met all the criteria of chronically homeless (see above) OR 

A family with an adult head of household (or if there is no adult in the family, a minor head of household) who meets all of the criteria above of this definition, including a family whose composition has fluctuated while the head of household has been homeless. 

*HUD has not providing guidance on what an “occasion” is for chronic homeless definition.  

If the agency is a Samaritan or a Bonus Project PSH (serve exclusively 100% chronic homeless); 
Participants must come directly from:

The streets


Other places not meant for human habitation


Emergency shelters


Safe Haven programs

How to Document Persons who are Homeless:

In order of preference

1. Third party documentation

2. Intake worker observations

3. Certification from the person who seeking assistance
From an Emergency Shelter:

Discharge paperwork or a written or oral referral from a social worker, case manager, or other appropriate official of the institution, stating the beginning and end dates of the time residing in the institution. This should be on agency letterhead, signed and dated.  All oral statements must be recorded by the intake worker; or a written record of the intake worker’s due diligence in attempting to obtain the evidence.

From Transitional Housing:  
New:  2012 NOFA.  Person must have been in an emergency shelter or on the streets prior to entry into the transitional housing.  The sub recipients must have written verification from the transitional housing facility staff that the participant has been residing in the transitional housing the verification must be on agency letterhead, signed and dated AND
The project sub recipients must also have written verification with a letter from the original agency verifying that the participant was living on the streets or in an emergency shelter prior to living in the transitional housing facility  
Exception:  If an agency has a Chronic Homeless Population PSH Program, the participants must come from an emergency shelter, safe havens and/or the streets only.  They cannot come from Transitional Housing units.  
From Living on the Street: 
Acceptable evidence includes a written observation by an outreach worker of the conditions where the individual or family was living, a written referral by housing or shelter agency or service provider, or a certification by the individual or head of household seeking assistance.
Persons coming from a Short-term Stay (up to 90 consecutive days) in an Institution:
The sub recipients must have written verification on agency letterhead from the institution’s staff that the participant has been residing in the institution for 90 days or less. The verification must be signed, dated, and on agency letterhead AND 
The sub recipient must also have written verification that the participant was residing on the street or in an emergency shelter prior to the short-term stay in the institution (NOT have resided in transitional housing immediately prior to entering that institution)

2)  Disabled Criteria:

Definition of Disability and Documentation:

Person with disabilities means a household composed of one or more persons at least one of whom is an adult who has a disability.
(1) A person shall be considered to have a disability if he or she has a disability that:


(i) Is expected to be long-continuing or of indefinite duration;


(ii) Substantially impedes the individual’s ability to live independently;


(iii) Could be improved by the provision of more suitable housing conditions; and


New – (iv) Is a physical, mental, or emotional impairment, including impairment caused 
by alcohol or drug abuse, posttraumatic stress disorder, or brain injury.

(2) A person will also be considered to have a disability if he or she has a developmental disability, as defined in this section. 

(3) A person will also be considered to have a disability if he or she has acquired immunodeficiency syndrome (AIDS) or any conditions arising from the etiologic agent for acquired immunodeficiency syndrome, including infection with the human immunodeficiency virus (HIV).

(4) Notwithstanding the preceding provisions of this definition, the term person with disabilities includes, except in the case of the SRO component, two or more persons with disabilities living together, one or more such persons living with another person who is determined to be important to their care or well-being, and the surviving member or members of any household described in the first sentence of this definition who were living, in a unit assisted under this part, with the deceased member of the household at the time of his or her death. (In any event, with respect to the surviving member or members of a household, the right to rental assistance under this part will terminate at the end of the grant period under which the deceased member was a participant.
Developmental disability means, as defined in section 102 of the Developmental Disabilities Assistance and Bill of Rights Act of 2000 (42 U.S.C. 15002):

(1) A severe, chronic disability of an individual that— (i) Is attributable to a mental or physical impairment or combination of mental and physical impairments; (ii) Is manifested before the individual attains age 22; (iii) Is likely to continue indefinitely; (iv) Results in substantial  functional limitations in three or more of the following areas of major life activity:


(a) Self-care; (b) Receptive and expressive language; (c) Learning; (d) Mobility; (e) Self-
direction; (f) Capacity for independent living; (g) Economic self-sufficiency; and;


(v) Reflects the individual’s need for a combination and sequence of special, 
interdisciplinary, or generic services, individualized supports, or other forms of assistance 
that are of lifelong or extended duration and are individually planned and coordinated. 

(2) An individual from birth to age 9, inclusive, who has a substantial developmental delay or specific congenital or acquired condition, may be considered to have a developmental disability without meeting three or more of the criteria described in paragraphs (1)(i) through (v) of the definition of ‘‘developmental disability’’ in this section if the individual, without services and supports, has a high probability of meeting those criteria later in life.
Verification must state the disability:
· Is expected to be long continuing or of indefinite duration;

· Substantially impedes the individual’s ability to live independently

· Could be improved by the provision of more suitable housing conditions

Documenting Disability:  Demonstration eligibility for permanent supportive housing: 

May only accept homeless persons with qualifying disability.

Verification is required to come from a professional who is licensed by the state to diagnose and treat the condition.   It must be a credentialed psychiatric title (MD) or medical professional trained to make such a determination (example: Ph.D.)  The possession of a title such as case manager or substance abuse counselor does not by itself qualify a person to make a determination. "Self-certification" is also unacceptable. LCSW does not qualify.  
NEW UPDATE:   A Licensed Physicians Assistant and/or Licensed Nurse Practitioner can also be allowed to provide diagnosis of disability.  

OR

New: Social Security Administration (SSA) can verify persons receiving disability benefits or a
VA Disability Check

SSDI check (NOT SSI – Social Security Income).  
It is important to remember that a participant only needs to be diagnosed with ONE disability to be eligible, yet they must be homeless.
New:  Intake staff-recorded observation of disability that, no later than 45 days of the application for assistance, is confirmed and accompanied by documented evidence as stated above. 
The target disability population that the sub recipient documented on the BOS CoC McKinney Vento application to HUD is the population that is to be served.  A sub recipient cannot change their target population without approval from HUD first.   Contact the Recipient if changes need to be completed.  They will draft a letter to HUD for approval.  

New Intake Procedure into the BOS Continuum of Care Programs:  
Coordinated Access Assessment:   HUD has required that all Continuum of Care have a Coordinated Access Assessment that all projects and agencies who serve homeless persons to utilize as the first step into the system.  This is to be utilized by all types of programs that would include:  Safe Havens, Day Shelters, Emergency Shelters, Transitional Housing, Permanent Housing like Rapid Rehousing, ESG Homeless Prevention and Permanent Supportive Housing and Shelter Plus Care Programs Legacy projects.  
Once the BOS Continuum of Care has developed a coordinated assessment every PSH program (including PSH and S+C) funded program or project within the BOS Continuum of Care’s area must use that assessment system. The sub recipient must work with the BOS Continuum of Care to ensure the screening, assessment and referral of program participants are consistent with the written standards required.   

The Steering Committee is currently working on Centralized/Coordinated Access Assessment that will be imbedded in HMIS software.  Continue to utilize assessments that we have recommended and utilize your current Regional Coordinated Access system until this new assessment and coordination has been implemented. The new assessment will be embedded in HMIS by March 2014.  
Section 3: Eligible Activities:

Rental Assistance and Administration are the line items that can be reimbursed to sub recipient: 
578.51 Rental Assistance.
Funds are for rental assistance for homeless individuals and families who are homeless and have a disabling condition.   Rental assistance cannot be provided to a program participant who is already receiving rental assistance, or living in a housing unit receiving rental assistance or operating assistance through other federal, State, or local sources. 

The sub recipient grant amount is based on the number and size of units proposed by the applicant to be assisted over the grant period. The amount of rental assistance in each project will be calculated by multiplying the number and size of units proposed by the FMR of each unit on the date the application is submitted to HUD, by the term of the grant. (Example:  500 FMRx10 units x 12 months = $60,000) 
The rental assistance is long term and must be administered in accordance with the policies and procedures established by the Continuum as set forth in § 578.7(a)(9) and this section.
NEW UPDATE:   Housing Quality Inspections:  Utilize rental assistance to pay for HQS of each unit.  

If you do not want to utilize this line item, you can utilize match funds, CSBG or utilize cost savings (where the rent is below FMR so there is an excess.)

The sub recipient help make housing affordable for program participants by utilizing PSH grant funds to pay the difference between the actual rent for a unit and the participant's adjusted income. (See Section 3 for more information on determining allowable rent levels and calculating tenant rent payments.) 

PSH Rental assistance can also provide:

Security deposits in an amount not to exceed 2 months of rent.
· An advance payment of last month’s rent in addition to the security deposit may be provided to the landlord in addition to the security and payment of first month’s rent.  One’s rent for housing units vacated by a program participant. The term "vacated" excludes brief periods of inpatient care (limited to 90 days for each occurrence). (See 578.51(i)). No more than one month of rent is allowed.  
Utilities: 
Grant funds can also be used to help offset utility costs paid by the participant if utilities are not included in the rent. Where rent does not include utilities, the participant’s contribution is reduced to allow for a reasonable utility allowance. 

· Sub recipients should obtain a utility allowance schedule from IHCDA.  They are prepared annually and they come out in April or May.  Go to IHCDA’s website for the most updated utility allowance calculation forms.   
· If the reasonable utility allowance is more than the tenant rent contribution, the tenant must be reimbursed for the difference from PSH grant funds.  

· NEW UPDATE: Sub-recipients must pay the utility company on behalf of the program participant if the rent exceeds the utilities cost.    Make arrangements with the local utility companies. 

· 
Ensures funds are used in compliance with CoC program interim rule

· 
Funds are not given directly to the program participant

· 
Does NOT include program participants whose rent does not exceed utilities costs.

· 
Can use program participant’s rent contribution, operating funds, or program income.  

IHCDA Requirement:  Utility Allowance – IHCDA Website:   http://www.in.gov/myihcda/2430.htm
Administration:  

a) Eligible costs. The recipient or sub recipient may use up to 7 percent of any grant awarded under this part, for the payment of project administrative costs related to the planning and execution of Continuum of Care programs.  This does not include staff and overhead costs directly related to carrying out activities eligible under § 578.43 through § 578.57, because those

costs are eligible as part of those activities.  578.43 through 578.57 are:  acquisition, rehabilitation, new construction, leasing, rental assistance, supportive services, operating, and HMIS. 
General management, oversight, and coordination. Costs of overall program management, coordination, monitoring, and evaluation. These costs include, but are not limited to, necessary expenditures for the following: (i) Salaries, wages, and related costs of the recipient’s staff, the staff of sub recipients, or other staff engaged in program administration. In charging costs to this category, the recipient may include the entire salary, wages, and related costs allocable to the program of each person whose primary responsibilities with regard to the program involve program administration assignments, or the pro rata share of the salary, wages, and related costs of each person whose job includes any program administration assignments. The recipient may use only one of these methods for each fiscal year grant. Program administration assignments include the following: 
(A) Preparing program budgets and schedules, and amendments to those budgets and schedules; 

(B) Developing systems for assuring compliance with program requirements; 

(C) Developing agreements with sub recipients and contractors to carry out program activities;

(D) Monitoring program activities for progress and compliance with program requirements; 

(E) Preparing reports and other documents directly related to the program for submission to HUD; 

(F) Coordinating the resolution of audit and monitoring findings; 

(G) Evaluating program results against stated objectives; and 

(H) Managing or supervising persons whose primary responsibilities with regard to the program include such assignments as those described in paragraph (a) 

(1) (i)(A) Through (G) of this section. 


(ii) Travel costs incurred for monitoring of sub recipients; 

(iii) Administrative services performed under third-party contracts or agreements, 
including general legal services, accounting services, and audit services; and(iv) Other 
costs for goods and services required for administration of the program, including rental 
or purchase of equipment, insurance, utilities, office supplies, and rental and maintenance 
(but not purchase) of office space.   
(2) Training on Continuum of Care requirements. Costs of providing training on Continuum of Care requirements and attending HUD sponsored Continuum of Care trainings.
(2) Environmental review. The costs of carrying out the environmental review responsibilities under 578.31.
Sharing requirement:  If the recipient is not a UFA, it must share at least 50 percent of project administrative funds with its sub recipients. 
IHCDA: IHCDA is not a UFA and we provide 80% of the administration funds to sub recipient. IHCDA utilizes 20% of the line item to cover our requirements to the program.   
Assistance to Non-citizens: 
HUD offers the language below as guidance to recipients: 

The Personal Responsibility and Work Opportunity Reconciliation Act of 1996 impose restrictions on eligibility for receipt of public benefits. Governmental entities should consult with their legal counsel for interpretation. Nonprofit charitable organizations are not required to, but may, verify an applicant's citizenship or immigration status. If a nonprofit elects to do so, they should also consult with legal counsel, as they must follow the procedures required by the Act.

Component Types of Permanent Supportive Housing  
Currently in Indiana Balance of State, there is either TRA or SRA Components.  There are more components but these two options are the most favored for our area. See 24CFR 578.51 for other options. 
Tenant-based Rental Assistance (TRA) component:
Tenant-based rental assistance is in which program participants choose housing of an appropriate size in which to reside. When necessary to facilitate the coordination of supportive services, recipients and sub recipients may require program participants to live in a specific area for their entire period of participation, or in a specific structure for the first year and in a specific area for the remainder of their period of participation.

Program participants who have complied with all program requirements during their residence retain the rental assistance if they move within the Continuum of Care geographic area. 

(3) Program participants who have complied with all program requirements during their residence and who have been a victim of domestic violence, dating violence, sexual assault, or stalking, and who reasonably believe they are imminently threatened by harm from further domestic violence, dating violence, sexual assault, or stalking (which would include threats from a third party, such as a friend or family member of the perpetrator of the violence), if they remain in the assisted unit, and are able to document the violence and basis for their belief, may retain the rental assistance and move to a different Continuum of Care geographic area if they move out of the assisted unit to protect their health and safety.
Applicants may require participants to live in a particular structure for the first year of assistance and in a particular area for the remaining period of assistance, or may require participants to live in a particular area for the entire rental assistance period. Such a requirement may be implemented if it is necessary to facilitate the provision of supportive services. 
Sponsor-based Rental Assistance (SRA) component:
Sponsor-based rental assistance is provided through contracts between the recipient and sponsor/sub recipient organization. A sponsor may be a private, nonprofit organization, or a community mental health agency established as a public nonprofit organization. Program participants must reside in housing owned or leased by the sponsor/sub recipient. Up to 5 years’ worth of rental assistance may be awarded to a project in one competition.
After a grant is awarded, the sub recipients may change sites provided the sub recipients continues to own or lease the property and the recipient continues to serve the overall number of persons indicated in its approved application. A site change may occur because the sub recipient has found it necessary to change the type of housing provided (for example, to lease 6 one-bedroom units rather than one unit that accommodates 6 persons), changes in the availability of units, or other similar reasons.  Prior to these changes or possibilities, contact the PSH Coordinator at IHCDA so that we can contact the HUD Field office for approval.  They have to provide approval on any changes to the original HUD application.  
Section 4:  Supportive Service Requirement
Permanent supportive housing projects must provide supportive services for the participants to enable them to live as independently as is practicable throughout the duration of their residence in the project.

Ongoing assessment of supportive services:  To the extent practicable, each project must provide supportive services for participants of the project which may be designed by the recipient or participants. Each sub recipient of assistance must conduct an ongoing assessment of the supportive services needed by the participants of the project, the availability of such services, and the coordination of services needed to ensure long-term housing stability and must make adjustments, as appropriate.

This section addresses the role of supportive services within the PSH program, including service provision requirements, the types of services likely to be appropriate to the target PSH participants, and how to best coordinate with service providers. It also discusses the supportive service match requirement and how to document the match appropriately. Full details on the PSH regulations governing supportive services and match requirements can be found in 24 CFR 578.73. 
As the name of the program indicates, a key goal of the Permanent Supportive Housing program is to connect housing and services. Appropriate supportive services are essential to helping individuals and families remain in a stable housing environment. 
Supportive services are the key to maintaining Permanent Supportive Housing participants in housing. Sub recipients must be able to provide IHCDA with reasonable assurances that supportive services are being made available to participants for the entire term of the rental assistance. 
Each Sub recipient must have the skills and experience working with homeless persons who disabled to provide the support necessary to keep participants housed.  Keeping participants housed is essential to a successful program, which is why it is a requirement that all Sub recipients offer intensive case management, ongoing supportive services and assist in locating appropriate housing.  
If Sub recipients partner with a mental health center or similar agency to provide social services, the Sub recipients is required to enter into a Memorandum of Understanding with the partner clearly outlining responsibilities. 
IHCDA Standard:   A copy of the MOU will be requested when IHCDA sends out the renewal agreement.  

For further technical assistance, IHCDA recommends Sub recipients refer to “Putting the Support in Supportive Housing” by the Corporation for Supportive Housing. A free pdf file of this publication is available at www.csh.org.

Providing Appropriate Services:

Appropriate services should be offered to PSH participants, and should be tailored to meet the needs of each individual participant not just part of the program requirements but the needs of the persons.  

Appropriate Eligible Services:

Examples of supportive services that might be provided by sub recipient or other service partners in the community can include:

•
Health care 

•
Mental health treatment 

•
Alcohol and other substance abuse services 

•
Childcare services 

•
Case management 

•
Counseling 

•
Education and/or job training 

•
Other services essential for achieving and maintaining independent living, such as 
courses on household budgeting 
Case Management – Service Provision Requirements:

Supportive service may be provided by a variety of entities including PSH sub recipients, the recipient, or social service agencies in the community. The services may be offered by paid staff or by volunteers. 

Service plans need to be developed and tailored to each participant's needs, both at program entry and over time. The sub recipient must perform ongoing assessments of participants' service needs and make adjustments to service plans as needed. (See 24 CFR 582.300 b-c.) This is essential to prevent participants receiving specific services for which they may no longer need.

IHCDA recommends that PSH sub recipients consider flexible supportive services and utilize a Housing First model that emphasizes: 

•
Housing is a choice, not a placement.  Housing is a person’s home, not a residential  
treatment program.

•
Flexible supportive services that emphasis participants needs and individual goals

•
Participants hold leases and full rights and obligations of tenancy

•
Participation in services is voluntary and not a condition of tenancy

•
Case managers work to build relationships with participants, and support them in 
maintaining their housing.
Supportive service agreement:  Sub recipients may require the program participants to take part in supportive services that are NOT disability-related services provided through the project as a condition of continued participation in the program.
Examples of disability-related services include, but are not limited to, mental health services, outpatient health services, and provision of medication, which are provided to a person with a disability to address a condition caused by the disability. 
Notwithstanding this provision, if the purpose of the project is to provide substance abuse treatment services, sub recipients may require program participants to take part in such services as a condition of continued participation in the program.
Ongoing assessment of supportive services: To the extent practicable, each project must provide supportive services for participants of the project and homeless persons using the project, which may be designed by the recipient or participants. Each sub recipient must conduct an ongoing assessment of the supportive services needed by the participants of the project, the availability of such services, and the coordination of services needed to ensure long-term housing stability and must make adjustments, as appropriate. 
Residential supervision: Each sub recipient of assistance under this part must provide residential supervision as necessary to facilitate the adequate provision of supportive services to the participants of the housing throughout the term of the commitment to operate supportive housing.

Residential supervision may include the employment of a full- or part-time residential supervisor with sufficient knowledge to provide or to supervise the provision of supportive services to the participants.
PSH Application Process for Participants:
Sub recipients need to complete the PSH Intake Application Packet for the participant prior to admission to the Permanent Supportive Housing Program.  Sub recipients must have written documentation in the participant’s files that qualifies each participant as having met the program definition of disability and homeless criteria. 

Homeless Documentation Form, Chronic Homeless form if needed. 

Third Party documentation from shelter program.  They should utilize letterhead. 
Documentation of Disability Form
Confidentiality Release Form, 
Income Verification 

Income Calculation Form.   
Zero Income Affidavits 
Section 5: Program Requirements:  Income, Landlords, HQS, Lease Documents, Recertification Requirements:
There is no requirement of income nor a minimum amount required to pay rent for PSH.   If a client does have an income, they will be required to make a co-payment on their rent and/or utility bills.  The amount of the co-pay is dependent on their monthly gross income at a 30% rate or 10% rate whichever is higher. (See calculating rent section) 

 As required by statute, PSH program operators must reexamine participants' income at least annually and make any needed adjustments to the participants' rent contribution amount.
The PSH participant may request an interim reexamination if there is a change in family composition (such as the birth of a child) or a decrease in household income.

Participants whose income increases during the year do not have to have their rent increased until the next scheduled (annual) reexamination.
NEW:  There is no income limit requirement with HEARTH (like 50% below AMI as in past).  If a participant’s income increases, there is no requirement that the participant is required to leave the program.  

Locating Units and Developing Relationships with Landlords

PSH housing can take several forms: scattered-site rental units, clustered units within a building or development, or an entire building that houses only PSH participants.

Most PSH components require that recipients or sub recipients establish relationships with landlords who are willing to lease units to PSH participants.

Conducting outreach to landlords and explaining the purpose of the program is very important because many landlords have little experience with formerly homeless and disabled participants. Recipients must demonstrate the benefits offered to landlords and participants alike, including:

· Certainty of payment; 

· Assurance that participants will receive the supportive services they need; and 

· Support from the sub recipients if any problems arise. 

· Sub-recipients are required to collect a W-9 from each landlord and consult their accounting department whether the rental assistance for each landlord must be reported using form 1099. 

Locating Housing

For SRA Scattered Site or TRA Scattered Site:  The purpose of Permanent Supportive Housing is to provide permanent housing to homeless individuals with disabilities.  Participants may search for a studio, single family detached unit, duplex or two family units, an apartment or a manufactured home.  Case workers should assist participants in locating a unit that is best for that individual or family.  Participants may not move into units that do not correspond with their family size. 

The applicant has 60 days from the time of assignment to use a slot. If the slot is not utilized the applicant or their service provider(s) may request up to two 30-day extensions. Extension requests must be submitted in writing to the Sub recipients. A verbal extension would be appropriate as long as it was written in the file accordingly. Extensions will be granted to applicants when it is shown that housing is actively being sought or for other good cause (i.e. hospitalization, family emergencies, etc.). If an extension is not requested or approved, then the slot may be re-assigned.
Household Composition:  Unit Sizes and limitation:
Participants can only lease a unit within the county the program was awarded. The client cannot rent a unit larger than their household.  Example:

Single: Single unit.  There are no 2 bedrooms for storage, medical supplies, etc.

Single with a caregiver: 2 bedroom.  Requires a medical doctor to certify that the participant requires a live-in caregiver.  Caregiver only allowed one room. The caregiver’s income is not included in rent calculation. 
Couple/Married: Single unit.  No separate rooms for a couple. There is no requirement that couples be married in order to live together.  The income of the partner would have to be considered for the rental calculation.  
Families – Example; Mother with 2 children:  Three bedrooms is the limit.
Two Children/Different Sex: Share a room until one of them is six (6) years or older.
No More than 2 in room. In no case will more than two (2) persons be assigned to a single bedroom.

Two children - Same Sex: must share a room (pregnant teenager – share with infant)

Child in Foster/CPS:  A child who is temporarily away from the home because of placement in foster care may be considered a member of the family in determining the family unit size, for up to one-year duration from the time of placement. 
Other friends and family members:  would not be able to live with the client. 

Household must have custody or joint custody: in order to be allowed to have a bedroom for child. Visitation does not qualify for having a bedroom. 

For Family PSH Programs:  If participant has no child or custody of child at time of intake but later retains custody, the program is allowed to obtain a larger unit to accommodate the child. 
Subsidy Size by Number of Units:

The number of bedrooms appropriate to the family size: 

	Subsidy Standards
	HQS Standards

	PSH Approved Size
	Min. No. Persons in the H’hold
	Max. No. of Persons in the H’hold
	Unit Size
	Max Occupancy
(Counting LR as sleeping area)

	0-BR
1-BR

2-BR

3-BR

4-BR

5-BR

6-BR
	1
1

2

4

6

8

10
	1
2

4

6

8

10

12
	0-BR
1-BR

2-BR

3-BR

4-BR

5-BR

6-BR
	1
4

6

8

10

12

14



SRA

· Rental Assistance Payment Contract between sub-recipient ( if sub recipient are the property owners) and tenant/participant SRA 

· Rental Assistance Payment Contract between sub-recipient (not the owner – but has a master lease with landlord) and tenant/participant SRA

· Rental Assistance payment contract between landlord & sub-recipient SRA

· Sublease agreement between tenant and sub-recipient SRA
· Sub-recipients are required to collect a W-9 from each landlord and consult their accounting department whether the rental assistance for each landlord must be reported using form 1099. 

TRA
· Request for Unit Approval Form (TRA Scattered site)
· Rental Assistance Payment Contract between sub-recipient and tenant (TRA)
· Rental Assistance payment contract between landlord and sub-recipient (TRA)
· Sub-recipients are required to collect a W-9 from each landlord and consult their accounting department whether the rental assistance for each landlord must be reported using form 1099. 

Housing Quality Standards:
Housing leased with Continuum of Care program funds (PSH) , or for which rental assistance payments are made must meet the applicable housing quality standards (HQS) under 24 CFR 982.401 of this title, except that 24 CFR 982.401(j) applies only to housing occupied by program participants receiving tenant-based rental assistance.(TRA). For housing that receives project-based or sponsor-based rental assistance, 24 CFR part 35, subparts A, B, H, and R apply. 

Sub recipients must inspect all units at least annually during the grant period to ensure that the units continue to meet HQS. 

 
Suitable dwelling size. The dwelling unit must have at least one bedroom or 
living/sleeping room for each two persons.


Children of opposite sex, other than very young children, may not be required to occupy 
the same bedroom or living/sleeping room.

If household composition changes during the term of assistance, sub recipients may relocate the household to a more appropriately sized unit. The household must still have access to appropriate supportive services.
· Sub recipients that are SRA owned units cannot be inspected by the agency that owns the property.  Contact your local housing authority to see if they would be able to provide the inspections. 
Any housing quality problems must be corrected within 30 days from the start of the lease, and the sub recipients must verify that all problems have been corrected.  
For first time inspection, the client nor the sponsored based agency should not sign lease until the inspection passes.  

The sub recipients should have the initial inspection within 10 working days of finding the unit.  

· During recertification of the unit, the landlord is required to repair any structural damages to the unit. Ultimately, the landlord is responsible for all damages to be repaired.  If there are life hazardous issues, require the damage to be repaired within 24 hours.   
Some HQS violations constitute a hazardous situation for the family. Families should not move into a new unit until the situation is remedied.  If a participating family already occupies the unit they should make arrangements to leave the unit until the situation is remedied, particularly where there is any imminent danger to their health or safety. 

If a family already occupies a unit and there is an endangering failure of HQS, the owner must make repairs within twenty-four hours.  

Emergency situations include:
· Unsafe or inoperable heating systems

· Any “red-tagged” heating units. 

· Significant water or sewer malfunctions
· Non-functioning water heater. 

· Any “red-tagged” water-heating units.
· Water heater lacking pop-off valve and drip leg

· Detection of high levels of carbon monoxide.

· Gas leaks.

· Missing or malfunctioning smoke detectors.

· Lead-based paint. 
· Unsafe, exposed, or sparking wiring.

· Severely unsafe structural defects such as rotting floors.

· Citation of the unit for any health and safety violation, by the Health Department.

· Non-locking doors, windows, or other openings to the outside.

In any instance where a problem is found with a unit that has the potential of endangering the health or safety of the occupants, it is to be considered an HQS violation, whether or not it is specified in the regulations or Guidebook.
With PSH Program, the HQS inspector does not have to be certified.  IHCDA at times offers trainings for HQS for those who would like to be certified. When these trainings occur, the PSH sub recipients will be notified.  
Lead-Based Paint Requirements

Background
The primary cause of childhood lead poisoning is deteriorating lead-based paint and lead-contaminated dust and soil in older housing units.  Although lead was banned from residential house paint in 1978 by the Consumer Product Safety Commission (CPSC), an estimated 57 million older homes still contain some lead-based paint.  Of these, some 3.8 million dwellings are thought to have both lead-based paint hazards and young children as residents.

The amount of lead-based paint in housing is significant.  Tens of millions of housing units contain at least some lead-based paint.  Children living in homes with lead-based paint become exposed to lead by directly eating chips of lead-based paint or chewing on protruding surfaces painted with lead-based paint.  The more common route of exposure, however, is the ingestion of lead-bearing dust that is generated by the paint when it deteriorates, chalks, or is disturbed through renovation or even abrasion from the opening and closing of windows.  Even in this less direct way, lead-based paint can be a source lead poisoning.

The most common route of exposure for children is through ingestion of lead-contaminated dust.  This dust sticks to moist hands as a child plays or crawls across the floor, and is then ingested via finger sucking or other normal hand-to-mouth activity.  A child can also be poisoned by eating lead-based paint chips and lead-contaminated soil, and by being exposed to other environmental sources of lead from inside and outside the home.  Additionally, repair and renovation activities, such as repainting, that disturb lead-based paint can generate significant levels of leaded dust to which children can be easily exposed.
“Lead-based paint hazards” have been defined in the Residential Lead-Based Paint Hazard Reduction Act of 1992, commonly referred to as “Title X,” as any of six conditions which can present lead exposures sufficient to cause adverse health effects.  These include:

1. lead-contaminated dust; 

2. deteriorated lead-based paint; 

3. intact lead-based paint on friction surfaces;

4. intact lead-based paint on impact surfaces;

5. intact lead-based paint on chewable surfaces accessible to young children; and

6. lead contaminated bare soil.

Lead Requirements
Only housing that is in an apartment with one or more bedrooms AND which has family residents who are part of a program requiring continual residence of more than 100 days.

The EPA Lead brochures must be distributed to all households receiving long-term rental assistance.  Documentation of this brochure must be maintained in each client file.

Exemptions to the New Lead Based Paint Requirements
· Residential structures built after January 1, 1978;

· Emergency action activities;

· Existence of Lead-Based Paint Unlikely;

· Areas where state and local governments banned lead-based paint prior to January 1, 1978;

· Properties found not to have lead-based paint during earlier testing that meets the requirements of prior evaluations;

· Properties where all lead-based paint has been identified and removed using approved methods;

· Human Threat Unlikely;

· Unoccupied units that will be demolished;

· Property not suitable for human residential habitation

· Rehabilitation that does not disturb paint;

· Child Occupancy Unlikely;

· Zero-room dwelling units;

· Elderly and disabled housing; and

· Emergency housing assistance (such as for the homeless) unless the assistance is for long-term assistance that lasts more than 100 days. In the case where longer-term housing assistance lasts for more than 100 days, then rule does apply.

Long-term Rental Assistance – Family programs

If there will be a child under the age of 6 residing in the unit receiving PSH long-term housing, the award sub recipient must conduct a visual assessment for the presence of lead-based paint.  Award sub recipients cannot provide long-term rental assistance to any unit with lead-based paint present.  
Lead Hazard Evaluation

The person conducting the visual assessment is not required to be certified.  There is a training webinar to provide education. HUD Visual Assessment power point training: 

http://www.hud.gov/offices/lead/training/visualassessment/h00101.htm
The interior and exterior surfaces and common areas of the rental property must be visually assessed to identify deteriorated paints.  Note:  A visual assessment is not considered an evaluation that requires a notification of lead hazard evaluation, since the assessment does not evaluate lead-based paint and/or lead hazards.

If the visual assessment reveals deteriorated paint, the award sub recipient should notify the owner of the unit with inspection results.  The owner is required to have the deteriorated paint tested for lead based paint or to assume the presence of lead based paint is its stabilization activities.

Award sub recipient staff should instruct the owner to conduct paint stabilization before the unit is occupied to control possible lead-based paint hazards.

Owners must correct the deteriorated paint identified during the visual assessment process using safe work practices in order to participate in the long-term rental assistance program.


HQS standards are detailed in 24 CFR 982.401 for the TRA and SRA components. 
Reasonable Rent: HUD will only provide rental assistance for a unit if the rent is reasonable. The sub recipient must determine whether the rent charged for the unit receiving rental assistance is reasonable in relation to rents being charged for comparable unassisted units, taking into account the location, size, type, quality, amenities, facilities, and management and maintenance of each unit.

· Reasonable rent must not exceed rents currently being charged by the same owner for comparable unassisted units.  
Rents for SRA and TRA units may be set at the reasonable rent level even if it is higher than the HUD Fair Market Rent limits. 
Keep in mind that leasing SRA and TRA units at rents higher than the FMR may cause problems down the line since the original Permanent Supportive Housing grant amounts are calculated by multiplying the number of units to be assisted by the FMR, not the "reasonable rent." 
IHCDA requirement for Rent Reasonable Checks:  GoSection8 software is a requirement to complete rent reasonable checks.  Go to website:  

Calculating Tenant Rent Payments:
To determine the appropriate rent payment for a PSH participant, program operators need to follow these steps:

1. Calculate 10 percent of monthly gross income. 

2. Calculate 30 percent of monthly adjusted income. 

3. Welfare rent does not apply in Indiana. 

4. Determine which of these two rent amounts is the highest. 

5. Set the participant's monthly rent contribution at this amount. 

The definitions of annual gross income, adjusted income, and welfare rent and the allowable deductions and adjustments to income are described in detail in CPD Notice 96-3  (full listing of exclusions, etc) and can also be found in regulation at 24 CFR Part 5 Subpart F. A few things to keep in mind when making these calculations are:   
· Types of income that must be included are employment income, social security, welfare assistance, unemployment benefits, and disability or worker's compensation. 

· Some income may be eligible for exclusion. Examples include income earned by children under age 18, payment received for the care of foster children or adults, and reimbursement for the cost of medical expenses. These amounts are subtracted from household income before the rent contribution is calculated. 

· The "disallowance of increase in annual income" provision in 24 CFR 5.617 does not apply to the PSH program.  
· Welfare Rent does not apply to the State of Indiana


· HUD considers FMR – Fair Market Rent includes utilities in it.  When looking for units (TRA) finding units with utilities included within the FMR range would be best for the client and the sub recipients (utilize rent reasonable also).   The McKinney Vento Application awards are based upon the FMR for each unit.  
FMR are sent out by HUD every October.  IHCDA will send them out but also the FMR sheets can be found on HUD’s website.  

· If utilities are not included in the rent, who pays utilities?


In some circumstances the cost of utilities is not included in the resident rent but is the 
responsibility of the resident. This usually occurs for those living in units that are 
individually metered, and residents receive bills directly from the utility company. 

If reasonable utility expenses alone exceed the amount the resident is required to pay 
for both rent and utilities, the resident must be reimbursed for the difference.  


NEW UPDATE:  Sub-recipients must pay the utility company on behalf of the program 
participant if the rent exceeds the utilities cost.   Make arrangements with the local utility 
companies. 


Ensures funds are used in compliance with CoC program interim rule


Funds are not given directly to the program participant


Does NOT include program participants whose rent does not exceed utilities costs.


Can use program participants rent contribution, operating funds, or program income.  



Not included in Utilities:  telephone or cable/satellite. 

· Best practice is that when the sub-recipient is assisting the participant in locating the unit, the utility allowance form should be calculated before for that area and taken with during the search.  

· The rent plus utilities should not be over Fair Market Rent.  They also are required to be rent reasonable. 

· Where rent does not include utilities, the tenant's contribution is reduced to allow for a reasonable utility allowance – when completing the calculation form.  
· Sub-recipients can obtain a utility allowance schedule from IHCDA.  

IHCDA has a utility allowance completed annually and they come out in April or May.  http://www.in.gov/myihcda/2430.htm
· If the reasonable utility allowance is more than the tenant rent contribution, the tenant must be reimbursed for the difference from S+C grant funds.  
Income Recertification Requirements:
As required by statute, PSH program operators must reexamine participants' income at least annually and make any needed adjustments to the participants' rent contribution amount.

· The PSH participant may request an interim reexamination if there is a change in family composition (such as the birth of a child) or a decrease in household income.

· Participants whose income increases during the year do not have to have their rent increased until the next scheduled (annual) reexamination. 

· NEW:  There is no income limit requirement with HEARTH (like 50% below AMI as in past).  If a participant’s income increases, there is no requirement that the participant has  to leave the program.  
Documenting Rental Income:
· Sub recipients need to document the amounts of rental income collected from PSH participants and the method used to determine these amounts. 

· If a worksheet is utilized correctly, it should clearly document how the rent contribution for each participant was determined.  



· 
Documentation of participants' sources of income should also be kept in the files. 

Once a client is accepted onto the program, these are some of the following income verification that is required:
· Income verification for ALL family members such as:

1.  Wage verification

2. Social Security verification (SSI, SSDI) –Will accept letter from Social Security Office or payment verification form
3. Spend Down verification – will accept letter or payment verification form from Social Security Office

4. AFDC/TANF verification – Will accept letter from TANF Office

5. Child Support verification – Will accept a letter from the Child Support Office or verification from a check
6. Food Stamp Verification – Will accept a letter from TANF Office or the V-Can system. 
· Banking Verification – Need copy of last banking statement

· Medical Deductions – Contact pharmacy for documentation of total spent for the year

· Child Care expenses – Will only accept letter from the agency providing service. 
The requirements for calculating rent payments for PSH participants are detailed in CPD Notice 96-3 (Tenant Rent Calculation Manual for McKinney Vento Funds).  
Occupancy Issues:

IHCDA recognizes there are times when it may be necessary for an individual to leave their current housing. At these times, the Sub recipients will work toward a satisfactory resolution for both the tenant and the landlord in the hopes of keeping both the tenant and landlord engaged in the program.

Vacancies: Vacancy payments can be provided if the unit is vacated before the end of the lease.  In this situation, rental assistance may continue until the end of that month in which the unit is vacated unless occupied by another eligible person.  They can receive 30 dys of subsidy for the next month if needed. Brief periods of stays in institutions, not to exceed 90 days for each occurrence, are not considered vacancies.

A unit can be considered abandoned if the Sub recipient is unable to verify occupancy by a participant after a good faith effort has been made to locate the participant.

No additional assistance will be paid until the unit is occupied by another eligible person.  .
Moving: In accordance with the lease or rental agreement, a participant may move from a current unit to another unit only if a 30-day written notice has been submitted by the first day of the month previous to the move to both the Sub recipients and the landlord. If a participant leaves a unit at the conclusion of a 30-day notice and wishes to continue to receive assistance the participant must keep Sub recipients informed of such plans. If the participant does not locate another unit within 30-days and does not maintain contact with the Sub recipients, the tenant could be terminated from the program. 
Property Damage: Sub recipients may use grant funds in an amount not to exceed one month’s rent to pay for any damage to housing due to the action of a program participants.  This shall be a one-time cost per participant, incurred at the time a participant exits a housing unit. 
Landlord Request:  If the tenant cooperates with the landlord’s request to leave, they may keep their assigned slot and continue the program.  The case manager should assist the client to look for another unit.  
Death: In the case of death, rent will be paid for the lesser of up to the date the participant’s possessions are removed or for up to 14 days after a tenant has died. If the family has not removed the possessions they must pay market rent for any additional time needed.

Leases/Occupancy Agreements:
l) Leases. (1) Initial lease. For project based, sponsor-based, or tenant-based rental assistance, program participants must enter into a lease agreement for a term of at least one year, which is terminable for cause. The leases must be automatically renewable upon expiration for terms that are a minimum of one month long, except on prior notice by either party.

IHCDA Standard:  Utilize the approved lease agreements:  Rental Assistance Program Agreement between sub recipient and landlord.  Rental Assistance agreement between participant and sub recipient. Copy of lease between landlord and participant.   See page 2 for appropriate lease agreements for TRA and SRA projects
  Supportive service agreement/Program Agreement: 

As of 2013 NOFA (Notice of Funding Availability) from HUD, all new programs who were applying for new PSH funding are required to utilize the Housing First Model.  This is big change of HUD requiring the projects to utilize Housing First Model.  This is a sample of how things are changing within HUD’s ideas of service provision. 

Sub recipients may require the program participants to take part in supportive services that are NOT disability-related services provided through the project as a condition of continued participation in the program.

Examples of disability-related services include, but are not limited to, mental health services, outpatient health services, and provision of medication, which are provided to a person with a disability to address a condition caused by the disability. 

Notwithstanding this provision, if the purpose of the project is to provide substance abuse treatment services, sub recipients may require program participants to take part in such services as a condition of continued participation in the program.
If the sub recipients choose to utilize a program agreement, IHCDA highly recommend that the program agreements are not too restrictive and that they do not place unrealistic rules on the participants. Instead, the program agreement should follow the restrictions as stated on the lease that was signed by the client/tenant and the landlord.  

The agreement is required to be signed by the participant and the sub recipient and included in the participants file. 
Program Fees:  Recipients and sub recipients may NOT charge program participants a program fee.  

Annual Recertification of Participant: 
Participants are required to be re-certified for Permanent Supportive Housing annually. The re-certification process is similar when they first applied however there is no new application.  Below are items that are required each new year.  The annual re-certifications should follow the dates on the lease.  
· Require a housing quality inspection 

· Require an income verification information 
· Require an income calculation form completed
· Require a copy of the newly signed lease with landlord 
· Require updated Landlord Lease Packet Forms to be completed  that coincide with the lease

· If the client can move to another unit (TRA), then allow time to assist with searching for another unit.  Provide the Form:  Request for Unit Approval for New and Re certifications.  
Waiting List:
A waiting list may be utilized if necessary however sub recipients should have written procedures for maintaining their waiting list.  Because of the intake criteria and that PSH is permanent housing; waiting lists are usually not useful. 
Termination from the Program:
Participants can be terminated from Permanent Supportive Housing for a number of reasons.  However, termination is always the last result.  Before a recommendation of termination is approved, sub recipients must first do all that is capable of doing to resolve all situations.

Rental assistance may be terminated if a participant violates conditions of lease.  

Program regulations recommend, however, that sub-recipients exercise judgment and take into consideration extenuating circumstances so that participants are only terminated for the most serious rule violations.  
Listed below MAY be actions for termination:  Many of these items should already be included in the lease, so do not repeat in the program agreement what is already in the lease.  The lease should be thoroughly reviewed with the participant for their understanding.  

If the below options are not included in the lease, then only include in the program agreement the most serious violations like:  subleasing, manufacturing of illegal substance, moved to another HUD funded unit or moves without notice.   Also below are some examples that the sub recipient can utilize to help prevent termination to the program.    
When considering what violations should be included in a lease or in program agreements, take into consideration best practices like harm reduction models.  See Section 8 for ideas of how to prevent eviction and set a policy and procedure.   

· Eviction from the residence due to violation of the landlord/tenant agreement by the participant or those family members living with the participant.  
· If the participant moves to another HUD funded project or moves out of the unit without notice.  
· NEW UPDATE:  Institutionalized in jail, hospitalized for either medical or psychiatric reasons for more than 90 days. 
· Voluntarily termination

· Submission of incorrect information

· Non-compliance with the financial portion of the rental assistance.  Sub recipients can work out a payment plan if circumstances arise that the participant’s portion was not paid.  This may be part of the Eviction Prevention Policy (see Section 8). Sub recipients cannot utilize PSH rental assistance to cover the participant’s portion.  
· Subleasing to other persons

· Illegal activity such as manufacturing illegal drugs in a unit.   This is probably listed in their lease with landlord due to danger to other participants and neighbors. 
Termination Requirements: 
If termination is necessary, principles of due process must be followed. At a minimum, this process must include: 

· Written notice to the participant containing a clear statement of the reason for the termination and at least 30 day notice and a date to when they can appeal the decision.  
·  A review of the decision, during which the participant has the opportunity to present written or verbal objections before someone other than the person/committee (or a subordinate of the person) who made or approved the termination decision; and
·  Prompt written notice of the final decision to the participant. 

The PSH Program permits sub recipients to resume assistance to persons or families whose assistance was previously terminated.  If this occurs, there is no need to document disability again.  Homeless documentation will be required to be attained again. 
Appeal Process:
The Project Sub recipients should determine a written policy and procedures regarding appeal process for those who are denied or terminated from the PSH Program. These policies and procedures should be provided to all participants at the beginning of the program and they should sign and date them along with the case manager.  This should be part of their file.   The committee/persons who recommended termination cannot be the same committee/persons who oversee the appeal.   These should be two separate committees.  
Permanent Supportive Housing Portability or Persons from Rapid Rehousing:
If an individual elects to move from their current town, the Sub recipients must ensure the new location is part of the grant jurisdiction.  The rental assistance subsidy is portable within a jurisdiction as defined by the grant application and as a long a space is available.  
Persons who are placed in the ESG Rapid Rehousing or CoC Rapid Rehousing can be utilized as a bridge to a PSH program if they meet the documented disability criteria and the documented homeless criteria or chronic homeless definition according to the PSH program.   

Section 6: Other requirements:  Match, Leverage, Timeliness Standards, Environmental Reviews, Homeless Participation
578.73 Matching requirements.  The sub recipient must match all grant funds, with no less than 25 % of funds in cash or in-kind contributions from other sources. 
A. Cash sources. A sub recipient may use funds from any source, including any other  federal sources (excluding Continuum of Care program funds), as well as State, local, and private sources, provided that funds from the source are not statutorily prohibited to be used as a match. 
The sub recipient must ensure that any funds used to satisfy the matching requirements of this section are eligible under the laws governing the funds in order to be used as matching funds for a grant awarded under this program.
If staff time is being utilized as match, sub recipients should utilize time sheets to show where staff time has been spent on the PSH program where the agency is paying with another source of funding.  

 The following items count toward the supportive service match requirement:

Salaries paid to sub recipient staff to provide supportive services to participants; 

The value of supportive services provided to participants by other organizations or by professionals volunteering their professional services; 

Supportive services provided by other volunteers (at the rate of $10 per hour); 

The cost of outreach activities after the grant agreement has been signed.
IHCDA Requirement:  Agreement with IHCDA:  HUD requires the 25% match commitment letter from the sub recipient at the time of the award and provided to IHCDA at the time the recipient (IHCDA) and HUD sign their agreement.  
B. In-kind contributions
(1) The sub recipient may use the value of any real property, equipment, goods, or services contributed to the project as match, provided that if the sub recipient had to pay for them with grant funds, the costs would have been eligible under Program Components and Eligible costs of the program – PSH 
The prorated value of any lease on a building used for supportive services to program participants; and.  
Not eligible for match:  

· Savings belonging to the program participant, not the sub recipient

· New:  Program income

· Cash or any in Kind contribution used as match for another grant

· Staff time spent on Section 8 housing program.  It is not the same participants as in a CoC program, so not allowed.

· Other federal funds that states that it CANNOT be utilized as match for a federal fund.

Before grant execution, services to be provided by a third party must be documented by a memorandum of understanding (MOU) between the sub recipient and the third party that will provide the services. Services provided by individuals must be valued at rates consistent with those ordinarily paid for similar work in the sub recipient’s organization. If the sub recipient does not have employees performing similar work, the rates must be consistent with those ordinarily paid by other employers for similar work in the same labor market.


(i) The MOU must establish the unconditional commitment, except for selection to receive a grant, by the third party to provide the services, the specific service to be provided, the profession of the persons providing the service, and the hourly cost of the service to be provided.  

(ii) During the term of the grant, the recipient or sub recipient must keep and make available, for inspection, records documenting the service hours provided. 

IHCDA Standard:  If there is in-kind being utilized for match, HUD requires an MOU (if utilizing partners) must be attached to match letter when IHCDA is executing the agreement with HUD.  
Documentation Responsibilities

Given the importance of the match requirement, it is especially critical that service providers understand their responsibilities in tracking and documenting services offered to PSH participants. Sub recipients and their partners need to develop procedures and reporting formats to collect and compile this information.

Because the service needs of PSH participants are high, it is likely that the value of supportive services provided to them far exceeds the grant amount of the value of the PSH program.  This section provides guidance and suggestions for documenting the match.

Requirements for Calculating Match:
Grant funds spent on eligible administrative costs are also subject to the match requirement.

The match is an overall grant wide requirement, not year-by-year, component-by-component or participant-by-participant. Since HUD assumes that the provision of supportive services will vary according to the needs of the participants, any given participant is not required to receive the same amount of services.
Keep in mind that the match must be reported annually in the Annual Progress Report (APR); therefore, the recipient should request information on supportive services from providers at regular intervals at least yearly. Good management practices would dictate that a standard reporting format be developed and made available to each service provider before they begin providing services. 
A sample format and instructions will help support service providers to provide accurate documentation for the match: 

1. Pull the clinical records on all PSH participants. 

2. Check the client record against the activities listed on the Supportive Services match tracking form.  
3. In HOURS column, indicate how much time was spent on each service or referral. 

4. In RATE column, indicate hourly rate for staff providing service. 

5. In MATCH $ column, calculate the dollar amount of service or referral provided. 

6. Sign and date the verification at the bottom of the page. This form remains part of the Federal records. 

Instructions should accompany the reporting format that includes a listing of what qualifies as match under the program. Determining the amount spent on matching services might look like this:

	Example: The prorated salary paid to a case manager who works with eligible PSH participants may be counted as match. If the service provider, who earns $30,000 a year, spends 50% of her time providing eligible services to PSH participants, then half of her salary and benefits may be counted as match.

	50% of case manager salary
(at $30,000 a year) 
	=$15,000 

	+ 50% of benefits paid by employer
(estimated at 30% of salary or $9,000 a year)
	=$4,500 

	= $19,500 that may be counted as supportive service match under PSH 



A blank match form is available upon request from IHCDA. 

Leverage:
We all know that ending homelessness is going to take more than what is available through HUD’s programs alone. HUD has been working on how the use of mainstream resources – like mental health, substance abuse, health care and other benefits – can help both the people we serve and the system as a whole. HUD has increased coordination and collaboration with other federal partners at VA, HHS, Education and others have worked tirelessly to create meaningful partnerships. 

When renewing the PSH program annually, all PSH sub-recipients will be required to reach 150% leverage with each of their projects.  A letter will be collected from the agency at the time of application to HUD (usually between September-December each year).  It is recommended that all sub recipients begin work on the leverage portion during the internal competition performance scoring process that occurs during the spring (February-May) each year.  

Leveraging other funds that are also eligible under other mainstream federal programs need to be utilized in helping people connect to or maintain permanent housing.
Sources of leveraging can be the same type of service as utilized with match.  
All leveraging is match but not ALL match is leverage.  

Sources that can provide leverage or match:  

Substance Abuse and Mental Health Services Administration (SAMHSA) has a program for substance abuse treatment services called Access to Recovery (ATR). ATR is a program that is designed to provide client choice among substance abuse clinical treatment and recovery support service providers, expand access to a comprehensive array of clinical treatment and recovery support options (including faith-based programmatic options), and increase substance abuse treatment capacity. These funds are awarded to single-state substance abuse agencies to carry-out voucher programs for substance abuse clinical treatment and recovery support services. More information on Access to Recovery can be found on the SAMHSA website.
The VA has issued funding under the Supportive Services for Veteran Families program (SSVF), which provides homelessness prevention or rapid re-housing assistance to homeless veterans and their families. See the VA Supportive Services for Veteran Families Program page.
IHCDA Standard: Leverage Documentation is required at the Renewal Internal Competition for the BOS each year around spring (February-March): Requirement of 150% leverage from other sources. 
Timeliness Standards – New Projects

Non Construction projects must begin within 12 months of the signed agreement between the recipients (IHCDA) and HUD.  IHCDA will send the sub recipient an agreement between them once HUD‘s agreement has been executed.  

Construction activities must begin within 9 months and be complete within 24 months.   If there any time constraint issues, the sub recipient needs to contact the recipient (IHCDA) so that they can report to the HUD field office any delays.  Communication between these three parties (sub recipient, IHCDA and HUD field office) is important during the construction building.  
Once activities begin, recipients must draw downs funds from Loccs at least once per quarter. 

New:  Recipients must distribute funds to sub recipients within 45 days of approvable request.  
Renewal Projects:
Renewal grants start the day after the end of the previous grant term.  
Environmental Reviews:

CoC Program activities that are subject to environmental review include:

· Acquisition, rehabilitation, new construction

· Leasing projects (none of PSH rental assistance in this manual apply here)

· Sponsor based and project based rental assistance.  This would include SRA scattered site in the community.  Sponsor/Sub recipient signs the lease with the landlord or the landlord is the sub recipient.   
CoC program activities that are generally excluded:

· Tenant based rental assistance (TRA)

· Supportive Services

· Operating Costs

· HMIS
No activities can be performed on a project site until the environmental review has been approved by IHCDA and provided to HUD for approval. 
If environmental issues are found, mitigating measure required by HUD/IHCDA for the original property must be carried out or an alternative eligible property must be selected

It is the responsibility of the recipients to carry out the mitigating measures required by HUD or select an alternative eligible property and to facilitate the review.

Construction Projects:  When construction is complete and the ER has been complete, the sub recipient is required to send a copy of the Certificate of Completion and Certificate of Occupancy to the PSH Coordinator prior to participants moving into the building.  

Contact PSH Coordinator regarding any Environmental Reviews.   IHCDA has staff in the Design and Construction Review area that oversees the environmental reviews for PSH SRA sites.  Adrienne Schmetzer:  aschmetzer@ihcda.in.gov or contact her (317) 244-6975.
Participation of homeless individuals (1) Each recipient and sub recipient must provide for the participation of not less than one homeless individual or formerly homeless individual on the board of directors or other equivalent policymaking entity of the recipient or sub recipient, to the extent that such entity considers and makes policies and decisions regarding any project, supportive services, or assistance provided under this part. 
This requirement is waived if a recipient or sub recipient is unable to meet such requirement and obtains HUD approval for a plan to otherwise consult with homeless or formerly homeless persons when considering and making policies and decisions.
IHCDA/Collaborative Agency :  Currently the CoC Board  has a formerly homeless person on the Board and on the Steering Sub-Committee.  

(2) Each recipient and sub recipient of assistance under this part must, to the maximum extent practicable, involve homeless individuals and families through employment; volunteer services; or otherwise in constructing,  rehabilitating, maintaining, and operating the project, and in providing supportive services for the project.
Section 7: Financial Management – Claims, Cost Savings, Loccs, CSBG Funds
A LOCCS status of funds report is similar to a bank statement. It is a monthly report listing all of a recipient's sub recipients by grant and PSH component, including funds spent-to-date and remaining balances. The authorized grant amount is listed in the first column under Authorized. The second and third columns show the amount spent-to-date under Disbursed and Disbursement in Process. The last column shows the remaining balance of funds available under the grant. 

Recipients should carefully monitor these reports, paying particular attention to the balance and the end date of the grant to ensure that the program is on track to spend its funds within the grant term. 
The Project Sub recipients are required to claim for reimbursement from IHCDA (Recipient) only what the PSH program paid for the participant’s rent and/or utilities.  The sub recipient does not claim the participant’s portion paid to the landlord or to the Sub recipient (if it is a SRA program).  
IHCDA Standard:  Claim should be submitted once a month (12 claims per operating year) along with the documentation and loccs form to IHCDA online software system for claims. https://ihcdaonline.com.  
Each claim with the appropriate documentation should be submitted to IHCDA by the 20th day of the month following payment of rental assistance.    
If the claims are more than 3 months behind, there is a potential that HUD will deny payment.  The sub recipient needs to explain why they are behind prior to payment being approved.

On the last claim of the agreement (#12 or last claim for a 5 year program) it is imperative to submit this claim timely due it being the end of the grant year.  HUD has denied payments on the last claim that were over 90 days.  

Rental assistance and Administration costs are the only eligible activities under the PSH Program. 
Other Available Funds - CSBG:  IHCDA provides an additional amount of reimbursement per client from CSBG Funds.  The Sub recipient needs to claim this each month when claiming reimbursement for rental assistance costs.  CSBG is a federal fund that is NOT connected with HUD.    This is not a guaranteed fund and may be reduced or terminated at any time due to federal funding reductions.  
The sub recipient is required to utilize this funding only on the PSH long term rental assistance program.  The sub recipient is required to track how the fund is spent in the program.  This will be reviewed at the monitoring of the program.  

Examples of program expenses that CSBG funds may be utilized for are as follows:  HQS fees; household start-up items for clients; emergency food supplies for clients; damage fees for vacated apartments; staff time to enter information into HMIS, etc.  Essentially, a client expense would be eligible for CSBG funds if it assists the client in gaining housing and/or income stability.  If you have questions about the eligibility of a proposed expense, please contact the Homeless Programs Administrator for assistance.

This is only available when the Sub recipient is meeting compliance, entering into HMIS timely and completing claims timely and as long as the CSBG funds are available to IHCDA.    If CSBG funds are reduced, an amendment to the agreement will be sent out to all sub recipients.  
This funding may be reduced or terminated due to loss of CSBG funding to IHCDA.

Cost Savings: If the amount in each grant reserved for rental assistance over the grant period exceeds the amount that will be needed to pay the actual costs of rental assistance, due to such factors as contact rents being lower than FMR’s and program participants being able to pay a portion of the rent, sub recipients may use the excess funds for:   
1. Covering the costs of rent increases, or 
2. For serving a greater number of program participants.

This is similar to the old cost savings however it is not part of the administration item.  In the previous regulation, cost savings would cover administration costs that the new administration line item will do currently.  This cost savings would actually come out of the rental assistance line item and would only cover the about two items.  IHCDA (recipient) will provide guidance to the sub recipients on how to claim reimbursement for the costs on the claims.  
Section 8: Reporting Requirements: Completing the Annual Progress Report (APR), HMIS & Closeout Form, Best Practices
Purpose of the Annual Progress Report: 

HUD uses the APR to review the progress of the PSH project annually. Performance of the project is tracked using the following three outcomes:  This is question 36 of the APR in HMIS. 
· Maintain housing stability; 

· Maintain or increase income; and 

· Maintain or increase earned income. 

Recipients can also use the APR as a tool for evaluating performance and setting future program goals.
HUD National Goals for PSH is (See Q. 36 of the Annual Progress Report):

NEW Higher Percentage:  Maintain permanent housing:  80%

Maintain or increase income:  65% 

Maintain or increase earned Income:  20% 

Reporting Requirements:
APR

Sub recipients must submit an Annual Progress Report from HMIS with 30 days of the end of each operating year.

Recipients (IHCDA) must submit a CoC Full Annual Progress Report (APR) in E-snaps within 90 days of the end of each operating year. The report is submitted to the CPD Division Director for the local HUD office responsible for managing the grant.  The closeout form for renewal grants and the last year of the agreement for 5 year projects is also due.  
–Sub recipients should read the APR carefully to verify that all the information is correct and there are no errors.  
It is important to complete the report accurately and submit it on time. The reports are a valuable source of information that HUD Headquarters utilizes to respond to inquiries from Congress and others, including local justifications during the annual appropriations process.
Chronic Homeless Report:

For sub recipients that serve either all chronic homeless or a percentage will be required to send a Chronic Homeless APR report from HMIS when sending their APR to IHCDA.   This is the chronic homeless that were dedicated in the first application to HUD. 

Non Dedicated Report – Chronic Homeless Report: 
In the past couple years; the CoC IN-502 has been encouraging PSH programs to increase the number of beds to chronic homeless.  PSH programs in the last application to HUD (October 2014) for the 2015 renewals promised to fill turnover beds with chronic homeless – HUD calls these non-dedicated beds.  

A report will be required to provide the number of turnover beds that were utilized for a chronic homeless person for these non-dedicated beds.  If there are no chronic homeless people to fill the bed, then a one-time homeless person would be able to fill it.  The sub recipient must search out a chronic homeless person through their emergency shelter system and use of coordinated access to ensure and document their search.  
Tips for Completing the APR:
The APR documents project enrollments and departures, participants' demographic characteristics, and outcomes including participants' length of stay in housing, changes in skills and income, and changes in levels of self-sufficiency. 

As discussed in Section 4, recipients must also document the PSH match by reporting the value of supportive services received by PSH participants during the year. You are advised to develop a standard form for supportive service providers to use to report services received by PSH participants (the agency can utilize the Match Form) the information must be collected and summarized at least annually for inclusion in the APR.  
Collecting and compiling the information for the APR requires close cooperation between the recipient and local project sub recipients. Recipients will need to develop and implement systems and procedures for collecting this information before the PSH grant program begins operating!

The HMIS APR is reviewed by IHCDA prior to them sending it to HUD Field Office in Indianapolis.   It is imperative this form be complete and exact. If there are any errors, IHCDA will contact you to correct them prior to sending to HUD. 
· Verification of supportive service match
· Accomplished percentages of the three performance goals and verification of admissions and discharges of the program during the year 
· Narrative of accomplishments during the operating year

· Chronic Homeless APR Report – if serve 100% or a percentage of population 

Sub recipients should be aware that the State of Indiana’s Balance of State application is scored on performance. The APR categories should be reviewed throughout the year in order to monitor your program’s performance.
The APR will reflect if participants are being discharged with positive outcomes like increase or maintaining income, increased mainstream resources, employment if able and being discharged to other permanent housing – example Section 8 or other subsidized housing.  If the APR reflects that persons are leaving with negative outcomes, example being discharged to an emergency shelter or transitional housing, and leaving with fewer resources, the agency should look at strategies and/or rules of how to affectively modify these types of outcomes.  
When determining other program goals, keep in mind the difference between input and outcomes. Program objectives should be quantified performance measurements of outcomes in the lives of the participants, not measurements of inputs. 
For example, “Ninety percent of participants eligible for food stamps will receive food stamps within two months of entering the program” is an outcome.  This is a good example of a quantified performance.  

“Ninety percent of participants will apply for food stamps” is an input.  This is a poor example.  

Best Practices for Performance Improvement:  IHCDA and the CoC BOS priorities recommend: 
SOAR:  SAMHSA's SSI/SSDI Outreach, Access, and Recovery (SOAR) is funded by the Substance Abuse and Mental Health Services Administration (SAMHSA).  This national project is designed to increase access to the disability income benefit programs administered by the Social Security Administration (SSA) for eligible adults who are homeless or at risk of homelessness and have a mental illness and/or a co-occurring substance use disorder.  
If your Region does not have a SOAR trainer, please contact Lina Pulido-Ramirez at the FSSA/Division of Mental Health and Addiction at:
Lina.Pulido-Ramirez@fssa.IN.gov
Housing First Model:  As of 2013 NOFA, HUD requires all new programs that are applying for new funding as of 2013 are required to utilize a Housing First Model.  

At its foundation, the “housing first” strategy operates under the philosophy that safe, affordable housing is a basic human right and a prerequisite for effective psychiatric and substance abuse treatment. Key components of the housing first model include (1) a simple application process that does not require numerous site visits and excessive documentation; (2) a harm reduction approach in which participants are not required to be clean and sober in order to obtain or keep their housing; and (3) no conditions of tenancy that exceed the normal conditions under which any leaseholder would be subject, including participation in treatment or other services. Research has demonstrated the effectiveness of this model, particularly among people who have been homeless for long periods of time and have serious psychiatric disabilities, substance use disorders, and/or other disabilities.
Harm Reduction Model:  A harm reduction approach is when participants are not required to be clean and sober in order to obtain or keep their housing and no conditions of tenancy that exceed the normal conditions under which any leaseholder would be subject, including participation in treatment or other services.  This is basically a concept of meeting a person where they are currently in their treatment and working through that process. 
Prevention Eviction Protocol:  Utilize a protocol that is consistent to all participants and provides an opportunity to keep the participant housed.  This protocol could also include what a sub recipient should do in case there are signs or symptoms that a participant is having difficulty and that this could potentially endanger their housing stability/lease retention.  For example:  complaints from neighbors, police activity, arrest, not paying portion of rent, or a decrease of engagement of case manager that is unusual.  A case manager should have a protocol to follow of what to do or how to engage the participant if these issues come up. A response may be a required contact with the participant within 48 hours of these concerns, case management team meeting with client, etc.    See Corporation for Supportive Housing samples:  Eviction Process, Housing Retention and Rent Pledge. 
Tenant Councils: Supportive housing is intended for people who, at a minimum, can live independently with appropriate assistance. The role of the supportive housing staff is to provide the assistance and, whenever possible, help the tenant increase his or her level of independence. It is expected that some people will eventually be able to live independently without ongoing support, others will need help from time to time, and still others will require help in perpetuity. In general, however, most tenants will benefit from services that are intended to further their independence. Examples of program efforts specifically intended to foster independence and empower tenants include the following:

Promoting a tenancy that is heterogeneous and integrates individuals with disabilities or other special needs 

Providing tenants with property leases 

Allowing overnight guests 

Encouraging tenant councils and advisory groups 

Involving tenants in making and modifying house rules 

Involving tenants directly in the management structure of a project or building 

Providing employment opportunities and vocational services 

Appointing tenant representatives to the organization’s Board of Directors  Tenants should be able to make lifestyle choices, for instance, even though they may conflict with the provider’s preferences. Alcohol, sex and gambling, for example, are issues that can be inherently challenging. Similarly, some tenants will prefer to have limited (if any) interaction with the supportive services staff or with other tenants. Developing meaningful structures that empower tenants will help to ensure the long-term success of a project.
Separate time to Review Goals:  At an Indiana Permanent Supportive Housing Institute training, consumers from PSH programs had attended and provided helpful and insightful information for sub recipients and landlords.  After being homeless, participants stated that they needed time to adjust to their new apartment.  Finding the unit, signing all the paperwork and moving can be overwhelming and can cause anxiety about their new place.  They had stated that they needed time to adjust to their new living situation before total engagement of case management and goal setting is started.  It is recommended that a separate meeting be set up after moving in to review goals for the future.  They stated they would be more focused at that time to focus on what they need to do stay housed.  It was suggested that continue to check on them periodically when they first move in and then set up a date just to review their goals at a later date.  
IHCDA Monitoring: 
It is the policy of the Indiana Housing and Community Development Authority (IHCDA) to monitor its Permanent Supportive Housing sub-recipients on an annual basis. Two types of reviews will be used to monitor sub-recipients: On Site Review and Remote Review. An On Site Review will consist of a complete review of the sub-recipient’s program and financial records as well as random review of Housing Quality Standard inspections. Remote Reviews will require sub-recipients to submit requested documentation to the IHCDA for review. Remote Reviews will address specific topics, such as participant eligibility, from random files. It is the policy of the IHCDA to perform On Site Reviews of not less than thirty (30) percent of its sub-recipients annually. The remaining sub recipients will be engaged in topical Remote Reviews. 

The following risk factors will be used in determining which sub-recipients will be selected for On-Site Reviews:

1. Staff turnover;

2. Utilization of grant funds;

3. Claim iteration (deviation from monthly claims);

4. APR performance;

5. Consumer Complaints;

6. Unresolved HUD Finding (including APR Findings); 

7. Compliance with terms and conditions of IHCDA PSH Agreement; and

8. Time of last On-Site Review.

Each program’s past performance will be analyzed and compared against the full spectrum of IHCDA’s Permanent Supportive Housing programs. Programs with highest risk will be selected for On-Site Review.

Prior to either On Site or Remote Reviews, IHCDA will notify sub-recipient in writing of the type and date of the review. IHCDA will also provide sub-recipient with specific instructions and an explanation of review process.
These are some items in participant files that will be reviewed and other administration: 
· PSH Intake application forms including: Homeless & Disability Documentation

· Housing Quality Inspection Forms – signed and dated.  
· Rental Assistance calculation & income information
· Copy of signed lease 
· PSH Landlord Packet Forms being utilized

· Signed lease  and Program  Agreements
· Re-certification requirements:  HQS, rental calculation, signed lease and Lease    packet completed
· Discharge date and information


· Termination Policies and Procedures

· Appeals procedures for participants
· Financial files – compare claims that were reimbursed with records

· Administration costs being utilized correctly

· CSBG financial tracking 

HMIS:
HUD requires all Sub recipients to enter participant data into the Homeless Information Management System (HMIS).  Sub recipients should contact IHCDA HMIS staff for technical assistance or training information at: HMISHelpDesk@ihcdaonline.com
The Sub recipient is responsible for entering correct information into HMIS on a regular and consistent basis – which is defined as within 2 weeks.  The CSBG funds can be reduced or terminated if the data is not entered a regular basis as defined.  
IHCDA requires that PSH Sub recipients utilize HMIS system to pull their annual progress report (APR) to be sent to IHCDA – the recipient as requested annually.   
Closeout Forms:

After the grant year has ended, a closeout form will need to be completed by the Recipient.   This is purely a financial form and will need to be completed at least 60 days after the year has been completed and after all claims have been reimbursed for that year.  IHCDA will send to HUD field office at the time the APR is completed.  
SECTION 9:  Conflict of Interest, Record Retention, Sanctions

Conflict Interest
 578.95 Conflicts of interest. 

Procurement. For the procurement of property (goods, supplies, or equipment) and services, the recipient and its sub recipients must comply with the codes of conduct and conflict-of interest requirements under 24 CFR 85.36 (for governments) and 24 CFR84.42 (for private nonprofit organizations) 

Organizational conflict. An organizational conflict of interest arises when, because of activities or relationships with other persons or organizations, the recipient or sub recipient is unable or potentially unable to render impartial assistance in the provision of any type or amount of assistance under this part, or when a covered person’s, as in paragraph (d) (1) of this section, objectivity in performing work with respect to any activity assisted under this part is or might be otherwise impaired. Such an organizational conflict would arise when a board member of an applicant participates in decision of the applicant concerning the award of a grant, or provision of other financial benefits, to the organization that such member represents. It would also arise when an employee of a recipient or sub recipient participates in making rent reasonableness determinations under § 578.49(b) (2) and § 578.51(g) and housing quality inspections of property under § 578.75(b) that the sub recipient, or related entity owns.
Other conflicts. For all other transactions and activities, the following restrictions apply:

(1) No covered person, meaning a person who is an employee, agent, consultant, officer, or elected or appointed official of the recipient or its sub recipients and who exercises or has exercised any functions or responsibilities with respect to activities assisted under this part, or who is in a position to participate in a decision making process or gain inside information with regard to activities assisted under this part, may obtain a financial interest or benefit from an assisted activity, have a financial interest in any contract, subcontract, or agreement with respect to an assisted activity, or have a financial interest in the proceeds derived from an assisted activity, either for him or herself or for those with whom he or she has immediate family or business ties, during his or her tenure or during the one-year period following his or her tenure.

(2) Exceptions. Upon the written request of the recipient, HUD may grant an exception to the provisions of this section on a case-by-case basis, taking into account the cumulative effects of  the criteria in paragraph (d)(2)(ii) of this section, provided that the recipient has satisfactorily met the threshold requirements of paragraph (d)(2)(ii) of this section. (i) Threshold requirements. HUD will consider an exception only after the recipient has provided the following documentation.  See 578.95 for the documentation and further information on Conflict of Interest. 
Continuum of Care Board:

The new HEARTH regulations codifies in law the Continuum of Care planning process, a long standing part of HUD’s application process to assist homeless personas by providing greater coordination in responding to their needs.  Part of this new process is the requirement that each Continuum of Care (CoC) must establish a CoC Board that oversees the process of applying for HUD McKinney Vento Funding for programs such as permanent supportive housing programs.    In the State of Indiana there are 3 CoCs.  In the State of Indiana, there is the Indianapolis CoC, St. Joseph CoC and the Balance of State CoC.  The programs affiliated with IHCDA are under the Balance of State CoC.  To read more of the CoC Board requirements and the process see 24CFR Part 578 of the HEARTH regulations on the One CPD HUD website.  
New:  No Continuum of Care Board member may participate in or influence discussions or resulting decisions concerning the award of a CoC program grant or other financial benefits to the organization that the member represents.  
Recordkeeping Requirements 
578.103 Recordkeeping requirements.

In general. The recipient and its sub recipients must establish and maintain standard operating procedures for ensuring that Continuum of Care program funds are used in accordance with the requirements of this part and must establish and maintain sufficient records to enable HUD to determine whether the recipient and its sub recipients are meeting the requirements of this part,  including:

(1) Continuum of Care records. Each collaborative applicant must keep the following documentation related to Homeless status. Acceptable evidence of the homeless as status is set

Forth in 24 CFR 576.500
(b). Annual income. For each program participant who receives housing assistance where rent or an occupancy charge is paid by the program participant, the recipient or sub recipient must keep the following documentation of annual income:

(i) Income evaluation form specified by HUD and completed by the recipient or sub recipient; and (ii) Source documents (e.g., most recent wage statement, unemployment compensation statement, public benefits statement, bank statement) for the assets held by the program participant and income received before the date of the evaluation;

(iii) To the extent that source documents are unobtainable, a written statement by the relevant third party (e.g., employer, government benefits administrator) or the written certification by the recipient’s or sub recipient’s intake staff of the oral verification by the relevant third party of the income the program participant received over the most recent period; or (iv) To the extent that source documents and third-party verification are unobtainable, the written certification by the program participant of the amount of income that the program participant is reasonably expected to receive over the 3-month period following the evaluation. 

(7) Program participant records. In addition to evidence of ‘‘homeless’ ’sub recipient must keep records for each program participant that document:

(i) The services and assistance provided to that program participant, including evidence that the recipient or sub recipient has conducted an annual assessment of services for those program participants that remain in the program for more than a year and adjusted the service package accordingly, and including case management services as provided in § 578.37(a)(1)(ii)(F); and

(ii) Where applicable, compliance with the termination of assistance requirement in § 578.91.

(8) Housing standards. The sub recipient must retain documentation of compliance with the housing standards in § 578.75(b), including inspection reports.

(9) Services provided. The sub recipient must document the types of supportive services provided under the recipient’s program and the amounts spent on those services. The sub recipient must keep record that these records were reviewed at least annually and that the service package offered to program participants was adjusted as necessary.

(10) Match. The recipient must keep records of the source and use of contributions made to satisfy the match requirement in § 578.73. The records must indicate the grant and fiscal year for which each matching contribution is counted. The records must show how the value placed on third party in-kind contributions was derived. To the extent feasible, volunteer services must be supported by the same methods that the organization uses to support the allocation of regular personnel costs.
Homeless participation. The recipient or sub recipient must document its compliance with the homeless participation requirements under § 578.75(g)
Affirmatively Furthering Fair Housing. Recipients and sub recipients must maintain copies of their marketing, outreach, and other materials used to inform eligible persons of the program to document compliance with the requirements in § 578.93(c). 
Other federal requirements. The recipient and its sub recipients must document their compliance with the federal requirements in § 578.99, as applicable.

Sub recipients and contractors. (i) The recipient must retain copies of all solicitations of and agreements with sub recipients, records of all payment requests by and dates of payments made to sub recipients, and documentation of all monitoring and sanctions of sub recipients, as applicable.

(ii) The recipient must retain documentation of monitoring sub recipients, including any monitoring findings and corrective actions required.

(iii) The recipient and its sub recipients must retain copies of all procurement contracts and documentation of compliance with the procurement requirements in 24 CFR 85.36 and 24 CFR parts 84.

Other records specified by HUD:  The recipient and sub recipients must keep other records specified by HUD. 

(b) Confidentiality. In addition to meeting the specific confidentiality and security requirements for HMIS data, the recipient and its sub recipients must develop and implement written procedures to ensure: (1) All records containing protected identifying information of any individual or family who applies for and/or receives Continuum of Care assistance will be kept secure and confidential;

(2) The address or location of any family violence project assisted with Continuum of Care funds will not be made public, except with written authorization of the person responsible for the operation of the project; and (3) The address or location of any housing of a program participant will not be made public, except as provided under a preexisting privacy policy of the recipient or sub recipient and consistent with State and local laws regarding privacy and obligations of confidentiality;
New:  Period of record retention. All records pertaining to Continuum of Care funds must be retained for the greater of 5 years or the period specified below. Copies made by microfilming, photocopying, or similar methods may be substituted for the original record.

(1) Documentation of each program participant’s qualification as a family or individual at risk of homelessness or as a homeless family or individual and other program participant records must be retained for 5 years after the expenditure of all funds from the grant under which the program participant was served; and (2) Where Continuum of Care funds are used for the acquisition, new

construction, or rehabilitation of a project site, records must be retained until 15 years after the  date that the project site is first occupied, or used, by program participants.
d) Access to records. (1) Federal Government rights. Notwithstanding the confidentiality procedures established under paragraph (b) of this section, HUD, the HUD Office of the inspector General, and the Comptroller General of the United States, or any of their authorized representatives, must have the right of access to all books, documents, papers, or other records of the recipient and its sub recipients that are pertinent to the Continuum of Care grant, in order to make audits, examinations, excerpts, and transcripts. These rights of access are not limited to the required retention period, but last as long as the records are retained.
Sanctions: 
578.107 Sanctions.

(a) Performance reviews. (1) HUD will review the performance of each recipient in carrying out its responsibilities under this part, with or without prior notice to the recipient. In conducting performance reviews, HUD will rely primarily on information obtained from the records and reports from the recipient and sub recipients, as well as information from on-site monitoring, audit reports, and information generated from HUD’s financial and reporting systems (e.g.,

LOCCS and e-snaps) and HMIS. Where applicable, HUD may also consider relevant information pertaining to the recipient’s performance gained from other sources, including citizen comments, complaint determinations, and litigation.
(2) If HUD determines preliminarily that the recipient or one of its sub recipients has not complied with a program requirement, HUD will give the recipient notice of this determination and an opportunity to demonstrate, within the time prescribed by HUD and on the basis of substantial facts and data that the recipient has complied with the requirements. HUD may change the method of payment to require the recipient to submit documentation before payment and obtain HUD’s prior approval each time the recipient draws down funds. To obtain prior approval, the recipient may be required to manually submit its payment requests and supporting documentation to HUD in order to show that the funds to be drawn down will be expended on eligible activities in accordance with all program requirements.

(3) If the recipient fails to demonstrate to HUD’s satisfaction that the activities were carried out in compliance with program requirements, HUD may take one or more of the remedial actions or sanctions.  To see further sanctions and issues go to 578.107 of the CoC interim rules. 
PERMANENT SUPPORTIVE HOUSING  CHECK LIST

FOR NEW AND YEARLY RE-CERTIFCATIONS

NEED THE FOLLOWING FOR FILE
_____Homeless Documentation – 3rd party verification

_____Disability Form signed by medical professional

_____ Program Agreement 
_____Permission to Release Information Form

_____ Zero Income Affidavit if Applicable (recert requirement if needed) 
​​​​​_____Income information form along with copies of SSDI, SSI, Work, child support, etc. (recert requirement)

_____Housing Quality Inspection Passed – copy included – (recert requirement)

_____ Rent Reasonable printed off from GoSection 8 software (recert requirement)

_____ Income verification information

_____Income Calculation Excel Form Completed (recert requirement)

_____Signed copy of new lease between participant and landlord (recert requirement)

_____Signed RAP Form between Landlord and sub recipient (recert requirement)

_____Signed RAP Form between participant and sub recipient (recert requirement)

_____ Copy of signed termination and appeals process

_____ Other __Case Management Notes/Letters______________

IHCDA Requirement: Forms for Homeless Documentation:  See PSH Application Packet – Homeless documentation form.  Attach third party verification to the form.  If utilize HMIS intake, then upload documentation into HMIS or have in physical file.  





IHCDA Requirement: Forms to be Utilized for Documenting Disability:  See PSH Application Packet – Disability Form to be signed by appropriate person. 





IHCDA Requirement: Utilize the following forms in each participant’s file for the application process:





IHCDA Standard:  Landlord Forms/Leasing:  Utilize the landlord and leasing forms that are part of the Landlord PSH Package.  








IHCDA Standard for HQS: Utilize the HQS Section 8 Forms.  Part of the PSH intake application. 





IHCDA Standard Form:  Utilize the PSH rent calculation excel sheet from the PSH application packet





IHCDA Accepted Forms of Income:  See income information sheet 








IHCDA Standard: Documentation of the Match: Utilize Match form to be submitted to the IHCDA when completing the Annual Progress Report at the end of the year.    E-snaps software requires a report out at APR time.  





IHCDA Standard Program Reporting: An Annual Progress Report (APR) must be completed by the Project Sub recipient or and submitted to IHCDA (30) thirty days after the end of the operating year.  The APR must be downloaded from HMIS system and sent via e-mail to the PSH Coordinator at IHCDA.  If a sub recipient needs assistance with the HMIS System, contact the HMIS help desk at:  � HYPERLINK "mailto:HMISHelpDesk@ihcdaonline.com" �HMISHelpDesk@ihcdaonline.com�
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