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V. Outcomes 

1. Low income clients will maintain affordable housing for 180 days 
2.  Low income clients will increase/maintain their income for 180 days 
3. Low income clients will keep a job for 180 days 
4. Low income clients will achieve/maintain capacity to meet basic needs for 180 days 
5. Seniors (65yrs +) and persons with disabilities/chronic illness(es) maintained their 

independent living situation 

 

 

Grant-Specific Policies and Procedures  

Rapid Re-housing (State Homelessness Funding and Continuum of Care)  

Introduction  
Five County operates a freestanding rapid re-housing program, which means that it does not directly 
operate a rapid re-housing program associated with a shelter.  In a community where the length of stay 
in shelters is rising and many homeless people are being turned away, it is Five County’s hope to work 
with shelters to house clients. The desired impact is to help homeless clients work towards self-
sufficiency while freeing up shelter beds.  
http://b.3cdn.net/naeh/adc8b82e3d49a50252_7dm6bk8te.pdf  
All ESG grants should comply with 24 CFR part 576 and the Utah ESG Policy and Procedure Manual. All 
Continuum of Care funds should comply with 24 CFR 578, Utah Balance of State Policies and procedures 
manuals, Local Tripartite Board requirements (Five County Human Services Council), and the Community 
Services Block Grant (CSBG) organization standards.  
Upon request, any client can receive the most recent approved FCAOG CAP Policies and Procedures. 

 Five County AOG has established and maintains standard operating procedures for ensuring that 
RRH funds are used in accordance with the requirements of the grant, including: 

o Moves for victims of domestic violence, dating violence, sexual assault and stalking 
 For each program participant who moved to a different Continuum of Care due to 

imminent threat of further domestic violence, dating violence, sexual assault, or 
stalking under § 578.51(c)(3), Five County AOG will retain: 

 Documentation of the original incidence of domestic violence, dating 
violence, sexual assault, or stalking, only if the original violence is not 
already documented in the program participant's case file. This may be 
written observation of the housing or service provider; a letter or other 
documentation from a victim service provider, social worker, legal 
assistance provider, pastoral counselor, mental health provider, or other 
professional from whom the victim has sought assistance; medical or dental 
records; court records or law enforcement records; or written certification 
by the program participant to whom the violence occurred or by the head of 
household. 
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 Documentation of the reasonable belief of imminent threat of further 
domestic violence, dating violence, or 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. This may be written observation by the 
housing or service provider; a letter or other documentation from a victim 
service provider, social worker, legal assistance provider, pastoral counselor, 
mental health provider, or other professional from whom the victim has 
sought assistance; current restraining order; recent court order or other 
court records; law enforcement report or records; communication records 
from the perpetrator of the violence or family members or friends of the 
perpetrator of the violence, including emails, voicemails, text messages, and 
social media posts; or a written certification by the program participant to 
whom the violence occurred or the head of household. 

[see Emergency Transfer Plan] 

o Annual Income - For each program participant who receives housing assistance where rent or an 
occupancy charge is paid by the program participant, Five County AOG must keep the following 
documentation of annual income: 

o Income evaluation form specified by HUD and completed by Five County AOG; and 
o 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; 

o 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 Five County AOG’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 

o 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. 

o Program Participant Records - In addition to evidence of “homeless” status Five County AOG 
must keep records for each program participant that document: 

o The services and assistance provided to that program participant, including evidence that 
Five County AOG 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 include case management services as provided in § 
578.37(a)(1)(ii)(F) 

o Housing Standards- Five County AOG retains documentation of compliance with the housing 
standards in § 578.75(b), including inspection reports. 

o Services Provided- Five County AOG documents the types of supportive services provided under 
the RRH program and the amounts spent on those services. Five County AOG keeps record that 
these records were reviewed at least annually and that the service package offered to program 
participants was adjusted as necessary. 
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o Match- Five County AOG keeps records of the source and use of contributions made to satisfy the 
match requirement in § 578.73. The records indicate the grant and fiscal year for which each 
matching contribution is counted. The records also show how the value placed on third party in-
kind contributions was derived. To the extent feasible, volunteer services are supported by the 
same methods that Five County AOG uses to support the allocation of regular personnel costs. 

o Conflicts of interest- Five County AOG keeps records to show compliance with the organizational 
conflict-of-interest requirements in § 578.95(c), the Continuum of Care board conflict-of-interest 
requirements in § 578.95(b), the other conflict requirements in § 578.95(d), a copy of the 
personal conflict-of-interest policy developed and implemented to comply with the requirements 
in § 578.95, and records supporting exceptions to the personal conflict-of-interest prohibitions.   

o Affirmatively Furthering Fair Housing- Five County AOG maintains 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) 

Eligibility:  
Literally Homeless  
The client must meet the Category 1 or Category 4 – Literal Homelessness definition of homelessness as 
defined by HUD in order to qualify for Rapid Re-housing funding.  
https://www.hudexchange.info/resources/documents/HomelessDefinition_RecordkeepingRequirements
andCriteria.pdf  
(see definitions sections for definition of Category 1 and Category 4 of “Homeless” definition)  
Not Eligible for other Rental Assistance Programs:  
Five County cannot use state homeless or COC funding to pay for section 8 rent or to duplicate any other 
subsidized rental assistance program (this does not apply to Section 42 Housing which is a developer tax 
credit rather than direct client rental assistance). Five County will also not use homeless funding to pay 
utilities paid for by HEAT. In short, there will not be double-charged assistance in the rapid re-housing 
programs.  
Most Vulnerable:  
All clients must come from the top of the Community Housing list. If a client on the housing list declines 
to enroll in a program or chooses a different program, this must be well-documented before the next 
client on the list may be selected. Additionally, declining an invitation or having exited a program in the 
past do not constitute reasons to deny enrollment to clients. Deliberate attempts to side-door the 
coordinated assessment process will result in disciplinary action.  
 
Homeless Status Verification: 
Five County AOG maintains and follows written intake procedures to ensure compliance with the 
homeless definition in 576.2 Procedures require documentation at intake of the evidence relied upon to 
establish and verify homeless status.  
 

Documenting Client Eligibility for Rapid Rehousing:  

There is a requirement that the eligibility of all program participants be collected before acceptance into 
a rapid re-housing program. In order to meet this requirement, documentation should be gathered at 
intake and follow the prescribed order of documentation and the forms/supporting documents must be 
complete. The preferred order of documentation is: 1) Third-party Verifications, including written and 
source documentation, and HMIS records; 2) Intake worker observations, certified in writing and 
retained in client file; 3) Self-Certification from persons seeking assistance with documentation of the 
intake worker’s efforts to obtain third-party verification and reasoning why it was not able to be 
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obtained. Once the documentation of homelessness has been received, Five County staff will complete 
the Homeless Certification – Category 1 & 4 form and the Staff Certification of Eligibility form (case 
manager and department head will sign this). Case manager should complete the Five County AOG 
Community Action Check List form in order to collect other pertinent, but not required, documentation.  
 
When a client is chosen to fill a Rapid Rehousing spot, they have 30 days (from the date chosen) to 
submit their complete application to the FCAOG intake staff member. Special circumstances can be 
staffed with the Community Action Director, when applicable. 
Third-party verification using HMIS records has been the departmental preference since July 1, 2016. 
The department head will work with case managers to ensure due diligence in obtaining this 
documentation.  
Due process- In terminating assistance to a program participant, Five County AOG will provide a formal 
process that recognizes the rights of individuals receiving assistance under the due process of law. This 
process consists of: 

o Providing the program participant with a written copy of the program rules and the 
termination process before the participant begins to receive assistance; 

o Written notice to the program participant containing a clear statement of the reasons for 
termination; 

o A review of the decision, in which the program participant is given the opportunity to 
present written or oral objections before a person other than the person (or a subordinate 
of that person) who made or approved the termination decision; and 

o Prompt written notice of the final decision to the program participant. 
Hard-to-house populations- Five County AOG exercises judgment and examines all extenuating 
circumstances in determining when violations are serious enough to warrant termination so that 
a program participant's assistance is terminated only in the most severe cases. 
 
(see forms for Self-Declaration of Housing status)  
(see forms for Homeless Certification)  
(see forms for Staff Certification of Eligibility)  
(see forms for Check List w HEARTH ACT for FCAOG Community Action)  
 

Length of Assistance  
According to HUD guidelines, rapid re-housing funding sources provide short and medium-term rental 
subsidy. Each case should be determined separately, but not length of assistance may exceed 2 years. 
Enrollment into the housing grant begins once intake is complete. 
 
HOMELESS – DEFINITIONS (24 CFR § 576.2)  

        Category 1 – Literal Homeless:   
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 (car, park, abandoned building, bus or train station, airport, 
campground); or  

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  
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iii.    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   
  

        Category 2 – Imminent Risk of Homelessness:   
Individual or family who will imminently lose their primary nighttime residence, provided that:   
   Residence will be lost within 14 days of the date of application for homeless assistance; AND  

i.No subsequent residence has been identified; AND   
ii.The individual or family lacks the resources or support networks needed to obtain other 

permanent housing   
  

       Category 3 – Homeless under other Federal statutes:   
Unaccompanied youth under 25 years of age, or families with children and youth, who do 

not otherwise qualify as homeless under this definition, but who:  
i.Are defined as homeless under the other listed federal statutes, AND  

ii.Have not had a lease, ownership interest, or occupancy agreement in permanent 
housing during the 60 days prior to the homeless assistance application; AND  

iii.Have experienced persistent instability as measured by two moves or more during the 
preceding 60 days of application; AND  

iv.Can be expected to continue in such status for an extended period of time due to special 
needs or barriers of:  

a.  chronic disabilities, or  
b. chronic physical health or mental health conditions, or  
c. substance addiction, or  
d. histories of domestic violence or childhood abuse (including neglect), or  
e. the presence of a child or youth with a disability, or   
f. two or more barriers to employment, which include the lack of a high school 
degree or General Education Development (GED), illiteracy, low English 
proficiency, a history of incarceration or detention for criminal activity, and a 
history of unstable employment.  

      Category 4 – Fleeing/Attempting to Flee DV:    
       Any individual or family who:  

i.Is fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault, 
stalking, or other dangerous or life-threatening conditions that relate to violence against 
the individual or a family member, including a child, that has either taken place within 
the individual's or family's primary nighttime residence or has made the individual or 
family afraid to return to their primary nighttime residence; AND  

ii.Has no other residence; AND  
iii.Lacks the resources or support networks e.g., family, friends, faith-based or other social 

networks, to obtain other permanent housing  
Chronic Homeless  

The definition of Chronic Homeless is an unaccompanied homeless individual with a 
disabling condition who has been continuously homeless for 1 year or more, OR has had at 
least four episodes of homelessness in the past 3 years, where the cumulative total of the 
four occasions is at least one 
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year. https://www.hudexchange.info/resources/documents/Defining-Chronically-Homeless-
Final-Rule.pdf  
  

A disabling condition is defined as:   
1.   A disability as defined in Section 223 of the Social Security Act   
2.   A physical, mental, or emotional impairment which is expected to be of long-

continued and indefinite duration, substantially impedes an individual’s ability to 
live independently, and of such a nature that the disability could be improved by 
more suitable conditions   

3.   A developmental disability as defined in Section 102 of the Developmental 
Disabilities Assistance and Bill of Rights Act  

4.   The disease of acquired immunodeficiency syndrome or any conditions arising 
from the etiological agent for acquired immune deficiency syndrome, or   

5.   A diagnosable substance abuse disorder  
The term homeless in this case is the Homeless Definition of Category 1 & 4 as defined by 
HUD. 
Best practice is to also go through the timeline with the client once the case manager figures 
out the client meets the chronic homelessness definition.  

(see forms for WA Co - Chronic Homelessness Documentation & Timeline)  
(see forms for WA CO CE P&P - Local Addendum)  

  
AT RISK OF HOMELESS – DEFINITION (24 CFR § 576.2)  
        Category 1 – Individuals and Families:   

An individual or family who:   
i.Has an annual income below 30% of area median family income for the area; AND  

ii.Does not have sufficient resources or support networks immediately available to prevent 
them from moving to an emergency shelter or another place defined in Category 1 of the 
“homeless” definition; AND   

iii.Meets at least one of the following 7 conditions:   
a. Has moved because of economic reasons 2 or more times during the 60-days 
immediately preceding the application for assistance    
b. Is living in the home of another because of economic hardship   
c. Has been notified that their right to occupy their current housing or living 
situation will be terminated within 21 days after the date of application for 
assistance    
d. Lives in a hotel or motel and the cost is not paid for by charitable organizations 
or by Federal, State, or local government programs for low-income individuals   
e. Lives in an SRO or efficiency apartment unit in which there reside more than 2 
persons or lives in a larger housing unit in which there reside more than one and a 
half persons per room  
f. Is exiting a publicly funded institution or system of care (such as a health-care 
facility, a mental health facility, foster care or other youth facility, or correction 
program or institution)    
g. Otherwise lives in housing that has characteristics associated with instability and 
an increased risk of homelessness, as identified in the sub recipients approved 
Con Plan  
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        Category 2 - Unaccompanied Children and Youth:   

A child or youth who does not qualify as homeless under the homeless definition but qualifies as 
homeless under another Federal statute.  
  
        Category 3 - Families with Children and Youth:    

An unaccompanied youth who does not qualify as homeless under the homeless definition 
but qualifies as homeless under section 725(2) of the McKinney-Vento Homeless Assistance Act, and the 
parent(s) or guardian(s) of that child or youth if living with him or her.   

i.Section 725(2): Children and youth who have a primary nighttime residence that is a 
public or private place not designed for or ordinarily used as a regular sleeping 
accommodation for human beings.  

Low-Barrier Housing  
Five County AOG rapid re-housing policies should reflect the policies set forth by funders (including US 
Department of Housing and Urban Development), the Utah Homeless Coordinating Committee, the 
Utah Balance of State, and local LHCC addendum.  
These are the current low-barrier principles which will be followed when serving homeless clients 
enrolled in state and HUD-funding rapid re-housing programs:  

  Access to programs is not contingent on sobriety, minimum income requirements, lack 
of a criminal record, completion of treatment, participation in services, or other 
unnecessary conditions.   
  Programs or projects do everything possible not to reject an individual or family on the 
basis of poor credit or financial history, poor or lack of rental history, criminal convictions, or 
behaviors that are interpreted as indicating a lack of “housing readiness.”   
  People with disabilities are offered clear opportunities to request reasonable 
accommodations within applications and screening processes and during tenancy 
and building and apartment units include special physical features that accommodate 
disabilities.  
  Programs or projects that cannot serve someone work through the coordinated entry 
process to ensure that those individuals or families have access to housing and services 
elsewhere.   
  Housing and service goals and plans are highly tenant-driven.   
  Supportive services emphasize engagement and problem-solving over therapeutic 
goals.   
  Participation in services or compliance with service plans are not conditions of tenancy 
but are reviewed with tenants and regularly offered as a resource to tenants.   
  Services are informed by a harm-reduction philosophy that recognizes that drug and 
alcohol use and addiction are a part of some tenants’ lives. Tenants are engaged in non-
judgmental communication regarding drug and alcohol use and are offered education 
regarding how to avoid risky behaviors and engage in safer practices.   
  Substance use in and of itself, without other lease violations, is not considered a reason 
for eviction.   
  Tenants in supportive housing are given reasonable flexibility in paying their share of 
rent on time and offered special payment arrangements for rent arrears and/or assistance 
with financial management, including representative payee arrangements.   
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  Every effort is made to provide a tenant the opportunity to transfer from one housing 
situation, program, or project to another if a tenancy or safety is in jeopardy. Whenever 
possible, eviction back into homelessness is avoided.  
 In situations where the client has been previously funded with Rapid Rehousing funds 
and they’re back on the HMIS By Name List (to possibly be chosen for more Rapid Rehousing 
funding), FCAOG will not re-fund households that: 

 Were exited from their Rapid Rehousing case: 
 Home visits were waived during the case 
 A violent crime was committed during the case 
 Case Manager observed what appeared to be illegal activity in the home 

(such as the sale or manufacturing of drugs, a significant safety concern, 
guns or any weapons, or any inappropriate nudity) 

Units approved for Rapid Rehousing Funding 
 
Environmental Review Policy  
An environmental review is the process of reviewing a project and its potential environmental impacts 
to determine whether it complies with the National Environmental Policy Act (NEPA) and related laws 
and authorities. All HUD-assisted projects are required to undergo an environmental review to evaluate 
environmental impacts. The analysis includes both how the project can affect the environment and how 
the environment can affect the project, site, and end users.  
An environmental review must be performed before any funds, regardless of source, are committed to a 
project.  
Documentation of the environmental review should be maintained in the environmental review record. 
This record contains the description of all activities that are part of the project and an evaluation of the 
effects of the project on the human environment and vice versa. This record should be made available 
for public review.  
When conducting an annual Environmental Review, it is important put the following exception on the 
document:  
We are requesting a determination of 'Supplemental Assistance 'for this project (24CFR 58.35 (b) (7) 
This project does not trigger any environmental issues because it does not involve construction of 
any kind and will have no negative impact on surrounding environment. HUD's LBP regulations do not 
apply to hotel stays, RRH projects, or homeless shelters, so no action regarding LBP is required for this 
type of project.  

Rapid Rehousing Case Plan 
A case plan is a basic method of keeping track of what FCAOG CAP is doing with a client. It 
shows the basic information and goes through what the plans focus is. It will also help to 
break up the plan into more attainable parts. The plan should be created within 30 days of 
admittance date. The plan should help track what the client is doing, and how much they are 
getting done. The final part of the plan holds them accountable and helps them take 
ownership by having them sign and date their agreement. It also has a breakdown that shows 
how the available funding will be dispersed, this is optional and at the discretion of the case 
manager and director. Holding them accountable and putting direct benefits, of funds, as the 
reward seems basic but is a method that will help clients understand they are working toward 
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the funds and not just receiving a handout. It is important to make sure that case 
management is used to follow up with clients on a regular basis. Following up will help keep 
clients on track and encourage them to keep their focus. In this template are a few examples 
of what can/has been done in an actual case plan. 

Housing Stabilization Plan 
For rapid re-housing programs, emphasis is placed on housing stabilization plans rather than 
case plans. This connotates the notion of housing first which is not applicable to all 
department or agency programs. These plans cannot remove a client from housing due to 
non-compliance. It also reinforces housing stabilization as the first step towards self-
sufficiency. 

Eviction Policy  
Five County AOG has the goal of stabilizing clients in their housing. Case managers should review the 
tenant education resource packet with the client at move-in and inspect the apartment at least monthly 
when applicable. Landlord outreach should occur at least monthly, identifying and mediating poor 
tenant-landlord relations proactively where possible. However, this will not always be successful, and 
some clients may face eviction.  
In the event a rapid re-housing client goes through the eviction process; the client is not to automatically 
be withdrawn from the program (please refer to policy on exiting program). Case managers should 
establish safety plans, work with the clients to identify new re-housing opportunities, and conduct a new 
SPDAT assessment as needed.  If the client’s case is closed and they fulfill the category 1 or 4 of the HUD 
homeless definition, the case manager should offer to put the client back onto the HMIS housing list by 
performing a new SPDAT.  
As a policy, relocation deposits, first/last month rent, and other related services will be offered as 
permitted by funding source. In some instances, a funding source may restrict additional deposit after 
one relocation or may not allow for damages to be paid from a specific grant. COC can only re-house a 
client one time in the 2-year period. It is important during staffing that Five County AOG staff, sub 
grantees, and partners identify solutions to overcome barriers to rehousing, which may be using other 
available funding sources to rehouse a previous client.  
 
Annual Recertifications:  
If clients receive assistance for more than a year, they must provide 30-days of income to verify they 
meet the 30% AMI mark to continue with the program. Income is collected from the middle of the 
month to the middle of the month (15th to the 15th), to fall in line with the client’s quarterly income 
submissions. Staff should utilize the HUD Income Verification Calculator tool on HUD exchange and 
place in client file.   
Along with signing the HUD Income Verification Calculator sheet, the client must resign the Five County 
Release of Information and the CSBG "family printable documents" sheet on CAP60. If client refuses to 
sign the HUD Income Verification Calculator sheet, case manager can notate on the form why they 
refused to sign the HUD form. 
Tracking Recertification dates in accordance with HUD requirements, on an annual basis, client’s income 
and household composition of all participants will be reexamine, work with HACSL inspectors to ensure 
the client’s housing unit passes an HQS inspection [24 CFR 582.310(b)(2)]. The Five County Association 
of Governments – Community Action Case Manager will keep track of the renewal dates for each 
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participant. 60 days prior to the re-certification due date, the Five County Association of Governments 
Case Manager will contact the client’s case manager (only if being case managed by another person) to 
inform them of the upcoming renewal and housing inspection. The income will not be due/collected 
until the 30-day letter is sent out. In the event that the client does not complete the re-certification after 
the 10-business day deadline of the 30-day notification letter, the landlord may be notified that rent 
may be placed on hold until completion of the re-certification and/or the rent will be terminated if the 
client fails to submit needed documentation. The 60-day notification deadline will extend to the end of 
the month that the recertification date is, but not require income, yet. It will also notify the client of the 
date the grant will no longer fund them if they fail to submit needed documentation or exceed income 
limits. The 60-day notification letter will be issued using two ways of communication to the client (i.e. 
certified mail and client’s email). The client’s case manager will also be emailed the letters (when case 
management is sub granted). Best practice is for the certified letter to go to the last known address of 
the client via certified mail (certified mail marked “restricted delivery”) or having the client sign the 
notice and email notice and email or bring in the signed notice to the case manager. 
 
Documents Required from the Client  
The client will receive a notice of the required annual re-certification with the forms to be completed. 
The partner agency case manager (when applicable) will work with the client to complete this packet 
and return it to the Five County Association of Governments – Community Action Case Manager within 
the 60-day specified time frame.    
The client’s submitted income or self-declaration of no income will be input into HUD INCOME 
ELIGIBILITY CALCULATOR on the HUD dashboard website. That must be printed and presented to the 
client for review and signing (on page #3). Five County Association of Governments Case Manager will 
also sign the 3rd page.   
If there’s no response within that stated period of time, a termination letter will be sent to the client 
with an appeal form, which give the client 10 business days to appeal the decision with Five County 
Association of Governments. In accordance with 24 CFR 582.310(b)(3), as a condition of participation in 
the program, each client must agree to supply the information or documentation necessary to verify the 
client’s income.    
  
Inspection (Housing Quality Standards-HSQ) and Rent Adjustment(s)  
Before any assistance will be provided on behalf of RRH, Five County AOG will physically inspect each 
unit to assure that the unit meets HQS (initial home inspection). Assistance will not be provided for units 
that fail to meet HQS, unless the owner corrects any deficiencies within 30 days from the date of the 
initial inspection and Five County AOG verifies that all deficiencies have been corrected. Five County 
AOG will inspect all units at least annually during the grant period to ensure that the units continue to 
meet HQS. 
 
While the case manager works on obtaining all the necessary documents from the participant, a home 
inspection will be scheduled with the client. The inspection will follow the same guidelines 
(Housing Quality Standards) that were used prior to move in. If the landlord requests a rent increase, the 
Five County Association of Governments Case Manager will complete a Rent Reasonableness Form to 
determine whether the new rent is reasonable and if it falls within the FMR payment standard. Five 
County AOG will only provide rental assistance for units if the rent is reasonable. Five County AOG 
determines whether the rent charged for the unit receiving rental assistance is reasonable in relation to 
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rents being charged for comparable unassisted units. Reasonable rent cannot exceed rents currently 
being charged by the same owner for comparable unassisted units.   
If the participant reports a decrease in income, the Five County Association of Governments Case 
Manager will perform a revised rent calculation. If the client’s income increases, the case manager will 
work with the client on a stabilization plan for that extra money. If the landlord’s rent increase is denied 
because it is not reasonable, does not fit within the FMR payment standard, or because the unit doesn’t 
pass the home inspection, the landlord and the client will be notified to explain the basis for the unit 
denial. If the landlord states they can get the unit to pass the home inspection, due time will be given to 
the landlord to do that. If the landlord or client wishes to enter into another lease, a new lease and 
contract will be generated and signed and submitted to Five County Association of Governments – 
Community Action. The landlord may choose to sign a new lease and contract after initial lease expires, 
but it is not required. An initial 12-month lease is required. If the client is re-housed, a rental agreement 
is required, but doesn’t have to be a 12- month lease.  For clients who satisfy the 12-month lease, stay in 
their unit, and have a month-to-month lease ongoing needs to have documentation of that agreement 
with the landlord in the case notes 
 
(see forms FCAOG COMMUNITY ACTION RELEASE OF INFORMATION- must by annually re-signed by 
the client)  
(see forms CAP60 ELIGIBLITY SHEET –must be signed by the client)  
(see forms HMIS INFORMED CONSENT)  
(see forms HOME INSPECTION – COC PERMANENT HOUSING STANDARDS CHECKLIST – completed)  
(see forms WARNING LETTER TEMPLATE)  
(see forms TERMINATION LETTER TEMPLATE)   
 
Exiting Clients from Program  
 
Client does not meet the Minimum Requirements:  
Although Five County will not use eviction or failure to meet a case plan as a basis of termination, all 
clients are expected to meet the following requirements:  
 
Meet with Case Manager at least once in every 30 days:   
Even if clients are unable to meet their goals in their housing stabilization plan, there needs to be 
continued discussion between the case manager and client on how the client wants to work towards 
their housing stability. The client will create housing stabilization plan, which are reviewed every 30 days 
and must frequently renew these plans with a case manager. If the client fails to meet with a case 
manager in 30 days, a warning letter is issued (see client required documents). One exception to this 
rule is if the client has any of these situations occur during the case, their case cannot be closed until 
they hit the 90-day mark: incarcerated, short term hospitalization, short term care facility, or in-
patient drug treatment    
 
Submit income verification documents and pay their portion of the rent (including pet fees):   
Clients are expected to pay their portion of rent. Income is collected from the 15th of the month to the 
15th of the following month (including annual recertifications). This allows a two weeks’ notice of what 
the client rental portion will be. In order to determine the correct subsidy amount, clients should submit 
income verification by the 20th of the month to calculate their portion but no later than the 5th of the 
following month (as that’s when the client’s rent is due). Calculations are made quarterly using the last 
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30 days income (the 15th of the month to the 15th of the subsequent month) unless a client requests a 
new calculation because their income decreased. Failure to submit documents for determining the 
rental amount or failure to pay after may result in discontinuation in the program. All pet (except for 
service animals) fees are to be paid by the client in addition to the rental portion amount, unless 
protected explicitly by the Fair Housing Act or state law.   
 
Examination of Income: 
Income is calculated in accordance with 24 CFR 5.609 & 24 CFR 5.611 (a) Five County AOG examines the 
household income initially, and if there is a change in family composition (e.g. birth of a child) or a 
decrease of the household income during the year, the resident may request an interim reexamination, 
and the occupancy charge will be adjusted accordingly. 

Actively engaged in obtaining housing:  
If no application fees are paid, no housing searches are done by the client, client fails to follow through 
with potential housing/landlords, etc. client will be exited from the program after 6 months of 
enrollment date. 

Annual recertification under the 30% AMI guidelines after a year of being in the housing program:  
If clients are no longer eligible, they will be discontinued from the plan.  
 
Corrective Action Period:   
If clients are not compliant with the following requirements, they must be presented the opportunity to 
correct these actions. The case manager must communicate with clients via two different mediums and 
provide 10 businesses days for clients to come into compliance (warning letter). One medium must be 
certified mail sent USPS with the receiver being the client by check marking the “certified mail restricted 
delivery” on the certified mail slip (green). 
If clients fails to satisfy the warning letter with the basic requirements of the program, they must be 
given a standardized termination letter/email/communication and provide information on the appeal 
process with a 10-business day deadline.   
Exceptions from this rule are when client(s) are no longer eligible due to AMI levels, when a client 
verbally agrees to close the case, or when the client disappears and the case manager has no known 
address for them. Case managers should help transition exiting clients as much as possible (although 
may have case management for six months afterwards).   
 
Grievance Policy 

Notice to the Applicant [24 CFR 982.554(a)] 

 Five County AOG gives an applicant prompt notice of a decision denying assistance. The 
notice contains a brief statement of the reasons for the decision, and states that the 
applicant may request a hearing. The notice describes how to schedule a hearing.   

 Five County AOG will evaluate the following matters: 
o Whether or not the grounds for denial were stated factually in the Notice. 
o The validity of grounds for denial of assistance. If the grounds for denial are not 

specified in the regulations, then the decision to deny assistance will be 
overturned. 
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o The validity of the evidence. Five County AOG will evaluate whether the facts 
presented prove the grounds for denial of assistance. If the facts prove that there 
are grounds for denial, and the denial is required by HUD, Five County AOG will 
uphold the decision to deny assistance. 

o If the facts prove the grounds for denial, and the denial is discretionary, Five 
County AOG will consider the recommendation of the person conducting the 
hearing in making the final decision whether to deny assistance. 

o If the decision to deny is overturned because of the hearing, processing for 
admission will resume. 

o If the applicant fails to appear for their hearing, the denial of admission will stand, 
and the family will be so notified. 

 
Exit planning:  
To the extent possible, clients should be set up with an exit safety plan with emergency shelters and 
other agencies.   
 
Client chooses to end enrollment:  
Clients have the right to end participation in the program at any time. Client should provide verbal or 
written notice to case manager. In these instances, there will not be an appeal process.  
 
Client’s rental responsibility exceeds rent amount:  
In instances where no subsidy can be provided, the client can be exited from program (although may 
have case management for six months afterwards). No funding can be provided after the 24th month of 
funding (first month is the date of enrollment) 
 
Client disappears: 
When the case manager is not able to connect with client (after making several attempts and noting it in 
the case notes) and the client has no know address and isn’t responsive to emails or calls, the client will 
be exited with no exit planning. 

Emergency Transfer Policy -24 CFR 578.7(d)   
 
Emergency Transfers  
Five County AOG is concerned about the safety of its tenants, and such concern extends to tenants who 
are victims of domestic violence, dating violence, sexual assault, or stalking.  In accordance with the 
Violence Against Women Act (VAWA), FCAOG allows tenants who are victims of domestic violence, 
dating violence, sexual assault, or stalking to request an emergency transfer from the tenant’s current 
unit to another unit.  The ability to request a transfer is available regardless of sex, gender identity, or 
sexual orientation.   The ability of FCAOG to honor such request for tenants currently receiving 
assistance, however, may depend upon a preliminary determination that the tenant is or has been a 
victim of domestic violence, dating violence, sexual assault, or stalking, and on whether FCAOG has 
another dwelling unit that is available and is safe to offer the tenant for temporary or more permanent 
occupancy.   
This plan identifies tenants who are eligible for an emergency transfer, the documentation needed to 
request an emergency transfer, confidentiality protections, how an emergency transfer may occur, and 
guidance to tenants on safety and security.  This plan is based on a model emergency transfer 
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plan published by the U.S. Department of Housing and Urban Development (HUD), the Federal agency 
that oversees that Five County Rapid Re-Housing programs are in compliance with VAWA.  
 
Eligibility for Emergency Transfers  
A tenant who is a victim of domestic violence, dating violence, sexual assault, or stalking, as provided in 
HUD’s regulations at 24 CFR part 5, subpart L is eligible for an emergency transfer, if: the tenant 
reasonably believes that there is a threat of imminent harm from further violence if the tenant remains 
within the same unit. If the tenant is a victim of sexual assault, the tenant may also be eligible to 
transfer if the sexual assault occurred on the premises within the 90-calendar-day period preceding a 
request for an emergency transfer.  
A tenant requesting an emergency transfer must expressly request the transfer in accordance with the 
procedures described in this plan.    
Tenants who are not in good standing may still request an emergency transfer if they meet the eligibility 
requirements in this section or if they’ve already had a relocation.    
 
 
Emergency Transfer Request Documentation  
To request an emergency transfer, the tenant shall notify FCAOG’s management office and submit a 
written request for a transfer to a different location with the region and possibly the state. FCAOG will 
provide reasonable accommodations to this policy for individuals with disabilities.  The tenant’s written 
request for an emergency transfer should include either:  
1. A statement expressing that the tenant reasonably believes that there is a threat of imminent harm of 
further violence if the tenant were to remain in the same dwelling unit assisted under FCAOG’s program; 
OR  
2. A statement that the tenant was a sexual assault victim preceding the tenant’s request for an 
emergency transfer.  A statement expressing that the tenant reasonably believes that there is a threat of 
imminent harm of further violence 
  
Confidentiality  
FCAOG will keep confidential any information that the tenant submits in requesting an emergency 
transfer, and information about the emergency transfer, unless the tenant gives FCAOG written 
permission to release the information on a time limited basis, or disclosure of the information is 
required by law or required for use in an eviction proceeding or hearing regarding termination of 
assistance from the covered program. This includes keeping confidential the new location of the 
dwelling unit of the tenant, if one is provided, from the person(s) that committed an act(s) of domestic 
violence, dating violence, sexual assault, or stalking against the tenant.  See the Notice of Occupancy 
Rights under the Violence Against Women Act For All Tenants for more information about FCAOG’s 
responsibility to maintain the confidentiality of information related to incidents of domestic violence, 
dating violence, sexual assault, or stalking.  
 
Emergency Transfer Timing and Availability  
FCAOG cannot guarantee that a transfer request will be approved or how long it will take to process a 
transfer request.  FCAOG will, however, act as quickly as possible to move a tenant who is a victim of 
domestic violence, dating violence, sexual assault, or stalking to another unit, subject to availability and 
safety of a unit.  If a tenant reasonably believes a proposed transfer would not be safe, the tenant 
may request a transfer to a different unit.  If a unit is available, the transferred tenant must agree to 



 
 

 

Page 94   
12/8/2021 
 

abide by the terms and conditions that govern occupancy in the unit to which the tenant has been 
transferred.  FCAOG may be unable to transfer a tenant to a particular unit if the tenant has not or 
cannot establish eligibility for that unit.      
If FCAOG has no safe and available units for which a tenant who needs an emergency is eligible, FCAOG 
will assist the tenant in identifying other housing providers who may have safe and available units to 
which the tenant could move.  At the tenant’s request, FCAOG will also assist tenants in contacting the 
local organizations aiding victims of domestic violence, dating violence, sexual assault, or stalking that 
are attached to this plan.  
Safety and Security of Tenants  
Pending processing of the transfer and the actual transfer, if it is approved and occurs, the tenant is 
urged to take all reasonable precautions to be safe.    
Tenants who are or have been victims of domestic violence are encouraged to contact the National 
Domestic Violence Hotline at 1-800-799-7233, or a local domestic violence shelter, for assistance in 
creating a safety plan.  For persons with hearing impairments, that hotline can be accessed by calling 1-
800-787-3224 (TTY).    
Tenants who have been victims of sexual assault may call the Rape, Abuse & Incest National Network’s 
National Sexual Assault Hotline at 800-656-HOPE or visit the online hotline at 
https://ohl.rainn.org/online/.    
Tenants who are or have been victims of stalking seeking help may visit the National Center for Victims 
of Crime’s Stalking Resource Center at https://www.victimsofcrime.org/our-programs/stalking-resource-
center.  
Generally, Five County AOG will only cover deposit and first/last month rent for one relocation. The 
exception to this rule applies to those covered by section 24 CRF 578.7(d), which in many instances will 
be those at risk of experiencing violence.   
 
Fees for Services  
In support of rapid re-housing, no enrolled client must pay a fee for service for any Five County service. 
The only allowable exception to this rule is for rapid re-housing clients to share their portion of rent to 
Five County. This project income may be documented as match and must be deducted from the grant 
reimbursement.  
Match Sources & Uses 

 Five County AOG matches all grant funds, except for leasing funds, with no less than 25 percent 
of funds or in-kind contributions from other sources. 

 Cash Sources 
o Five County AOG 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. Five County AOG will ensure that any funds used to satisfy the matching 
requirements are eligible under the laws governing the funds in order to be used as 
matching funds for a grant awarded under this program. 

 In-Kind Contributions 
o Five County AOG may use the value of any real property, equipment, goods, or services 

contributed to the project as match,  with the exception of § 200.306(b)(5). 
o Before grant execution, services to be provided by a third party must be documented by 

a memorandum of understanding (MOU) between Five County AOG and the third party 
that will provide the services. 
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 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. 

o During the term of the grant, Five County AOG will keep and make available, for 
inspection, records documenting the service hours provided. 

 

Client Participation  
Within rapid re-housing and all other Community Action programs, clients should have “maximum 
feasible participation” in interactions with the department and agency. Rapid re-housing clients should 
have strong input into their housing stabilization goals and living situations, be invited to participate in 
policy decisions (such as the CSBG tripartite board [a.k.a. Human Services Council] or EFSP board), 
and have access to customer satisfaction surveys. Clients should also be empowered by understanding 
the grievance process at the beginning of enrollment.  
(See Case Management Plan for more information)  
Related Individual  
The term ‘related individuals’ means two or more persons related by birth, marriage, and/or adoption 
who reside together.   
 
Unrelated Individual  
The term unrelated individual means an individual who is not an inmate of an institution: (1) who 
resides alone or (2) who resides with one or more persons who are not related to him/her by birth, 
marriage, and/or adoption.   
 
Housing Criteria  
Unit Affordability and Reasonableness  
Once approved for Five County Association of Governments – Community Action (FCAOG CAP) Rapid 
Rehousing funding, the client and the case manager can start actively applying to rentals. In order to 
have the rental funded by Rapid Rehousing, all of the following criteria must be met.   

1. The rental should be priced around the Fair Market Rent (FMR) range. When the case manager 
and client are unable to find a rental with that price range, a Rent Reasonableness and Fair Market 
Rent Certification form will be completed and stored in client file to show that other, similar units 
are priced over the Fair Market Rent and the rent is reasonable for the desired rental.   

(see definitions section for “Fair Market Rent)  
a. To calculate utility allowances on the “Rent Reasonableness Form”, use this as a general 

guide: 
1. 3-bed units = $125.00 a month for utility allowance 
2. 2-bed units = $100.00 a month for utility allowance 
3. 1-bed units = $75.00 a month for utility allowance 
4. Studio unit = $50.00 a month for utility allowance 
5. Room rentals = $30.00 a month for utility allowance 

  
2. We generally encourage 2 occupants per room and no more than one room per 
person.  According to the Utah Fair Housing Act, a landlord cannot restrict fewer than two 
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individuals per bedroom. Here are some general guidelines to assist clients when searching for 
housing.  

a. 2 people per room if a couple  
b. 2 people of same gender/room—if no more than 12 years in age difference.  
c. 2 people of opposite gender/room—if both children are 5 years of age or younger.   
d. A den or living room may be considered a room when necessary.  
e. Funds will not be used for units that are larger than a family needs unless otherwise 
determined by case managers and FCAOG staff.  

  
3. This rental should be around the amount the client/household will be able to afford at the end 
of the program.  If it is currently not affordable, there is an expectation that the client will increase 
their income in order to afford the rental.  Generally, the case manager informs the client to plan on 
paying around 30% of their income and full utilities, starting the second month of rent (if they move 
into their unit before the 17th of the month, in which the 3rd month is when client rental payments 
start). The client is expected to pay their own utility bills, however, it can be deducted from the 
client’s rental portion (with a utility receipt). The case manager will also work with the client to 
apply for H.E.A.T assistance strategically during Rapid Rehousing funding.  

  
4. The client (and all household members) must be on a lease (12 months) initially, signed by the 
owner or property manager. No subleasing is allowed.   

a. Best practice is to have all new household member’s information within 90 days of 
when that household member moves into the funded unit. This includes the new 
household member’s income (15th of the month to 15th of the month) 

  
1) Once the client accepts a COC spot (i.e. 1-bedroom, 2-bedroom, or 3-bedroom unit) they cannot 
move into a more expensive, larger unit unless:  

a. There’s a change to the permanent household size.   
b. Household size qualifies for a larger unit (in cases where client accepts a lower bed unit 

b/c it’s available and plans to move into something bigger when the bigger spot 
becomes available). 

c. The unit they are asking for, even if it’s one room larger, is below the fair market rent 
for their approved spot (Ex: Sally was in a 1-bed spot but is requesting a 2-bed unit 
that’s open. The unit is $615.00 a month, which is below the 1-bed fair market value of 
$717.00 a month).   

2) If there’s a situation where the adults in the household are separating and requesting to 
receive continued funding: 

a. Individual SPDAT: The adult that was chosen for the Rapid Rehousing spot will continue 
to receive the Rapid Rehousing funding. The other adult will have one of these options: 
i) The 2nd adult will be offered to have a SPDAT done (if literally homeless still) and 

placed onto the HMIS By Name List. 
ii) The 2nd adult (if literally homeless still) will be offered a Rapid Rehousing spot in 

FCAOG (if spots are available). 
iii) The 2nd adult (if not literally homeless) will be informed of other resources out 

there (i.e. CSBG deposit assistance, etc.) 
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b. Family SPDAT: both adults will be offered to have individual SPDATs completed on 
them. The person with the highest SPDAT will receive the continued Rapid Rehousing 
funding. The other adult will have one of these options: 
i) The 2nd adult will be offered to have a SPDAT done (if literally homeless still) and 

placed onto the HMIS By Name List. 
ii) The 2nd adult (if literally homeless still) will be offered a Rapid Rehousing spot in 

FCAOG (if spots are available). 
iii) The 2nd adult (if not literally homeless) will be informed of other resources out 

there (i.e. CSBG deposit assistance, etc.) 
 

The main goal of RRH is for the client(s) to obtain and sustain housing with the understanding that the 
client(s) will meet at least monthly with the case manager, complete a monthly home visit, not violate 
their lease, and pay their portion of the rent (30% of client income).  If any of these do not occur, the 
client(s) may lose their funding. Five County strives to avoid creating dependency while empowering 
clients to achieve their potential. Case Manager have ongoing conversation with the client about 
satisfying their lease requirements to avoid eviction. FCAOG CAP strives to help the clients build a habit 
of prioritizing their housing, therefore, funding normally requires the client to pay a portion of their 
income towards their rent.  
It’s important for the client to be aware that their case can be closed if there has been no contact for 30 
days between the case manager and the client. The case manager must have 5 documented (in case 
notes) attempts at contacting the client within those 30 days prior to the case closing. Contacts can be 
through phone, email, home visits, or case managers/therapists at community agency/agencies.  
(see forms for RENT REASONABLENESS AND FAIR MARKET RENT CERTIFICATION)  
 
Health and Safety Standards  
Units must meet basic health and safety standards to be eligible for the housing subsidy of rapid re-
housing. Inspections may be completed by Five County AOG staff or authorized sub grantee recipients.  
 
Lead Paint Inspection  
In some instances, HUD requires LEAD Paint checks to be conducted and for clients to be given 
information about LEAD Paint.  
24 CFR 578.75(b) (noting specific activities and relevant sections of 24 CFR part 35) ¨ 24 CFR 578.99(f) 
(requiring CoC-funded programs to comply with requirements in 24 CFR part 35, subparts A (disclosure), 
B (general requirements and definitions), H (project-based assistance), J (rehab), K (acquisition/ 
leasing/support services/ operation), M (tenant-based rental assistance), and R (methods and standards 
for evaluation and reduction)); 24 CFR 578.103(a)(15) (requiring documentation of compliance)  
 
Fair Market Rent (for reference)  
Fair Market Rent is determined by Housing and Urban Development (HUD). Five County AOG rapid re-
housing programs utilize rent reasonableness rather than being restricted to Fair Market Rent. However, 
these numbers are still important in determining budget and determining instances where rent 
reasonableness is not met.  
FY 2021 Fair Market Rents  
 
https://www.huduser.gov/portal/datasets/fmr/fmrs/FY2021_code/select_geography.odn?data=2020&f
mrtype=%24fmrtype%24  
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Service Animals  
Definition  
Service animals are defined as dogs that are individually trained to do work or perform tasks for people 
with disabilities. Examples of such work or tasks include guiding people who are blind, alerting people 
who are deaf, pulling a wheelchair, alerting and protecting a person who is having a seizure, reminding a 
person with mental illness to take prescribed medications, calming a person with Post Traumatic Stress 
Disorder (PTSD) during an anxiety attack, or performing other duties. Service animals are working 
animals, not pets. The work or task a dog has been trained to provide must be directly related to the 
person’s disability. Dogs whose sole function is to provide comfort or emotional support do not qualify 
as service animals under the ADA.  
This definition does not affect or limit the broader definition of “assistance animal” under the Fair 
Housing Act or the broader definition of “service animal” under the Air Carrier Access Act.  
Some State and local laws also define service animal more broadly than the ADA does. Information 
about such laws can be obtained from the State Attorney General’s Office  
http://www.ada.gov/service_animals_2010.htm  
 
Guidelines  
Where Service Animals Are Allowed  
Under the ADA, State and local governments, businesses, and nonprofit organizations that serve the 
public generally must allow service animals to accompany people with disabilities in all areas of the 
facility where the public is normally allowed to go. For example, in a hospital it would be inappropriate 
to exclude a service animal from areas such as patient rooms, clinics, cafeterias, or examination rooms. 
However, it may be appropriate to exclude a service animal from operating rooms or burn units where 
the animal’s presence may compromise a sterile environment.  
http://www.ada.gov/service_animals_2010.htm  
  
 
Service Animals Must Be Under Control  
Under the ADA, service animals must be harnessed, leashed, or tethered, unless these devices interfere 
with the service animal’s work or the individual’s disability prevents using these devices. In that case, the 
individual must maintain control of the animal through voice, signal, or other effective controls.  
http://www.ada.gov/service_animals_2010.htm  
  
Inquiries, Exclusions, Charges, and Other Specific Rules Related to Service Animals  
When it is not obvious what service an animal provides, only limited inquiries are allowed. Staff may ask 
two questions: (1) is the dog a service animal required because of a disability, and (2) what work or task 
has the dog been trained to perform. Staff cannot ask about the person’s disability, require medical 
documentation, require a special identification card or training documentation for the dog, or ask that 
the dog demonstrate its ability to perform the work or task.  
  
Allergies and fear of dogs are not valid reasons for denying access or refusing service to people using 
service animals. When a person who is allergic to dog dander and a person who uses a service animal 
must spend time in the same room or facility, for example, in a school classroom or at a homeless 
shelter, they both should be accommodated by assigning them, if possible, to different locations within 
the room or different rooms in the facility.  
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A person with a disability cannot be asked to remove his service animal from the premises unless: (1) 
the dog is out of control and the handler does not take effective action to control it or (2) the dog is not 
housebroken. When there is a legitimate reason to ask that a service animal be removed, staff must 
offer the person with the disability the opportunity to obtain goods or services without the animal’s 
presence.  
  
Establishments that sell or prepare food must allow service animals in public areas even if state or local 
health codes prohibit animals on the premises.  
  
People with disabilities who use service animals cannot be isolated from other patrons, treated less 
favorably than other patrons, or charged fees that are not charged to other patrons without animals. In 
addition, if a business requires a deposit or fee to be paid by patrons with pets, it must waive the charge 
for service animals.  
  
If a business such as a hotel normally charges guests for damage that they cause, a customer with a 
disability may also be charged for damage caused by himself or his service animal.  
Staff are not required to provide care or food for a service animal.  
http://www.ada.gov/service_animals_2010.htm  
  
Extra Deposits for Animals:  
Service Animals  
It is against the policies of Five County Community Action to pay extra deposits or fees for service 
animals because clients with legitimate service animals may not be asked for a pet deposit. In instances 
where Fair Housing is violated, the case manager should work with the client to find Fair Housing 
Enforcement resources.  
   
 
Pets and non-service animals  
Clients with pets rather than service animals may elect to have pets in their unit if it’s not a lease 
violation, but will be asked to pay the difference in “pet rent” and “pet deposits” in addition to their 
rental portion amount each month.  If this is not feasible, case managers should try to connect the client 
with resources to relocate pets on a permanent or temporary-basis. Ultimately clients may be facing a 
difficult decision, so case managers should approach this situation with as much sensitively and 
problem-solving mind-set as possible.  
 
Assessments/ HMIS / CSBG Data Entry  

Homeless Assessments:   
Category 1 and 4 (see homeless definition) will be assessed for rapid re-housing as part of coordinated 
assessments within the Five Counties area. It is anticipated the initial VI-SPDAT assessments will be 
administered by shelter partners after clients have been in shelter for 14 days (if a client is not returning 
to homeless) or 7 days (for clients returning to shelter). Special accommodations for domestic violence 
shelters can be made, in that domestic violence victims will be assessed using an alias (where the 
VISPDATS and FSPDATS/SPDATS show no other information but the score). Five County case managers 
may assist other agencies with completing assessments and can travel to meet clients, as appropriate 
and needed.  
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When unsheltered clients present themselves at Five County offices in Cedar and St. George and 
indicate they are homeless, VI-SPDAT and/or SPDAT assessment are conducted by Five County 
Community Action staff members.   
All client information entered in HMIS and CAP60 will require a signed consent form. If signed, client 
information is accessible to those provide access via HMIS and CAP60 policy.  Additional CSBG consent 
forms will be signed in order to release information to agencies not using the coordinated assessment 
and/ or do not have HMIS access.  
One of the most important things to know with assessments is that FCAOG CAP keeps the score 
confidential. The VI-SPDAT provides information on which types of housing supports / services may 
assist clients the best.   
Once FCAOG CAP has entered the scores into the Utah Homeless Management Information System 
(UHMIS), they are prioritized. The score that they are assigned rates them according to what services 
they are available for.  
(see forms for 5 Co. VI-SPDAT & SPDAT Consent)  
(see forms for UHMIS Informed Consent Release Form)  
There are several types of standard ASSESSMENTS available to assess a client requesting housing 
services (i.e. VI-SPDAT, VI-SPDAT FAMILY, SPDAT, YOUTH SPDAT, etc.).  
 
Entering Client Information into Homeless Management Information System (HMIS):  
Prior to client information being input into HMIS, a HMIS Informed Consent form must be presented to 
the client. If the client signs the form, data entry person can put information release restriction in HMIS 
as “Restrict to MOU/Info Release”. If the client does not want to sign the HMIS Informed Consent form, 
the data entry person must still put the information into HMIS, but put the information release 
restriction in HMIS as “Restrict to Organization” instead. Note: if the client is input as “Restrict to 
Organization”, they will not show up on the HMIS housing list by any other agency except the data entry 
person’s log-in. 
Case managers must input services into HMIS no later than 5 days after a service has been rendered 
(including case management). Case notes may be entered at program exit, but should be entered no 
later than 5 days after a client exits a rapid re-housing program.  
Note: Case management is defined as “monthly” service, meaning it is input 5 days after the end of the 
month.  
 
Entering Client Information into CAP60:  
If CSBG or SSBG is used as leveraging resources for rapid re-housing, data should be entered into 
appropriate CSBG-reporting databases at the end of the case, or at least annually during recertification.  
 
Data Quality: 
Client data is input in a real time process into UHMIS within 5 business days, data is looked at carefully 
and made sure that it is all competed and correct. 
 
Quarterly ongoing data quality: 
Quarterly reports will be ran and collected to go through and make sure all data is correct.  If we find 
any errors, they will be looked at and corrected. 
 
Accessibility: 
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All staff monitors need to be password protected. Log-in information is given to each staff upon hire. 
Staff are not to share log-in information. Monitors are to be locked when staff step away from them, 
even for a moment.  
The HMIS Privacy Posting is to be hung in a room where those accessing services can see it (client 
meeting room, Community Action lobby, etc.) 
Upon any HMIS user leaving Community Action, the HMIS staff must be informed within 2 business days 
to remove their access. 
 
Data Quality: 
In order to maintain great data quality, staff members are to complete quarterly data pulls and 
verification, with the goal of removing as many errors whenever possible.  
 
Client Choice:  
Clients are to have as much say in their housing as possible. Although Fair Market rent and housing 
reasonableness must be followed for Unified Funding (ESG/PAHTF) and COC funding, clients must be 
listened to and have as much participation in housing as possible.   
 
Landlord Outreach:  
The need to develop and keep landlord relationships is especially important. It is Five County’s goal to 
ensure both rapid re-housing clients and landlords are treated fairly. Five County has structured its 
Community Action to where separate staff work with clients and landlords, to ensure each party has an 
advocate.   
The landlord outreach specialist, in consultation with the program director, can also increase the 
amount of the deposit initially to offset risk to landlords as appropriate. Landlords will need to have 
written policy in place to justify increase deposits that can only address criteria such as criminal history, 
poor credit score, bad rental history, length of employment, etc. No increased deposits can be made for 
any criteria based on protected classes (Race, Color, Religion, Sex, Handicap, Familial Status, National 
Origin).  
If someone calls in requesting help with finding housing, the Five County staff member will make the 
rental list available to the caller (as staffing allows). If the same person calls back saying they’ve been 
unsuccessful in finding housing, the landlord outreach specialist can also help them try to find a place.  
 
Housing / Utilities:  
Move-in Payments:  
Normally Rapid Rehousing covers move-in costs. This includes application fee(s) to several rentals, 
double rental security deposit, first and last month’s rent, and utility deposit(s) for the first month.  
Prior to the client moving in, a home inspection form must be completed and the unit must pass the 
inspection.  
(see forms for HOME INSPECTION-PERMANENT HOUSING STANDARDS)  
(see forms for HOME INSPECTION-LBP DISCLOSURE STATEMENT)  
(see form RENTAL TOOLKIT)  
 
Back Utilities  
If the rental requires the client to put utilities in their name, the client needs to make sure there are no 
back utilities owed. If so, the client and the case manager will work towards getting those debts satisfied 
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first. If utilities owed aren’t a barrier to housing, case manager doesn’t need to press the issue with the 
client.   
Rapid Rehousing grants cannot pay back utilities that are in collections.  However, the case manager can 
work with collection agencies to try to mitigate fees. In some instances, CSBG funds may be used, if all 
other resources have been exhausted (CSBG is resource of last resort.) This should only be done 
when rent and utilities in collections become a barrier to current housing.  
 
Back rent in collections:  
Rapid Rehousing grants cannot pay back rentals in collections.  However, the case manager can work 
with collection agencies to try to mitigate fees. CSBG may, depending on approval, be used as a 
resource. This should only be done when rent and utilities in collections become a barrier to current 
housing.  
 
Rental Subsidy:  
Five County AOG subsidizes rent. The client must pay the highest of 30% of income or 10% of adjusted 
income for rent. Clients will be responsible for paying utilities. Client utility payments may be credited 
for additional rent subsidy, except in the instance where LIHEAP (HEAT), Emergency Solutions Grant 
(ESG), or CSBG have been utilized for utility payments. COC grants cannot pay any utility payments, but 
the utility payments can be deducted from the client rental portion later. 
A rental calculation form must be completed, reviewed with the client (with any errors changed), signed 
by the case manager, signed by client, and maintained in client folder. The calculation sheet should also 
be submitted for check/ACH requests to landlords as accounting back-up. The calculations are 
conducted quarterly, but may be revisited at the request of the client for unexpected challenges (job 
loss, new medical expenses, etc.)  
The full rent payment is to be paid by the grant, then the client pays Community Action their rental 
portion. This also applies to monthly pet fees. Community Action will pay for the pet fee and the client 
will pay the full monthly pet fee, in addition to their rental portion, to Community Action.  
(see forms REVISED COC-INCOME-ELIGIBILITY-WORKSHEET-TENANT-INCOME-AND-RENT-
CALCULATION)  
 

30-day vacancy Payments 
This grant allows for up to 30-days vacancy for situations like abandoning a unit, early move-outs, etc. 
The last month’s rent can transfer over for the up to 30-day vacancy payment. 

 
Client portion Payments:  
Client portions of the rent will start the month after move-in (for clients who moved in between the 1st 
and 17th of the month). For clients who move into their unit after the 18th of the month, the won’t pay 
their portion until the third month after move-in, giving them time to get the money to start paying their 
portion. 
In order to decrease barriers for clients to pay their portion, there are several ways for the client to 
make their payment:   
Online  
Clients can submit payments online at https://fivecountycap.org/donate/ then click "Rapid Re-Housing 
Client Rent Portion".  This is the Community Action PayPal account. The client does not need a PayPal 
account to use this method for payment, however there is generally a $3.00 transaction fee that's added 
onto each payment transaction.  



 
 

 

Page 103   
12/8/2021 
 

Walk-in payments  
Walk-in payments are accepted where cash or cashier's check/money order will be accepted. The St. 
George Community Action office can also take debit or credit card transactions. The client is to be given 
a receipt.  
A receipt of income memo is to be created. The Community Action staff member is to print 2 copies of 
the receipt of income memo. The first copy goes with the cash/cashier's check/money order. This is to 
be given to accounts payable/receivable to be deposited into the project income account. The second 
copy of the receipt of income goes into the client's physical file.   
In order to provide flexibility to the client, clients can also drop off their check, money order, or cashier’s 
check in the night drop box at the Five County St. George location. Client is to be emailed and mailed 
their receipt when this occurs. 
Phone payments 
The client can call (435) 674-5757, the Five County AOG Community Action number in St. George to 
make a payment over the phone. The client is to be emailed and mailed their receipt when this occurs. 
 
Once the client pays their portion, it is to be documented onto the spreadsheet used by case managers, 
landlord specialist, and director to keep track of payments and Rapid Rehousing spots.  
If office staff receive money in a satellite office, they must abide by the cash handling procedure for local 
deposits.  
 (see forms FY __-COC & ESG RRH SPOTS)  
Utility Subsidy:  
Unless the funding source and grant scope of work covers utilities, clients should pay their own utilities. 
However, in accordance to HUD guidelines, utilities paid for by the client may be deducted from client 
portion of rent (including utility deposits).   
Case managers should also note when utilities should be covered by other funding when it becomes a 
barrier to remaining stably housed.  
The program director may also authorize additional utility assistance as an incentive for participating in 
financial literacy, employment, and other programs.  
LIHEAP Utilization:  
Case managers are required to inform clients about utility assistance offered the Utah HEAT program 
(administered by Five County AOG in the region). Clients are not required to utilize this service, 
but should be referred to the program.  
Length of program:  
There is no defined limit to when assistance will end, providing assistance does not exceed two years. 
However, there may many clients able to achieve self-sufficiency prior to 2 years.   
Tenant Counseling, Housing Stabilization Plans, and Monthly Unit Inspections:  

Monthly Housing Stabilization Plans should be made to help clients make and keep goals their goals, 
which should move them toward stabilization. Breaking the Housing Stabilization Plan will not result in 
termination of the program. The case manager should use Housing Stabilization Plans to identify 
problems in advance. The primary purpose of housing plans is to keep clients housed and progressing. 
   
All clients are allowed flexibility in designing their housing stability plans, which means they have the 
discretion to establish their own goals. They also are allowed discretion regarding being required to 
participate in certain services to move toward their goals after being housed. Their goals should always 
have a Housing First and housing stability approach. Clients are required to participate in supportive 
services as a condition of continued program participation. However, clients can be required to 
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participate in substance abuse treatment services as a condition of continued program participation. If 
the client is terminated due to not participating in substance abuse treatment, they have the right to go 
through the appeals process. See CoC and ESG Additional Requirements - Required Participation - HUD 
Exchange for more information. See appeals process 
 
 
After move-in, the case manager will also complete home visits with the client. The first home visit 
agenda is to review the tenant education resource packet, the lease, review/create a new Housing 
Stabilization Plan, review and sign the rental portion sheet,  and complete a SPDAT.  This should give the 
client enough warning and time to start saving for their portion.  A home inspection should be 
completed monthly. The case manager will mostly be looking for these things:    

 Safety hazards: blocking fire exits, unplugging fire alarm, stacked bins/boxes (could fall on children, nails on 
floor, etc.), medications/poisons/cleaning supplies/flammable liquids not properly stored, and/or cleared 
walkways. 

 Property kept within living standards: food on the floors or writing on surfaces (clutter is not a major issue 
unless it becomes a safety issue), no holes in walls, doors, broken cabinets, broken windows, mirrors, and 
glass, etc. No presence of mold, pests, and sickness.   

 No repairs to the home needed: dripping faucets / leaking dishwashers / toilet running / dripping ceiling / 
etc. Client may have responsibility for repairs, if caused by them. Landlord maintenance issues should be 
reported. Energy leaks (heat and cooling loss from unsealed windows and doors). Referrals to 
weatherization.  

 Homes built in 1978 or earlier must be closely inspected to make sure they are safe for families and 
children.   

1. All landlords will complete a Disclosure of Information on Lead-based Paint and/or Hazards. 
2. All RRh clients will receive an information booklet about How to Protect your Family from Lead in 

your Home. This typically comes from your landlord or in your lease. 

All subsequent home visits will include reviewing the Housing Stabilization Plan, any issues with the 
rental, and any complaints from the landlord (when applicable). A SPDAT will also be completed 
quarterly, then input into HMIS within 5 days of assessment.  
 
Deposit Returns:  
Landlords are asked to return unused deposits back to FCAOG in order to try to provide services to 
additional clients. In many instances, landlords, may need to keep the full deposit to repair damages or 
recover costs. This is acceptable with an invoice that covers the full deposit amount. However, it is 
against Five County Community Action’s policy for the client to receive the deposit back.  
Master Leases:  
Rapid Re-Housing policy prohibits funding rapid re-housing clients with master lease housing. This is a 
violation of regulations and best practices.  
In some instances, Five County may be able to make payments to community agencies if they own 
apartment units directly (such as Dixie Sun Manor. If agencies own units which are already subsidized by 
another program, Five County will not be able to house clients in these units.   
Five County AOG may provide deposit assistance to Permanent Supportive Housing (PSH) and Housing 
First providers (St. George Housing Authority, DOVE Center, & Canyon Creek Services) with appropriate 
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master leases for clients. However, clients must be eligible for CSBG and SSBG and are subject to the 
deposit assistance policies and procedures as non-homeless deposit assistance clients.   
(Please see Deposit Assistance Policies and Procedures)  
Discontinuation Based on Poor Tenant Behavior  
Five County Association of Governments expects tenants to abide by the terms of their lease. As such, 
case managers should review the tenant education resource packet and terms of the lease agreement 
with their client to help support good tenant behavior and set the client up for future success. The 
landlord outreach specialist and case manager should work together in instances where alleged client 
behavior risks eviction.  
If a case manager determines that a client is breaking a lease, it is the duty of the case manager to 
encourage the client come into compliance with the lease, if possible. RRh staff may inform the 
landlords or the landlord specialist FCAOG of the concern.   
The client may not be terminated from the program if an eviction is made by the landlord.   
In instances where clients become evicted as a result of alleged/documented poor tenant behavior, 
Rapid Rehousing may be able to rehouse the client, even when eviction occurs, when appropriate. If 
clients are placed into new housing again, the case manager will review the lease with client and 
incorporate appropriate interventions into the case plan to help the client better prioritize their 
housing.  
When a client is rehoused more than 1 time, the Rapid Rehousing grant may still help with rental 
assistance, however the deposit and application fees are not covered in a 2nd rehouse.  
Essential Requirements for maintaining Program Participation  
HUD rules allow for termination of assistance when a program participant violates  
program requirements.  
When initiating termination proceedings, the recipient or subrecipient must:  
HUD intends COC Program recipients and subrecipients to terminate assistance only in the most severe 
cases. When terminating hard-to-house homeless individuals, recipients and subrecipients must exercise 
judgment and examine all extenuating circumstances when determining if violations warrant 
termination.  

• Provide the program participant with a written notice including the reason(s) for the 
termination. Clients must have ample time to address concerns before termination is initiated, 
which is at a minimum 10 business days (when the Community Action Department is open for 
business). The deadline can be extended for amount of days that the client was institutionalized 
during the “warning letter” period (with documentation of number of days). However, 
termination occurs with any institutional stay after 90 days. 

• Allow for a review of the termination decision, which includes allowing the program participant 
to provide written objections. Note: The review cannot be conducted by the person who made 
the original termination decision or a subordinate of that person.  

• Provide prompt written notice to the program participant after the final determination has been 
made via certified mail and another communication method.  

• Termination under this section does not bar Five County AOG from providing further assistance 
at a later date to the same individual or family. 

 
Late Fees  
Five County will not pay late fees due to a client’s negligence (not returning documentation before the 
case manager’s deadline or not recertifying before their rent is due). In cases of negligence, clients must 
pay their own late fees. Federal grants cannot be used to pay for late fees.  
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Case Manager Safety  
It is important that the Rapid Rehousing Case Managers be vigilante about their own safety.  
Home Visits  
Home visits may tell the case manager many things about the household (understanding household 
dynamics, where the household needs support, how the household is taking care of the unit, eliminates 
the barrier of transportation for the household, etc.). However, the case manager must be vigilante with 
their own safety while doing home visits to make sure they’re in a safe environment.   
 
Maintaining staff safety is of critical importance to Five County Association of Governments and DOVE 
Center. Case Managers must be well informed about and utilize strategies designed to promote staff 
safety. This may include but is not limited to being accompanied on a visit and if necessary, relocating 
visits to an office setting or public space. 
Training on safety 
Strategies and issues regarding staff safety are regularly discussed in staff meetings. At least annually, a 
staff meeting will be dedicated to training on safety focused topics selected with input from staff  
Sharing of schedules and communication while in the field 
Case managers are expected to maintain an up-to-date calendar that must be shared with their 
supervisor and/or other staff members. If contacted by the supervisor or another staff member, the 
case manager is expected to respond as soon as possible, but no later than the end of the day. In case of 
an emergency, the case manager contacts the proper authorities and then calls the supervisor directly 
after.  An incident report must be filled out, signed and turned into the supervisor within 24 hours of the 
event.  
Planning for the visit and outdoor safety 
Case Managers should get clear directions for where they are going and map out the safest, most direct 
route ahead of time. The Rapid Rehousing Case Managers may take the household file with them to the 
visit as long as it is stored behind a lock before and after the visit (i.e. in a locked suitcase or in the trunk 
of the car). No other household files may go into the household’s home except their own file. The case 
manager should know where the house is prior to leaving for the home visit. If the Rapid Rehousing Case 
Managers has safety concerns, they need to talk with their supervisor about it. It may be helpful to go in 
pairs for the first home visit, or when the case manager feels that safety is an issue. Cell phones are 
useful to have on home visits, make sure it’s charged to last through the home visit. 
The case manager may want to:  

 Decide before the visit, with the client, who you will say you are (i.e. babysitter, daycare 
provider, Root for Kids, old family/friend, Avon representative) if the case manager and client 
are seen together and asked who the case manager is 

 Decide before the visit, with the client, a code word to alert the case manager if the visit needs 
to end immediately and the case manager needs to leave. 

 Put all valuables out of site (in the trunk of the car) or don’t bring them at all 
 Keep the car doors locked 
 Make sure the car has enough gas prior to arriving at the home visit 
 Park in a well-lit and visible area, as well as backing the car into a spot 
 Always trust your instinct about feeling uneasy/unsafe 
 When leaving the home visit, have the car keys in hand 
 Introduce yourself to the households’ significant other 
 If you are being followed, don’t drive home. Instead, drive to a police station, hospital, gas 

station, or fire station where you can seek help.  
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Safety during home visits: 
Case managers should not wear or bring valuables on a visit, should wear comfortable clothing and 
shoes that allow them to move easily, and carry identification on their person. Visits should take place in 
common areas of the home, such as the living room or kitchen. The case manager should sit facing a 
door when possible.  If a case manager feels unsafe around a family pet, he/she will ask if the pet can 
stay in another room. If the client is unwilling to do so and the case manager feels endangered by the 
animal, the case manager will leave the visit. 
The case manager may want to: 1-Establish the goal of the visit, being clear about the schedule/time 
(and possibly that you’re expected elsewhere at a certain time), 2-Keep your eye out for suspicious 
items in the house (i.e. drug paraphernalia, guns, alcohol containers, abnormal odors, threatening 
animals, etc.), 3-Always position yourself toward the door so you’re not trapped inside, 4-Respect the 
household’s space and ways of doing things, 5-Avoid giving out too much information (social media sites 
give out a lot of information about you), 6-If you are working with someone stronger than you (or the 
opposite gender/sex), consider meeting outside of the home in a neutral public location or pre-arrange 
for another staff to accompany you. 
If any person in the home is agitated or aggressive, the case manager may attempt to de-escalate the 
situation if the case manager feels comfortable doing so and is not in immediate danger. If the case 
manager is not able to de-escalate or does not feel safe in attempting to do so, the case manager leaves 
immediately as calmly as possible, and contacts the police (when appropriate).  
If a case manager observes what appears to be illegal activity in the home such as the sale or 
manufacturing of drugs or a significant safety concern such as a gun or any weapon or any nudity, the 
case manager can leave the home as quickly and calmly as possible. The case manager then immediately 
contacts the supervisor and determines the authorities that need to be contacted (such as the police 
and/or child abuse/neglect hotline). As a reminder, if for some reason the supervisor cannot be reached, 
case managers should ensure that they fulfill their mandated reporter responsibilities whenever it 
applies to a situation.  
Mandated reporter information 
Five County Association of Governments Rapid Rehousing Case Managers are mandated reporters.  If 
staff witnesses, hears about or suspects child abuse (including domestic violence in the presence of a 
child), substance use or neglect, it must be reported as soon as possible but no later than 24 hours after 
the incident.  Once a report is made, an incident report must be completed and signed by the case 
manager and turned into the supervisor.  The incident report must be completed within 48 hours and 
any case numbers given must be listed on the report. 

●     Abuse/Neglect of Seniors/ Adults with Disabilities: 1-800-371-7897 
●     DCFS Report Line: (855)-323-3237 
●     Utah Domestic Violence: 1-800-897-LINK(5465) 

Communicable diseases/sanitation precautions 
Case managers are encouraged to wash their hands or use hand sanitizer before and after each visit to 
help prevent bringing germs into clients and their own homes. If the case manager observes evidence of 
a pest control problem in the home, the case manager should limit the time in the unit and stay off of 
furniture.      
Waived home visits 
Home visits may be waived by the domestic violence case manager (DOVE Center) while the case 
remains open and case management continues outside of the client’s home. Situations which require 
this are as follows: 

1. Abuser is living in the home OR at the home while the home visit is being done 
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2. Abuser knows housing location and is not staying away  
3. Abuser’s behavior includes stalking/following survivor 
4. Any violent crime occurs at the client’s residence 

Should any of these situations occur, the supervisor is to be informed that the home visits are being 
waived and whether the case manager can continue providing supportive services to the client. In this 
situation, the client is to be offered two options to continue the home inspections: 

1- Completed virtually via technology (with DOVE Center Case Manager) 
2- Five County staff member come and do a physical home inspection every month. 

When the client chooses the physical home inspection by Five County staff, the Five County Association 
of Governments-Community Action Case Manager can complete the home inspections but not the case 
management (and are invited to bring a second staff to accompany him/her).  
If two FCAOG staff members attend the home inspection, best practice is for one staff member to stand 
in the open doorway while the other staff member inspects the home.  
When the DV provider is no longer able to do home visits, they are to create a safety plan that includes 
safety for both the client and the FCAOG staff member(s) completing future home inspections. This is 
given to the FCAOG staff member before home inspections occur by FCAOG staff member(s). Best 
practice is to create 2 separate safe words/phrases, which should be created by the client.   
 Safe word/phrase #1: leave with no questions asked 
 Safe word/phrase #2: leave with no questions asked AND call the police 
If client chooses not to create a safety plan for continued home inspections, home inspections will stop 
immediately. Client can choose to create safe words/phrases later to start up home inspections again 
with the FCAOG staff member(s).  
Typically, DV provider will continue to provide case management during the case even when they’re no 
longer performing home inspections (and Five County staff is completing home inspections, or no home 
inspections are occurring). DV provider will frequently check in with client’s current situation (in case DV 
provider can start completing home inspections again). 
 
The Five County Association of Governments – Community Action Case Manager can voice any safety 
concerns with the supervisor and home visits may be waived altogether during the case if: 

 Case Manager witnesses any abusive or violent, aggressive behavior toward anyone in 
the home. 

 Increased safety concerns for any household member(s) or case manager. 
 Case Manager sees any weapon in the home while conducting a home inspection. 
 If the client chooses not to create/use their safety plan (created by the client and the 

DOVE Rapid Rehousing Case Manager) home inspections stop immediately. 
 If home inspections are waived by DV provider and FCAOG, the case stays open and case 

management continues, with frequent check ins by the case manager on starting up 
home inspections again. 

 
Meeting at the office  

When home visits are waived, the client is still required to continue case management to keep the 
Raid Rehousing case open. Thoroughly discuss where it’s best to have visits that are safe and 
comfortable to both the client and the case manager (with case manager’s office being an option for 
case management visits). 
The case manager may want to:  

1. Have an emergency escape route determined 
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2. Arrange furniture to give you access to the exit (when possible) 
3. Interview in pairs if you’re working with a possibly threatening person and/or when you feel 

your safety is or may be threatened 
4. Use the office procedure for help when faced with a threatening participant 
5. Keep your desk clear of objects that could be used as a weapon 

Coordinating with Emergency Shelters and Other Human Service Providers  

All rapid re-housing funding should be coordinated to support transitioning households from emergency 
shelters and providing linkages to other services which will increase self-reliance. Some can be provided 
within Five County Association of Governments (such as HEAT, Weatherization, and Aging Services) 
while many services must be coordinated with outside agencies. It is expected that Five County staff will 
coordinate services appropriately.  
“Side-dooring”  
Side-dooring is the practice of trying to bypass coordinated entry procedures and LHCC/COC-specific 
policies in place to ensure coordination of services. If any Five County staff deliberately engages in the 
practice, they will be subject to disciplinary action.  
HEARTH-ACT Coordination  
All staff working with rapid re-housing grants are required to comply with HEARTH Act requirements 
[Please see page 54]  
Subgrantee Guidelines  
Monitoring  
Subgrantees are required to abide by all HUD and Utah Balance of State requirements. An annual 
monitoring visit will be conducted by Five County AOG administrative staff to ensure compliance with 
HUD and Utah Balance of State requirements.  
Five County AOG reserves the right to ask for pre-award risk-assessments prior to entering any contract 
agreement with subgrantees.  
Subgrantee Responsibilities  
MOU’s should outline the specific obligations of subgrantees. Grantees must abide this agreement in 
order to be reimbursed.  
Monthly Reimbursements  
Subgrantees are required to submit reimbursements monthly, in order to ensure project drawdown by 
administrative staff.  

 
Joint Transitional Housing - Rapid Re-housing (Continuum of 
Care) Grant with DOVE Center 

Introduction  
Five County operates a Joint Transitional Housing - Rapid Re-housing (TH-RRH) program in partnership 
with DOVE Center with the COC DV Bonus funding. With the DV bonus in mind, DOVE Center operates 
an emergency shelter and a shelter extension site (called Erin’s House). Although they are two separate 
programs, they work together to provide a low barrier and a temporary safe place for those 
experiencing literal homelessness. All Joint TH-RRH clients should have the option of staying at Erin’s 
House, to fulfill the transitional housing piece of this grant. These two programs combined provide crisis, 
safe housing while linking them with financial assistance and services in order to move people quickly 
into permanent housing.  
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In a community where the length of stay in shelters is rising and many homeless people are being turned 
away, it is Five County’s hope to work with shelters to house clients. Currently, the community has 
experienced a long duration of a housing crisis and it takes longer for people to secure housing. The 
desired impact is to help homeless clients work towards self-sufficiency and get to a point of being able 
to afford their own housing payments, however that looks for each client.  
All Continuum of Care funds should comply with 24 CFR 578, Utah Balance of State Policies and 
procedures manuals, Local Tripartite Board requirements (Five County Human Services Council), and the 
Community Services Block Grant (CSBG) organization standards.  
All TH-RRH funding should be coordinated to support transitioning households from emergency shelters 
and providing linkages to other services which will increase self-reliance. Some can be provided within 
Five County Association of Governments (such as HEAT, Weatherization, and Aging Services) while many 
services must be coordinated with outside agencies. It is expected that Five County staff will coordinate 
services appropriately.  
The design of this grant is for a person to be chosen for this grant (while at emergency shelter or fleeing 
DV), gets offered transitional housing while seeking permanent housing in their community. The max 
amount of funding is not to exceed 12 months (from enrollment to exit). 
 

Eligibility 
Selection of TH-RRH participants will be selected from HMIS housing list, with the highest score on the 
list who has a DOVE alias in HMIS. Coordinated Entry will be followed in offering any spots to 
participants. No “side dooring” will be allowed (see Rapid Rehousing policy and procedure of “side 
dooring”). 
Those selected will be either category 1 or 4 from the definition of literal homeless, as per 24 CFR 
§ 576.2. Those chosen for selection may be working with DOVE Center either through staying at their 
emergency shelter or working with DOVE Center’s Outreach Services. In the case of outreach, DOVE 
Center would have to validate that the client satisfies Category 4. 

Category 1 – Literal Homeless:   
Individual or family who lacks a fixed, regular, and adequate nighttime residence, meaning:   

ii.    Has a primary nighttime residence that is a public or private place not meant for 
human habitation (car, park, abandoned building, bus or train station, airport, 
campground); or  

iii.    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  

iv.    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   
 

      Category 4 – Fleeing/Attempting to Flee DV:    
       Any individual or family who:  

ii.Is fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault, 
stalking, or other dangerous or life-threatening conditions that relate to violence against 
the individual or a family member, including a child, that has either taken place within 
the individual's or family's primary nighttime residence or has made the individual or 
family afraid to return to their primary nighttime residence; AND  
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iii.Has no other residence; AND  
iv.Lacks the resources or support networks e.g., family, friends, faith-based or other social 

networks, to obtain other permanent housing  
HEARTH-ACT Coordination  
All staff working with TH-RRH grants are required to comply with HEARTH Act requirements [Please see 
“HEARTH Act Educational Assurances Policy”]  

Intake 
Intake for TH-RRH will be the same as the Rapid Rehousing intake procedure [see Rapid Rehousing 
Intake’s Procedure] 
Transitional Housing Placement and Payments 
In accordance with 24 CFR § 578.37(2), COC can make payments toward transitional housing for clients 
enrolled in this grant. Payments to an Erin’s House unit can start once client is enrolled for a TH-RRH 
spot and the client is housed in a Erin’s House unit. If the client chooses not to reside at Erin’s House, no 
other transitional housing payments will be made. However, the client can still access the Rapid 
Rehousing funding to move into a scattered site unit in their community. 

The grant will fund the first month’s rent (or pro-rated rent) (see “bed specific spots” below”) and the 
deposit (equal to the rent) at move-in. Rent will be paid on a monthly basis (by the first of each month) 
when the client plans to stay an additional month. If the client is planning on leaving before the entire 
month is up, a pro-rated amount will be funded. 

Bed specific spots 
The spots filled with COC will be bed-specific (i.e. 1-bed unit, 2-bed unit, or studio units). These 
payments are calculated by using HUD’s 2021 Fair Market Rent Amounts 

Erin House Transitional Housing Spot Rapid Rehousing Community Spot 
One studio unit (for up to 2 people) 

Payment of $711.00/month 
1-bed unit 

Rental amount around $781.00/month 
One studio unit (for up to 3 people) 

Payment of $711.00/month 
1-bed unit 

Rental amount around $781.00/month 
One 2-bed units (for up to 4 people) 

4th person (infant or toddler size) 
Payment of $757.00/month 

3-bed unit 
Rental amount around $1,388.00/month 

Total funding: 3 units and at least 5 beds Total funding: 7 units and at least 16 beds 
 

Deposits to the Erin House units will be paid by CSBG. For two single COC clients, they can be doubled up 
in a single room (bunk bed room) at Erin’s House as long as both clients agree to try it. In that case, full 
deposits will still be paid for each client for the same unit. 

The spots can be fluid, based off the client(s) need and availability at Erin’s House. Example: a client was 
chosen (and accepted) the 2-bed unit at Erin’s House with the 3-bed community RRh spot. There’s a 1-
bed Erin unit available that the family can fit in. They can accept the 1-bed transitional Erin’s house unit 
and still get the 3-bed community RRH spot. 

Erin House Payments 
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DOVE Center will not receive any client payments while the client resides in an Erin House unit. For 
situations where two single COC clients bunk together at Erin’s House, half the rent amount will be paid 
for each client. So, DOVE will still receive the full payment of the unit, but it will be divided into two 
separate funding memos with different names.  

Rent payments are to include rent for when the tenant lives in the unit, monthly security and 
landscaping charges, and any other monthly recurring charges. 

30-day vacancy Payments 
This grant allows for up to 30-days vacancy for situations like abandoning a unit, early move-outs, etc. 
The last month’s rent can transfer over for the up to 30-day vacancy payment. 

Deposit Returns:  
DOVE Center is asked to return unused Erin’s House unit deposits back to FCAOG in order to try to 
provide services to additional clients. In many instances, DOVE Center may need to keep the full deposit 
to repair damages or recover costs. This is acceptable with an invoice or specific expense report (of each 
unit to cover the 25% of the refundable deposit) being submitted to explain the charges and reason for 
the deposit not being returned. However, it is against Five County Community Action’s policy for the 
client to receive the deposit back.  
Allowable charges for cleaning and security deposits 
75% of the security deposits is non-refundable in order to cover expenses that are required to maintain 
the unit. The other 25% of the deposit will cover things such as security hardware replacement, 
household item replacements, repairs/renovation in the unit after tenant exits, unpaid rents after move-
out, cleaning the units after move-out, rekeying the units or issuing extra keys to tenant, fire 
extinguisher replacements, etc. 

Case Plan 
Case Management for all TH-RRH clients will be provided by DOVE Center Case Managers. However, Five 
County Association of Governments – Community Action Case Managers are willing and able to step in 
and help, wherever necessary. 

Housing Stabilization Plan 
For the TH-RRH program, emphasis is placed on housing stabilization plans rather than case plans. This 
connotates the notion of a housing first, client-choice, motivational interviewing, trauma informed 
approach. These plans cannot remove a client from transitional housing or Rapid Rehousing due to 
non-compliance. It also reinforces housing stabilization as the first step towards self-sufficiency. 

Housing Stabilization Plans should include to move into permanent housing and to start housing 
searches upon TH-RRH enrollment. 

In order to reside at Erin’s House, and participate in the transitional housing component, client will be 
required to sign “Erin’s House Licensing Agreement” which outlines expectations while residing at Erin’s 
House. If violated, the client may be asked to leave the unit, but case management may continue. The 
client may not be terminated from the program if asked to transition from Erin’s House.   
 
In instances where clients transition as a result of alleged/documented poor tenant behavior, client is to 
be exited from the Transitional Housing component (on HMIS), but continue to stay enrolled in the  
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Rapid Rehousing component, when appropriate. The client will need to work with DOVE Center staff to 
determine eligibility to return to the Erin House unit, when there’s been a violation. 
 
Essential Requirements for maintaining Program Participation in Transitional Housing  
HUD rules allow for termination of assistance when a program participant violates  
program requirements. Two instances where termination based on poor behavior occurs are for the 
following:  

1. Not meeting with a case manager each 15 days while staying at Erin’s House 
2. Not submitting program documents needed for eligibility  
3. Not completing monthly home visits 

Data Quality: 
Client data is input in a real time process into UHMIS within 5 business days, data is looked at carefully 
and made sure that it is all competed and correct. 
Quarterly ongoing data quality: 
Quarterly reports will be ran and collected to go through and make sure all data is correct.  If we find 
any errors, they will be looked at and corrected, if possible. 
Accessibility: 
All staff monitors need to be password protected. Log-in information is given to each staff upon hire. 
Staff are not to share log-in information. Monitors are to be locked when staff step away from them, 
even for a moment.  
The HMIS Privacy Posting is to be hung in a room where those accessing services can see it (client 
meeting room, Community Action lobby, etc.) 
Upon any HMIS user leaving Community Action, the HMIS staff must be informed within 2 business days 
to remove their access. 
 
Data Quality: 
In order to maintain great data quality, staff members are to complete quarterly data pulls and 
verification, with the goal of removing as many errors whenever possible. Data is to be input within 5 
business days. 
 
 

COVID-19 Funding program specific funding 

Housing Assistance Program (HAP) 

Summary 
The Housing Assistance Program has been funded by CARES Act Funds awarded to the Utah Legislature 
and distributed to the Utah Housing and Community Development Division (through DWS). This 
program is designed to assist Utahans in obtaining or retaining rental housing who have lost income due 
to the COVID-19 pandemic.  

Five County Association of Governments - Community Action Partnership (FCAOG – CAP) strives to 
serve as many clients impacted by COVID-19 as possible with limited funding and staff capacity. 
FCAOG – CAP strives to support the approved clients with as much assistance to help the household 


