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100 PURPOSE AND PRINCIPLES

101
Purpose

The Low Income Home Energy Assistance Program (LIHEAP) is authorized by Title XXVI of the Omnibus Budget Reconciliation Act of 1981 (OBRA), Public Law 97-35, as amended.  The Administration for Children and Families (ACF) within the U.S. Department of Health and Human Services administers LIHEAP at the federal level.

The Human Services Amendments of 1994 (Public Law 103-353) reauthorized LIHEAP through FY1999.  In 2004 the Senate passed the Poverty Prevention and Reduction Act, reauthorizing LIHEAP through 2010.  The House is also working toward reauthorization.  As part of the original reauthorization, Congress amended the purpose of LIHEAP to clarify that LIHEAP is "to assist low income households, particularly those with the lowest income, that pay a high proportion of household income for home energy, primarily in meeting their immediate home energy needs."
The LIHEAP program provides for heating/cooling bill assistance in the form of a LIHEAP and/or Supplemental benefit.  A LIHEAP benefit payment is made to the energy vendor on behalf of eligible households that meet income criteria and accumulate the required number of points.  LIHEAP benefit payment amounts are determined based on: household income, energy burden and energy need.

A regular LIHEAP payment can be provided once in a 12-month period.

A supplemental benefit shall only be paid if a maximum LIHEAP benefit has been or is being made and if the household is in a crisis situation.  (Crisis definition on page 15)

The LIHEAP program is provided on a statewide basis to eligible households.  Applications are taken by Community Action Program (CAP) agencies that the Department of Economic Security, Office of Community Partnerships and Innovative Practices (DES-CPIP) has written contracts.  CAP agencies are responsible for gathering documentation to verify eligibility.

NOTE:
The policies and procedures in this section relate only to services/benefits funded by LIHEAP.  Utility Assistance is also provided under other programs that have their own policies and procedures.

102 Principles

LIHEAP encourages contract agencies to partner and collaborate with other community-based organizations to provide services that meet the needs of low-income households.

103 Format

The manual is divided into major policy sections and subsections.

104 Changes in Policy or Procedures

A. Each contract agency will be responsible for ensuring LIHEAP Policy Manuals issued to individual staff members are maintained and updated. 

B.
New and/or replacement pages for the LIHEAP Manual will be issued in the form of numbered Manual Transmittal Letters by DES/CPIP.  The transmittal letter will contain instructions for updating the manual as well as a summary of the changes and the effective dates.

105 Policy Questions and Clarifications

All contract agency staff requests regarding procedural detail or policy interpretation will be elevated in the following order to:

A. The contracted agencies internal process;

B. The individual designated at DES/CPIP to respond to clarification
    requests.
Requests should be submitted in writing via FAX or Email to:

DES/CPIP – Community Action Programs & Services Unit

ATTN:   POLICY DEVELOPMENT

FAX:    602-364-1756

EMAIL TO etapia@azdes.gov or grobles@azdes.gov 


200
APPLICATION PROCESS

The application process for LIHEAP includes a face-to-face interview with Contract Agency Staff, verification of eligibility information and completion and filing of an application.  Also, Section 2604 of the Federal Regulations states that agencies must provide the following:

The program for which funds are reserved by this subsection shall be administered by public or non-profit entities which have experience in administering energy crisis programs under the Low-Income Energy Assistance Act of 1980 or under this Act, experience in assisting low-income individuals in the area to be served, the capacity to undertake a timely and effective energy crisis intervention program, and the ability to carry out the program in local communities. The program for which funds are reserved under this subsection shall:

(1) not later than 48 hours after a household applies for energy crisis benefits, provide some form of assistance that will resolve the energy crisis if such household is eligible to receive such benefits;

(2) not later than 18 hours after a household applies for crisis benefits, provide some form of assistance that will resolve the energy crisis if such household is eligible to receive such benefits and is in a life-threatening situation; and

(3)  require each entity that administers such program

(A)
To accept applications for energy crisis benefits at sites that are geographically accessible to all households in the area to be served by such entity; and

(B)
to provide to low-income individuals who are physically infirm the means - 


(i) to submit applications for energy crisis benefits without leaving their residences; or 


(ii) to travel to the sites at which such applications are accepted by such entity.

201 EN005 Application


.01
Application Forms 
The application for LIHEAP is the EN005 pages 1, 2 and 3.  In addition, a LIHEAP eligibility worksheet must be completed to determine payment amount, (ATTACHMENT 1).
The Agency must provide the applicant with a copy of the application.  Another copy must be retained in the case file at the community action agency.  Each Agency is responsible for any additional copies they deem necessary for their own records.

Application forms are provided to contract agencies by DES/CPIP.  Applications may be obtained by completing the CPIP Application Order Form, (ATTACHMENT 3).  This should be mailed or faxed to DES/CPIP to the following:

DES/CPIP

Application Order Form

Site Code 086Z

P.O. Box 6123

Phoenix, AZ 85005-6123

FAX: 602/364-1756

.02
Right to Request Financial Assistance
All persons have the right to request financial assistance by following the procedures established by the state and the local agency that provides the services for the area in which they live.

.03
Completing the EN005 Application

Contract agencies must ensure the EN005 is clear and legible and that no information is illegible from “white out”.  The EN005 must contain the following information.

A. Name, address, and if available, ten digit telephone number.

B. Personal information, including:

1. Social security number;

2. Gender;

3. Date of birth;

4. Citizenship status;

5. Disability;

6. Health Insurance;

C. Gross monthly countable income;

D. Energy Burden;

E. Employment history for all household members ages 18 and older (16 if not a full time student) for 30 days prior to and including date of application;

F. Payment information must include:

1.
Vendor name

2. Billing name

3. Service code

4. Budget code

5. Payment amount

G. Signature of the applicant on the application must match the applicant’s name throughout the case file;

H. Case Manager’s signature must be legible and match the worker identification number on page one of the application.

202
The Standard Household Unit

A Standard Household Unit consists of every household member who must be included in the eligibility determination for assistance.  If the applicant or a household member is pregnant and in the third trimester of the pregnancy, the fetus is considered an eligible child and shall be listed as an individual in the household.


A. Boarders are one or more persons living in the same house paying rent to the owner of the home who also lives in the house or one who lives and pays rent in a commercial boarding house.  Income of the owner of the home or other boarders is not counted.  Boarders cannot be related by blood or law to the owner of the home.

1. Susan and Jane live in the house that Susan owns. There is no blood or law relationship.  Susan is renting a room to Jane and her two children.  Jane and her two children are the boarders.  Susan will not be included as a household member on the application (EN005).

2. Jim is a boarder at a halfway house.  Jim is not eligible because a halfway house is not considered permanent housing.

3. Jane and her new baby live with her Aunt Betty. Jane no longer receives child support and cannot pay her Aunt any rent money for the month of June.  Because they are related, Jane is considered a roommate not a boarder. All family members are included on the application and Betty’s income is included.

Note: An agency may contact DES to request approval for exceptions. Example: If Aunt Betty provides receipts documenting Jane’s rental payment history or a contractual agreement indicating Jane’s legal obligation to pay a specified rent amount, then Jane could be considered a boarder.  

B. Roommates are one or more persons living in the same house paying rent to the landlord outside of the home.  This should not be confused with boarders as all income for roommates is counted.

1. Linda and Donna are roommates.  Donna pays rent to Linda, who has a rental agreement with a landlord living outside the home. They will be considered roommates, and both Linda and Donna will be included on the application (EN005).

2.
Martin and Mary own and reside in their own home.  Nephew Sam and his family live with them.  They will be considered roommates due to the blood relationship between Mary and Sam.  All household members will be included on the application (EN005). 

203
Verification and Documentation

.01
Verification

Verification is the use of documents, systems information or contacts with third parties to establish the accuracy of information provided by the applicant during the interview and indicated on the application form.

A. The applicant has the primary responsibility for providing all required verification.

B. In situations where it is difficult for the applicant to obtain verification needed to complete the eligibility determination, the Contract Agency will offer assistance in obtaining the verification.

.02
Mandatory Verification

The following eligibility criteria must be verified:

A. Identity of the Applicant; Any document that establishes the applicant’s identity will be accepted.  Documents include, but are not limited to:

· Driver’s license;

· Work or school ID;

· ID card from health benefits or another assistance or social service program;

· Voter registration card;

· Wage stubs;

· Birth certificate;

· Citizenship and immigration documents;

· Family census card; or

· Other reasonable written sources

When documents are not available a collateral contact may be used.  If all other resources have been exhausted a client statement may be taken.  

B. Residential Address;

C. Age or student status for any household member 16 and above for income;

D. Gross Non-Exempt Income of all household members;

E. Termination of employment for any household member;

F. Social Security Enumeration or agency assigned pseudo number of all household members;

.03
Documentation

The case file must contain the method by which eligibility criteria was verified, (Hard Copy, Collateral Contact, Visual Verification or Client Statement).  Documentation must support eligibility, ineligibility, and the services to be provided and must be in sufficient detail to permit a reviewer to analyze the accuracy of the eligibility determination.

1.
Documentation can be recorded with a hard copy (HC), collateral contact (CC), visual verification (VV), or client statement (CS).

2.
Documentation is written by the worker to support or clarify any information on the application.

3.
A declaratory statement may be used, but only after all other resources have been exhausted.  To be considered valid this statement must include:

a.
Date the statement was made

b.
Client’s signature

c. All information required for verification and documentation

204.
APPLICATION SUBMITTAL

Applications are not submitted to DES-CPIP.  Each agency is responsible for processing applications in order to track the eligibility of the applicant and to pay the vendor.
300
NON-FINANCIAL ELIGIBILITY

LIHEAP benefits are available to singles and/or families with children including those receiving cash assistance.

301.
An Eligible Applicant
· Must be vulnerable to the rising costs of utilities by having either an obligation to pay a utility bill directly to a utility company or in non-subsidized rent which includes utilities, and 

· Show an energy burden, and 

· Accumulate the required number of points, and

· Must be a US citizen or qualified legal alien.  
.01 Verification of Citizenship



A.
U.S. Citizenship will be verified when;

1.
A claim of citizenship is inconsistent with statements made by the applicant or other statements on the application or previous applications.

2.
A claim of citizenship is inconsistent with information received from another source.

B.
Primary documents that may be used to verify citizenship include, but are not limited to:

1.
Certified birth certificates issued by an U.S. State or local governmental bureau of vital statistics;

2.
Certificates of Live Birth signed by a hospital official and parent;

2. Naturalization papers.  Naturalized citizens will have a Certificate of Naturalization (N-550 or N-570) issued by the U.S. Department of Justice;

3. Church records of birth prior to a child’s fifth birthday;

4. Passports;

5. American Indian census record if issued by Tribe or the Certificate  of Indian Blood with a tribal enrollment number, treaty card number or Indian Affairs card number are documents that can be used to verify identity and U.S. citizenship for a tribal member.  
.02
Qualified Non-Citizens

A qualified non-citizen must meet one of the requirements in the sections below to be eligible for LIHEAP:

A. Lawful Permanent Resident Non-Citizens

1. Entering the United States BEFORE August 22, 1996:

Non-citizens (including sponsored non-citizens) who can verify that they are Lawful Permanent Resident non-citizens AND who entered the United States before August 22, 1996 are eligible.

2. Entering the United States AFTER August 22, 1996:

Non-citizens (including sponsored non-citizens) who can verify that they are Lawful Permanent Resident non-citizens, entered the United States AFTER August 22, 1996 and a period of five years has elapsed from the date of the non-citizen’s entry into the United States, are eligible.

B. Non-Citizens with Military connection - The non-citizen must meet the Military Service criteria AND be lawfully residing in the U.S. as defined in Section 1 below, regardless of their date of entry into the U.S.  Military service criteria will include:

1.
An honorably discharged veteran of the Armed Forces of the U.S.

2.
On active duty in the Armed Forces of the U.S.

3.
Legally married, legally separated, unmarried or remarried widowed spouse of a veteran or person on active duty.

a. Regardless of whether they are living together or apart


b. The veteran or active duty person can be a US citizen or a non-citizen.

4.
Unmarried dependent child (biological, stepchild, or legally adopted) of a veteran or person on active duty.

a. The stepchild must be living with the stepparent to meet the stepchild criteria;

b. The veteran or active duty person can be a U.S. citizen or non-citizen.

C.
Refugees - As shown on INS Card I-94
302.
Residency
Applicant must be a resident of Arizona.  Services cannot be authorized or delivered to an applicant who is traveling through the state or living in Arizona for a temporary reason.  Assistance may be provided to homeless households if they are requesting assistance to establish utility services.

The applicant shall not be a resident of an institution.  Institutions include but are not limited to:
· Hospitals

· Licensed Domiciliary Care Facilities (family care homes, homes for the aged and family care homes for developmentally disabled adults)

· Intermediate Care Facilities

· Skilled Nursing Facilities or Homes

· Alcohol and Drug Rehabilitation Centers or Treatment Programs

· Dormitories

· Temporary protective facilities, such as domestic violence shelters, etc.

· Prisons

303.
Previously Granted Applicants
If two parties, previously considered as one household, receive a LIHEAP regular or Supplemental benefit, then separate, neither party may again receive a regular LIHEAP payment during the same 12-month period.  If neither party has received a Supplemental benefit, an application may be taken and if eligible, payment may not exceed the $300 limit.

304.
Abandonment/Incarceration/Death
If the wage earner abandons the household, is incarcerated or dies, the intake worker should consider only the income of any remaining family members.

305.
Tribal Members

If an applicant is a member of a tribe that receives LIHEAP funding directly from the Federal Department of Health & Human Services (DHHS) or contracts with the State and resides on reservation land, you are not required to provide utility assistance benefits.  However, tribal funding is very limited, and the agency may provide benefits at their own discretion.

Note:  If a tribe does not receive LIHEAP funding directly from the federal or state government, tribal applicants must be served by the LIHEAP provider serving the local geographic area in the same manner as other applicants.  Following is a list of Arizona tribes that contract with the State or directly with DHHS.

	Tribes - Direct DHHS Funding
	
	Tribe Contracting with the State

	
	

	Cocopah Tribal Council
	Tohono O'Odham Nation

	Colorado Indian Tribe
	

	
	

	Gila River Pima-Maricopa Community
	

	Navajo Nation
	

	Pascua Yaqui Tribe
	

	Quechan Indian Tribe (Fort Yuma)
	

	Salt River Pima/Maricopa County
	

	San Carlos Apache Tribe
	

	White Mountain Apache Tribe 
	


306.
Time Limits

Regular LIHEAP shall be authorized only once in a twelve consecutive month period, which begins on the eligibility date determined by the contract agency.

307.
Allowable Categories for Financial Assistance

LIHEAP Benefit payments will be utilized to provide the following services:

1. Utility Payments for heating/cooling bill assistance.

2. Temporary Emergency Shelter (if needed due to energy related crisis).

3. Water bills (related to evaporative cooling for bills incurred for the months of May 1 through October 31).

4. Payment to landlords (when utility costs are included in rent and only utility portion can be paid).
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308.
Income Limits – Poverty Guidelines

A household’s total gross countable income shall not exceed 150% of the Federal Poverty Guidelines.
	2007 FEDERAL POVERTY INCOME

GUIDELINES

EFFECTIVE July 1, 2007
MONTHLY INCOME



	Family Size
	
	
	
	150% Of Poverty

	

	1
	
	
	
	$1,277

	2
	
	
	
	$1,712

	3
	
	
	
	$2,147

	4
	
	
	
	$2,582

	5
	
	
	
	$3,017

	6
	
	
	
	$3,452

	7
	
	
	
	$3,887

	8
	
	
	
	$4,322

	9
	
	
	
	$4,757

	10
	
	
	
	$5,192

	

	For Each Additional

Household Member Add:
	
	$435

	
	
	


Figures derived from information dated January 24, 2007 of the Federal Register/Vol. 72, No.15, (pages 3147-3148) U.S. Department of Health and Human Services, Office of the Secretary. 
NOTE:  Income limits are published annually by the Department of Health and Human Services in the Federal Register.  The Poverty Guideline Chart is updated prior to July 1 of each state fiscal year.
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00.
Eligibility Determination and Completing the LIHEAP Worksheet (ATTACHMENT 1)
LIHEAP benefits are targeted to assist low-income households, particularly those with the lowest income, that pay a high proportion of their income for home energy.  There are three (3) areas that are used in determining LIHEAP benefits:

401.
Income
After determining the monthly gross income for the household, use the Percent of Poverty Display-Monthly Gross income chart (ATTACHMENT 2) to determine percent of poverty and number of points for the household.
	% of Poverty
	0%
	74%
	5 Points

	
	75%
	100%
	4 Points

	
	101%
	125%
	3 Points

	
	126%
	150%
	            1 Point

	
	151%
	& Over
	Ineligible


402.
Energy Burden
Energy Burden is determined by dividing the household's utility costs by the 30 days income.

	5%
	or
	Less
	0 Points

	6%
	-
	10%
	3 Points

	11%
	-
	15%
	4 Points

	16%
	-
	20%
	5 Points

	21%
	or
	Higher
	6 Points


· [image: image2.wmf]When an application is taken both the electric and gas bills will be used to determine the energy burden.  If the applicant does not have both bills at the time of application, the maximum amount of $50 is to be used for gas or propane; for electricity, a current one-month billing amount can be obtained by calling the utility company, and for wood a maximum of $200 can be considered to calculate the household’s energy burden.

· If utilities are included in the rent and the landlord refuses to specify the utility portion, a maximum of $200 can be considered to calculate the household’s energy burden.

· If the client has both electric and gas bills, use a one-month billing amount from each of the bills.  If the client has receipts for the purchase of propane for one month’s use, the caseworker must use that amount.

· Only a one (1) month billing cycle for a utility bill is to be considered in determining the energy burden.  It can be the past due amount if it covers a one-month period or the current month's bill.  The amount that would be the most beneficial to the client should be used to calculate the energy burden.  If the household is solely electric use only one month’s billing amount.

· If the household is requesting a deposit for utilities, use the required deposit amount(s) including disconnect, re-connect and late fees to determine the energy burden.  If a deposit is needed for both gas and electric, use both amounts to determine the energy burden.

403.
Energy Need
· Priority points will be given to households that include a member of a vulnerable population.  This includes:

	Elderly
	
	1 Point

	Working Poor
	
	1 Point

	Disabled
	
	1 Point

	Child age 6 and Under
	
	1 Point


· “Elderly" is defined as any individual age 60 and over.

· “Working poor” is defined as any eligible household with at least one member who received or is due earnings from any type of employment, within 30 days prior to the date of application.
· A "handicapped" individual is defined as any person in the household with a permanent or temporary disability.  The handicapped status on the application must be marked yes.

· A maximum of 1 point can be given in each category.  1 point for elderly, 1 point for working poor, 1 point for a disabled household member and 1 point for a child age 6 or under living in the household.  The household will receive 1 point for a child age 6 or under regardless of the number of children in the household.

TO DETERMINE BENEFIT PAYMENT LEVELS, THE FOLLOWING GUIDELINES WILL BE FOLLOWED:

	Total Points
	
	Payment Levels

	
	
	
	
	
	
	
	
	

	1
	-
	2
	
	$
	25
	-
	$
	100

	3
	-
	6
	
	$
	50
	-
	$
	200

	7
	-
	11
	
	$
	75
	-
	$
	300

	12
	-
	  15
	
	$
	100
	-
	$
	400


· Calculation of points should be rounded to the nearest whole number using standard rounding rules: .5 and over-round up and .4 and below-round down.

· Benefit levels must be within the point ranges.

· Minimum payment level for the point range must be made.

· Maximum payment level for the point range cannot be exceeded.
500.
LIHEAP SUPPLEMENTAL BENEFIT

A LIHEAP payment and a supplemental payment cannot be given at the same time, unless the full maximum amount has been issued for the LIHEAP payment level based on total points.  The supplemental payment can be used as a second energy benefit, only if the household has a shut off or delinquency notice, or an eviction notice if utilities are included in rent.  
· The crisis box must be marked on the application and the crisis must be fully documented. 

· If a household has an eviction notice and utilities are included in the rent, the caseworker may authorize a payment up to the maximum supplemental payment amount.  The crisis box must be marked and the crisis must be fully documented in the client's file.

· Supplemental payments must be made within the payment guidelines of a $20 minimum to a $300 maximum.

· The point system is not applicable for supplemental payments.  A crisis situation must exist in order to issue a supplemental payment.

In order to be eligible for a LIHEAP Supplemental Benefit the household must present an eligible crisis reason.  

A crisis is defined as a shut off or delinquency notice, or if utilities are included in the rent, an eviction notice. 
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Glossary 








ACYF
=
Administration for Children, Youth & Families

APS
=
Adult Protective Service

APS-E3
Arizona Public Service Energy Support Program

AZTECS
Arizona Technical Eligibility Computer System

BIA
=
Bureau of Indian Affairs

CA
=
Cash Assistance

CAP
=
Community Action Program

CARES
Customers Assistance Residential Energy Support

CC
=
Collateral Contact

CPS
=
Child Protective Services

CS
=
Client Statement

CPIP
=
Community Partnerships and Innovative Practices

DCSE
=
Department of Child Support Enforcement

DES
=
Department of Economic Security

EI
=
Eligibility Interviewer

FAA
=
Family Assistance Administration

FS
=
Food Stamps

GA
=
General Assistance

HC
=
Hard Copy

HUD
=
Housing and Urban Development

ID
=
Identification

INS
=
Immigration and Naturalization Service

JAS
=
JOBS Automated System

JOBS
=
Job Opportunity and Basic Skills

LIHEAP
Low Income Home Energy Assistance Program

LTDP
=
LIFELINE Telephone Discount Program

OSI
=
Office of Special Investigations

PA
=
Public Assistance (Assistance Payments)

RR
=
Railroad Retirement

RSDI
=
Retirement Survivors Disability Insurance

SSA
=
Social Security Administration

SSI
=
Supplemental Security Income

SSN
=
Social Security Number

STCS
=
Short Term Crisis Services

STDP
=
Senior Telephone Discount Program

TANF
=
Temporary Assistance To Needy Families

TAP
=
Telephone Assistance Program

TPEP
=
Two Parent Employment Program

UI
=
Unemployment Insurance

URRD
=
Utility Repair, Replacement Deposit Program

VA
=
Veteran's Administration

VR
=
Vocational Rehabilitation

VV
=
Visual Verification

WIC
=
Women, Infants, and Children Nutritional Program
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