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MID-WILLAMETTE VALLEY HOMELESS ALLIANCE 
GOVERNANCE CHARTER 

MWVHA Board Approved 11.4.21 
 

 

ARTICLE I. CONTINUUM OF CARE NAME AND PURPOSE 
 

 

A. NAME OF THE CONTINUUM OF CARE (COC) 
The name of this organization is the Mid-Willamette Valley Homeless Alliance, which serves as the 
region’s Continuum of Care, herein referred to as “the CoC.” 
 

B. CONTINUUM OF CARE (COC) OVERVIEW 
1. GEOGRAPHIC BOUNDARIES. The CoC represents the geographic region within the boundaries of Marion 

and Polk counties. 
 
2. PURPOSE. The CoC is organized to carry out the purposes of the U.S. Housing and Urban Development 

(HUD) Continuum of Care program as described in 24 CFR Part 578. The CoC promotes communitywide 
commitment to the goal of preventing and ending homelessness; provides funding for efforts by 
nonprofit providers and state, tribal and local governments to quickly rehouse homeless individuals, 
including unaccompanied youth and families, while minimizing the trauma and dislocation caused to 
homeless individuals, families, and communities by homelessness; promotes access to and effective 
utilization of mainstream housing and homeless services programs by homeless individuals, and 
optimizes self-sufficiency among individuals and families experiencing homelessness. Its work includes 
gathering and analyzing data to determine local needs of and resources available to people experiencing 
homelessness, developing and prioritizing a menu of strategic responses, collaboratively implementing a 
strategic plan, promoting service coordination, educating the public on homeless issues, providing 
advice and input on homeless services operations, leveraging resources for maximum impact, and 
measuring and promoting strong program performance. Through collaborative efforts of local and tribal 
governments, school districts, nonprofit organizations, and other participating stakeholders, the CoC 
seeks to develop an evidence-based system of services, including stable housing, designed to meet the 
unique and complex needs of adults, youth, children, and families in Marion and Polk counties who are 
at risk of or are experiencing homelessness. ICLE 3 – GEOGRAPHIC RE 
 

 

ARTICLE II. CONTINUUM OF CARE GOVERNANCE STRUCTURE 
 

 

A. BOARD OF DIRECTORS 
1.  NAME. The name of the CoC governing board is the Mid-Willamette Valley Homeless Alliance Board of 

Directors, herein referred to as the “CoC Board” or the “Board.” The CoC has established a governing 
board as required by 24 CFR part 578.7(a)(3). The Board is responsible for the overall policy and 
direction of the CoC and may delegate responsibility for day-to-day operations to staff and committees.  

 
2.  VOTING MEMBERSHIP. The Board will consist of at least thirteen (13) voting members that have no 

conflicts of interest as defined in Article III of this charter and 24 CFR part 578.95. Board members will 
serve without compensation. Board membership includes representation from the following 
organizations or subpopulations. 
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a. One representative from each of the following organizations: 
i. Union Gospel Mission, a faith-based organization; 
ii. The Confederated Tribes of Grand Ronde; 
iii. Local governments:  

(a). City of Independence 
(b). City of Keizer 
(c). City of Monmouth 
(d). Polk County 

iv. Salem-Keizer School District (24J);  
v. Salem Health; 
vi. United Way of the Mid-Willamette Valley, a nonprofit organization; and 
vii. PacificSource Community Solutions, Marion County and Polk County Coordinated Care 

Organization. 
 

b. One homeless or formerly homeless individual appointed by the Law Enforcement Assisted 
Diversion Program and two individuals who are currently or have been homeless within the past 
seven years, recommended by the Collaborative Committee, working with the region’s social service 
agencies serving individuals experiencing homelessness.  

 
c. Two representatives from the City of Salem and Marion County. In the alternative, pursuant to 

Section 11 of Article 2, Marion County and the City of Salem may appoint one representative who 
may exercise two votes. 

 
3. EX-OFFICIO BOARD MEMBERS. In addition, seven (7) ex-officio participants may serve as non-voting, ex-

officio board members, participating in discussions and representing such groups as:  
a.  Marion County, Salem, and West Valley Housing Authorities;  
b.  Mid-Willamette Valley Community Action Agency; 
c. Polk County Veteran Services; and 
d. Co-chairs of the CoC Collaborative Committee.  

 
4.  BOARD SELECTION PROCESS.  

a. The initial CoC Board of Directors will be nominated by the Development Council established by a 
2019 Memorandum of Agreement, in consultation with the stakeholders workgroup.  

b. Each organization nominated for representation on the CoC Board will identify persons to serve who 
hold elected or senior staff roles in decision-making for that organization. 

c. Members serve at the pleasure of the CoC Board.    
d. Any directors representing organizations newly added to the Board by amendment to this charter, 

will be nominated and confirmed by vote of the CoC Board.  
e. Pursuant to 24 CFR part 578.7(a)(3), the CoC Board will submit this written selection process to the 

CoC Collaborative Committee, described in Section D of this article, and Board of Directors for 
review, update, and approval at least once every five (5) years.  

 
5.   BOARD AND PROVIDER FINANCIAL CONTRIBUTIONS. Each organization represented as a voting 

member on the CoC Board will contribute funds to supplement CoC operations, contingent on the 
organization’s budgetary authority. Contributions will be reviewed and approved annually by the CoC 
Board. Any provider awarded CoC Program funds starting with the FY 2021 competition may be assessed 
1% of the grant award to support the administrative and system work of the Continuum of Care. 
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6.  BOARD ALTERNATES. Board members may designate an Alternate for a single meeting who can attend 
in the board member’s place if the member must miss a meeting. The Alternate must represent the 
same organization or subpopulation as the absent board member. Prior to the board meeting, absent 
board members or their designee must communicate in writing to CoC staff confirming the Alternate’s 
attendance and granting authority for the Alternate to vote. In the alternative, board members may 
designate a permanent alternate, provided that the alternate meets the requirements in Article II, A, 4 
b. 

 
7. TERMINATION. The Board may remove any member when it determines it is in the interest of the CoC 

to do so. Member terminations require a 2/3 vote of the appointed, voting membership. Reasons for 
removal include excessive absences from meetings, conduct that is contrary to the board’s code of 
conduct, or noncompliance with conflict of interest or other board policies. 

 
8. RESIGNATION. Resignations by board members shall be submitted in writing to CoC staff, who will 

forward the resignation notice to board leadership. Resignations will be announced at the next regularly 
scheduled board meeting. For board positions representing designated organizations, resignation is 
implied if persons seated on the Board are no longer affiliated with the organization that appointed 
them. The appointing organization is then responsible for assuring that another qualified person is 
appointed to represent that organization.  

 
9. MEETINGS. Pursuant to 24 CFR part 578.7(a)(1), the Board will meet at least annually in conjunction 

with the CoC Collaborative Committee to conduct general CoC business. Inclusive of this annual joint 
meeting, the Board will meet at least quarterly, and may meet more frequently at the call of the chair. 
The CoC Board is a public body subject to the public meetings and record laws as stated in ORS Chapter 
192. All meetings will be open to the public. 

 
10. QUORUM. A majority, defined as 50% plus one, of the appointed, voting board membership will 

constitute a quorum for the transaction of all business at meetings. Members may attend either in 
person or by conference call, so long as persons in attendance and on the telephone can both hear and 
communicate with each other. Members attending by telephone conferencing may be counted towards 
achieving a quorum. 

 
11. VOTING. Each board member will hold one vote on all matters brought before the Board. However, in 

recognition of their significant financial contributions to the effort, Marion County and the City of Salem 
may select two persons to represent each organization’s interests on the CoC Board, or in the 
alternative may select one representative who shall have two votes on any matter. Board decisions shall 
be made by a majority of the total votes available to the entire appointed, voting board membership. 

 
12. NOTICE AND INCLUSION.  

a. The Board will provide for and give public notice, reasonably calculated to give actual notice, to 
board members, interested persons, news media that have requested notice, and general public 
notice. Notice shall include the time and place for holding regular meetings. The notice will also 
include a list of the primary subjects anticipated to be considered at the meeting. Distribution of 
meeting notices will be in a manner that maximizes the potential of the public awareness of board 
proceedings and for the public to participate in its deliberations.  

b. Whenever possible, matters resulting in a recommendation to the Board will be deliberated during a 
minimum of two meetings to assure maximum participation.  

c. The Board encourages input to its deliberations and decision-making from a diversity of 
stakeholders, including consumers and community members from diverse genders, racial and ethnic 
origins, cultural groups, and geographic areas within the CoC boundaries. CoC members are 
encouraged to bring ideas or concerns to the attention of the CoC Board and staff. 
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d. The Board will conduct outreach at least semi-annually with business organizations, such as 
economic development forums, chambers of commerce, and Rotary clubs, to inform business 
leaders about current issues surrounding homelessness and gather information from a business 
perspective. 

 
13. AGENDAS.  Items may be placed on a written meeting agenda by any board member or by CoC staff. The 

agenda will be distributed to members and through public notice at least one week prior to a Board 
meeting. 

 
B. BOARD OFFICERS 

1. CHAIR. The Board will accept nominations and elect a chair annually. The chair may be elected for 
subsequent terms. The chair will act as leader of the convened meeting and as the parliamentarian. The 
chair will enforce board policies and membership rules and will guide the conduct of public meetings. 
The chair is the official board representative and shall be the primary spokesperson to the media. 
 

2. VICE CHAIR. The chair will select a vice chair, with board consent. In the absence of the chair, the vice 
chair will assume the chair's responsibilities. If neither the chair nor vice chair is available for a public 
meeting, then the assembled quorum of the meeting will select a temporary chairperson to conduct the 
meeting. 
 

3. EXECUTIVE COMMITTEE LEADERSHIP. The chair and vice chair serve as leaders of the CoC Executive 
Committee, as described in Section E.1.  

 
C. STAFF RESPONSIBILITIES TO THE CoC BOARD 

1. STAFF SUPPORT. Program staff that supports the CoC Board and its committees and workgroups will be 
provided through the ORS 190 Entity, Mid-Willamette Valley Homeless Alliance. Subject to available 
funding for CoC operations, Mid-Willamette Valley Council of Governments (COG) will provide additional 
administrative support, as well as in-kind materials and services, to support the CoC. To maintain a 
neutral role in facilitating meetings, staff representing the COG will not hold authority to vote on 
matters placed before the CoC Board.   
 

2. UNIFIED FUNDING AGENCY. The CoC will seek designation as a Unified Funding Agency from the U.S. 
Department of Housing & Urban Development. 
 

3. MEETING PREPARATION. CoC staff is responsible for meeting preparation, which includes:  
a.  Locating, reserving, and preparing the meeting space;  
b. Sending meeting notice, written agendas, and minutes to the CoC distribution list one week prior to 

the meeting and a reminder one day prior to the meeting;  
c.  Compiling background materials and staff reports;  
d.  Planning Board meetings in collaboration with the Executive Committee;  
e.  Taking attendance at meetings; and  
f.  Providing facilitation as needed.  
 
 
 
 
 

 



5 
 

4. MINUTES. CoC staff will serve as the CoC Board Administrator and prepare meeting minutes.  Minutes 
will include a list of the members present, motions, proposals, resolutions, and orders proposed and 
their disposition, the results of all votes and a vote by each member by name, the substance of any 
discussions on any matter, and reference to any document discussed at that meeting. Minutes will be 
posted on the CoC website and distributed to the Board membership one week prior to the monthly 
meeting. 
 

5.  RECORDS. Pursuant to 24 CFR part 578.103 and 24 CFR part 578.5(b), staff will maintain CoC records to 
document compliance with HUD requirements, including the following: 
a. Approved CoC governance charter that includes a written process to select the CoC Board; 
b. Documentation of required reviews and updates, including the annual charter review and review of 

board selection process every five years; 
c. CoC board and committee rosters, designating representation of sectors and subpopulations; 
d. Agendas and minutes of CoC Board, committee, subcommittee, and workgroup meetings; 
e. Designation of a single Homeless Management Information System (HMIS) for the CoC; 
f. CoC applications for funds as set forth in 24 CFR part 578.9; 
g. Use of planning funds for eligible costs and other grant management documentation, pursuant to 24 

CFR part 578.39; and 
h. Completed and signed CoC conflict of interest forms, required in Article III, Section 5 of this charter.  

 
6. OTHER RESPONSIBILITIES. CoC staff will maintain distribution lists, distribute communications to CoC 

members and the community at large, develop and maintain a CoC webpage, support CoC committees 
and workgroups, produce and submit applications for funds, and perform other duties as assigned by 
the CoC Board to support the CoC. 
    

D. CoC COLLABORATIVE COMMITTEE 
1. PURPOSE. The purpose of the CoC Collaborative Committee is to assist the Board in accomplishing the 

responsibilities of the Continuum of Care, as described in Article IV. CoC Collaborative Committee duties 
include the following:  
a. Recommend individuals who are homeless or have been homeless within the past seven years to 

serve on the CoC Board pursuant to Article II.A.2; 
b. Review, update, and recommend the written selection process for CoC board member 

appointments, described in Article IV.B.3, at least once every five (5) years; 
c. Meet at least annually in conjunction with the CoC Board to conduct general CoC business pursuant 

to Article II.A.9; and 
d. Provide input to the Performance and Evaluation Committee on its recommendations to the CoC 

Board to improve system performance, pursuant to Article II.E.1.  
 

2. MEMBERSHIP. Participation in the Continuum of Care is open through the CoC Collaborative Committee 
to interested organizations and to interested individuals representing the community at large. Member 
agencies will be responsible for identifying CoC representatives. Participating agencies may have more 
than one person identified as a CoC representative. Homeless and formerly homeless people are 
encouraged and supported to participate. A roster of CoC Collaborative Committee participants will be 
maintained and posted on the CoC website. 
 

3. VOTING.  Each member organization and community at large member who has participated in at least 
two (2) meetings in the preceding twelve (12) months shall have one vote at subsequent meetings on 
each matter submitted to a vote of CoC members. To the maximum extent possible, committee 
meetings shall operate on a consensus basis. However, members can request a majority vote on specific 
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issues. Agencies with more than one representative in attendance will determine in advance which 
representative will vote. In all cases, each member organization has only one vote. 

 
4. RESIGNATION.  Member agencies may resign from the CoC Collaborative Committee by sending a 

written communication to CoC staff. 
 

5. CO-CHAIRS.  The CoC Board will appoint co-chairs to facilitate CoC Collaborative Committee meetings, 
based on nominations from the CoC Collaborative Committee. One co-chair will represent the public 
(governmental) sector and the other will represent the private (nongovernmental) sector. Co-chairs will 
serve for two-year terms and may be reappointed by the Board. 

 
6. RECRUITMENT AND OUTREACH. The CoC Board will publish and disseminate an open invitation at least 

annually for those within the CoC area to join as new CoC Collaborative Committee members. CoC staff 
will document recruitment efforts. The CoC Board will identify and address membership gaps in 
essential sectors and will recruit so that membership requirements are being met, pursuant to 24 CFR 
part 578.7. Outreach will be conducted to obtain representation from the following groups, listed in 24 
CFR part 578.5(a): 
a. Nonprofit homeless assistance providers; 
b. Victim service providers; 
c. Faith-based organizations; 
d. Governments; 
e. Businesses; 
f. Advocates; 
g. Public housing agencies; 
h. School districts; 
i. Social service providers; 
j. Mental health agencies; 
k. Hospitals and health care organizations; 
l. Universities; 
m. Affordable housing developers; 
n. Law enforcement; 
o. Organizations that serve Veterans; 
p. Homeless and formerly homeless individuals; and 
q. Other relevant organizations within the CoC’s geographic boundaries, such as organizations and 

coalitions that serve unaccompanied youth, employment councils, substance abuse providers, and 
early learning hubs. 

 
7. The Collaborative Committee may establish subcommittees and workgroups to accomplish the 

Collaborative Committee’s work and appoint Collaborative Committee members to serve. 
 

 
E. COMMITTEES AND WORKGROUPS 

1. STANDING COMMITTEES AND WORKGROUPS. The CoC Board will appoint members representing 
organizations participating in the CoC Collaborative Committee to the standing committees and 
workgroups listed in this section as E.1. a through e. The Board will also designate chairs or co-chairs to 
facilitate committee or workgroup meetings. CoC staff will be assigned to take notes at committee and 
workgroup meetings and assure that CoC policies and processes are followed. CoC staff will also 
maintain lists of committee and workgroup membership and post the lists to the CoC webpage. 
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a. PERFORMANCE AND EVALUATION COMMITTEE. The Performance and Evaluation Committee shall 
review and recommend to the Board the policies, timelines, and scoring tools for application review 
and ranking process as part of the Continuum of Care competition for funds. The Performance and 
Evaluation Committee shall also be responsible for monitoring and reviewing CoC- and Emergency 
Solutions Grants (ESG-) funded projects and general system performance. The Performance and 
Evaluation Committee shall make recommendations to the CoC Board to improve system 
performance with input from the CoC Collaborative Committee. Members of this committee may 
not have a conflict of interest, described in Article III, and may not be affiliated with an organization 
that is a recipient of HUD funds. 
i. The CoC Board will appoint a subcommittee of not fewer than five (5) Performance and 

Evaluation Subcommittee members to review and rank project applications during the annual 
process described in Article IV, Section E.  

ii. The Board will strive to appoint subcommittee members who are knowledgeable about 
homelessness and housing in the region and representative of relevant sectors, subpopulations, 
and geographic areas of the region. 

iii.  Subcommittee members must have completed conflict of interest forms on file with CoC staff 
affirming that they are not employees or do not have a business relationship or other conflicts 
of interest as described in Article III. 

iv. Subcommittee members must be willing to dedicate time for application review and 
subcommittee meetings during the application process. 

 
b. COORDINATED ENTRY COMMITTEE. The Coordinated Entry Committee creates the policies and 

procedures for the CoC’s coordinated entry system. The committee is also responsible for 
monitoring the progress of organizations implementing coordinated entry to ensure it is functioning 
effectively, conducting an annual Coordinated Entry System evaluation, and recommending 
changes, as necessary. The committee shall recruit agencies for participation in coordinated entry. 

 
c.  HMIS USERS WORKGROUP. The HMIS Users Workgroup consists of representatives from 

organizations using the Homeless Management Information System (HMIS). The workgroup is co-
chaired by the HMIS Lead organization or its designee, and the HMIS Designated Coordination 
Entity, as described in Article IV.B.2. The workgroup shall monitor the progress of organizations 
using HMIS, develop strategies for improving HMIS ease of use, recruit agencies for participation in 
HMIS, troubleshoot data reporting and data quality issues, and review and make recommendations 
on HMIS policies and protocols to the HMIS Lead, HMIS Coordination Entity, and CoC Board. 

 
d.  POINT-IN-TIME COUNT WORKGROUP. The Point-in-Time Count workgroup shall work with the 

HMIS Coordination Entity named in Section D.2. to organize and conduct the Point-in-Time count, 
including recruitment, training, and support of volunteer outreach workers for the event. 

 
e. YOUTH ACTION BOARD.  The Youth Action Board shall advise the CoC Board on policies and 

practices that affect youth experiencing homelessness or youth at risk of experiencing 
homelessness. The Youth Action Board may organize youth-focused projects or initiatives and shall 
work with other relevant committees and subcommittees to influence Youth Homelessness 
Demonstration Program planning. Youth Action Board members shall have lived experience with any 
form of homelessness or housing instability, including residing in emergency shelters, couch surfing, 
transitional living, runaway, and human trafficking. 
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2.  SPECIAL COMMITTEES AND WORKGROUPS. The Board may authorize the formation of special 
committees or workgroups, as necessary to deal with specific problems or issues, as the Board believes 
appropriate. The Board will appoint members to special committees and workgroups. These special 
committees or workgroups will be time limited and be provided a scope of work from the Board. Special 
committees and workgroups will report their findings and recommendations to the Board, upon request 
or upon the conclusion of their work. 

 
3. EXECUTIVE COMMITTEE. The Executive Committee is composed of the chair, vice chair, and at least 

three additional board members. The committee works closely with staff to guide the work of the CoC 
Board. Committee members may not serve on the Performance and Evaluation Committee. Committee 
responsibilities include the following: 
a. Prepare meeting agendas and ensure matters are ready for board meetings; 
b. Act on matters when authority has been delegated by the full Board to do so; and 
c. Act on time sensitive, administrative matters that require a decision between board meetings, with 

notice provided to all board members prior to taking action and with the action(s) to be ratified at 
the next board meeting. Time sensitive, administrative matters include, but are not limited to, 
required municipal, state or federal reports and letters of support associated with grant 
applications. Action will not be taken under this subsection if any Board member notifies the Board 
Chair of the member's objection prior to the Executive Committee's action on a time sensitive 
matter.   

 
4. APPEALS COMMITTEE. The Board may appoint a committee of three (3) board members to review and 

make appeal decisions during the application process described in Article IV, Section E. Those appointed 
to the Appeals Committee may not have participated in the rank and review process, must have signed 
conflict of interest forms on file with CoC staff, and must affirm upon committee appointment that they 
do not have conflicts of interest with agencies applying for CoC Program funding. In the alternative, the 
Board may also delegate this responsibility to the Executive Committee. 
 

 

ARTICLE III. CONFLICT OF INTEREST AND CODE OF CONDUCT 
 

NUUM OF CARE GOVERNANC 
A. CONFLICT OF INTEREST 

1.  GENERAL PROVISIONS. A conflict of interest is a situation in which members or one of their family 
members have a personal or financial interest that compromises or could compromise the members’ 
independence of judgment in exercising their responsibilities to the CoC. It is the position of this CoC that 
conflicts of interest shall not compromise the CoC’s work and that even the appearance of a conflict 
shall be avoided in all circumstances.   
 

2. ADHERENCE TO CONFLICT OF INTEREST POLICY. CoC Board and Performance and Evaluation Committee 
members are expected to adhere to the CoC Conflict of Interest Policy, which requires the member to 
minimize conflicts of interest; disclose ethical, legal, financial, and other conflicts; and remove 
themselves from decision-making if they would otherwise be called on to act on a conflict involving 
themselves, their family members or entities with which they or their family members are closely 
associated. Under the policy, CoC Board and Performance and Evaluation Committee members are 
required to disclose actual or potential conflicts of interest, as well as certain relationships and 
transactions. No CoC Board or Performance and Evaluation Committee member may participate in or 
influence discussions or resulting decisions concerning the award of a grant or other financial benefits to 
the organization that the member represents, pursuant to 24 CFR part 578.95.  
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3. DEFINITIONS. The CoC will assure that CoC Board and Performance and Evaluation Committee members 

acknowledge the federal and state definitions of conflict of interest and are in full compliance with state 
and federal law.  
 
a. Conflict of Interest definitions aligning with federal statute are: 

i. Conflict of Interest generally means a situation in which members or their immediate family 
member have, directly themselves or indirectly through another individual or entity, a personal 
or financial interest that compromises or could compromise the members’ independence of 
judgment in exercising their responsibilities to the CoC. 

ii. Prohibited Conflict of Interest means a conflict of interest that would prevent a member from 
serving on the CoC Board or Performance and Evaluation Committee or participating in any of 
the board or committee activities. A member who has a potential or actual Prohibited Conflict of 
Interest must resign from the CoC Board or Performance and Evaluation Committee. Prohibited 
Conflicts of Interest include: CoC compensation and employment; loans; federal employee 
status; use of CoC equipment, facilities, assets, or staff time for non-CoC purposes; and 
acceptance of gifts, gratuities, favors, or anything of monetary value.  

iii. Issue-Specific Conflict of Interest means a conflict of interest that would prevent a member 
from voting on or being present during the discussion of a specific issue, such as votes on 
contracts and CoC leadership.  

 
b. Oregon Revised Statutes Chapter 244 defines actual and potential conflict of interests for members 

of public bodies. No CoC Board or Performance and Evaluation Committee members shall 
participate in a decision in which they have a private pecuniary interest. Affected members shall 
disqualify themselves from participation by written notification to the Board, as required by ORS 
244.120.  
i.   A potential conflict of interest exists when a member takes an action that reasonably could be 

expected to have a financial impact on that member, a relative, or a business with which the 
member or member's relative is associated. The member may participate in an action after 
declaring the potential conflict and announcing its nature. 

ii.    An actual conflict of interest exists when an action is reasonably certain to result in a special 
benefit or detriment to the member, a relative, or a business with which the member or 
member's relative is associated.  The member will declare the actual conflict and announce its 
nature.  The member must then refrain from taking any official action, except when the 
member's vote is necessary to achieve a quorum.  When a vote is necessary to achieve a 
quorum, the member may vote, but may not participate in any discussion or debate on the issue 
out of which the actual conflict arises. 

 
4. PENALTIES. CoC Board or Performance and Evaluation Committee members who purposefully conceal  

conflicts of interest, refuse to recuse themselves from voting, or engage in other conduct that violates 
the CoC Conflict of Interest policy will be subject to removal from the CoC Board or Performance and 
Evaluation Committee. 
 

5. ANNUAL DECLARATION. CoC Board and Performance and Evaluation Committee members are to 
annually receive a copy of the CoC Conflict of Interest Policy, sign the CoC’s Conflict of Interest form, and 
submit the form to CoC staff.  
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B. CODE OF CONDUCT 
1. GENERAL PROVISIONS. CoC members are expected to observe the highest standards of ethical conduct 

in the execution of their responsibilities, to conduct themselves with courtesy and respect, and to 
refrain from harassment, intimidation, discrimination, and physical or verbal abuse.  

 
2. CONFIDENTIALITY. CoC members must respect and maintain the confidentiality of sensitive information 

they may gain from their association with the CoC. This may include personal information about 
community members experiencing homelessness.  

 
3. RESPONSIBILITY AND INTEGRITY. In the performance of their duties, CoC members are expected to 

carry out CoC duties to the best of their abilities, and to maintain the highest standards of integrity for 
actions with other CoC members, including CoC board members, service providers, service recipients, 
and members of the general public. CoC board and committee members shall put forth honest effort in 
the performance of their duties to advance the CoC’s mission, exercising sufficient control and 
supervision over matters for which they are individually responsible, and should not do anything to 
bring the full CoC or its members into disrepute. 
 

4. MISUSE OF POSITION. Misuse of position is prohibited. CoC members must not use their position with 
the CoC for personal gain or for the benefit of family or friends.  
 

5. COMMUNICATIONS. CoC members, including board and appointed committee members, shall make 
clear when communicating publicly or with the media, whether they are speaking in their own name, on 
behalf of their agency or organization, or on behalf of the CoC, if the CoC Board has empowered them to 
speak on the CoC’s behalf.  
 

6. WASTE, FRAUD, AND ABUSE. CoC members shall disclose waste, fraud, abuse, and corruption in the 
operation of the Continuum of Care to appropriate authorities.  
 

7. EQUAL OPPORTUNITY. CoC Board and committee members shall adhere to laws and regulations that 
provide equal opportunity for all people regardless of race, color, religion, gender, identity, national 
origin, ethnicity, sexual orientation, age, or disability.  
 

8. PENALTIES. This Code of Conduct will be distributed annually to CoC members. Members in violation of 
any portion of this Code of Conduct will be subject to disciplinary action, which could include immediate 
termination from the CoC Board or CoC committees. 
 

9. ANNUAL DECLARATION. CoC board and appointed committee members are to annually receive a copy 
of the Code of Conduct, acknowledge receipt by signing a form, and submit a copy of the signed form to 
CoC staff.UM  
FCARE GOVERNANCE STRUCTURE 

 

ARTICLE IV. OPERATING THE CONTINUUM OF CARE 
 

 
A. CoC RESPONSIBILITIES 

The CoC Board is responsible for assuring that the following responsibilities are accomplished, with 
broad participation from CoC stakeholders. 
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1. Hold meetings of the full membership, with published agendas, at least semi-annually, pursuant to 24 
CFR part 578.7(a)(1). 
 

2. Make an invitation for new members to join the CoC publicly available within the geographic area at 
least annually, pursuant to 24 CFR part 578.7(a)(2). 
 

3. Adopt and follow a written process to select a board to act on behalf of the CoC. The process must be 
reviewed, updated, and approved by the CoC at least once every five (5) years, pursuant to 24 CFR part 
578.7(a)(3). 
 

4. Appoint additional committees, subcommittees, or workgroups, pursuant to 24 CFR part 578.7(a)(4). 
 

5. In consultation with the Collaborative Applicant and HMIS Lead, develop, follow, and update annually a 
governance charter, which will include all procedures and policies needed to comply with Subpart B of 
part 578.7 and with HMIS requirements as prescribed by HUD; and a code of conduct and recusal 
process for the board, its chair(s), and any person acting on behalf of the board, pursuant to 24 CFR part 
578.7(a)(5). 
 

6. Consult with recipients and subrecipients to establish performance targets appropriate for population 
and program type, monitor recipient and subrecipient performance, evaluate outcomes, and take action 
against poor performers, pursuant to 24 CFR part 578.7(a)(6). 
 

7. Evaluate outcomes of projects funded under the Emergency Solutions Grants (ESG) program and the 
CoC program, and report to HUD, pursuant to 24 CFR part 578.7(a)(7). 
 

8. In consultation with recipients of Emergency Solutions Grants program funds within the geographic 
area, establish and operate either a centralized or coordinated assessment system that provides an 
initial, comprehensive assessment of the needs of individuals for housing and services. The CoC must 
develop a specific policy to guide the operation of the centralized or coordinated assessment system on 
how its system will address the needs of individuals and families who are fleeing, or attempting to flee, 
domestic violence, dating violence, sexual assault, or stalking, but who are seeking shelter or services 
from nonvictim service providers. This requirement, along with requirements established by HUD by 
notice, is pursuant to 24 CFR part 578.7(a)(8). 
 

9. In consultation with recipients of Emergency Solutions Grants program funds within the geographic 
area, establish and consistently follow written standards for providing CoC assistance, as further 
described in 24 CFR part 578.7(a)(9). 
 

10. Designate and operate a single Homeless Management Information System (HMIS) for the geographic 
area, including designating a single system and an HMIS lead; reviewing, revising, and approving a 
privacy plan, security plan, and data quality plan for the HMIS; ensuring consistent participation of 
recipients and subrecipients in the HMIS; and ensuring that the HMIS is administered in compliance with 
HUD requirements, pursuant to 24 CFR part 578.7(b). 
 

11. Develop a CoC plan that includes coordinating the implementation of a housing and service system that 
meets the needs of homeless individuals, including unaccompanied youth and families. The system shall 
include, at a minimum, outreach, engagement, assessment, shelter, housing, supportive services, and 
prevention strategies, pursuant to 24 CFR part 578.7(c)(1). 
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12. Plan for and conduct, at least biennially, a Point-in-Time Count of homeless persons within the 
geographic area, as described in 24 CFR part 578.7(c)(2). 
 

13. Conduct an annual gaps analysis of the homeless needs and services available within the geographic 
area, pursuant to 24 CFR part 578.7(c)(3). 
 

14. Provide information required to complete the Consolidated Plan(s) within the CoC’s geographic area, 
pursuant to 24 CFR part 578.7(c)(4). 
 

15. Consult with state and local government Emergency Solutions Grants program recipients within the 
CoC’s geographic area on the plan for allocating Emergency Solutions Grants program funds and 
reporting on and evaluating the performance of Emergency Solutions Grants program recipients and 
subrecipients, pursuant to 24 CFR part 578.7(c)(5). 
 

16. Prepare an application for funds that includes a collaborative process in response to a Notice of Funding 
Availability (NOFA) published by HUD under 24 CFR part 578.19.  

17. OF THE COC AND THE COC BOAR 
B. CoC REPORTS 

The CoC Board shall approve the following reports and documents prior to releasing such reports and 
documents to the community:  

 
1.  CoC Program Project Priority List;  
 
2.  Gaps Analysis;  
 
3. Strategic Plan 
 
4.  Annual or Biennial Point-in-Time Count Report; 
 
5.  Housing Inventory Count; and 
 
6.  Longitudinal Systems Analysis (LSA). 

 
C. CoC CORRECTIVE ACTIONS PROCESS 

1.  ANNUAL PROGRAM REVIEW. CoC funded programs or projects will be reviewed by the Performance 
and Evaluation Committee annually, with findings reported to the CoC Board.  

 
2. RESPONSES TO IMPROVE PROGRAM PERFORMANCE.  

a. Should the Board determine that a program is not meeting established performance measures, staff 
will notify the program or project in writing. The organization overseeing the program or project will 
have the opportunity to provide additional performance information within 30 days of receipt of the 
CoC notification.  

b. If the program or project’s performance is related to certain items as determined by the CoC Board, 
such as, late Annual Performance Report submissions, unused funding, low utilization, low exits to 
permanent housing, low scores on income measures, or alignment of program participation with 
wait list protocols, the CoC Board may place a program on probation to improve its performance. 

c. During the probationary period, the CoC will enter into a Performance Improvement Agreement 
with the program or project needing improvement, listing specific expectations and timeline. 
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d. CoC staff will facilitate technical assistance, as needed and available, as part of the Performance 
Improvement Agreement. The organization overseeing the program or project is responsible for 
requesting specific assistance in low-scoring performance areas and requesting clarifications from 
the CoC about performance measures and expectations. 

e. The length of the probationary period will be proposed by the Performance and Evaluation 
Committee, negotiated by CoC staff, and approved by the CoC Board. Extensions may be requested 
for extenuating circumstances and are subject to board approval. If the program or project does not 
fulfill the agreed-upon expectations included in the Performance Improvement Agreement, the 
Board may reduce funding or ranking, may reject future applications from that program or project 
for HUD CoC Program funds, or other remedies approved by HUD.  

 
 

D. DESIGNATING AND OPERATING A  
HOMELESS MANAGEMENT INFORMATION SYSTEM 

1. HMIS PURPOSE. The primary purpose of the CoC’s Homeless Management Information System (HMIS) is 
to aggregate data on homelessness across Marion and Polk counties to accurately describe the region’s 
scope and evaluate the effectiveness of efforts to reduce and end homelessness. The CoC uses HMIS to: 
a. Understand the characteristics and service needs of homeless people; 
b. Analyze how homeless people use services; 
c. Evaluate program effectiveness and outcomes; 
d. Improve access to and delivery of services for people experiencing homelessness; and 
e.  Strengthen community planning and resource allocation. 
 

2. DESIGNATED HMIS ROLES. Oregon Housing & Community Services (OHCS) is designated as the HMIS 
Lead Agency/Administrator. WellSky is the vendor that provides the licensed software for the HMIS 
system. Mid-Willamette Valley Community Action Agency is designated as the CoC region’s HMIS 
Coordination Entity, designated by the HMIS Lead to coordinate data collection and data analysis for the 
region. The CoC Board oversees the work of the HMIS partners. 

 
3. HMIS DECISIONMAKING AUTHORITY. HMIS decisions which affect local CoC operations are made by the 

HMIS Administrator, in consultation with the HMIS Users Workgroup and HMIS Coordination Entity. 
HMIS decisions which affect CoCs participating in statewide HMIS implementation will be made by the 
Oregon Multi-CoC Homeless Management Information System (HMIS) Governance Committee, with 
representation from each of the four member CoCs. The CoC Board will designate representatives to 
serve on the Governance Committee.  CoC staff will provide a summary of key decisions to the CoC 
Board at least annually. 

 
7. HMIS LEAD RESPONSIBILITIES. Oregon Housing & Community Services, as HMIS Lead, works closely with 

the CoC and is responsible for maintaining the CoC’s HMIS system in compliance with HUD standards. 
OHCS is responsible for coordinating the following activities: 
a.  Providing operation, security, maintenance, system auditing, and technical support of HMIS central 

hardware, software, and connectivity; 
b. Executing a written HMIS Participation Agreement with each HMIS Participating Agency, which 

includes the role, obligations, and authority of the HMIS Lead and the agency and requirements to 
comply with security, privacy, and data quality plans; 

c. Setting up and managing user accounts, access levels, and passwords; 
d. Providing technical and user support for HMIS software, including agency account set-up, system 

monitoring and testing, problem diagnosis and resolution, and routine software and information 
maintenance; 
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e. Working with Mid-Willamette Valley Community Action Agency, as the CoC region’s HMIS 
Coordination Entity, to provide and coordinate ongoing training and technical support for the 
system; 

f. Ensuring consistent HMIS participation by CoC and Emergency Shelter Grant (ESG)recipients and 
subrecipients; 

g. Maintaining and updating a Privacy Plan, Security Plan, and Data Quality Plan; 
h. Working with Mid-Willamette Valley Community Action Agency, as the CoC region’s HMIS 

Coordination Entity, to ensure the accuracy of data, including regularly assessing that all 
participating agencies are accurately and comprehensively capturing participant entry and exit dates 
and providing technical assistance to correct data quality challenges; 

i. Coordinating regular end user meetings; i.e., HMIS Users Workgroup and Agency HMIS 
Administrators meetings, to discuss software updates, data entry, report writing, and system 
management issues; 

j. Serving as point of contact for end user questions and concerns; 
k. Assessing compliance with the CoC’s HMIS Policies and Procedures Manual; 
l. Maintaining contact with the software product developer to ensure consistent and uniform 

communication among product support personnel and the community; 
m. Generating information on the community’s homeless and housing situation for community 

planning, advocacy, and funder reporting requirements; 
n. Assisting end users in the creation of custom reports and queries; 
o. Providing regular aggregate data reports to participating agencies, CoC staff, and the CoC Board; 
p. Reviewing and implementing product upgrades; 
q. Completing the Annual Longitudinal System Analysis Report; 
r. Conducting regular data quality checks and providing reports to the CoC Board; and 
s. Serving as the applicant to HUD for grant funds to be used for HMIS activities for the CoC’s 

geographic area, as approved by the CoC Board. 
 

5. PROVIDER PARTICIPATION. Any organization within the CoC geographic region that receives Continuum 
of Care Program and Emergency Solutions Grant (ESG) funds must participate in HMIS as an HMIS 
Participating Agency. In addition, the CoC encourages all providers of services to homeless individuals 
and families within the CoC geographic area, regardless of whether they receive CoC or ESG funds, to 
become an HMIS Participating Agency and include their data in HMIS.  

 
6. HMIS MANUAL. To ensure compliance with HUD requirements, the HMIS Lead, in collaboration with the 

HMIS Coordination Entity, HMIS Users Workgroup and other stakeholders, is responsible for developing 
and annually reviewing and updating the CoC’s HMIS Policies & Procedures Manual. The manual 
provides the framework for the ongoing operations of the HMIS system. It includes the CoC’s privacy, 
data quality, and security plans for the HMIS system. At any time, the HMIS Lead, HMIS Coordination 
Entity, HMIS Users Workgroup, or CoC Collaborative Committee may identify elements of policies or 
procedures or other HMIS-related plans that need to be revised. Recommendations for revisions are to 
be submitted to the HMIS Users Workgroup. The HMIS Lead will present the HMIS Policies & Procedures 
Manual to the CoC Board annually, or more frequently if significant substantive changes are proposed. 
 

E. PREPARING AN APPLICATION FOR FUNDS 
1. PURPOSE.  A major function of the Continuum of Care is to prepare and oversee the applications for CoC 

funds administered by HUD under the McKinney-Vento Homeless Assistance Act. The CoC Program is 
designed to assist individuals and families experiencing homelessness and to provide the services 
needed to help them move into housing, with the goal of long-term stability. The CoC Program funds 
important housing and services programs, such as permanent housing (including permanent supportive 
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housing and rapid re-housing), transitional housing, and supportive services programs. HUD CoC 
Program funds are granted annually based on a national competition following the release a Notice of 
Funding Opportunity (NOFO). Recipients of Emergency Solutions Grant funds, another homeless 
assistance grant administered under the McKinney-Vento Act, are required by HUD to coordinate with 
the CoC. The CoC addresses that requirement through coordinating with the ESG review and ranking 
process and ESG scoring tool development.  

 
2. COLLABORATIVE APPLICANT. The ORS 190 Entity, Mid-Willamette Valley Homeless Alliance, is 

designated as the CoC Collaborative Applicant and is responsible for leading and supporting all aspects 
of the annual HUD CoC NOFO application process, including submission of the Consolidated Application.  

 
3. PROJECT REVIEW PROCESS 

a. Immediately after HUD’s Continuum of Care Program NOFO is released, the Collaborative Applicant 
will coordinate and carry out the activities needed to successfully submit a Consolidated Application 
on behalf of the CoC. 

 
b. Tasks required for project review in preparation for NOFO submission include the following: 

i. Prior to the NOFO release, the Collaborative Applicant will develop a draft timeline for the NOFO 
process and design scoring tools and any corresponding local application materials to assist in 
the review and ranking of renewal and new project applicants. Review and ranking materials will 
take into consideration both local and HUD priorities. 

ii. Scoring tools and the draft timeline will be reviewed by the Performance and Evaluation 
Committee prior to the NOFO release and recommended to the CoC Board for approval. Upon 
NOFO release, CoC staff may revise NOFO materials which shall be ratified by the CoC Board. 

iii. Upon publication of the NOFO, the Collaborative Applicant will schedule and publicize a date 
and time for a Technical Assistance Workshop and finalize the timeline and priorities for the 
NOFO process.  

iv. Applicants will participate in the Technical Assistance Workshop. At the workshop, the 
Collaborative Applicant will present an overview of the NOFO and the process for reviewing and 
ranking local applications. The orientation will describe HUD application requirements, 
supplemental local application materials, the scoring tool, and applicable deadlines and dates. 
Applicants will also have an opportunity to ask questions. The CoC’s NOFO timeline and 
application materials will be posted in the CoC webpage. 

v. Applicants will complete and submit application materials by the established deadline. 
vi. Late applications will not be accepted. 
vii. As an exception to Article IV.D.3.b.vi., applicants with significant extenuating circumstances may 

submit a petition to CoC staff for an extension. Extensions require the approval of the CoC 
Board, or the CoC Executive Committee if delegated the authority for this purpose by the Board. 
It is anticipated that exceptions will be granted in very rare circumstances, and not applied in 
situations where advance planning could have resulted in the application being submitted 
timely. 

viii. Incomplete applications cannot be supplemented with more information or materials to reach a 
level of completeness, once submitted to the CoC for review and ranking, but must be 
completed prior to HUD submission, if selected for funding. 

ix. A subcommittee of the Performance and Evaluation Committee is appointed by the CoC Board 
to review and rank project applications, as described in Article II, Section E. Subcommittee 
members receive and review application and scoring materials prior to the subcommittee 
meeting, in preparation to score each program’s application. 

x. The subcommittee of the Performance and Evaluation Committee meets to jointly discuss and 
critique each application and may interview applicants as part of the meeting. If applicant 
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interviews are included in the review process, all applicants must have the opportunity for an 
interview. After discussion and any applicant interviews, subcommittee members individually 
score applications based on the scoring tools.  

xi. A preliminary ranked list is created by the following procedures: 
(a). A ranked list is prepared based on a composite of raw scores for each application. 
(b). Applications that do not meet certain threshold requirements, as detailed on the scoring 

tool, will not be included on the ranked list. 
(c). If the NOFO makes available bonus funds in a program area, the highest scoring eligible 

projects will be designated for bonus funding in those relevant program areas.  
xii. The CoC’s goals for priority funding are to promote high-performing projects in alignment with 

community and federal priorities. Scoring tools will reflect the community’s implementation of 
local and federal priorities, as determined by the CoC Board. 

xiii. Scores and subcommittee feedback on applications are sent to applicants, along with a 
reminder of the appeals process and deadline by the established deadline.  

 
4. REALLOCATION OF FUNDS. HUD encourages CoCs to reallocate funds from projects with substandard 

performance to higher priority community needs that also align with HUD priorities and goals. Prior to 
the release of the NOFO, the Performance and Evaluation Committee facilitates a reallocation 
discussion, in consultation with the CoC Collaborative Committee and CoC Board. Scenarios for potential 
reallocation decisions, based on the CoC’s gaps analysis and strategic plan, are provided to the 
Performance and Evaluation Subcommittee to consider during the ranking process. Final reallocation 
decisions are approved by the CoC Board.  
 

5. APPEALS.  
a. APPEALS COMMITTEE. As described in Article II, Section E, appeals are considered by the Appeals 

Committee or Executive Committee, as designated by CoC Board. The Appeals Committee will be 
established only if an applicant requests an appeal. 

 
b. ELIGIBILITY TO APPEAL. Eligible applicants have the opportunity to appeal both their scores and 

preliminary rankings prior to the ranked list being finalized and approved by the CoC Board.  
i. The following applicants are eligible to appeal: 

(a). An applicant that receives less funding than applied for; 
(b). An applicant that is ranked below Tier 1; 
(c). An applicant that is ranked in the bottom third of Tier 1; 
(d). An applicant that believes its score is not reflective of the application information provided; 

or 
(e). An applicant that can describe bias or unfairness in the process that warrants the appeal. 

ii. Applicants that have not met the threshold requirements are not eligible to appeal. 
 
c. APPEALS PROCESS 

i. Appeals must be received in writing with supporting documentation by the established 
deadline. 

ii. Notices of appeal must be based on the information submitted by the application deadline. No 
additional or new information will be considered. 

iii. The notice of appeal must include a written statement specifying in detail the grounds and 
rationale asserted for the appeal.  

iv. Valid appeals will be read, reviewed, and evaluated by the Appeals Committee, that will meet to 
consider and deliberate appeals, based on the applicant’s appeal statement and the application 
materials that the applicant originally submitted to the CoC. 
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v. The Appeals Committee will make modifications to the preliminary list, based on the results of 
the appeals process. Appeals Committee decisions must be supported by a 2/3 majority vote. 

vi. The appealing agency will receive a written decision of the Appeals Committee within two (2) 
business days of the Appeals Committee meeting. 

vii. Appeals Committee decisions result in the final prioritized list submitted for approval to the CoC 
Board.  

 
6. FINAL PRIORITIZED LIST OF APPLICATIONS 

a. A final ranked project list is submitted to the CoC Board for review and approval after appeals have 
been determined and the Appeals Committee has made any modifications to the preliminary 
prioritized list. Board members with a conflict of interest must recuse themselves from all related 
discussions and abstain from voting on the final priority list. As stated in Article II, Section A, and 
Article III, board members with conflicts of interest are subject to removal from the Board. 

b. The Collaborative Applicant submits the CoC’s approved Consolidated Application to HUD prior to 
the HUD NOFO deadline. 

c. Conditional award funding is typically based upon the prioritized list of Project Applicants that is 
submitted; however, actual awards and award amounts are determined by HUD. 

 
F. COORDINATED ENTRY 

The CoC Board endorses the Coordinated Entry System Handbook for Marion and Polk counties, dated 
November 2019, and incorporates the handbook into this governance charter.  
 

G. PERFORMANCE MONITORING AND REVIEW PROCESSES 
The CoC Board endorses the Performance Monitoring and Review Processes for CoC-funded and ESG-
funded projects, dated September 27, 2021, and incorporates the document into this governance 
charter. 
\ 
 

 

ARTICLE V. CoC ADMINISTRATIVE POLICIES 
 

 
1. LETTERS OF SUPPORT POLICY. 
The Mid-Willamette Valley Homeless Alliance will consider letters of support for grant applications, 
awards, and similar projects that align with the Alliance’s strategic plan. Requests for letters of support 
related to local land use issues will not be considered. 
 
Letters of support require approval by the CoC Board of Directors or Executive Committee. Applications 
with tight timeframes may request an emergency letter from the chair; however, if the requesting 
agency could have complied with the established process by advance planning, the Alliance may decline 
the request.  
 
The Alliance encourages coordination and collaboration among service providers and may deny requests 
for letters of support if there are competing applications within the CoC region. 
 
Adopted September 10, 2020 
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Addition to the policy related to letters of support 
The Alliance board chair may provide a letter of support on Alliance letterhead in an emergency 
situation. An emergency situation is defined as when a grant opportunity deadline occurs between 
scheduled meetings of the Executive Committee or CoC Board of Directors and the grant deadline makes 
it impractical for the requested letter to be brought before either body for approval. 
 
A situation does not meet the definition of an emergency if the requester of the letter could have 
complied with the established process by advance planning. 
 
A letter of support provided by the chair under emergency circumstances will be ratified by the 
Executive Committee or CoC Board of Directors, or both, at the next scheduled meeting. 
 
Adopted January 14, 2021 
  
2. GRANT POLICY. 
The ORS 190 Entity supports the Mid-Willamette Valley Homeless Alliance (“Alliance”) in accomplishing 
duties outlined in the CoC Governance Charter. The Alliance has undertaken significant responsibilities 
to prevent and end homelessness. Multiple committees meet each month to move the work forward. 
The board and committees require staff support to engage stakeholders to align services, improve and 
expand data collection, implement best practices, communicate with internal and external audiences, 
and prepare reports, the annual NOFO application, and other documents. 
 
ORS 190 Entity contributions support this work but are not sufficient to cover staff support needed to 
meet federal, state, and local expectations. From time to time, grant opportunities become available 
through public, private, foundation, and other sources. This policy sets forth the ORS 190 Entity 
protocols for grant applications and awards. 
 
Grant Applications 
The ORS 190 Entity Board of Directors acknowledges that grant application opportunities often become 
available on short notice and with quick turnaround times. The board desires that staff has maximum 
flexibility in applying for grants. Two key principles undergird the decision to apply for a grant:  
 
(1) The grant to support Alliance work should not compete with other community organizations seeking 
the same grant funding for housing or homeless services. 
 
(2) The grant opportunity should support work already articulated in the Alliance’s approved strategic 
plan. Alliance strategic goals and objectives should drive grant applications; and grant funding should 
not drive the Alliance’s work. 
 
With those two principles in mind, Alliance staff may apply for grants without prior board authorization 
if the following conditions are met. 
 
a. Local match is not required or can be found within the Alliance’s approved annual budget. 
b. There is no continuing commitment of local funds past the grant period. 
c. The program scope is within the Marion-Polk Continuum of Care geographic region. 
d.  The grant guidelines do not require a public hearing or board authorization. 
e. The ORS 190 Entity will serve as fiscal agent for the grant. 
f. The requested grant amount (or per year amount for grants covering multiple years) does not 

exceed the Alliance’s approved annual budget. 
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Under circumstances where staff submits a grant application on behalf of the ORS 190 Entity, staff 
should immediately report that application to board leadership and then report the submission to the 
Board at its next scheduled meeting.  
 
Staff shall seek prior board authorization for grant applications if the following conditions are present. 
 
g.  Local match requirements cannot be identified within the Alliance’s approved annual budget. 
h. Commitments of local funds extend past the grant period. 
i. The program scope extends beyond the Marion-Polk geographic region. 
j. Grant guidelines require a public hearing and/or board authorization. 
k. The ORS 190 Entity is being asked to share legal responsibilities with other agencies, even if a 

formal agreement is not required. 
l. The requested grant amount (or per year amount for grants covering multiple years) exceeds 

the Alliance’s approved annual budget. 
 
Under circumstances where prior board authorization is required for a grant application, staff should 
notify board leadership and place the item on the agenda of the next board meeting. The Board may call 
a special meeting or delegate authority to the chair and vice-chair to approve a grant application should 
an application deadline fall prior to the next scheduled board meeting. 
 
Grant Awards 
Upon notice of a grant award, staff will immediately notify board leadership. All grant awards require 
board approval before accepting the funds. 
 
Adopted November 12, 2020 
 
 
 

 

ARTICLE VI. CoC POLICIES AFFECTING PROGRAMS 
 

 
1. ANTI-DISCRIMINATION POLICY. 
In accordance with applicable state and federal regulations, the Mid-Willamette Valley Homeless 
Alliance, the Continuum of Care (CoC) for Marion and Polk Counties, is a non-discriminatory 
organization. It is the policy of the CoC to eliminate discrimination based on race, ethnicity, religion, 
color, sex, marital status, familial status, national origin, age, creed, mental or physical disability, sexual 
orientation, gender identity, and source of income. All CoC members and CoC-funded providers are 
required to adhere to anti-discrimination policies, including not denying admission to or separating any 
family members from other members of their family or caregivers based on any protected classes under 
the Fair Housing Act, and consistent with 24 CFR 5.105(a)(2)—Equal Access to HUD-Assisted or HUD-
Insured Housing.  
 
The CoC and its partners will take all necessary steps to ensure that housing and services are 
administered in accordance with all applicable federal and state civil rights laws, including, but not 
limited to: 
• Title VIII of the Civil Rights Act of 1968 (Fair Housing Act, 42 U.S.C. §§ 3601-19), as amended, which 
prohibits discrimination in the sale, rental, and financing of dwellings, and in other housing-related 
transactions, because of race, color, religion, sex, familial status, national origin, and disability; and also 



20 
 

requires that all federal programs relating to housing and urban development be administered in a 
manner that affirmatively furthers fair housing; 
• Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. § 794), which prohibits discrimination on the 
basis of disability in any program or activity receiving federal financial assistance; 
• Title VI of the Civil Rights Act of 1964 (42 U.S.C. § 2000d-1), which prohibits discrimination on the basis 
of race, color, or national origin in programs and activities receiving federal financial assistance;  
• Title II of the Americans with Disabilities Act of 1990 (42 U.S.C. §§ 12131 – 12165), which prohibits 
discrimination based on disability in programs and activities provided or made available by public 
entities, including housing-related programs and activities of public entities, such as public housing, 
housing assistance and housing referrals; 
• Title III of the Americans with Disabilities Act of 1990 (42 U.S.C. § 12181 – 12189), which prohibits 
discrimination based on disability in the goods, services, facilities, privileges, advantages, and 
accommodations of places of public accommodations owned, leased, or operated by private entities;  
• Section 109 of Title I of the Housing and Community Development Act of 1974 (42 U.S.C. § 5309) 
which prohibits discrimination on the basis of race, color, national origin, sex, and religion in any 
program or activity funded in whole or in part under Title I of the Community Development Act of 1974, 
which includes Community Development Block Grants; 
• Violence Against Women Act (42 U.S.C. § 14043e–11) which provides housing protections for victims 
of domestic violence, dating violence, sexual assault, and stalking in HUD housing programs and also 
requires the establishment of emergency transfer plans for facilitating the emergency relocation of 
certain tenants who are victims of domestic violence, dating violence, sexual assault, or stalking; 
•Age Discrimination Act of 1975 (42 U.S.C. §§ 6101 – 6107) which prohibits discrimination on the basis 
of age in programs and activities receiving federal financial assistance; and 
• HUD’s Equal Access to Housing in HUD Programs Regardless of Sexual Orientation or Gender Identity 
(2012 Equal Access Rule), including the Equal Access in Accordance with an individual’s Gender Identity 
in Community Planning and Development Programs (2016 Gender Identity Final Rule), which prohibits 
discrimination based on sexual orientation, gender identity, and marital status. CoC members and CoC-
funded providers shall ensure that LGBT individuals and families receive supportive services, shelter, and 
housing free from discrimination. 
 
Adopted June 11, 2020, and amended October 14, 2021 
 
2. STREET OUTREACH POLICY. 
Purpose of the Street Outreach Policy  
The Mid-Willamette Valley Homeless Alliance (the Continuum of Care or “CoC”) seeks to facilitate and 
support robust, well-coordinated Street Outreach efforts that engage unsheltered individuals and 
families throughout the region. The purpose of this policy is to provide common language and clarity 
about the focus, scope, and practices related to Street Outreach activities within the region served by 
the CoC.  
 
Focus of Street Outreach 
Street Outreach aims to 1) meet immediate and critical health and safety needs of unsheltered 
individuals and families, and 2) engage unsheltered individuals and families and assist them to access 
shelter, housing, and other critical resources. 
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Definitions/Terms 
Unsheltered 
Individuals and families with a primary nighttime residence that is a public or private place not 
meant for human habitation, including but not limited to a vehicle, park, abandoned building, or 
sidewalk. 
Street Outreach Worker 
An individual affiliated with an agency or organization that seeks to meet the immediate and 
critical health and safety needs of unsheltered individuals and families, and/or engage 
unsheltered individuals and families and assist them to access shelter, housing and other critical 
resources. 
Street Outreach Manager 
A supervisor of Street Outreach Workers, responsible for designing, directing, and evaluating an 
outreach program that seeks to meet the immediate and critical health and safety needs of 
unsheltered individuals and families, and/or engage unsheltered individuals and families and 
assist them to access shelter, housing, and other critical resources. 
Coordinated Entry System  
The Coordinated Entry System standardizes the way individuals and families at risk of 
homelessness or experiencing homelessness access, and are assessed for and referred to the 
housing and services that they need for housing stability. The components of the Coordinated 
Entry System include 1) access, 2) assessment, 3) prioritization, and 4) referral. HUD requires 
CoCs to have a centralized or coordinated entry system. The Mid-Willamette Valley Homeless 
Alliance (the CoC) has designated Mid-Willamette Valley Community Action Agency as the 
manager of the CoC’s Coordinated Entry System. 
Homeless Management Information System (HMIS) 
The Homeless Management Information System (HMIS) is used to collect unduplicated counts of 
individuals and families experiencing homelessness, track services provided, and support 
community needs analyses and identification of funding priorities. HUD requires CoCs to have a 
Homeless Management Information System and an HMIS Lead Agency. Oregon Housing and 
Community Services (OHCS) is the HMIS Lead Agency for the Mid-Willamette Valley Homeless 
Alliance (the CoC). OHCS has designated Mid-Willamette Valley Community Action Agency as 
the CoC’s HMIS Coordination Entity.  
 

Scope of Street Outreach 
Collectively, Street Outreach efforts will contact and engage unsheltered individuals and families 
throughout the Marion and Polk county region, including cities, towns, and unincorporated areas. 
Geographic coverage will be assessed annually, and plans for continuous improvements updated.  
 
Street Outreach Practices  
The following practices will guide the Street Outreach activities within the region served by the Mid-
Willamette Valley Homeless Alliance (the CoC). 

 
Communications 
Street Outreach Workers will  
1) Participate in regularly scheduled Coordinated Outreach networking meetings; and  
2) Use the Basecamp application for real-time communication about needs, available 

resources, and sharing other relevant information.  
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Coordinated Scheduling 
Street Outreach Workers will coordinate schedules and otherwise align efforts to assure an 
equitable distribution of resources and efforts to connect with and engage individual families 
throughout the region. Individual agencies will share their team’s schedule with other agencies, 
and collaborative “all call” outreach times will be scheduled. For example, this was the 
collaborative outreach schedule in April 2021: 

Mondays: AWARE Food Bank - Woodburn; 10am-12pm (Shower Truck 10am-2:00pm) 
Tuesdays: Cascades Gateway Park; 10am-12pm 
Wednesdays: Market Street Camp; 10am-12pm 
Thursdays: Wallace Marine Park; 10am-12pm 
Check Basecamp for the current schedule. 

Shared Supplies 
Outreach Teams will cooperate and share supplies to help meet the needs of unhoused 
individuals and families throughout the region. Agencies with the capacity to store supplies will 
serve as collection sites for community donations, with the philosophy that the supplies are for 
the equitable benefit of all unhoused neighbors, and not just the people that the one agency 
reaches. 
Training 
Street Outreach Managers will jointly develop and assure delivery of “basic training” for Street 
Outreach Workers throughout the region, as well as supplemental training to address site-
specific and/or population-specific issues.  
Street Outreach Role with Coordinated Entry 
Street Outreach Workers will 1) connect unhoused neighbors with the CoC’s Coordinated Entry 
Assessment Team and 2) facilitate updates to client data to assure accurate information is used 
to address the client’s current needs. Street Outreach Workers will participate in the CoC’s 
Coordinated Entry general training, as well as their specific role related to Coordinated Entry. 
Documenting Street Outreach Contacts in HMIS 
The CoC’s goal is to have all Street Outreach contacts documented in the Homeless 
Management Information System (HMIS). Agencies will develop capacity to participate in HMIS, 
and the CoC will provide training, licenses, and technical assistance for effective data collection. 
Programs with CoC and ESG funding are required to participate in HMIS. 
Collaborative Planning  
Street Outreach Managers will participate in monthly planning meetings to develop training, 
give and receive updates, address emerging needs, and identify ways to improve and extend 
Street Outreach throughout the region. 
 

Adopted June 10, 2021 
 
3. ELIGIBILITY FOR EDUCATIONAL SERVICES POLICY. 
CoC-funded projects that serve homeless families with children or unaccompanied youth must have 
policies and practices in place that are consistent with the laws related to providing education services 
to children and youth, including Subtitle VII-B of the McKinney-Vento Act, reauthorized in 2002 and 
cross-referenced as Title X, Part C of the Elementary and Secondary Education Act, as amended.  
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Recipients of CoC Program funds shall: 
a. designate a staff person to ensure that children and youth program participants are enrolled in 

school; 
b. consider the educational needs of children when placing families in emergency or transitional 

shelter and, to the maximum extent practicable, place families with children as close as possible to 
their school of origin so as not to disrupt the children’s education; 

c. inform families with children and unaccompanied youth of their eligibility for education services, 
including early childhood programs such as Head Start; Part C of the Individuals with Disabilities 
Education Act; McKinney-Vento education services; and Title I-funded educationally-related services 
that may include tutoring, counseling, school and hygiene supplies, and clothing support services;  

d. place posters about the educational rights of homeless children and youth, including local 
McKinney-Vento liaison contact information, in facilities serving families and youth; and 

e. maintain documentation in program participant case files to demonstrate that these requirements 
have been met and that applicants and participants understand their rights. 
 

The CoC will: 
a. collaborate with school districts to assist in the identification of homeless families, and inform 

homeless families and youth of their eligibility for McKinney-Vento education services; 
b. promote policies and practices among CoC members that are consistent with, and do not restrict the 

exercise of rights provided by, the education subtitle of the McKinney-Vento Act, and other laws 
relating to the provision of educational and related services to individuals and families experiencing 
homelessness;  

c. provide educational materials to CoC-funded providers and other CoC members; 
d. conduct training opportunities on the McKinney-Vento Act and related educational services; and 
e. develop agreements with school districts to establish protocols for student identification, service 

referrals, and data or information sharing. 
 

Adopted October 14, 2021 
 
4. PERSONS WITH LIMITED ENGLISH PROFICIENCY POLICY. 
The CoC and partner agencies will take reasonable steps to ensure meaningful access to their programs 
and activities for persons who are limited in their English proficiency, regardless of national origin. Such 
steps may include translating marketing materials and documents essential to providing services into 
languages prevalent in the community, as well as providing language assistance while providing services, 
including oral and written translation, where appropriate. 
 
Adopted October 14, 2021 
 
5. RAPID REHOUSING STANDARDS 
The CoC Board approved the Emergency Rapid Re-Housing Standards on November 4, 2021 and 
incorporates the standards into this governance charter.  
 
6. PERMANENT SUPPORTIVE HOUSING STANDARDS 
The CoC Board approved the Emergency Permanent Supportive Standards on November 4, 2021 and 
incorporates the standards into this governance charter.  
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ARTICLE VII. CHARTER AMENDMENTS 
 

 

1. PROCESS. This governance charter may be amended at any CoC Board meeting by a 2/3 majority vote of 
the appointed, voting board membership. Copies of proposed amendments will be available for review 
at least one week prior to the board meeting at which the proposed amendments are considered.  The 
Board will seek prior review and recommendation by the CoC Collaborative Committee of any 
amendments to the charter, unless circumstances require an immediate change. In the latter situation, 
CoC staff will provide an explanation of the circumstances and provide opportunity for comments and 
input prior to and as part of the board meeting. 
 

2. FREQUENCY OF REVIEW. The CoC Collaborative Committee and CoC Board will review this charter 
annually.  

 
 
Revision to add Emergency RRH and PSH standards approved, 11.4.21 
Annual review/revisions approved, 10.14.21 
Revision to add PacificSource as member approved, 7.08.21 
Annual review/revisions approved, 10.08.20 
Ratified by MWVHA Board of Directors, 2.13.20 
Approved by CoC Development Council, 10.24.19 
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History 

 

 

 

In the summer of 2016, the ARCHES Project (the homeless services division of the Mid-
Willamete Valley Community Ac�on Agency) began to develop a coordinated entry system for 
Marion and Polk coun�es.  Prior to the development of this system, most homeless services in 
the region were accessed on a first-come, first-served system, or by case manager referrals to 
services.  These systems were inadequate to address a large and growing chronically homeless 
popula�on.  Of note, there was no methodology to base housing placements on the concepts of 
vulnerability nor much effort made to make appropriate placements by need level.  Instead, the 
results were generally that lower needs individuals were housed ahead of higher needs 
homeless clients, and the chronically homeless rate increased to twice the expected na�onal 
average.   

In October of 2016, ARCHES abandoned its older access system in favor of a philosophy of 
Coordinated Assessment, which was designed to use a single door methodology, combined with 
extensive outreach, to make sure that every homeless client in Marion and Polk Coun�es were 
counted, assessed for vulnerability, and entered into the Coordinated Entry System.  The new 
system made use of the VI-SPDAT suite, along with addi�onal assessment methodologies 
including the Vulnerability Assessment Tool (VAT).  The data generated by these assessment 
methodologies and expanded demographic data collec�on gave the region more than 700,000 
data points on the homeless popula�on by November of 2019.  It also paved the way for a much 
more integrated homeless services system, with all HUD homeless placements and most other 
housing placements using the single Coordinated Assessment Referral System by the summer of 
2019.  This work also led directly to the City of Salem’s first atempt to use its housing authority 
as the city’s primary homeless service’s arm.  In the summer of 2017, the City of Salem created 
the Homeless Rental Assistance Program at the Salem Housing Authority, which used the 
Marion-Polk Coordinated Entry System to house the highest needs chronics in the community, a 
project which has now housed more than 175 chronically homeless clients in the past 2.5 years. 
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Mid-Willamette Valley Community Action Agency  

ARCHES Coordinated Entry 

 

 
 

Affirmative Fair Housing Marketing Plan 

 

The Mid-Willamette Valley Community Action Agency Coordinated Entry is committed to the 
goals of non-discrimination and equal access, and to affirmatively furthering fair housing.  The 
program has established procedures to affirmatively market housing opportunities offered 
through the Coordinated Entry program.    
 

The program will not discriminate against any individual or family because of race, color, 
national origin, religion, gender, disability, familial status, sexual orientation/gender identity, 
source of income, or domestic violence. Reasonable accommodations will be offered to all 
disabled persons who request them at any time during the application or selection process, and 
throughout program involvement. 

Targeting 

The program spans Marion and Polk counties.     

Outreach / Methods for informing the public 

1. Engagement and involvement in community collaborations and meetings, which include 
representation from organizations and programs providing services to underserved 
populations.  The meetings provide the opportunity for community providers and 
stakeholders to network, educate, and provide updates with other advocates and providers 
serving the homeless and at-risk populations.  The meetings have representation from a vast 
array of providers serving underserved populations. The Coordinated Entry program will 
provide program updates at the following meetings, including providing copies of program 
flyers and application paperwork.   

o The Emergency Housing Network (EHN), run by Salem Housing Authority, meets 
monthly and covers Marion and Polk counties.  In addition, EHN offers the 
opportunity for providers to advertise agency events and updates in a monthly 
newsletter which is emailed out to the entire network.  Between meetings, 
electronic communications are used to disburse information to the network.   
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2. The program participates in the Salem-Keizer Community Connect and Polk County 

Community Connect events held annually.  The events offer the opportunity to connect 
directly with individuals and families in need and also to connect with other service providers 
to network.   
 

3. The program advertises services through 211.  Individuals seeking assistance can contact 211 
via telephone or the internet to access resource information.   

 

4. MWVCAA provides detailed information on programs and services offered via the agency 
website - http://mycommunityaction.org/.  The program will provide up-to-date information 
regarding the program description, eligibility criteria, and notices for open application cycles 
on the website.   

 
Marketing Materials 

All program flyers, application paperwork, and the agency website will include the “Equal 
Housing Opportunity” logo or slogan.  
 
The Fair Housing Poster will be prominently displayed in the lobby of all locations that 
Coordinated Entry program is operated, and an Equal Housing Opportunity flyer will be posted 
in all staff offices and meeting spaces where clients frequent. 
 
All applicants will be informed of their fair housing rights and educated on how to contact the 
Fair Housing Council of Oregon as part of the intake/enrollment process.  The Equal Housing 
Opportunity logo is included on all paperwork.   
 

Access 

In Marion and Polk Coun�es, Individuals and households that are homeless or are in danger of 
losing their housing can gain access to services at the following loca�on. 

ARCHES located at 615 Commercial St NE Salem OR 

Every individual or household seeking services will meet with an assessment specialist who will 
conduct a Coordinated Entry assessment using the following tools. 

• Mutual Respect Policy 

• ROI/Liability explana�on and signature 

• Base assessment 

• VI-SPDAT/ Preven�on VI-SPDAT 

http://mycommunityaction.org/
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The ARCHES loca�on is wheelchair accessible with several mee�ng rooms available to meet the 
needs of the individuals. Individuals and households that are unable to make it to the ARCHES 
loca�on can request that an assessment team member meet with them at a site that is closer 
to their loca�on. Community partners can request blocks of �me for assessment team 
members to come to their loca�on and conduct assessments. 

Every individual or household seeking services will be assessed regardless of age, familial status, 
domes�c violence status, or veteran status.  

If an emergency situa�on arises that an individual/family needs an emergency assessment, they 
can request that one be done by asking the ARCHES Coordinated Entry Specialist for an 
excep�on.  

In the event that a person cannot meet with an assessor in the scheduled �me slots, a 
community partner can request an offsite assessment. 

Emergency Access Points are also available throughout Marion/Polk coun�es with trained 
assessors.  

Outreach 

Mid-Willamete Valley Community Ac�on Agency’s Community Resource Program (ARCHES) 
will partner with agencies in Marion and Polk Coun�es to provide assessments and referrals to 
partnering agencies clients that are homeless or at risk of being homeless. ARCHES assessment 
team will work with the agency to schedule a �me and loca�on that will allow as many of the 
partnering agencies clients access to the ARCHES assessment team. The assessment team will 
meet with the clients and based on their housing status follow the proper assessment and 
SPDAT procedures. The assessment team member will then place the individual in HMIS and on 
the correct interest list.   

ARCHES will partner with other outreach programs and to make contact with individuals and 
households that are living in camps or are sleeping on the streets. The assessment team will 
take with them the necessary paperwork to be able to conduct assessments out in the field. 
These documents include: 

• Mutual Respect Form 

• Release of Informa�on/Waiver of liability 

• Base Assessment 

• VI-SPDAT for singles 

• F-VI-SPDAT for families 
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All assessments completed during outreach will be entered into HMIS within three days and 
enrolled on the By Name Interest List with the date the assessment was completed in the field. 
Any individual or family seeking services will be assessed at the field loca�on, regardless of age, 
domes�c violence status or veteran status. 

Mid-Willamete Valley Community Ac�on Agency’s Community Resource Program (ARCHES) 
will partner with agencies and groups in Marion and Polk Coun�es to provide informa�ve staff 
trainings on the Coordinated Entry process. Any agency or group in Marion and Polk that would 
like to par�cipate in the Coordinated Entry system should contact the ARCHES Coordinated 
Entry Specialist and request a training. The Coordinated Entry Specialist will work with the 
assessment team to develop available �mes and schedule the training. 

 
Emergency Services 

 
 
Mid-Willamette Valley Community Action Agency, “ARCHES,” and the Community Resource 
Program does not offer emergency services such as; emergency shelters, crisis hotlines, and 
short-term residential programs. The assessment team will make the proper referral to the 
emergency services that the community offers and provide the correct contact information and 
procedures for gaining entry. Each household or individual will leave with the following: 
 

• An individualized referral sheet with appropriate services specific to their need. 
• Resource Packet 
• Rent education packet 
• Access to a mailbox 

 

Assessment Protocols 

This is the breakdown of how to determine which assessment process to use when scheduling 
or conduc�ng assessments. 

Scheduling Appointments: When a person or persons request an assessment  

1. The front desk will ask who is requesting assessment 
a. If it is a single person they will schedule the assessment 
b. If there is more than one person in the household front desk staff will ask 

i. If they are legally married or if they share a minor child 
1. If yes to either question schedule an assessment for the whole 

household  
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2. If no to both questions each adult needs a separate assessment 
scheduled. If there is a minor child they will be assessed with their 
legal guardian or parent. 

Comple�ng the assessment: When the assessor sits down with the person or persons 

1. They will determine where the person or persons slept the night before or where they 
sleep 51% of the time. 

a. If they are sleeping outside, in a car, emergency shelter or fleeing DV the 
assessor will conduct the assessment using the VI-SPDAT as the assessment tool. 

i. If there is a minor child in the household the assessor will do one            
VI-FSPDAT on the head of household’s base assessment that will 
encompass all members of the household. 

1. If there is 2 adults in the household that are both parents of the 
minor child then the assessor will  

a. Put the household on the interest list as one household 
b. Create one shared file for all members of the household 

2. If there are 2 adults in the household and one is not the parent of 
the minor child then the assessor will  

a. Assess the parent and minor child as one household 
i. Add information to the interest list  

ii. Create file 
b. Assess the other adult as a single 

i. Add information to the interest list 
ii. Create file 

ii. If there is no minor child each adult will be assessed separately using the 
VI-SPDAT. 

1. If they are not legally married they will be treated as 2 separate 
adults. The assessor will 

a. Conduct the assessments separately 
b. Put each of them separate on the interest list  
c. Create a separate file for each one 

 
b. If they are sleeping at a friend or family members house or are at eminent risk of 

losing stable housing 
i. The assessor will ask if they are over 58, a veteran, or have minor 

children in the house. 
1. If they answer no to all of those questions, the assessor will give 

them a denial letter with possible other resources 
2. If they answer yes to any of the questions the assessor will us the 

PR-VI-SPDAT as the assessment tool. 



8 
 

a. Any households that have a minor child will receive the 
PR-VI-FSPDAT on the head of households base assessment 
that will encompass all members of the household 

b. Any households that qualify but do not have a minor child 
will receive the PR-VI-SPDAT. Only one PR-VI-SPDAT will be 
conducted on the head of household. 

c.  

Capacity 

In an effort to provide all individuals/families at the highest level of service the ARCHES 
Coordinate Entry has established guidelines to make sure that the assessment team is able to 
beter serve everyone seeking services. 

Assessments will be conducted Monday- Thursday from 8:30-3pm. ARCHES will atempt to have 
two scheduled assessors each of these days. When ARCHES has two assessors, ARCHES will 
conduct a max of 16 assessments for that day. Assessments will be taken in a first come first 
serve basis and when the 16th assessment is taken all subsequent individuals/families seeking 
services will be asked to come back the next day. 

If a situa�on arises that ARCHES only has one assessor available, ARCHES will conduct a max of 
8 assessments for that day. Assessments will be taken in a first come first serve basis and when 
the 8th assessment is taken all subsequent individuals/families seeking services will be asked to 
come back the next day. 

If an emergency situa�on arises that an individual/family needs an emergency assessment, they 
can request that one be done by asking the ARCHES Coordinated Entry Specialist for an 
excep�on.  

Front Lobby 

In order to ensure that the communica�on from the front lobby and assessors remains 
consistent the following standards will be put into place. There will be a daily Coordinated Entry 
Schedule in Outlook that will have scheduled assessment appointments with the name of that 
days assessors, 

When an individual/family is seeking an assessment the front lobby team will 

1. Check to see if there are assessment slots still available in Outlook 
a. If there are they will 

i. Put their name and family size in the scheduled time 
ii. Inform the individual/family of their scheduled time 

b. If there are no assessment slots available they will 



9 
 

i. Inform the individual/family that there are no more slots available and 
ask them to come back the next day. 

In the event that a person cannot meet with an assessor in the scheduled �me slots, a 
community partner can request an offsite assessment. 

 

Safety 

Any individual or household seeking services for housing that are fleeing or atemp�ng to flee 
domes�c violence or a human trafficking situa�on are guaranteed that, wherever they are 
seeking services, they will be given the opportunity to access services safely.  

The assessment team member will allow any adults in a household to be assessed separately so 
that they can maintain confiden�ality and allow all adults in the household the opportunity to 
access vic�m services. 

The assessment team member will inform the client that they will be asking ques�ons about 
domes�c violence, HIV/Aids status, physical health, and mental health. The assessment team 
member will inform the client that they are not required to answer any ques�on, and the 
refusal to answer any ques�on will not disqualify them from services.  

The assessment team member will inform the client of their privacy rights, especially that they 
are not required to enter their informa�on into the HMIS computer data base. In cases where 
clients state a privacy concern over data collec�on methods, ARCHES will maintain paper copies 
of their informa�on, and follow safety procedures so that clients will maintain their spot on the 
By Name Interest List and access services.  

If an individual or household does not want their informa�on put into HMIS the assessment 
team specialist will do the following 

1. Go over the Mutual Respect Policy and request that all adults in the household sign it 
2. Cover the ROI/Liability explanation and signature and request that all adults in the 

household sign it 
3. Conduct the Base assessment 
4. Administer the proper VI-SPDAT/ Prevention VI-SPDAT for the household’s situation. 
5. Create a file with the paper forms and the client information 
6. Enter the household to the proper waitlist 
7. Place the file in the proper file cabinet based on interest list  

If an individual does not want their informa�on put to HMIS or the interest list the assessment 
team will do the following 

1. Go over the Mutual Respect Policy and request that all adults in the household sign it 
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2. Cover the ROI/Liability explanation and signature and request that all adults in the 
household sign it 

3. Conduct the Base assessment 
4. Administer the proper VI-SPDAT/ Prevention VI-SPDAT for the household’s situation. 
5. Create a file with the paper forms and the client information 
6. Enter the household to the proper waitlist but instead of putting in their demographics 

they will do the following 
• Put the first initial of the first name and the first initial of the second name  
• Add the proper SPDAT score 
• Add information about length of homelessness and chronic status 

7. Place the file in the file cabinet specific to this group 

When a program requests individuals/households for programs and one of these households is 
eligible the assessment team will copy the file and give it to the program informing them that 
the household has opted out of having their informa�on in HMIS or the interest list  

Data Management 

Homeless Management Informa�on Systems 

ARCHES Coordinated Entry program and all of its programs use a web-based Homeless 
Management Informa�on System (HMIS) called Service Point to gather par�cipant informa�on. 
Homeless Management Informa�on Systems (HMISs) are community wide so�ware solu�ons 
that are designed to capture client-level informa�on over �me on the characteris�cs and 
service needs of individuals and families experiencing homelessness. In response to a 
congressional direc�ve, the department of Housing and Urban Development (HUD) has 
required all Con�nuums of Care (COCs) across the country implement HMIS at a local level.  The 
Primary goal of HMIS is to beter understand the scope and dimensions of homelessness locally 
and na�onally in order to address the problem more effec�vely.  Through the implementa�on 
of advanced technology HMIS also directly benefits service providers and homeless clients by 
providing more efficient and coordinated services. 

The local HMIS is operated through the Service Point System, a web based Client Informa�on 
System that provides standardized assessment of client’s needs, create individualized service 
plans and records the use of housing services. This centralized data system is designed to meet 
data collec�on and business processing needs of Oregon Housing and Community Services 
(OHCS), Community Resources Division (CRD), and its partners.  

Inpu�ng Data in Service Point-HMIS 

ARCHES Coordinated Entry staff input par�cipant informa�on in HMIS within 72 hours of 
assessment. Par�cipant informa�on is updated at the par�cipant’s request, as relevant. This 
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can include change of homeless status, address, phone number, and household structure 
changes.  

By Name Interest List 

Mid-Willamete Valley Community Ac�on Agency’s Community Resource Program (ARCHES) 
will maintain the Coordinated Entry by Name Interest List for Marion and Polk coun�es. The 
informa�on gathered by the assessment process will be used to create entries onto By Name 
Interest List. The By Name Interest List and the informa�on gathered will be used to make 
appropriate referrals to ARCHES housing programs and community partners. 

The by name interest list is kept on Office 365 SharePoint file. SharePoint is a HIPPA compliant 
cloud sharing program that allows for only 8 staff members of Mid-Willamete Valley 
Community Ac�on Agency to access the demographics shared on the interest list. The staff 
members that have access to the list are ARCHES Director, HUD programs manager, 
Coordinated Entry Specialist, Coordinated Entry assessment team members, and IT staff.  

 

All individuals and households seeking services will be given the op�on to opt out of sharing 
their informa�on on the HMIS system and the By Name Interest List at the �me of assessment 
into the Coordinated Entry System. They will s�ll be given the opportunity to receive services 
and will not be limited access because of it. Those that opt to have their informa�on entered in 
to the systems will sign the ROI/Waiver of liability 

Coordinated Assessment 

Mid-Willamete Valley Community Ac�on Agency’s ARCHES project has adopted the following 
assessment process for use with the Coordinated Entry system. All individuals/households that 
present at the ARCHES loca�on or at any outreach loca�ons where assessments are occurring, 
will be given the opportunity to meet with an assessment team member. The 
individual/household will be assessed based on the informa�on that they provide during the 
appointment. The assessment team member will conduct the following assessment process: 

a. Explain and have them sign the Mutual Respect Policy and  Authorization for the 
Release of Information/Waiver of Liability (Veterans’s households will sign the 
VA release and the Veterans Master waitlist release) 

b. Complete the Base assessment 
c. Complete the VI-SPDAT or  Prevention SPDAT 
d. Give the individual/household the Coordinated Entry survey 
e. Enter information into HMIS 
f. Create File 
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g. Veteran households remove VA release and Veterans Master Waitlist release 
attaching a copy of the Release of Information/Waiver of Liability will be given to 
the individual in charge of the Veterans Master Waitlist. 

h. Add individual/family to the proper waitlist 

Once a client is assessed, there will be no changes or reassessments done unless there is a 
significant change to the living condi�ons of the original household. If at any point there is a 
need to combine households in order to bring someone to program that change will be done at 
a programma�c level.  

Any individual/household can request a reassessment and if the assessment team member 
feels that there has been enough significant change they can reassess.  

When an individual/family comes in to be assessed, in order to 
determine what services they are eligible for, the assessment team 

member will ask the following ques�on: 

Where Did You Sleep Last Night? 

If they answer 

• Friends or families house or their own place with an eviction notice 
 The Assessment team member will: 

i. Explain and have them sign the Mutual Respect Policy and  Authorization for the 
Release of Information/Waiver of Liability 

j. Complete the Base assessment 
k. Complete the Prevention SPDAT 
l. Give the individual/household the Coordinated Entry survey 
m. Enter information into HMIS 
n. Scan releases and any other paper forms to HMIS 
o. File Releases alphabetically  
p. Veteran households remove VA release and Veterans Master Waitlist release 

and place in Vet Program assistant’s  mailbox 
q. Add individual/family to the prevention waitlist 

 
 

If they answer 

• In a Car, Camping, Outside, in a shelter, or Fleeing DV 
 The Assessment team member will: 
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a. Explain and have them sign the Mutual Respect Policy and  Authorization for the 
Release of Information/Waiver of Liability 

b. Complete the base assessment 
c. Complete the SPDAT 
d. Give the individual/Household the Coordinated Entry Assessment 
e. Enter information into HMIS 
f. Scan releases and any other paper forms to HMIS 
g. File releases alphabetically 
h. Veteran households remove VA release and Veterans Master Waitlist release 

and place in Vet Program’s assistants mailbox 
i. Add individual/family to the appropriate waitlist based on their VI-SPDAT score 

 

Authoriza�on for the Release of Informa�on/Waiver of Liability 

The Authoriza�on for the Release of Informa�on/Waiver of Liability is used in order to inform 
individuals seeking services that if they authorize Mid-Willamete Valley Community Ac�on 
Agency (MWVCAA) will be entering their informa�on into an HMIS system. The HMIS system is 
used to assess local service needs and to assist our community to make informed decisions 
about the most effec�ve service delivery models. It will also give the following community 
partners access to their informa�on: 

• Center for Hope and Safety 
• Rural Oregon Continuum of Care 
• Salem/Keizer School District 
• NW Human Services 
• OHOP 
• OHCS 
• Salem Housing Authority 
• Salem Inter-Faith 
• Salvation Army 
• Shangri-La 
• St. Joseph Shelter 
• YMCA and YWCA  

The individual/ household can limit visibility for any of the above partners at any �me. If an 
individual is unwilling to authorize their informa�on into the HMIS system they will s�ll be 
eligible for services.  

 

 



14 
 

Mutual Respect Form 

In order to inform the clients what their rights are when being assessed the assessment team 
member that they meet with will have them sign a form that explains the following rights and 
responsibili�es of the client and the agency. This includes: 

• Client Participation Disclosure that states; any individual or household will be informed 
before the beginning of the assessment process that the assessment process includes 
questions pertaining to topics of a personal nature. The client is able to refuse to answer 
any question that they are not comfortable with answering, and they will not be denied 
services.  

• Mutual respect Policy that states, it is the goal of Mid-Willamette Valley Community 
Action Agency to provide services of the highest quality, and to provide those services in 
a manner that is professional, respectful, and based on the dignity and rights of the 
people we serve. Likewise, we expect our clients to treat staff members and other 
clients in a manner that is respectful, and based on the dignity and rights of others.   

• Anti- Discrimination Policy that states, Coordinated Entry will not discriminate against 
any individual or family because of race, color, national origin, religion, gender, 
disability, familial status, sexual orientation/gender identity, source of income, or 
domestic violence. Reasonable accommodations will be offered to all disabled persons 
who request them at any time during the application or selection process, and  
throughout program involvement. 

• Dispute Resolution Process that states-Willamette Valley Community Action Agency has 
the right to deny services or terminate services to any individual who: engages in 
behavior that presents a danger to other people or disrupts the delivery of services to 
other clients; creates a hostile environment; or commits acts of fraud, deceit, or 
trickery.  Any individual who is denied services or is terminated from services has the 
right to appeal that decision and may inquire about the Agency’s dispute resolution 
process.  

The assessment team member will request that the adults of the household sign the form only 
as a way of acknowledging that they have been made aware of the above policies. 
 

Veteran Services 

When a veteran that is homeless or at risk of homelessness presents for services, they will be 
assessed through the Coordinated Entry program. They will be asked to sign a release of 
informa�on for Veteran Affairs. If the veteran is homeless, they will be asked to sign a release 
to have their informa�on added to the homeless veteran by name waitlist. Once the 
assessment process has been completed they will be placed on ARCHES Coordinated Entry 
interest list and the Coordinated Entry Veterans interest list.  The informa�on that the Veteran 
provides with the releases will be given to the gatekeeper for the Veterans programs. The 
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gatekeeper will be responsible for le�ng the Coordinated Entry Specialist when the following 
occurs. 

• A Vet program has space on their caseload 
• A Vet is assigned a case manager and which program they are in 
• A Vet is removed from program and the reason or outcome 

The HUD VASH social workers will be given access to the Coordinated Entry Veterans interest 
list. They will contact the Coordinated Entry Specialist directly for any updates to the clients on 
the interest list. Direct referrals from the local VA and HUD VASH social workers will be taken by 
the Coordinated Entry Specialist.  

BASE ASSESSMENT 

The base assessment is a tool used to gather informa�on that allows the assessment team to 
first determine if the household is literally homeless and if the VI_SPDAT is necessary. The 
ARCHES Coordinated entry team will use the ARCHES Assessment in HMIS to gather and track 
the  informa�on needed for the base assessment The informa�on gathered is also used to 
make appropriate program referrals and to gather the Universal Data Elements (UDE) required 
by HUD. The UDE’s are  

• Name 
• Social Security Number 
• Date of Birth 
• Race 
• Ethnicity 
• Gender 
• Veteran Status 
• Disabling Condition 
• Relationship to Head of Household 
• Client Location 
• Housing Move-in Date 
• Living Situation 

The added base assessment ques�ons pertain to 

• Criminal background 
• Overnight stays in hospital 
• Visits to the ER 
• Ambulance Trips 
• EMT Care 
• Domestic Violence 
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• Income 
• Evictions 
• Unpaid Rent 
• Unpaid utilities 
• Identified housing options 
• Financial Resources 
• Support Network 
• History of foster care 

The base assessment will be given to every household reques�ng services.  

VI-SPDAT/F VI-SPDAT 

The Vulnerability Index & Service Priori�za�on Decision Assistance Tool (VI-SPDAT) will be used 
to screen any single individual that is assessed as experiencing homelessness, is chronically 
homeless, or is fleeing DV. The F VI-SPDAT will be used to screen any families that are 
experiencing homelessness, are chronically homeless, or are fleeing DV. The SPDAT is designed 
to: 

• Help priori�ze which clients should receive what type of housing assistance interven�on, and 
assist in determining the intensity of case management services 

• Priori�ze the sequence of clients receiving those services 

• Help priori�ze the �me and resources of Frontline Workers 

• Allow Team Leaders and program supervisors to beter match client needs to the strengths of 
specific Frontline Workers on their team 

• Assist Team Leaders and program supervisors to support Frontline Workers and establish 
service Priori�es across their team 

• Provide assistance with case planning and encourage reflec�on on the priori�za�on of 
different Elements within a case plan 

• Track the depth of need and service responses to clients over �me 
( OrgCode Consul�ng Inc, 2015) 

 

The VI-SPDAT will be conducted by individuals trained to administer the tool and will be used to 
indicate which individuals are in need of what type of housing services.  

The following criteria will be used to determine appropriate housing for individuals. If the 
individual scores 

0-4 they will be placed on the diversion waitlist 

5-9 they will be placed in the Transi�onal/RRH housing waitlist 
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10+ will be placed on the Permanent Suppor�ve Housing waitlist 

The following criteria will be used to determine appropriate housing for households with minor 
children. 

0-5 will be placed on the diversion waitlist 

6-11 will be placed on the Transi�onal/RRH housing waitlist 

12+ will be placed on the Permanent Suppor�ve Housing waitlist 

 

PR-VI SPDAT 

The Preven�on Vulnerability Index & Service Priori�za�on Decision Assistance Tool (PR VI-
SPDAT) will be used to screen individuals/households that are experiencing housing instability 
due to events such as: 

• 72 Hour eviction  
• 60 day no cause eviction 
• Doubled up with family members 
• Couch Surfing between friends and family 

The preven�on SPDAT is designed to help with the following  

• Help prioritize which clients should receive what type of housing assistance 
intervention, and assist in determining the intensity of case management services 

• Prioritize the sequence of clients receiving those services 
• Help prioritize the time and resources of Frontline Workers 
• Allow Team Leaders and program supervisors to better match client needs to the 

strengths of specific Frontline Workers on their team 
• Assist Team Leaders and program supervisors to support Frontline Workers and 

establish service Priorities across their team 
• Provide assistance with case planning and encourage reflection on the prioritization of 

different Elements within a case plan 
•  Track the depth of need and service responses to clients over time 

( OrgCode Consulting Inc, 2015) 

The assessment team specialist will make the determina�on during the base assessment to 
determine which SPDAT will be used. 
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Priori�za�on 

Priori�za�on for ARCHES programs will be determined based on the following informa�on 

• VI-SPDAT or F-VI-SPDAT scores 
• Chronically homeless status based on HUDs definition  

o ‘‘Chronically homeless’’ is defined in section 401(2) of the McKinney-Vento 
Homeless Assistance Act, 42 U.S.C. 11360 (McKinney-Vento Act or Act), as an 
individual or family that is homeless and resides in a place not meant for human 
habitation, a safe haven, or in an emergency shelter, and has been homeless and 
residing in such a place for at least 1 year or on at least four separate occasions 
in the last 3 years. The statutory definition also requires that the individual or 
family has a head of household with a diagnosable substance use disorder, 
serious mental illness, and developmental disability, and posttraumatic stress 
disorder, cognitive impairments resulting from a brain injury, or chronic physical 
illness or disability.  

• Fuse score 
o Frequent User of Systems Engagement is a combination of all Emergency room 

visits, EMT Care, Overnight Stays in a hospital and Ambulance rides in a 6 month 
period.  

• Each programs criteria as established by their funding source. 

ARCHES and all of its programs operate under an an�-discrimina�on policy. Programs will not 
discriminate against any individual or family because of race, color, na�onal origin, religion, 
gender, disability, familial status, sexual orienta�on/gender iden�ty, source of income, or 
domes�c violence. Reasonable accommoda�ons will be offered to all disabled persons who 
request them at any �me during the applica�on or selec�on process, and throughout program 
involvement.  ARCHES will not use any of the demographics gathered to steer a family or 
individual towards par�cular facili�es or neighborhoods based on race, color, na�onal origin, or 
any other informa�on given. 

ARCHES and all of its programs will not use any perceived barriers including, but not limited to, 
litle/no income, resistance to receiving services, history of evic�ons/ poor credit, criminal 
record to priori�ze or exclude from any of its programs.  

Marion/Polk County by Name Interest list 

Mid-Willamete Valley Community Ac�on Agency’s Community Resource Program (ARCHES) 
will maintain the Coordinated Entry by Name Interest List for Marion and Polk coun�es. The 
informa�on gathered by the assessment process will be used to create entries onto By Name 
Interest List. The By Name Interest List and the informa�on gathered will be used to make 
appropriate referrals to ARCHES housing programs and community partners.  
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The By Name Interest List will be separated into four categories. Those categories are: 

• Prevention 
• Diversion 
• Transitional (TH) or Rapid Rehousing (RRH)  
• Permanent Supportive Housing (PSH) 

Individuals that are homeless or fleeing DV will be placed on the following lists by VI-SPDAT 
score: 

• Diversion Interest List: 0-4 
• Transitional/Rapid Rehousing Interest List: 5-9 
• Permanent Supportive Housing Interest List: 10+ 

Homeless households that include at least one minor child will be placed on the following list by 
F-VI-SPDAT scores: 

• Diversion Interest List: 0-5 
• Transitional/Rapid Rehousing Interest List: 6-11 
• Permanent Supportive Housing Interest List: 12+ 

 

Individuals that are not homeless, but are at imminent risk of becoming homeless, will be 
placed on the Preven�on Interest List and sorted by the Preven�on VI-SPDAT (PR-VI-SPDAT) 
score. Households that include at least one minor child that are not homeless, but are at 
imminent risk of becoming homeless, will be placed on the Preven�on Interest List and sorted 
by the Preven�on F-VI-SPDAT (PR-VI-SPDAT) score. 

Each of the four By Name Interest Lists will have places to capture the informa�on gathered on 
the base assessments. The Preven�on, Diversion, Transi�onal/RRH, and PSH by Name Interest 
Lists will have a place to capture the SPDAT score.  The only individuals that will have access to 
edit the By Name Interest List will be the CRP director, Program Managers, Coordinated Entry 
Specialist, and Assessment Team members. They will be responsible for entering onto the By 
Name Interest List the assessments that they conduct. Any assessments not conducted by the 
assessment team, or ones that are conducted by trained community partners will be entered 
on to the interest list by the Coordinated Entry Specialist. 
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Referral Process 

When a housing program manager determines that there is an opening on a housing program 
that is administered by ARCHES they will adhere to the following guidelines. 

1. The gate keeper for the program will send a request for referral to the identified 
assessment team member. It will include: 

a. The number of spots open 
b. Program criteria including 

i. Program Style 
1. Diversion 
2. RRH/TH 
3. PSH 
4. Prevention 

ii. Geographical Limitations 
1. Salem/Keizer Only 
2. Marion County 
3. Rural Marion County 
4. Polk County 
5. Marion or Polk County 

iii. Housing Status 
1. Homeless 
2. Housing Unstable 

iv. Income Restrictions 
v. Documents Required for intake into program 

 
2. The identified Assessment Team member will: 

a. Identify which interest list the program style pulls from 
b. Based on the following they will identify who is eligible  

i. Program Criteria 
ii. Vulnerability score 

iii. Chronic homeless status 
iv. Fuse Score 

3. The Assessment Team Member will then attempt to contact the households/individuals 
to who could be eligible to: 

a. Confirm eligibility 
b. Confirm Contact information 
c. Inform them of necessary documents that they might need specific to the 

program 
d. Let them know a case manager will be contacting them 
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4. Once the Assessment Team Member has identified the individuals/households that fit 
the criteria and have been contacted they will: 

a. Give the Coordinated Entry client HMIS number to the gatekeeper 
b. Move the information from the interest list to the moved to program list 
c. Move the physical file from the active file to the moved to program file 

The gate keeper will assign the file to a case manager, who will con�nue their process to bring 
the client to program. In the event the client is exited from the program or unable to complete 
the program the gate keeper will e mail the assessment team member with the HMIS number 
and the outcome. The assessment team member will: 

1. Move the client from the placed to  program list to, based on the 
information provided to 

a. No longer eligible 
b. The proper waitlist based on SPDAT score 

2. Move the physical file from in program to  
a. No longer eligible 
b. The proper waitlist cabinet 

 

Client Informa�on 

Once an individual has completed the assessment process the assessment team member will 
complete the following process if the individual/household agrees to have their informa�on put 
in the system. 

• Scan any signed documents to the assessors emails  
• Scan any documents gathered during the assessment process to the assessors emails 
• CE documents should be saved as “last name-CE ROI” 
• Any other documents should be saved as “last name-agency-descriptor” 
• Upload documents to HMIS in the client profile under file attachments 
• Delete documents from email and any other saved locations 
• Staple all documents together and file alphabetically 

Client Update 

We request that individuals keep us updated if any of the following changes or if it has been 
over 6 months since their assessment or last update 

• Phone Number 
• Mailing Address 
• Living Situation 
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If any of the following changes have occurred we request that they fill out a client update form. 
Once a day an assessment specialist will gather the updates and do the following 

• Determine if they need a reassessment 
• Update the contact information in their HMIS entry 
• Update the contact information and date of contact  on the interest list 
• Update the information in their file if the household has opted out of HMIS and the 

interest list 
• Scan the update to the assessor email 
• Save as “last name-Client update” 
• Upload to HMIS in the client profile under file attachments 
• Delete documents from email and any other saved locations 
• File alphabetically in the update files 

If they share that they are now housed or have le� the area the assessment team member will 
move them to the housed or no longer eligible list.  

No Contact  

If an individual/household has not been in contact with us in 6 months or longer the 
assessment team will 

• Attempt to contact the individual/household via letter requesting an update within 30 
days 

If there is no response the assessment team will 

• Move the household to the no contact list 

At any point that a household updates their informa�on a�er being placed on the no contact 
list they will be placed back on the interest list appropriate to their informa�on.  
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1. Household Fleeing DV Seeks Assistance (Pre-Assessment): 
 

a. Any household (individual or family) seeking services for housing who are 
homeless due to fleeing or attempting to flee domestic violence will be 
given the opportunity to access services safely regardless of point of 
access. 

 
b. ARCHES is the primary access point for housing services for any 

household experiencing homelessness in Marion/Polk counties and is 
connected to HMIS. 

i. The Center for Hope and Safety (CHS) is a confidential access 
point for victims/survivors to access housing services in 
Marion/Polk counties; as a Victim Service Provider, CHS is 
prohibited from using HMIS and instead uses the comparable 
database EmpowerDB which protects client confidentiality. 

 
c. Housing assessments are the entry point to all ARCHES housing 

programs. They are also connected to other housing opportunities in 
Marion/Polk counties, including the CHS Housing Program. Households 
fleeing DV can choose to have an assessment conducted by trained 
assessors at either ARCHES or CHS. 

 
d. Households requesting services at ARCHES will be given the opportunity 

to meet with an Assessment Team Member. 
i. The Assessment Team Member will inform the head of household 

that they will be asking questions about domestic violence and 
conduct the pre-assessment using the Pre-assessment Tool; they 
will inform the head of household about their confidentiality rights. If 
the household is determined to be homeless due to fleeing DV they 
can receive a referral to a confidential Housing Advocate at CHS or 
proceed with the assessment at ARCHES. 

 
e. Households requesting services at CHS will be given the opportunity to 

meet with a Housing Advocate. 
i. The Housing Advocate will conduct the pre-assessment and inform 

the head of household about their confidentiality rights. If a 
household is determined to be homeless but not due to fleeing DV 
they will receive a referral to ARCHES for an assessment. 

Domestic Violence Coordinated Entry Procedure 
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f. Victims/survivors of previous domestic violence who need housing 
assistance but are not homeless due to fleeing are encouraged to work 
with the ARCHES Housing Program unless the victim/survivor has 
confidentiality concerns regarding contact with the agency. Referrals to 
CHS for support and crisis services are still appropriate for any household 
who has experienced previous domestic violence. 

 
1. Households who are victims/survivors of previous domestic 

violence but not currently fleeing will be given a referral to 
the ARCHES Housing Program for assessment and offered 
to continue working with CHS victim advocates for other 
support and crisis services. 

 
2. Assessment Process 

 
a. The Assessment Team Member or Housing Advocate will inform the head 

of household that they will be asking questions about HIV/AIDS status, 
physical health and mental health. The Assessment Team member or 
Housing Advocate will inform the that they are not required to answer and 
refusal to answer a question will not disqualify them from services. 

 
b. The Assessment Team Member or Housing Advocate will inform the client 

of their privacy rights, especially that they are not required to enter their 
information in the HMIS computer database. 

 
i. When accessing services at CHS: As a Victim Service Provider, 

CHS will not enter any information into HMIS but will use the 
confidential comparable database EmpowerDB to store household 
data. CHS will maintain sole possession of paper copies of client 
information in a locked cabinet. CHS will assign a unique, de- 
identified numeric code to each household’s file. All personally 
identifiable information associated with a code will be strictly 
confidential and accessible only by CHS Housing Program staff. A 
current list of codes will be added/updated to the Shared 
Confidential Interest List (SCIL) and provided to the ARCHES 
Project Program Manager. The SCIL will include the referral date, 
housing acceptance date, client geographic location, VI-SPDAT 
score, household type, and point of contact (person who conducts 
the assessment). 

 
ii. When accessing services at ARCHES: In cases where clients state 

a privacy concern over data collection methods, ARCHES will 
maintain paper copies of client information and follow ARCHES 
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Safety Procedures so that clients will maintain their spot on the 
Interest List and have access to services. 

 
 

c. The Assessment Team Member or Housing Advocate will conduct a Base 
Assessment & VI-SPDAT questionnaire. Throughout the meeting the 
Assessment Team Member or Housing Advocate will be documenting 
possible resources and providing contact information for appropriate 
referrals. 

 
d. It is important to inform the household that the SCIL is not a waiting list for 

housing and further eligibility screening is required if/when funding 
becomes available. 

 
 

3. Opening in Housing Program (Funding Available) 
 
 

a. When there is an opening for the ARCHES Housing Program or any other 
housing opportunity in Marion/Polk counties, the ARCHES Housing 
Program Manager will contact the CHS Housing Program so an advocate 
can inform the next household on the SCIL. 

 
i. The household will be given the choice to then work with the 

ARCHES Housing Program for housing services. If the household 
declines due to safety concerns/confidentiality issues, they will 
maintain their position on the list until another program has an 
opening or they find alternative housing options. 
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PERFORMANCE AND EVALUATION COMMITTEE 
PERFORMANCE MONITORING AND REVIEW PROCESSES  

 

INTRODUCTION 

The Performance and Evaluation (PE) Committee shall be responsible for monitoring and reviewing 
Continuum of Care (CoC)-funded and Emergency Solutions Grant (ESG)-funded projects, as well as 
community system-wide performance of the homelessness services continuum, per the Mid-Willamette 
Valley Homeless Alliance (MWVHA) CoC Governance Charter and applicable federal regulations.  
 

I. PROJECT MONITORING AND PERFORMANCE EVALUATION 

The PE Committee evaluates outcomes of projects funded under the ESG program and the CoC program, 
and report to HUD, pursuant to 24 CFR part 578.7(a)(7). CoC funded and ESG-funded programs or 
projects will be reviewed semi-annually by the PE Committee, with any findings reported to the CoC 
Board. The PE Committee will assist in developing Performance Improvement Agreements and propose 
length of probationary periods, as applicable for CoC-funded programs and projects. 
 
COC-FUNDED PROJECTS: Recipients of CoC-funded projects shall be monitored and evaluated for 
program performance twice per year, once during the annual Housing of Urban Development (HUD) 
Notice of Funding Opportunity (NOFO) response per the MWVHA Review and Ranking Process and 
Procedures, and again approximately six months later. The semi-annual monitoring and evaluation of 
CoC-funded projects will include a project assessment using the currently adopted Review and Ranking 
Scoring Tools and project performance data, a PE site visit (or alternate in-depth review) to the project 
and/or agency, and technical assistance for quality or performance improvement, as needed.  The 
monitoring process ensures that CoC-funded projects are using a Housing First approach, prioritizing 
rapid placement and stabilization in permanent housing, and are not requiring service participation or 
preconditions of program participants.  

   
 

ESG-FUNDED PROJECTS: Recipients and sub-recipients of ESG funds through the ESG program, another 
homeless assistance grant administered under the McKinney-Vento Act, are required by HUD to 
coordinate with the local CoC. The CoC addresses that requirement through coordinating with the ESG 
review and ranking process and ESG scoring tool development (MWVHA Governance Charter, Article IV, 
Section E) and monitoring utilization, trends, and outcomes of ESG-funded projects through at least 
semi-annual Consolidated Annual Performance Evaluation Report (CAPER) data reviews, and assessment 
of projects and systems for implementation of a Housing First Approach.  

.  
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II. HOMELESS SERVICES SYSTEM EVALUATION 

The PE Committee shall monitor and review overall system performance of the continuum and make 
recommendations to the CoC Board to improve system performance with input from the CoC 
Collaborative Committee. The PE Committee will monitor and review performance of the homelessness 
and housing services continuum using the Homeless Management Information Systems (HMIS) data for 
Marion and Polk counties in the areas of HUD’s System Performance Measures (SPM): 

1.   Reduction in the average and median length of time persons remain homeless  
2.   Reduction in the percent of persons who return to homelessness 
3.   Reduction in the number of persons who are homeless 
4.   Increase in the percent of adults who gain or increase employment or non-employment cash 

income over time 
5.   Reduction in the number of persons who become homeless for the first time 
6.   Increase in the percent of persons who exit to or retain permanent housing 
7.   Increase in the percent of persons who exit to an ES, SH, TH, or permanent housing 

destination 

DATA EVALUATION SCHEDULE 

SPM reports will be distributed to the CoC quarterly, however, the PE Committee will evaluate SMPs for 
system performance every six months to allow enough time for meaningful change.  

 
APRs and CAPER reports will be distributed to the CoC quarterly, however, the PE Committee will 
evaluate CoC-funded and ESG-funded projects every six months. 

 
Data evaluation at the PE Committee level will take place quarterly, alternating between system-wide 
performance evaluation using SPM reports, and CoC-funded and ESG-funded projects using APR and 
CAPER reports. Each of the two levels of evaluation will take place by the committee every six months, 
alternating each quarter. 

 
 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter 

Jan Feb March April May June  July August Sept. Oct.  Nov. Dec. 
PE Committee 
Business 

PIT 
Count 
Event 

CoC- Funded in-
depth review 

Annual 
COI/COC; 

confirm R&R 
members 

Revise scoring 
tools; identify 
local priorities; 

discuss with 
Collab Cmte 

Annual HUD NOFA 
process; local 

Review & Ranking  

QI Charter Revisions; 
Recommend system 

improvements to 
Board; 

Performance 
Monitoring  

 CoC-Project 
Review Site 

Visits 

CoC System ESG-
funded 
projects 

In-depth review and 
ranking of new and 

renewal projects 

 CoC System 

Reporting and 
Evaluation  

 APR SPM, Long. System 
Analysis; Gaps Analysis 

CAPER; 
PIT 

data 
APR 

 SPM, HIC, 
PIT Count 

 

 



 

 
 

MID-WILLAMETTE VALLEY HOMELESS ALLIANCE 

EMERGENCY RAPID RE-HOUSING (RRH) STANDARDS 
(Approved 11.04.21) 

 
 
I. BACKGROUND 
The US Department of Housing and Urban Development (HUD), via its Emergency 
Solutions Grant Rules and Regulations (ESG) and the Homeless Emergency Assistance 
and Rapid Transition to Housing (HEARTH) Continuum of Care Program Interim Rules, 
requires that Continuums of Care (CoC) establish and consistently follow written 
standards for providing CoC and ESG assistance. The intent is that these standards apply 
to all RRH projects, regardless of funding source, but in some cases ESG and CoC 
Program requirements differ enough that different standards were written.  
 
II. STANDARDS 
The following standards shall be incorporated into the RRH projects’ Policies and Procedures. 
 
A. GENERAL REQUIREMENTS 
 
STANDARD A.1: RRH projects serve individuals and families who are literally homeless 
and lack the income and/or supports to end homelessness on their own.  
 
1. Literally homeless individuals/families (HUD Category 1) 

Literal homelessness is defined as homeless individuals/families who lack a fixed, 
regular, and adequate nighttime residence, meaning: 
1.1 Sleeping in a place not designed for or ordinarily used as a regular 

sleeping accommodation, such a place not meant for human 
habitation; 

1.2  Living in emergency shelter or transitional housing designated to provide 
temporary living arrangements (including hotel/motel stays paid for by 
charitable or government programs); or 

1.3 Exiting an institution where the individual resided for less than 90 days and 
where the individual entered the institution immediately from emergency 
shelter (including hotel/motel stays paid for by charitable or government 
programs) or an unsheltered location. 

 
2. Fleeing Domestic Violence (HUD Category 4) 

Those who are fleeing or attempting to flee domestic violence, dating violence, 
sexual assault, stalking, or other dangerous or life-threatening conditions may also 
be served with RRH.  
2.1 Applicants who fit Category 4 may be served with Continuum of Care RRH 

funds even if they are not yet literally homeless.  
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2.2 For ESG RRH, however, the applicant must be fleeing DV and in a literally 
homeless situation. 

 
3. Lack of sufficient income and/or supports 

To be eligible for RRH, individuals and families must lack the financial resources and 
support networks needed to obtain housing on their own. No specific income limit is 
set by the CoC, but RRH providers must document that each household served lacks the 
available resources to remedy their homeless situation without intervention and would 
remain literally homeless but for RRH assistance.   
3.1  The household must not exceed the income limit imposed by the CoC grantee 

based on local need and conditions. CoC and ESG grantees shall declare their 
income limits, if any are imposed, for the program and advertise it to 
prospective applicants as part of the written Policies and Procedures for their 
RRH program.   

3.2  Third party documentation of income is preferred.  Self-declaration of income 
can be used to document/verify income when third party documentation cannot 
be obtained. 

 
STANDARD A.2: RRH projects may accept referrals only through the OR-504 CoC’s 
Coordinated Entry (CE) system and must follow the region’s CE System Handbook, 
incorporated into the CoC Governance Charter. 
 
STANDARD A.3: RRH projects must prioritize assistance for individuals and families with 
the greatest needs, who cannot otherwise be served by a more intensive resource. 
Prioritization methods are described in the region’s CE System Handbook, incorporated 
into the CoC Governance Charter. 
 
STANDARD A.4: RRH projects shall abide by HUD and CoC documentation and record-
keeping requirements, including requirements for documenting homeless status and 
project eligibility. 
 
1.  Acceptable documentation includes the following, in order of priority: 

1.1 Third-party written verification of homelessness (e.g., HMIS record, 
documentation on letterhead from shelter or TH project, written 
statement from outreach worker). 

1.2  Third-party verbal verification from a case worker, outreach worker, or program 
staff only after case workers have documented due diligence in attempting to 
obtain third-party written verification of homeless status. 

1.3 Self-certification of homeless status only if neither third-party written 
verification nor third-party verbal verification could be obtained and due 
diligence was documented. 

1.4  For victim services providers, an oral statement by the individual or head of 
household seeking assistance which states: they are fleeing; they have no 
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subsequent residence; and they lack resources. Statement must be 
documented by a self-certification or a certification by the intake worker. 

1.5 For non-victim service providers documenting an individual fleeing domestic 
violence: 
1.5.1 Oral statement by the individual or head of household seeking assistance 

that they are fleeing. This statement is documented by a self-certification 
or by the caseworker. Where the safety of the individual or family is not 
jeopardized, the oral statement must be verified; and 

1.5.2 Certification by the individual or head of household that no subsequent 
resident has been identified; and 

1.5.3 Self-certification, or other written documentation, certifying that the 
individual or family lacks the financial resources or support networks to 
obtain other permanent housing. 

 
STANDARD A.5: RRH projects must provide rental assistance and other financial 
assistance to RRH clients. 
 
1. ESG-funded Project Rental Assistance 

1.1 Rental assistance on behalf of RRH clients, up to a maximum of 24 months 
1.2  Security deposits (up to 2X rent) 
1.3  Utility deposits and payments (up to 24 months, including up to 6 months for 

payments in arrears) 
1.4  Rental application fees 
1.5  Moving costs 

 
2. CoC-funded Project Rental Assistance 

2.1  Rental assistance on behalf of RRH clients, up to a maximum of 24 months 
2.2  Security deposits (up to 2X rent) 
2.3  Property damages up to one month’s rent, one time per participant 
2.4  Eligible in the CoC Program funded Supportive Services budget 
2.5  Moving costs 
2.6  Utility deposits 

 
STANDARD A.6: RRH projects may provide rental assistance only for units that meet safety 
and cost standards. 
 
1. Unit Inspections 

1.1 ESG-funded RRH projects must complete HUD Habitability Standards 
inspections on all housing units prior to providing rental assistance, and only 
provide rental assistance for units that have passed inspections. Alternately, 
HUD HQS inspections may be used instead of the Habitability Inspection. RRH 
projects must document units have passed inspection. 
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2.2 CoC-funded RRH projects must complete Housing Quality Standards (HQS) 
inspections on all housing units prior to providing rental assistance, and only 
provide rental assistance for units that passed inspections. RRH projects must 
document units that have passed inspection. 

 
2. Rental Payment Amount 

2.1 RRH-assisted units must comply with HUD’s Rent Reasonableness Standards, 
documenting reasonableness by using comparisons with local rentals of similar 
size, type, and amenities. 

2.2 ESG-funded RRH projects may pay no more in gross monthly rental assistance 
than the applicable Fair Market Rent (FMR). If only other financial assistance is 
provided, such as a security deposit, the unit must only meet the reasonable 
rent threshold. 

2.3  CoC-funded RRH projects may pay no more in monthly rental assistance than 
the rent reasonable amount. 

3. Lead-Based Paint 
3.1  RRH projects must complete visual assessments for lead-based paint on all 

housing units built prior to 1978 that may house households with children 
under age 6, or with a pregnant person in the household. 

3.2  RRH projects must ensure any needed repairs are made, prior to providing 
rental assistance 

3.3  RRH staff conducting visual assessments for lead-based paint must successfully 
complete required training. 

3.4  RRH projects must provide all client households, regardless of whether or not 
children are in the home, with an Environmental Protection Agency (EPA) 
approved information pamphlet about identifying and controlling lead-based 
paint hazards, and collect a client signature indicating the information was 
received 

3.5  Lead disclosure information can be found here: 
https://www.hud.gov/program_offices/healthy_homes/enforcement/disclosu
re 

 
STANDARD A.7: RRH clients must have standard lease agreements with landlords when 
monthly rental assistance is being provided on behalf of clients. 
 
1. ESG-funded RRH projects may have no required minimum lease term. 
2. CoC-funded RRH projects must have leases between landlords and RRH clients for an 

initial term of one year and renewable for a minimum of one month, and terminable 
only for cause. 

3. Leases between landlords and RRH clients must abide by Oregon landlord-tenant law 
and not include additional requirements 
 

http://www.hud.gov/program_offices/healthy_homes/enforcement/disclosure
http://www.hud.gov/program_offices/healthy_homes/enforcement/disclosure
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STANDARD A-8. RRH projects shall conduct activities associated with working with landlords 
and/or property managers (referred to as “landlords” hereafter) to expand and retain RRH 
housing options, and activities associated with working with RRH clients to overcome housing 
barriers and identify housing options. 
 
1. Working with Clients 

1.1  RRH projects may provide support to clients by helping them identify housing units 
and develop plans to overcome the most critical housing barriers.  

1.2  RRH projects may educate clients on the obligations of their lease agreement, as 
well as the elements of landlord-tenant law.  

1.3 RRH projects shall request that clients contact the project first if issues or concerns 
with the housing unit or landlord arise; then RRH project staff can work with 
clients to try to preserve the housing unit or develop a plan for moving into 
another unit while avoiding eviction. 

 
2.  Working with Landlords 

2.1 RRH projects shall engage in intentional and specific landlord recruitment activities 
to help ensure access to housing options that are accessible to RRH clients with 
significant housing barriers.  

2.2  RRH projects shall provide support to landlords who are housing RRH clients to 
help ensure that landlord-tenant issues are addressed quickly and positively and in 
ways that help preserve access to quality housing options. 

 
B. HOUSING IDENTIFICATION REQUIREMENTS 
 
STANDARD B.1: RRH projects shall engage in the following comprehensive Housing 
Identification services. 
 
1. Housing Search and Support 

1.1 Identify and understand tenant needs and housing barriers; help clients develop 
strategies to overcome critical housing barriers. 

1.2 Assist RRH clients with housing search by providing lists of local rental properties 
and tips on finding suitable housing; offer applicants direct assistance, such as 
from a housing placement advocate or navigator, if available. 

1.3 Assist clients in explaining RRH program services and financial assistance to 
prospective landlords; request Reasonable Accommodations for clients when 
appropriate.  

 
2. Landlord Recruitment and Support 

2.1 Recruit landlords willing to rent to program participants with housing barriers, 
including those who may fail typical tenant screening criteria. 

2.2 Explain program rules and services provided, lease/contract terms and 
expectations, and responsibilities of tenant, landlord, and agency. 
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2.3 Retain landlords by providing mediation and regular communication to address 
concerns and/or issues with tenants. 

2.4 Respond to landlord issues quickly; when feasible, within one business day. 
 

 
STANDARD B.2: RRH projects shall provide RRH assistance only to rental units that are 
habitable. (See Standard A.6.) 
   
STANDARD B.3: RRH projects must develop Occupancy Standards as part of their written 
Policies and Procedures. 
 
1.  Unit Size 

1.1 RRH projects may follow occupancy guidelines developed by the assigned Public 
Housing Authority or develop their own; standards shall be written and made 
available to applicants of the RRH project. 

1.2 In general, standards shall allow for 1 to 2 persons per bedroom. Participants who 
choose a unit which is larger or smaller than the size for which they have been 
approved must meet the rent standard for the smaller unit. 
1.2.1 Example A: A single person wishes to live in a two-bedroom unit. The gross 

rent of the unit, including applicable utility allowance, must be reasonable 
compared to one-bedroom units in the local area. 

1.2.2 Example B: A family of five is determined to be eligible for a three-bedroom 
unit but chooses a two-bedroom unit instead. The unit rent must be 
reasonable with comparable two-bedroom units in the local area, even 
though the family qualified for a larger unit. 

 
C.  FINANCIAL ASSISTANCE REQUIREMENTS 
 
STANDARD C.1: RRH projects must provide comprehensive Financial Assistance services. 
 
1. Determine Rental Assistance 

1.1  RRH projects shall determine the amount and duration of rental assistance.  
1.2  Per HUD regulations, rental assistance cannot be provided to a program 

participant who is already receiving rental assistance or operating assistance 
through other federal, state, or local sources [§578.51(a)].) 

 
2. Determine Move-in Assistance 

2.1 Move-in assistance includes providing clients with resources and supplies 
before they move from shelter into housing. This can include RRH eligible costs 
such as moving truck rental or hiring a moving company, as well as assistance 
provided by other community partners such as furniture, food, and toiletries. 
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2.2  Rent and move-in assistance needs to be flexible and matched to the needs of 
the client in order to move clients into permanent housing as quickly as 
possible. 

2.3  In order to serve the largest number of homeless clients possible, RRH projects 
should provide the least amount of assistance needed to stabilize people in 
permanent housing quickly. 

 
2.4  RRH projects shall determine the type and amount of move-in assistance; i.e., 

security deposits, first/last month's rent, or additional assistance allowable 
under HUD rules. 
2.1.1  RRH projects shall use VI-SPDAT scores and income information to 

determine the financial assistance needed for a client’s move-in. 
2.1.2  RRH projects shall determine if utility deposits are needed, how much 

security deposit may be needed, and if moving truck rental assistance is 
needed. 

2.1.3  RRH projects shall determine limits that will be placed on the type or 
amount of move-in assistance covered with RRH funds. Limits must be 
spelled out in the written Policies and Procedures developed for the 
project and must match the categories selected for funding on the CoC 
project application or ESG state work plan. 

 
3. Make Payment to Landlords 

3.1  RRH projects shall provide payments directly to the vendor (as in the landlord 
or utility company) for rental assistance, utilities, and any other move-in 
related costs, as needed and as cost effectively as possible. 

 
STANDARD C.2: RRH projects shall provide move-in assistance that is tailored to individual 
need. (See Standard C.1.) 
 
STANDARD C.3: RRH clients who have income and are able to contribute towards rent 
shall pay a contribution towards their rent, whenever possible 
 
1. Client Contribution Determination 

1.1  For households served with CoC- or ESG-funded RRH funds, the RRH project 
may adopt its own standard, based on client need and ability to pay rent 
share. The RRH project must disclose its policy in written CoC or ESG Policy and 
Procedures and apply the same standard to all persons served in their area 
with CoC or ESG RRH funds.   

1.2 Households served under CoC-funded RRH programs shall pay no more than 30% 
of their adjusted gross income toward rent each month during the term of their 
assistance. Rent calculations must include monthly utility allowances established 
by the local public Housing Authority for utilities that the tenant pays separately.  
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1.2 Client income must be calculated in accordance with 24 CFR 5.609 and 24 CFR  
5.611(a).  

1.3 If an RRH client has no income, then no rent contribution is required. This must 
be documented per HUD requirements for verifying income. 

 
2. Utility Reimbursement 

2.1 CoC RRH programs are required to pay a utility reimbursement to participants 
whose utility allowance exceeds their rent contribution.  

2.2  The CoC RRH program must pay that amount either as a monthly reimbursement 
to the participant, or directly to the participant’s utility company.   

2.3  Participants must be notified in writing of the amount of monthly utility 
allowance to be paid, pursuant to HUD Notice CPD 17-11. Details can be found 
at: https://www.hudexchange.info/resources/documents/Notice-CPD-17-11-
Determining-Program-Participant-Rent-Contribution-in-the-CoC-Program.pdf   

 
STANDARD C.4: RRH projects must provide rental assistance for a duration of time that is 
tailored to individual need. 
 
 
1. Duration of Rental Assistance  

1.1  RRH projects shall, on a regular basis as specified in written RRH Policies and 
Procedures, assess client’s financial need to determine if additional rental 
assistance should be provided by the RRH project. 

1.2 RRH projects may provide no more than 24 months of rental assistance to any 
one client. A maximum of 24 months of assistance, over a three-year period, is 
allowable, but should only be provided in very rare cases. 

1.3  Based on a client’s current need, program staff shall determine the duration of 
continuing rental assistance. The time period of continued RRH assistance 
must be spelled out by the RRH Provider so that it is clear to the RRH client. 
Duration of assistance, including extensions, shall not exceed 24 months total. 

 
2. Recertification 

2.1  If serving an RRH client with more than 12 months rental assistance, RRH 
program staff must, at a minimum, recertify and document program eligibility 
including household income, resources, and continued need for assistance to 
prevent homelessness. 

2.2  RRH projects must recertify income for participants in CoC and ESG RRH 
programs annually, at a minimum. Those being served with ESG RRH must be at 
or below 30% of Area Median Income at their 12-month recertification in order 
to qualify for additional assistance. CoC-funded RRH projects shall set their own 
written policy on income limits at renewal as well as how often participant 
income shall be reviewed during the term of the assistance. 

 

https://www.hudexchange.info/resources/documents/Notice-CPD-17-11-Determining-Program-Participant-Rent-Contribution-in-the-CoC-Program.pdf
https://www.hudexchange.info/resources/documents/Notice-CPD-17-11-Determining-Program-Participant-Rent-Contribution-in-the-CoC-Program.pdf
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3. Special Circumstances 

3.1  RRH Programs may continue to make rental payments on behalf of a CoC program 
participant that is institutionalized for a brief period, not to exceed 90 days for 
each occurrence. Rental assistance may only be paid on a vacant unit for the 
month following the program participant’s departure from the unit. 

3.2  RRH projects are subject to Violence Against Women’s Act (VAWA) requirements.  
Families receiving CoC RRH tenant-based rental assistance who separate from non-
transferring family members as part of their VAWA emergency transfer plan shall 
continue to receive assistance under the RRH project.  The individual or family who 
is transferring shall retain their original homeless or chronically homeless status. 
RRH grantees are not obligated to continue assistance for the non-transferring 
family members but may do so on a case-by-case basis, if funding is available. RRH 
projects are encouraged to work with community partners to provide services to 
stabilize the family members who are left behind after an emergency transfer. 

 
D.  CASE MANAGEMENT AND SERVICES REQUIREMENTS 
 
STANDARD D.1: RRH projects must provide comprehensive case management and services. 
 
1.  Case Management Services 

1.1 RRH projects must require program participants to meet with a case manager not 
less than once per month to assist them in achieving long-term housing stability.  
1.1.1 An RRH project is exempt from this requirement if the Violence Against 

Women Act of 1994 ( 42 U.S.C. 13925et seq.) or the Family Violence 
Prevention and Services Act ( 42 U.S.C. 10401et seq.) prohibits the grantee 
carrying out the project from making its housing conditional on the 
participant's acceptance of services. 

1.2  RRH case managers shall access participants to determine needs and barriers to 
obtaining and maintaining permanent housing.  Use of VI-SPDAT information as 
well as motivational interviews may be used to help determine these factors 

1.3  Case management services include assistance with accessing mainstream benefits; 
referrals to resources that can help the participant address barriers to housing 
stability; and help with basic budgeting, energy education, landlord-tenant 
education, including Fair Housing Law, and other life skills that help the household 
properly maintain their unit. 

 
2.  Case Management Protocols 

2.1  Case managers are encouraged to use strength-based, trauma-informed practices 
with clients to maximize success and minimize re-traumatization. 

2.2  Case managers shall create and maintain files on each RRH household served.  
Files must contain required eligibility documentation, copies of leases, 

https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=690f6264b8ae588c8289a614fde41bcb&term_occur=1&term_src=Title:24:Subtitle:B:Chapter:V:Subchapter:C:Part:578:Subpart:D:578.37
https://www.law.cornell.edu/uscode/text/42/13925
https://www.law.cornell.edu/definitions/index.php?width=840&height=800&iframe=true&def_id=690f6264b8ae588c8289a614fde41bcb&term_occur=2&term_src=Title:24:Subtitle:B:Chapter:V:Subchapter:C:Part:578:Subpart:D:578.37
https://www.law.cornell.edu/uscode/text/42/10401
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correspondence, and records of all financial assistance provided. Files must be 
secured per data security and confidentiality policies of each agency. 
2.2.1  Comprehensive case notes on all meetings with participants, landlords, and 

other providers who may be assisting with case coordination shall be kept 
by the Case Manager for each RRH participant file (hard copy and/or 
electronic).  Notes should include any referrals to internal and external 
resources provided to the client 

2.3  Follow-up reviews shall be performed on all exited clients at required intervals, as 
determined by program rules.  Follow-up reviews shall be entered into HMIS or 
comparable system for DV providers. 

 
STANDARD D.2: RRH projects shall develop and follow a written formal process when 
terminating RRH assistance for a client 
 
1.  Termination Policy and Process 

1.1  Written Termination and Hearing Rights Policy must be given to each RRH 
participant at project entry. 

1.2  When seeking to terminate assistance, agency must provide written notice to the 
participant containing a clear statement of reasons for termination, as well as the 
process for the participant to file a formal appeal of the termination. 

1.3  Clients requesting a hearing on the termination shall be granted the opportunity to 
present oral or written testimony to someone other than the staff person who 
recommended the termination. 

1.4  Records of all denials, terminations, appeals, and hearings shall be kept as part of 
the client file. 



 

 
 

1 
 

MID-WILLAMETTE VALLEY HOMELESS ALLIANCE 

EMERGENCY PERMANENT SUPPORTIVE HOUSING (PSH) STANDARDS 
(Approved 11.04.21) 

 
 
I. BACKGROUND 
The US Department of Housing and Urban Development (HUD), via its Emergency 
Solutions Grant Rules and Regulations (ESG) and the Homeless Emergency Assistance 
and Rapid Transition to Housing (HEARTH) Continuum of Care Program Interim Rules, 
requires that Continuums of Care (CoC) establish and consistently follow written 
standards for providing CoC and ESG assistance. The intent is that these standards apply 
to CoC Program funded PSH projects. 
 
II. STANDARDS 
The following standards shall be incorporated into the PSH projects’ Policies and Procedures. 
 
III.DEFINITIONS: 
A.  Chronically Homeless – (1) A ‘‘homeless individual with a disability,’’ as defined in section 
401(9) of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 11360(9)), who: (i) Lives in 
a place not meant for human habitation, a safe haven, or in an emergency shelter; and (ii) Has 
been homeless and living as described in paragraph (1)(i) of this definition continuously for at 
least 12 months or on at least 4 separate occasions in the last 3 years, as long as the 
combined occasions equal at least 12 months and each break in homelessness separating the 
occasions included at least 7 consecutive nights of not living as described in paragraph (1)(i). 
Stays in institutional care facilities for fewer than 90 days will not constitute as a break in 
homelessness, but rather such stays are included in the 12-month total, as long as the 
individual was living or residing in a place not meant for human habitation, a safe haven, or 
an emergency shelter immediately before entering the institutional care facility; (2) An  
individual who has been residing in an institutional care facility, including a jail, substance 
abuse or mental health treatment facility, hospital, or other similar facility, for fewer than 90 
days and met all of the criteria in paragraph (1) of this definition, before entering that facility; 
or (3) A family with an adult head of household (or if there is no adult in the family, a minor 
head of household) who meets all of the criteria in paragraph (1) or (2) of this definition, 
including a family whose composition has fluctuated while the head of household has been 
homeless. 24 CFR 578.3. 
 
B. Developmental Disability – means, as defined in section 102 of the Developmental 
Disabilities Assistance and Bill of Rights Act of 2000 (42 U.S.C. 15002): (1) A severe, chronic 
disability of an individual that— (i) Is attributable to a menta or physical impairment or 
combination of mental and physical impairments; (ii) Is manifested before the individual 
attains age 22; (iii) Is likely to continue indefinitely; (iv) Results in substantial functional 
limitations in three or more of the following areas of major life activity: (A) Self-care; (B) 
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Receptive and expressive language; (C) Learning; (D) Mobility; (E) Self- direction; (F) Capacity 
for independent living; (G) Economic self-sufficiency. (v) Reflects the individual’s need for a 
combination and sequence of special, interdisciplinary, or generic services, individualized 
supports, or other forms of assistance that are of lifelong or extended duration and are 
individually planned and coordinated. (2) An individual from birth to age 9, inclusive, who has 
a substantial developmental delay or specific congenital or acquired condition, may be 
considered to have a developmental disability without meeting three or more of the criteria 
described in paragraphs (1)(i) through (v) of the definition of ‘‘developmental disability’’ in 
this section if the individual, without services and supports, has a high probability of meeting 
these criteria later in life. 24 CFR 578.3. 
 
C. Disabling Condition – (1) a condition that: (i) is expected to be long-continuing or of 
indefinite duration; (ii) substantially impedes the individual’s ability to live independently; (iii) 
could be improved by the provision of more suitable housing conditions; and (iv) is a physical, 
mental, or emotional impairment, including an impairment caused by alcohol or drug abuse, 
post-traumatic stress disorder, or brain injury; or (2) a development disability, as defined 
above; or (3) the disease of Acquired Immunodeficiency Syndrome (AIDS) or any conditions 
arising from the etiologic agent for Acquired Immunodeficiency Syndrome, including infection 
with the Human Immunodeficiency Virus (HIV). 24 CFR 583.5. 
 
D. Family - includes, but is not limited to the following, regardless of actual or perceived 
sexual orientation, gender identity, or marital status: (1) A single person, who may be an 
elderly person, displaced person, disabled person, near-elderly person, or any other single 
person; or (2) A group of persons residing together, and such group includes, but is not 
limited to: (i) A family with or without children (a child who is temporarily away from the 
home because of placement in foster care is considered a member of the family); (ii) An 
elderly family; (iii) A near-elderly family; (iv) A disabled family; (v) A displaced family; and (vi) 
The remaining member of a tenant family. 24 CFR 5.403. 
 
E. Homeless – means (1) an individual or family who lacks a fixed, regular, and adequate 
nighttime residence, meaning: (i) an individual or family with 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, including a car, park, abandoned building, bus or train 
station, airport, or camping ground; (ii) an individual or family living in a supervised 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, or local government programs for low- income individuals); 
or (iii) An individual who is exiting an institution where he or she 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; (2) An individual or family who will imminently 
lose their primary nighttime residence, provided that: (i) The primary nighttime residence will 
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be lost within 14 days of the date of application for homeless assistance; (ii) No subsequent 
residence has been identified; and (iii) The individual or family lacks the resources or support 
networks, e.g., family, friends, faith-based or other social networks, needed to obtain other 
permanent housing; (3) 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 section 387 of the Runaway and Homeless Youth Act (42 
U.S.C. 5732a), section 637 of the Head Start Act (42 U.S.C. 9832), section 41403 of the 
Violence Against Women Act of 1994 (42 U.S.C. 14043e–2), section 330(h) of the Public 
Health Service Act (42 U.S.C. 254b(h)), section 3 of the Food and Nutrition Act of 2008 (7 
U.S.C. 2012), section 17(b) of the Child Nutrition Act of 1966 (42 U.S.C. 1786(b)), or section 
725 of the McKinney-Vento Homeless Assistance Act (42 U.S.C. 11434a); (ii) Have not had a 
lease, ownership interest, or occupancy agreement in permanent housing at any time during 
the 60 days immediately preceding the date of application for homeless assistance; (iii) Have 
experienced persistent instability as measured by two moves or more during the 60-day 
period immediately preceding the date of applying for homeless assistance; and (iv) Can be 
expected to continue in such status for an extended period of time because of chronic 
disabilities; chronic physical health or mental health conditions; substance addiction; histories 
of domestic violence or childhood abuse (including neglect); the presence of a child or youth 
with a disability; or 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; or (4) 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; (ii) Has no other residence; and (iii) Lacks the resources or support 
networks, e.g., family, friends, and faith- based or other social networks, to obtain other 
permanent housing. 24 CFR 578.3. 
 
F. Permanent Supportive Housing – means community-based housing without a designated 
length of stay and includes both permanent supportive housing and rapid re-housing. To be 
permanent housing, the program participant must be the tenant on a lease for a term of at 
least one year, which is renewable for terms that are a minimum of one month long and is 
terminable only for cause. Permanent supportive housing means permanent housing in which 
supportive services are provided to assist homeless persons with a disability to live 
independently. 24 CFR 578.3. 
 
G. Housing First – means an approach to quickly and successfully connect individuals and 
families experiencing homelessness to permanent housing without preconditions and barriers 
to entry, such as sobriety, treatment or service participation requirements. Supportive 
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services are offered to maximize housing stability and prevent returns to homelessness as 
opposed to addressing predetermined treatment goals prior to permanent housing entry. 
 
Housing First is premised on the following principles:  
(1) Homelessness is first and foremost a housing crisis and can be addressed through the 
provision of safe and affordable housing.  
(2) All people experiencing homelessness, regardless of their housing history and duration of 
homelessness, can achieve housing stability in permanent housing. Some may need very little 
support for a brief period of time, while others may need more intensive and long-term 
supports. 
(3) Everyone is “housing ready.” Sobriety, compliance in treatment, or even criminal histories 
are not necessary to succeed in housing. Rather, homelessness programs and housing 
providers must be “consumer ready.” 
(4) Many people experience improvements in quality of life, in the areas of health, mental 
health, substance use, and employment, as a result of achieving housing. 
(5) People experiencing homelessness have the right to self-determination and should be 
treated with dignity and respect. 
(6) The exact configuration of housing and services depends upon the needs and preferences 
of the population. 
 
Housing First core features include: (a) Few to no programmatic prerequisites to permanent 
housing entry; (b) Low barrier admission policies; (c) Rapid and streamlined entry into 
housing; (d) Supportive services are voluntary, but can and should be used to persistently 
engage tenants to ensure housing stability; (e) Tenants have full rights, responsibilities, and 
legal protections; (f) Practices and policies to prevent lease violations and evictions; and (g) 
Applicable in a variety of housing models.  
 
IV. STANDARDS 
 
A. SUPPORTIVE SERVICES STANDARDS 
Permanent supportive housing projects must provide supportive services for the residents to 
enable them to live as independently as is practicable throughout the duration of their 
residence in the project.  
 
1.  Case Management 
1.1 Individual case management must be provided to program participants, by the 
program or through referrals to community programs, on a regular and consistent basis (no 
less than monthly) as determined by the individual’s case plan and includes the following: 

1.1.1 Assessing, planning, coordinating, implementing, and evaluating the overall service 
delivered to the participant. 

1.1.2 Helping participants learn to live in housing, maintain their housing in a safe 
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manner, and get along with fellow tenants and the landlord. 
1.1.3 Helping participants create support systems and participate in the community as 

they desire. 
1.2 The project is exempt from this requirement if the Violence Against Women Act of 1994 ( 

42 U.S.C. 13925et seq.) or the Family Violence Prevention and Services Act ( 42 U.S.C. 
10401et seq.) prohibits the grantee carrying out the project from making its housing 
conditional on the participant's acceptance of services. 

1.3 PSH case managers shall access participants to determine needs and barriers to obtaining 
and maintaining permanent housing.  Use of VI-SPDAT information as well as motivational 
interviews should be used to help determine these factors. 

1.4 Case management services include:  
1.4.1 Individualized budgeting and money management services; 
1.4.2 Representative payee services; 
1.4.3 Basic life skills information, including housekeeping, menu planning and food 

preparation, consumer education, leisure-time activities, transportation, obtaining 
vital documents (i.e., Social Security card, birth certificate); 

1.4.4 Interpersonal skill building, such as developing positive relationships with others, 
parenting skills, effective communication, decision making, conflict resolution, and 
stress management; 

1.4.5. Educational advancement, such as GED preparation and attainment, post-
secondary training, and vocational education; 

1.4.6 Job preparation and attainment, such as career counseling, job preparation 
training, dress and grooming, job placement and job maintenance; 

1.4.7 Assistance in accessing mainstream benefits, including food stamps, childcare 
assistance, and health insurance; 

1.4.8 Mental health services, such as relapse prevention, crisis intervention, outpatient 
therapy, psychiatric services, and medication monitoring and dispensing; 

1.4.9 Alcohol and other drug abuse (AODA) services, such as outpatient treatment, 
relapse prevention and crisis intervention; 

1.4.10. Health care, such as routine physicals, health assessments, and family planning 
education; 

1.4.11 Legal services related to civil (i.e., rent arrears, family law, uncollected benefits) or 
criminal (i.e., warrants, minor infractions) matters; 

1.4.12 Assistance with food, clothing, and transportation; and 
1.4.13 Budgeting; energy education; landlord-tenant education; including Fair Housing 

Law; and other skills that help the household properly maintain their unit should 
be part of the case management plan. 

1.5  Case managers are encouraged to use strength-based, trauma informed practices with 
clients to maximize success and minimize re-traumatization. 

1.6  Case managers shall create and maintain files on each PSH household served. Files must 
contain all required eligibility documentation, copies of leases, correspondence, and 
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records of all financial assistance provided. Files must be secured per data security and 
confidentiality policies of each agency 

1.7  Comprehensive case notes on all meetings with participants, landlords, and other 
providers who may be assisting with case coordination shall be kept by the Case Manager 
for each PSH participant file (hard copy and/or electronic).  Notes should include any 
referrals to internal and external resources provided to the client 

1.8  Follow-up reviews shall be performed on all exited clients at required intervals, as 
determined by program rules.  All follow-up reviews shall be entered into HMIS. 
 

2. Service Coordination 
2.1 The project shall coordinate with community agencies and individuals for the provision of 

those services needed and requested by the individual or family, but that are not directly 
provided by the program. 

2.2 Arrangements shall be made as appropriate with community agencies and individuals for 
the provision of medical services, mental health services, legal services, and other 
assistance requested by the participant, which are not provided directly by the program. 

 
B.  CLIENT INTAKE STANDARDS 
The PSH project will be actively participate in the OR-504 Coordinated Entry System, 
incorporated in the CoC Governance Charter. The project will have minimal entry 
requirements to ensure the most vulnerable of the population are being served. The project 
will ensure active client participation and informed consent. 
 
1. Eligibility Requirements 

1.1 Literally Homeless (Category 1 of HUD homeless definition). 
1.2 At least one household member has a qualifying disability that meets grant 

regulations. 
1.3  Projects may require participants to meet specific subpopulation criteria only if 

such requirement was previously identified in the agency’s HUD Project  
Application or HUD contract. 

 
2.  Disqualification Criteria 

2.1. Household make-up, provided it does not violate HUD’s Fair Housing and Equal 
Opportunity requirements (i.e., Singles-Only programs can disqualify households 
with children, Families-Only programs can disqualify single households.) 

2.2 If the housing has in residence at least one family with a child under the age of 18, 
the housing may exclude registered sex offenders and persons with a criminal 
record that includes a violent crime from the project so long as the child resides in 
the housing. (CFR 578.93). 

2.3 Programs cannot disqualify an individual or family from program entry for lack of 
income, employment status, evictions, or poor rental history. 
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3. Client Explanations and Release of Information 

3.1  The project shall explain to clients the services that are available and how to 
access them. 

3.2  The project will maintain a Release of Information that allows the sharing of 
information with relevant people and/or agencies. Program participants will have 
copies of all signed Releases of Information and retain the right to revoke any 
Release of Information without penalty. 

 
C. PERMANENT SUPPORTIVE HOUSING STANDARDS 
The program will provide safe, affordable housing that meets participants’ needs in 
accordance with client intake practices and within HUD guidelines for permanent supportive 
housing programs. 
 
1. In providing or arranging for housing, the program shall consider the needs of the 

individual or family experiencing homelessness. 
2. The program shall provide assistance in accessing suitable housing. 
3. The program may provide assistance with moving costs. 
4. The program shall enter into a lease agreement with program participant for a term of at 

least one year, which is terminable for cause. The lease must be automatically renewable 
upon expiration for a minimum term of one month. Assistance may be extended per 24 
CFR 578.79. 

5. In accordance with CFR 578.77, agencies are not required to impose occupancy charges 
on program participants as a condition of residing in the housing. However, if occupancy 
charges are imposed, they may not exceed the highest of: 
5.1 30% of the household’s monthly adjusted gross income; 
5.2 10% of the household’s monthly income; or 
5.3 If the household is receiving payments for welfare assistance from a public agency 

and a part of the payments is specifically designated by the agency to meet the 
household’s housing costs, the portion of the payments that is designated for 
housing costs. 

6. In accordance with CFR 578.77, income must be calculated in accordance with 24 CFR 
5.609 and 24 CFR 5.611(a). Projects must examine a program participant’s income initially. 
If there is a change in family composition (e.g., birth of a child) or a decrease in the 
participant’s income, the occupancy charge shall be re-examined and adjusted 
accordingly. 

7. Specific requirements are covered in Appendices A, B, C, and D.  
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D. TERMINATION STANDARDS 
Termination is expected to be limited to only the most severe cases. Programs will exercise 
judgment and examine all extenuating circumstances when determining if violations are 
serious enough to warrant termination. 
 
1. If the project terminates services, it is responsible for providing evidence that it 

considered extenuating circumstances and made significant attempts to help the client 
continue in the program. 

2. In termination assistance to a program participant, the agency must follow the due 
process provisions outlined in 24 CFR 578.91. This includes a formal process that 
recognizes the rights of individuals receiving assistance under the due process of law. This 
process, at minimum, must consist of: (i) providing the program participant with a written 
copy of the program rules and the termination process before the participant begins to 
receive assistance; (ii) written notice to the program participant containing a clear 
statement of the reason for termination; (iii) 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 (iv) prompt written notice of the final decision to the 
program participant. 

3. Termination under this section does not bar the recipient or sub-recipient from providing 
further assistance at a later date to the same individual or family. 

4. Projects should not terminate clients from services because of entry into an institution 
(medical, mental health, substance abuse, jail). Providers can maintain open units for 
individuals and families who are institutionalized for a maximum of 90 days. 

 
E. FOLLOW-UP SERVICES STANDARDS 
The program shall provide a continuity of services to all participants following their exit from 
the program. These services can be provided directly or through referrals to other agencies or 
individuals. 
 
1. The project shall develop exit plans with the participant to ensure continued housing 

stability and connection with community resources, as desired. 
2. The project shall attempt to follow up with phone or written contact at least once after 

the client exits the program. A project may provide follow-up services that include 
identification of additional needs and referral to other agency or community resources. 

3. Case management services may be provided to formerly homeless individuals or families 
for up to six months after their exit to permanent housing.  

 
F. CLIENT FILES STANDARDS 
Documentation necessary for the effective delivery and tracking of service will be kept up to 
date and the confidentiality of program participants will be maintained. 
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1. The file maintained on each participant shall, at a minimum, include information required 
by HUD, participation agreements, service plans, case notes, information on the services 
provided both directly and through referrals to community agencies and individuals, and 
any follow-up and evaluation data that are compiled. 

2. Client information shall be entered into HMIS in accordance with the data quality, 
timeliness, and additional requirements found in the HMIS Policies and Procedures 
manual. At a minimum, programs must record the date the client enters and exits the 
program and update the client’s information as changes occur. 

3. The project will maintain each participant file in a secure place and shall not disclose 
information from the file without the written permission of the participant as appropriate 
except to project staff and other agencies as required by law. Participants must give 
informed consent to release any client identifying data to be utilized for research, 
teaching and public interpretation. 

4. All records pertaining to Continuum of Care funds must be retained for the greater of 5 
years or the participant records must be retained for 5 years after the expenditure of all 
funds from the grant under which the program participant was served. Copies made by 
microfilming, photocopying, or similar methods may be substituted for the original 
records. Where Continuum of Care funds are used for the acquisition, new construction, 
or rehabilitation of a project site, records must be retained until 15 years after the date 
that the project site is first occupied, or used, by program participants. Records pertaining 
to other funding sources must adhere to those record retention requirements. 

 
G. EVALUATION AND PLANNING STANDARDS 
Ongoing program planning and evaluation will be conducted. 
 
1. The program shall have written goals and objectives for its services to meet the outcomes 

required by HUD. 
2. The program shall review the case management, housing, and follow-up needs of 

program participants and the existing services that are available to meet these needs. As 
appropriate, revisions to goal, objectives and activities shall be made based on program 
evaluation. 

3. The program shall exhibit due regard for participant privacy in conducting and reporting 
its evaluation. 
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Appendix A 

Rent Calculations   
 
1. Each project must have specific policies and procedures created in accordance with the 

CoC interim rule regarding rent calculations. 
1.1 The policies shall include the frequency of rent re-calculation. At minimum, rent 

calculations must be done initially and at annual recertification.  
1.2 The policies shall include a description of the income verification collection process 

that includes acceptable source documentation. If a household does not provide 
income verification, the household may be required to pay full rent the following 
month. If adult household members do not have income, they shall sign a zero-
income certificate form or declaration of no income form. 

2. The following are examples of acceptable proof of income. This is not a complete list of all 
acceptable documentation types but describes many of the most common sources of 
income: 
2.1 Public benefits (i.e., SSI, SSDI, Child Support, Veterans benefits, etc.) – Verification 

letter/statement from a caseworker of the agency indicating the amounts of 
benefits received, and the start date of the benefit. If out-of-date benefits income 
is a barrier to obtaining available housing, applications can be processed with 
SSI/SSDI income verification that is up to 12 months old. 

2.2 Employment wages –Consecutive paystubs for the past 30 at a minimum.  
2.3 New employment wages (if a participant recently started a new job and has not 

received at least one month of pay stubs) – Employment verification letter from 
employer, stating gross wages and hours, overtime pay for this year, or annual 
salary. 

2.4 Seasonal/irregular employment (if a participant is seasonally/irregularly employed) 
– Most current Federal Income Tax Return Form 1040; AND most current two 
months of paystubs for the employment; AND employment verification from 
employer, which indicates the period of the year that the participant will work as a 
seasonal employee, or discontinued employment. 

2.5 Self-reporting income – For self-declaration income such as recycling, day labor, 
etc., most current Federal Income Tax Return Form 1040 with 1040 Schedule C 
and/or Form 8829 and self-declaration verification letter from customer/client or 
certified self-affidavit letter. For self- employment (i.e., housekeeping, child care, 
contract labor), a verification letter from customer/client to prove continuing, 
discontinued, or temporarily discontinued self-employment services. 

2.6  Unemployment benefits – Unemployment benefits verification letter. 
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2.7 If a student age 18 and older is receiving financial aid, it is recommended that the 
provider obtain a current school schedule and school year financial aid letter. 
Although financial aid (grants, school loans, work-study programs) is not 
considered income as long as a participant is school, the program operator should 
obtain financial aid statements for their records. 

3. The policies shall describe which income is included for which month’s rent calculation. 
For example, to determine rent for July, the household provides their income verification 
from May by a date set in June. 

4. The policies shall identify what occurs if a participant quits his/her job voluntarily or if a 
participant is fired, laid off, or has hours significantly reduced by the employer or 
doctor’s recommendations. For example, in a voluntary separation from employment, 
income would continue to be used to calculate rent. However, in involuntary separation 
or reduction, income can be zeroed out or the lower amount used in the rent calculation. 

5. The policies shall identify any additional deductions the project allows for all participants. 
For example, an agency can elect to deduct the amount of child support paid out in 
determining adjusted gross income. 

6.  HUD (24 CFR 5.609 and 24 CFR 5.611) states what should be counted and excluded for 
income and what allowable adjustments include: 
6.1 §5.609 Annual income - annual income means all amounts, monetary or not, 

which: 
6.1.1 Go to, or on behalf of, the family head or spouse (even if temporarily 

 absent) or to any other family member; or 
6.1.2 Are anticipated to be received from a source outside the family during the 

12-month period following admission or annual reexamination effective 
date; and 

6.1.3 Which are not specifically excluded in paragraph (c) of this section. 
6.2 Annual income also means amounts derived (during the 12-month period) from 

assets to which any member of the family has access. 
6.3 Annual income includes, but is not limited to: 

6.3.1 The full amount, before any payroll deductions, of wages and salaries, 
overtime pay, commissions, fees, tips and bonuses, and other 
compensation for personal services; 

6.3.2 The net income from the operation of a business or profession. 
Expenditures for business expansion or amortization of capital 
indebtedness shall not be used as deductions in determining net income. 
An allowance for depreciation of assets used in a business or profession 
may be deducted, based on straight line depreciation, as provided in 
Internal Revenue Service regulations. Any withdrawal of cash or assets 
from the operation of a business or profession will be included in income, 
except to the extent the withdrawal is reimbursement of cash or assets 
invested in the operation by the family; 
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6.3.3  Interest, dividends, and other net income of any kind from real or personal 
property. Expenditures for amortization of capital indebtedness shall not 
be used as deductions in determining net income. An allowance for 
depreciation is permitted only as authorized in paragraph (b)(2) of this 
section. Any withdrawal of cash or assets from an investment will be 
included in income, except to the extent the withdrawal is reimbursement 
of cash or assets invested by the family. Where the family has net family 
assets in excess of $5,000, annual income shall include the greater of the 
actual income derived from all net family assets or a percentage of the 
value of such assets based on the current passbook savings rate, as 
determined by HUD; 

6.3.4  The full amount of periodic amounts received from Social Security, 
annuities, insurance policies, retirement funds, pensions, disability or death 
benefits, and other similar types of periodic receipts, including a lump-sum 
amount or prospective monthly amounts for the delayed start of a periodic 
amount (except as provided in paragraph (c)(14) of this section); 

6.3.5 Payments in lieu of earnings, such as unemployment and disability 
compensation, worker's compensation and severance pay (except as 
provided in paragraph (c)(3) of this section); 

6.3.6  Welfare assistance payments. 
6.3.6.1 Welfare assistance payments made under the Temporary 

Assistance for Needy Families (TANF) program are included in 
annual income only to the extent such payments: 
6.3.6.1.1 Qualify as assistance under the TANF program definition 

at 45 CFR 260.31; and 
6.3.6.1.1  Are not otherwise excluded under paragraph (c) of this 

section. 
6.3.6.2 If the welfare assistance payment includes an amount specifically 

designated for shelter and utilities that is subject to adjustment by 
the welfare assistance agency in accordance with the actual cost of 
shelter and utilities, the amount of welfare assistance income to be 
included as income shall consist of: 
6.3.6.2.1 The amount of the allowance or grant exclusive of the 

amount specifically designated for shelter or utilities; 
plus 
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6.3.6.2.2 The maximum amount that the welfare assistance 
agency could in fact allow the family for shelter and 
utilities. If the family's welfare assistance is ratably 
reduced from the standard of need by applying a 
percentage, the amount calculated under this paragraph 
shall be the amount resulting from one application of the 
percentage. 

6.3.7 Periodic and determinable allowances, such as alimony and child support payments, 
and regular contributions or gifts received from organizations or from persons not 
residing in the dwelling; 

6.3.8 All regular pay, special pay and allowances of a member of the Armed Forces (except 
as provided in paragraph (c)(7) of this section). 

6.3.9 For section 8 programs only and as provided in 24 CFR 5.612, any financial 
assistance, in excess of amounts received for tuition, that an individual receives 
under the Higher Education Act of 1965 (20 U.S.C. 1001 et seq.), from private 
sources, or from an institution of higher education (as defined under the Higher 
Education Act of 1965 (20 U.S.C. 1002)), shall be considered income to that 
individual, except that financial assistance described in this paragraph is not 
considered annual income for persons over the age of 23 with dependent children. 
For purposes of this paragraph, “financial assistance” does not include loan 
proceeds for the purpose of determining income. 

6.4 Annual income does not include the following: 
6.4.1 Income from employment of children (including foster children) under the age of 

18 years; 
6.4.2 Payments received for the care of foster children or foster adults (usually persons 

with disabilities, unrelated to the tenant family, who are unable to live alone); 
6.4.3 Lump-sum additions to family assets, such as inheritances, insurance payments 

(including payments under health and accident insurance and worker's 
compensation), capital gains and settlement for personal or property losses 
(except as provided in paragraph (b)(5) of this section); 

6.4.4 Amounts received by the family that are specifically for, or in reimbursement of, 
the cost of medical expenses for any family member; 

6.4.5 Income of a live-in aide, as defined in §5.403; 
6.4.6 Subject to paragraph (b)(9) of this section, the full amount of student financial 

assistance paid directly to the student or to the educational institution; 
6.4.7 The special pay to a family member serving in the Armed Forces who is exposed to 

hostile fire; 
6.4.8 Amounts received under training programs funded by HUD; 
6.4.9 Amounts received by a person with a disability that are disregarded for a limited 

time for purposes of Supplemental Security Income eligibility and benefits because 
they are set aside for use under a Plan to Attain Self-Sufficiency (PASS); 
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6.4.10 Amounts received by a participant in other publicly assisted programs which are 
specifically for or in reimbursement of out-of-pocket expenses incurred (special 
equipment, clothing, transportation, child care, etc.) and which are made solely to 
allow participation in a specific program; 

6.4.11 Amounts received under a resident service stipend. A resident service stipend is a 
modest amount (not to exceed $200 per month) received by a resident for 
performing a service for the PHA or owner, on a part-time basis, that enhances the 
quality of life in the development. Such services may include, but are not limited 
to, fire patrol, hall monitoring, lawn maintenance, resident initiatives coordination, 
and serving as a member of the PHA's governing board. No resident may receive 
more than one such stipend during the same period of time; 

6.4.12 Incremental earnings and benefits resulting to any family member from 
participation in qualifying State or local employment training programs (including 
training programs not affiliated with a local government) and training of a family 
member as resident management staff. Amounts excluded by this provision must 
be received under employment training programs with clearly defined goals and 
objectives, and are excluded only for the period during which the family member 
participates in the employment training program; 

6.4.13 Temporary, nonrecurring or sporadic income (including gifts); 
6.4.14 Reparation payments paid by a foreign government pursuant to claims filed under 

the laws of that government by persons who were persecuted during the Nazi era; 
6.4.15 Earnings in excess of $480 for each full-time student 18 years old or older 

(excluding the head of household and spouse); 
6.4.16 Adoption assistance payments in excess of $480 per adopted child; 
6.4.17 Deferred periodic amounts from supplemental security income and Social Security 

benefits that are received in a lump sum amount or in prospective monthly 
amounts, or any deferred Department of Veterans Affairs disability benefits that 
are received in a lump sum amount or in prospective monthly amounts. 

6.4.18 Amounts received by the family in the form of refunds or rebates under state or 
local law for property taxes paid on the dwelling unit; 

6.4.19 Amounts paid by a state agency to a family with a member who has a 
developmental disability and is living at home to offset the cost of services and 
equipment needed to keep the developmentally disabled family member at home; 
or 

6.4.20 Amounts specifically excluded by any other Federal statute from consideration as 
income for purposes of determining eligibility or benefits under a category of 
assistance programs that includes assistance under any program to which the 
exclusions set forth in 24 CFR 5.609(c) apply. A notice will be published in the 
Federal Register and distributed to PHAs and housing owners identifying the 
benefits that qualify for this exclusion. Updates will be published and distributed 
when necessary. 
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6.5 §5.611 Adjusted income means annual income (as determined by the responsible entity, 
defined in §5.100 and §5.603) of the members of the family residing or intending to reside 
in the dwelling unit, after making the following deductions: 
6.5.1 Mandatory deductions. In determining adjusted income, the responsible entity 

must deduct the following amounts from annual income: 
6.5.1.1 $480 for each dependent; 
6.5.1.2 $400 for any elderly family or disabled family; 
6.5.1.3 The sum of the following, to the extent the sum exceeds three percent of 

annual income: 
6.5.1.3.1 Unreimbursed medical expenses of any elderly family or disabled 

family; and 
6.5.1.3.2 Unreimbursed reasonable attendant care and auxiliary apparatus 

expenses for each member of the family who is a person with 
disabilities, to the extent necessary to enable any member of the 
family (including the member who is a person with disabilities) to 
be employed. This deduction may not exceed the earned income 
received by family members who are 18 years of age or older and 
who are able to work because of such attendant care or auxiliary 
apparatus; and 

6.5.1.3.3 Any reasonable child care expenses necessary to enable a 
member of the family to be employed or to further his or her 
education. 

6.5.2  Additional deductions. 
6.5.2.1 For public housing, a PHA may adopt additional deductions from annual 

income. The PHA must establish a written policy for such deductions. 
6.5.2.2 For the HUD programs listed in §5.601(d), the responsible entity shall 

calculate such other deductions as required and permitted by the 
applicable program regulations. 

[66 FR 6223, Jan. 19, 2001] 
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Appendix B 
Utility Allowances 
 
1. Each project must have specific policies and procedures created in accordance with the 

COC interim rule regarding utility allowances. 
2. The utility allowance is calculated for each participating household based on the local 

Public Housing Authority (PHA)’s schedule of utility allowances. 
2.1 If the tenant (for example) is expected to pay hot water, heat, and other 

electricity, the Case Manager or other staff will use the utility schedule for the 
appropriate unit size, add the amounts allowed on the utility schedule for each of 
the utilities to be paid by the tenant to determine the total utility allowance for 
the tenant. 

2.2 If all the utilities are included in the unit rent, there is no utility allowance. 
3. The full rent amount is the full rent the owner is charging for the unit including any 

utilities the owner provides under the lease. The gross rent represents the entire housing 
cost. It is calculated by adding the full rent amount and the utility allowance for the unit. If 
all the utilities are included in the rent, the full rent amount and the gross rent amount 
will be the same. 
3.1 If a program participant selects a unit with a different number of bedrooms than 

the household is eligible for, the project is required to re-calculate the maximum 
gross rent. Using Fair Market Rent Value for the smaller unit size (either the unit 
size the household is actually eligible or the unit size selected by the household). 
The utility allowance used is always based on the actual size of the selected unit. 

4. The rent subsidy payment can be calculated only after the participant has selected a unit 
and the gross rent for the unit is known. The rent subsidy payment is calculated by 
subtracting the total tenant payment from the gross rent amount. 

5. The total tenant payment is the greater of 10% of the household’s monthly gross income 
or 30% of the household’s adjusted gross income. The total tenant payment is the 
participant’s contribution toward the gross rent. 

6. The actual tenant payment (household share of rent) is the participant's portion of the full 
rent that is paid to the agency for rent. If the participant is not responsible for paying any 
utilities under the lease, the actual tenant payment will equal the total tenant payment. 
Where participants are responsible for directly paying some or all of the utilities, actual 
tenant payment is calculated by subtracting the rent subsidy payment (agency share of 
rent) from the full rent amount. 
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Appendix C 
Fair Market Rent or Actual Rent and Rent Reasonableness    
 
1. Each project must have specific policies and procedures created in accordance with the 

CoC interim rule regarding fair market rent and rent reasonableness. Compliance with 
rent reasonableness must be documented prior to executing a lease for a unit. 

2. Rent reasonableness is defined as reasonable in relation to rents being charged for 
comparable unassisted units in the same market. Rent reasonableness is determined by 
considering the gross rent of the proposed unit and the location, quality, size, type, and 
age of the unit, any amenities, maintenance, and utilities to be provided by the owner. 

3. The gross rent of the proposed unit must be compared to three similar unit. “Similar” is 
defined as: 
3.1 Same location as the proposed unit (either neighborhood or town) 
3.2 Same number of bedrooms 
3.3 Same type of unit (i.e., multi-family, duplex, single family home) 

4. To calculate the gross rent for purposes of determining whether it meets the rent 
reasonableness standards, project must consider the entire housing cost: 
4.1 Rent plus the cost of any utilities that must, according to the lease, be the 

responsibility of the tenant. 
4.2 Utility costs may include gas, electric, water, sewer, and trash. However, 

telephone, cable or satellite, television service, and internet service shall be 
excluded. 

4.3 The gross rent does not include pet fees or late fees that the program participant 
may accrue for failing to pay the rent by the due date established in the lease. 

5. Comparable rents can be checked by any of the following methods: 
5.1 By reviewing advertisements for comparable rental units. 
5.2 Completed Owner’s Certification on the Request for Tenancy Approval 

form.5.5.35.35. 
5.3 Written verification signed by the property owner or management company, on 

letterhead, affirming that the rent for a unit assisted with CoC Program funds is 
comparable to current rents charged for similar unassisted units managed by the 
same owner. 

6. To keep the administrative burden to a minimum, rent reasonableness documentation 
does not have to be collected for each individual unit. Rather, rent data may be collected 
at the neighborhood or community level, as long as the case manager or other staff 
making the determination verifies the documentation is appropriate for the proposed unit 
and includes the documentation in each client file. 

7. Rent reasonableness must be reviewed annually. 
8. The rent reasonableness standard is determined by averaging the gross rent of the three 

comparison units. The proposed unit meets the rent reasonableness standard if it is lower 
than $50 above the average of the three comparable rents. 
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9. Policies must include a description and process for addressing special circumstances. For 

example, in some cases it may be difficult to identify units that match on location, building 
type, and number of bedrooms. A policy could include supervisor approval to review a 
broader geographic range or look at units that have the same number of bedrooms and 
are in the same geographic location but are in other types of buildings. 
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Appendix D 
Housing Quality Standards   
 
1. Each project must have specific policies and procedures created in accordance with the 

CoC interim rule regarding housing quality standards (HQS) inspections. 
2. HQS inspections must be completed by a certified or trained HQS inspector. 
3. A unit must pass HQS before a lease can be signed. Units must undergo an annual re-

inspection. Units must also be inspected if, while the client is on a program, staff observes 
a potential HQS fail, or if the client or landlord reports a concern that may be fail. 

4. If the unit fails an initial or re-inspection, an owner (or tenant, if it is their damage) has 30 
days to fix those issues. The unit must be re-inspected once the repairs are reported 
complete. The repair checklist requires that both the owner and tenant sign.  

5. If the repairs are not complete within 30 days of notification to the owner, the project 
cannot pay any rent to the owner. If the client is in the unit, rent must be withheld until 
the unit passes an HQS inspection. If it is a new unit that has not been leased up, the 
project should encourage the client to look at other units. No lease may be signed until 
the unit passes an HQS inspection, including lease renewals. 

6. The policies must include a description of the annual quality assurance check process for 
HQS inspections. The purpose of the quality assurance check is to ensure inspectors are 
consistently following the HQS guidelines. A quality assurance check includes an HQS 
inspect inspecting a unit that has been inspected by a different HQS inspector in the past 
30 days. 

7. The policies must include a description of general inspection process of units. Any agency 
can choose to conduct these monthly, quarterly, or not at all. This inspection can be done 
by a non- HQS trained staff. The purpose is to look for any new damage or anything 
causing the unit to fail an inspection. This can include an infestation, housekeeping issues, 
leaks, appliance issues, and the like. 

8.  HUD-52580 or HUD-52580-A are the approved HUD forms. It is important that the entire 
document is completed. The summary should be done on page 8. This identifies the 
inspection, the date, and an area to note deficiencies or concerns. 
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