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3000 Introduction and Definitions

3000 INTRODUCTION AND DEFINITIONS

The Heating Assistance Programs (HAP) are designed to promote the
general welfare and safeguard the health and well-being of Alaska’s
population by offsetting the cost of home heating for eligible Alaskan
residents. Two programs are administered to support this mission. They

are:

. Low-Income Home Energy Assistance Program (LIHEAP) for
households with income up to 150% of the federal poverty income
guidelines.

. Subsidized Rental Housing Utility Deposit (SRHUD) for households
moving into subsidized housing where the heat is included in the
rent but a deposit is needed for electric or general use gas service.

HAP provides the financial assistance to help low-income households pay
home heating costs by:

. making a one-time payment or an extension of credit to home
heating suppliers on behalf of eligible households; or
o making a one-time direct payment to households whose heat is

included in their rent.

The Low-Income Home Energy Assistance Program (LIHEAP) is available
to households with income at or below 150% of the federal poverty income
guidelines for Alaska. LIHEAP is funded by the federal government
through the LIHEAP block grant, which is administered by the U.S.
Department of Health and Human Services, Administration for Children
and Families (ACF), Office of Community Services (OCS), Division of
Energy Assistance (DEA). In Alaska, LIHEAP funds are administered by
the Department of Health and Social Services (DHSS), Division of Public
Assistance (DPA) and, in some areas, by tribal organizations under the
authority of Title XXVI of the Omnibus Budget Reconciliation Act of 1981
(Public Law 97-35). Federal statute can be found at 42 U.S.C. 88621-
8630 (2008). Regulations governing LIHEAP are in the Code of Federal
Regulations (CFR) at:

Title: 45 Public Welfare
Subtitle B of the Energy Policy Act of 2005
Chapter: Part 96 (Block Grants)
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Subchapter: H (LIHEAP) and A-F of the HHS Block Grant
Regulations

Each state is responsible for implementing and administering these
regulations.

The LIHEAP is authorized under Alaska Administrative Code (state
regulations) at 7 AAC 44.010 — 7 AAC 44.090.

This manual contains policies for state-administered HAP only. Tribal
organizations who administer LIHEAP may choose to follow the HAP
policies and procedures, but are not required to do so.

The process for determining need and level of assistance is the
certification procedure. This manual provides the worker with standard
policies. Please see the HAP Procedures Manual for specific procedures
regarding the administration and certification of applications and benefits.
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3000-1 RESPONSIBILITIES IN ADMINISTRATION

3000-1 A.

3000-1 B.

WORKER RESPONSIBILITIES

The policies in this manual are intended to be a guide for heating
assistance award processing and are broadly written within the limits
imposed by federal and state laws and regulations. The policies
contained in this manual are intended to be sufficiently flexible to allow the
worker to exercise reasonable judgment in executing responsibilities.

It is impossible to write procedures that will cover every possible
circumstance that a specific case may present. In this regard, the concept
of the prudent person can be helpful. The term refers to the
reasonableness of the judgments made by an individual in a given
situation. In making a certification decision, the worker will decide if the
action is reasonable based on experience and knowledge of the program.
For example, if the client's shelter expenses stated on the application are
out of line with rents charged in the community, the worker must ask for an
explanation. Similarly, it is the worker’s responsibility to exercise
reasonable judgment in determining if a given number of individuals who
apply for heating assistance as a single household fit the Heating
Assistance Program’s concept of a household.

If the worker finds a problem in a specific case that may require a change
in policy or the creation of a new policy, it should be referred to the
Eligibility Office Manager. If the issue cannot be resolved by the Office
Manager, it might then be referred to the Heating Assistance Program
Coordinator. However, if the problem applies only to a specific case or is
generally covered by existing policy guidelines, the worker should make a
judgment that can be defended as reasonable and prudent.

RECORDS AND REPORTS

Case files will be available for review or audit by Legislative Affairs or the
Department for a period of three years from the month each record is
placed in the case file. Case files shall include applications for program
benefits, including:

o Required forms;

o Worksheets used in the computation of income for eligibility and the
basis of issuance;

o Documentation including verification methods used by the case
worker;
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o Copies of notices of adverse action and other notices sent to the
household and responses thereto;

o Actions related to the fair hearing process;

o Fiscal adjustments including claims, refunds and restoration for lost
benefits; and

o Any other data which affects a household's eligibility or basis of
issuance.

3000-1 C. NONDISCRIMINATION

In accordance with Title VI of the U.S. Civil Rights Act of 1964, Federal
regulations and Alaska law, it is the policy of HAP and the State of Alaska,
Department of Health and Social Services that no individual shall be
denied benefits or subjected to discrimination on the grounds of:

age,
race,

sex,

color,

religious creed,
political beliefs,
national origin, or
physical ability,

Procedures for civil rights complaints are detailed in the Administrative
Procedures Manual Section 100-4.

3000-1 D. AVAILABILITY OF PUBLIC INFORMATION

Regulations, Plans of Operations, federal procedures, the Alaska Heating
Assistance Manual, and supplemental instructions issued on policy and
procedures are maintained by the Heating Assistance Program in Juneau
for examination by the public. The Alaska Heating Assistance Program
manuals will also be available for examination by the public on line at:
http://dhss.alaska.gov/dpa/Pages/features/org/manuals.aspx.

3000-1 E. DISCLOSURE AND USE OF INFORMATION

The DPA restricts the disclosure and use of information obtained from
heating assistance households to:

1. Persons directly connected with the administration or enforcement
of the Heating Assistance Program.
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2. Employees of other federal assistance or federally assisted State
means-tested programs for low-income individuals such as TANF,
ATAP, Food Stamps, Medicaid, and SSI.

3. Employees of Legislative Audit for audit examination.

4, Officials of local, State, or federal law enforcement agencies to
investigate alleged violations of the Heating Assistance Program, if
a written request is provided.

All information about an applicant must remain confidential. Discussing a
case with a co-worker in order to complete a determination is acceptable.
Discussing a case with another DPA employee involving a family member
or friend is not acceptable. Discussing a case with a friend/acquaintance

outside of the office is not acceptable.

All written information which specifically identifies an applicant must be
properly stored in the appropriate file cabinet when not in use, and
properly discarded as necessary (i.e. shredded, ripped up, burned, or
archived.)

Workers must not leave identifying applicant information exposed to office
visitors.

Workers must not give applicant information to the applicant’s landlord, or
request applicant information from a landlord, unless the applicant
authorizes it or has listed the landlord as a collateral contact. Many
applicants do not want their landlords to know that they have applied for
heating assistance. Workers must respect applicant privacy.

The following people may be given information regarding a case, upon
request. Requests from people other than those listed must be referred to
the Program Coordinator. Requests for information from newspaper or
radio reporters must always be referred to the Program Coordinator.

Applicant - If an applicant calls to ask for information regarding their HAP
case, the worker should ask the person to identify themselves by providing
their social security number before revealing any information. The worker
must ensure that the information the caller provides matches the
information on the application.

Concerned Agency Representatives, Friends, Interpreters -

Information may be given to third party representatives only if the
applicant has authorized their participation and there is a justifiable reason
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why this person is intervening (for example, language barrier, hearing
disorder, disability, etc.).

Fee Agent and Department of Public Assistance (DPA) Employees -
Workers may answer questions from DPA representatives regarding
specific applications.

Legislator or Legislator’s Staff - Requests for case specific information
in response to a constituent request may be answered by the worker. The
Program Coordinator must be informed about the contact.

Ombudsman’s Office - Requests for case specific information may be
answered by the worker. The Program Coordinator must be informed
about the contact. All other Ombudsman calls must be referred to the
Program Coordinator.

Vendor - If avendor calls to ask if one of their customers has applied for
heating assistance, the answer to that question may be provided.
Information regarding payment to that vendor only may be provided.

For specific confidentiality rights and responsibilities, refer to Division of
Public Assistance Administrative Procedures Section 100-3, Alaska State
Statutes 47.05.020 through 47.05.030, and Alaska Administrative Codes 7
AAC 37.010 through 7 AAC 37.130.

3000-1 F. VOLUNTEERS

3000-1 G.

Volunteers, or other persons not employed by DPA, may be used in
outreach activities, assisting in program promotion, filing, and clerical
duties. Volunteers may assist households in completing the application
and forms and in obtaining required verification.

Except for fee agents, volunteers may not conduct interviews or certify an
eligible applicant household.

QUALITY ASSESSMENT REVIEWS

Each season at least 10 heating assistance cases, per worker, are
selected for review. The purpose of this review is to determine the

accuracy of the eligibility and benefit determination.

Maintenance of program records, case files, and financial transaction
documentation by the State provides a clear monitoring and audit trail.

11/7/2016 11:24 AM Page 6



3000-1 H. DOCUMENTATION

The goal of documentation is to establish a clear and complete record, so
any person reading the documentation will understand what was done and
why. Clear and complete documentation is the foundation of a positive
supervisory or QA review, and an essential part of quality casework.

Documentation is a record of:
« Factors of eligibility verified and how they were verified.

« Information used to determine eligibility and benefit amount,
including:

1. The source of the information;
2. The verification that supports the information;

3. The method used to convert income and expense information
into monthly amounts; and

4. Why this information was used.
e Actions taken on a case and the reasons supporting those actions.

« Contacts with the client, partner agencies, contractors/grantees
and third party sources (collateral contacts).

3000-11. PRUDENT PERSON JUDGMENT (PPJ)

The policies in this manual are intended to be a guide for the processing
of heating assistance applications. They are intended to be sufficiently
flexible to allow workers to exercise reasonable judgment in processing
cases. This flexibility is provided because of the impossibility of writing
procedures that would cover every conceivable circumstance a worker
might encounter when determining eligibility.

The term “prudent person judgment” refers to the judgments made by an
individual in a given situation. In making an eligibility decision, the worker
should decide if the action is prudent and reasonable based on their
experience and knowledge of the program. If a worker encounters a
problem case for which they are having a hard time making a decision,
they should consult the Casework Supervisor, Eligibility Office Manager,
or Program Coordinator. Otherwise, it is expected that workers make
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decisions than can be defended as reasonable and prudent, and that they
clearly record the reasons for their decision in case notes (F9 in HAS).

3000-1J PROCESSING APPLICATIONS OF STAFF, FRIENDS OR RELATIVES

Applications submitted by HAP employees must be processed by another
employee designated by the Eligibility Office Manager.

Applications received from relatives or close personal friends of Division
staff must be processed by an employee designated by the Eligibility
Office Manager.
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3000-2

DEFINITIONS

The following terms are used throughout the manual. Additional terms and
definitions are located in Chapter 101-1 of the Administrative Procedures
Manual.

Alaska Poverty Level: The poverty guidelines for Alaska updated annually
in the Federal Register by the U.S. Department of Health and Human
Services under authority of Section 673 (2) of the Omnibus Budget
Reconciliation Act of 1981.

Adult: A person age 18 or older. If less than 18 years of age, a person who
IS not under parental control of another adult. Refer to definition of parental
control.

Agency Error: Anincorrect issuance of heating assistance caused by an
error by agency staff in budgeting, invalid computer programming,
misunderstanding of policy, etc.

Applicant: An individual who has submitted an identifiable application for
heating assistance for the individual's household and who represents the
household to the department.

Authorized Representative: A responsible adult knowledgeable about the
household's circumstances designated in writing by a responsible member
of the heating assistance household to act on its behalf. The authorized
representative may apply for the household. Emergency authorized
representatives must be designated in the same manner.

Boarder/Room Renter: One or more persons living in the same house and
paying rent to the owner of the home who also lives in the house.

Budget Month: The month from which the income and expenses are used
to calculate the household's heating assistance benefit.

Categorical Eligibility: For households in which all members receive
federally funded Temporary Assistance to Needy Families (TANF), such as
ATAP or Native Family Assistance, food stamps and/or SS income as
already identified by these other public assistance programs. EIS is used
for the income portion of the heating assistance benefit determination. If
only a portion of the household members are on a public assistance
program, the worker may use the income in EIS to verify said members’
income but will still need to obtain proof of income for all other household
members.
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Change Reporting: A reporting requirement method in which households
receiving heating assistance are required to report certain changes in their
situation within 10 days from when they know of the change.

Child: A person under 18 years of age who is under the parental control of
an adult.

Claim Determination: An action taken by the agency when a heating
assistance overpayment has occurred. A claim determination establishes
the amount of overpayment and the client's liability for repayment.

Crisis: A situation, in which an applicant is without fuel, has been
disconnected, is within 48 hours of being disconnected, or is within one day
or running out of fuel and the outdoor air temperature is above 32 degrees
Fahrenheit. The applicant must meet income/expense criteria to qualify for
expedited processing.

Disabled: A person with a physical or mental impairment, which limits one
or more major life activities, as determined by eligibility for:
e Veterans disability benefits;
e Social Security disability benefits;
e Supplemental Security Income (SSI);
e State of Alaska, Adult Public Assistance (APA) and its subtypes
including but not limited to Interim Assistance (I1A);
e Disability retirement from a government agency because of a
disability considered permanent; or
e An annuity payment under the Railroad Retirement Act and either is
determined to be eligible to receive Medicare or is determined to be
disabled.

Division: The Division of Public Assistance in the Department of Health
and Social Services.

Earned Income: Income that is paid to a person to compensate them for
work performed.

Elderly: A person age 60 years or older.
Expedite: See crisis and life threatening crisis definitions.

Fee Agent: A paid volunteer who is authorized by the Department of Health
& Social Services, Division of Public Assistance to make applications
available to households, assist applicants in completing the application and
related forms, conduct required interviews, secure required verification, and
forward completed applications and supporting documentation to the DPA
office.
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Fully Subsidized: Regular monthly financial assistance provided by a
government, housing authority, or non-profit entity that covers the annual
cost of heating to within $200.

General Assistance (GA): Assistance payments from a state or local
government program that help cover an eligible household's rent, clothing,
and food needs, etc. General assistance is cash provided by vendor
payment or direct payment to the household. This does not include "in-kind"
assistance such as a donation of clothing or furniture items.

Gross Monthly Income: Total cash receipts before taxes, either earned
and unearned, derived from any source by any member of the household in
the calendar month before the date of signature on the completed
application. The division will prorate, or average, income from self-
employed occupations over the 12-month period before the date of
signature on the completed application to determine the household’s gross
monthly self-employment income.

Head Of Household: The person who signed the application at item # 39
and is listed on line 1, item #2 of the application form.

Heating Assistance: Any financial assistance granted under the Heating
Assistance Program.

Home Heating Costs: An amount that the household pays for its own
home heating needs either directly, or indirectly through rent.

Homeless Individual: An individual who lacks a fixed and regular nighttime
residence or an individual whose primary nighttime residence is:

1. A supervised shelter designed to provide temporary
accommodations; or,

2. A halfway house or similar institution that provides temporary
residence for individuals intended to be institutionalized; or,

3. A temporary accommodation in the residence of another individual
not to exceed 60 days; or,

4. A place not designed for, or ordinarily used as, a regular sleeping
accommodation for human beings (a hallway, a bus station, a
lobby or similar places).

Household: Anindividual or group of individuals who are living together as
one economic unit and for whom residential heating is customarily
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purchased in common, or who make undesignated payments for heat in the
form of rent.

Identifiable Application: An application which contains at least the legible
name, address, and signature (or witnessed mark) of the applicant.

Inadvertent Household Error: An incorrect issuance of heating assistance
caused by client error due to circumstances such as failure to understand
program requirements.

Intentional Program Violation: The client:

1. Made a false or misleading statement, misrepresented, concealed
or withheld facts to obtain heating assistance benefits to which the
client was not entitled; or,

2. Committed any act that relates to the use, presentation, transfer,
acquisition, receipt, or possession of heating assistance benefits.

Life Threatening Crisis: A situation, in which an applicant is without fuel,
has been disconnected, is within 48 hours of being disconnected, or is
within one day or running out of fuel and the outdoor air temperature is
below 32 degrees Fahrenheit. The applicant must meet income/expense
criteria to qualify for expedited processing.

Limited Heating Points: An eligibility denial for a household whose gross
income, household size and estimated annual heating costs are calculated
to be less than the minimum necessary to qualify for heating assistance.

Live-In Caregiver: A person, not considered part of the household, who
does not contribute financially to the household and provides needed
health/supportive services to a member of the household as documented by
a qualified professional such as a Medicaid Qualifying Trust, Office of Public
Advocacy (OPA), court order or physician’s note.

Mixed Household:

1. A household in which some, but not all, members receive financial
assistance from TANF, APA, SSI, or food stamps.

2. A household in which one or more members are Alaskan Native or

American Indian and other household members are of other ethnic
backgrounds.
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Notice of Action: A notice sent by the HAP to the applicant requesting the
information needed to complete the application in order to make an eligibility
determination or informing the applicant they have been approved or
denied.

Over issuance: The amount of heating assistance issued to a household in
excess of the amount it was entitled to receive.

Parental Control: To be considered under the parental control of an
adult household member, children under 18 must be living with one or
both parents or an adult who is caring for them as if he/she were their parent
(for example, providing for basic needs such as lodging, meals, etc.).

Pay: To give money to in exchange for goods or services rendered.

Pend: To send a client a notice of action requesting additional information
necessary to determine eligibility for heating assistance benefits.

Pledge: A promise to pay a vendor. The ET calls the vendor to pledge an
award amount for a client.

Public Assistance (PA) Household: A household in which all members
receive:

«  Temporary Assistance to Needy Families (TANF), including Alaska
Temporary Assistance Program (ATAP) and Native Family
Assistance; Food Stamps and/or,

. Adult Public Assistance (APA), including Old Age Assistance, Aid
to the Disabled, and Aid to the Blind.

Qualified Alien: Legal immigrants as defined in Section 431 of PRWORA
and described in Section 3002-1D of this manual.

Recoupment: Collection of the unpaid balance that the household owes
the division for previously awarded heating assistance to which the
household was not entitled.

Seasonal Employment: Employment with a regular work season of 11
months or less on a salary basis from an employer.

Self-Employed Occupations: Occupations in which an individual receives
income from the production or sale of goods or services as determined
under 7 AAC 45.445 (a) - (k). For more information, see Section 3003-4 of
this manual.
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Self-Harvested Wood: Wood, used for heating a home that is cut and
gathered by the household instead of by a vendor.

Shared Household: A home in which more than one household (see
definition above) resides. Examples include multiple, unrelated adults
residing in one unit with each contributing towards a portion of the heating
costs (roommates) or multiple generations/families residing in the same unit
and each contributing to a portion of the overall heating costs.

Shelter Costs: The total of the household’s regular monthly rent or
mortgage obligation for the shelter it occupies, the cost of 30 days of heating
fuel or the amount of natural gas utility bill, and the amount of the electric
bill. If actual heating fuel costs are not available, the amount of $500 for oil
or $300 for wood or coal may be used when determining if a household is
eligible for emergency processing.

Spouse: Either one of two individuals who would be defined as married to
each other under applicable state law.

SSI Household: A household in which all members receive Supplemental
Security Income (SSI).

Subsidized Housing: Housing subsidized by a government, housing
authority, or non-profit entity, in which tenants pay only a portion of their
adjusted monthly income for rent, mortgage, and home heat. Please note
that while Low-Income Housing Tax Credit (LIHTC) properties are not
considered subsidized housing, people living in LIHTC properties may
have Section 8 vouchers which would require that the applicant with
the Section 8 voucher be treated as living in subsidized housing.

Subsidized Rental Housing Utility Deposit (SRHUD): A special grant
available to households that need help with the initial utility deposit required
to establish service for Section 8 or subsidized rental housing.

Supplemental Benefit: An additional benefit payment issued to all eligible
households at the end of the heating assistance season. The supplement is
issued when the State has received state and/or federal contingency
funding or has unspent funds remaining from the block grant.

Temporary Assistance for Needy Families (TANF): Temporary
Assistance for Needy Families (TANF) is a block grant program that
provides assistance and work opportunities to needy families by granting
each state and certain tribal organizations federal funds to develop and
implement their own programs.
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In Alaska, TANF funds the Alaska Temporary Assistance Program (ATAP),
including Diversion payments, administered by the State of Alaska Division
of Public Assistance, and the Native Family Assistance programs,
administered by Alaska Native tribal organizations.

Unearned Income: Income received that is not compensation for work
performed. Unearned income examples may include but are not limited to:
Workers Compensation, Alaska Temporary Assistance, Adult Public
Assistance, Unemployment Insurance Benefits, Veteran’s Benefits, Social
Security Benefits, Supplemental Security Income, Child Support, etc.

United States Citizen: A citizen of one of the 50 states, the District of
Columbia, Puerto Rico, Guam, or the Virgin Islands; and United States
nationals, including nationals from American Samoa or Swain’s Island.

Variable Work Schedule: Workers who are employed in mining;
construction; ferry workers; and oil field and service workers who have
rotating schedules, fluctuating payroll schedules, and/or seasonal lay-offs
that do not reflect income on a monthly basis. Workers with these variable
work schedules will have their income calculated using a 12 month average
of all available income for that worker for the previous 12 months from the
date they applied.

Vendor: An individual, business, or private or public agency that sells home
heating related energy.

Verification: Documentation or third-party information that establishes the
accuracy of statements on the application.
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3001 Application Process

3001

3001-1

APPLICATION PROCESS

In order for the Division of Public Assistance (DPA) to determine a
household’s eligibility, the household must:

o Submit an identifiable application;
o Complete and sign an approved application form; and

« Provide documentation and verification, including required forms,
needed to determine program eligibility.

Fee agents help individuals who live in communities that do not have a local
DPA office apply for heating assistance. DPA provides fee agents with
applications and other forms individuals need to apply for assistance.
Individuals are not required to go to a fee agent, and may send the
application directly to the nearest DPA office.

An application is considered filed when a DPA office receives an identifiable
application form containing the applicant's name, address, and signature.
Faxed applications are accepted.

The receipt of an identifiable application in a DPA office establishes the
application filing date. The application, however, may not be a complete
application. The worker has 45 days (or 18 hours for life-threatening
heating assistance expedited service applications) following the receipt of a
complete application to process the application.

APPLICATION FORM AVAILABILITY

An applicant must apply for heating assistance benefits on the DPA HAP
application form. The form must be signed by the head-of-household, or an
individual authorized by the household to act on its behalf. The Heating
Assistance Program pre-mails applications directly to all households that
received heating assistance in the previous year and to those that have
contacted the program to request one. Applications are also available at or
from: all DPA Offices; Fee Agents; home heating suppliers; senior centers;
Special Supplemental Food Program for Women, Infants and Children
(WIC) clinics; Head Start Centers; concerned agencies; the internet at
http://www.hss.state.ak.us/dpa/heat and by mail at
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3001-2

3001-2 A

3001-2 B

3001-2C

Heating Assistance Program
10002 Glacier Highway, Suite 200
Juneau, AK 99801-8569
Phone: 1-800-470-3058
FAX: 907-465-3319
Electronic Mail: liheap@alaska.gov

Application forms are pre-mailed to the elderly and disabled in mid-
August, to families with young children in late August, and to all other
participants from the previous season in mid-September.

THE APPLICATION FORM
WHAT IS AN IDENTIFIABLE APPLICATION FORM?

An identifiable application must include the following minimum
requirements:

1. The name and address of the head of household on page 1
2. The head of household must have signed and dated page 5

As long as the application meets these requirements, HAP will register the
application and pend for additional information.

WHO CAN SIGN THE APPLICATION FORM?
e Any adult household member
e An authorized representative

e Anindividual who has legal authority to act on the applicant’s behalf
(i.e., Office of Public Advocacy, legal guardian)

e Anindividual with appropriate power of attorney

The signer must certify, under penalty of perjury, the truth of the information
contained in the application.

WHO CAN BE AN AUTHORIZED REPRESENTATIVE?

A responsible adult, 18 years or older, may be designated by the applicant
in writing as authorized representative. Authorized representatives may
sign the application and act on behalf of a household. A household member
should prepare or review the application, if possible, even though the
authorized representative will be filing the application.
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3001-2 D

3001-2 E

3001-2 F

The household may designate an emergency authorized representative (no
age limit) if the need arises. The emergency authorized representative can
obtain benefits on those occasions when, due to an emergency, neither a
household member nor the authorized representative is able to do so. A
separate written designation is needed each time an emergency authorized
representative is requested to act for the household.

The household is liable for any overpayment resulting from erroneous
information provided by an authorized representative.

If the applicant is illiterate, his/her mark must be witnessed by two
individuals who must each sign their names and date the document. No
special form is required.

WHO CANNOT BE AN AUTHORIZED REPRESENTATIVE?

Vendors authorized to accept heating assistance benefits, fee agents, or
DPA employees involved in the certification or issuance process may not be
authorized representatives without the written approval of the Director or
Chief of Policy & Program Development.

COMPLETING THE APPLICATION FORM

In addition to making an identifiable application and having it signed by an
eligible individual, the applicant must answer all of the questions on the
application form.

If the individual requests help in completing the application form, the worker
will offer assistance.

If the application form is not completed, the heating assistance worker will
allow the household an opportunity to complete the form. In this case, a
written notice, known as a pend notice of action, will be sent to the
household listing the items that need to be completed.

COMPLETE APPLICATION

A completed application includes:

1. Responses to HAP application form questions 1 through 40 including
the full names, birth dates, and social security numbers of all household
members;

2. The applicant’s signature and the date on line 39 and 40.

3. Proof of gross income from all household members;
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3001-2 G

3001-2 H

3001-2 |

4. A copy of the current heat and electric bills if the applicant pays for
home energy directly, and/or wood vendor receipt, and/or a copy of
receipts showing supplies purchased for self harvesting wood;

5. A copy of the rental agreement and a recent rent receipt if the applicant
rents and heat is included in their rent; and

6. A copy of the head of household’s social security card or other form of
government ID including a driver’s license, state-issued ID, CIB card,
BIA card, or tribal enrollment card.

SUBMITTING THE APPLICATION

The completed application may be submitted:

in person,

to a division office,

to an authorized fee agent,

by United States mail,

by fax,

to a tribal organization,

to a social agency representing the client, or
Scanned and e-mailed.

An application for heating assistance must be postmarked or received by
the division during the period that begins September 1 and ends April 30
of each year. Information received on pended cases will be accepted after
April 30, as long as it is received within the pending time frame.

Applications for subsidized rental housing utility deposits (SRHUD) are
accepted throughout the year.

DUPLICATE APPLICATIONS

The Heating Assistance Software (HAS) screens for duplicate household
members during the application entry process. See the Heating
Assistance Procedures Manual, Section 3.5.2, for instructions on how to
address duplicate applications.

TRIBAL APPLICATIONS

Some tribal organizations serve Alaska Native and American Indian (and
in some cases non-native) households in their communities. The
computer will not allow entry of these applications. The HAS flashes a
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3001-2J

3001-2K

note at the bottom of the screen indicating that the applicant may be
eligible to be served by another agency.

HAS will allow the entry of mixed households. In situations where the
household consists of both Native and non-Native adults, HAP will serve
the household if the head-of-household is non-Native. The person who
signs the application is considered the head-of- household. If a worker
receives an application from a mixed household, they must check with the
appropriate tribal organization to make sure the family has not already
been served by that organization. If they have been served, the
application is denied as SO and an alert is entered into the ineligibles
screen. If not, the worker should notify the tribal organization that HAP will
serve the household. See the Heating Assistance Procedures Manual,
Sections 3.5.3 and 6.8, for procedures related to tribal applications.

If the tribal organization refuses service to a household that should be
eligible to be served by them, the HAP worker must bring the situation is
brought to the attention of the Program Coordinator for resolution.

APPLICATIONS NOT TIMELY/LATE APPLICATIONS

An application that is not postmarked or received by the Division of Public
Assistance during the period that begins September 1 and ends April 30 is
ineligible and is denied as “NT” — Not Timely.

VOTER REGISTRATION APPLICATIONS

The National Voter Registration Act requires that all states that provide
public assistance must offer voter registration opportunities. The heating
assistance application now includes a voter registration application and a
declaration. Please see HAP Procedures Manual Section 15.13 for
instructions regarding the treatment of the voter registration application.
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3001-3 THE INTERVIEW
HAP does not conduct interviews to determine eligibility.

HAP may contact applicants over the phone to confirm or request
information needed to determine eligibility.
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3001-4

3001-4 A.

VERIFICATION

For households who appear eligible, mandatory verification, including
income and heating cost verification, must be obtained. Previously verified
information, that is documented in EIS or HAS F9 notes, that has not
changed cannot be required, unless the worker determines the information
has become questionable. If the information was not previously
documented, it must be requested and verified.

If the household is unable to obtain needed verification in a timely manner,
the worker shall offer assistance in obtaining the verification.

The signed application can be used as a source of verification and provides
adequate documentation when the household is ineligible. This includes
cases when income exceeds maximum eligibility standards after applicable
deductions are allowed. The application can be denied without further
verification.

VERIFICATION REQUIREMENTS FOR INITIAL APPLICATIONS
Mandatory Verification

For all households applying for heating assistance, the following
verification is required:

a. ldentity of the individual applying;

b. Residency;

c. Alien status of any household member who is not a U.S. citizen;
d. Countable gross income;

e. Proof of heating and electric costs (copies of bills); and

Note:

Proof of heating costs is mandatory. If a portion of the client’s benefit
is going to the electric bill, we must have a copy of the electric bill. If
no payments are being sent to the electric company, a bill is preferred
but not required. An electric account number is required
regardless of whether a bill is attached or not because heat and
electric usage must be collected and reported to the federal
government yearly.
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f. Dwelling type.

Dwelling type is verified by the client indicating the dwelling type on
the application and signing the application. If the worker questions
the dwelling type, they may obtain a collateral statement from a
landlord, neighbor, or clerk’s office.

3001-4 B. PHYSICAL RESIDENCE ADDRESS

A physical address is needed to ensure the applicant resides in the HAP
versus a tribal service area, and allows the HAP to determine if multiple
applications have been received from the same residence. If the address is
not available on EIS or on utility bills, and the community has physical
addresses, the application is pended for the physical address.

» Non-acceptable verification: listing “same” as a P.O. Box or General
Delivery mailing address.

3001-4 C. HEAT OR RENT COST

An applicant shows they have a heating cost by one of the following:

o Providing a copy of a heat bill that the applicant is responsible for
paying.

o Providing a copy of receipts equaling at least $200 for wood
purchased from a wood vendor.

e  Providing copies of receipts for supplies, such as chain saws, blades
and fuel, if an applicant cuts their own wood or gather’s their own coal.

e A house sitter or caretaker must also indicate the length of time they
have been residing in the dwelling in order to determine if they are
responsible for paying a cost for heat. A collateral letter from the
homeowner shall be provided for a house sitter or caretaker.

e  Providing a rent receipt and rental agreement as an indication that the
applicant pays for heat through the rental payment. The rental
agreement is used to help HAP staff determine if the applicant is
participating in a subsidized rental housing program, and to determine
the main source of heat. Rent receipt and/or rental agreement
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verification is documented in <F9> notes. It is not necessary to make
a copy of the rental agreement for the case file.

o Demonstrating that their heating costs exceed their subsidy by over
$200 if participating in a subsidized rental housing program. This is
done by furnishing documentation of the annual heating cost and
annual heating subsidy (aka utility allowance). Although it is the
applicant’s responsibility to provide this documentation, it is HAP policy
to assist applicants in obtaining the necessary information whenever
possible. If the housing program cannot provide a breakdown of the
utility allowance they use in their rent calculations (water, sewer, heat,
lights, etc.), the worker will use the most recent HUD breakdown for
dwellings in their community or the nearest community.

e  Showing that they are directly responsible for paying home heating
expenses if receiving State of Alaska General Relief Assistance for the
month of application.

e  Workers may also use information included in EIS or HAS case notes
verifying wood heat, if the information was obtained within one year of
the current HAP application date. Contact the Eligibility Office
Manager if uncertain whether or not the information is sufficient to
make a determination.

3001-4 D. SIXTY CONSECUTIVE DAYS RESIDENCE IN TEMPORARY SHELTER

The applicant provides a signed and dated letter from someone they know
who can verify their living situation and can verify that they have been
residing in a temporary shelter for 60 or more consecutive days at the time
of application.

3001-4 E. HOUSEHOLD COMPOSITION

The division verifies household composition through the Division of Public
Assistance records, or by applicant statement notifying HAP staff of a
change in the household.

The presence of a child under age six in the household is an important
factor in determining the benefit level. The worker will verify that the count
of children under age six is entered correctly. The age is based on the
child’s age as of the date the application was signed.

A person over the age of 60 has an impact on the recipient’s benefit level.
Households with a member age 60 or over receive one additional point in
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their benefit calculation. It is important that the case worker check the ages
of all household members at the time they work the application to
determine if anyone turned 60 years of age since submitting the
application. If a member turned 60 while waiting for their application to be
worked, the case worker should assign one extra point to the calculation.

3001-4 F. INCOME

The division reviews and verifies each household's gross income for the
month prior to application. Verification may be provided through:
documentary evidence (wage stub, award letter, etc.); Division of Public
Assistance and Department of Labor records; or impartial third parties
such as fee agents, village council representatives, or social service
agencies.

The applicant must document gross income received in the month prior to
the month in which the application for heating assistance was signed. For
those who are seasonally or self-employed, the previous 12 month income
must be documented.

Due to extenuating circumstances such as death, medical reasons, etc.
the worker may determine that it is in the client’s best interest to use the
signature month rather than the prior month. If the signature month is
used, the worker should note such in <F9> notes as PPJ and why this was
done. Please also see the Heating Assistance Policy Manual, Section
3003 and the Heating Assistance Procedures Manual, Section 6.9.

3001-4 G. INADEQUATE INCOME DOCUMENTATION

When a household’s income is not verified by the applicant or cannot be
verified from the previously mentioned sources, additional information
must be requested.

If a household’s expenses exceed income by a considerable amount, no
past-due bills are evident, and no explanation of how the applicant is
meeting living expenses is provided, additional information should be
requested.

3001-4 H. USE OF INTERFACES

Several data systems and computer interfaces are available through the
Internet and on-line EIS access. These systems are used to verify
applicant eligibility information. Workers must check these systems for
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each household member on each application as part of the verification
process.

In some situations, the information will be from one of these interfaces and
can be used as verification. In other situations, the worker must follow-up
on the information.

3001-41. HOUSEHOLD COOPERATION

To determine eligibility, the application form must be completed and
signed and certain information on the application must be verified by the
applicant or other persons in possession of the information.

3001-4J. QUESTIONABLE INFORMATION
Questionable information is incompl