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P-2210 Determination and Documentation of Eligibility Factors (Cont'd) 

D. Shelter Expenses 
 
Shelter expenses may be self-reported, unless questionable. Enter clear case notes (CATN) regarding 
shelter. 
 
When reviewing shelter information during an interview ask for the following:  

landlord’s name and mailing address 
mortgage company’s name and mailing address 
property tax payment information (due dates and address of town clerk) 
lot rent payment information (name and mailing address of lot owner) 
home insurance company name and mailing address 

 
Gross property tax is an allowable expense for Reach Up. If a household does not own their home but 
is responsible for paying property taxes as part of their rental agreement, the net property tax will be 
used in their budget.  

 
Explore if the household is current on their shelter expense, and if the answer is no, find out details 
about the situation. Money mismanagement can be explored if the household is more than two months 
behind on payments. Vendor payments can be offered for any household. More information can be 
found in the Protective Payments Procedure. 
 
Review shelter information with the applicant or participant if there is a break in benefits or a known 
change to the shelter situation.  
 

Questionable Room Rent  
If a room is being rented and shelter expenses are questionable, the person that is receiving the 
room rent can complete the shelter form or statement if the lease agreement is between the 
room renter and the person receiving the rent. If the lease agreement is between the room 
renter and landlord, but the room renter pays their portion of rent to a roommate who then 
pays the landlord, the landlord should be completing the form.  

 
Questionable Shelter at Time of Review  
For a review application, if shelter is questionable remove the shelter from the budget and 
send out a request for information (RL2) to the participant stating: “If the shelter verification is 
not returned, a shelter allowance will not be included, and your benefits will not be increased” 
[to the higher amount it was prior to the removal of shelter]. 
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P-2210 Determination and Documentation of Eligibility Factors 
 
D. Shelter Expenses (Cont’d) 
 
Subsidized Housing 
Subsidized housing can include Section 8 housing, Project Based housing and Public housing 
depending on how the subsidy is managed, i.e. if the funds are attached to the person, a unit, a 
landlord, or a property/structure. 
 
Applicants living in subsidized housing receive the maximum shelter amount in their budget. 
 
If the household has a fuel or fuel/utility allowance (subsidy) used in the calculation of their rent by 
the housing authority (or if the 202H indicates a fuel subsidy), $70 of “unearned income” will be 
included in their budget.  
 
If the household has a utility allowance (subsidy) used in the calculation of their rent by the housing 
authority (or if the 202H indicates only a utility subsidy), $30 of “unearned income” will be included 
in their budget.   
 
For either of the above two situations, if the household indicates that their “allowance” is less than the 
standard the actual amount will be included in their budget.  
 
When a RUFA recipient applies for public housing, the housing authority sends a "Verification of 
Public Assistance" form to the Economic Services Division at State Office to be completed and 
returned. A budget is completed using the rental maximum, and the resulting grant amount is 
reported. 
 
 Example: A RUFA budget for the Davis family, who have no income other than their  
 RUFA grant is as follows: 
 
                        Basic Needs (3)   $ 891.00 
                        Shelter Standard   + 400.00 
                        (outside Chittenden County)  
                        TOTAL    1291.00 
                        (Ratable Reduction)   x    .496 
         640.33 
                          
                              GRANT                                                $640 
 
The $640 grant amount is reported to the local housing authority on the Verification form. 
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P-2210 Determination and Documentation of Eligibility Factors 
 
D. Shelter Expenses (Cont’d) 

 
Questionable Subsidized Housing 
A shelter form (202H) or statement including the same information can be completed and 
signed by either the organization that provides the subsidy or the landlord of the participant’s 
housing.  

 
If the Fuel/Utility amount is not indicated on the application or is “Unknown”, verify the 
actual amount paid by calling landlord or the Housing Authority. 

 
 

GA/EA clients and Residents of Shelter/Transitional Housing  
Reach Up households receiving General/Emergency Assistance and/or living in a shelter or a 
transitional housing program may receive the full housing allowance ($400 or $450). If someone is 
housed under Adverse Weather Conditions (AWC) for one night in a month, they would receive the 
housing allowance for that month.  
If the household is paying or required to save more than $400 or $450 (depending on county) they 
may qualify for the special housing allowance as well. This situation is rare. 
 
These types of housing situations are viewed similar to subsidized housing.  Counting the full housing 
allowance gives the family more opportunity to save and move into permanent housing. 
 
Vermont Rental Subsidy 
Reach Up households receiving Vermont Rental Subsidy will also receive the full housing allowance 
($400 or $450 depending on county).  

 
 
 
ACCESS 
 
Shelter Expenses:  
 
If household does not own the home but is responsible for taxes and lot rent in lieu of or in addition to 
a monthly rent amount, include the total monthly amount on a RENT panel, rather than using HOME 
panels. Write a clear CATN indicating how RENT amount was determined. 
 
Subsidized Housing Fuel and Utility Allowance:  
 
If an S or a P is entered in TYPE and the RENT panel indicates heat and utilities are not included or 
utilities only are included (applicant may or may not pay for utilities, but definitely pays their own 
heat) ACCESS enters $70 automatically in budget. 
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P-2210 Determination and Documentation of Eligibility Factors 
 
D. Shelter Expenses (Cont’d) 
 
If an S or a P is entered in TYPE and the RENT panel indicates heat only is included (applicant does 
not pay for heat but pays for their own utilities) ACCESS enters $30 automatically in budget. 
 
 
GA/EA Clients and Residents of Transitional Housing:  
 

a. Enter a RENT panel for the Head of Household.  
 

b. In the “INCL IN RENT” section of the RENT panel, enter “N” under “FUEL” and “Y”  
 under “UTIL”. This will prevent the client from getting the heated renter SF benefit.  
 They will get the $21 Fuel benefit, and if/when they move into an apartment they can get 

the difference in SF benefits. 

c. Enter a RENT panel with the maximum shelter amount ($400 or $450 depending on where 
the client resides) in the top right corner. 

d. If the client is not paying anything towards their rent (i.e. all housing costs are covered by 
EA), enter $0.01 in the “COMPLETE BELOW IF DIFFERENT” section, so that the rent 
is correctly accounted for in 3SVT and Fuel budgets. 

e. In the “SUBSIDIZED/PUBLIC HOUSING” section enter “N”. 

f. Do not enter a UTIL panel for these households. 
 
 
Vermont Rental Subsidy:  
 
Follow the SOP VRS RU 2/1/18 located on the intranet. 
 
 
 
 
 
 
 
 
 
 
 
 

http://intra.dcf.state.vt.us/esd/programs/all-programs/sops/vrs-ru-2-1-18/view
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P-2350  Self Sufficiency Outcome Matrix (SSOM) 
 
The Self Sufficiency Outcome Matrix [SSOM] will be completed within 30 days of their first case 
manager appointment and also at a minimum of every six months thereafter.  The SSOM will also be 
updated any time a significant change occurs.   

The SSOM is a tool with which a Case Manager and participant may develop a base line of where the 
participant believes they are in 19 domains impacting their ability to achieve financial self-sufficiency 
and family well-being.  The same tool will be utilized throughout the participants’ involvement with 
the program to help document changes, provide feedback to participant and Case Manager, and 
provide information used in the creation and updating of the Family Development Plan. 

1.  Initial SSOM 
 

a.  The Case Manager and participant will meet together to discuss the SSOM tool and agree 
on the rating for each domain.   It is anticipated that most such meetings will require about 
an hour. 

b.  The Case Manager will note on the tool the rating for each domain and any related 
information used in reaching this score.   

c.  The Case Manager and participant will prioritize the domains to utilize in development of 
the FDP. 

d.  The Case Manager will complete a literacy assessment based on observation and related 
discussion during the completion of the SSOM.  

e.  The Case Manager will provide a photocopy of the instrument to the participant to take 
away with them if interested. 

f.  The Case Manager will then utilize the crosswalk contained within the SSOM to enter the 
data into the Family Support Matrix in ACCESS. 

2.  Scheduled Reviews 
 

a.  The SSOM will be reviewed at least every six months while the participant is involved 
with Reach Up Services.   

b.   The Case Manager will meet with the participant to complete the review. 
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P-2350  Self Sufficiency Outcome Matrix (continued) 

c. The Case Manager and participant will complete a new SSOM tool, utilizing the previous 
one as a basis for their discussion.   

d. The Case Manager and participant will review the goal prioritization together.  

e. The Case Manager provide a photocopy of the finished instrument to the participant if 
interested. 

 
f. The Case Manager will update the FSM in ACCESS to reflect any changes from the 

previous SSOM entered, and also update the date of the FSM in ACCESS. 
 

3.  Reviews at the time of Significant Events 
 

a.  When a significant event occurs which causes a change the FSM should be updated by the 
case manager by entering the changes into ACCESS. 

b.  The Case Manager should case note the nature of the change, what was changed in the 
FSM and any other relevant information as well as how the FDP was updated. 

4. Entering the information into ACCESS 
 

a.  Use the Self-Sufficiency Matrix document to enter each domain into the corresponding 
categories in the Family Support Matrix (FSM) in ACCESS. 

Red = interfere; Blue = Neutral; Green = Strength 

b. If an ACCESS FSM category contains more than one SSOM domain, enter it as the lowest 
of the two domains.  For example the FSM category “Finance” contains the domains 
“Income” and “Credit History.” If the Credit History score is “5,” but the “Income” 
category is “3,” enter it into ACCESS as “neutral.”  

5. Reach Up Supervisor’s Role 
 

a. Reach Up Supervisor’s will review the SSOM when completing Case Management 
Supervisory Case Reviews (SCRs). 
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P-2375B  Sanctions in Households with Two Parents 
 
Sanctions are applied at the individual level. In a two-parent household, both parents can be 
sanctioned for not participating in activities and requirements that are on their own signed Family 
Development Plan (FDP). If one parent is sanctioned, the other parent should be encouraged to meet 
the work requirement but is not required to if their own FDP indicates a different plan. This may mean 
one parent is engaged, and the second parent may remain sanctioned. 
 
Even if the non-sanctioned parent is meeting the family work requirement of 35 hours (with 30 hours 
in “core” activities), the parent that is sanctioned may remain sanctioned until they meet with their 
case manager and update their own FDP.  
 
Case managers should consider what is preventing the sanctioned parent from participating in 
activities and attending appointments. Offering home or community visits, phone check ins, and 
referrals to other services may help the parent lift the sanction. A family meeting with both parents is 
encouraged whenever appropriate.  
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