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CITY OF NEW YORK
DEPARTMENT OF HOMELESS SERVICES
PROCEDURE NO. 06-500
Review of Re-applications for DHS Family Intake Facilides Rebruary 21, 2006
Temparaty Housing Assisrance

NYC DHS-DIVISION OF PAMILY SERVICES g

Roger Newman, Deputy Commissioner

EU E

This procedute sets forth the process for accepiing and handling re-applications for Temporary
Housing Assistance (THA) at DHS Intake facilities for families with children. This procedure is
designed to ensure a streamlined process for families that re-apply for housing assistance while
providing immediate housing assistance to those farnilies in the circumstences enumerated
below.

EOLICY .

Any family, including 2 family whose ptior application for emergenacy shelier was denied because
of an available housing resource may te-apply for THA at 2 DHS family intake facility any time.
Farnilies who re-apply within 90 days of a determination denying thels ptevious application for
THA and who do not make 4 showing of a material change in their housing situadon from their
prior application will have theit prior application reviewed to ensure thar the proper resulr was
reached in the pior determination and will receive an eligibility determination on their cutrent
re-applicadon. Re-applicant families who re-apply for shelter more than 90 days after a
determination denying theis application for THA will receive a full investigation of their re-
application and will be provided shelter duting the investigation. Re-applicant families who re-
apply within 90 days of 2 determination denying their previous application for THA and who
make 2 showing of a matetial change in their housing sitmation from their initial application will
be provided shelter during the investigation in the following circumstances:

o the re-applicant asserts pew facts establishing that the re-applicast is a victim of
domestic violence and the alleged perpetrator of the violence lives in the same residence
the re-applieant did immediately prior to submitting the re-application, or 18 aware of the
re-applicant’s curtent address and presents a clear and ongoing threat to the re-applicant;
ot

¢ the te-applicant asserts new facts that the re-applicant or the primary tenant has been
evicted from the residence where the re-applicant lived itnmediately priot to submitting
the re-application; or



21278840062 NYC Law 6-154 Econ De

. @2/17/%06 13:45 12123618018 pragipm. - Gemrene 4N

LEG
PAGE 83/18

¢ the re-applicant asserts new facts establishing thar the re-applicant’s child(ren) m/ are a
wictim of child abuse and the alleged perpetrator of the abuse lives 10 the same residence
the re-applicant did immediately pdor to submitting the re-application, or hes access o
the re-applicant’s bouschold:

In such circumstances an immediate need is dernonstrated and a pre-investigation grant of
assistance shall be made pending 2n eligibility determinaton.

Additionally, DHS team leaders and supervising aitorneys may authorize a pre-investigation
gtant of assisrance jn emerpency Casts where it is determined that an immediate need exist
though the re-application does not allege domestic violence, child abuse of an eviction. The
factors in determining whether an immediate need exists axe discussed further below.

INSTRUCTIONS

I. Re-Application Process
A Reception/Triage Window

Ramilies who wish to re-apply for THA may submit an spplication at s DHS Intake Facility 7
days 2 week, 24 hours 2 day. When2 family arrives at the facility, the reception worker will
tecotd the family’s name and case nurnbes in the daily Recepron/Triage Log. The recepuion
wotker will review CTS to confirm the date of the family’s last el ibility deternination. The
teception wotker will update CTS and request the family’s ptior application(s) from DHS files.
The family will be giver 2 wgﬁcwwhicb will be used to assess the family’s
immediate needs. A DHS worker will assist the family in the campletion of the questionnaire

B. Assessment of Re-Applicant’s Matetial Change Claim
The farmily’s completed questionnaire and prios application(s) will be referred to a team leader
who will review the pew infogmation to assess whether the applicant farmily is alleging 2 material
change in their housing situation that would affect their eligihility for THA.

 After reviewing the re-applicant family’s case record and the questionnaire, the ream leader must
make a determination on whether the re-applicant farnily has submitted information which
shows 2 material change in the housing situadon that constitutes 1 of the 3 situatons cited above
or thar otherwise demonstrates an immediate need, presepting an immediate and significant
threat to the heath or safery of the re-applicant fanily or ptimary tenant. A material chatge isa
change it facts o circumstances, which if true, would likely make the re-applicant farmily eligible
for THA, Examples of material change include but are not limited to:

e Documentaty evidence such as an Order of Protection, police repoti(s), domestic
partnership or martiape certificates;

 An allegation of domestic violence;

» Dotumentation affirming a medical condifion that raises questions on whethet the
current housing situation is hazardous;

e Evidence of an eviction from the re-applicant’s current housiag, #¢, Marshal’s notice of
eviction; .

« A change in the number of persons Jiving at the recommended housing option
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Absence of Material Change
If the famnily’s resapplication does not ellege 2 mmaterial change, then the
ream leader shall review the prior determination to ensure that the cogrect
decision was reached in the prior application. If the teamn leader agrees
that a correct detertnination was smade on the prios application the team
Jeadet will recornmend that the family be found ineligible for irpmediate
pre-investigative grant assistance. The team leader will prepare a “4002
Natice of Action Taksn on Your Regoest for Emergenzy, Pre-Insestigation
Ausittance” specifying why the family is not eligible for immediate
assistance and forward the case to a QI attorney for review. If the QI
attomey concuse with the team leadec’s assessment, then the case will be
returned to the team Jeader who will serve the family with 2 “4002 Notsee of
Action Taken on Your Reguest for Emetgency, Pre-Investigation Assistanse” alovg
with an appointment slip with a scheduled time for the re-applicant to
return in 10 daye to receive the final detepmination on their shelter re-
application. A copy of the “4002 Notice of Action Taken on Your Request for
Emergoney, Pre-Investigation Assisiance” will be placed in the case tecord and
CTS will be updated. If the determination that the family is ineligible for
pre-investigation assistance is made between 8 am. and 10 prm, the re-
applicant famnily will be referred to the Resource Room where resoutee
room staff will assist families in returning to their recommended bousing
option. If the denial for immediate assistance occurs after 10 pm the
farnily should be given an appointment fot the next business day.
Traneporation atrangements, including Metroeards should be made for
the family’s return to their housing accommodation.

If the QI attomey does not agtee with the team leadet recommendation,
the re-application and case file(s) will be forwarded to a seniot ream leader
and 2 QI supervisor for review. If the two supervisots cannot come to an
aprecmnent on the case, it will then be reviewed by the Program Director
and 2 QI manapee. The Program Ditector will mske the finz), decision but
cannot make an inclipible determination if the QI manager does not
cancur with the decision.

Aftes the farnily is netified of the agency’s determination on the grant of
pre-investigation assistance, the case will be forwarded to 2 sepior team
jeader for a fiual eligibility detcrmination. See Investigation of Re-
applicaion fox THA Following =m Immediate Needs
Determination, Section I below.

Matesial Change
1€ the family males a showiag of a material change the tearp leader must
make 2 determination on whether the re-applicant family qualifies for 2
pre-investgation grant of assistance. The team leader’s determination
that a pre-investigation graat of assistance is wartanted based ogp the
alleged matedal change shall be revicwed by 2 QI attomey.

If the QI atrorney does not agree with the team leader recommendation,
the re-application and case file(s) will be forwarded to a sepior tearn leader

D71
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and 2 QI supervisor for review. If the two supérvisors cannot come 10 an
agreernent on the case, it will then be reviewed by the Program Director
and a QI manager. The Program Ditectot will make the final decision but
cannot make an ineligible determination if the QI manaper does not
concur with the decision. )

(2) Mandatory Grant of Pre-investipation Assistance
As previowsly noted, re-applicants will receive an  emergency
placement during the investigation of the material change under the
following circumstances: (1) The cusrent re-application for shelter is
made moze than 90 days after receiving 2 determination on @ prior
application for THA; (2) the re-applicant asserts new facts that the re-
applicant or a re-applicant family member is a vicim of domestic
violence and the alleged perpetrator of the violence lives in the same
residence the te-applicant did immediately prior t© submitting the re-
application, or is aware of the re-applicant’s current address 2nd
presents a clear and ongoing threat to the re-applicant; (3) the re-
applicant asserts new facts that the re-applicant or the prirpary tenapt
has been cvicted from the residence whete the re-applicant lived
immediately prior to subtitring the application; or (4) the re-applicant
asseces new facts that the re-applieant’s child(ren) is/are a victim(s) of
child abuse and the alleged perpetrator of the abuse lives in the same
residence the re-applicant did immediately poor to submitting the
application or has access to the applicant’s housebold; or (5) the re-
applicent ssserts new facts that an immediate need sitnatdon exists
because of circumnstnces presenting an immediate and significant dsk
to the health or safety of the re-applicant family or primary tepaat
see Other Circumstances Requiring Grants of Pre-investigation
Assistance, Secdon I(B)(ii)(b) below. All re-applicant farnilics who
are found eligible for a pre-investigation grant of aseistacce must be
served a 4002 Notice of Action Taken on Your Request for
Emerpency, Pre-Investigation Assistance” indicating that they will
seceive a conditionsl shelter placement during the review of their re-

application.

(b) Other Circumstances Requiting Grants of Pre-Investigation
Assgistance _

On a case-by-case basis, tcam Jeaders and QI attorneys must exercise
discretion and authorize a pre-investgation grant of assistance for 2
re-applicant family when certain other ciscumstances exist, despite the
fact that their alleged change in circumstances docs pot constitute one
of the four situations cnumerated in Section (B)({)() (re-application
made 90 days after the previous derermination, domestic violence,
eviction ot child abuse). An emetgency case that constitutes an
immediate need requiting a pre-investigaton grant of THA. exists
when the re-applicant’s return to the previously secommended
housing opdon, or other housing dternative would present an
immediate 2nd sipnificant tbreat to the health ot safety of the re-
applicant family and/or the health or safety of the primary tenant.
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o In determinig if an emergency situadon constituting an
immediate need cxists, the team leader and QI team leader should
consider all facts presepted by the re-applicant’s case.

It is important to note that 2 mete assertiop by the re-applicant that
the family cannot setusn to 2 tecommended housing option because
the primary tenant does pot want them to rerurn does aot, on its owm,
constfute an CmMErgENcy case creating  an immediate need.
Furthermmose, doubled-up or crowded housing conditoss, absent an
indication of an immediate risk to the health or safety of the
occupants, do not watrant grants of pre-investigation assistance.
Difficult or uncomforiable living axrangements are not emergencies
that copstiure an immediate need and do not require 2 pre-
investigation grant of assistance, sbsent the circumstances descubed
above.

II. Investigation of Re-application for THA Following the Immediate Needs
Determination

Afier & deterrmination is made op the re-applicant family's eligibility fot pre-investigaton
assistanee, the senior team leadex sball assign the re-application for review. A re-applicaat that
alleges domestic violence shall be refeered to NOVA. A re-applicanc that asserts that his/her
child(ten) is/are 2 vietim(s) of child abuse shall be referred to ACS staff. In all other cases the
cenior team leader shall assign the re-applicadon to 2 caseworker for further investigation, where
petessary, of the need for THA. '

Note: Investigations of all re-applications will be conducted in accordance with existing DHS
procedures and guidelines. As desctibed further below, new phone and field investigadons may
be required to ensute the information relied on in reaching a determination is custent.

A. Investigation Following the Denial of a Grant of Pre-Investigation
Assistance Whete No Matetial Change is Claimed

The teatn leader will recommend to the investigator how to proceed with the
investgation. If the re-application for assistance js submitted less than 30 days aftet
complerion of the most recent phone interview, no additional investigation is required,
though 4 tearn leader has discretion to request additional investigation. The re-
application will be subtpitred to a senior team leader who will review the re-applicant’s
questionnaite and prior application(s) to ensure 2 correct determination was reached on
the prior application. The sepior team leader will prepase a determination and submit a
copy to a QI attorney for review. Both the senior teatn leader and the QI attorney have
the authoriiy to request additonal inves tgatiop if they deem it necessary to geach 2
decision.

T£ the last field investgaton performed on the re-appliéant’s case occurred mote than 45
days pror to the current re-application, then new field investipations shall be conducted.
If phone interviews ate more than 30 days old, then new phone interviews shall be
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conducted. The information gathered from aqy of these investigations shall be used in
the senin team leader's evaluation of the re-application. A sumnmary review will be
prepared by the senior teamn leader and submitted to the QI attorney for review.

If QI sitomey disagrees with the senior team Jeader’s recommendation, the te-
application will be reviewed by the Progrem Director and a QI manager. The Program
Directot will make the fipal decision but canaot make an ineligible determination if the
QI manages does not concut with the deasion.

The teaca leader will serve the re-applicant family with the ‘4002 Final Determination
Notics on your Reguest for Temporary Honsing Assistance” at their scheduled appointment. If
the family is ineligible they may request additional assistance at the Resource Room.

B. Investigation Following the Denial of a Grant of Pre-Investigation
Agsistance Where A Material Change is Alleged

The ream leader will tecommend to the investigator how to proceed with the
investigation. If the re-application for assistance is subirted less than 30 days afier a
phonpe interview was complered on the re-applicant’s prot application, thea the
investigation necd only entall an inquiry into the alleged material change - 2 fe-
investigation of the entice case record is not required. A team leader rerains discretion to
request addirional investigation on issues ouwside of the matexial change claim.

The sesults of the investigation of the alleged material change shall be submirted to 2
senior team leader who will evaluate the re-applicaton. If the senior teamn leader
concludes that tbe family is eligible based on the material change, the recommendation
aud summary review will be forwarded to = QI attorney for review.

1£ aftes the investigation of the alleged matedial change the senior team leader concludes
that the family is not eligible, 2 new field investigation will be performed where the field
investigation on the pdor application occurred more than 45 days ago. 1f pbone
intervicws are moge than 30 days old, then new phone intervieors shall be conducted on
issues not addressed by the material change investigation.

The information gathered from any of these investigations shall be used in the senior
team leader's evaluation of the re-applicant family’s eligibility. A summary review will be
prepated by the senior team leader and submitted to the QI attorney for review. If the
QI attorney agrees with the recommendation, then a 4002 Final Deternination Notice on
yorr Reguest for Temporary Houting dssistance” stating the reasons why the determination
was reached will be prepared and the 4002 and case fle will be rerutned to the team
Jeader who will give the re-applicant the determination at the previously scheduled

meeting.

If the QI attorney does not agree with the recommendation, then the re-applicadon will
be reviewed by the Program Director and 2 QI manager. The Program Director will
make the final decision but cannot make aq inelipible determination if the QI manager
dwes not concut with the decision.

8111
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The tearn leadet will sefve the se-applicant family the final determination at their
scheduled appoiatmept. Jf the family is ineli ible they may request additional assistance
at the Resource Room.

C. Investigation following the Mandatoty Grant of Pre-Investigation
Agsistance

A re-applicant family that makes a domestic violence or child welfare allegation should
be immediately seferred to the NOVA unit or ACS, respectively for investipation of the
claim. In cases of an alleged eviction, the ream leader that made the initial immediate
needs determination will investipate the claim.

A re-applicant family who NOVA determines is eligible for placement shell be placed in
an appropdate shelter facility according vo NOVA/DHS Guidelioes. NOVA
dererminations that the family is not domestic violence (NDV) eligible, as well as ACS
and/or team leader findings shall be seferred to a serior team leader who will use the
findings ro detetmine if the re-applicant family is eligible for shelter in the DHS system.
If the sénior team leader concludes that the family is now eligible for sbeltex he/she will
forward their recommendation and sumpnary fevicw to a QI attotpey for review.

1 the senior team leader concludes thet the family is ineligible for shelter based on the
NOVA, ACS ot team leader findings, and the re-application for assistance is submitted
less than 30 days after the most recent phone interview, then no additonal investigaton
is required. The senior tearn leadet shall revicw the re-applicant’s prior questionpaire
and prior application(s) to ensuse a correct determination was reached on the prior
application(s). The seniox team Jeader will forward the recommendation and summary

review to 2 QI atiorney for review,

However, if the seniot team leader concludes the famnily is ineligible based on the
NOVA, ACS ot team leader findings and the psior field investigation is more than 45
days old, then pew field investigations shall be conducted If the most recent phone
interviews ate more than 30 days old, then new pbone interviews shall be conducted.
The senior team Jeader will review the information gathered from any of these
investigations in evaluating the re-application. ‘The seaior team leader shall also review
the re-applicant’s prior questonnaire and prior application(s) to ensute a cosrect
determination was reached on the prior application(s). The sejor team leader will
forward the recommendaton and summary review to 2 QI attorney for review.

If the QI attorney concurs with the senior tearn leader's recormmendation then a 4002
Final Determination Notics stating the reasons why the determinadon was reached will be
prepared and the 4002 and case file will be returned to the tear leader.

I£ the QI attorney does not agree with the recommendation, then the re-application will
be reviewed by the Program Ditector and a QI manager. The Program Director will
ke the final decision but cannot make an ineligible determination if the QI manager
docs not concur with the decision.
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The senior tearn leader will prepate 2 4002 Final Determination Nosice stating the scasons
why the determination was reached and it will be forwarded to the team leader along
with the case file. The team leader will ensure that the re-applicant is served with the
4002 Final Deternination Notice at the re-applicant’s conditional placement. If the family is
ineligible they may request additional assistance at the Resource Roorm.

D. Investigation following the Grant of Pre-investigation Assistance Based
on Other Circumestances

Following the grant of pre-investigaton assiscance, the team leader that authodzed the
grant shall direct an investgator on the necessary follow-up investigation. If the re-

application for assistance is submitted less than 30 days after a phone interview was

completed on the re-applicant’s pror application, then the investigation need anly catail
an inquiry into the alleged mateial change; 2 re-investigation of the entire case record is
not required. A team leader retnins discretion to request additiopal investipation on
issues utside of the matedal change claim.

The resules of the investigation of the alleged material change shall be subsnitted o 2
senjor team leader who will evaluare the re-application. If the senior team leader
copeludes that the family is eligible based on the matedal change, the recommegdation
and sumnmary review will be forwarded to a QI attorney for review,

1€ the segior team leader concludes that the family is ineligible for shelcer based on the
ipvestigation into the alleged immediate need, and the re-application for assistance is
subimitted Jess than 30 days after the most recent phone interview, then no additional
investigation js required. The senfor team leader shall review the te-applicant’s priox
questionnaire and prior application(s) to ensure a cogrect determination was reached on
the prox application(s). The senior team leades will forward the recommendation and
surnnoaty review to a QI attorney for review.

However, if the senior team leader concludes the family is ineligible and the pdor field
investigation is more than 45 days old, then new field investigations shall be conducted.
If the most recent phone interviews are more thap 30 days old, then new phone
interviews shall be conducted. The senior tearn leader will review the information
gathered from any of these iavestigations i evaluating the re-application. The senior
rearn leader shall also review the re-applicant’s prios questionnaire and prior
application(s) to ensure a correct determination was reached on the prior application(s).
The sepior teamn leades will forward the recommendation and swmmary review to a QL
attorney for review.

If the QI attorney concurs with the senior ream leader's tecommendation then 2 4002
Final Determination Notize stating tbe reasons why the determination was reached will be
peepared and the 4002 and case fle will be returned to the teatn leader.

1f the QI attorney does not agree with the recommendation, then the re-application will
be reviewed by the Program Director and 2 QI mapaget. The Program Director will

10/11

PAGE ©9/18



2127884062 NYC Law 6-154 Econ De

B2/17/ 266 13:45 12123618018 04:30:42p.m.  02-17-2006 11711

LEG
PAGE 18/14

make the final decision bu.t cannot make a0 incligible determination if the QI manager
does not concur with the decision-

The senior team leader will prepase a 4002 Final Determination Notize stating the reasons
why the determination was resched and the 4002 will be forwarded to the team leader
along with the case file. :

The teatn leades will ensure that the re-applicant is served with the 4002 Final
Determinction Notice at the re-applicant’s conditionel placemeat. 1 the family is ineligible
they may request additional assistance at the Resource Room.

I11.  Quality Improvement and Legal Confercnces

P

Are-applicant family may request a case conference with a Quality Improvement attoroey after”
receiving a derermination that they ate not eligible to receive pre-ipvestigation grant of
ssiatanee or 2 final derermination that they are ipeligible for THA. At the conference, 2 QI

teatns Jeader who did aot petform the eadier review will assess the case with the family and make
2 final detetmination. If the derexmination of ineligibility is upheld, the family will be informed
and will be offered the opportunity to meet with Resource Room staff before returniog to their
housing opton. CTS will be updaied accordingly.

If the determination of incligibility is overturned at the conference and the farnily is found
eligible for THA the family will be advised 2nd will be given 2 shelter placement. If further
imvestigation is recommended, the conference attorney will prepare a detziled list for the senior
tearn leader for the investigation of the matters that need to be addressed.

Iv. Resource Room Referrals

All re-applicant families who are denied jmipediate pre-invesigation assistance or denied THA,
should be referred to the Resousrce Room whete they will be assisted in their rerurn o their
housing option. Families may be referred to neighbothood based supportive services for their

transition back to their communities. If no one i¢ available to assist the family an appointment
should be scheduled for the following day-



