Low-Income Home Energy Assistance Program (LIHEAP) 
Eligibility Determination and Documentation 
Clarifications and Exceptions

The Alabama Department of Economic and Community Affairs (ADECA), which administers the Low-Income Home Energy Assistance Program (LIHEAP), has approved the following clarifications and exceptions regarding eligibility determination and documentation in response to COVID-19.  

Part 1 – Eligibility Determination Clarifications and Exceptions 
1. Application Process - Face-to-face appointments are not required to assist households applying for LIHEAP. The subgrantee may choose alternative intake methods. If you would like to discuss options, call the State Office. 

The following documents are on the ADECA-LIHEAP webpage to assist in alternative intake methods:
· Sample instruction page
· Blank LIHEAP application 
· Client Home Energy Data Request Waiver 
· Declaration of Household Income *New form discussed in Section 2 – Documentation Exceptions
· Summarized Eligibility Requirements 
· Sample Denial Letter

2. Definition of an Energy-Related Crisis - According to page 5 of the FY2020 LIHEAP Manual, Crisis Assistance is intended to aid a household that meets all points of eligibility and is experiencing an energy-related crisis. An energy-related crisis may exist when a household member’s health and/or well-being would likely be endangered if LIHEAP Crisis Assistance is not provided.

On page 6 of the FY2020 LIHEAP Manual, in order to verify whether the household meets the definition of an energy-related crisis, the subgrantee should consider such matters as:

· The severity of the weather
· The age of the household members
· Whether a household member has an illness or chronic medical condition that may be aggravated without adequate heating or cooling
· Any other circumstances which indicate the household member’s health and/or well-being would likely be endangered if Crisis Assistance is not provided. 

Exceptions: In addition to the above criteria to be considered, ADECA has approved that the following criteria also meets the definition of an energy-related crisis:

· Eligible households that have been negatively impacted by a State- or Federally-declared disaster or emergency. 
· Eligible households that have at least one child under age 18.

If a household member meets one or more of the criteria listed above, the household is eligible for crisis assistance. The applicant is not required to have a disconnect notice to qualify for crisis assistance. 

Subgrantees are still required to contact the vendor to determine the minimum amount necessary to restore service or maintain service for the next 30 days. 

Part 2 - Documentation Exceptions 
Households applying for LIHEAP are required to provide documentation such as a valid photo ID, Social Security cards, and proof of income to determine eligibility.  However, during this time of social distancing in response to COVID-19, households may be unable to obtain all of the required documents.  ADECA has approved the following exceptions regarding documentation: 

1. Forms of Documentation - facsimiles, scanned documents, or legible, printable photos of documents will be acceptable. 

2. Valid Photo ID - a valid photo ID of the applicant or person applying on their behalf is required (Page 11 of the FY2020 LIHEAP Manual). 
*Exception: Expired photo ID’s are allowable. 

3. Social Security cards - Social Security cards of the applicant and all household members are required (Pages 11-12 of the FY2020 LIHEAP Manual). 
* Exceptions:

A. If the applicant and all household members are in FACSPro, they are not required to present their Social Security card(s). 

B. If the applicant or any household member are not in FACSPro, they may provide previous year’s tax return or another State/Federal form that shows the Social Security number of the applicant and/or the household members as proof. 

4. Income - Proof of gross income received in the month prior to application for all current household members is required. (Pages 13-15 of the FY2020 LIHEAP Manual). 
*Exceptions: 

A. Paystubs:  Household members can email the agency a photo or screenshot of their paystubs.

B. Social Security Administration benefits: 
· If the applicant has received assistance since January and the agency has the current benefits letter, the agency can use that letter as proof of income if applicant or household member is unable to provide a copy.
· If the applicant has not received assistance since January or is a first-time applicant, the applicant can call the SSA and request that a benefits letter be mailed to them or set-up an online account at https://www.ssa.gov/onlineservices/  This online account can be used to apply for retirement, disability, and Medicare benefits online, check the status of an application or appeal, request a replacement Social Security card (in most areas), and print a benefit verification letter.  

C.	DHR child support and TANF verification: If the applicant or household member does not have verification for child support and/or TANF received in the previous month, the agency can accept bank statements as proof.
	
D. 	The Zero Income Statement (LIHEAP Form-125) in Appendix C of the FY2020 LIHEAP Manual is no longer required. A pdf of a new form, Declaration of Household Income (LIHEAP-102), is available on the ADECA-LIHEAP webpage.  

The Declaration of Household Income is to be completed by the applicant if any of the following situations apply to the applicant or any household member age 18 and over for the previous month:
· Had no income and verification cannot be obtained from a governmental entity such as the Department of Human Resources, Department of Labor, Public Housing manager, etc.
· Received income from occasional work such as lawn care, house cleaning, babysitting, car repair, etc. when a receipt book is not maintained.
· Received money from family/friends.
· Received income not reported elsewhere.
 
5. Physician/Nurse Medical Statement (LIHEAP-124) – On page 6 of the FY2020 LIHEAP Manual, this statement may be used in situations where the subgrantee feels unsure whether the applicant meets the definition of an energy-related crisis. Use of this form has always been optional. 

*Exceptions: 
A. If the subgrantee has a completed Physician/Nurse Medical Statement on file that is less than a year old, that form can be used and a new statement does not have to be completed. 

B. Refer to Part 1, Definition of an Energy-Related Crisis, described at the beginning of this announcement for further guidance on determining if a household qualifies for crisis assistance. 

6. Leases – In an effort to maintain social distancing, it has been reported that Housing Authority offices and apartment management offices are closed to the public and applicants are not able to obtain a current lease to verify their utility allowance. 

*Exception: If the applicant and/or the subgrantee have made efforts and cannot obtain a current copy of the lease, the most recent copy of the lease the applicant can provide to the subgrantee is acceptable. 

Additional Guidance
1. Processing applications using alternative intake methods - Under normal circumstances, appointments are scheduled on a first-come first-serve basis and the LIHEAP application is completed at the time of appointment. If subgrantees choose to accept mailed-in or dropped-off signed applications as an alternative intake method, the following is recommended:

A. [bookmark: _GoBack]The subgrantee should date stamp the application the day it is received.  The application must be either completed or denied within 30 days of receipt.
 
B. Priority must be given to applicants that may be eligible for crisis assistance.

C. FACSpro guidelines and requirements are still in place. All household information must be entered into FACSPro, an action plan must be created, and an award completed in AwardPro. 

D. The award date to be entered into FACSPro is when the subgrantee completes the LIHEAP award, not when the subgrantee received the application.

E. Once the award has been completed in FACSPro, a copy of the completed FACSPro application must be provided to the applicant via mail, email, or facsimile to provide verification of their LIHEAP benefit.

F. If not already in place, the subgrantee must develop a plan to notify the household when the application is denied or if there is a change in award amount. The applicant can be notified by mail, email, or facsimile.  A sample denial letter is available on the ADECA-LIHEAP webpage. 

2.	Unemployment - Regular unemployment compensation received by any household member in the previous month prior to application must be counted as income.  However, the additional $600 unemployment benefit provided under the CARES Act is not considered countable income.

3.	CARES Act Economic Impact Payments (stimulus checks) - Economic impact payments provided under the CARES Act is not considered countable income. 




Alabama Department of Economic and Community Affairs (ADECA)
Energy Division

Electronic Signature Policy for Applications

Electronic signatures may be used on applications with the following provisions:

1. The agency must follow the same procedure they normally would to verify the applicant’s identity, i.e., photo identification. The applicant can send the agency a copy via email.
2. The electronic signature must be collected in such a way that the agency can maintain a record of it such as signatures obtained with programs or apps such as Adobe Sign and DocuSign.

Each agency using electronic signatures must have a written policy that meets the minimum requirements.  The policy will be reviewed during monitoring. 
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