[AGENCY NAME] Programs
Direct Assistance Policies & Procedures


[AGENCY NAME] programs serving victims of domestic violence, family violence, and human trafficking may utilize direct assistance support to assist survivors in meeting necessary needs as a consequence of the victimization and for the well-being of the survivor. We affirm that the direct assistance purpose is to provide a fair process for distributing these funds to help survivors in need. In an attempt to remove any question from the process of determining that there exists a valid and true need for each request, the following guidelines have been established.

A. Purpose of Direct Assistance
Direct assistance is provided to enable [AGENCY NAME] to provide financial assistance to DV/FV/HT survivors who are in need. The fund may not be applicable to all urgent cases, especially those who have other direct assistance options. [AGENCY NAME] has the right to deny the survivors’ request and may consider providing help other than monetary support. Assistance may support rent, utilities, etc. that are fundamental for stabilization and well-being of the survivor. 
B. Eligibility Criterion
	1. An applicant must be a current client in [AGENCY NAME] Program 
2. An applicant may apply for direct assistance in any of the four categories listed below in Section D. Each request will be considered on a case by case basis. 
C. Application Process
1. The application form can be obtained from the office or advocate/case manager. The applicant will complete the application and return to a staff person who will give it to the Program Director.
2. The Program Director (PD) and/or lead staff person will review their application. The team will make a decision to approve or decline the application. The PD will sign and forward the application to the Associate Director (AD) of Community Services for approval. Once approved, the AD will forward the Finance Department (FD) for processing.
3. In all cases the applicant will be required to submit proof of need, e.g. eviction notice, disconnect notice, etc.
4. The survivor will be notified of the decision and informed when the payment will be made. 
D. Allowable Expenses
1. Rental Assistance including but not limited to: housing application fees, credit check fees, security deposits, pro-rated and/or monthly rental payments.	
2. Utilities including, security deposits(s) and reasonable payments for delinquent bills. 
3. Moving expenses, including reasonable moving costs, reasonable storage costs for one month, and/or pet fostering for up to 60 days
	4. Transportation expenses, including bus passes, Uber or other mode of transportation. 
E. Approved Payee
Should the application be approved, a voucher will be completed and submitted to the Financial Director, a check will be made payable to the third party agency to which the applicant owes funds. The payment may also be made by credit card by a designated [AGENCY NAME] staff. The applicant should be aware that payments will only be made to a third party, (e.g. utility company, landlord, or government agency). In all cases [AGENCY NAME] staff reserves the right to award an amount less than the amount requested. All expense receipts and invoices are to be kept on site for three years. Funding decisions are made on a documented need connected to victimization and are made to ensure survivors are able to adequately provide a stable environment for themselves and their families. 
F. Availability of Funds
[AGENCY NAME] budgets are a set amount per fiscal year for direct assistance. This amount may vary from year to year. Applicants are considered on a first come first serve basis and as funds are available. If these funds are exhausted prior to the end of [AGENCY NAME]’s fiscal year, other funds may be available, although not guaranteed. VOCA and/or FVPSA funds may be used for housing and shelter purposes to the extent that such is necessary as a consequence of the victimization and for the stabilization and well-being for the survivor.
G. Hold Harmless/Liability Clause
[AGENCY NAME] Program, the Board of Directors, officers, agents, employees, and survivors are hereby released forever discharged and held harmless from any and all liability, claims or demands for personal injury, as well as property damage and expenses, of any nature whatsoever, which may be incurred while the application is being reviewed, approved, and/or denied. 

