Helping Hands Hawaii

Emergency Assistance Fund

Pre-Screening Tool

	PRE-SCREENING QUESTIONS TO ASK THE POTENTIAL APPLICANT
	APPEARS TO QUALIFY

(Please move on to the next question)
	DOES NOT QUALIFY

(STOP! – Refer to other resources)

	1.  What type of financial assistance do you want to apply for?   Please ask the applicant to be as specific as possible.
	- First Month’s Rent

- Past Due Rent

- Past Due Utilities

- Bus Voucher
	- Security Deposits

- Utility Deposits

- Program fees for treatment facilities or day-to-day rentals

- Other costs (i.e. medical, tuition, airfare, etc.)

	2. What is the amount of financial assistance that you are requesting?
	HHH can only assist up to a maximum of $1,000 for rent/utilities
	If client owes more than $1,000, they will need to show that they can pay the remaining balance on their own.   If not, the client will not qualify.

	3. Have you received assistance from HHH within the past 12 months?  Please remind client that even though they may not have directly met with a HHH worker, they may still have received help through HHH.
	If no, then client appears to be eligible. 
	If Yes, the client is not eligible for HHH help.   Clients can receive help from HHH only 1x every 12 mos for rent/utilities, and 3x every 12 mos. for bus vouchers.

	4. If you receive a payment from HHH, do you have the ability to pay your rent / utility bills in future months?  (i.e. Does the client have a steady source of income, or has recently obtained employment?)
	If the client has the ability to pay future bills, they are likely self-sufficient and appear to be eligible for HHH assistance.
	HHH will not assist if the client cannot show that they can pay their bills after receiving assistance.  If the client appears that they would still be at-risk of eviction / disconnection even after HHH assistance, HHH can’t help.

	5. If requesting help with utilities, is the bill in the name of someone in the household?
	If Yes, then the client appears eligible.
	HHH can NOT help if the bill is not in the name of a household member.  


· NEVER guarantee that assistance will be provided.  All applications are dependent on the client meeting program guidelines, as well as the availability of funding. (Funds are limited).
· Give the client a list of documents they will need for their appointment.
· Proof of income for all household members (i.e. two most recent paystubs, or written verification of of their income, including Food Stamp / Welfare benefits).

· Past due rent letter, Rental Agreement, and W-9 Form if requesting help with back rent

· Proof of Security Deposit payment, Rental Agreement, and W-9 if requesting help with first month’s rent

· Past due bill if requesting help with utilities

· Birth Certificates for all household members
· Inform client that application process may be lengthy.  It may take up to 2 weeks from the date that a completed application is submitted before a decision regarding approval can be made.  

