Developing Policies and Procedures for SHP Projects
A policy manual provides support and guidance for staff so they know what to do as well as where and when to call for support.  Policies and Procedures Manual should include:  who does what, when and how often it is done, how it is done (in writing, email, meeting, etc.) what resources are available, and all relevant forms.

Components can include:

Introduction

· Agency Overview and Mission

· Program Description and Goals

· Funding Sources for Program
Organizational 
· Organizational Chart showing lines of authority for entire agency and the program

· Job Descriptions with qualifications
Housing Policies

· Eligible Units

· Habitability Standards

· Rent Reasonableness

· Payment Standards

· Subsidy Limits and Calculations

· Security and Utility Deposits

· Occupancy Standards

· Lease and Contract Requirements
· Tenant/Landlord Disputes

· Eviction by Landlord
Admission and Discharge Policies
· Intake Procedures

· Eligible Applicants

· Documentation of Homelessness and Disability

· Tenant Application and Selection Processes

· Program Briefing

· Issuing Rental Vouchers

· Inspection of Units

· Annual Re-certification

· Waiting List Management

· Termination Process

Social Service Policies

· Program Policies (participation in services, representative payee, referrals and follow-ups, etc.)

· Service Documentation

· On-going Assessments

· MOUs

· Confidentiality

· Fraternization

Grievance Policies

How to File a Grievance

Grievance Hearings and Dispute Resolution
Emergency Policies and Procedures

Psychiatric and/or Medical

Accidents and Death

On-Call Staff and Emergency Contacts
