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POLICIES AND PROCEDURES

DEPARTMENT OF HUMAN SERVICES

HAWAI`I HOME ENERGY ASSISTANCE PROGRAM

1. GENERAL PROVISIONS

The mission of the Hawai`i Home Energy Assistance Program (H-HEAP) is to assist households, particularly those with the lowest incomes that pay a high proportion of their income for home energy, primarily in meeting their home energy needs.

1.1 PURPOSE
The purpose of these procedures shall be to implement the requirements of the Low-Income Home Energy Assistance Act of 1981 (Title XXVI of Pub. L. No. 97-35, the Omnibus Budget Reconciliation Act of 1981), Title VI of Pub. L. No. 98-558, the Human Services Reauthorization Act of 1984, Title V of Pub. L. No. 99-425, the Human Services Reauthorization Act of 1986, Title VII of Pub. L. No. 101-501, the Augustus F. Hawkins Human Services Reauthorization Act of 1990, Title III of Pub. L. 103-252, the Human Services Amendments of 1994, and 42 U.S.C. §§8621 et seq. relating to the Low-Income Home Energy Assistance Program (LIHEAP).
1.2 DEFINITIONS

“Active Account” means an open utility account for a residential service with a name, address, service start date and no service termination date.  

“Applicant” means the individual applying and providing all information on the application.

"Application" means a written request on the DHS application form for H-HEAP. An application must contain an applicant’s name, address, the signature of the applicant, and a date. Applications must be submitted to the Provider Agency that serves the Applicant’s area or island of residence. DHS does not accept or process applications for H-HEAP. 

“Application period” means the timeframe in which applications for the federal fiscal year can be submitted as determined by the State.
“Categorical recipient” means those individuals who are in receipt of assistance under the Supplemental Nutrition Assistance Program (SNAP), Supplemental Security Income (SSI), and/or Temporary Assistance to Needy Families (TANF)/Temporary Assistance to Other Needy Families (TAONF) programs and shall include only:

1. SSI recipients certified by the Social Security Administration (SSA) to be in SSI independent living arrangement and certified by the SSA to be eligible on the first day of the month of application.
2. SNAP and TANF/TAONF recipients in the Department’s eligible computer files on the first day of the month of application.
3. Households in receipt of Transitional Benefits Alternative (TBA) are not means-tested and are therefore not considered categorical recipients. 

“Crisis” means utility power at the household’s current residence has been or will be terminated within seven days from the date of application due to nonpayment of bill. Applications for crisis assistance are accepted year-round and households are served under the Energy Crisis Intervention (ECI) component. Service to a household in crisis must be restored within 48 hours of ECI approval, or within 18 hours when the household is in a life-threatening crisis leading to the endangerment of life. A life-threatening situation is where an eligible household contains at least one household member with an illness or medical condition that poses an immediate risk due to the loss of the energy source or has a medical condition requiring the use of an energy source to operate a medical device or store medication. Examples include but are not limited to life support, CPAP, nebulizer, and refrigerated medicines. 
“Current Utility Expense” means a residential electric or gas bill that reflects the name of the utility company, an account number, name of account, current service address, dates of service, current and past due charges, total amount due, and kilowatt/therms/tank/ cylinder charges.

“Date of hearing request” means the date of the H-HEAP receipt of a signed written request for a hearing by the claimant which meets all the criteria of a request for a hearing.  

“DHS” means the Department of Human Services.

“Disabled individual” means a member of the household who receives Supplemental Security Income (SSI) benefits under Title XVI of the Social Security Act or disability or blindness payments under Titles I, II, X, XIV and XVI of the Social Security Act; Veterans receiving VA benefits for a 100% service-connected disability according to VA; or receives disability retirement benefits from a governmental agency because of a disability determined permanent under section 221(i) of the Social Security Act; Individuals receiving Railroad Retirement Disability.
“Earned income” means cash received or available to be received which require some activity on the part of an individual to produce.  

“Energy” means electricity or gas used for heating and cooling in the residential dwelling of the household.
“Energy burden” means the amount on the current utility bill verified paid by the household to the utility company, divided by the monthly income of the household.
“Energy Credit (EC)” means a one-time only assistance paid to the residential utility company account of an eligible household to help offset the energy costs for heating or cooling of the household, or to offset rent or applicant’s share of the electric/gas cost when rent includes electric/gas or is prorated amongst units on a shared meter.

“Energy Crisis Intervention (ECI)” means a one-time only assistance paid to the residential utility company account of an eligible household to restore or prevent termination of electric/gas power for heating or cooling to the residence, or to offset past-due rent or applicant’s share of the electric/gas cost when rent includes electric/gas or is prorated amongst units on a shared meter. 
“H-HEAP” means the Hawai`i Home Energy Assistance Program, the name of the federal Low-Income Home Energy Assistance Program (LIHEAP) in Hawaii.
“Household” means any/all individuals or group of individuals who are living together as one economic unit for whom residential energy service is customarily purchased in common.  All individuals living in the residence on the first day of the month of application and who will benefit from the H-HEAP credit when it is applied to the utility account shall be included in the application filed by the household.

“Household members” means everyone in the household that is not the applicant.

“Income” means gross income before any deductions. Includes Earned and Unearned income.
“Program” means the Hawaii Home Energy Assistance Program.

“Provider agency” means an agency under agreement with DHS to implement the program under the supervision of DHS.  Provider Agencies generally include, but are not limited to, the Honolulu Community Action Program, Hawaii County Economic Opportunity Council, Kauai Economic Opportunity, Inc., and Maui Economic Opportunity, Inc.

“Qualified alien” means an alien who, at the time the alien applies for, receives, or attempts to receive H-HEAP is: 

· an alien who is lawfully admitted for permanent residence under the Immigration and Nationality Act [8 U.S.C. 1101 et seq.],

· an alien who is granted asylum under section 208 of such Act [8 U.S.C. 1158],

· a refugee who is admitted to the United States under section 207 of such Act [8 U.S.C. 1157],

· an alien who is paroled into the United States under section 212(d)(5) of such Act [8 U.S.C. 1182(d)(5)] for a period of at least 1 year,

· an alien whose deportation is being withheld under section 243(h) of such Act [8 U.S.C. 1253] (as in effect immediately before the effective date of section 307 of division C of Public Law 104–208) or section 241(b)(3) of such Act [8 U.S.C. 1231(b)(3)] (as amended by section 305(a) of division C of Public Law 104–208),

· an alien who is granted conditional entry pursuant to section 203(a)(7) of such Act [8 U.S.C. 1153(a)(7)] as in effect prior to April 1, 1980; [1] or

· an alien who is a Cuban and Haitian entrant (as defined in section 501(e) of the Refugee Education Assistance Act of 1980).
· a citizen of a Compacts of Free Association (COFA) country (the Federated States of Micronesia, the Republic of the Marshall Islands, and the Republic of Palau) residing in the United States. Effective March 9, 2024, with the enactment of Consolidated Appropriations Act of 2024 (Public Law 118-42).

“Resident” means an individual residing in the State with the purpose of making the individual’s home in the State and is not here for a temporary purpose.


“State Poverty Level” means the poverty income guidelines for Hawaii as published in the Federal Register and in effect on the first day of the current federal fiscal year.

“Subscriber” means the account holder of the utility account for which assistance is being requested.

“Subsidized Housing” means housing in which a tenant receives an ongoing governmental or other subsidy (e.g., assistance provided by a church), and the amount of rent paid is based on the amount of the tenant's income. Residents of private, affordable housing units are not considered subsidized.
“Supplemental Nutrition Assistance Program (SNAP)” means the federally means-tested program which provides food benefits to low-income families to supplement their grocery budget so they can afford the nutritious food essential to health and well-being. 

“Supplemental Security Income (SSI)” means the Social Security administered program which pays monthly benefits to people with limited income and resources who are blind, age 65 or older, or have a qualifying disability. Children with disabilities or who are blind may also get SSI.

“Temporary Assistance for Needy Families (TANF) and Temporary Assistance for Other Needy Families (TAONF)” means the time-limited program that helps families when parents or other relatives cannot provide for the family's basic needs. 

“Unearned income” means cash received or available to be received which are not classified as earned income.
“U. S. Citizen” means: 

· A person (other than the child of a foreign diplomat) born in one of the United States or in the District of Columbia, Puerto Rico, Guam, the U.S. Virgin Islands, or the Northern Mariana Islands who has not renounced or otherwise lost his or her citizenship; or
· A person born outside of the United States to at least one U.S. citizen parent (sometimes referred to as a ‘‘derivative citizen’’); or 

· A naturalized U.S. citizen. As a general matter, a United States non-citizen national is a person born in an outlying possession of the United States (American Samoa or Swain’s Island) on or after the date the U.S. acquired the possession, or a person whose parents are U.S. non-citizen nationals (subject to certain residency requirements). 
“Utility” means electricity or gas provided by a company subject to regulation by the Public Utilities Commission of the State of Hawaii.

“Utility company” means an electric company or a gas company subject to regulation by the Public Utilities Commission of the State of Hawaii and which has entered into written agreement with DHS to implement the program in accordance with these procedures.

“Vulnerability” means the additional energy burden of households with young children, meaning children ages five and under, or households with disabled adults or adults aged 60 and over.
1.3 ROLES IN IMPLEMENTING PROGRAM
The Department shall contract services from Provider Agencies to implement the program in accordance with a written Agreement, the State Plan for H-HEAP, and these procedures.

The Department shall establish vendor agreements with individual utility companies for the geographic area they serve, provided these companies agree to implement the program in accordance with the provisions stated in the vendor agreements, and comply with the State Plan for H-HEAP, and these procedures.

1.4 PROPOSED USE OF FUNDS
DHS shall reserve an amount, no less than fifty-four per cent of H-HEAP funds allocated to the State each federal fiscal year, for the purpose of providing EC assistance to eligible households. Gas paid as heating and Electric paid as cooling. 

DHS shall reserve an amount, not to exceed twenty-five per cent of H-HEAP funds allocated to the State each federal fiscal year, for the purpose of providing ECI assistance on behalf of eligible households. ECI funds not issued to eligible households shall be added to the funds to be issued as EC.

DHS shall reserve ten per cent of H-HEAP funds allocated to the State for Weatherization. Weatherization shall be administered by the Office of Community Services (OCS) Weatherization Program (WAP). 
DHS shall carry over to the following federal fiscal year one percent of the H-HEAP funds allocated to the State each federal fiscal year for the purpose of providing utility payments on behalf of the eligible households whose payments are not issued in the current fiscal year.

DHS shall reserve an amount, not to exceed ten per cent of the funds each federal fiscal year, for administration of the program. Any costs exceeding the ten per cent shall be paid from non-federal sources under this title Section 2605(b)(9)(B).
In no event shall the issuance of EC and ECI assistance payments combined with funds held over the following year and administrative costs result in expenditure of funds greater than the amount allocated to the State for the program in any federal fiscal year.

In no event shall DHS accept applications for the program assistance to households in any federal fiscal year in which the State does not receive federal allocation for the program.

2.
PROGRAM REQUIREMENTS:

2.1
RESIDENCE/SERVICE ADDRESS

· Applicants shall be a resident of the State. 

· Applicants shall have a place of residence with an active utility account. Service for the account must be identified on the utility bill as a residential rate by the utility company.  
· The service address of utility account shall be the same as the residence address.
· The applicant or an adult household member shall be responsible for paying the utility bill to the utility company, or the household’s prorated share of the utility bill if rent includes utilities or the bill is prorated amongst units.
2.2 CITIZENSHIP REQUIREMENTS

All eligible household members must be:

· A Citizen of the United States; or
· A Qualified Alien whose status is verified by the following documents: 

· Alien Lawfully Admitted for Permanent Residence 

· USCIS Form I–551 (Alien Registration Receipt Card, commonly known as a ‘‘green card’’); or 
· Unexpired Temporary I–551 stamp in foreign passport or on USCIS Form I– 94. 

· Asylee 
· USCIS Form I–94 annotated with stamp showing grant of asylum; or 
· USCIS Form I–688B (Employment Authorization Card) annotated ‘‘274a.12(a)(5)’’; or 
·  USCIS Form I–766 (Employment Authorization Document) annotated ‘‘A5’’; or
· Grant letter from the Asylum Office of USCIS; or 
· Order of an immigration judge granting asylum. 

· Refugee 
· USCIS Form I–94 annotated with stamp showing admission; or
· USCIS Form I–688B (Employment Authorization Card) annotated ‘‘274a.12(a)(3)’’; or 
· USCIS Form I–766 (Employment Authorization Document) annotated ‘‘A3’’; or
· USCIS Form I–571 (Refugee Travel Document). 

· Alien Paroled into the U.S. for at least One Year 
· USCIS Form I–94 with stamp showing admission for at least one year. 

· Alien Whose Deportation or Removal Was Withheld 
· USCIS Form I–688B (Employment Authorization Card) annotated ‘‘274a.12(a)(10)’’; or
· USCIS Form I–766 (Employment Authorization Document) annotated ‘‘A10’’; or 
· Order from an immigration judge showing deportation withheld. 

· Alien Granted Conditional Entry 
· USCIS Form I–94 with stamp showing admission; or
· USCIS Form I–688B (Employment Authorization Card) annotated ‘‘274a.12(a)(3)’’; or 
· USCIS Form I–766 (Employment Authorization Document) annotated ‘‘A3.’’ 
· Cuban/Haitian Entrant 
· USCIS Form I–551 (Alien Registration Receipt Card, commonly known as a ‘‘green card’’) with the code CU6, CU7, or CH6; or
· Unexpired temporary I–551 stamp in foreign passport or on USCIS Form I–94 with the code CU6 or CU7; or 
· USCIS Form I–94 with stamp showing parole as ‘‘Cuba/Haitian Entrant’’. 
· Compacts of Free Association (COFA) citizens (the Federated States of Micronesia, the Republic of the Marshall Islands, and the Republic of Palau) residing in the United States. 
· Passport from their respective country
· Applicants, self-declaration of U. S. citizenship is acceptable, unless such declaration is questionable, then verification shall be requested.

· Applicants or household members who do not meet the citizenship requirements will disqualify the individual from the program, but the income of the individual will continue to count against the household size less the disqualified individual.
2.3 SIGNATURES AND IDENTITY
· The adult applicant for the H-HEAP household must:

1. Sign the application; and

2. Provide proof of identity, by providing a picture ID.

· The utility account holder must:

1. Sign the Subscriber’s Utility Information Release Form section of the L-3 form; and 

2. Provide a copy of their picture ID. 

· Failure to sign the application, the L-3, or submit proof of identity disqualifies the entire household.

2.4 SOCIAL SECURITY NUMBERS
· All applicants and household members ages one (1) year and older must provide verification of a Social Security Number.

· Failure to provide a Social Security Number will disqualify the individual from the program, but all income will continue to count against the household less the disqualified individual.

2.5 CONSENT TO RELEASE
· Applicants must agree to release information of their utility account, past, current, and future to DHS and provider agencies.
· All applicants must agree to release information of their DHS cases to provider agencies and utility companies.
· Applicants who are not the subscriber must provide a signed Subscriber Authorization form and identification of the subscriber, even in the subscriber is another household member. 

· If the subscriber is not a household member, the signed Subscriber Authorization form and identification of the subscriber must be submitted, certifying the applicant is responsible to pay the utility bill but is not the subscriber of the utility account, and the subscriber is not part of the H-HEAP application.

· If the subscriber is a realty company, realtor, organization, or management company, and the rent includes utilities, or the bill is prorated amongst units, the Landlord Agreement and Verification Form must be completed.

· Failure to comply will result in household ineligibility.

2.6 APPLICANT RESPONSIBILITY 
· The household shall cooperate with the provider agency and utility company to enable the provider agency to determine eligibility of the household for the program, including information supported by documents to verify income and other eligibility factors. Failure to comply will result in household ineligibility.
· Household eligibility shall be based on the information provided as of the date of application and interview.

2.7 PROVIDER AGENCY RESPONSIBILITY
· When possible, utilize First-Contact Resolution so that application is processed in a single contact.

· Assist the applicant with the completion of the application form.
· Assist with the completion of the application process.
· Assist with the gathering of required documents. 

· Act upon reported changes of address and utility account until disposition is made.

· Once disposition has been made on the H-HEAP application, send files to DHS.

· Notify applicant of disposition of application.

· Refer subsequent updates to DHS.
2.8 CATEGORICAL ELIGIBILITY
A categorically eligible household shall consist of the following:

· At least one household member who is in receipt of SNAP, SSI, and/or TANF/TAONF.
· If not the applicant, documentation showing that the categorically eligible household member resides in the home is required. Verification shall include but not be limited to a rental agreement showing person in the home or current mail or billings received at the residence. Minor children are the exception to this as a child is dependent on an adult.
· All household members must be listed on the application with their income.
· An eligibility determination for H-HEAP is required.
· Income is assigned based on the number of eligible household members from the income chart.
· Income for all household members shall be calculated as outlined in Section 5.5, but the household does not have to meet the Income Limits in Section 2.9.
2.9 INCOME LIMIT
· Households determined to be categorically eligible shall be allowed to participate in H-HEAP and do not have to meet income limit guidelines. 

· Households that do not meet categorical eligibility must have an annual gross income less than the income limit for the household’s eligible members for the program year.   
· H-HEAP uses the annual income limit guidelines released by the U.S. Department of Health and Human Services, Administration for Children and Families, Division of Energy Assistance, maximum limits are 60% State Median Income (SMI) or 150% of the Federal Poverty Level (FPL). 
2.10 ENERGY BURDEN
· Monthly electric cost divided by monthly income equals household Energy Burden.
· High burdened household shall be defined as 30 percent. 

2.11 PERFORMANCE MEASURES
· Data Collection:
1. Collect usage data for all Households and programs (both ECI and EC).
2. Households must designate their main fuel source on their application.
3. Collect and enter data for households with 12 consecutive months of bill data for the main fuel type (Electric or Gas), including annual (12 months) costs, monthly cost, annual usage, monthly usage.
4. If main fuel type is not electricity, collect 12 consecutive months of bill data for main fuel type (Gas) and the secondary fuel type, (Electricity). Collect annual (12 months) costs, monthly cost, annual usage, monthly usage for both.
5. Air Conditioning – Identify Centralized or Window/Wall mounted units.
2.12 OTHER REQUIREMENTS
· When households share custody of or apply for the same child, only one household can claim the child. When both parents/caretakers apply for the same child, the parent/caretaker who has the child the majority of the time can apply. If custody is shared equally, the parent/caretaker who applied first shall include the child in their H-HEAP application.

· Applicants can receive one of the two programs per federal fiscal year, either ECI or EC, not both.

· There is no limit to the number of times an applicant may reapply after being denied, however, an eligible household can only receive one payment per federal fiscal year.
· An applicant can apply for one utility type, gas or electric. Once approved, benefits cannot be transferred from one utility type to the other.

· There is no splitting or sharing of benefits among different accounts.

· Applications are only accepted during the enrollment period. Once the enrollment period ends, the program is closed, and no further applications shall be accepted.  
· Failure to meet program requirements will result in the whole household’s ineligibility, unless otherwise specified. 
· Ineligible household members include but are not limited to:
1. Temporary caretakers whose primary residence is not with the applicant are exempt from applying.  
2. Individuals temporarily in the home such as visiting family members, including children visiting the non-custodial parent, home from boarding schools or college during school breaks. 
3. Individuals temporarily out of the home. 
4. Applicants residing in an institution. Institutions include but are not limited to:
a. Hospitals
b. Licensed Domiciliary Care Facilities (family care homes, homes for the intermediate care facilities, group living arrangements)
c. Skilled nursing facilities or homes
d. Alcohol and drug rehabilitation centers or treatment programs
e. Correctional facilities such as prisons, jails, etc.
f. Assisted living facilities/arrangements, including adult foster homes

· Ineligible Households include but are not limited to:
1. Dormitories/boarding homes

2. Temporary protective facilities, such as domestic violence shelters, group homes, etc.
3. Homeless shelters

4. A household whose electric and/or gas utility bill are paid for by a third-party outside of the home
5. Commercial properties including private dwellings where the applicant rents out part of their home, including rooms, Airbnb, Bed and Breakfasts, vacation rentals.
6. Dwellings with photovoltaic (PV) system that generates more energy than the household uses
2.13 CONFIDENTIALITY
The State of Hawaii restricts the disclosure of any information relating to applicants and recipients.

· All information about applicants and their household must be kept confidential.
· Do not identify or discuss the situation of any applicant or their household members with friends or family.

· All information (H-HEAP and HAWI) must be secured at the end of each day. 

· Must be followed even after you are no longer employed by our agency.

2.14 ADMINISTRATIVE HEARINGS
Section 2605(b) (13) – Assurance #13

A household may request a hearing when:

1. Application for ECI or EC is denied.
2. Application is not acted upon with reasonable promptness.


DHS shall offer administrative hearings to all applicants of the program. The hearings are intended to give the household’s the opportunity to explain their situation. 

Every applicant shall have the right to submit a written request naming an authorized representative for hearing purposes. The written authorization shall be received by H-HEAP before H-HEAP acknowledges the any action taken by the authorized representative on the applicant’s behalf.


Every applicant shall be informed in writing at the time of application and at the time of action taken of their ability to request a written request for an administrative hearing. 

An applicant or recipient may request an administrative hearing with the provider agency within ninety (90) days of the date of their notice of decision for ECI or EC. The request must be in writing, utilizing form DHS 1461, Request for Administrative Hearing. The provider agency shall provide the applicant with the DHS 1461.  

Once the DHS 1461 is received, the provider agency shall forward the request for administrative hearing to the State H-HEAP Coordinator within three (3) calendar days of receipt of the written request.


The State H-HEAP Coordinator completes the administrative hearing report with supporting documents and represents the State at the hearing. A provider agency representative must be present at the hearing.


An administrative hearing shall be held in a place reasonably convenient to the household. The hearing officer shall be designated by the Administrative Appeals Office and shall be an individual not involved in the determination leading to the decision being appealed.

2.15 FRAUD
H-HEAP households found to have misrepresented their household circumstances with the intent to receive benefits which they would not otherwise be eligible for, or which resulted in an erroneous payment will be disqualified from participation in H-HEAP for one year. The disqualification period is one year for each infraction and/or each year of erroneous issuance. The provider agency will provide the applicant with a written notification explaining the period of disqualification.

Circumstances include, but are not limited to household size, living arrangements, and income.

Individuals reporting fraud should be referred to the Fraud Hotline on their island:



Oahu

808-587-8444



Hawaii

808-933-8899



Kauai

808-241-7106



Maui

808-243-5840

Individuals wanting to report fraud need to complete a Fraud Referral Form, DHS 1474 and submit it to their supervisor and routed to the State H-HEAP Coordinator.

Individuals found guilty of fraud may be disqualified and/or prosecuted for fraud.

3.  
ENGERY CRISIS INTERVENTION (ECI) 

3.1
PURPOSE AND GUIDELINES 
The purpose of ECI shall be to restore or prevent termination of electric/gas power in the current residence of the household at the account number on the termination notice submitted by the household applying for H-HEAP benefits; or offset past-due rent or applicant’s share of the electric/gas cost when rent includes electric/gas or is prorated amongst units on a shared meter.
Applications for ECI shall be accepted during the application period and shall be terminated prior to the end of the application period if the funds reserved for ECI are expended.
ECI amounts approved for eligible households shall be paid directly to the utility company.

3.2
 ELIGIBILITY REQUIREMENTS
The household shall meet all the Program Requirements; and

The household shall meet all the following conditions for ECI:

1. The household shall submit an application form via in-person; drop-off; mail-in; or when the agency allows, via electronic submission.
2. If the household submits a complete application with all required documents and verification, the application can be reviewed and processed via a desk review by an intake worker.
3. The household shall be interviewed when the application is incomplete or required verification is not submitted.
a. The interview can be telephonic to expedite processing time.
b. Missing documents and verification shall be requested via a Pending Notice stating the required documents and due date.
c. Failure to submit required items, conduct the interview, and/or provide pended items shall result in denial of application. 

4. The household shall submit a current termination notice from the utility company for their residence or verification they are past-due on their rent when rent includes utilities.
5. If service was terminated, submit the final termination bill.
6. The household shall submit verification that they currently reside at the address listed on the termination notice.
7. The household shall submit a current electric bill with usage data.
8. The H-HEAP applicant/household must be paying the utility bill, have their rent include electric/gas, or have electric/gas costs prorated amongst units on a shared meter and owe a share. If the utility bill is paid by a third party not in the household, the household shall not be eligible.
9. Utility power would be restored in the current residence of the eligible household if payment under this section were to be issued.
10. The provider agency shall make arrangements with the utility company to restore service to the household not later than forty-eight hours after the household is determined eligible for ECI, and no later than eighteen hours when the household is in a life-threatening situation. The provider agency shall be responsible to determine whether the situation is life-threatening and notify the utility company of the situation. 
11. Payment shall be based upon the amount owed on the final disconnect notice to prevent termination or to restore power, or the household’s prorated share of the utility bill if rent includes utilities or the bill is prorated amongst units. The payment is not to exceed the maximum standard as by the State Plan. Payments may include the past due amount, any current outstanding charges, deposits, surcharges, service charges or rental fees, or not to exceed the maximum annual ECI H-HEAP payment amount. Payment amount is subject to change according to increases or reduction of federal appropriations.
12. The household shall be required to meet with a utility company representative to review the account status and work out a payment schedule when the amount required to restore or prevent termination of utility power exceeds the maximum annual ECI H-HEAP payment amount. Once completed, the utility company representative will complete the H-HEAP form authorizing ECI payment.
13. Applicant and adult household members have not been sanctioned for one federal fiscal year for misrepresenting their household’s circumstances. Household’s circumstances include but are not limited to household composition and/or income.
14. Households shall not qualify for benefits under this section when they are applicants for or have been determined eligible for EC. The provider agency may assist the household in determining this type of assistance being requested.

4.
ENERGY CREDITS (EC)
4.1      PURPOSE AND GUIDELINES
The purpose of EC shall be to help eligible households offset the rising costs of energy for their residence.

Applications for EC shall be accepted during the enrollment period and shall not be accepted prior to the end of the enrollment period when the Department determines that additional applications would result in expenditure of funds greater than the amount allocated to the State for the program in any federal fiscal year.

Application period will be announced in one or more of the following:

Notification via billing, utility newsletters and/or their website. Agencies provide posters announcing enrollment period in the community. The State posts announcements in State offices and on the DHS website. The State, Agency, or Utility Company is not responsible for any households who claim they do not receive their bills.  

Credit amounts approved for eligible households shall be paid directly to the utility company.

The household shall have energy service with the specified island utility company for which the household requested energy assistance at the time of application.

4.2 
ELIGIBILITY REQUIREMENTS

A household shall meet all the Program Requirements; and


A household shall meet all the following conditions:
1. The household shall submit an application form via in-person; drop-off; mail-in; or when the agency allows, via electronic submission. 

2. If the household submits a complete application with all required documents and verification, the application can be reviewed and processed via a desk review by an intake worker.
3. The household shall be interviewed when the application is incomplete or required verification is not submitted.
a. The interview can be telephonic to expedite processing time.
b. Missing documents and verification shall be requested via a Pending Notice stating the required documents and due date.
c. Failure to submit required items, conduct the interview, and/or provide pended items shall result in denial of application. 

4. The household shall submit a current electric or gas bill.
5. Households declaring gas as their primary utility must also submit a current electric bill. Electricity is the secondary utility, and the bill shall reflect the annual usage and amounts.
6. The household shall submit verification that they currently reside at the address listed on the utility bill; and
7. A photovoltaic household enrolled in a program such as but not limited to Net metering, Nem Pilot Project, Rollover, etc., shall have a utility bill that reflects charges for usage in excess of generation.  Currently the household must be consuming more kilowatts than they generate resulting in a monthly charge for kilowatt usage added to monthly fees. Usage shall be determined using a one-year billing cycle.
8. The H-HEAP applicant/household must be paying the utility bill, or the household’s prorated share of the utility bill if rent includes utilities or the bill is prorated amongst units. If the utility bill is paid by a third party not in the household, the household shall not be eligible.
9. On the day the utility company posts the EC benefit, the household shall have an active account number for residential energy service with the specified island utility company for which the household requested EC at application. If for any reason the utility company cannot locate or identify an active account number for the household in its computer files, EC shall not be issued, and the household shall be ineligible for EC.
10. Applicant and adult household members have not been sanctioned for a federal fiscal year for misrepresenting their household’s circumstances. 
5.
CALCULATION OF INCOME:

5.1 ANNUAL INCOME
Calculation of annual income for all households is based on the composition of the households:

1. Categorical households:

· If at least one household member is in receipt of H-HWAP, SNAP, SSI, and/or TANF/TAONF, the entire household shall have their annual income assigned. Note: See SSI definition be considered categorically eligible for income.
· Annual income shall be assigned based on the size of the eligible H-HEAP household.

· Income for all members of a categorical household shall be collected and calculated.

· Transitional Benefits Alternative (TBA) are not considered categorically eligible households as TBA is not considered a SNAP eligible household nor means-tested.

2. 
Regular Households:
· Applicant households who are not in receipt of H-HWAP, SNAP, SSI, and/or TANF/TAONF will have their income calculated using actual income received in the month prior to the date of application. For example, if an application is dated June 5th, then all household income for the month of May (prior month) must be verified.
· An exception to projecting income for a regular household is self-employed households.   
1. Income from self-employment shall be determined by deducting from the amount received from the sale of goods and services, those expenses directly related to producing the goods or services. Items such as depreciation, personal expenses, meals, and personal transportation shall not be deducted as business expenses.

2. A business expense shall be an allowable deduction from monthly gross self-employment income only if verified.

3. A self-employed person shall:

a. Sell a service or product for a profit; and
b. Be independently responsible for obtaining or providing a service or product; and
c. Have independent costs and expenses needed to provide a service or product; and
d. Determine independently the manner, method, and process of business operations; and
e. Have success or failure of the business operation depend upon the efforts of the business.
f. Persons who do not meet the self-employment requirements specified, shall have the monthly gross income from the work activity counted as the monthly earned income.
5.2 EARNED INCOME
Earned income is income received by an individual for which a service is performed. Earned income includes but is not limited to the following:
1. Wages

2. Military base pay, basic allowance for housing (BAH), basic allowance for subsistence (BAS)

3. Salaries

4. Commissions

5. Money from self-employment

6. Tips and Gratuities

7. Sick Pay

8. Temporary Disability Insurance

9. Royalties

5.3 UNEARNED INCOME
Unearned Income is money received or available to be received by the household which is not classified as earned income. Unearned income includes but is not limited to the following:
1. Pensions and annuities such as Railroad Retirement, Social Security, Supplemental Security Insurance (SSI), Veterans Assistance

2. Disability benefits such as Worker’s Compensation

3. Unemployment Compensation

4. Strike or union benefits

5. Child support and alimony
6. Trust payments and dividends

7. Money from sales contracts and mortgages

8. Personal injury settlements

9. TANF/TAONF

10. General Assistance (GA) 
11. Aid to the Aged, Blind & Disabled (AABD)

12. Foster Care Payments

13. Adoption Assistance

14. Rental Property Income, unless client also manages the property, this income is then earned income

15. Contributions from friends, family, or community agencies

16. Lump sum payments for Social Security, SSI, Insurance settlements

17.  Welfare/Cash Payments
5.4 EXEMPT INCOME

Exempt Income is not counted towards the household’s total income and includes:

1. Earned Income Tax Credit (EITC)

2. All financial aid and scholarships both federal and private, such as PELL grants
3. All loans (includes student loans and personal loans)
4. College work-study must be coded as work study on pay stub; all other earned income is countable.
5. VA GI Bill for education expenses are exempt, monies paid as living allowances are countable income.
6. One-time payments from a welfare agency, church, or social organization to a family or person who is in temporary financial difficulty, such as TANF NRST benefits.
7. Public assistance benefits such as SNAP, TBA, child care subsidy, First-to-Work or Employment and Training Support Service payments, etc. are not counted as income. 

5.5 CALCULATING INCOME
1. Households shall have their income calculated by using their prior months’ income annualized, or the household’s most current economic situation, whichever is lower.
a. Determine if the income is a continuous or annual source.  A continuous or annual source would include annual salaries paid in less than 12 equal monthly payments.  If the income source is a short-term source (e.g., a 6-month contract, etc.), determine the total timeframe to be used (6 months, 9 months, etc.).

b. Total all countable income for the household within the past 30-day period.
i. If the source is continuous/annual:  Multiply by 12 to calculate the gross income.  Determine the household size if the household is income eligible (equal to or less than 60% SMI or 150% FPG depending on number of household members).
ii. If the source is less than an annual amount:  Multiply by the maximum number of months that the income source is available.
c. If using most current economic situation, subrecipients should consider if an applicant had been unemployed and just got a job, or if the applicant recently became unemployed and is still unemployed at the time of application.

d. When determining annual income, use whichever method will provide the most accurate representation of the applicant’s current economic situation.

e. For salaried employees, such as teachers and select school employees who may periodically go unpaid during periods of employment (such as summer vacation), the subrecipient will reserve the right to calculate income based on their gross salary and any additional overtime payments they may have received over the past 12 months.

2. Households with new sources of income in the prior month shall have their income calculated using hourly income multiplied by hours per week, multiplied by 4.3333 for weekly income, 2.6667 for biweekly income and 2 for income received twice a month.

3. See the attached Chart.
CALCULATING INCOME

	Prior Month’s Income


	Add all income (earned and unearned) received by all household members in the month prior to Date of Application (DOA).

(For example: Application date of June 5, use May’s income.)
Consider household’s current situation (unemployed, reduced hours, new job, etc.)

	Annualize Income


	Stable (continuous) income – Multiply prior month’s income by 12.

OR

If the income is short-term (e.g. 9-month employee) multiply by months worked/will work.

OR

New source of Hourly income (including any tips):

Hourly Pay x Hours/week = Weekly pay, add in any tips.

Weekly Pay x 4.3333 = Monthly Income. Annualize income. 

	Annual Income


	Total income from all household members must be below income limits for eligible household members.


6.   CALCULATION OF EC BENEFITS
Payment amounts for Energy Credit are subject to change according to increases or reduction of federal appropriations.
6.1
Public/Subsidized Housing – The level of benefits for eligible households in public/subsidized housing will be a flat-rate, determined annually and based on their eligible household size:

Household size 1-2

Household size 3-5

Household size 6 or more
6.2
Photovoltaic Systems – The level of benefits for eligible households with photovoltaic systems generating less power than they are consuming will be a flat-rate, determined annually and based on their eligible household size:

Household size 1-2


Household size 3-5

Household size 6 or more
6.3
Zero Rent/Mortgage – The level of benefits for eligible households who pay “zero” rent/mortgage (such as a resident manager or property caretaker who gets free rent in exchange for work, or a household that has no shelter cost or a third party pays the shelter cost, but the applicant is responsible for the utility bill) will be based on their household size as follows:


Household size 1-2:

$375

Household size 3-5:

$425

Household size 6 or more:
$475
An exception to this policy is households where the home is paid in full and all members are elderly or disabled and the sole source(s) of income is fixed (Social Security, SSI, pension, etc.). These households shall be considered Private Dwelling households and their benefit will be based on points as outlined below in 6.4. 

6.4
The level of benefits for eligible households not residing in public/subsidized housing or do not have photovoltaic systems and not “zero” rent households shall be based on the total number of points assigned to the household in five categories. Points shall be assigned in the five categories as follows:

1) Income level – percent of the applicant household’s gross income is of maximum income limits established by the State for that size household.

Percent of maximum income limits



Points

151% FPL and above



 

    0


101-150% FPL




   
    
    1

51-100% FPL




    

    2

0-50% FPL





    
    3

2) Household size – the number of eligible persons in the applicant household.

Persons







Points
1 to 2






 
    1

3 to 5






   
    2

6 or more





 
    3

3) Region difference – the island of residence of the applicant household.

Region







Points
Oahu






   
    1

Hawaii, Maui, Lanai, Molokai, Kauai

      
  
    2

4) Vulnerability – applicant household consisting of one or more

Points
of the following types of individuals: a child age five and under,        
    1

a disabled adult, or an adult age 60 and over. 
5)  Energy burden 30% or greater.


                           

Points
                      1

6.4    
PAYMENT DETERMINATION
Funds reserved for EC shall be distributed to flat-rate households. Remaining funds shall be divided by the total number of points for all remaining eligible households to determine a statewide dollar value per point. Each household’s EC payment shall be determined by multiplying the household’s point total by the statewide dollar value per point.

6.5
PAYMENT OF EC BENEFIT  
The amount of EC approved for an eligible household shall be paid directly to the utility company for which the household requested EC at application. Payments to the utility accounts of eligible household shall be issued by the Department to the utility company no later than the last day of the calendar year in which the application is filed.
An account number at the utility company shall be credited no more than once by the utility company.

After the EC is posted to their utility account, households shall not be entitled to receive cash payments from the utility company when the utility company determines the household does not intend to use H-HEAP funds for utility needs.

Households shall not qualify for benefits under this section when they are applicants for or have been determined eligible for ECI. The provider agency may assist the household in determining the type of assistance being requested.

8. NOTICE OF DISPOSITION OF APPLICATION

Agencies are responsible to issue a Notice of Disposition of Application (L-8) to all ECI and EC applicants notifying them of the outcome (denial or approval) of their application. Through the validation process, a household initially determined approved may be denied based on information received after disposition is made, including but not limited to: closing of account with no new account established, death of single applicant, moving out of state, etc. 

A secondary notice will be sent by DHS to households approved for EC, informing the household of their benefit amount. 

9. DISREGARD OF H-HEAP BENEFITS
DHS shall not count as income or asset any H-HEAP payment for any purpose under any federal or state law administered by DHS, including any law relating to public assistance or welfare programs, unless enacted in express limitation of H-HEAP statutory prohibition.

DHS shall not consider H-HEAP payments in the determination of eligibility or benefits for SNAP, including the calculation of excess shelter deduction.
9.
NATURAL DISASTER ASSISTANCE


An additional H-HEAP payment may be provided to eligible households who are in need because of a natural disaster.  


1.
Payment must be tied in some way to the household’s energy assistance need or emergency.
2.
Applicant’s household income must be below annual income limits or meet the categorical eligibility requirements.


3.
Activities that may be allowable uses of H-HEAP funds to deal with crisis situations:

a. Costs to temporarily shelter or house individuals in hotels, apartments or to other living situation in which homes have been destroyed or damaged, i.e., placing people in settings to preserve health and safety and to move them away from the crisis area.

b. Costs for transportation (such as cars, shuttles, buses) to move individuals away from the crisis area to shelters, when health and safety is endangered by loss of access to heating or cooling.

c. Utility reconnection costs.

d. Repair or replacement costs for furnaces and air conditioners.

e. Insulation repair.

f. Coats and blankets, as tangible benefits to keep individuals warm.

g. Crisis payments for utilities and utility deposits.

h. Purchase of fans, air conditioners and generators.


5.
Unallowable uses of H-HEAP funds that are not home energy related:
a. Payments for water/sewage

b. Mortgage or rent assistance unless it a necessary cost to shelter individuals from the crisis situation for a TEMPORARY period of time.

c. Utility assistance or households housing displaced victims UNLESS the household is already low income and qualified for H-HEAP assistance.

d. Ramps and wheelchairs.

e. School uniforms and school supplies.

f. Clothing (except coats)

g. Mattresses, cots, air beds and pillows.
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