
 

Virginia Homeless Solutions Program 
Rapid Rehousing Project Participant File Guide 

 
All VHSP project participant files must contain: 

 Homeless Certification Form 

 Initial Screening Form (to include evidence of diversion or a problem solving 
conversation) 

 Release of Information 

 Housing barriers assessment 

 Housing plan 

 Evidence of coordination with mainstream resources 

 Monthly housing focused case management 

 Documentation of the termination or grievance process (if necessary) 
 
All VHSP – Rapid Rehousing project participant files must contain: 

 VHSP Rapid Re-housing Project Participant Eligibility Form 

 Veteran documentation (as applicable) 

 Lead-Based Paint Visual Assessment Form 

 Basic Habitability Checklist 

 Rent Reasonableness 

 Copy of Fair Market Rent Standards 

 Utility Allowance Worksheet 

 Valid Lease 

 Written agreement with project participant 

 Written agreement with landlord 

 Recertification documentation (as applicable) 

 Income below 30%AMI 

 Assets below $500 
  



Homeless Certification Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RRH 
section 



Homeless Certification Form 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

Note the type of third party verification obtained here (i.e. Received a HMIS referral 
from Shelter Name). If you are unable to secure the third party verification (check a 
‘No’ box in any of the above), document the attempts made here. 

After documenting attempts to obtain third party verification above, work with project 
participant to complete this section. 

All forms need to include project participant signature, 
printed name of staff person completing the form and their 
signature. 



Housing Barriers Assessment and Housing Plan 

 
 

Effective programs and case managers support and trust that project participants want to and 
are able to succeed. The strength-based housing barriers assessment is used to help project 
participants identify any existing barriers to obtaining and maintaining permanent housing as 
well as their own strengths and resources to overcome these barriers. The housing plan 
establishes the pathway to obtaining and maintaining this permanent housing by setting goals 
with reasonable action steps to be completed by the project participant and case manager. 
 
A housing barriers assessment is: 

 Individualized to the project participant and/or household 

 A give and take dialogue between the project participant and case manager 

 A living document 

 Able to inform the level of supportive services and financial assistance that may be 
needed to end the episode of homelessness 

 A tool that can aid in problem-solving conversations (i.e. diversion or self-resolution) 

 Client-led with support from case manager 
 
Best practices in housing barriers assessments: 

 Focus only on barriers directly related to the project participant’s ability to access 
permanent housing. At each step, ask “is this preventing someone from obtaining or 
maintaining permanent housing right now?” 

 Assess both barriers and strengths in permanent housing attainment 

 Information gathered should fall into two categories: 
1. Barriers to obtaining housing (i.e. landlord screening barriers (rental history, 

criminal history, income requirements) and financial barriers) 
2. Barriers to maintaining housing (i.e. income/employment, budgeting or financial 

literacy, substance use disorder, mental illness, compliance with lease 
agreement, etc.) 

 Revisit and adjust priorities as barriers are addressed 
o Explore strengths in relationships 

 Who are your allies, friends, family members?  
 Has there ever been a time that you were able to help a friend or family 

member? What happened? 
o Explore strengths in past housing and employment experiences 

 Do you have any previous rental history? If so, how did you manage the 
relationship with your landlord? Did you have success paying rent for all 
or a portion of that lease?  

o Explore strengths in self 
 Ability to advocate for themselves – sought help and conveyed needs 
o Resourcefulness – Has experienced hardships or crises and made it 

through to this day  
o Other: Spirituality, hobbies, interests, coping skills, personality traits 

 
A housing plan is: 

 A pathway for obtaining and maintaining permanent housing.  

 Defined end goals, each broken into stated action steps to be taken by the project 
participant AND the case manager, along with target completion dates and pre-
established review dates. 



Housing Barriers Assessment and Housing Plan 

 Strength-based, pulling on the project participant’s strengths identified within the housing 
barriers assessment to minimize barriers and meet stated goals 

 A living document that should be reviewed and updated regularly and no less than once 
per month 

 
Best practices in housing plans: 

 Use the housing barriers assessment to shape the project participant’s housing plan. 

 Be project participant driven 
o The RRH participant’s goals and priorities drive the housing plan while the case 

manager provides information to help the participant inform choices and supports 
the person’s decisions to the extent possible.  

 Be housing-focused 
o The core goal of the housing plan is to obtain and maintain permanent housing. 

Goals that are not related to getting and keeping housing should be deferred 
unless they are a very high priority for the participant.  

 Be reasonable 
o Do not set the project participant up for failure or perceived failure. The housing 

plan is meant to set achievable goals with realistic action steps.  
o The housing plan must be flexible and changeable based on the unique needs 

and goals of the project participant. 

 Follow the SMART method: Goals should be Specific, Measurable, Attainable, Realistic, 
and Timely 

 Begin exit planning early to ensure project participants are prepared for when the 
assistance (including financial assistance and/or supportive services assistance) is 
about to end. 

 Goals should focus on the short-term and all action steps should be achievable within a 
relatively short period of time to allow the case manager and project participant to 
continually reassess progress and address remaining barriers.



Evidence of Coordination with Mainstream Resources 

Grantees may meet the evidence of coordination with mainstream resources requirement in 
the following ways. 
1. Documented in case notes 

a. Example: A case note documenting a conversation between the case manager 
and project participant wherein the project participant is identified to be in need of 
a bed for their new rental unit and the case manager connects them with the 
local furniture bank. 

b. Example: A case note documenting that the case manager has connected the 
project participant with SOAR trained staff to complete their application for SSI 

2. Documented in the housing plan’s goals and/or individual action steps 
3. Use of a fixed checklist which identifies all resources available in a community. Items 

relevant to the needs of the individual project participant are checked off once a referral 
has been made. 

a. Example: (not meant to be an actual tool, use the resources available in your 
community to build a checklist) 

 

Mainstream Resources Already Receives Requires Referral 
State/Federal/Local Housing Subsidy 
Program 

 Yes 
 No 

 Yes 
 No 

SSI/SSDI  Yes 
 No 

 Yes 
 No 

Social Security  Yes 
 No 

 Yes 
 No 

TANF  Yes 
 No 

 Yes 
 No 

Unemployment Benefits  Yes 
 No 

 Yes 
 No 

Medicaid/Medicare  Yes 
 No 

 Yes 
 No 

SNAP  Yes 
 No 

 Yes 
 No 

CSB/Mental Health Care Provider  Yes 
 No 

 Yes 
 No 

Medical Care Provider  Yes 
 No 

 Yes 
 No 

McKinney-Vento Homeless Liaison  Yes 
 No 

 Yes 
 No 

Legal Services  Yes 
 No 

 Yes 
 No 

Food Pantry  Yes 
 No 

 Yes 
 No 

DV Advocate  Yes 
 No 

 Yes 
 No 



VHSP Rapid Re-housing Project Participant Eligibility Form 

 

Duplication of assistance is 
not eligible. Financial 
assistance cannot be made on 
behalf of eligible individuals or 
families for the same period of 
time and for the same cost 
types that are being provided 
through another federal, state, 
or local housing subsidy 
program. 

Diversion has been attempted 
and RRH assistance is last 
resort to ending homelessness 
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Lead Based Paint Visual Assessment Form 

 
 
 
 
 
 
 

Required for all Prevention 
and RRH clients 

If ‘yes’ to any of these, no 
visual assessment is 
needed. Skip to Part E for 
all signatures 

If none apply, visual 
assessment is required. 
Complete Part D (visual 
assessment) and Part E 

(signatures) 

If answered ‘yes’ to any of 
the above, action must 
be taken to eliminate the 
LBP exposure risk. If no 
action is taken, unit fails 
the LPG Visual 
Assessment and the unit 
is not eligible. 

All signatures are required regardless of whether or not the LBP 
Visual Assessment must be completed. 



Basic Habitability Checklist 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Remember: DHCD’s Basic Habitability Checklist is designed to ensure 
the rental unit is safe and healthy for the project participant/household. 
This form is designed to be completed to the best of your ability and not 
requiring anyone with specific building code or building safety knowledge 

or experience. 

Run the kitchen faucet, would you drink it? 

Bathroom is clean, toilet is working 
and its location offers privacy 

Fire safety in bedrooms 

Fire safety in common 
rooms 



Rent Reasonableness 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Comparable units are 
units of the same size, 
general location, 
quality, amenities, etc.  
 
Use rental search sites, 
market surveys, 
classified ads, etc. to 
identify comparable 
units.  

To complete this form 
you’ll need to have the 
appropriate FMR plus 
the completed Utility 
Allowance Worksheet 
(unless all utilities are 
included in the contract 
rent amount) 

Contract Rent = rent 
amount stated on lease 
agreement 

Utility Allowance = total 
calculated using Utility 
Allowance Worksheet. 
If all utilities are 
included in the rent 
amount, enter $0. 
 

X X 

Applicable Payment 
Standard = Fair Market Rent 
 

To meet “Rent Reasonableness” – the rental amount must meet two standards: 
 

1. Be reasonable when compared to the rent amounts charged for comparable units. 
2. Contract rent amount plus utility allowance must not exceed FMR 

 



Utility Allowance Worksheet 

Grantees must utilize the appropriate utility allowance worksheet issued by Virginia Housing 
(VH) or a worksheet developed by their local housing authority. Worksheets are based on 
number of exposed walls in the unit and must include calculations for any utilities the tenant is 
responsible for paying (utilities not included in the rent amount). 
 
This guide uses Virginia Housing’s utility allowance worksheet: 
https://www.vhda.com/BusinessPartners/HCVPAgents/Pages/HCVUtilityAllowanceSchedulesfor
VA.aspx  
 
1. Select the appropriate worksheet based on number of exposed walls: 

 
 
 
 
 
 
 
2. Complete the worksheet for any utilities not included in the contract rent amount 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
* 

These are estimates 
meant to provide us 
with an idea of how 
much the tenant will 
pay in utilities per 
month in addition to 
their rent payment. 

An example is 
provided for how 
this worksheet 
would be completed 
for a unit with 1 
exposed wall and 1-
bedroom with no 
utilities included in 
the rent. 
 

Client Unique ID  

 123 Main St., Roanoke 

 
1 bedroom 

. 

 132 

 

https://www.vhda.com/BusinessPartners/HCVPAgents/Pages/HCVUtilityAllowanceSchedulesforVA.aspx
https://www.vhda.com/BusinessPartners/HCVPAgents/Pages/HCVUtilityAllowanceSchedulesforVA.aspx

