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If a program has completed the necessary steps to determine client eligibility (for example, contacting client, scheduling appointment, conducting interview, verifying required documentation) and the client is ineligible for any reason, their status on the bulletin board should be changed to “denied-pending” with a reason from the dropdown. This will be sent to the Bureau of Homeless Services (BHS) administrators who have 48 business hours to review the denial and provide a decision to the program. BHS reserves the right to approve or reject denials based on due-diligence and fact-gathering of the circumstances.  
In all program types, except Emergency Shelters, Rental Assistance and Prevention programs, the vacant unit will electronically be held for the client until the denial is accepted by BHS or the client has been enrolled. If this is the only vacancy in the program, the program will not be able to request any subsequent referrals until a decision is made by BHS regarding the denial. If there are multiple vacancies, the program will be able to continue to work with the next assigned client(s) while the denied client’s status is reviewed.  
Reasons in HMIS for a program to deny a client
•	Could not document homelessness
•	Could not document Chronic Homelessness
•	Could not document veteran status
•	Missing documentation
•	Income is over the income thresholdPat Valentine

•	No contact after 3 attempts
•	No show
•	No longer interested in program
•	No longer homeless06/01/2015

•	Does not meet selection criteria (e.g. over income threshold for program eligibility; change in household circumstance; is an imminent risk to the other clients or program staff; etc.)
If BHS approves a denial: BHS will review current program enrollment and recent contact with the Allegheny Link to determine if further follow up with the household is needed. Depending on the household’s situation, BHS will reach out to households to determine if they are still in need of homeless services. BHS then either removes or maintains the household’s other referrals. BHS may coordinate with the Allegheny Link for the household to update assessment as needed. 
If BHS rejects a denial: The referral status will change back to “assigned” on the program’s bulletin board and the program should continue to work with the household to reduce barriers to program enrollment.
Reasons for BHS to Reject a Denial
•	The program could not adequately document the reason for the denial.
•	The program cannot demonstrate client is an imminent risk to the other households or program staff.
•	There were less than the 3 minimum required attempts to contact the referred household within 24 hours for emergency shelter programs, and 72 hours for all other programs.
•	Provider’s program requirements are unreasonable and have no predictive value to possible success in the program.
•	Denial may violate DHS policies or existing local, state or federal law.
If the program disagrees with BHS’ final decision, the program has the right to appeal the decision. The following steps outline the procedure for appealing BHS denial rejections:
1. Programs that disagree with BHS’ decision to reject a denial must submit a request for appeal. Initially, it can be submitted electronically via email and then followed up with a letter on formal provider letterhead in the mail. The appeal request must include the following:
a. name and Referral ID of the applicant;
b. short summary of the denial process to date including date of original denial and BHS decision; and
c. short explanation of the reasons the program believes the BHS decision to reject the denial should be over turned.
All appeals should be submitted to the DHS Homeless Program Appeal Panel (hereafter referred to as the “panel”) by emailing the DHS Homeless Program Appeal Panel at Robert.Eamigh@AlleghenyCounty.us within 1 business day from the time of BHS rejection of denial, and then followed by a letter to:
Allegheny County Department of Human Services 
DHS Homeless Program Appeal Panel 
Attn: Rob Eamigh, HUD Program Administrator 
Pittsburgh, PA 15222
2.	The DHS Homeless Appeal Panel consists of the following staff: representatives from Integrated Program Services; Data Analysis, Research and Evaluation; the Office of Community Relations; and 2 Homeless Advisory Board members chosen on an as needed basis. After an appeal is requested, the panel will convene a meeting with the program staff who made the appeal (and others they choose to invite) and the BHS staff who were involved in the initial denial decision. The meeting must be scheduled within 7 business days from the appeal.
3.	At the appeal meeting, the program and the BHS staff will each have an opportunity to present their reasons for denial/rejection of denial. The panel will also have the opportunity to ask questions. If consensus on a decision can be reached at this meeting, the process may end at this step and the decision of the group will be documented in writing by the panel and sent to all parties involved.
4.	If consensus cannot be reached during the appeal review meeting, the panel will have 72 hours to make a final decision. This decision will be documented in writing and submitted to all parties involved.
If the program does not agree with the final decision made by the panel, the program may file an administrative appeal through the Court of Common Pleas.
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Admission / Eligibility Criteria for Entry into Allegheny County Homeless Continuum of Care (CoC) Programs
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Please update the policy history, including any changes or reviews to the policy.  List what you changed, the date of the change, who approved the new version of the procedure, and the current version number.  Firstname Lastname

	Date
	Approved By
	Indicate Action (Effective, Review, Revision, Update, etc.) 

	6/1/2015
	Pat Valentine
	Effective

	6/26/2017
	Pat Valentine
	Update

	07/09/2018
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