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[bookmark: _Hlk78987678]Almost Home Confidentiality, Grievance, and Termination Policy and Procedure
Confidentiality Procedure: 
Almost Home has a legal and ethical responsibility to safeguard the privacy of all clients and to protect the confidentiality of their personally identifying information.  All records containing personally identifying information of any individual or family who applies for and/or receives assistance will be kept secure and confidential. For Almost Home to engage in verbal and/or written communication regarding client information and release or request client records with any landlord, a written release/request of information that explicitly details what information can be shared with whom must be signed by the client. All information that a client authorizes to be released or requested will be held strictly confidential and cannot be released by the recipient without an additional written consent. Authorizations for release/request of information will expire 1 year after the date signed, but consent can be withdrawn in writing at any time.  
Participant Grievance Process:
Dissatisfaction with services provided by program staff may be submitted in writing to the Program Manager who will consider the complaint and respond in writing as soon as possible. If you are not satisfied with this response, or if your complaint is with the Program Manager, you may appeal to the Executive Director of Almost Home, Inc. If you are not satisfied with the appeal decision, you may submit your complaint in writing to the President of the Board of Directors. The Board of Directors will review the complaint and will notify you in writing as to its conclusions and how the complaint will be resolved. The Board will not give consideration to complaints that have not been previously submitted through the chain of command as indicated above.
All formal grievances can be mailed to:
Almost Home, Inc. 
Attn: Grievances
22 S.4th Ave, STE 102
Brighton, CO 80601

Participant Termination:
Almost Home, Inc. may terminate assistance to a program participant who violates program requirements or conditions of occupancy. Termination does not bar the individual from receiving further assistance from Almost Home, Inc. at a later date.  
A participant’s assistance should be terminated only in the most severe cases. The termination process is designed to allow due process to the participant who can appeal the termination decision.
The program participant must receive a written copy of the program rules and the termination due process before the participant begins to receive assistance. If a participant is already enrolled in a program, a written copy of the rules and termination due process must be provided during the annual recertification process.
Reasons for Termination from an Almost Home Program:
· Household members have threatened Almost Home Inc. staff or Board of Directors.        
· The client has stated in writing they no longer want to be in the program.
· The client is evicted from the apartment due to a violation of the tenant-landlord lease.
· The client provides incorrect information or neglects to provide required information.     
· The client is involved in illegal activity in the unit – that causes disturbance to neighbors and eviction from unit.  
· The client moves to another HUD funded project or moves out of the unit without notice. 
· The client does not comply with the financial portion of the rental assistance. 
· The client violates the Program Agreement.
Process for Program Termination:
Almost Home, Inc. staff must make a request to terminate the participant from the program along with supporting documentation to their direct supervisor for approval before taking adverse action (i.e. terminating a participant from a program). The supervisor may approve the termination request, request additional information, or direct the staff member to explore alternatives to program termination.
If the Supervisor Approves the Termination:
[bookmark: _Hlk101453389]If the supervisor approves the request to begin termination proceedings, the staff member must provide a written letter via mail or email to the participant informing the participant of the termination decision along with the reasons for termination, and the date of termination from the program that will result in ending the rental subsidy. The letter must provide 30-day notice for termination. The letter must also include a description of the appeal process including the deadline date for the appeal, the person to be contacted to schedule an appeal hearing, and an appeal form to be completed by the participant if applicable. The staff member must specify whether supportive services will continue during the 30-day period. All participants have 10 business days from the date the letter is mailed or emailed to their address on file to appeal termination from the program. The final date of appeal must be noted in the termination letter. 
The Participant Appeals Process:
Participants may appeal decisions about their eligibility or termination from Almost Home, Inc. programs.  
Appeals to eligibility or termination decisions may be made in writing to:
	Jessica Fiedler, Executive Director
22 S.4th Ave, STE 102
Brighton, CO 80601
jfiedler@almosthomeonline.org

The Executive Director will investigate and render a decision in a timely manner. In the event that further review is requested, three members of the Board of Directors will review the complaint and decision. Prompt notification of the final decision will be mailed to the program participant.





Acknowledgement of Almost Home Confidentiality, Grievance, and Termination Policy and Procedure

I, _________________________________________, am an Almost Home program participant and I have received a copy of the Confidentiality, Grievance, and Termination Policy and Procedure. I understand the terms set forth in this document. 

Client Printed Name: ____________________________________
Client Signature: ________________________________________
Date: _________________________________________________ 

Case Manager Printed Name: ______________________________
Case Manager Signature: __________________________________
Date: __________________________________________________

22 S. 4th Ave. Suite 102
Brighton, Colorado 80601
[image: ]Phone:  303-659-6199
Fax:  303-659-8859
Website:  www.AlmostHomeOnline.org
E-Mail:  Info@AlmostHomeOnline.org
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