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Loudoun Habitat for Humanity Homeowner Services Policy 

PREFACE 
This document provides policy for the Homeowner Services function of Loudoun Habitat for Humanity. Policy statements in 
this document provide guiding principles and set the direction for both the Home Ownership Program and the Home Repair 
Program programs unless otherwise specified. 
 
Additional guidance including policies and procedures for operating these Homeowner Services functions are defined in the 
Habitat for Humanity International (HFHI) U.S. Affiliated Organization Policy Handbook and the Homeowner Selection 
Affiliate Operations Manual, Homeowner Support Affiliate Operations Manual, and the Repairs Affiliate Operations Manual, 
all of which can be located on My.Habitat.org. Policy statements in these HFHI documents or local laws and regulations 
supersede any statements in this document. 

1 HOMEOWNER PARTNERSHIP 
Successful partnerships are built upon honesty, trust, mutual respect and a cooperative, willing attitude. A successful 
partnership between LHFH and future homeowners/homeowners also requires meaningful communication and an 
acknowledgement of the rights and responsibilities of each party. 
 
The responsibilities of the future homeowner include: 

• Acceptance and signing of a homeownership agreement which outlines the mutual understanding of both 
parties regarding the terms of the partnership; 

• Making regular good faith deposits of “earnest money” into an escrow account with the expectation that, by 
the time of the act of sale or settlement, they will have saved enough to pay the first year’s insurance 
premiums and closing costs.  

• Complete sweat-equity (SE) requirements, with an emphasis on spending as much time as possible building or 
repairing their own homes; and 

• Keeping LHFH informed of any changes in economic circumstances (the future homeowner will commit to not 
incurring any additional debt without first advising LHFH throughout the homeowner process).  

 
The responsibility of LHFH is to ensure that future homeowners are offered a safe, functional, and affordable home. 

• Ensuring that new home, rehabilitation home, and home preservation projects are completed in compliance 
with appropriate building codes and inspected by county and/or municipal building inspectors throughout the 
construction process;  

• Being good stewards of donated time, materials and volunteer labor to keep the price of homes affordable;  
• Completing construction on the home in a timely manner; and 
• Ensure that future homeowners are offered an affordable mortgage or loan financing for a new home or home 

restoration project.  
 
The partnership between LHFH and the future homeowner continues beyond the act of sale, settlement, payment. After 
the act of sale, the homeowner shall: 

• Make timely mortgage loan payments;  
• Maintain the home and property upon which it is built.  
 
The homeowner shall make best efforts to: 
• Continue community development efforts to improve the neighborhood; and 
• Continue to support LHFH’s mission to build and preserve homes for more future homeowners. 
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LHFH will continue to be a supportive to their homeowners, whenever possible. 
 

2 HOMEOWNER FILES 
The Homeowner Services program shall maintain files for homebuyer and home repair applicants. Denied homeowner 
applications will be kept for 25 months, based on HFHI policy.  Beyond 25 months, denied applicant files may be destroyed. 
 
All conversations with future homeowners regarding sweat equity, lot assignment or anything concerning the 
responsibilities of either LHFH or the future homeowner shall be documented in writing and placed in the future 
homeowner’s file. Likewise, all conversations with repair homeowners regarding scope of work, payment, sweat equity, and 
anything concerning the responsibilities of either LHFH or the homeowner are to be documented in writing and placed in 
the homeowner’s file.  
 

3 APPLICATION PROCESS 
All applications for homeownership and home repairs received will be reviewed by the LHFH Family Services staff. All final 
determinations regarding the selection of a future homeowner will be made by LHFH’s Board of Directors following a 
review of the recommendation by LHFH staff. All final determinations regarding the selection of home repair applications 
will be made by the LHFH Executive Director. 
 

4 FAMILY SELECTION  
 
4.1 Residency Requirements 

• Applicants for homeownership must demonstrate:  
o U.S Residency: Provide proof of U.S. citizenship, or a Permanent Resident Card (USCIS Form I-551). 
o Local Residency: Live in Loudoun County for a minimum of at least one year (12 months consecutively). 

 
• Applicants for home repairs must: 

o Provide proof of U.S. citizenship, or a Permanent Resident Card (USCIS Form I-551). 
o Provide proof of ownership of a home in Loudoun County, and attest that the home is the primary 

residence of the applicant(s). 
o Have lived in the home for a minimum of one year prior to applying and plan on living in the home for a 

minimum of two years after the work is completed.  
 
4.2 Selection criteria 

• Housing need 
• Ability to pay  
• Willingness to partner 

 
4.2.1 Housing need 

The foremost consideration in selecting a future homeowner is the lack of adequate housing and the inability to 
access adequate housing through conventional means. This is identified by the following:  
 

• Substandard conditions for home buyers’ current housing may include, but are not limited to: 
o Structural problems (leaky roof, unsafe flooring, etc.). 
o Inadequate electrical system, plumbing or lack of an indoor bathroom. 
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o Lack of functioning entrance and exit points — back and front doors. 
o Unsafe heating system or lack of a formal heating system. 
o Unsuitable neighborhood (unsafe or unsanitary). 
o Unhealthy conditions, including, but not limited to, mold or pest infestation. 
o Inoperable kitchen or bathroom. 
o Little or no insulation. 
o Broken or missing windows. 
o Temporary housing. 
o Inadequate conditions for a person living with disabilities. 
o Overcrowding: Inadequate number of bedrooms, as determined by the number, ages and gender of 

household members. 
o Homelessness: Living with friends or relatives or in temporary housing, including FEMA trailers. 
o Cost-burdened: Cost of rent is more than 30 percent of the household’s monthly income. 
o Applicant is unlikely to qualify for a conventional or government-assisted mortgage loan. 
o Government-subsidized housing (e.g., housing authority, Section 8 housing, or affordable housing 

community with income-based rent). 
o Income range: Gross household income (based on all means of income generated by each adult in 

the household) falls between30 to 60 percent of the area median income for the household size. 
 

• Substandard conditions for home repair homeowners include, but are not limited to: 
 

o Home must be owner occupied, and 
o Applicant is unable to perform repairs themselves due to age, disability, illness, or does not have 

available resources (friends, family, or financial resources) and 
o Household income is not more than 60 percent of the area median income (AMI), and 
o Home repairs required are within scope of the LHFH approved home repair program, based on an 

assessment of the property and available funding sources. 
o Home repairs needed are required to meet HOA, local town, or other community regulations, or 
o Home repairs needed are necessary to improve the safety, accessibility, and efficiency of the home. 

 
4.2.2 Ability to pay  

All applicants must have documented household income within LHFH’s approved range:  
• For the homeownership program, the household income must be between 30-60% of the AMI (Area 

Median Income). 
• For the home repair program, the household income must be below 60% if the AMI (Area Median 

Income). 
 

The initial ability to pay determination includes all household income sources, including all household members 18 
years and older. The LHFH Family Services staff will review all applications to determine whether the applicant 
satisfies the standard “ability to pay” requirements. 

 
4.2.2.1 Ability to pay for a homeownership mortgage 
 

For the homeownership program, these requirements help identify very low-income families who cannot obtain 
conventional financing, but have sufficient income to afford the monthly mortgage payments and other costs 
associated with LHFH homeownership.  

 
Evidence of “ability to pay” may include, but is not limited to, documented proof of the following: 
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• Stable source of income of which a projected LHFH mortgage payment (including property taxes, 
homeowners insurance, and HOA fees) will not exceed 30 percent of monthly gross income; 

• A total debt to income ratio will not exceed 43% of the gross monthly income and will not prevent the 
applicant from meeting normal cost of living expenses each month (including the projected mortgage 
payment);  

• The satisfaction of judgments or liens on credit report;  
• Minimal debt collections with  repayment plans in place with creditor may exist if margins of debt are 

not impacted; and 
• Demonstrated ability to make regular payments for rent, utilities, etc., in current housing.  

 
4.2.2.2 Pricing and Payment for Home Repairs 

Home repair applications must also be considered for partnership based on the ability to pay for the home 
repair through a pre-payment program (all homeowner costs are to be paid prior to beginning the repair work). 
 
Repair Costs: LHFH will determine the cost of the project during the application process and property 
assessment and agreed upon scope of work. The project cost is calculated including:  
• The cost of purchased building materials. 
• The value of donated building materials and donated professional services. 
• The cost of professional services and contracted labor.  
• Direct costs to LHFH in performing, supervising, and coordinating the work.  
• Permits and other direct costs (including but not limited to transportation, material storage, and 

insurance). 
• Other indirect costs of staff time and affiliate overhead. 

 
Pricing Model: LHFH will evaluate the Home Repair pricing model annually and in consideration of available 
funding sources. If funding sources are available, LHFH will use a fixed down payment and sliding scale 
percentage pricing model.  
 
Homeowners must pay a $50 initial minimum payment within 10 days of signing the Homeowner Agreement 
with LHFH. The Homeowner Agreement will include a detailed description of the scope of work, and sliding 
scale payment amount and payment method (prepayment or installment payments). Prepayment or 
installment payments are paid by the homeowner to LHFH for repairs before work begins. LHFH will hold the 
payments in escrow until the work is performed. Installment payments allow the homeowner to make a 
predetermined payment over time prior to the repair work being performed. 

 
Refer to the annual Home Repair Pricing Model Addendum to this policy for the applicable year to determine 
the homeowner responsibility of the repair project.  
 

4.2.3 Willingness to partner 
The third criteria to consider in the homeowner selection process is the applicant’s willingness to meaningfully 
participate as a partner with LHFH.  

 
Examples of objective criteria for assessing willingness to partner include, but are not limited to, the following: 

• The applicant makes “earnest money” deposits to their escrow account or verified savings account and 
has enough money saved to pay closing costs at the act of sale, or to pay for the cost of repairs; 

• The applicant is willing to complete LHFH’s sweat-equity (SE) requirements in a timely manner; 
• The applicant agrees to avoid incurring additional consumer debt during this process; 
• The applicant agrees to consider moving where the affiliate has land on which to build or a home which 

is to be rehabilitated; 
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• The applicant notifies the affiliate of any change in family composition; 
• The applicant notifies the affiliate of negative changes in economic circumstances, including any 

reduction in income or change in family size; 
• The applicant promptly notifies the affiliate of any changes in contact information; 
• The applicant agrees to maintain the home and property after purchase on an ongoing basis; and 
• The applicant agrees to pay make on time and regular payments for the home loan or installment 

payments for home repairs.  
 
4.3 Legal issues  

• Habitat must also operate in accordance with the Fair Housing Act (FHA), the Equal Credit Opportunity Act 
(ECOA), and the Americans with Disabilities Act (ADA).  

 
• The FHA makes it unlawful to discriminate against any person in the sale, rental, advertising or financing of 

housing on the basis of race, color, religion, sex, handicap, familial status or national origin.  
 

• The ECOA makes it unlawful for any creditor to discriminate against any applicant, with respect to any aspect of 
a credit transaction, on the basis of race, color, religion, national origin, sex or marital status, age (provided the 
applicant is old enough to enter into a contract), source of income (such as public assistance), or because the 
applicant has in good faith exercised any right under the federal consumer credit laws. 

 
The ECOA defines a creditor as a person who, in the ordinary course of business, regularly participates in the 
decision of whether or not to extend credit. Our affiliate does this when our board reviews the family selection 
committee’s recommendations. The affiliate is also a creditor because it makes loans to the families who 
become LHFH homebuyers.  

 
• The ADA prohibits discrimination based on physical disability in most areas, including fair housing 

opportunities. 
 
4.3.1 Sex Offender Registry Check Policy  

• As a ministry, Loudoun Habitat for Humanity values the safety of children, our employees, volunteers and 
the families we serve; we want to take prudent measures of protection.   

 
• Loudoun Habitat for Humanity requires that sex offender registry checks be conducted for all potential 

future homeowners and repair homeowner applicants. Loudoun Habitat for Humanity reserves the right to 
recheck sex offender status at any time during the home buying process. 

 
• Any person who does not consent to a sex offender registry check will not be permitted to partner with 

Loudoun Habitat for Humanity. 
 

• Refer to Loudoun Habitat for Humanity’s Sex Offender Registry Check Policy (approved by the LHFH BOD on 
November 16, 2011, and the HFHI Homeowner Selection Affiliate Operation Manual Sex Offender Registry 
and Criminal Background Checks for additional policy and procedures. 

 
4.4 Other issues 
 
4.4.1 Residency status  

All applications will be reviewed by LHFH without regard to ethnic background. Applicants must demonstrate 
citizenship or permanent residency status of both applicant and co-applicant, if any. 
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Refer to the HFHI Homeowner Selection Affiliate Operations Manual Immigration Status of Applicants section for 
future procedures and guidance.  

 
4.4.2 Judgments and liens 

An applicant may not be encumbered with unsatisfied judgments and liens or outstanding unaddressed collections 
when final review by LHFH ensues.   
 
After an applicant is selected and before going to an act of sale (AOS), LHFH will again check for collections, 
judgments and liens. If a selected applicant has acquired a judgment or lien, the home sale/settlement may be 
postponed and the future homeowner or homeowner referred to credit counseling. Such a change may result in 
the delay or cancelation of the sale for the selected home. If the action is not resolved in a reasonable time to 
continue with the partnership, the LHFH board of directors may determine that the application be deselected.  

 
4.4.3 Bankruptcy and foreclosure 

In general, applicants must wait two years after a bankruptcy judgment has been dismissed and three years 
following a foreclosure. In addition to showing good credit in the time since the bankruptcy or foreclosure is 
discharged. This wait time may be waived if the bankruptcy or foreclosure was due to extraordinary circumstances 
beyond the applicant’s control (e.g. death, serious illness, fire, natural disaster, etc.). 

 
4.4.4 Marital status of applicants 

LHFH does not discriminate in its selection process on the basis of marital status. However, there are legal issues 
which may make information regarding the marital status of applicants relevant to the application process.  
 
Therefore, a spouse of a married applicant must be included as co-applicants on the application. 

 
• An applicant who is found to have provided materially false information about his or her marital status at 

any point either prior to or after selection shall be subject to de-selection in accordance with the 
Deselection policies and procedures in this document. 

 
4.5 Selection Procedures 

Loudoun Habitat follows all mortgage laws and loan origination and servicing rules. Additional information regarding 
Mortgage Procedures and Regulations (MPAR) procedures are found on My.Habitat. 

 
4.5.1 Open Application 

New applications for homeownership are only available during open application periods.  
 

• Open application periods are determined based on the available housing pipeline.  
• Applications will be available and accepted for one month during open application, once or twice per year. 

 
Home Repair applications are accepted when funding sources are available to support the cost of repair projects.  

 
4.5.2 Application Review  

Once the documents necessary to properly evaluate an application are in hand, information on qualifying applicants is 
reviewed by the LHFH Family Services staff for completion and eligibility of the ability to pay, need for housing, and 
willingness to partner.  
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The application and documentation will include: 
• General information such as name, address, phone numbers, email (if applicable), number in household (adults 

and children) and date of birth; 
• Approved I.D. documents for each applicant; 
• Verified income, debt and monthly expenses; 
• Description of current living conditions (including rent amount or house payments) and an explanation of why 

the applicant is in need of housing or home repairs; 
• Information regarding whether the applicant owns land on which it wishes LHFH to build or repair;  
• Copy of credit report; and 
• Other application materials requested by the Family Services staff as appropriate. 

 
4.5.3 Home Visit Review  

A home visit is scheduled by no less than two LHFH staff members.  
 
In the case of a Home Repairs application, a home visit will include a property assessment. The property assessment is 
conducted to identify all issues with the house, prioritize the repair tasks. LHFH staff will take photos of the home and 
use an assessment checklist to document the scope of work and to calculate a cost estimate. As a result of the home 
visit the homeowner and LHFH come to an agreement on the exact scope of work for the project 

 
4.5.4 Home Repair Cost Assessment  

In the case of home repairs, LHFH will evaluate the cost estimate of the project following the home visit. Reference 
section 4.2.2.2. Pricing and Payment of Home Repairs of this policy regarding how the project cost and the 
homeowner’s ability to pay is determined.  

 
4.5.5 Homeowner Selection Presentation  

After completing the application review and the home visit (and home repair cost assessment, if applicable), the Family 
Services staff determine the final suitability to submit an application for approval.  
 
Pertinent information regarding the three criteria (need, willingness to partner, and ability to pay) is presented for 
approval (selection).  

 
• For Homeownership: The board is responsible for providing oversite to ensure that recommendations for 

homeowner selection follow both the letter and spirit of this policy and applicable laws, and ensures that the 
homeowner selection process was followed faithfully and in a fair, legal manner to produce a well-qualified 
applicant. The Board of Directors also is responsible to manage the capacity of LHFH to place eligible applicants 
into a home in a reasonable time. 
 
During the open application period, the Board of Directors considers all applications meeting the requirements 
of need, ability to pay, and willingness to partner presented by the LHFH staff. The board of directors selects 
future homeowners based on ranking and the available housing pipeline. 

 
• For Home Repairs: The Executive Director considers the recommendation of the information presented and 

makes the final decision on whether the applicant is selected for home repair. The Executive Director is 
responsible to ensure that recommendations for home repair follow the letter and spirit of this policy and 
ensures the selection process was followed faithfully and in a fair, legal manner. The Executive Director also 
considers the presented scope of work and payment plan to ensure that the project is within scope of LHFH’s 
ability to complete the work and available funding sources. 
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Denial at any point in the process results in a letter informing the applicant of the denial, including the reason(s) for the 
denial, and may include suggestions for remediation and other possible housing options, along with an invitation to re-
apply once any problem issues have been remedied. Applications received once the application period has been closed 
are sent a notice of denial. Applications received outside of the open application period will be sent a notice of denial. 
 
Selected applicants receive a letter informing them of their acceptance and inviting them to meet with LHFH to review 
further details of the partnership. 

 
This formally ends the homebuyer selection process. Applicants then enter the homeowner support phase.  
 

5 INTRODUCTION TO FUTURE HOMEOWNER & HOME REPAIRS HOMEOWNER 
Once the new future homeowners and the Home Repairs Homeowner has been selected, they will sign a homeowner 
agreement which defines the relationship, requirements, and expectations of both the homebuyer or home repairs 
homeowner and LHFH. 
 
For Homeownership, the homebuyer agreement includes information regarding completing homebuyer training, 
making a “good faith deposit”, sweat equity hours, and closing costs. This agreement is not a sales contract for a 
specific home or expected future mortgage.  
 
For Home Repairs, the homeowner agreement includes information regarding the scope of work to be performed, 
sweat equity required, price and payment, schedule, and other requirements necessary to allow LHFH staff, volunteers, 
and contractors to perform the work.  

 
5.1 Good Faith Deposit 

For Homeownership: Within 30 days of signing the homeowner agreement, the future homeowners are required to pay 
a $500 Good Faith Deposit. This money will be placed in an escrow account to be credited to the closing costs at 
settlement. Should the future homeowner voluntarily withdraw from the program the money will be returned in full 
within 10 business days of the written notification of withdrawal.  
 

5.2 Closing Costs 
For Homeownership: At the time of closing, future homeowners are responsible for paying the cost of their 
homeowner’s insurance for the first 12 months. Future homeowners are also responsible for paying closing costs.  
When possible, the Family Services staff may assist in directing them to sources of down payment and/or closing cost 
assistance. Future Homeowners also have the option to voluntarily make regular closing cost payments to be held by 
LHFH in escrow. Should the homebuyer withdraw or be deselected from the homeownership program, these funds will 
be refunded.  
 

5.3 Sweat Equity 
Sweat equity (SE) is the time and physical involvement that the entire future homeowner or home repairs homeowner 
devotes to: 
• The construction or renovation of their future home or home where repairs will be completed; 
• The construction or renovation of other LHFH homes; 
• Developing skills for successful homeownership through participation in education programs made available 

through LHFH; and 
• Building and strengthening ties to community through attendance at LHFH events, and other community 

service or self-development activities as deemed appropriate. 
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5.3.1 Sweat Equity Hours 
Sweat equity (SE) is a core tenet of Habitat’s ministry and a requirement for both the Homeownership and Home 
Repairs programs. Sweat equity refers to the actual hands-on involvement of prospective homeowners in the 
construction of their homes, and in other Habitat and community activities. 

 
5.3.1.1 Sweat Equity for New Homebuyers 

All future homeowners will perform 200 hours per household of sweat equity. LHFH strives for future homeowners 
to complete at least 100 hours of sweat equity through construction (either on the home the family intends to 
purchase or on another Habitat home). Appropriate accommodations will be made for homeowners with physical 
limitations in accordance with the Americans with Disabilities Act (ADA), or based on the availability of construction 
projects. All sweat equity hours need to be perform before settlement. 

 
5.3.1.2 Sweat Equity for Home Repair Homeowners 

Homeowners in the Home Repair program will perform 8 hours per household of sweat equity. LHFH strives for 
homeowners to complete at least 4 hours of sweat equity prior LHFH beginning the home repair project. The 
remaining hours be completed at their home while the repair project is under way. Appropriate accommodations 
will be made for homeowners with physical limitations in accordance with the Americans with Disabilities Act 
(ADA).  These sweat equity hours need to be performed before completion of the project. 

 
A homeowner partner is expected to be on the construction site on the day(s) volunteers are working. Hosting 
volunteers (greeting, providing refreshments) and working alongside volunteers count toward sweat equity hours. 

 
5.3.1.3 Sweat Equity Activities 

Sweat Equity hours may be completed by any household member. Friends and family members may also work 
along-side partner household members (or on behalf of homebuyers and homeowners with physical limitations, 
with the approval of the Family Services staff.)   

 
The activities listed below may be completed by the future homeowner or home repairs homeowner (and/or 
friends and family unless specified otherwise). 

 
• Construction activities (must be 18 years or older, or 16 & 17 years old with a parent); 
• Homeowner education classes approved by LHFH (completed by the future homeowner or home 

repairs homeowner only); 
• ReStore activities (must be 18 years or older); 
• Administrative tasks at LHFH; 
• Speaking on behalf of LHFH at approved speaking engagements (completed by the future homeowner 

or home repairs homeowner only); 
• Babysitting the future homeowner or home repairs homeowner’s children so that the future 

homeowner or home repairs homeowner can work on the sweat equity hours; 
• Receiving good grades in school; this is one of the ways children of future homeowners in the 

Homeownership Program may contribute to sweat equity hours.  
 
5.3.1.4 Reporting Sweat Equity Hours 

After signing of the homebuyer or home repairs agreement, the future homeowner and home repairs homeowner 
will report sweat equity hours completed to LHFH. When signing the agreement, the LHFH Family Services staff and 
future homeowners or home repairs homeowners agree to a plan for the household to complete the required 
sweat equity hours. This plan may include a milestone schedule and activities that the future homeowner or home 
repairs homeowner may participate in to complete sweat equity. 
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For Homeownership: Sweat equity hours are reported monthly. Typically, future homeowners should expect to 
complete at approximately 10 hours per month. This schedule will be monitored and adjusted by the Family 
Services staff and the future homeowner if construction is moving more quickly than anticipated (ensuring that the 
sweat equity requirement is not the cause of a delay in settlement or repair completion.) 
 
If home selection is for a new build, future homeowners typically complete 50 percent of their SE hours prior to the 
start of construction or rehabilitation on their home, they may opt to stop working SE until construction on their 
home begins. When construction on their home begins, the minimum SE hours per month requirement is 
reinstated. 
 

5.3.2 Sweat Equity Procedures 
The future homeowner or home repairs homeowner tracks sweat equity hours using a Sweat Equity tracking sheet 
in which must be validated by on-site supervisor. Sweat equity hours completed on the construction site and 
ReStore are also tracked through the LHFH volunteer management portal.  
 
All sweat equity hours and activities must be preapproved by LHFH prior to completion. Construction and ReStore 
hours are scheduled by signing up through the LHFH volunteer management system process used by other LHFH 
volunteers.   

 
Sweat equity hours are tracked and totaled by the LHFH Family Services staff. Future homeowners and 
homeowners are encouraged to track their own hours to match with what LHFH records. 

 

6 DE-SELECTION 
Sometimes the homeownership or partnership process proves unsuccessful even after approval has been given. In 
those infrequent situations, LHFH may consider deselection. In accord with Habitat for Humanity International 
guidelines, de-selection is defined as terminating the partnership between the time of approval and the mortgage 
closing, occupancy of the home, or completion of the home repair project 

 
Grounds for de-selection may be considered in cases of: 
 
1. Fraud or misrepresentation of material facts or information during the application process or after selection. 
2. Failure to complete the requirements set forth in the homeownership agreement (i.e. lack of willingness to 

partner).  
3. Negative change in financial conditions that significantly impact the ability to pay. 
4. Presence on a sex offender database that disqualifies an approved applicant from the homeownership and home 

repair program.  
 

6.1 De-selection Procedures 
 
6.1.1.1 Fraud or misrepresentation: 

• Fraud or misrepresentation on the application undermines the integrity and fairness of the LHFH 
selection process, which is wholly dependent upon access to complete and accurate information from 
each applicant. Each applicant’s obligation to provide complete and accurate information extends to 
the entire application process. This includes completion of the initial application, as well as an 
obligation to respond honestly and completely to subsequent inquiries from LHFH. 
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• Examples of fraud or misrepresentation include, but are not limited to, supplying inflated income 
information, omitting debt information on the application, or supplying inaccurate information about 
household size or composition.  

• Fraud or misrepresentation constitute grounds for de-selection regardless of at what point in the 
process they are discovered.  

• After selection, a future homeowner or home repairs homeowner’s obligation to be honest and 
forthright with LHFH continues. Misrepresentations regarding the completion of sweat equity hours or 
other future homeowner obligations under our partnership constitute both fraud and a failure to 
partner. Suspected misrepresentations of sweat equity will be addressed according to the same 
procedures outlined in this section. 

 
6.1.1.2 Procedure when fraud or misrepresentation is suspected: 

1. The matter will be investigated by LHFH. All methods and findings of this investigation will be 
documented in the future homeowner’s file. This investigation must include a meeting with the family 
during which the future homeowner or home repairs homeowner is allowed to respond to the 
suspected fraud or misrepresentation. 
 
a. For Homeownership: Findings of the investigation of LHFH, including any explanations offered by 

the future homeowner, are presented to LHFH’s Executive Director for review. If the Executive 
Director determines that fraud or deliberate misrepresentation has occurred, the future 
homeowner shall be recommended to LHFH’s Board of Directors for de-selection. 

b. For Home Repairs: Findings of the investigation, including any explanations offered by the 
homeowner are presented to LHFH’s Executive Director for de-selection. 

 
2. A letter shall be sent to the applicant informing them of the Board’s decision. 

 
Note: A family that is de-selected for fraud or misrepresentation is not eligible to reapply at a later date. 

 
6.1.1.3 Failure to partner: 

Circumstances under which a future homeowner or home repairs homeowner may be found to have failed to 
partner include, but are not limited to, the following: 
 

o Failure to comply with the terms of the Partnership Agreement initially signed; 
o Violation of LHFH’s Family Services policies and procedures; or 
o Failure to complete sweat equity in a timely manner. Each future homeowner’s commitment to 

work the required amount of sweat equity in accordance with established policies and procedures 
is at the heart of its partnership with LHFH. LHFH will make every reasonable effort to assist 
families through the sweat equity process. However, if a future homeowner does not complete its 
sweat equity obligations in a timely manner, it risks being de-selected for failure to partner.  

 
6.1.1.4 Deselection procedures for “failure to partner” 

• All failures to partner must be documented by LHFH in writing and maintained in the future 
homeowner file. Records of any remedial efforts made by either party, as well as any explanation 
offered by the future homeowner must also be maintained in the family’s file. 

• If the purported failure to partner warrants de-selection, all relevant information will be presented. 
• If the Board of Directors (for Homeownership) or the Executive Director (for Home Repairs) approves 

the recommendation  to de-select, a letter will be sent to the applicants informing them of the de-
selection. 
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Note: A family de-selected for failure to partner will be eligible to reapply after a period of one year from the 
date of de-selection. 

 
6.1.1.5 Negative change in economic circumstances: 

• Negative change in economic circumstances can set the future homeowners up for failure by placing 
them in a home that they may not be able to afford. LHFH, however, will work with the future 
homeowners to the fullest extent possible.  De-selection on these grounds is a last resort. 
 

• Other changes in the family (i.e. increase in size) should not be considered as reason for de-selection. In 
fact, the dignity and self-esteem that comes from approval and the homeownership opportunity can 
function as catalysts that improve other situations in their lives as well. For this they should not be 
penalized. 
 

• The future homeowner must notify LHFH of any such change in economic circumstances in a timely 
manner. 
 

6.1.1.6 Deselection procedures for “negative change in economic circumstances” 
Procedure when a negative change in economic circumstances threatens the future homeowner’s ability to 
pay: 
 
For Homeownership:  
During construction or renovation:   

When appropriate, the future homeowner may opt to take a sweat equity “break”. If the partner family is 
unable to demonstrate sufficient improvement of economic circumstances within three months, a sweat 
equity break may also be initiated by LHFH. 

 
At any time before Closing (Sale of Property) to the Future Homeowner:    

The LHFH’s first option should be to postpone the closing, if possible, until the problem has been corrected.  
 
• The timeframe will be specifically defined and will take into account when the home is planned for 

completion. For instance, if a job is lost before closing, LHFH should allow an applicant to secure new 
employment.  

• The feasibility of other alternatives such as restructuring the loan will be considered, where 
appropriate, subject to approval of the LHFH Board of Directors. 

 
The maximum length of time LHFH may elect to postpone closing on a completed home is two months.  

• If the future homeowner is unable to improve its economic circumstances sufficiently within that 
period, LHFH may reassign the family to a different house, thereby postponing the partnership until 
such time that LHFH can determine that the future homeowner has improved its economic 
circumstances sufficiently to proceed. 
 

For Home Repairs:  
At any time before beginning the repairs:    

The LHFH’s first option should be to postpone the repairs until the homeowner is able to pay for the repairs 
as defined in the Home Repairs Agreement. An addendum to the original agreement will be signed by LHFH 
and the homeowner.  

 
The maximum length of time LHFH may elect to postpone the home repairs is two months.  
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• If the homeowner is unable to improve its economic circumstances sufficiently within 60 days of the 
addendum LHFH may not be able to guarantee capacity to complete the project. Therefore, deselection 
may be necessary.  
 

Any time before the completion of the repair construction:   
LHFH may end a repair project if it is determined during the repairs activity that the home is unsafe for 
volunteers (for example the presence of illegal substances or hazardous materials, or the discovery of 
structural damage which is not within the scope of the repairs project). 

 
 

If a future homeowner or home repairs homeowner is deselected, LHFH must send an adverse action notice 
that includes the reason for the deselection. 
 
Note that an applicant who improves his or her financial status above LHFH’s AMI standards cannot be 
deselected, though the ability to pay must be reevaluated to ensure that the house is financed or home repairs 
are priced accordingly. The applicant may not receive any subsidies in the house price, or get shorter loan terms 
as a result.  

  

7 FAMILY SUPPORT COMMITTEE 
The Family Support Committee (FSC) is comprised of no less than 4, and no more than 8, members consisting of a staff 
liaison, LHFH board members, and other volunteers who are residents of Loudoun County.  
 
The FSC will: 

• Meet regularly with meetings cancelled or added as necessary; 
• Review and update Family Selection policies, presenting policy changes to the Board of Directors for 

approval; 
• Make recommendations to the board regarding family support program policies, procedures, and 

needs.  
• Provide support to Family Support functions including involvement in homeowner education classes 

and participation in homeowner events. 
 
 
The FCS will NOT:  

• Review or process specific applications for selection.   
• Submit or promote specific applications for review. FSC members, and the LHFH Board of Directors, 

may direct individuals to the LHFH website and other normal application processes. But under no 
circumstance does a FSC member or LHFH Board of Director advocate for approval of a specific 
application.  
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8 ADDENDUM: 2017 HOME REPAIR PRICING MODEL 
This addendum defines the Home Repair Pricing Model for the 2017 to 2018 Fiscal Year, the program’s launch year.  
 
Homeowner’s responsibility will be calculated based on the following payment guidelines.  
 
Minimum Initial Payment: $50 (allocated toward the total homeowner cost) 
Sliding Scale Payment: Based on household AMI% 
• Up to 40% AMI pays 5% of the cost of materials, non-volunteer labor, and project administrative costs 
• 41 – 50% AMI pays 10% of the cost of materials, non-volunteer labor, and project administrative costs 
• 51 – 60% AMI pays 15% of the cost of materials, non-volunteer labor, and project administrative costs 
  
During this period LHFH will not extend home repair loans. The homeowner’s responsibility for payment must be prepaid 
either through a lump sum payment or through a payment plan agreed to when signing the homeowner agreement.  
 
Prepayment installments will be set up in an escrow account and are refundable should the homeowner or LHFH cancel the 
project prior to beginning the work. If work on the project has started and either LHFH or the homeowner withdraw from 
the agreement the payments made may be refunded, minus the costs incurred up to that point in the project.  
 
LHFH will reevaluate this process for the 2018 – 2019 fiscal year.   
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