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IHOEP Program Certification Instructions

The IHOEP Certification is available to any home ownership education organization that is a member of IHOEP.  The objective of the Certification Program is to set minimum standards for home ownership counseling agencies.   

In addition to IHOEP’s Program Certification, IHOEP will consider any member that receives national certification through the National Industry Standards for Homeownership Education and Counseling. For more information on how to receive certification through the National Standards visit www.homeownershipstandards.com. Once your agency has received the National Certification, please contact IHOEP to be considered IHOEP Program Certified. 

Please consider receiving the NISHEC certification or applying for IHOEP Program Certification to be recognized by the IHOEP Board of Directors as a home ownership counseling agency that provides quality education in Iowa. 

Application Procedures

This form includes an application for the IHOEP Certification and the required attachments.   The application is a protected form document.  Please type your complete response to each question in the answer fields provided.  Once the application is complete and sent to IHOEP it will be reviewed by IHOEP within 60 days.  The Certification will be granted to all IHOEP member organizations that meet the minimum standards set by the IHOEP Board of Directors.

The purpose of the application and attachments is for the organization and/or the home ownership education project to show that it has incorporated the six components detailed on the following pages.  The six components are listed and then suggestions for how to document each component are provided.

The packet should include the completed application, an attachment sheet for each component and any copied documentation that is necessary. The Application Packet cover sheets must be used.  The narrative to address each component must be on the cover sheet with additional pages attached as necessary.  Please place the copies behind the component sheet that it is supporting.

Unprotect Document

In order to spell check the document you will need to unprotect the document.  Once you have unprotected the document do not attempt to re-protect the file since all of the information you previously entered into the form fields will be erased automatically.  In order to unprotect the document select “Unprotect Document” from the Tools menu in Word.  When prompted for a password key in “IHOEP”.

The application should be submitted in hard copy only.  It should be mailed to:

IHOEP - Attn:  Kris Winter

PO BOX 31028, Des Moines, Iowa 50310

Phone: 888-994-4637 or 515-278-1415

Fax: 888-241-3112

Email: ihoep@aol.com
IHOEP Program Certification Application and Attachments

Date application completed and mailed to IHOEP:      
Name of Organization:      
Name of Contact Person:      
Email Address:      
Address:      







City/Zip:      
Phone:      




Fax:     
Name of Home Ownership Education Program (if applicable):     
To be completed by IHOEP:

Date Received: _____________________     Date Reviewed: _________________

Date Letter Sent: ______________   (Certification is valid the 1st of the next month)


Date Certification is valid: _______________________________________

Certification is valid for 12 months from the date Certification goes into effect.

If the certification is not granted, a letter of explanation must be sent to the organization.

Date letter of explanation sent: ______________

IHOEP Program Certification Application 

Once the application is complete and sent to IHOEP it will be reviewed by IHOEP within 60 days.  IHOEP Certification will be granted to all IHOEP member organizations that meet these minimum standards set by the IHOEP Board of Directors.

The organization and/or the home ownership education project must show that it has incorporated the following six components into the home ownership education program.  

Component One

At least some of home ownership education trainers must have received staff training from a recognized training institute or IHOEP’s Train-the-Trainer.  There should be a code of ethics for all counselors, volunteer staff and guest speakers. 

Suggestion: Provide a list of the trainers, their responsibilities, and the training they have received from a recognized training institute or IHOEP Train-the-Trainer.  Attach any training certificates received by home ownership education trainers in the past three years.

A sample Code of Ethics is provided.  Please adhere to this code of ethics or provide a copy of your organizations code of ethics.

Component Two

The home ownership education program core content is consistent with IHOEP’s Essential Elements in Home Education Programs.  IHOEP’s Essential Elements: 

A. Pre-purchase Assessment

a. Advantages/disadvantages of home ownership 

b. Costs of owning a home 

c. Affordability (prequalification; debt and PITI ratios) 

d. Budgeting and getting financial affairs in order 

e. Identifying and solving credit problems (credit report) 

f. Consumer credit laws 

g. Fair housing laws 

h. Home ownership terminology 

i. Identifying available resources (financial, counseling, educational, etc.)

B. Shopping for a Home
a. Players in the home buying process 

b. Real estate agents and other housing providers 

c. Types of homes and neighborhoods 

d. Evaluating homes and neighborhoods 

e. Negotiating purchase offers and agreements 

f. Home inspections and appraisals 

g. Identifying available resources (financial, counseling, educational, etc.)

C. Financing and the Closing Process
a. Sources of Financing 

b. Mortgages (types, rates, terms, amortization, etc.) 

c. Applying for a loan 

d. The loan process and acceptance or rejection 

e. Steps in the closing process 

f. Preparing for closing (estimate costs and review documents) 

g. Identifying available resources (financial, counseling, educational, etc.) 

D. Avoiding Predatory and Unethical Practices 


Suggested resources are the Fannie Mae Foundation’s “Borrowing Basics: What 
You Don’t Know Can Hurt You” and the IHOEP brochure “Avoiding Predatory 
Lending”.

a. Avoiding predatory lending

b. Beware unethical appraisals

c. Signs of unethical mortgage brokers

d. High-cost and high-fee rehabilitation loans

e. High-fee and/or unnecessary refinance loans

E. Life as a Homeowner

a. Insurance 

b. Home maintenance 

c. Energy conservation 

d. Neighborhood issues and community involvement 

e. Financial issues (taxes, refinancing, prepaying, foreclosure, etc.) 

f. Home equity (loans, second mortgages, reverse mortgages, etc.) 

g. Identifying available resources (financial, counseling, educational, etc.) 

Suggestions: Identify how the Essential Elements are taught using the curriculum provided in Component Three.

Component Three

The curriculum used for the home ownership education project needs to be Realizing the American Dream by NeighborWorks America®, Key’s to Homeownership: A Guide for First-time Homebuyers by the National Foundation for Credit Counseling or provide an alternative to be approved by IHOEP. 

Suggestion: Discuss which resource is used and how this information is integrated with other materials specific to your clients and the community that you serve.  Please provide the additional materials.  You do not need to provide a copy of the curriculum if it is one of the suggested curriculums. 
Component Four

The content, delivery and format of the education should meet the needs of the participants rather than a one-size-fits-all approach.

Suggestion:  Checking the boxes available and in a narrative format, with supporting documentation if applicable, document how the education is provided in a format that is relevant to the target population.  In addition, document how the education addresses the needs of low-to-moderate income and/or minority consumers, new home ownership markets, rural markets or HUD underserved areas.

Component Five

A Certificate of Completion needs to be provided to clients that successfully complete the training.  IHOEP has a certificate that can be used once your program receives Certification.  This can be emailed to you to use for your program.

Suggestion: Provide a copy of the certificate that is used for your program and detail the curriculum that a potential homebuyer must successfully complete in order to receive the certificate.

Component Six

Customer satisfaction surveys need to be used to evaluate the effectiveness of the training.

Suggestion: Provide a copy of the survey used so that IHOEP can evaluate whether the survey is an effective tool to evaluate the effectiveness of your education program.  Also, provide information on changes that have been made in response to the evaluations.

Component One Attachment

List each home ownership education trainer/counselor involved in this project.  

Name of Trainer:      
Responsibilities:      
Training Received:      
Name of Trainer:      
Responsibilities:      
Training Received:      
Name of Trainer:      
Responsibilities:      
Training Received:      
Name of Trainer:      
Responsibilities:      
Training Received:      
Please provide a copy of training certificates for any relevant training.

Please provide any other information or clarification: 

     
A sample Code of Ethics is attached for you compare to your agency’s current Code of Ethics, or to use to create a Code of Ethics for your agency.  

· Please provide a copy of the organizations code of ethics.

· How is the Code of Ethics implemented: 

     
SAMPLE CODE OF ETHICS

If this code of ethics is adopted it must be printed on your agency’s letterhead.

Name of Agency: _________________________________________

Date Code of Ethics Adopted: _______________________________

All counselors, volunteer staff and guest speakers:

· Will educate and counsel clients to make informed, voluntary decisions regarding the home buying process.

· May not limit the choices of any prospective client by directing them to any one product or service, to the exclusion of other products or services the client may be eligible for.

· Agency staff may not have a personal stake, financial or otherwise, in directing clients to any particular product or service.

· Counselors and educators must pledge to continue to grow in professional practice, exhibit personal and professional honesty, maintain high standards and recognize their limitations.

· Must respect client privacy and the confidentiality of the client-counselor relationship in all matters pertaining in the course of the service provided.

Component Two Attachment

Review IHOEP’s Essential Elements on pages 4 and 5 of this document as you are answering this question.  

Provide a copy of the organization’s manual or other supporting documentation to show that these main points are addressed in the home ownership education process.  You do not need to provide a copy of the curriculum if it is one of the suggested curriculums, but please provide supporting documentation as part of Component Three.

Please answer the following questions regarding the education you provide:

Describe the format of your class?

     
Check the boxes that apply to your education:

 FORMCHECKBOX 
 Only one-on-one

 FORMCHECKBOX 
 Only classroom

 FORMCHECKBOX 
 One-on-one and classroom

 FORMCHECKBOX 
 Is all education face-to-face and interactive?  If not, please explain: ________________________________________________________________
 FORMCHECKBOX 
 Use power-point - Estimate % of the class done with power-point? _________

 FORMCHECKBOX 
 Guest speakers* - Estimate % of the class done by guest speakers? _______

 FORMCHECKBOX 
 Workbook that the clients can take home

 FORMCHECKBOX 
 Utilize local materials to supplement national curriculum

 FORMCHECKBOX 
 Utilize a pre- and post-test

How many hours of education are required for completion?     
Please provide any other information or clarification: 

     
*Guest speakers need to receive and follow the Code of Ethics.

Component Three Attachment

What curriculum do you use? The curriculum used for the home ownership education project needs to be Realizing the American Dream by NeighborWorks America®; Key’s to Homeownership: A Guide for First-time Homebuyers by the National Foundation for Credit Counseling; or provide an alternative to be approved by IHOEP.

     
How is this information integrated with other materials specific to your clients and the community that you serve?

     
Provide a copy of the curriculum unless it is one of the suggested curriculums.  Please provide additional materials used to supplement the curriculum.  

Please provide any other information or clarification: 

     
Component Four Attachment

Check the boxes below that apply to your home ownership education program.  Also, please provide any additional information in a narrative format including support documentation if applicable. 

Do you provide information on the following topics?

 FORMCHECKBOX 
 
Forgivable loans available for downpayment, closing costs and/or rehab (local $, HOME $, FHLB$)

 FORMCHECKBOX 
 
Individual Development Accounts (IDA)

 FORMCHECKBOX 
 
Iowa Finance Authority First Home and First Home Plus loan programs

 FORMCHECKBOX 
 
Loan products that are beneficial for low and moderate income and/or first-time 
homebuyers (USDA, special products offered by local banks, etc.)

 FORMCHECKBOX 
 Referrals and coordination with other partners in your community

Do you provide the following services?

 FORMCHECKBOX 

Interpretation for non-English speaking clients

 FORMCHECKBOX 
 Child care

 FORMCHECKBOX 

Counseling in languages other than English

 FORMCHECKBOX 

Materials in languages other than English

Do you track the following information on the clients that you serve?

 FORMCHECKBOX 

Income 


 FORMCHECKBOX 
 Race/Ethnicity
 FORMCHECKBOX 
 Age of clients


 FORMCHECKBOX 

Clients with disabilities
 FORMCHECKBOX 

Female head of household

As an IHOEP Certified Agency you will be asked to report on some of the information your agency gathers on clients.  Can your agency commit to completing an annual survey from IHOEP that includes reporting information as outlined above?  (The survey will not request any personal client information or information that will identify clients individually.)

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

Discuss how the content, delivery and format of your home ownership education program addresses the needs of low-to-moderate income and/or minority consumers, new home ownership markets, rural markets or HUD underserved areas.

     
What is the cost to attend your home ownership education classes?  If you provide more than one type of class provide the cost for each type of class?

	Type of Class
	# of hours total
	Cost

	     
	     
	     


	     
	     
	     

	     
	     
	     


If applicable, provide supporting documentation.

Please provide any other information or clarification: 

     
Component Five Attachment

Detail what a potential homebuyer must successfully complete in order to receive a certificate (# of hours, pass a test, etc.): 

     
Provide a copy of a sample certificate that is used for your program.  IHOEP has a certificate that can be used once your program receives Certification.  This can be emailed to you to use for your program.

Please provide any other information or clarification: 

     
Component Six Attachment

Do clients complete an evaluation survey? 

 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

If yes, provide a copy of the survey.

If the answer above was no, you will need to implement an evaluation survey into your curriculum.  Please provide a copy of the survey that you will begin using immediately.

Have any changes been made as a result of the surveys?  

     
What have you learned from the surveys to make your program better?  

     
Please provide any other information or clarification: 
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