Loyola University Financial Crisis Assistance Fund
APPLICANT PROCEDURES

The Loyola University Financial Crisis Assistance Fund provides assistance in the form of a grant or low-interest loan for financial emergencies.
Applicant Procedures:
The director of employee relations and professional development is available to advise and assist with this application process. Contact the human resources department on extension 2354.  
Step 1

Contact the University’s benefits unit in the human department (extension 2354) to determine whether existing benefits can be used to address the crisis (for example, a withdrawal from the employee’s retirement savings). 
Step 2

Complete the Loyola University Financial Crisis Assistance Fund Request Form (attached) and submit to the director of employee relations and professional development. The director is available to assist you in completing the form. Upon receipt of the completed form, the director will provide you with a referral form to the Govans Ecumenical Development Corporation’s CARES program and instructions for scheduling an appointment with a Loyola-approved budget counselor.  (Steps 3 and 4 may be taken in any order.)
Step 3

Take the CARES referral form to the CARES center located at 5502 York Road at the rear entrance of St. Mary of the Assumption Catholic Church. The center is open Mondays and Thursdays from 9:00 – 11:00 am. At the CARES center you will be interviewed by a trained volunteer and provided with the appropriate assistance that may include emergency food packages, eviction and utility cut-off prevention funds, pharmacy assistance vouchers, and social service referrals. 
Step 4

Before the Crisis Fund Panel can consider your request, you must meet with a Loyola-approved budget counselor who will assess your current financial situation and offer guidance. Fees for this budget counseling session will be paid by the University. Contact the assigned budget counselor to schedule a meeting. Following that meeting, the budget counselor will recommend to the director of employee relations and professional development whether your need qualifies for assistance from the Fund and whether that assistance should be a grant or a loan. 
Step 5
Once the director of employee relations and professional development receives documentation that you have completed Steps 3 and 4, your request will be presented to the Fund Panel who will make a final determination of whether assistance will be provided and if the assistance will be in the form of a grant or low-interest loan. 
Short-Term Crisis Lending Program Procedures
If the assistance you receive is in the form of a low-interest loan, the director of employee relations and professional development will notify First Financial Federal Credit Union (FFFCU) that you have been authorized by the University for a special loan under the Crisis Fund program. The director of employee relations and professional development will provide you with an eligibility and consent form that you will take to the FFFCU Main Office at 1215 York Road, Lutherville, MD 21093. An FFFCU representative will assist you in completing your loan application. If your application is approved by FFFCU, loan payments will be made through authorized direct deposit from your wages to the First Financial Federal Credit Union. Repayment must be made within a maximum of 26 weeks. Upon termination of employment with the University, any unpaid balance will become due immediately. Any balance that remains unpaid upon termination of employment is considered taxable income to the employee by the federal government.
Loyola University Maryland

FINIANCIAL CRISIS ASSISTANCE FUND

Confidential Crisis Assistance Request Form

SUBMIT COMPLETED FORM TO:

Director of Employee Relations and Professional Development

Human Resources Department
(Please Print)
	Date:  

	Name: 

	Employee  Number: 

	Address: 

	I have been employed at Loyola University Maryland as a full-time employee for at least 1 year: 

                                                     ___ YES       _______ NO



I request assistance in the amount of $           from the Loyola Financial Crisis Assistance Fund due to the crisis situation described on the attached sheet. I understand that assistance may be offered in the form of a grant or a low-interest loan.
(Please be specific and include as many relevant details as possible regarding this crisis, including why other means of funding is not available, and what the direct financial impact is on you).
I agree to provide as much documentation as needed and/or requested to support this crisis financial need request in accordance with the provisions of the Loyola University Financial Crisis Assistance Fund. I agree to keep my application and the decision of the panel confidential.

Employee Signature: _____________________________
Date: _____________
-------------------To be completed by fund administrator--------------------
GRANT:
Approved in amount of: $_________       ___Denied
Employee notified on ____________, by ______________________




      Date

Check requested on:  ___________

        Check received on:  ____________




        Date




          Date
LOAN:

Loan authorized by Panel in amount of: $ ________   required   ___Denied

Employee notified on ____________, by ______________________




      Date

Loan approved by Credit Union on:  ______
Loan denied by Credit Union on:  ______
Confidential Crisis Assistance Request Form (Page 2)

The following information will be presented to the Crisis Fund Panel.
I request assistance in the amount of $         from the Loyola University Maryland Crisis Financial Assistance Program.
Explain, thoroughly, the situation for which you are requesting crisis financial assistance.  Please be as detailed and specific in your request as possible. Include any supporting documents (eviction notice, invoice, retainer agreement, domestic violence order, etc.).

Loyola’s policy stipulates a crisis has occurred if an employee has “insufficient resources to deal with immediate consequences of a disastrous, catastrophic or major life event.  An event will be considered a disaster or catastrophe if it is sudden, unanticipated or accidental.”   Explain how your situation qualifies as a crisis as described in the policy.  Include why it is unforeseen and is serious and urgent in nature requiring immediate action.

Our policy states the employee must have no other means of funding available (including loans, insurance, etc.); share what other avenues you have explored to finance your crisis.

Explain how this situation directly impacts you.

