SECTION 8 ADMINISTRATIVE PLAN

This Administrative Plan defines the Housing Authority's policies for the operation for the Section 8
Housing Choice Voucher (HCV) Program, incorporating Federal, State and local law. If there is any
conflict between this policy and laws or regulations, the laws and regulations will prevail.

1.0 EQUAL OPPORTUNITY
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1.2

FAIR HOUSING (24 CFR 103.1 — 103.515)

It is the policy of the Housing Authority to comply fully with all Federal, State, and local
nondiscrimination laws; the Americans with Disabilities Act; and the U. S. Department of
Housing and Urban Development regulations governing Fair Housing and Equal Opportunity.

No person shall, on the grounds of race, color, sex, religion, national or ethnic origin, familial
status, sexual orientation, or disability be excluded from participation in, be denied the benefits
of, or be otherwise subjected to discrimination under the Housing Authority housing programs.

To further its commitment to full compliance with applicable Civil Rights laws, the Housing
Authority will provide Federal/State/local information to applicants for and participants in the
Section 8 Housing Choice Voucher Program regarding discrimination and any recourse available
to them if they believe they may be victims of discrimination. Such information will be made
available with the application, and all applicable Fair Housing Information and Discrimination
Complaint Forms will be made available at the Housing Authority office. In addition, all written
information and advertisements will contain the appropriate Equal Opportunity language and
logo.

The Housing Authority will assist any family that believes they have suffered illegal
discrimination by providing them copies of the housing discrimination form. The Housing
Authority will also assist them in completing the form, if requested, and will provide them with
the address of the nearest HUD Office of Fair Housing and Equal Opportunity.

The Housing Authority may refer the family to Community Housing Resources (CHR). CHR
provides fair housing referrals and provides help with housing discrimination complaints. The
Housing Authority may also report the owner to HUD (Fair Housing/Equal Opportunity) or the
local Fair Housing Organization.

All written information and advertisements will contain the appropriate Equal Opportunity
language and logo.

EQUAL EMPLOYMENT OPPORTUNITY (24 CFR 574.603)
The Housing Authority practices affirmative action in hiring, promotions and conditions of
employment. All Housing Authority job postings will prominently display the affirmative

action/equal employment opportunity logo and/or slogan.
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1.3
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1.5

REASONABLE ACCOMMODATION (24 CFR 9.101-9.170)

The Housing Authority will provide persons with disabilities a reasonable accommodation to take
full advantage of the Housing Authority housing programs and related services. Such
accommodations will not confer special treatment or advantage for the person with a disability;
but will make the program accessible in a way that would otherwise not be possible due to the
disability. This policy (24 CFR 9.101-9.170) clarifies how people may request accommodations
and the guidelines the Housing Authority will follow in determining whether it is reasonable to
provide a requested accommodation. Because disabilities are not always apparent, the Housing
Authority will ensure that all applicants/residents are aware of the opportunity to request
reasonable accommodations.

COMMUNICATION

The Housing Authority Central office is accessible, and accessible materials will be provided for
sight and hearing-impaired persons. Any notification requesting action by the participant will
include information about requesting a reasonable accommodation. A Telecommunication
Device for the Deaf (TDD) is available for the deaf. The TDD telephone number is 301-739-
2543.

The Housing Authority will make special arrangements to take the application of persons who are
unable to come to the Housing Authority Central office due to a disability. At the initial point of
contact with each applicant, the Housing Authority will inform applicants of alternative forms of
communication that can be used other than plain language paperwork. Applicants may name a
friend, relative, or advocate to receive, interpret, and explain housing materials and be present at
all meetings.

QUESTIONS TO ASK IN GRANTING THE ACCOMMODATION

A. Is the requestor a person with disabilities? For this purpose, the definition of disabilities
is different than the definition used for admission. The Fair Housing definition used for
this purpose is:

A person with a physical or mental impairment that substantially limits one
or more major life activities, has a record of such impairment, or is
regarded as having such an impairment. (The disability may not be
apparent to others, i.e., a heart condition).

If the disability is apparent or already documented, the answer to this question is yes. It is
possible that the disability for which the accommodation is being requested is a disability
other than the apparent disability. If the disability is not apparent or documented, the
Housing Authority will obtain verification that the person is a person with a disability.

B. Is the requested accommodation related to the disability? If it is apparent that the request
is related to the apparent or documented disability, the answer to this question is yes. If it
is not apparent, the Housing Authority will obtain documentation that the requested
accommodation is needed due to the disability. The Housing Authority will not inquire as
to the nature of the disability.
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C. Is the requested accommodation reasonable? To be determined reasonable, the
accommodation must meet two criteria:

1. Would the accommodation constitute a fundamental alteration? The Housing
Authority's business is housing. If the request would alter the fundamental
business that the Housing Authority conducts, that would not be reasonable. For
instance, the Housing Authority would deny a request to have the Housing
Authority do grocery shopping for the person with disabilities.

2. Would the requested accommodation create an undue financial hardship or
administrative burden? Frequently the requested accommodation costs little or
nothing. If the cost would be an undue burden, the Housing Authority may request
a meeting with the individual to investigate and consider equally effective
alternatives.

Generally, the individual knows best what they need; however, the Housing Authority retains the
right to be shown how the requested accommodation enables the individual to access or use the
Housing Authority’s programs or services.

If more than one accommodation is equally effective in providing access to the Housing
Authority’s programs and services, the Housing Authority retains the right to select the most
efficient or economic choice.

The cost necessary to carry out approved requests will be borne by the Housing Authority if there
is no one else willing to pay for the modifications. If another party pays for the modification, the
Housing Authority will seek the same entity pay for any restoration costs.

If the participant requests, as a reasonable accommodation, that he or she be permitted to make
physical modifications to their dwelling unit, at their own expense, the request should be made to
the property owner/manager. The Housing Authority does not have responsibility for the owner's
unit and does not have responsibility to make the unit accessible.

Any request for an accommodation that would enable a participant to materially violate family
obligations will not be approved.

SERVICES FOR NON-ENGLISH-SPEAKING APPLICANTS AND PARTICIPANTS (72
CFR 2732)

A. OVERVIEW

Language for Limited English Proficiency Persons (LEP) can be a barrier to accessing
important benefits or services, understanding and exercising important rights, complying with
applicable responsibilities, or understanding other information provided by the Housing
Authority. In certain circumstances, failure to ensure that LEP persons can effectively
participate in or benefit from federally-assisted programs and activities may violate the
prohibition under Title VI against discrimination based on national origin. This part
incorporates the Final Guidance to Federal Assistance Recipients Regarding Title VI
Prohibition Against National Origin Discrimination Affecting Limited English Proficient
Persons, published January 22, 2007, in the Federal Register.
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The Housing Authority will take affirmative steps to communicate with people who need
services or information in a language other than English. These persons will be referred to as
Persons with Limited English Proficiency (LEP).

LEP is defined as persons who do not speak English as their primary language and who have a
limited ability to read, write, speak or understand English. For the purposes of this plan, LEP
persons are applicants and participants, and parents and family members of applicants and
participants.

In order to determine the level of access needed by LEP persons, the Housing Authority will
balance the following four factors: (1) the number or proportion of LEP persons eligible to be
served or likely to be encountered by the program (2) the frequency with which LEP persons
come into contact with the program; (3) the nature and importance of the program, activity, or
service provided by the program to people’s lives; and (4) the resources available to the
Housing Authority and costs. Balancing these four factors will ensure meaningful access by
LEP persons to critical services while not imposing undue burdens on the Housing Authority.

B. ORAL INTERPRETATION

In a courtroom, a hearing, or situations in which health, safety, or access to important benefits
and services are at stake, the Housing Authority will generally offer, or ensure that the family is
offered through other sources, competent services free of charge to the LEP person.

Hagerstown Housing Authority Policy

The Housing Authority will analyze the various kinds of contacts it has with the public,
to assess language needs and decide what reasonable steps should be taken.
“Reasonable steps” may not be reasonable where the costs imposed substantially exceed
the benefits.

Where feasible, the Housing Authority will train and hire bilingual staff to be available
to act as interpreters and translators, will pool resources with other Housing Authorities,
and will standardize documents. Where feasible and possible, the Housing Authority
will encourage the use of qualified community volunteers. Where LEP persons desire,
they will be permitted to use, at their own expense, an interpreter of their own choosing,
in place of or as a supplement to the free language services offered by the Housing
Authority. The interpreter may be a family member or friend.

C. WRITTEN TRANSLATION
Translation is the replacement of a written text from one language into an equivalent written
text in another language.

Hagerstown Housing Authority Policy

To comply with written-translation obligations, the Housing Authority will take the
following steps:

1.  The Housing Authority will provide written translations of vital documents
for each eligible LEP language group that constitutes 5 percent or 1,000
persons, whichever is less, of the population of persons eligible to be served or
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likely to be affected or encountered. Translation of other documents, if
needed, can be provided orally; or

2. If there are fewer than 50 persons in a language group that reaches the 5
percent trigger, the Housing Authority does not translate vital written materials,
but provides written notice in the primary language of the LEP language group
of the right to receive competent oral interpretation of those written materials,
free of cost.

1.7 FAMILY OUTREACH/DECONCENTRATION

The Housing Authority will publicize the availability and nature of the Section 8 Program for
extremely low-income, very low and low-income families in a newspaper of general circulation,
minority media, and by other suitable means, when determined necessary by Management.

To reach persons, who cannot or do not read newspapers, the Housing Authority will distribute
fact sheets to the broadcasting media and initiate personal contacts with members of the news
media and community service personnel, when determined necessary by Management. The
Housing Authority will also try to utilize public service announcements.

The Housing Authority will communicate the status of program availability to other service
providers in the community and advise them of housing eligibility factors and guidelines so that
they can make proper referral of their clients to the program.

To encourage certificate and voucher holders to lease outside areas of poverty or minority
concentration and to encourage landlord participation in these areas, the Housing Authority will:

« At the enrollment interview: Provide participants with local area maps showing such areas
within the Housing Authority's jurisdiction and neighboring jurisdictions

« Provide information on portability and a list of portability contacts at neighboring Housing
Authorities

o Provide landlord referrals and services available in such areas

1.8 EXPANDING HOUSING OPPORTUNITIES/OWNER OUTREACH/DECONCENTRATION

The Housing Authority encourages owners of decent, safe and sanitary housing units to lease to
Section 8 families. The Housing Authority will provide access to a listing of available units.

The staff of the Housing Authority initiates personal contact with private property owners and
managers by conducting formal and informal discussions. The Housing Authority conducts
periodic meetings with prospective and participating owners to educate and improve owner
relations and to seek participation by new owners. Newsletters, landlord information packets
and workshops are offered to acquaint owners and managers with the opportunities available
under the program and to recruit new owners outside of areas of poverty and minority
concentration.



1.9

1.10

RIGHT TO PRIVACY

All adult members of both applicant and participant households are required to sign HUD Form
9886, Authorization for Release of Information and Privacy Act Notice. The Authorization for
Release of Information and Privacy Act Notice states how family information will be released and
includes the Federal Privacy Act Statement.

In accordance with HUD requirements, the Housing Authority will furnish prospective owners
with the family’s current address as shown in the Housing Authority’s records and, if known to
the HA, the name and address of the landlord at the family’s current and prior address.

A statement of the Housing Authority’s policy on release of information to prospective landlords
will be included in the briefing packet which is provided to the family.

Under no circumstances will Housing Authority staff discuss family information contained in files with
any entity unless there is a signed authorization by the applicant or Tenant family to do so and only for a
business reason. Inappropriate discussion of family information or improper disclosure of family
information by staff will result in disciplinary action.

The Authority practices and procedures are designed to safeguard the privacy of applicants and program
participants. All applicant and participant files are stored in locking file cabinets and will only be accessible
by authorized staff. Electronic files are securely stored in accordance with

SOCIAL SECURITY NUMBER PRIVACY POLICY

Pursuant to Federal, State, and Local law, it is the policy of The Hagerstown Housing Authority to
protect the confidentiality of social security numbers. No person shall knowingly acquire disclose,
transfer, or unlawfully use the social security number of any employee, client or other individual unless
in accordance with applicable state and federal law and the procedures and rules established by this

policy.
Administrative Procedures/Rules:

A. Social Security Number Defined
As used in this policy, the term “social security number” includes both the entire nine-digit
number and more than 4 sequential digits of the number.

B. Public Display
Social security numbers shall not be placed on identification cards or badges, membership cards,
permits, licenses, time cards, employee rosters, bulletin boards, or any other materials or
documents that are publicly displayed. Documents, materials, or computer screens that display
social security numbers or other sensitive information shall always be kept out of public view.



C. Access to Social Security Numbers
Only persons authorized by the responsible department or other administrative unit head shall
have access to information or documents that contain social security numbers.

D. Mailed or Transmitted Documents
Documents containing social security numbers shall only be mailed or transmitted in the
following circumstances:

1.

2.

3.

State or federal law, rule, regulation, or court order or rule authorizes, permits, or requires
that a social security number appear in the document.

The document is sent as part of an application or enrollment process initiated by the
individual whose social security number is contained in the document.

The document is sent to establish, confirm the status of, service, amend, or terminate an
account, contract, policy, or employee or health insurance benefit or to confirm the accuracy
of a social security number of an individual who has an account, contract, policy, or
employee or health insurance benefit.

The document or information is a copy of a public record filed or recorded with the county
clerk or register of deeds office and is mailed by that office to a person entitled to receive
that record.

The document or information is a copy of a vital record recorded as provided by law and is
mailed to a person entitled to receive that record.

The document or information is mailed by or at the request of an individual whose social
security number appears in the document or information or his or her parent or legal
guardian.

Documents containing social security numbers that are mailed or otherwise sent to an
individual shall not reveal the number through the envelope window, nor shall the number
be otherwise visible from outside the envelope or package.

Social security numbers shall not be sent over the internet or a computer system or network
(e.g. through e-mail) unless the connection is secure, or the transmission is encrypted.

No individual shall be required to use or transmit his or her social security number over the
internet or a computer system, or to gain access to an internet website, computer system, or
network (e.g. through e-mail) unless the connection is secure, the transmission is encrypted,
or a password or other unique personal identification number or other authentication device
is also required to gain access to the internet website or computer system or network.

E. Storage and Disposal
All documents or files that contain social security numbers shall be stored in a physically secure
manner. Social security numbers shall not be stored on computers or other electronic devices
that are not secured against unauthorized access. Documents or other materials containing social
security numbers shall not be thrown away in the trash; they shall be discarded or destroyed only
in a manner that protects their confidentiality, such as shredding.
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F. Information Collected
Social security numbers should only be collected where required by federal and state law or as
otherwise permitted under the Social Security Number Privacy Act. If a unique identifier is
needed, a substitute for the social security number shall be used.

G. Accountability
Any person who fails to comply with this policy shall be subject to discipline up to and
including discharge.

ENTERPRISE INCOME VERIFICATION SYSTEM SECURITY PROCEDURES

The Enterprise Income Verification System (EIV) is a system intended to provide a single source
of income-related data to the Housing Authority and HUD for use in verifying the income reported
by Tenants participating in the various assisted housing programs. The EIV system assists the
program administrators in the upfront verification of Tenant income by comparing the Tenant
income data obtained from various sources including:

Tenant-supplied income data is captured on Form HUD-50058 — Family Report and maintained
in the Public Housing Information Center (PIC) database;

. Department of Health and Human Services’ National Director of New Hires Data (NDNH);

Social Security and Supplemental Security Income (SS/SSI) from the Social Security
Administration (SSA).

Enterprise Income Verification (EIV) Tenant data should only be used to verify a Tenant’s
eligibility for participation in a HUD rental assistance program(s) (Public Housing, Housing
Choice Voucher and Project Based VVoucher) and to determine the level of assistance the Tenant
is entitled to receive.

PRIVACY ACT CONSIDERATIONS

The data provided via the EIV system must be protected to ensure that it is only used for official purposes
and not disclosed in any way that would violate the privacy of the individuals represented in the system
data.

Requested EIV data is only used for verification of Tenant income to determine:

1. A Tenant’s eligibility for participation in a rental assistance program; and
2. The level of assistance that they are entitled to receive.

It is not disclosed in any way that would violate the privacy of the individuals represented in the system.
The Tenant is notified of the following:

1. By signing the HUD-9886, the Housing Authority has authorization to obtain income
information via the EIV system; the

2. Purpose for collecting the information and the use(s) of the data collected; and

3. The consequences to the individual for failing to provide the requested information.



In the event that an improper disclosure occurs, the following contacts will be made:

1. The EIV security administrator or designee will provide the Housing Authority Director with
the appropriate documentation of the occurrence

2. The Housing Authority Director will contact the HUD Field Office of the Housing Authority
Director and provide the documentation of the occurrence.

On request, the Tenant is provided with access to records pertaining to them and an opportunity to
correct or challenge the contents of the records.

SECURITY REQUIREMENTS

The Housing Authority will appoint an EIV Security Administrator who will be responsible for ensuring
compliance with the security policies and procedures outlined in this document. The duties of the EIV
Security Administrator or other designated staff include:

= Maintaining and enforcing the security procedures;

= Keeping records and monitoring security issues;

= Communicating security information and requirements to appropriate staff, including coordinating
and conducting security awareness training sessions;

= Conducting a quarterly review of all User IDs issued to determine if the users still have a valid
need to access the EIV data and taking the necessary steps to ensure that access rights are revoked
or modified as appropriate; and

= Reporting any evidence of unauthorized access or known security breaches to the PHA Executive
Director and the HUD Field Office’s Public Housing Director.

All Housing Authority employees who access the EIV system or have access to EIV data will have a
current signed Rules of Behavior and User Agreement on file. Users will maintain the security of their
user Accounts by not disclosing their passwords to other staff members and not sharing user accounts with
other employees or contractors.

EIV data shall be handled in such a manner that it does not become misplaced or available to
unauthorized personnel. Files that contain EIV data will be clearly labeled “Confidential — For
Official Use Only”.

Security Awareness Training for Housing Authority Staff will be conducted at least annually or more
frequently as changes dictate. All attendees at the training will be required to sign an attendance log.
Users will be advised to follow established procedures to maintain the privacy of the information and will
be reminded to notify management in the event of the breach of security.

Upon discovery of a potential security violation including the disclosure of private data, unauthorized
access to data and/or sharing of user identification, the individual observing the breach will immediately
notify the EIV Security Administrator who will in turn notify the HUD Field Office.

All Housing Authority employees have access to a copy of the most recent Enterprise Income
Verification (EIV) System User Manual.



To protect the confidentiality of the individual and to ensure security of the EIV data users will lock the
computer or log-out of the system when leaving work areas unattended. When Housing Authority
employees access the EIV data and the client is in the room, files will not be left on desks or within reach
of the client except the client’s file. Public Housing and Housing Choice Voucher Tenant files will be
stored under lock and key in designated filing cabinets or locked office files. Electronic files securely
stored in accordance with

USE OF DATA

Housing Authority will provide EIV data to the individual (only) to whom the record pertains. EIV data
of minors may be provided to the minor’s parent or legal guardian.

All program participants must sign a PHA/Tenant Certification Page indicating whether they agree or
dispute the data contained in the EIV report. If the Tenant disputes the EIV data, Housing Authority will
request written third-party verification.

If a Tenant disputes the employment and/or income information, the Tenant must contact the employer to
resolve the discrepancy. If the information is incorrect, the employer must correct the information and
resubmit it to the state, IRS and Health & Human Services (HHS). If the Tenant disputes the SS/SSI
information, the Tenant must contact the Social Security Administration (SSA). If the SS/SSI information
is incorrect, SSA must correct the information and update its database.

No adverse action may be taken against any program participant based solely on EIV data.
INCOME DISCREPANCY RESOLUTION

General: The Housing Authority complies with all requirements of the EIV System. Attimes, the
EIV system indicates that discrepancies exist between what is reported to the Housing Authority and what is
reported to employers. As a result, the Housing Authority will take the following steps to resolve discrepancies
within each department.

1. Monthly reports will be acquired of existing discrepancies on the first business day of each month.

2. Discrepancies will be provided to the appropriate Housing Specialist or Property Manager, who
oversees the individual in question within their caseload.

3. The client file is reviewed to determine whether the discrepancy has been documented or validated.
If a discrepancy remains, the client will be contacted for a personal interview to collect information
pertinent to the discrepancy.

4. All Income will be verified via third party verifications, documenting the actual and current sources
and amounts of income. This process should be completed within 60 days of the download of the
report via EIV.

5. The discrepancy resolutions will be monitored monthly and maintained in a separate file with a copy
placed in the Tenant file.

6. Fraudulent cases will be resolved via repayment, termination or referral to the Office of Inspector
General.

Specific: The Housing Authority is required to obtain written third-party verification of disputed EIV
data. Below is a summary of steps the Housing Authority will take to resolve income discrepancies:

1. Discuss the discrepancy with the Tenant.

2. Request current documents from the Tenant. i.e., Original, current and consecutive pay stubs,
original SSA benefit verification letter, etc.

3. Request written third party verification of any income source that the Tenant disputes.

4. Confirm effective dates of unreported income source.
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5. In cases where the Housing Authority confirms that the Tenant failed to report income source(s),
the Housing Authority will determine retroactive rent/subsidy overpayment due the Housing
Authority.

The Housing Authority may not take adverse action against the Tenant based solely on EIV data.
RETENTION AND STORAGE
EIV printouts may be stored in the client file for the duration of their tenancy. Those Tenant files will

remain in a secured area when not in use. EIV documentation may be purged three years from the end of
participation.

QUARTERLY AND ANNUAL REQUIREMENTS

Certification of each user of the EIV system must be completed quarterly. Annual Security Awareness
Training is provided to all Housing Authority staff by the EIV Security Administrator. Sign in logs are
maintained and certificates of completion are issued

REQUIRED POSTINGS

The Housing Authority will post in each of its offices in a conspicuous place and at a height easily
read by all persons including persons with mobility disabilities, the following information:

A The Section 8 Administrative Plan
B. Notice of the status of the waiting list (opened or closed)

C. Address of all Housing Authority offices, telephone numbers, TDD numbers, and hours
of operation

D. Income Limits for Admission
E. Informal Review and Informal Hearing Procedures
F. Fair Housing Information

G. Equal Opportunity in Employment Poster
H. Utility Allowance Schedules
l. Any current Housing Authority Notices

J. Any proposed revisions to the Section 8 Administrative Plan
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2.0 HOUSING AUTHORITY/OWNER RESPONSIBILITY/
OBLIGATION OF THE FAMILY

2.1

This Section outlines the responsibilities and obligations of the Housing Authority, the Section 8
Owners/Landlords, and the participating families.

HOUSING AUTHORITY RESPONSIBILITIES

A The Housing Authority will comply with the consolidated ACC, HUD regulations and
other requirements, and the Housing Authority Section 8 Administrative Plan.

B. In administering the program, the Housing Authority must:

1. Publish and disseminate information about the availability and nature of housing
assistance under the program;

2. Explain the program to owners and families;

3. Seek expanded opportunities for assisted families to locate housing outside areas
of poverty or racial concentration;

4. Encourage owners to make units available for leasing in the program, including
owners of suitable units located outside areas of poverty or racial concentration;

5. Affirmatively further fair housing goals and comply with equal opportunity
requirements;

6. Make efforts to help disabled persons find satisfactory housing;

7. Receive applications from families, determine eligibility, maintain the waiting list,
select applicants, issue a voucher to each selected family, and provide housing
information to families selected;

8. Determine who can live in the assisted unit at admission and during the family’s
participation in the program;

9. Obtain and verify evidence of citizenship and eligible immigration status in
accordance with 24 CFR part 5;

10. Review the family’s request for approval of the tenancy and the owner/landlord
lease, including the HUD prescribed tenancy addendum;

11. Inspect the unit before the assisted occupancy begins and at least biennially during
the assisted tenancy;

12.  Determine the amount of the housing assistance payment for a family;

13.  Determine the maximum rent to the owner and whether the rent is reasonable;
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14.

15.

16.

17.

18.

19.

20.

21.

22.

Make timely housing assistance payments to an owner in accordance with the HAP
contract;

Examine family income, size and composition at admission and during the
family’s participation in the program. The examination includes verification of
income and other family information;

Establish and adjust Housing Authority utility allowance;

Administer and enforce the housing assistance payments contract with an owner,
including taking appropriate action as determined by the Housing Authority, if the
owner defaults (e.g., HQS violation);

Determine whether to terminate assistance to a participant family for violation of
family obligations;

Conduct informal reviews of certain Housing Authority decisions concerning
applicants for participation in the program;

Conduct informal hearings on certain Housing Authority decisions concerning
participant families;

Provide sound financial management of the program, including engaging an
independent public accountant to conduct audits; and

Administer an FSS program.

2.2 OWNER RESPONSIBILITY

A

The owner is responsible for performing all of the owner’s obligations under the HAP
contract and the lease.

The owner is responsible for:

1.

Performing all management and rental functions for the assisted unit, including
selecting a voucher holder to lease the unit, and deciding if the family is suitable
for tenancy of the unit.

Maintaining the unit in accordance with HQS, including performance of ordinary
and extraordinary maintenance.

Complying with equal opportunity requirements.

Preparing and furnishing to the Housing Authority information required under the
HAP contract.

Collecting from the family:

a. Any security deposit required under the lease.
2
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C.

6.

7.

b. The family contribution (the part of rent to owner not covered by the
housing assistance payment).

C. Any charges for unit damage by the family.
Enforcing family obligations under the lease.

Paying for utilities and services (unless paid by the family under the lease.)

For provisions on modifications to a dwelling unit occupied or to be occupied by a person
with disabilities (see 24 CFR 100.203.)

OBLIGATIONS OF THE PARTICIPANT

This Section states the obligations of a participant family under the program.

A

Supplying required information.

1.

4.

The family must supply any information that the Housing Authority or HUD
determines is necessary in the administration of the program, including submission
of required evidence of citizenship or eligible immigration status. Information
includes any requested certification, release or other documentation.

The family must supply any information requested by the Housing Authority or
HUD for use in a regularly scheduled reexamination or interim reexamination of
family income and composition in accordance with HUD requirements.

The family must provide a valid Social Security card issued by the Social Security
Administration for all household members including any who may be claiming
eligible immigration status. All adult household members must sign and submit
consent forms for obtaining information.

Any information supplied by the family must be true and complete.

The family is responsible for any HQS breach caused by the family or its guests.

The family must allow the Housing Authority to inspect the unit at reasonable times and
after at least two (2) days notice unless deemed an emergency.

The family may not commit any serious or repeated violation of the lease.

The family must notify the Housing Authority and the owner before the family moves out
of the unit or terminates the lease by a notice to the owner.

The family must promptly give the Housing Authority a copy of any owner eviction notice
it receives.

Use and Occupancy of the Unit



1. The family must use the assisted unit for a residence by the family. The unit must
be the family’s only residence.

2. The Housing Authority must approve the composition of the assisted family
residing in the unit. The family must inform the Housing Authority, within
fourteen (14) days of the birth, adoption or court-awarded custody of a child. The
family must request approval from the Housing Authority to add any other family
member as an occupant of the unit. No other person (i.e., no one but members of
the assisted family) may reside in the unit (except for a foster child/foster adult or
live-in aide as provided in paragraph (4) of this Section).

3. The family must notify the Housing Authority, within fourteen (14) days, if any
family member no longer resides in the unit.

4. If the Housing Authority has given approval, a foster child/foster adult or a live-in
aide may reside in the unit. The Housing Authority has the discretion to adopt
reasonable policies concerning residence by a foster child/foster adult or a live-in
aide and defining when the Housing Authority consent may be given or denied.

5. Members of the household may engage in legal profit- making activities in the
unit, with permission of the landlord, but only if such activities are incidental to
primary use of the unit for residence by members of the family. Any business uses
of the unit must comply with zoning requirements and the affected household
member must obtain all appropriate licenses.

6. The family must not sublease or let the unit.
7. The family must not assign the lease or transfer the unit.
Live-in Aides policy

With the consent of the Landlord, a live-in aide may reside in the unit after passing initial eligibility
screening. Live-in-aides must abide by all provisions of the Lease. A live-in aide means a person
who resides on a full-time basis with an elderly, near elderly, or disabled person and who: a) is
determined to be essential to the care and well-being of the person; b) is not obligated for the
support of the person; and ¢) would not be living in the unit except to provide the necessary
supportive services.

Absence from the Unit (24 CFR 982.312)

The family must supply any information or certification requested by the Housing
Authority to verify that the family is living in the unit, or relating to family absence from
the unit, including any Housing Authority - requested information or certification on the
purposes of family absences. The family must promptly notify the Housing Authority of
its absence from the unit.

Absence means that no member of the family is residing in the unit. The family may be
absent from the unit for up to thirty (30) consecutive days. The family must request
permission from the Housing Authority for absences exceeding thirty (30) days. The
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Housing Authority will decide within five (10) days of the request. An authorized absence
may not exceed sixty (60) days. The Housing Authority has the discretion to extend an
absence beyond sixty (60) days but no longer than a maximum of one hundred eighty
(180) days for verified health/medical exceptions. The family may not be absent from the
unit for a period of more than 180 consecutive calendar days in any circumstance, or for
any reason. Housing assistance payments terminate if the family is absent for longer than
the maximum period permitted. The term of the HAP Contract and assisted lease also
terminate. Any family absent for more than thirty (30) days without authorization may
be terminated from the program.

The family may not own or have any interest in the unit (except for owners of
manufactured housing renting the manufactured home space).

The members of the family must not commit fraud, bribery, or any other corrupt or
criminal act in connection with the programs.

The members of the family may not engage in drug-related criminal activity or other
violent criminal activity.

An assisted family, or members of the family, may not receive Section 8 family-based
assistance while receiving another housing subsidy, for the same unit or for a different
unit, under any duplicative (as determined by HUD or in accordance with HUD
requirements) Federal, State or local housing assistance program.

Must comply with HA interim policy and certification requirements by reporting any of the
following changes within fourteen (14) calendar days of change:

a. Any change in household composition.

b. Change in source of income, such as change of employer, or change from benefits to
wages, wages to benefits, or change in benefit type.

c. Any increase in gross household income.

d. Receipt of a deferred payment in a lump sum, such as unemployment, back child
support, or social security.



3.0

3.1

3.2

ELIGIBILITY FOR ADMISSION (24 CFR 960.200-960.205)
INTRODUCTION

There are five eligibility requirements for admission to Section 8 -- qualifies as a family, has an
income within the income limits, meets citizenship/eligible immigrant criteria, provides
documentation of Social Security Numbers, and signs consent authorization documents. In
addition to the eligibility criteria, families must also meet the Housing Authority screening criteria
to be admitted to the Section 8 Program.

ELIGIBILITY CRITERIA
A. Family status.
1. A family with or without children. Such a family is defined as a group of people
related by blood, marriage, adoption or affinity that live together at the time of

issuance of a voucher.

a. Children temporarily absent from the home due to placement in foster care
are considered family members.

b. Unborn children and children in the process of being adopted are
considered family members for purposes of determining bedroom size but
are not considered family members for determining income limit.

2. An elderly family (24 CFR Sec. 5.403), which is:

a. A family whose head, spouse, or sole member is a person who is at least
sixty-two (62) years of age;

b. Two or more persons who are at least sixty-two (62) years of age living
together; or

C. One or more persons who are at least sixty-two (62) years of age living
with one or more live-in aides

3. A near-elderly family, which is:

a. A family whose head, spouse, or sole member is a person who is at least
fifty (50) years of age but below the age of sixty-two (62);

b. Two or more persons who are at least fifty (50) years of age but below the
age of sixty-two (62) living together; or

C. One or more persons who are at least fifty (50) years of age but below the
age of sixty-two (62) living with one or more live-in aides.

4. A disabled family (Sec. 5.403), which is:
1



a. A family whose head, spouse, or sole member is a person with disabilities;
b. Two or more persons with disabilities living together; or
C. One or more persons with disabilities living with one or more live-in aides.

A person with disabilities, (Sec. 5.403) means a person who:

a. Has a disability, as defined in 42 U.S.C. 423;
b. Is determined, pursuant to HUD regulations, to have a physical, mental, or
emotional impairment that:
i) is expected to be of long-continued and indefinite duration;
i) substantially impedes his or her ability to live independently, and
iii) is of such a nature that the ability to live independently could be improved
by more suitable housing conditions; or
C. Has a developmental disability as defined in 42 U.S.C. 6001
i) does not exclude persons who have the disease of acquired

immunodeficiency syndrome or any conditions arising from the etiologic
agent for acquired immunodeficiency syndrome;

i) for purposes of qualifying for low-income housing, does not include a
person whose disability is based solely on any drug or alcohol
dependence; and

iii) means “individual with handicaps”, as defined in Sec. 8.3 of this title, for
purposes of reasonable accommodation and program accessibility for
persons with disabilities.

5. A displaced family is a family in which each member, or whose sole member, has
been displaced by governmental action, or whose dwelling has been extensively
damaged or destroyed as a result of a disaster declared or otherwise formally
recognized pursuant to Federal disaster relief laws.

6. A remaining member of a tenant family.

7. A single person who is not an elderly or displaced person, or a person with
disabilities, or the remaining member of a tenant family. Note: single persons
attending an institution of higher education who are under twenty-four (24) years
of age, not a veteran, unmarried, have no dependent children and is not otherwise
individually eligible and their parents are not individually or jointly eligible for
assistance are ineligible to receive Section 8 benefits.

8. In order to be considered part of the subsidized household the child (ren) must
reside in that household more than one hundred eighty-three (183) days of the year,
which do not have to run consecutively.

Primary residency of the child will be verified through use of court custody
records, school records, local or government subsidies, etc.

Income eligibility



To be eligible to receive assistance a family shall, at the time the family initially
receives assistance under the Section 8 program shall be a low-income family that
is:

a. A very low-income family;

b. A low-income family continuously assisted under the 1937 Housing Act;

C. A low-income family that meets additional eligibility criteria specified by
the Housing Authority;

d. A low-income family that is a non-purchasing family in a HOPE 1 or
HOPE 2 project or a property subject to a resident homeownership program
under 24 CFR 248.173,;

e. A low-income family or moderate-income family that is displaced as a
result of the prepayment of the mortgage or voluntary termination of an
insurance contract on eligible low-income housing.

f. A low-income family that qualifies for voucher assistance as a non-

purchasing family residing in a HOPE 1 (HOPE for public housing
homeownership) or HOPE 2 (HOPE for homeownership of multifamily
units) project.

Income limits apply only at admission and are not applicable for continued
occupancy; however, as income rises the assistance will decrease.

The applicable income limit for issuance of a voucher is the highest income limit
for the family size for areas within the housing authority's jurisdiction. The
applicable income limit for admission to the program is the income limit for the
area in which the family is initially assisted in the program. The family may only
use the voucher to rent a unit in an area where the family is income eligible at
admission to the program.

Families who are moving into the Housing Authority's jurisdiction under
portability and have the status of applicant rather than of participant at their initial
housing authority must meet the income limit for the area where they are initially
assisted under the program.

Families who are moving into the Housing Authority's jurisdiction under
portability and are already program participants at their initial housing authority
do not have to meet the income eligibility requirement for the Housing Authority
program.

Income limit restrictions do not apply to families transferring units within the
Housing Authority Section 8 Program.

Citizenship/Eligible Immigrant status

To be eligible each member of the family must be a citizen, national, or a non-citizen who

3



has eligible immigration status under one of the categories set forth in Section 214 of the
Housing and Community Development Act of 1980 (see 42 U.S.C. 1436a(a)).

Family eligibility for assistance.

1. A family shall not be eligible for assistance unless every member of the family
residing in the unit is determined to have eligible status, with the exception noted
below.

2. Despite the ineligibility of one or more family members, a mixed family may be

eligible for one of three types of assistance. (See Section 11.5(F) for calculating
rents under the non-citizen rule).

D. Social Security Number Documentation

To be eligible, all family members must provide a Social Security number with a valid social
security card. Children under the age of six that have not been assigned a Social Security Number,
the family shall have ninety (90) calendar days after starting to receive the assistance to provide a
complete and accurate Social Security Number.

E. Signing Consent Forms
1. In order to be eligible each member of the family who is at least 18 years of age,
and each family head and spouse regardless of age shall sign one or more consent
forms.
2. The consent form must contain, at a minimum, the following:

a. A provision authorizing HUD and the Housing Authority to obtain any
information or materials necessary to complete or verify the application for
participation or for eligibility for continued occupancy;

b. A provision authorizing HUD or the Housing Authority to verify with
previous or current employer’s income information pertinent to the
family's eligibility for or level of assistance;

C. A provision authorizing HUD to request income information from the IRS
and the SSA for the sole purpose of verifying income information pertinent
to the family's eligibility or level of benefits; and

d. A statement that the authorization to release the information requested by
the consent form expires fifteen (15) months after the date the consent form
is signed.

e. HUD Form 9886 or HUD equivalent authorizing the Housing Authority to
verify income via Enterprise Income Verification (EIV)

F. Suitability for tenancy. The Housing Authority determines eligibility for participation and
will also conduct criminal background checks on all adult household members, including
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live-in aides. The Housing Authority will deny assistance to a family because of drug-
related criminal activity, violent criminal activity or have a history or pattern of criminal
activity by family members. This check will be made through state or local law
enforcement or court records.

The Housing Authority will check with available sex offender registration programs and
will deny any individual who is registered as a sex offender.

Applicants who have been terminated from the HHA Housing Choice Voucher Program
for a violation of the Family Obligations will be denied assistance for a period of one (1)
year from the date the HAP Contract termination date.

A check with other Housing Authorities or the Enterprise Income Verification (EIV) to
determine if applicant owes a debt, has been evicted, or has committed fraud in connection
with any Federal housing assistance program, including the intentional misrepresentation
of information related to their housing application or benefits derived there from.

Additional screenings and rental suitability are the responsibility of the owner.



4.0

4.1

4.2

MANAGING THE WAIT LIST
OPENING AND CLOSING THE WAIT LIST

Opening of the wait list will be announced via public notice that applications for Housing Choice
Voucher will again be accepted. The public notice will state where, when, and how to apply. The
notice will be published in a local newspaper of general circulation, and by any available media
whose audience is primarily minority. The public notice will state any limitations to who may

apply.

The notice will state that applicants already on wait lists for other housing programs must apply
separately for this program, and that such applicants will not lose their place on other wait lists
when they apply for Housing Choice Voucher. The notice will include the Fair Housing logo and
slogan and otherwise be in compliance with Fair Housing requirements.

Closing of the wait list will be announced via public notice. The public notice will state the date
the waiting list will be closed. The public notice will be published in a local newspaper of general
circulation, and by any available media whose audience is primarily minority.

The Housing Authority may suspend the acceptance of applications if there are enough applicants
to fill anticipated openings for the next twelve (12) months. The waiting list may not be closed
if it would have a discriminatory effect inconsistent with applicable civil rights laws. Suspension
of application taking is announced in the same way as opening the wait list.

TAKING APPLICATIONS

Families wishing to apply for the Housing Choice Voucher Program will be required to complete
an application for housing assistance. Applications will be accepted during regular business hours
at 35 West Baltimore Street, Hagerstown, Maryland or online at the Housing Authority website
www.hagerstownha.com. Applications will be mailed to interested families upon request. The
completed application will be date stamped and time recorded upon its return to the Housing
Authority.

Applications are taken to compile a waiting list. Due to the demand for Housing Choice VVoucher
assistance in the Housing Authority jurisdiction, the Housing Authority may take applications on
an open enrollment basis, depending on the length of the waiting list.

Applications from single persons, other than elderly, disabled, pregnant, or persons who have
been displaced by government action, are accepted. Since an adequate pool of elderly, disabled
and displaced singles exists to fill available program slots. The Housing Authority assigns a local
preference for elderly, disabled and displaced single applicants.

The Housing Authority will verify the information in the applications relevant to the applicant’s
eligibility, admission, and level of benefit.



4.3

4.4

Persons with disabilities who require a reasonable accommodation in completing an application
may call the Housing Authority to make special arrangements to complete their application. A
Telecommunication Device for the Deaf (TDD) is available for the deaf. The TDD telephone
number is 301-739-2543.

The application process will involve two phases. The first phase is the initial application for
housing assistance. The application requires the family to provide basic information including
name, address, phone number, family composition, racial or ethnic designation, income, and
information establishing any preferences to which they may be entitled. This first phase results in
the family’s placement on the wait list.

Upon receipt of the family’s application, the Housing Authority will make a preliminary
determination of eligibility. The Housing Authority will notify the family in writing of the date
and time of placement on the wait list and the approximate amount of time before housing
assistance may be offered. If the Housing Authority determines the family to be ineligible, the
notice will state the reasons therefore and offer the family the opportunity of an informal review
of this determination.

An applicant may at any time report changes in their applicant status including changes in family
composition, income, or preference factors. The Housing Authority will annotate the applicant’s
file and will update their place on the wait list.

The second phase is the final determination of eligibility. The determination takes place when
the family nears the top of the waiting list. The Housing Authority will ensure that verification of
all preferences, eligibility, suitability selection factors are current to determine the family’s final
eligibility for admission into the Housing Choice VVoucher Program.

ORGANIZATION OF THE WAITING LIST
The wait list will be maintained in accordance with the following guidelines:
A. The application will be a permanent file;

B. All applications will be maintained in order of preference and then in order of date and
time of application;

Note: The wait list cannot be maintained by bedroom size under current HUD regulations.
FAMILIES NEARING THE TOP OF THE WAITING LIST

When a family appears to be within three (3) months of being offered assistance, the family will
be contacted, and the verification process will begin. The first business day and the 15" day of
each month (or as necessary to remain leased-up) is the cut-off for selecting applicants to be
processed. It is at this point that the family’s wait list preference will be verified, and criminal
background checks conducted.

Notices are mailed requesting the applicant to call for a telephone interview. Following the

telephone interview, within one to three weeks depending on need, a group and/or personal

interview is conducted, and the Voucher is issued. If the family no longer qualifies to be near the

top of the list, the family’s name will be returned to the appropriate spot on the waiting list. If
2



4.5

4.6

4.7

4.8

the family refuses a request to attend an enrollment interview, but wishes to remain on the wait
list, their date of application changes to the date they request to remain on the list.

MISSED APPOINTMENTS

If the family fails to attend the interview, a second letter will be mailed. The second letter will
advise of a new time and date for the interview. All applicants who fail to keep two scheduled
appointments will be sent a notice of denial with the opportunity for an informal review.
UPDATE OF THE WAIT LIST

The Housing Authority will update and purge its waiting list monthly, depending on availability
of staff time, to ensure that the pool of applicants reasonably represents interested families.
Purging also enables the Housing Authority to update the information regarding address, family
composition, income category and preferences.

Notice will be mailed to applicants informing applicants that in order to remain on the list, they
must return the Update Form in person or by a specific date. The notice also informs the applicant
that they have the right to an informal review within ten (10) days following the specific date that
their name was removed from the list, should they fail to notify the Housing Authority of their
intention to remain on the wait list.

REMOVAL OF APPLICANTS FROM THE WAITING LIST

The Housing Authority will not remove an applicant’s name from the waiting list unless:

A. The applicant requests that the name be removed,

B. The applicant fails to respond to a written request for information or a request to declare
their continued interest in the program or misses scheduled appointments;

C. The applicant does not meet either the eligibility or screening criteria for the program; or
D. The applicant reaches the top of the waiting list and declines two (2) offers of assistance.
GROUNDS FOR DENIAL

The Housing Authority is not required or obligated to assist applicants who:

A. Do not meet any one or more of the eligibility criteria;
B. Do not supply information or documentation required by the application process;
C. Fail to respond to a written request for information or a request to declare their continued

interest in the program;

D. Fail to complete any aspect of the application or lease-up process;
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E. Have a history or a pattern of criminal activity, is registered as a sex offender in this or
any other state or drug related criminal activity by any family member, without regard to
whether the crime is technically classed a felony.

Illegal Use or Possession (24CFR 982.553)

If the Housing Authority seeks to deny or terminate assistance because of illegal use
or possession for personal use, of a controlled substance, such use or possession
must have occurred within one year before the date that the Housing Authority
provides notice to the family of the Housing Authority determination to deny or
terminate assistance. The Housing Authority may not deny or terminate assistance
for such use or possession by a family member, if the family member can
demonstrate that he or she: 1) has an addiction to a controlled substance, has a record
of such an impairment; and 2) is recovering or has recovered from such addiction
and does not currently use or possess controlled substances. The Housing Authority
may require a family member who has engaged in the illegal use of drugs to submit
evidence of participation in or successful completion of a treatment program as a
condition of participation.

Manufacture/Sale/Distribution of Controlled substance
If the housing authority seeks to deny or terminate assistance due to the manufacture,
sale or distribution or the possession with the intent to manufacture, sell or distribute
a controlled dangerous substance, such activity must have occurred within five years
before the date the HA provides notice to the family of the HA’s determination to
deny or terminate assistance. More than one instance constitutes a pattern of activity
and the applicant will be declared ineligible regardless of time frame.

F. Currently owes rent or other amounts to any housing authority in connection with the
public housing or Housing Choice Voucher Programs.

G. Have committed fraud, bribery, or any other corruption in connection with any Federal
housing assistance program, including the intentional misrepresentation of information
related to their housing application or benefits derived there from;

H. Have a family member who was evicted from federally assisted housing because of drug-
related criminal activity.

l. Have been evicted from Public Housing during the previous 12-month period
commencing on the vacate date or are currently on a notice of Lease Termination for
violation of the Public Housing Dwelling Lease.

J. Have a family member who is illegally using a controlled substance or has a pattern of
abusing alcohol in a way that may interfere with the health, safety, or right to peaceful
enjoyment of the premises by other residents. The Housing Authority may waive this
requirement if:



4.9

4.10

1. The person demonstrates to the Housing Authority’s satisfaction that the person is
no longer engaging in drug-related activity or abuse of alcohol;

2. The person has successfully completed a supervised drug or alcohol rehabilitation
program;
3. The person has otherwise been rehabilitated successfully; or
4. The person is participating in a supervised drug or alcohol rehabilitation program.
K. Have engaged in or threatened abusive or violent behavior towards any Housing staff; this

includes, but is not limited to: threats, harassment, or coercion of any type, toward the
Authority or any other entity or individual.

L. Have a family member who has been convicted of manufacturing or producing
methamphetamine (speed) is denied for life.

M. Have a family member who is subject to sex offender registration in any federal, state or
local program.

The above criteria apply to the Head, Co-Head, or any household member.
NOTIFICATION OF NEGATIVE ACTIONS

Any applicant whose name is being removed from the waiting list will be notified by the Housing
Authority, in writing, that they have ten (10) days, from the date of the written correspondence,
to present mitigating circumstances or request an informal review. The letter will also indicate
that their name will be removed from the waiting list if they fail to respond within the time frame
specified. The Housing Authority's system of removing applicants’ names from the waiting list
will not violate the rights of persons with disabilities. If an applicant’s failure to respond to a
request for information or updates was caused by the applicant’s disability, the Housing Authority
will provide a reasonable accommodation. If the applicant indicates that they did not respond due
to a disability, the Housing Authority will verify that there is in fact a disability and that the
accommodation they are requesting is necessary based on the disability. An example of a
reasonable accommodation would be to reinstate the applicant on the waiting list based on the
date and time of the original application.

INFORMAL REVIEW

If the Housing Authority determines that an applicant does not meet the criteria for receiving
Housing Choice Voucher assistance, the Housing Authority will promptly provide the applicant
with written notice of the determination. The notice must contain a brief statement of the reason(s)
for the decision, and state that the applicant may request an informal review of the decision within
ten (10) days of the denial. The Housing Authority will describe how to obtain the informal
review. The informal review process is described in Section 17.2 of this Plan.



5.0

5.1

SELECTING FAMILIES FROM THE WAIT LIST

WAIT LIST ADMISSIONS AND SPECIAL ADMISSIONS

The Housing Authority may admit an applicant for participation in the program either as a special
admission or as a wait list admission.

If HUD awards funding or the Housing Authority decides to set aside slots that are targeted for
families with specific characteristics or families living in specific units, the Housing Authority
will use the assistance for those families. It is the policy of the Housing Authority to reallocate
any funding for a special purpose to the same population.

5.11

512

513

Homeless Slots

Thirty (30) Housing Choice Voucher slots shall be set-aside for homeless applicants.
Verification of homeless status shall be made by third-party verification form completed
by local homeless shelter or facility. Homeless applicants shall be placed on the
Housing Choice Voucher Wait List. If homeless families do not exist at the time of
availability, the slot will be offered to the next applicant on the Housing Choice VVoucher
Wait List.

Persons Diagnosed with Terminal Illness

Twenty (20) Section 8 slots shall be set-aside for persons diagnosed with a terminal
illness. Persons shall be identified, and condition verified through the applicant's private
physician or medical professional.

Ready By 21

In cooperation with the Washington Co. Department of Social Services (DSS) and in
accordance with the signed Memorandum of Understanding, five (5) Housing Choice
Voucher (HCV) slots shall be set-aside for qualifying applicants referred to the Housing
Authority by the DSS Foster Care Program. Applicants will be served in the order of
referral and will not be ranked by the HHA preference point system. Approval for the
Ready By 21 vouchers will be subject to all current eligibility standards including but
not limited to criminal record checks, income limits, and all other HUD and HHA
eligibility criteria. If enough applicants do not exist to fill the five (5) available slots, the
remaining vouchers will be offered to applicants on the HCV waiting list. If DSS
identifies and refers an eligible Ready By 21 family, the next available voucher will be
reserved for those qualified applicants until the total of five (5) slots are filled. All
contracts executed on behalf of any Ready By 21 applicant will be for a minimum of 12-
months and a maximum of 2 years. The contract will terminate, with proper notice, no
later than the second anniversary of the initial contract date. Housing Choice VVoucher
assistance will terminate if the voucher holder, at any time, becomes non-compliant and
is ineligible for the Ready By 21 Initiative or is violation of the HCV Program
regulations.

5.1.4 Veterans Affairs Supportive Housing (VASH)
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VASH vouchers are designed to assist homeless veterans with disabilities and/or severe psychiatric
and/or substance abuse disorders with locating stable affordable housing. HHA accepts referrals of
eligible veterans from the Department of Veterans Affairs (VA). As turnover vouchers become
available, HHA will accept referrals from the VA.

5.1.5 Waiting List and Occupancy of PBV Housing

PROJECT BASED VOUCHERS

This section of the Administrative Plan describes HHA’s policies related to
implementation of the Project Based VVoucher (PBV) program pursuant HUD regulation at
24 CFR Part 983.

A. Applicability of Tenant-Based Voucher Program Policies to Project Based Voucher
Program

Except as otherwise noted in this section, or unless specifically prohibited by PBV
Program regulations, HHA’s policies for the tenant-based voucher program

described in the HCV Administrative Plan will also apply to the PBV program
administered by HHA.

B. Eligible Unit Types

PBYV assistance may be attached to existing housing, newly constructed or
rehabilitated housing. A housing unit is considered an existing unit for purposes
of the PBV program, if, at the time of notice of HHA selection, the units
substantially comply with HQS.

C. Limits on Number of PBV Units in a Project

Pursuant to HUD regulations, HHA will not provide PBV assistance for units in
a project if the total number of dwelling units in the building that will receive
PBV assistance during the term of the PBV HAP contract is more than 50% of
the number of dwelling units (assisted or unassisted) in the building except
where:

*  The units are in a single-family building (with four or fewer units);

*  The units qualify as “excepted units” as defined below.

D. Exceptions to PBV 50% Unit Cap

Multifamily buildings that have units specifically designated for elderly or disabled
families; or families receiving supportive services, are not subject to the 50%-unit cap.
E. Subsidy Layering

HHA will only provide PBV assistance in accordance with HUD’s subsidy layering
requirements under 24 CFR 4.13 in accordance with PIH Notice 2013-11. HHA will
submit the necessary documentation to HUD or an independent entity approved by HUD,
for a subsidy layering review. HHA will not enter into an Agreement to enter into a
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Housing Assistance Payment Contract (AHAP) or a HAP Contract until HUD (or an
independent entity approved by HUD) has conducted the subsidy layering review and
determined that the PBV assistance is in accordance with HUD subsidy layering
requirements.

F. Site and Neighborhood Standards

HHA will select units or sites for PBV assistance only where HHA has determined that
housing on the site:

1. is consistent with the goal of deconcentrating poverty and expanding housing
and economic opportunities consistent with regulations and HHA’s Administrative
Plan; will facilitate

and further comply with the applicable provisions of Title VI of the Civil Rights
Act and other relevant provisions as cited at 24 CFR 983.57,

2. meets the site selection requirements described in 24 CFR 8.4(b)(5); and

3.  meets the HQS site standards at 24 CFR 982.401(1). HHA will limit approval
of sites for PBV assistance to census tracts that have poverty concentrations over
20% or less, except where HHA determines that the PBV assistance will
complement other local redevelopment activities designed to deconcentrate
poverty and expand housing and economic opportunities in census tracts with
poverty concentrations greater than 20%.

G. Existing Housing

HHA will not provide PBV assistance for existing housing until it has determined that the
site complies with the HUD required site and neighborhood standards. The site must:

*  Beadequate in size, exposure, and contour to accommodate the number and
type of units proposed,;

*  Have adequate utilities and streets available to service the site;

»  Promote a greater choice of housing opportunities and avoid undue
concentration of assisted persons in areas containing a high proportion of low-
income persons; and

*  Beaccessible to social, recreational, educational, commercial, health
facilities and services, and other municipal facilities and services equivalent to
those found in neighborhoods consisting largely of unassisted similar units; and be
located so that travel time and cost via public transportation or private automobile
from the neighborhood to places of employment is not excessive.



H. New Construction / Rehabilitated Housing

In order to be selected for PBV assistance, a site for newly constructed housing or
rehabilitated housing must meet the following HUD required site and neighborhood
standards:

«  The site must be adequate in size, exposure, and contour to accommodate the
number and type of units proposed;

< The site must have adequate utilities and streets available to service the site;

«  The site must not be located in an area of minority concentration unless HHA
determines that sufficient, comparable opportunities exist for housing for minority
families in the income range to be served by the proposed project outside areas of
minority concentration or that the project is necessary to meet overriding housing
needs that cannot be met in that housing market area;

«  The site must promote a greater choice of housing opportunities and avoid
undue concentration of assisted persons in areas containing a high proportion of
low-income persons;

«  The neighborhood must not be one that is seriously detrimental to family life
or in which substandard dwellings or other undesirable conditions predominate;

< The housing must be accessible to social, recreational, educational,
commercial, and health facilities and services and other municipal facilities and
services equivalent to those found in neighborhoods consisting largely of
unassisted similar units; and

«  Except for housing designed for elderly persons, the housing must be located
so that travel time and cost via public transportation or private automobile from
the neighborhood to places of employment is not excessive.

I. Environmental Review

HHA activities under the PBV program will be conducted in conformance with HUD
environmental regulations at 24 CFR § 50, 24 CFR 8 58, and 24 CFR 983.58. The
responsible entity is responsible for performing the federal environmental review under
the National Environmental Policy Act of 1969.

J. HOS Inspections

1. Pre-Lease-Up Inspections

HHA will inspect each contract unit and public space areas before execution of the
HAP contract. HHA will not enter into a HAP contract until all the units and public
space areas fully complies with HQS.



2. Biennial Inspections

HHA will inspect units at least biennially consisting of at least 20% of the contract
units in each building to determine if the contract units and the premises are
maintained in accordance with HQS. Units that fail HQS will be inspected annually
until the unit passes inspection. Turnover inspections are not counted toward meeting
this annual inspection requirement. If more than 20% of the annual sample of
inspected contract units in a building fails the initial inspection, HHA will reinspect
100% of the contract units in the building. HHA will make a concerted effort to
inspect more than 20% of the units at least annually.

K. Housing Assistance Payment (HAP) Contract

HHA will enter into a HAP contract for each PBV project for a maximum initial term of
15 to 20 years. HHA may extend the term of the contract for an additional term subject to
the availability of appropriations.

Subsequent extensions are subject to the same limitations. All extensions must be on the
form and subject to the conditions prescribed by HUD at the time of the extension.

The HAP contract must provide that the contractual commitment is subject to the
availability of sufficient appropriated funding as determined by HUD or by HHA in
accordance with HUD instructions. For these purposes, sufficient funding means the
availability of appropriations, and of funding under the ACC from such appropriations, to
make full payment of housing assistance payments payable to the owner for any contract
year in accordance with the terms of the HAP contract. If it is determined that there may
not be sufficient funding to continue housing assistance payments for all contract units
and for the full term of the HAP contract, HHA may terminate the HAP contract by notice
to the owner. The termination must be implemented in accordance with HUD instructions.

The annual anniversary of the HAP contract is the first day of the first calendar month
after the end of the preceding contract year. There is a single annual anniversary and
expiration date for all units under a particular HAP contract, even in cases where contract
units are placed under the HAP contract in stages (on different dates) or units are added by
amendment. The anniversary and expiration dates for all units coincide with the dates for
the contract units that were originally placed under HAP contract.

L. Changes to HAP Contract to Substitute, Add or Subtract PBV Units

At HHA’s discretion and subject to all PBV requirements, the HAP contract may be
amended to substitute a different unit with the same number of bedrooms in the same
building for a previously covered contract unit. Before any such substitution can take
place, HHA must inspect the proposed unit/public space areas. At HHA’s discretion and
subject to the restrictions on the number of dwelling units that can receive PBV assistance
per building, a HAP contract may be amended during the three-year period following the

execution date of the HAP contract to add additional PBV units in the same building. This
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type of amendment is subject to all PBV program requirements except that a new PBV
proposal is not required. If any PBV units have been vacant for 120 days, HHA may give
notice to the owner that the HAP contract will be amended to reduce the number of
contract units that have been vacant for this period. The amendment to the HAP contract
will be effective the first day of the month following the date of HHA's notice.

M. Vacancy Payments
Project-based voucher contracts have vacancy loss provisions.

1. Payment for Move-Out Month:

If an assisted family moves out of the unit, the owner may keep the housing assistance
payment payable for the calendar month when the family moves out. However, the
owner may not keep the payment if HHA determines the vacancy is the owner’s fault.

2. Vacancy Payment:

At its discretion, HHA will make vacancy payments of the monthly rent not to
exceed two full months following the move-out month. Any vacancy payment may
cover only the period the unit remains vacant.

In order to claim vacancy loss, the unit must be available for lease and the owner
must:

* Notify HHA within 48 hours, excluding weekends and holidays, upon
learning of the vacancy, or prospective vacancy; and

* Pursue activities to fill the vacancy, including:

0 Seeking eligible applicants by listing the unit with HHA;
o Notifying HHA of the availability of the unit;
o And Not rejecting potentially eligible applicants except

for good cause.

If a unit becomes vacant because of the death of the participant, HHA will permit the
owner to keep the housing assistance payment for the month in which the participant
died.

N. Waiting List and Occupancy of PBV Housing

HHA may utilize separate site-based waiting lists for admission to projects selected to
receive project-based voucher (PBV) assistance.

Once a project is selected for PBV assistance, all applicants listed on HHA’s waiting list
for tenant-based assistance will be offered the opportunity to apply for placement on the
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HHA site based PBV waiting list. Placement on a site-based PBV waiting list has no
effect on the applicant’s standing on the tenant-based waiting list. HHA will also accept
referrals from the owner to populate site-based waiting lists in the event there are no
eligible applicants from HHA’s tenant-based waiting list. All applicants who wish to be
placed on site-based PBV waiting lists must meet income and eligibility criteria for the
project.

Subject to HHA’s approval, owners may request to establish preferences for supportive
housing different than those listed in HHA’s priority code list. All requests for preferences
outside HHA must meet federal and local Fair Housing standards.

Applicants on HHA’s tenant-based waiting list will be placed on the PBV site-based
waiting list according to their original certification date and time of application, to the
tenant-based waiting list.

A preference may be given to applicants with a demonstrated need for particular projects
offering specialized services.

The owner must promptly fill vacancies utilizing the HHA PBV site-based waiting list.
The owner must lease vacant units in a development to eligible families on HHA’s PBV
site-based waiting list for that development. A preference may be given to applicants with
a demonstrated need for particular projects offering specialized services. For Existing and
Rehab units, the current resident has absolute preference on the PBV site-based waiting
list as long as they meet PBV eligibility criteria. Selection from the PBV site-based
waiting list will be based on date and time of application submission, particular eligibility
requirements (for example, senior only), and available unit size.

In determining family unit size, HHA may grant an exception to its established subsidy
standards if determined that the exception is justified by the age, sex, health, handicap, or
relationship of family members or other personal circumstances.

O. Leasing of Project-Based unit

HHA will make housing assistance payments to the owner in accordance with the HAP
contract for contract units leased and occupied by eligible project-based voucher families
during the HAP contract term. Per HUD regulations, payments will not begin on behalf of
a PBV participant until after the following events:

«  Participant has attended a briefing
. Unit and public space areas Pass HQS Inspection

»  Participant submitted all necessary documents to confirm income and
program eligibility
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. Owner has submitted a lease with the rent breakdown and effective date
determined by HHA.

P. Contract Rent to Owner
The contract rent to owner must not exceed the lowest of the following amounts:

e  Anamount determined by HHA, not to exceed 110% of the applicable fair
market rent (or any HUD-approved exception payment standard) for the unit
bedroom size minus any utility allowance;

e  The reasonable rent determined by HHA, and

Q. Rent Reasonableness
HHA will redetermine rent reasonableness:

*  Whenever there is a 5% or greater decrease in the published FMR in effect
60 days before the contract anniversary for the unit sizes specified in the HAP
contract as compared with the FMR in effect one year before the contract
anniversary.

*  Whenever HHA approves a change in the allocation of responsibility for
utilities between the owner and the participant.

The reasonable rent of a unit receiving PBV assistance will be determined by comparison
to rent for other comparable unassisted units. At any time, HHA may require the owner to
submit information on rents charged by the owner for other units in the premises or
elsewhere.

R. Contract Rent Increases

Requests for a rent increase for PBV assisted units must be made in writing by the owner at
least 60 days in advance of the HAP anniversary date. The contract rent to owner must not
exceed 110% of FMR. In accordance with HUD guidance, HHA has elected to adopt the policy
that the maximum rent permitted for the unit shall not be less than the initial contract rent for
the under a PBV HAP

PREFERENCES

Local preferences are established by the Housing Authority to select applicants from the Wait
List. Points are assigned to each preference, totaled, and those applicants with the highest
points are selected for participation in the Section 8 programs. If points are equal, applicants
are selected by date and time of application. Points are as follows:

25 POINTS: REASONABLE ACCOMMODATION: Residents who reside in a Public Housing
dwelling or Housing Choice Voucher participants may request to transfer as a reasonable
accommodation to a different Authority program.
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20 POINTS: RESIDENCY PREFERENCE: Applicants who reside in the Hagerstown Primary
Metropolitan Statistical Area (PMSA) or applicants who work, or have been hired to work, in the
PMSA.

15 POINTS: Any pre-existing tenants at McCleary Hill, who at the end of their one-year
tenancy, desire to move using a Housing Choice Voucher.

10 POINTS: DISPLACED BY GOVERNMENT ACTION: A Displaced family means a family
in which each member, or whose sole member, is a person displaced by government action, or a
person whose dwelling has been extensively damaged or destroyed as a result of a disaster
declared or otherwise formally recognized pursuant to Federal disaster relief laws.

5POINTS: ELDERLY/DISABLED HEAD OR COHEAD OR SINGLE DISPLACED: Any
head or co-head who is elderly, age 62 or older, or a person with disabilities as defined in HUD
regulations and Housing Authority definitions; and/or any single person displaced by disaster or
government action as defined in HUD regulations and Housing Authority definitions.

SELECTION FROM THE WAIT LIST

The date and time of application will be utilized to determine the sequence within the above-
prescribed preferences.

Notwithstanding the above, families who are elderly, disabled, or displaced will be offered
housing before other single persons.

To meet the statutory requirement that 75% of newly admitted families in any fiscal year be
families who are extremely low-income, the Housing Authority retains the right to skip higher
income families on the waiting list to reach extremely low-income families. This measure will
only be taken if it appears the goal will not otherwise be met. To ensure this goal is met, the
Housing Authority will monitor incomes of newly admitted families and the income of the
families on the waiting list.

If there are not enough extremely low-income families on the waiting list, we will conduct
outreach on a non-discriminatory basis to attract extremely low-income families to reach the
statutory requirement.
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6.1

ENROLLMENT AND LEASE UP

BRIEFING

When the Housing Authority selects a family from the wait list, the family will be scheduled to
attend a briefing explaining how the program works. In order to receive a voucher, the family is
required to attend the briefing. If they cannot attend the originally scheduled briefing, an
appointment will be rescheduled. If the family fails to attend two briefings without good cause,
they will be denied admission.

If an applicant with a disability requires auxiliary aids to gain full benefit from the briefing, the
Housing Authority will furnish such aids where doing so would not result in a fundamental
alteration of the nature of the program or in an undue financial or administrative burden. In
determining the most suitable auxiliary aid, the Housing Authority will give primary