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Chapter 1

STATEMENT OF POLICIES AND OBJECTIVES INTRODUCTION

The Section 8 Program was enacted as part of the Housing and Community Development Act of 1974,
which rectified the U.S. Housing Act of 1937. The Act has been amended from time to time, and its
requirements, as they apply to the Section 8 Tenant-Based Assistance Program and is described in and
implemented throughout this Administrative Plan. The Section 8 tenant-based programs are federally
funded and administered for the County of Merced by the HACM of the County of Merced (HACM)
through its Housing Choice VVoucher program office.

Administration of the Housing Choice Voucher Program and the functions and responsibilities of the
HACM staff shall be in compliance with the HACM's Administrative Plan and the Department of
Housing and Urban Development's (HUD) Housing Choice Voucher Regulations as well as all Federal,
State and local Fair Housing Laws and Regulations.

Jurisdiction
The jurisdiction of the HACM is the County of Merced.

A. HACM MISSION STATEMENT
The HACM offers affordable housing opportunities in our community, free from discrimination, to

enhance the quality of life of those we serve.

B. HACM VISION STATEMENT
The HACM will be nationally recognized as an innovative agency and a leader in creating
community partnerships that result in individuals and families having hope for a better tomorrow.

C. LOCAL OBJECTIVES

The Housing Choice Voucher tenant-based assistance program is designed to achieve these major
objectives:

1. To ensure that all units meet Housing Quality Standards and families pay fair and reasonable
rents.

2. To promote fair housing and the opportunity for very low-income families of all ethnic
backgrounds to experience freedom of housing choice.

3. To promote a housing program which maintains quality service and integrity while providing an
incentive to private property owners to rent to very low-income families.

In addition, the HACM has the following goals for the program:

1. To assist the local economy by increasing the occupancy rate and the amount of money flowing
into the community.

2. To encourage self-sufficiency of participant families and assist in the expansion of family
opportunities which address educational, socio-economic, recreational and other human service’s
needs.

3. To create positive public awareness and expand the level of family, owner, and community
support in accomplishing the HACM’s mission.

4. To attain and maintain a high level of standards and professionalism in our day-to-day
management of all program components.

5. To administer an efficient, high-performing agency through continuous improvement of the
HACM's support systems and commitment to our employees and their development.

Housing Authority of the County of Merced
Statement of Policies & Objectives
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D. PURPOSE OF THE ADMINISTRATIVE PLAN [24 CFR 982.54]
The purpose of the Administrative Plan is to establish policies for carrying out the programs in a
manner consistent with HUD requirements and local goals and objectives contained in the
Agency Administrative Plan. The Housing Choice Voucher Program was implemented as of
October 1,
1999, and pre-merger Housing Voucher tenancies and Over Fair Market Rent tenancies
converted automatically to Housing Choice VVoucher tenancies on that date. All other existing
contracts
remained in effect until the family’s second reexamination after the merger date or when a new
lease was executed.

The HACM is responsible for complying with all changes in HUD regulations pertaining to
these programs. If such changes conflict with this Administrative Plan, HUD regulations will
have precedence. The HACM will revise this Administrative Plan as needed to comply with
changes in HUD regulations. The original Administrative Plan and any changes must be
approved by the Board of Commissioners of the agency, the pertinent sections included in the
Agency Administrative Plan, and a copy provided to HUD.

This Administrative Plan is a supporting document to the HACM’s Agency Plan, and is available
for public review as required by 24 CFR 903.

Applicable regulations include:

e 24 CFR Part 5: General Program Requirements

24 CFR Part 8: Nondiscrimination
e 24 CFR Part 35: Lead Based Paint

o 24 CFR Part 982: Housing Choice Voucher Tenant-Based Assistance: Housing Choice
Voucher Program

o 24 CFR Part 983: Project Based Vouchers
o 24 CFR Part 985: Section 8 Management Assessment Program SEMAP

Local rules that are made part of this Administrative Plan are intended to promote local
housing objectives consistent with the intent of the federal housing legislation.

E. RULES AND REGULATIONS [24 CFR 982.52]
This Administrative Plan is set forth to define the HACM's local policies for operation of the
housing programs in the context of Federal laws and Regulations. All issues related to Housing
Choice Voucher not addressed in this document are governed by such Federal regulations, HUD
Memos, Notices and guidelines, or other applicable law. The policies in this Administrative Plan
have been designed to ensure compliance with the consolidated ACC and all HUD-approved
applications for program funding.

Housing Authority of the County of Merced
Statement of Policies & Objectives
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F. TERMINOLOGY
The HACM of the County of Merced is referred to as “HACM” throughout this document.

“Family” is used interchangeably with “Applicant” or “Participant” and can refer to a single
person family.

“Tenant” is used to refer to participants in terms of their relationship to
landlords. “Landlord” and “owner” are used interchangeably.
“Disability” is used where “handicap” was formerly used.

“Non-citizens Rule” refers to the regulation effective June 19, 1995 restricting assistance to
U.S. citizens and eligible immigrants.

The Section 8 program is also known as the Housing Choice VVoucher Program.

“HQS” means the Housing Quality Standards required by regulations as enhanced by the Housing
Authority.

“Failure to Provide” refers to all requirements in the Family Obligation (see Chapter “Denial or
Termination of Assistance”).

“Merger date” refers to October 1, 1999, which is the effective date of the merging of the Section 8
Certificate and VVoucher program into the Housing Choice VVoucher

Program. See the Glossary for other terminology.

G. FAIR HOUSING POLICY [24 CER 982.54(d)(6)]
It is the policy of the HACM to comply fully with all Federal, State, and local
nondiscrimination laws and with the rules and regulations governing Fair Housing and
Equal Opportunity in housing and employment.

The HACM shall not deny any family or individual the equal opportunity to apply for or receive
assistance under the Section 8 Programs on the basis of race, color, sex, religion, familial status,
creed, national or ethnic origin (called “protected classes™), ancestry, age, familial or marital
status, disability or sex (including sexual orientation and gender identity/expression) or source of
income. Familial status includes children under the age of 18 living with parents or legal
custodians, pregnant women, and people securing custody of children under the age of 18.

To further its commitment to full compliance with applicable Civil Rights laws, the HACM will
provide Federal, State, and local information to voucher holders regarding unlawful
discrimination and any recourse available to families who believe they are victims of a
discriminatory act. Such information will be made available during the family briefing session,
and all applicable Fair Housing Information and Discrimination Complaint Forms will be made a
part of the voucher holder's briefing packet and available upon request at the front desk.

Fair Housing posters are posted throughout the HACM offices, including in the lobby and
interview rooms and the equal opportunity logo will be used on all outreach materials. Staff will
attend local fair housing update training sponsored by HUD and other local organizations to keep

Housing Authority of the County of Merced
Statement of Policies & Objectives
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current with new developments.

Except as otherwise provided in 24 CFR 8.21(c)(1), 8.24(a), 8.25, and 8.31, no individual with
disabilities shall be denied the benefits of, be excluded from participation in, or otherwise be
subjected to discrimination because the HACM's facilities are inaccessible to or unusable by
persons with disabilities. Posters and housing information are displayed in locations throughout
the HACM's office in such a manner as to be easily readable from a wheelchair.

The HACM offices are accessible to persons with disabilities. Accessibility for the hearing
impaired is provided by the California Relay Service or by utilizing the Telecommunications
Device for the Deaf (TDD) TeleType (TTY) at 711 or 1-800-855-7100.

H. REASONABLE ACCOMMODATIONSPOLICY [24 CER 100.204]
It is the policy of this HACM to be service-directed in the administration of our housing
programs, and to exercise and demonstrate a high level of professionalism while providing
housing services to families.

A participant with a disability must first ask for a specific change to a policy or practice as an
accommodation of their disability before the HACM will treat a person differently than anyone
else. The HACM’s policies and practices will be designed to provide assurances that persons with
disabilities will be given reasonable accommodations, upon request, so that they may fully access
and utilize the housing program and related services. The availability of requesting an
accommodation will be made known by including notices on HACM forms and letters.

This policy is intended to afford persons with disabilities an equal opportunity to obtain the same
result, to gain the same benefit, or to reach the same level of achievement as those who do not
have disabilities and is applicable to all situations described in this Administrative Plan including
when a family initiates contact with the HACM, when the HACM initiates contact with a family
including when a family applies, and when the HACM schedules or reschedules appointments of
any kind.

To be eligible to request a reasonable accommodation, the requester must first certify (if
apparent) or verify (if not apparent) that they are a person with a disability under the following
ADA definition:
e A physical or mental impairment that substantially limits one or more of the
major life activities of an individual,

e A record of such impairment; or
e Being regarded as having such impairment.

Rehabilitated former drug users and alcoholics are covered under the ADA. However, a current
drug user is not covered. In accordance with 5.403(a), individuals are not considered disabled for
eligibility purposes solely on the basis of any drug or alcohol dependence. Individuals whose
drug or alcohol addiction is a material factor to their disability are excluded from the definition.
Individuals are considered disabled if disabling mental and physical limitations would persist if
drug or alcohol abuse discontinued.

Once the person’s status as a qualified person with a disability is confirmed, the HACM will
require that a professional third party competent to make the assessment and provide written
verification that the person needs the specific accommodation due to their disability and the
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change is required for them to have equal access to the housing program.

If the HACM finds that the requested accommodation creates an undue administrative or financial
burden, the HACM will either deny the request and/or present an alternate accommodation that
will still meet the need of the person.

¢ Anundue administrative burden is one that requires a fundamental alteration
of the essential functions of the HACM (i.e., waiving a family obligation).

¢ Anundue financial burden is one that when considering the available resources of
the agency as a whole, the requested accommodation would pose a severe financial
hardship on the HACM.

The HACM will provide a written decision to the person requesting the accommodation within a
reasonable time. If a person is denied the accommodation or feels that the alternative suggestions
are inadequate, they may request an informal hearing to review the HACM decision.

Reasonable accommodation will be made for persons with a disability that requires an advocate
or accessible offices. A designee will be allowed to provide some information, but only with the
permission of the person with the disability.

The HACM will not grant a reasonable accommodation that would allow the tenants to grow,
use, otherwise possess, or distribute medical marijuana, even if in doing so such tenants are
complying with state laws authorizing medical marijuana related conduct. The HACM will deny
admission to those applicant households with individuals who are, at the time of consideration for
admission, using medical marijuana. This is in accordance with the Quality Housing and Work
Responsibility Act (QHWRA) of 1998 (42 U.S.C. 13661).

All HACM mailings will be made available in an accessible format upon request, as a
reasonable accommodation.

Verification of Disability
The HACM will verify disabilities under definitions in the Fair Housing Amendments Act of 1988,
Section 504 of the 1973 Rehabilitation Act, and Americans with Disabilities Act.

Outreach

Outreach efforts will include notification of the HACM’s 504 Advisory Board as well as all other
media and agencies listed in the HACM’s Administrative Plan regarding public notices (see
section on opening and closing the waiting list in “Applying for Admission” in Chapter 3).

Applying for Admission

All persons who wish to apply for any of the HACM?’s programs must submit a pre-
application in written format, as indicated in our public notice. Pre-applications will be made
available in an accessible format upon request from a person with a disability.

The full application is completed at the eligibility appointment in the applicant’s own
handwriting, unless assistance is needed, or a request for accommodation is requested by a person
with a disability. Applicants will then be interviewed by HACM staff to review the information
on the full application form. Verification of disability as it relates to 504, Fair Housing, or an
ADA reasonable accommodation will be requested at this time. The full application will also
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K.

include questions asking all applications whether reasonable accommodations are necessary.

LIMITED ENGLISH PROFICIENCY (LEP) POLICY

In accordance with Federal guidelines, the HACM may make reasonable efforts to provide and
arrange free language assistance for persons with Limited English Proficiency (LEP). An LEP
individual is a person who does not speak English as their primary language and who has a limited
ability to read, writes, speak, or understand English. This policy was developed to serve
applicants, participants, and/or persons eligible for housing assistance.

The HACM has developed a Language Access Plan (LAP) to ensure its programs and services
are accessible to person(s) with LEP.

TRANSLATION OF DOCUMENTS
In determining whether it is feasible to provide translation of documents written in English
into other languages, the HACM will consider the following factors:

o Number of applicants and participants in the jurisdiction who do not speak English
and speak the other language.

e Estimated cost to HACM per client of translation of English written
documents into the other language.

e The availability of local organizations to provide translation services to non-
English speaking families.

¢ Availability of bilingual staff to provide translation for non-English speaking

families.

The HACM has bilingual staff and/or translation services available to assist non-English speaking
families in languages that have been identified in accordance with the Housing
Authority’s Language Access Plan (LAP) .

MANAGEMENT ASSESSMENT OBJECTIVES
The HACM operates its housing assistance programs with efficiency and can demonstrate to
HUD auditors that the HACM is using its resources in a manner that reflects its commitment
to quality and service.

The HACM policies and practices are consistent with the areas of measurement for the following
HUD Section Eight Management Assessment Program (SEMAP) indicators:
Selection from the Waiting List

Reasonable Rent

Determination of Adjusted Income

Utility Allowance Schedule

HQS Quality Control Inspections

HQS Enforcement

Expanding Housing Opportunities

Payment Standards

Annual Reexaminations

CoNOOR~WNE
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10. Correct Tenant Rent Calculations

11. Pre-Contract HQS Inspections

12. Annual HQS Inspections

13. Lease-up

14. Family Self-Sufficiency Enrollment and Escrow Account Balances
15. Bonus Indicator De-concentration

Supervisory quality control reviews will be performed by a HACM designated staff or other
qualified person other than the person who performed the work, as required by HUD, on the
following SEMAP factors:

Selection from the waiting list
Rent reasonableness
Determination of adjusted income
HQS Enforcement

HQS Quality Control

The annual sample of files and records will be drawn in an unbiased manner, leaving a clear
audit trail. The minimum sample size to be reviewed will relate directly to each factor.

L. RECORDS FOR MONITORING HACM PERFORMANCE
To demonstrate compliance with HUD and other pertinent regulations, the HACM will maintain
records, reports and other documentation for a time that is in accordance with HUD requirements
and in a manner that will allow an auditor, housing professional or other interested party to
follow, monitor and/or assess the HACM?’s operational procedures objectively and with accuracy
and in accordance with SEMAP requirements with internal supervisory audits.

In addition to the required SEMAP documentation, a designated staff audits the following
functions:

0 Not less than five percent (5%) of reexaminations

0 Not less than five percent (5%) of new applications

M.  PRIVACY RIGHTS [24 CFER 982.551 AND 24 CFR 5.212]
Applicants and participants, including all adults in their households, are required to sign the HUD
9886 Authorization for Release of Information. This document incorporates the Federal Privacy
Act Statement and describes the conditions under which HUD and the HACM wiill release family
information. The HACM's policy regarding release of information is in accordance with State and
local laws which may restrict the release of family information.

Any and all information which would lead one to determine the nature and/or severity of a
person's disability must be kept in a separate folder and marked “confidential” or returned to the
family member after its use. The personal information in this folder must not be released except
on an “as needed” basis in cases where an accommodation is under consideration. All requests for
access and granting of accommodations based on this information must be approved by the
Director of Housing Programs.

The HACM's practices and procedures are designed to safeguard the privacy of applicants and
program participants. All applicant and participant files will be stored in a secure location
which is only accessible by authorized staff. The HACM will not collect or maintain sensitive
personally identifiable information without proper authorization. Additionally the HACM

will only collect Personally Identifiable Information (PII) that is needed for the purpose for
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which it is collected.

e Personally Identifiable Information is defined in the Office of Management and
Budget (OMB), M-07-16 as “. . . information which can be used to distinguish or
trace an individual’s identity, such as their name, social security number, biometric
records, etc. alone, or when combined with other personal or identifying
information which is linked or linkable to a specific individual, such as date and
place of birth, mother’s maiden name, etc.”

e Sensitive Personally Identifiable Information is PII that when lost,
compromised or disclosed without authorization could substantially harm an
individual. Examples of sensitive P1I include social security or driver’s license
numbers, medical records, and financial account numbers such as credit or
debit card numbers.

HACM staff will not discuss family information contained in files unless there is a business
reason to do so. Inappropriate discussion of family information or improper disclosure of family
information by staff will result in disciplinary action (reference Section 906 of the Personnel
Policy).

The HACM utilizes HUD’s Enterprise Income Verification (EIV) system as an on-line source for
income verification before or during a reexamination, through an independent source that
systematically and uniformly maintains income information in a computerized format for a large
number of individuals. This system enables the HACM to check a variety of income sources for
all family members, regardless of income sources reported by applicants and participants.

The HACM staff may not disclose EIV data to any third parties (EIV data is property of HUD and
protected by the Federal Privacy Act). Staff may only provide EIV data to the individual (only) to
whom the record pertains and to the receiving HA during a portability transfer (refer to Chapter
13 Moves with Continued Assistance/Portability). EIV data of minors may be provided to the
minor’s parent or guardian.

All files must be signed for when removed from the secured file storage area.

N. FAMILY OUTREACH

The HACM will publicize and disseminate information to make known the availability of
housing assistance and related services for very low-income families on a regular basis. When
the HACM's waiting list is open, the HACM will publicize the availability and nature of
housing assistance for very low-income families in a newspaper of general circulation, minority
media, and by other suitable means.

The HACM will communicate the status of housing availability to other service providers in the

community, and advise them of housing eligibility factors and guidelines in order that they can
make proper referrals for housing assistance.

O. OWNER OUTREACH

The HACM encourages owners of decent, safe and sanitary housing units to lease to HCV
families. The HACM conducts periodic meetings with participating owners to improve owner
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relations and to recruit new owners.

The HACM maintains a list of interested landlords and a list of units available for the HCV
Program available through “Go Section 8”.

Printed material is offered to acquaint owners and managers with the opportunities available
under the program.

The HACM has active participation in a community-based organization(s) comprised of private
property and apartment owners and managers.

The HACM encourages program participation by owners of units located outside areas of
poverty or minority concentration. The HACM periodically evaluates the demographic
distribution of assisted families to identify areas within the jurisdiction where owner outreach
should be targeted. The purpose of these activities is to provide more choices and better housing
opportunities to families. Voucher holders are informed of a broad range of areas where they
may lease units inside the HACM’s jurisdiction who are willing to lease units or help families
who desire to live outside areas of poverty or minority concentration.
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Chapter 2
ELIGIBILITY FOR ADMISSION

[24 CFR Part 5, Subparts B, D & E; Part 982, Subpart E]

INTRODUCTION

This chapter defines both HUD and the HACM's criteria for admission and denial of admission to the
program. The policy of this HACM is to strive for objectivity and consistency in applying these criteria
to evaluate the eligibility of families who apply.

The HACM staff will review all information provided by the family carefully and without regard to
factors other than those defined in this chapter. Families will be provided the opportunity to explain
their circumstances, to furnish additional information if needed, and to receive an explanation of the
basis for any decision made by the HACM pertaining to their eligibility.

A

B.

ELIGIBILITY FACTORS [982.201(b)]
The HACM accepts applications only from families whose head or spouse is at least 18 years of
age or emancipated minors under State law.

To be eligible for participation, an applicant must meet HUD's criteria, as well as any
permissible additional criteria established by the HACM.

The HUD eligibility criteria are:
e An applicant must be a “family”
e An applicant must be within the appropriate income limits
An applicant must furnish social security numbers for all family members age six and older.

e An applicant must furnish declaration of citizenship or eligible immigrant
status and verification where required.

e At least one member of the applicant family must either be a U.S. citizen or have
eligible immigration status before the HACM may provide any financial assistance.

Reasons for denial of admission are addressed in Chapter 15, “Denial or Termination of
Assistance” of this Administrative Plan. These reasons for denial constitute additional admission
criteria. The family's initial eligibility for placement on the waiting list will be made in
accordance with the eligibility factors.

Evidence of citizenship/eligible immigrant status will not be verified until the family is selected
from the waiting list for final eligibility processing for issuance of a voucher, unless the HACM
determines that such eligibility is in question, whether or not the family is at or near the top of
the waiting list.

FAMILY COMPOSITION [24 CER 982.201(c)]

The applicant must qualify as a family. Family includes, but is not limited to, the
following, regardless of actual or perceived sexual orientation, gender identity, or marital
status:
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1. Asingle person, who may be an elderly person, displaced person, disabled person, near-
elderly person, or any other single person; or

2. A group of persons residing together, and such group includes, but is not limited to:

i. A family with or without children (a child who is temporarily away from the home
because of placement in foster care is considered a member of the family);
ii.  Anelderly family;
iii. A near-elderly family;
iv.  Adisabled family;
v.  Adisplaced family; and
vi.  The remaining member of a tenant family.

A remaining member of a resident family, meaning a family member of an assisted resident
family who remains in the unit when other members of the family have left the unit.

Other families are defined by the HACM as follows:

A family also includes two or more individuals who are not related by blood, marriage, adoption,
or other operation of law, but who either can demonstrate that they have lived together within 12
months of a complete application for eligibility. Each family must identify the individuals to be
included in the family at the time of application, and must update this information if the family’s
composition changes.

Head of Household

The head of household is the adult member of the household who is designated by the family as
head, is wholly or partly responsible for paying the rent, and has the legal capacity to enter into a
lease under State/local law. Emancipated minors who qualify under State law will be recognized
as head of household.

For an applicant, Head of Household will be determined by who is designated on the original
application. However, if a family unit separates while presently on the waiting list, the HACM
will make every effort to encourage the family members to decide on who will retain the Housing
Choice Voucher application. Under no circumstances shall the authority allow the separate
households to be admitted as two applicants to the wait list.

The applicant, or Head of Household, is not allowed to switch a member on the application, or to
add a member as Head of Household in order to receive a preference.

Example: Head of Household adds grandfather to application, but switches the grandfather to
Head of Household in order to receive Veteran Status.

A new application on the waiting list, also is not acceptable, if the Head of Household is, in this
particular case, the grandfather, and the same family members are on the application. A new
application would only be acceptable, for an example, with the grandfather as the Head of
Household, as long as the family members on the application were not family members of the

other application.
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The original Head of Household must remain the Head of Household, except for a split in the
family as explained below.

If the family cannot agree on whom will retain the Housing Choice Voucher application and there
is no court determination, the HACM shall use the following guidelines to determine who will
retain the application based on HACM'’s determination of the evidence presented:

12 Priority

Given to victims of domestic violence if domestic violence is a contributing cause of the family
breakup.

2™ Priority

Given to the adult member of the household who retains primary physical custody of the majority
of the household’s minor children.

3" Priority

Given to the adult member of the household who is disabled.

4™ Priority

Given to the adult member who initially applied, if another adult member was added at a later
time.

Note: If all of the circumstances do not apply and the only adult member left on the application is
an adult member that was not added at the initial submission of the application, that adult member
will not have residual rights to the application, and will need to reapply to the Housing Choice
Voucher Program.

The HACM shall require verification of the above circumstances. If either or both of the families
do not provide the documentation requested by the HACM, removal from the waiting list for
failure to supply requested verifications will occur.

Spouse of Head
Spouse means the husband or wife of the head.

For proper application of the Non-citizens Rule, the definition of spouse is: the marriage
partner who in order to dissolve the relationship would have to be divorced. It includes the
partner in a common law marriage. The term “spouse” does not apply to boyfriends,
girlfriends, significant others, or co-heads.

Co-Head

A co-head is an individual in the household who is equally responsible for the lease with the
head of household. A family may have a spouse or co-head, but not both. A co-head never
qualifies as a dependent.

Live-in Attendants [24 CFR 982.316]
A family may include a live-in aide provided that such live-in aide:

Housing Authority of the County of Merced
Eligibility for Admission

Page 2-3



o Is determined by the HACM to be essential to the care and well-being of an
elderly person, a near-elderly person, or a person with disabilities;

¢ Is not obligated for the support of the person(s), and

e Would not be living in the unit except to provide care for the person(s).

A live-in aide is treated differently than family members:

¢ Income of the live-in aide will not be counted for purposes of determining eligibility
or level of benefits.

e Live-in aides are not subject to Non-Citizen Rule requirements.

e Live-in aides may not be considered as a remaining member of the tenant family.

e A Live-in aide will not be considered as a family member at a later date.

Relatives are not automatically excluded from being live-in aides, but they must meet all of
the elements in the live-in aide definition described above.

A live-in aide may only reside in the unit with the approval of the HACM. Written verification
will be required from a reliable, knowledgeable professional, such as a doctor, social worker,
or caseworker. The verification provider must certify that a live-in aide is needed for the care
of the family member who is elderly or disabled.

The HACM will approve a live-in aide if needed as a reasonable accommodation to make the
program accessible to and usable by the family member with a disability. Approval of a live-in
aide for reasonable accommodation will be in accordance with CFR 24 Part 8 and Chapter 1,
Section H, “Reasonable Accommodations Policy” of this Administrative Plan. Verification must
include the hours the care will be provided.

At any time, the HACM will refuse to approve a particular person as a live-in aide or may
withdraw such approval if:

1. The person has been on a federal housing program and evicted from public housing or
terminated from Housing Choice VVoucher due to program violation.

2. The person owes any amounts of money to any federal housing program.

3. The person commits fraud, bribery, or any other corrupt or criminal act in connection with any
federal housing program; commits drug-related criminal activity, or violent criminal activity.

4. The person has employment outside of the home.
Another person is residing in the unit who is capable of providing the care for participant.
6. Participant requiring live in aide must supply the HACM with verification from a reliable,
knowledgeable professional, such as a medical doctor, social worker or caseworker. The
verification must demonstrate that a live-in aide is necessary and the family would not be equally
well served by a home health care service or a care provider who does not live in the unit. This
verification will be required to be given to the HACM at the initial time the live-in aide begins to
reside in the subsidized unit.

Other additional family members of live in care attendant reside in unit with participant.

8. In instances where the family receives payments from Human Services through In Home
Supportive Services (IHSS) program, and the live-in aide reported to the HACM is not the same
person on the record with IHSS.

9. The live-in aide’s qualification for housing occupancy terminates when the individual needing
the supportive services leaves the unit or fails to qualify for continued occupancy or where the

o

~
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need for live in assistance ceases. The live-in aide does not qualify for continued occupancy as a
remaining member of the tenant family, even if they are related by blood, marriage or operation
of law.

Multiple Families in the Same Household

When families apply which consist of two families living together (such as a mother and father,
and a daughter with her own husband or children) and if they apply as a family unit, they will be
treated as a family unit.

Joint Custody of Children

Children who are subject to a joint custody agreement but live with one parent at least fifty-one
percent (51%) of the time will be considered members of the household.” Fifty-one percent
(51%), is defined as 183 days of the year.

—There will be a self-certification required of families who claim joint custody or temporary
guardianship.

When both parents are on the waiting list and both are trying to claim the child, the parent whose
address is listed in the school records will be allowed to claim the school-age child as a
dependent.

In some instances both parents will have joint custody of a child, and the child will reside with
one parent more than 51 percent of the time, but the other parent will receive the welfare benefits
for the child. In these cases the HACM will consult with the welfare department and review the
court ordered visitation documents. HACM will make a determination based on the information
presented.

Other factors that the HACM will consider to determine subsidy standard and/or deductions from
annual income are:

e Which family takes the child as a dependent on the most recent Federal Income Tax
Return.

School records showing address of child.

Who pays for the primary medical care of child.

Any other court documents pertaining to custody or details of support for the child.
Whose name and address appear on the SS and/or SSI income records with Social
Security for the child’s benefits.

Student Eligibility [24 CFR 5.612]
Restrictions on Individual who are Enrolled at an Institution of Higher Education and
Applying for HCV in their Individual Capacity:

Restrictions on assistance to students enrolled in an institution of higher education are as follows:
No assistance shall be provided under section 8 of the 1937 Act to any individual who:

e Isenrolled as a student at an institution of higher education, as defined under section
102 of the Higher Education Act of 1965;
e Isunder 24 years of age;
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Is not a veteran of the U.S. military;

Is unmarried,;

Does not have a dependent child;

Is not a person with disabilities and was not receiving assistance under Section 8 of the
1937

Act as of November 30, 2005; and

Is not otherwise individually eligible, or has parents who, individually or jointly, are
not eligible on the basis of income to receive assistance.

C. INCOME LIMITATIONS [24 CER 982.201(b), 982.353]
To be eligible for assistance, an applicant must have an annual income at the time of admission
that does not exceed the very low-income limits for occupancy established by HUD.

To be income eligible, the applicant must be a family in the very low-income category, which is a
family whose income does not exceed fifty percent (50%) of the area median income. The HACM
will not admit families whose income exceeds fifty percent (50%) of the area median income
except those families included in 24 CFR 982.201(b).

To be income eligible the family may be under the low-income limit in any of the
following categories [24 CFR 982.201(b)]:

e A very low-income family.

e A low-income family that is continuously assisted under the 1937 Housing Act. An
applicant is continuously assisted if the family has received assistance under any 1937
Housing Act program within sixty (60) days of voucher issuance. Programs include any
housing federally assisted under the 1937 Housing Act.

o A low-income family physically displaced by rental rehabilitation activity under 24
CFR.511.

A low-income non-purchasing family residing in a HOPE 1 or HOPE 2 project.
A low-income non-purchasing family residing in a project subject to a home-
ownership 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 a mortgage or voluntary termination of a mortgage insurance contract
under

= 24 CFR 248.165.

¢ A low-income family that qualifies for voucher assistance as a non-purchasing
family residing in a project subject to a resident home-ownership program.

To determine if the family is income-eligible, the HACM compares the annual income of the
family to the applicable income limit for the family's size. Families whose annual income
exceeds the income limit will be denied admission and offered an informal review.

Portability
For initial lease-up at admission, families who exercise portability must be within the
applicable income limit for the jurisdiction of the receiving HACM in which they want to live.

D. MANDATORY SOCIAL SECURITY NUMBERS [24 CFR 5.216, 5.218]
Families are required to provide verification of Social Security Numbers (SSN) for all family
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members prior to admission. This requirement also applies to persons joining the family after
admission to the program. Failure to furnish verification of Social Security numbers is grounds
for denial or termination of assistance.

Disclosure Requirements

Disclosure of Social Security numbers is required. The requirements of this section apply to
applicants and participants. Each applicant and participant must submit complete and

accurate

Social Security numbers assigned to the applicant and to each member of the applicant’s household.

Each person, except those age 62 years of age or older as of January 31, 2010, whose initial
determination of eligibility was begun before January 31, 2010, must submit a valid SSN if
the participant has:

e Not previously disclosed a Social Security number;

e Previously disclosed a Social Security number that HUD or the Social Security
Administration (SSA) determined was invalid; or

e Beenissued a new Social Security number

Once a participant has disclosed and the HACM has verified each SSN, the following rules
apply:

Addition of new household member who is at least 6 years of age or under the age of 6 and
has an assigned SSN. When the participant requests to add a new household member who
is at least 6 years of age, or is under the age of 6 and has an assigned SSN, the participant
must provide the following to the HACM at the time of the request, or at the time of
processing the interim reexamination or recertification of family composition that includes
the new member(s).

Addition of new household member who is under the age of 6 and has no assigned SSN.
When a participant or applicant requests to add a new household member who is under

the age of 6 and has not been assigned a SSN, the participant/applicant shall be required

to

provide the complete and accurate SSN assigned to each new child within 90 calendar days
of the child being added. For new admission, the 90-Day clock doesn’t start ticking until the
date of lease-up.

The HACM shall grant an extension of one additional 90-day period if the processing entity, in
its discretion, determines that the participant’s/applicant’s failure to comply was due to
circumstances that could not have reasonably been foreseen and were outside the control of the
participant/applicant.

If the participant/applicant does not provide requested SSN within the authorized time period, the
HACM will impose appropriate penalties in accordance with 24 CFR 5.218.

The mandatory SSN requirements do not apply to individuals in mixed families, who do not
contend eligible immigration status under HUD’s non-citizens regulation nor does it interfere
with existing requirements relative to pro-ration of assistance or screening for such families.
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E. CITIZENSHIP/ELIGIBLE IMMIGRATION STATUS [24 CER PART 5, SUBPART E]
In order to receive assistance, a family member must be a U.S. citizen or eligible immigrant.
Individuals, who are neither, may elect not to contend their status. Eligible immigrants are
persons
who are in one of the immigrant categories as specified by HUD.

For the citizenship/eligible immigration requirement, the status of each member of the family
is considered individually before the family's status is defined.

Mixed Families

A family is eligible for assistance as long as at least one member is a citizen or eligible immigrant.
Families that include eligible and ineligible individuals are called “mixed.” Such applicant
families will be given notice that their assistance will be pro-rated and that they may request an
informal review if they contest this determination.

All members ineligible
Applicant families that include no eligible members are ineligible for assistance. Such families
will be denied admission and offered an opportunity for an informal review.

Non-citizen students
As defined by HUD in the non-citizen regulations (24 CFR 5.522), they are not eligible
for assistance.

Appeals
For this eligibility requirement only, the applicant is entitled to an informal hearing exactly like
those provided for participants.

Verification of Status before Admission
The HACM will not provide assistance to any family prior to the verification of eligibility
for the individual or at least one member of the family pursuant to this section.

F. OTHER CRITERIA FOR ADMISSIONS [24 CFR 982.552(b)]
A family will not be admitted to the program if any member of the family has been evicted from
federally assisted housing for serious violations of the lease within the past five (5) years. A
family will be denied admission to the program if any member of the family fails to sign and
submit consent forms for obtaining information required by the HACM, including HUD Form
9886.

The HACM will apply the following criteria, in addition to the HUD eligibility criteria, as
grounds for denial of admission to the program:

e The family must not have violated any family obligation during a previous
participation in the Housing Choice Voucher program for five (5) years prior to final
eligibility determination.

e The HACM will make an exception if the family member who violated the family
obligation is not a current member of the household on the application.

e The family must pay any outstanding debt owed to the HACM or another Has a result of
prior participation in any federal housing program within fifteen (15) days of HACM
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notice to repay. If the family has already entered into a repayment agreement, the family
must provide written proof of participation in the agreement.

e The family must be in good standing regarding any current payment agreement made
with another Housing Authority for a previous debt incurred, before this HACM will
allow participation in its Housing Choice Voucher Program.

e The HACM will check criminal history for all adults in the household to determine
whether any member of the family has violated any of the prohibited behaviors as
referenced in the section on screening and termination’s policy (Chapter 15, “Denial or
Termination of Assistance” of this Administrative Plan).

o If any member of the family is subject to a lifetime registration requirement under a State
sex offender registration program.

o If any applicant deliberately misrepresents the information on which eligibility or tenant
rent is established, the HACM may deny assistance and may refer the family file/record
to the proper authorities for appropriate disposition.

o If any household member has been convicted of manufacturing or producing
methamphetamine in a building or complex assisted under the public housing or Housing
Choice Voucher Programs, they are permanently prohibited admission to the Housing
Choice Voucher Program.

e The family must pay any outstanding prior debt owed to the HACM or another Housing
Authority as a result of prior participation in any federal housing program. If a family is
not currently entered into a repayment agreement or is not in good standing with an
existing repayment agreement, the family must pay the balance in full within 15 days of
the HACM notice to repay.

G. Criminal Background Checks

The HACM will conduct criminal background checks on all adult members of the family at time
of consideration of eligibility.

Background checks and denials based there on may occur before or after admission and/or
occupancy to the program.

Administration

All screening and termination procedures shall be administered fairly and in such a way as not to
violate rights to privacy or discriminate on the basis of race, color, nationality, religion, familial
status, disability, or other legally protected groups.

To the maximum extent possible, the HACM will involve other community and governmental
entities in the promotion and enforcement of this policy.

The fact that an applicant or tenant was arrested for a disqualifying offense shall not be treated or
regarded as proof that the applicant or tenant engaged in disqualifying criminal activity. The
arrest may, however, trigger an investigation to determine whether the applicant or tenant actually
engaged in disqualifying criminal activity. As part of its investigation, HACM may obtain the
police report associated with the arrest and consider the reported circumstances of the arrest. The
HACM may also consider any statements made by witnesses or the applicant or tenant not
included in the police report; whether criminal charges were filed; whether, if filed, criminal
charges were abandoned, dismissed, not prosecuted, or ultimately resulted in an acquittal; and any
other evidence relevant to determine whether or not the applicant or tenant engaged in
disqualifying activity.
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Screening of Applicants
In an effort to prevent future illegal drug related, violent criminal activity and other criminal

activity, as well as other patterns of behavior that pose a threat to the health, safety or right to
peaceful enjoyment of the premises by other residents, the HACM will endeavor to screen
applicants as thoroughly and fairly as possible.

Such screening of new admissions will apply to any member of the household who is 18 years of
age or older or who is an emancipated minor, including a live-in aide. Criminal background
checks will also be conducted on any adult being added to a participant’s family composition,
including a live-in aide.

All adult members of families who port into HACM's jurisdiction, whether a new admission or a
participant, will be screened for criminal background history.

Any violations as stated in the above paragraphs will be grounds for termination/denial of
admission.

Standard for Violation

The HACM will deny participation in the program to applicants and terminate assistance to
participants in cases where the HACM determines there is reasonable cause to believe that the
person (person also can include a live-in aide) is either illegally using a controlled substance, or if
the person abuses/abused alcohol, or engages/engaged in violent criminal activity, or
commits/committed any other criminal activity that may interfere with the health, safety or right
to peaceful enjoyment of the premises by other residents (including property management staff
residing on the premises), or by persons residing in the immediate vicinity of the premises.
“Engaged in or engaging in” violent criminal activity means any act by applicants or participants,
household members, or guests which involves criminal activity that has as one of its elements the
use, attempted use, or threatened use of physical force against the person of another, which did or
did not result in the arrest and/or conviction of the applicant or participant, household members,
guests, or live-in aide.

Housing Authority Discretion

In deciding whether to deny or terminate assistance because of action or failure to act by
members of the family, the HACM has discretion to consider all of the circumstances in each
case, including the seriousness of the case, the extent of participation or culpability of individual
family members, the length of time since the violation occurred and more recent record of
compliance, and the effects of denial or termination of assistance on other family members who
were not involved in the action or failure to act.

The HACM may impose, as a condition of continued assistance for other family members, a
requirement that family members who participated in or were culpable for the action or failure
will not reside in the unit. The HACM may permit the other members of a family to continue in
the program.

Notice of Denial of Assistance
In any case where the HACM decides to deny assistance to a family, the HACM must give the
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family written notice which states:

e The reason(s) for the proposed denial,
e The family's right, if they disagree, to request an Informal Review
e The date by which a request for an informal review must be received by the HACM.

Required Evidence

Preponderance of evidence is defined as evidence which is of greater weight or more convincing
than the evidence which is offered in opposition to it; that is, evidence which as a whole shows
that the fact sought to be proved is more probable than not. The intent is not to prove criminal
liability, but to establish that the act(s) occurred. Preponderance of evidence may not be
determined by the number of witnesses, but by the greater weight of all evidence. The HACM
may deny or terminate assistance if the preponderance of evidence indicates that a family member
has engaged in such activity, regardless of whether the family member has been arrested or
convicted.

Credible evidence may be obtained from police and/or court records. Testimony from neighbors,
when combined with other factual evidence can be considered credible evidence. Other credible
evidence includes documentation of drug raids or arrest warrants.

The HACM may pursue fact-finding efforts as needed to obtain credible evidence; however, the
HACM may deny or terminate assistance based only on preponderance of evidence as stated
above.

Domicile (Primary Residence/Legal Residence)

Domicile is defined as a family’s legal place of residence. It is the location where an individual or
individuals claim their residence of first choice and spend a significant amount of their time residing
at that location and caring about their affairs through that location. Domicile may be established by at
least two of the following documents:

1. Anindividual receiving correspondence at that address;

2. Anindividual having a vehicle or vehicles registered with that address;

3. An individual listing the residence address on their driver's license or other personal
identification cards or listings;

4. Anindividual listing the residence in connection with any employment of that individual,

5. An individual whose name is listed at the residences addressed for purposes of utility bills or
other services provided at that residence address;

6. An individual who uses the residence address to register to vote;

7. Attendance of dependents at a primary or secondary school;

8. Filing a homeowner’s property tax exemption;

9. Renting or leasing a home for use as a residence;

10. Recent marriage or divorce records issued in California;
11. Recent California court documents showing an address; or
12. Police records from a California law enforcement agency.
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Documents not acceptable as verification of residency are:

A declaration or an affidavit can only be used in support with at least two of the above verifications:
Domicile residence can also be established on the basis that an individual is observed, on a frequent

basis departing from and returning to the residence. Domicile residence can further be established if
an individual has resided at the residence in the capacity of a guest or visitor for a majority of any
two week period of time, or a total of thirty (30) days in a 12 month period.

H. TENANT SCREENING [24 CFR 982.307]
The HACM will take into consideration any of the criteria for admission described in Chapter
15, “Denial or Termination of Assistance” of this Administrative Plan. The HACM will not
screen family behavior or suitability for tenancy. The HACM will not be liable or responsible
to the owner or other persons for the family’s behavior or the family’s conduct in tenancy.

The owner is responsible for screening and selection of the family to occupy the owner’s unit.
On or before the HACM’s approval of the tenancy, the HACM will inform the owner that
screening and selection for tenancy is the responsibility of the owner. The owner is responsible
for screening families based on their tenancy histories, which may include:

Payment of rent and utility bills

Caring for a unit and premises

Respecting the rights of other residents to the peaceful enjoyment of their housing
Drug-related criminal activity or other criminal activity that is a threat to the health,
safety or property of others

e Compliance with other essential conditions of tenancy

The HACM must offer the owner other information in the HACM's possession
concerning the family, including:

e The family’s current and prior address as shown in the HACM’s records; and
e The name and address (if known by the HACM) of the landlord at the family’s current
and prior address.

The HACM may offer the owner other information in the HACM's possession
concerning the family, including:

¢ Information about the family’s tenancy history
¢ Information about drug-trafficking by family members

The same types of information will be supplied to all owners.

The HACM will advise families how to file a complaint if they have been discriminated against by
an owner. The HACM will advise the family to make a Fair Housing complaint. The HACM may
also report the owner to HUD (Fair Housing/Equal Opportunity) or the local Fair Housing
Organization.

I CHANGES IN ELIGIBILITY PRIOR TO EFFECTIVE DATE OF THE CONTRACT
Changes that occur during the period between issuance of a voucher and lease up may affect
the family's eligibility or share of the rental payment.
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J. INELIGIBLE FAMILIES
Families who are determined to be ineligible will be notified in writing of the reason for denial and
given an opportunity to request an informal review, or an informal hearing if they were denied due
to non-citizen status. See Chapter 19, “Complaints and Appeals” of this Administrative Plan for
additional information about reviews and
hearings.

K.  PROHIBITED ADMISSIONS CRITERIA [982.202(b)]

Admission to the program may not be based
on:

e  Where the family lives before admission to the program;
Where the family will live with assistance under the program;

¢ Discrimination because members of the family are unwed parents, recipients of
public assistance, or children born out of wedlock;

e Discrimination because a family includes children;
e Whether a family decides to participate in a family self-sufficiency program; or
Other reasons listed in Chapter 1, Section G (Fair Housing Policy) and Section H (Reasonable

Accommodations Policy) of this Administrative Plan
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Chapter 3
APPLYING FOR ADMISSION

[24 CFR 982.204]

INTRODUCTION
The policy of the HACM is to ensure that all families who express an interest in housing assistance are
given an equal opportunity to apply, and are treated in a fair and consistent manner. This chapter
describes the policies and procedures for completing an initial pre-application for assistance, placement
and denial of placement on the waiting list, and limitations on who may apply. The primary purpose of the
intake function is to gather information about the family, but the HACM will also utilize this process to
provide information to the family so that an accurate and timely decision of eligibility can be made.
Applicants will be placed on the waiting list in accordance with this Administrative Plan.

A

OVERVIEW OF THE APPLICATION TAKING PROCESS
The purpose of application taking is to permit the HACM to gather information and determine
placement on the waiting list. The application will contain questions designed to obtain pertinent
program information.

Families who wish to apply for any one of the HACM's programs must complete a pre-
application form when application waiting list is open. Pre-applications will be made
available in an accessible format upon request from a person with a disability.

When the waiting list is open, any family asking to be placed on the waiting list for HCV rental
assistance will be given the opportunity to complete a pre-application.

The application process will involve two phases. The first is the “initial” application for

assistance
(referred to as a pre-application). This first phase results in the family's placement on the
waiting list.

The pre-application will be dated, time-stamped, and referred to the HACM’s where it will be
maintained until such time as it is needed for processing.

The second phase is the “final determination of eligibility” (referred to as the full application).
The full application takes place when the family is selected from the waiting list. At this time the
HACM ensures that verification of all HUD and HACM eligibility factors is current in order to
determine the family's eligibility for the issuance of a voucher.

OPENING/CLOSING OF THE WAITING LIST [24 CER 982.206, 982.54(d)(1)]

Opening the Waiting List

The HACM will utilize the following procedures for opening the waiting list.

When the HACM opens the waiting list, the HACM will advertise through public notice in the
following newspapers, minority publications and media entities:

e Agency website
e The Merced Sun Star
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Human Services Agency

Area Agency on Aging

United Way of Merced

Other None profit agencies

Other public Agencies for the County

The notice will contain:

The dates, times, and the locations where families may apply.
The programs for which applications will be taken.

A brief description of the program.

Limitations, if any, on who may apply.

The Methods of by which the pre-applications will be accepted.

The notices will be made in an accessible format if requested. They will provide potential
applicants with information that includes the web site address, the HACM address and telephone
number, how to submit an application, information on eligibility requirements, and the
availability of local preferences.

Upon request from a person with a disability, additional time will be given as an accommodation
for submission of an application after the closing deadline. This accommodation is to allow
persons with disabilities the opportunity to submit an application in cases when a social service
organization provides inaccurate or untimely information about the closing date.

If the waiting list is open, the HACM will accept applications from eligible families unless there
is good cause for not accepting the application, such as denial of assistance because of action or
inaction by members of the family for the grounds stated in Chapter 15, “Denial or Termination
of Assistance” of this Administrative Plan.

Closing the Waiting List
The HACM may stop applications if there are enough applicants to fill anticipated
openings for the next 24 months. The waiting list may not be closed if it would have a
discriminatory effect inconsistent with applicable civil rights laws.

The HACM may announce the closing of the waiting list by public notice.

The open period shall be long enough to achieve a waiting list adequate to cover projected
turnover and new allocations over the next 24 months. The HACM will give at least a ten (10)
day notice prior to closing the list. When the period for accepting applications is over, the
HACM will add the new applicants to the list by:

e Separating the new applicants into groups based on preferences and ranking applicants
within each group by date and time of application.

C. “INITIAL” APPLICATION PROCEDURES [24 CFR 982.204(b)]
The HACM will utilize a pre-application form. The information is to be filled out by the
applicant whenever possible.

The purpose of the pre-application is to permit the HACM to preliminarily assess family
eligibility or ineligibility and to determine placement on the waiting list. The pre-application will
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contain at least the following information:

Applicant name

Family size (number of bedrooms the family qualifies for under HACM subsidy
standards)

Date and time of application

Qualification for any local preference

Racial or ethnic designation of the head of household
Annual (gross) family income

Email Address

Social Security Number

Date of Birth

Contact Phone Number

Incomplete or duplicate applications will not be accepted.

Pre-applications will not require an interview. The information on the application will not be
verified until the applicant has been selected for final eligibility determination. Final eligibility
will be determined when the full application process is completed and all information is verified.
The head of household will also be required to sign the Supplement to Application for
FederallyAssisted Housing Form.

D. APPLICANT STATUS WHILE ON WAITING LIST [CFR 982.204]
Applicants are required to inform the HACM in writing of household changes, including address
within 10 business days of the occurrence. Applicants are also required to respond to requests
from the HACM to update information on their application and to determine their interest in
assistance.

E. TIME OF SELECTION [24 CFER 982.204]
When funding is available, families will be selected from the waiting list in their
determined sequence, regardless of family size, subject to income targeting requirements.

When there is insufficient funding available for the family selected from the wait list, the
HACM will not admit any other applicant until funding is available for the first applicant.

F. COMPLETION OF AFULL APPLICATION
All preferences claimed on the pre-application or while the family is on the waiting list will be
verified after the family is selected from the waiting list during the full application process.
The
qualification for preference must exist at the time the preference is claimed and at the time
of
verification, because claim of a preference determines placement on the waiting
list.

After the preference is verified, when the HACM is ready to select applicants, applicants will be
required to:

e Complete a Personal Declaration prior to the full application interview.
e Complete a full application packet in their own handwriting, unless assistance is needed.
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If a request for accommodation is made by a person with a disability, the HACM
interviewer will complete the full application form with answers supplied by the
applicant. The applicant will then be interviewed by HACM staff to review the
information on the full application form.

e Participate in a full application interview with a HACM representative during which the
applicant will be required to furnish complete and accurate information as requested by
the interviewer. The applicant will sign and certify that all information is complete and
accurate.

e The full application packet will be communicated as requested as an
accommodation to a person with a disability.

Requirement to Attend Interview

The HACM utilizes the full application interview to discuss the family's circumstances in greater
detail, to clarify information which has been provided by the family, and to ensure that the
information is complete. The interview is also used as a vehicle to meet the informational needs of
the family by providing information about the application and verification process, as well as to
advise the family of other HACM services or programs which may be available.

All adult family members are required to attend the interview and sign the housing
application packet.

Exceptions may be made for students attending school out of state or for members for
whom attendance would be a hardship.

If an applicant fails to appear for a pre-scheduled appointment, the HACM will automatically
schedule a second appointment. If the applicant misses the second appointment without prior
approval, the application is denied and the pre-application may be removed from the wait list.

If the interview appointment letter is returned to the HACM with a forwarding address, the HACM
will make no more than two (2) attempts to forward the appointment letter to the new forwarding
address before canceling the application.

Reasonable accommaodations will be made for persons with a disability who require an advocate
or accessible offices. A designee will be allowed to participate in the interview process, but only
with permission of the person with a disability.

If an application is denied due to failure to attend the full application interview, the applicant
will be notified in writing and offered an opportunity to request an informal review (see Chapter
19 “Complaints and Appeals” of this Administrative Plan).

All adult members must sign the HUD Form 9886, Release of Information, the application, the
declarations and consents related to citizenship/immigration status and any other supplemental
forms required by the HACM. Applicants will be required to sign specific verification forms for
information which is not covered by the HUD Form 9886. Failure to do so will be cause for
denial of the application.

Every adult household member must sign a consent form to release criminal conviction records
and to allow the HACM to receive records and use them in accordance with HUD regulations.

If the HACM determines at or after the interview that additional information or document(s)
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are needed, the HACM will request the document(s) or information in writing. The family
will be given ten (10) business days to supply the information.

If the letter requesting the additional information is returned to the HACM with a forwarding
address, the HACM will make no more than one (1) attempt to forward the appointment letter to
the new forwarding address.

If the information is not supplied in this time period, the HACM will provide the family a
notification of denial for assistance (see Chapter 19 “Complaints and Appeals” of this
Administrative Plan).

G. VERIFICATION [24 CFR 982.201(e)]
Information provided by the applicant will be verified using the verification procedures in Chapter
7, “Verification Procedures” of this Administrative Plan. Family composition, income, allowances
and deductions, assets, full-time student status, eligibility and rent calculation factors, and other
pertinent information will be verified. Verifications may not be more than sixty (60) days old at
the time of issuance of the voucher.

If the HACM determines at or after the interview that additional information or document(s)
are needed, the HACM will request the document(s) or information in writing. The family
will be given ten (10) business days to supply the information.

If the information is not supplied in this time period, the HA will provide the family a
notification of denial for assistance (see Chapter 19, “Complaints and Appeals” of this
Administrative Plan).

H. FINAL DETERMINATION AND NOTIFICATION OF ELIGIBILITY [24 CFR 982.201]
After the verification process is completed, the HACM will make a final determination of
eligibility. This decision is based upon information provided by the family, the verification
completed by the HACM, and the current eligibility criteria in effect. If the family is determined to
be eligible, the HACM will mail a notification of eligibility. A briefing will be scheduled for the
issuance of a voucher and the family's orientation to the housing program.
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Chapter 4
ESTABLISHING PREFERENCES AND MAINTAINING THE WAITING LIST [24

CFR Part 5, Subpart D; 982.54(d)(1); 982.204, 982.205, 982.206]

INTRODUCTION
It is the HACM's objective to ensure that families are placed in the proper order on the waiting list and
selected from the waiting list for admissions in accordance with the policies in this Administrative Plan.

This chapter explains the local preferences which the HACM has adopted to meet local housing needs,
defines the eligibility criteria for the preferences and explains the HACM's system of applying them.

By maintaining an accurate waiting list, the HACM will be able to perform the activities which ensure
that an adequate pool of qualified applicants will be available so that program funds are used in a
timely manner.

A

WAITING LIST Establishment [24 CER 982.204]

The HACM uses a single waiting list for admission to its HCV tenant-based assistance program.
Except for special admissions, applicants will be selected from the HACM waiting list in
accordance with policies and preferences and income targeting requirements defined in this
Administrative Plan.

At the time of the pre-application, any information indicating the applicant may qualify for a local
preference (e.g., an applicant's certification that they reside within the jurisdiction qualifying them
for the Residency Preference) will be accepted without verification. Actual entitlement for a local
preference will be verified at initial eligibility determination.

The waiting list will be maintained in accordance with the following guidelines:
e The pre-application will be a permanent file.

e Applicant name
Family unit size (number of bedrooms family qualifies for under HACM subsidy
standards)
Date and time of the completed pre-application
Information pertaining to possible qualification for a local preference
¢ Race and ethnicity of the head of household

If the HACM’s waiting list for its public housing, project-based voucher, or moderate
rehabilitation programs is open when the applicant is placed on the housing choice voucher
program waiting list, the HACM must offer to place the applicant on these other waiting lists, as
long as the other programs include units suitable for the application.

APPLICANT STATUS WHILE ON WAITING LIST [CFR 982.202 (c), 982.204]
No applicant has a right or entitlement to be listed on the waiting list, or to any particular position
on the waiting list.

Applicants are required to inform the HACM in writing of changes of their address within 10
business days of the occurrence. This will also assist the HACM in establishing and maintaining a
current and updated waiting list to effectively plan for future pre-application intake. Applicants
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are also required to respond to requests from the HACM to update information on their pre-
application, or to determine their continued interest in assistance.

Families who are ineligible for the reason of only owing a debt to the HACM or any other Federal
Housing Program will be allowed to have their pre-application placed on the waiting list. When the
family is interviewed for placement into the Housing Choice Voucher Program, the family must pay
the debt in full before the final eligibility process will continue.

If the family is determined to be ineligible based on the information provided in the pre-
application, the HACM will notify the family in writing (in an accessible format upon request as
a reasonable accommodation), state the reason(s), and inform them of their right to an informal
review. Persons with disabilities may request to have an advocate attend the informal review as
an accommodation. See Chapter 19 on, "Complaints and Appeals.”

The waiting list will be maintained with accurate information.

APPLICANT PORTAL

The Applicant Portal has been established for persons that make a pre-application with the
HACM so that they may create an on-line account to review and update their personal
information, including their current address, as well as indicate their continued interest in
remaining on the waiting list. As our primary mode of communication with the applicant is by e-
mail and/or regular U.S. mail, it is critical that we have a valid, current mailing address and/or e-
mail address at all times so that we will be able to make contact with the applicant.

PURGING THE WAITING LIST [24 CER 982.204 (c)]

The waiting list will be purged as necessary. The HACM may notify applicants by mail or e-mail
to ensure that the waiting list is current and accurate. The request to applicants will ask for
confirmation of their continued interest.

Any mailings to the applicant which require a response will state that failure to respond within
ten (10) business days will result in the applicant’s name being removed from the waiting list. An
extension of thirty (30) days to respond will be granted, if requested and needed as a reasonable
accommodation for a person with a disability.

If an e-mail contact attempt is made, and the e-mail is rejected the HACM will send a letter via
U.S. postal service. If the letter is returned by the Post Office without a forwarding address, the
applicant will be removed from the waiting list without further notice, and the envelope and letter
will be maintained in the file. If mail is returned with a forwarding address, the HACM will make
no more than one (1) attempt to forward the mail to the new forwarding address before removing
the applicant from the wait list.

If an applicant is removed from the waiting list for failure to respond, they will not be entitled
to reinstatement unless the Director of Housing Programs or her/his designee determines there
were circumstances beyond the person’s control.

Applicants are required to contact the HACM periodically. The HACM allows a grace period of
thirty (30) days after completion of the purge to request a reinstatement. Applicants who respond
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during this grace period will be reinstated.

GROUNDS FOR CANCELLATION FROM THE WAITING LIST

The HACM will cancel the pre-application when the applicant does not respond to the HACM*s
request for response by a specific date, failure to attend a scheduled appointment or if a letter is
returned by the Post Office.

Any mailings to the applicant which require a response by a specific deadline will state that
failure to respond by the deadline will result in the applicant's name being removed from the
waiting list.

If a letter is returned by the Post Office, the pre-application will be canceled without further
notice, and the envelope and letter will be maintained in the file. Applicants may be reinstated
after the HACM has conducted a review of the case and is approved. If the applicant did not
respond to the HACM request for information or updates because of a family member‘s
disability, this fact will be verified and documented, and the HACM will reinstate the applicant in
the family‘s former position on the waiting list.

B.  SPECIAL ADMISSIONS [24 CFR 982.54(d), 982.203]
If HUD awards a HACM program funding that is targeted for specifically named families, the
HACM will admit these families under a special admission procedure. Special admission families
will be admitted outside of the regular waiting list process. They do not have to qualify for any
preferences, nor are they required to be on the program waiting list. The HACM maintains
separate records of these admissions.

The following are examples of types of program funding that may be designated by HUD for
families living in a specified unit:

e A family displaced because of demolition or disposition of a public or Indian
housing project;

e A family residing in a multifamily rental housing project when HUD sells, forecloses

or demolishes the project;

For housing covered by the Low Income Housing Preservation and Resident

Homeownership Act of 1990;

A family residing in a project covered by a project-based Housing Choice VVoucher HAP

contract at or near the end of the HAP contract term;

A non-purchasing family residing in a HOPE 1 or HOPE 2 project; and

A family participating in the HUD-Veterans Affairs Supported Housing (VASH) program.

C. INITIAL DETERMINATION OF LOCAL PREFERENCE QUALIFICATION
[24 CFR 982.207]
HUD permits the HACM to establish local preferences and give priority to serving families
that meet those criteria. HUD specifically authorizes and places restrictions on certain
types of local preferences. HUD also permits the HACM to establish other local preferences, at its
discretion. The HACM’s local preferences are based on local housing needs and priorities.
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The HACM uses the following local preference system:
Points:

100 points: Veteran Preference: Current members of the military, veterans, or surviving spouses
of veterans may qualify for this preference. Applicants must provide proof of honorable
discharge. If discharge is less than honorable, applicant must provide proof of eligibility to
receive veteran benefits.

15 points: Residency Preference: Families who live, work, or have been hired to work within
Merced County and /or residents. Applicants who are working or who have been notified that
they are hired to work in a residency preference area must be treated as residents of the residency
preference area.

10 points: Involuntarily Displaced: Families who have been displaced due to a locally declared
disaster, state declared disaster, federally declared disaster or other national emergency. It will
also be given to those families that are involuntarily displaced by HACM action (emergency
relocation, extensive rehabilitation and insufficient funding or other local disasters) as
approved by Executive Director.

HUD regulations state that a residency preference must not be based on how long an applicant
has resided or worked in a residency preference area.

10 points: Elderly or Disabled Person Preference: An elderly preference applies if the head,
spouse or co-head are a person who is age 62 or older. A disabled person preference applies if the
head, spouse or co-head receives Social Security or Supplemental Security benefits or otherwise
meets the definition of disabled as defined under Section 223 of the Social Security Act.

Set Aside Vouchers for Advancement from Transitional Housing Assistance

The HACM may at its discretion set-aside up to one hundred vouchers annually, when funding
permits from its available HCV Tenant-Based Voucher allocation, to be used to assist Merced
County individuals or families who are:

e Participating in a Supportive Housing Program, or Emergency Solutions Grants
program; or by a partnering homeless service organization that is a member of the
Merced County Continuum of Care’s centralized/coordinated assessment system.

e Where all other considerations are equal, residents of the County of Merced will be
selected before non-residents. These transitional housing applications may be accepted
even when the waiting list is closed.

e An individual or family who lacks a fixed, regular and adequate nighttime
residence meaning:

0 An individual or family living in a supervised publicly or privately operated shelter
designated to provide temporary living arrangements (including congregate shelters,
transitional housing, and hotels and motels paid for by charitable organizations or by
federal, state or local government programs for low-income individuals)
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o An individual who is exiting an institution where he or she resided for 90 days or
less and who resided in an emergency shelter or place not meant for human
habitation immediately before entering that institution

0 A primary nighttime residence that is a public or private place not designed for or
ordinarily used as a regular sleeping accommodation for human beings, including a
car, park, abandoned building, bus or train station, airport or camping ground

e Any individual or family who:

o s fleeing, or is attempting to flee, domestic violence, dating violence, sexual assault,
stalking, or other dangerous or life-threatening conditions that relate to violence
against the individual or a family member, including a child, that has either taken
place within the individual’s or family’s primary nighttime residence or has made
the individual or family afraid to return to their primary nighttime residence; and

0 Has no other residence; and

0 Lacks the resources or support networks, e.g. family, friend, and faith-based or other
social networks, to obtain other permanent housing

Independent Living Skills Program: The HACM may designate 20 vouchers annually, when
funding permits. Foster youth/young adults transitioning from foster care and who lack adequate
housing or are at risk for homelessness . Must be referred by partnering agency where MOU is in
place

The HACM will use the following to select among applicants on the waiting list with the same
preference status:

e Date and time of receipt of a completed pre-application.

D. INITIAL DETERMINATION OF LOCAL PREFERENCE QUALIFICATION [24 CFR
982.207]
At the time of application, an applicant's entitlement to a local preference may be made on the
following basis. An applicant's certification that they qualify for a preference will be accepted
without verification at the initial pre-application. When the family is selected from the waiting
list for the final determination of eligibility, the preference will be verified.

If the preference verification indicates that an applicant does not qualify for the preference, the
applicant will be returned to the waiting list without the local preference and given an
opportunity for an informal review.

If, at the time the family applied, the preference claim was the only reason for placement of
the family on the list and the family cannot verify their eligibility for the preference as of the
date of application, the family will be removed from the list.

If the preference verification indicates that an applicant does not qualify for the preference, the
applicant will be returned to the waiting list without the Local Preference and given an
opportunity for an informal review.

Local preferences will not have the effect of disproportionately delaying or denying assistance to
members of protected classes (race, color, religion, sex, national origin, age, familiar status,
disability, sexual orientation or gender identity of any member of an applicant family).
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PREFERENCE DENIAL [24 CFR 982.207]
If the HACM denies a preference, the HACM will notify the applicant in writing of the reasons
why the preference was denied and offer the applicant an opportunity for an informal review with
the Director of Housing Programs or her/his designee. If the preference denial is upheld as a result
of the review, or the applicant does not request a review, the applicant will be placed on the
waiting list without benefit of the preference. Applicants may exercise other rights if they believe
they have been discriminated against.

If the applicant falsifies documents or makes false statements in order to qualify for any
preference, they will be removed from the waiting list.

E. TARGETED FUNDING [24 CFR 982.203]
When HUD awards special funding for certain family types, families who qualify are placed on
the regular waiting list. When a specific type of funding becomes available, the waiting list is
searched for the first available family meeting the targeted funding criteria.

Applicants who are admitted under targeted funding which are not identified as a special
admission are identified by codes in the automated system. The following types of program
funding may be “targeted” programs:

e Family Unification Program
A family displaced because of demolition or disposition of a public housing project
A family residing in a multi-family rental housing project when HUD sells,
forecloses or demolishes the project
Housing covered by the Low Income Housing Preservation and Resident Homeownership
Act of 1990 (41 U.S.C. 4101 et seq.) CFR 248.173)

e A non-purchasing family residing in a project subject to a homeownership program (under
24

e CFR248.173)

e A family residing in a project covered by a project-based Section 8 HAP contract at or
near the end of the HAP contract term

e A non-purchasing family residing in a HOPE 1 or HOPE 2 project.

F. INCOME TARGETING
In accordance with the Quality Housing and Work Responsibility Act (QHWRA) of 1998, each
fiscal year the HACM will reserve a minimum of seventy-five percent (75%) of its Housing
Choice Voucher new admissions for families whose income does not exceed the higher of
Federal poverty level or thirty percent (30%) of the area median income. HUD refers to these
families as “extremely low-income families.” The HACM will admit families who qualify under
the extremely low-income limit to meet the income-targeting requirement, regardless of
preference.

The HACM’s income targeting requirement does not apply to low income families
continuously assisted as provided for under the 1937 Housing Act.

The HACM is also exempted from this requirement where the HACM is providing assistance to
low income or moderate income families entitled to preservation assistance under the tenant-
based program as a result of a mortgage prepayment or opt-out.

The HACM shall have the discretion, at least annually, to exercise the “fungibility” provision
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of the QHWRA. This provision allows the HACM to admit less than the minimum forty
percent (40%) of its extremely low-income families in a fiscal year to its public housing
program to the extent that the HACM’s admission of extremely low income families in the
tenant-based assistance program exceeds seventy-five percent (75%) of all admissions during
the fiscal year. If exercising this option the HACM will follow the fungibility threshold
limitations as set forth in QHWRA legislation.

The discretion by the HACM to exercise the fungibility provision is also reflected in the
HACM’s Public Housing Admissions and Continued Occupancy Policy (ACOP).

G. PREFERENCE AND INCOME TARGETING ELIGIBILITY [24 CFR 982.207]
Change in Circumstances
Changes in an applicant's circumstances while on the waiting list may affect the families
entitlement to a preference. Applicants are required to notify the HACM in writing or via applicant
portal when their circumstances change.

When an applicant claims an additional preference, they will be placed on the waiting list in the
appropriate order determined by the newly claimed preference. The exception to this is that if at
the time the family applied, the waiting list was only open to families who claimed that
preference.

In such case, the applicant must verify that they were eligible for the first preference before they
are returned to the waiting list with the new preference.

If the family’s verified annual income at final eligibility determination does not fall under the
extremely low-income limit, and the family was selected for income targeting purposes
before families with a higher preference, the family will be returned to the waiting list.

Separate Waiting Lists for Housing Authority Programs (Moved from Chapter 3 pg. 3-8)
In accordance with HUD regulations (24 CFR 982.205 (ii)) at the time an applicant is applying for

HCV assistance, if pre-applications are being accepted for its Public Housing or Project-Based
program, the family must be offered an opportunity to apply for the other program.

Project-Based Voucher Units Designated for Elderly or Disabled Families

Developments specifically designed for elderly or disabled families may enter into contract under
the Project-Based Voucher Program. An elderly family is defined as a family whose head,
spouse, co-head, or sole member is a person who is 62 years of age or older. A disabled family is
a family whose head, spouse, co-head, or sole member is a person with a disability [24 CFR
5.403]. Preference will be given in tenant selection for units in the project-based development
designated for senior or disabled families. In selecting elderly or disabled families to fill these
units, the HACM must also apply any preferences established in this Administrative Plan. The
HACM may not discriminate against elderly or disabled families that include children (Fair
Housing Amendments Act of 1988).

If there are not enough elderly families to occupy the units in a designated senior Project-Based
Voucher development, the HACM may allow near-elderly families to occupy the units. A near-
elderly family is a family whose head, spouse, or co-head is at least fifty to sixty-one (50-61)
years old. When there are insufficient elderly families on the waiting list who wish to reside in a
Project-Based Voucher Program development designated as a senior complex, near-elderly
families will be selected.
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Other Housing Assistance [24 CFR 982.205(b)]
Other housing assistance means a Federal, State or local housing subsidy, as determined by
HUD, including Public Housing.

The HACM may not take any of the following actions because an applicant has applied for,
received, or refused other housing.

Refuse to list the applicant on the HACM waiting list for tenant-based assistance;
Deny any admission preference for which the applicant is currently qualified;
Change the applicant’s place on the waiting list based on preference, date and time of
application, or other factors affecting selection under the HACM selection policy; or
¢ Remove the applicant from the waiting list.

SELECTION FROM THE WAITING LIST FOR ADMISSION [24 CFR 982.207]

As vouchers become available for admission, the HACM will select from its waiting list.
Preference and application information will be verified and updated.

METHOD OF SELECTION [24 CER 982.202(d) and 982.207 (c)]
The HACM selects families from the waiting list according to preferences, lottery number and/or
the date and time of the pre-application.

Families who are selected from the waiting list shall be contacted by the HACM to complete a
full intake packet for eligibility. Applicants may not retain their place on the waiting list if they
refuse to complete the application process.

The HACM will conduct its method of selection so there is a clear audit trail that can be used to
verify each applicant has been selected in accordance with the method specified in this
Administrative Plan.

In the event eligibility information, such as criminal background checks, is received or obtained
after an applicant is issued a voucher, that information, if it shows ineligibility, will be used to
deny/terminate admission/assistance in HCV Program.

Housing Authority of the County of Merced
Establishing Preferences and Maintaining the Waiting List

Page 4-8



Chapter5
SUBSIDY STANDARDS [24
CFR 982.402]

INTRODUCTION

HUD guidelines require that HACM's establish subsidy standards for the determination of family unit
size, and that such standards provide for a minimum commitment of subsidy while avoiding
overcrowding. The standards used for the unit size selected by the family must be within the minimum
unit size requirements of HUD's Housing Quality Standards and the HACM'’s subsidy standards. This
chapter explains the subsidy standards, which will be used to determine the voucher size (family unit size)
for various sized families when they are selected from the waiting list, as well as the HACM's procedures
when a family's size changes or a family selects a unit size that is different from the voucher.

A

DETERMINING FAMILY UNIT (VOUCHER) SIZE [24 CFR 982.402]

The HACM does not determine who shares a bedroom/sleeping room, but there must be at
least one person per bedroom on the voucher. The HACM's subsidy standards for determining
voucher size shall be applied in a manner consistent with Fair Housing guidelines.

For subsidy standards, an adult is a person 18 years of age or older.

All standards in this section relate to the humber of bedrooms on the voucher, not the family's
actual living arrangements.

The unit size on the voucher remains the same as long as the family composition remains the
same, regardless of the actual unit size rented.

The HACM will consider factors such as family characteristics including sex, age, or
relationship. Persons of different generations may not be required to share a bedroom.
Consideration will also be given for medical reasons and the presence of a live-in aide.

In accordance with PIH Notice 2010-51, the HACM may approve an additional bedroom for
medical equipment if the need is documented by a health care provider. The actual equipment in
the extra bedroom will be verified by the HACM during the annual inspection of the unit. If the
extra bedroom is not being used for the intended purpose, the HACM must reduce the voucher
size and corresponding payment standard at the family’s next annual recertification.

In addition to the verification during the annual inspection of the unit, the HACM may, if
applicable, verify the actual equipment in the extra bedroom during the initial inspection.

Generally, the HACM assigns one bedroom to two people within the following guidelines:
e The HACM provides one room for the Head of Household (with the spouse, Co-
head, Registered Domestic partner, Boyfriend/Girlfriend of the Head of Household if
any) and one additional room for every two persons regardless of age or gender.

e Foster children will be included in determining unit size only if they will be in the unit
for more than (12) months.
Single person families shall be allocated one (1) bedroom
Live-in attendants will be provided a separate bedroom if the assisted unit is the live—

Housing Authority of the County of Merced
Subsidy Standards

Page 5-1



in attendant’s principle residence. No additional bedrooms are provided for the

attendant’s family.
e Space may be provided for a child who is away at school but who lives with the

family during school recesses.

A single pregnant woman with no other family members must be treated as a two-person family.
Single person families shall be allocated a zero or a one bedroom voucher depending on funding
availability. Space may not be provided for a family member, other than a spouse, who will be
absent most of the time, such as a member who is away in the military.

GUIDELINES FOR DETERMINING VOUCHER SIZE

Voucher Size

Persons in Household

Minimum Number Maximum Number
0 Bedroom 1 2
1 Bedroom 1 4
2 Bedrooms 2 6
3 Bedrooms 3 8
4 Bedrooms 4 10
5 Bedrooms 5 12
6 Bedrooms 6 14

B. EXCEPTIONS TO SUBSIDY STANDARDS [24 CFR 982.403(a) & (b)]

The HACM shall grant exceptions from the subsidy standards if the family submits a
request and the HACM determines the exceptions are justified by the relationship,