PROCEDURE ON OPENING AND CLOSING THE WAITING LIST

Opening of the waiting list will be announced with a public notice stating that applications for public housing will again be accepted. The public notice will state where, when, and how to apply. The notice will be published in a local newspaper of general circulation and also by any available minority media. The public notice will state any limitations to who may apply.

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

Closing of the waiting list will also be announced with a public notice. The public notice will state the date the waiting list will be closed and for what bedroom sizes. The public notice will be published in a local newspaper of general circulation and also by any available minority media.

PROCEDURE ON TAKING APPLICATIONS AND INITIAL PROCESSING

HADCO will accept a completed and legible pre-application for any and all persons requesting to apply for available programs. Applicants must comply with the Social Security Number disclosure requirements set forth in Section D “Social Security Number Documentation”. Applications without the required SSN verifications will not be accepted.
Their pre-application will be stamped and noted as of the date and time HADCO received the pre-application. All pre-applications sent via mail will be marked as received at 11:00am and all pre-applications received in the drop box will be marked as received at 9:00am.

The waiting list will be maintained in accordance with the following guidelines:

A.
The application will be a permanent file;

B.
All applications will be maintained in order of   bedroom size, sub jurisdiction, and then in order of date and time of application; and

C.
Any contacts between the Housing Authority of Douglas County and the applicant will be documented in ink, in the applicant’s file.

All applicants will either be handed or mailed a conformation of their placement on the wait list within sixty (60) days.

No verifications for eligibility will be conducted on the applicant until the applicant has neared the top of the waiting list and completed a full application.

PROCEDURE ON APPLICANT SCREENING

There are five eligibility requirements for admission to public housing: qualifies as a family, has an

income within the income limits, meets citizenship/eligible immigrant criteria, provides documentation

of Social Security numbers, and signs consent authorization documents. In addition to the eligibility

criteria, families must also meet HADCO screening criteria in order to be admitted to public housing.

Eligibility Criteria

A.
Family status.  (CFR 5.100)

1.
A family with or without children. Such a family is defined as a group of people related by blood, marriage, adoption or affinity that live together in a stable family relationship. 

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

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

2.
An elderly family, which is:

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

b.
Two or more persons who are at least 62 years of age living together; or

c.
One or more persons who are at least 62 years of age living with one or more live-in aides.

3.
A near-elderly family, which is:

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

b.
Two or more persons, who are at least 50 years of age but below the age of 62, living together; or

c.
One or more persons, who are at least 50 years of age but below the age of 62, living with one or more live-in aides.

4.
A disabled family, which is:

a.
A family whose head, spouse, or sole member is a person with disabilities;

b.
Two or more persons with disabilities living together; or

c.
One or more persons with disabilities living with one or more live-in aides.

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

6.
A remaining member of a tenant family is a family member listed on the lease who continues to live in the unit after all other family members have left.

7.
A single person who is not an elderly or displaced person, a person with disabilities, or the remaining member of a tenant family. 

B.
Income eligibility  (CFR 960.202)

1.
To be eligible for admission to developments or scattered-site units that were available for occupancy before 10/1/81, the family's annual income must be within the low-income limit set by HUD. This means the family income cannot exceed 80 percent of the median income for the area.
2.
To be eligible for admission to developments or scattered-site units that became available on or after 10/1/81, the family's annual income must be within the very low-income limit set by HUD, unless HUD grants an exception. This means that without a HUD exception, the family income cannot exceed 50 percent of the median income for the area.

3.
Income limits apply only at admission and are not applicable for continued occupancy.

4.
A family may not be admitted to the public housing program from another assisted housing program (e.g., tenant-based Section 8) or from a public housing program operated by another housing authority without meeting the income requirements of HADCO.

5.
If HADCO acquires a property for federal public housing purposes, the families living there must have incomes within the low-income limit in order to be eligible to remain as public housing tenants.

6.
Income limit restrictions do not apply to families transferring within our Public Housing Program. 

7.
If there are no eligible families on the waiting list and HADCO has published a 30-day notice of available units in at least one newspaper of general circulation, families above the applicable income limit may be housed. They must vacate the unit if an eligible family applies.

C.
Citizenship/Eligibility Status  (CFR 5.508)

1. To be eligible each member of the family must be a citizen, national, or a noncitizen that has eligible immigration status under one of the categories set forth in Section 214 of the Housing and Community Development Act of 1980 (see 42 U.S.C. 1436a(a)).

2. Family eligibility for assistance. 

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

b.
Despite the ineligibility of one or more family members, a mixed family may be eligible for one of three types of assistance. (See Section 13.6 for calculating rents under the noncitizen rule)

c.
A family without any eligible members and receiving assistance on June 19, 1995 may be eligible for temporary deferral of termination of assistance.

D.
Social Security Number Documentation (CFR 5.216)

To be eligible, all family members must provide a verification of a correct Social Security Number.  Acceptable evidence of the SSN consists of;
a. An original SSN Card issued by SSA;

b. An original SSA-issued documents, which contains the name and SSN of the individual; or 

c. An original document issued by a federal, state, or local government agency, which contains the name and SSN of the individual.

When a applicant/participant requests to add a new household member under the age of six and does not have an SSA-assigned SSN, the applicant/participant must disclose the SSA-assigned SSN and provide the PHA with the documentation within 90 calendar days of the child being added to the household.

E.
Signing Consent Forms 

3. In order to be eligible, each member of the family who is at least 18 years of age, and each family head and spouse regardless of age, shall sign one or more consent forms.

2.
The consent form may contain, but not limited to, the following:

a.
A provision authorizing HUD or HADCO to obtain from State Wage Information Collection Agencies (SWICAs) any information or materials necessary to complete or verify the application for participation or for eligibility for continued occupancy; and

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

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

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

Suitability (CFR 960.205)
A.
Applicant families will be evaluated to determine whether, based on their recent behavior, such behavior could reasonably be expected to result in noncompliance with the public housing lease. HADCO will look at past conduct as an indicator of future conduct. Emphasis will be placed on whether a family's admission could reasonably be expected to have a detrimental effect on the development environment, other tenants, HADCO employees, or other people residing in the immediate vicinity of the property. Otherwise eligible families with be denied admission if they fail to meet the suitability criteria. 

B.
HADCO will consider objective and reasonable aspects of the family's background, including the following:


1.
History of meeting financial obligations, especially rent;

2.
Ability to maintain (or with assistance would have the ability to maintain) their housing in a decent and safe condition based on living or housekeeping habits and whether such habits could adversely affect the health, safety, or welfare of other tenants;

3.
History of criminal activity by any household member involving crimes of physical violence against persons or property and any other criminal activity including drug-related criminal activity that would adversely affect the health, safety, or well being of other tenants or staff or cause damage to the property;

4.
History of disturbing neighbors or destruction of property;

5.
Having committed fraud in connection with any Federal housing assistance program, including the intentional misrepresentation of information related to their housing application or benefits derived there from; and

6.
History of abusing alcohol in a way that may interfere with the health, safety, or right to peaceful enjoyment by others.

C.
HADCO will ask applicants to provide information demonstrating their ability to comply with the essential elements of the lease. HADCO will verify the information provided. Such verification may include but may not be limited to the following:


1.
A credit check of the head, spouse and co-head;

2.
A rental history review of all adult family members;

3.
A criminal background check on all adult household members, including live-in aides. This check will be made through State or local law enforcement or court records in those cases where the household member has lived in the local jurisdiction for the last three years. Where the individual has lived outside the local area, HADCO may contact law enforcement agencies where the individual had lived or request a check through the FBI's National Crime Information Center (NCIC); 

4.
A home visit. The home visit provides the opportunity for the family to demonstrate their ability to maintain their home in a safe and sanitary manner. This inspection considers cleanliness and care of rooms, appliances, and appurtenances. The inspection may also consider any evidence of criminal activity; and 

5.
A check of the State's lifetime sex offender registration program for each adult household member, including live-in aides. No individual registered with this program will be admitted to public housing. 

Grounds for denial (CFR 960.204)

HADCO is not required or obligated to assist applicants who:


A.
Do not meet any one or more of the eligibility criteria;

B.
Do not supply information or documentation required by the application process;

C.
Have failed to respond to a written request for information or a request to declare their continued interest in the program;

D.
Have a history of not meeting financial obligations, especially rent;

E.
Do not have the ability to maintain (with assistance) their housing in a decent and safe condition where such habits could adversely affect the health, safety, or welfare of other tenants;

F.
Have a history of criminal activity within five years by any household member involving crimes of physical violence against persons or property and any other criminal activity including drug-related criminal activity that would adversely affect the health, safety, or well being of other tenants or staff or cause damage to the property;

G.
Have a history of disturbing neighbors or destruction of property;

H.
Currently owes rent or other amounts to any housing authority in connection with their public housing or Section 8 programs;

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

J.
Were evicted from assisted housing for five years from the date of eviction if any household member has been evicted from federally assisted housing for drug-related criminal activity;

K.
Were evicted from assisted housing within five years of the projected date of admission because of drug-related criminal activity involving the illegal manufacture, sale, distribution, or possession with the intent to manufacture, sell, distribute a controlled substance as defined in Section 102 of the Controlled Substances Act, 21 U.S.C. 802;

L.
Are illegally using a controlled substance or are abusing alcohol in a way that may interfere with the health, safety, or right to peaceful enjoyment of the premises by other residents. HADCO may waive this requirement if:

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

2.
Has successfully completed a supervised drug or alcohol rehabilitation program;

3.
Has otherwise been rehabilitated successfully; or

4. Is participating in a supervised drug or alcohol rehabilitation program.

M.
Have engaged in or threatened abusive or violent behavior towards any HADCO staff or residents;

N.
Have a household member who has been evicted within the last five years from public housing;

O.
Have a family household member who has been terminated within the last five years under the Section 8 certificate or voucher program;

P.
Denied for Life: If any family member has been convicted of manufacturing or producing methamphetamine (speed).
Q.
Denied for Life: Has a lifetime registration under a State sex offender registration  

                        program.

PROCEDURE FOR INFORMAL REVIEW FOR REJECTED APPLICANTS (CFR 966.54)

If HADCO determines that an applicant does not meet the criteria for receiving public housing assistance; the Housing Authority of Douglas County will promptly provide the applicant with written notice of the determination. The notice must contain a brief statement of the reason(s) for the decision and state that the applicant may request an informal review of the decision within 10 business days of the denial. HADCO will describe how to obtain the informal review.

The participant family may request that HADCO provide for an Informal Hearing after the family has notification of an INS decision on their citizenship status on appeal, or in lieu of request of appeal to the INS. This request must be made by the participant family within 30 days of receipt of the Notice of Denial or Termination of Assistance, or within 30 days of receipt of the INS appeal decision.

For the participant families, the Informal Hearing Process above will be utilized with the exception that the participant family will have up to 30 days of receipt of the Notice of Denial or Termination of Assistance, or of the INS appeal decision.

PROCEDURE FOR UPDATING AND REMOVING APPLCIANTS FROM THE WAITING LIST (CFR 960.204)

Purging the Waiting List 

HADCO will update and purge its waiting list at least annually to ensure that the pool of applicants reasonably represents the interested families for whom HADCO has current information, i.e. applicant's address, family composition, income category, and preferences. 

Removal of Applicants From the Waiting List (CFR 960.204)

HADCO will not remove an applicant’s name from the waiting list unless:

A.
The applicant requests in writing that the name be removed;

B.
The applicant fails to respond to a written request for information or a request to declare their continued interest in the program within seven days; or

C.       The applicant does not meet either the eligibility or suitability criteria for the   

            program.

Missed Appointments

All applicants who fail to keep a scheduled appointment with HADCO will be sent a notice of termination of the process for eligibility.

HADCO will allow the family to reschedule for good cause. Generally, no more than one opportunity will be given to reschedule without good cause, and no more than two opportunities will be given for good cause. When good cause exists for missing an appointment, HADCO will work closely with the family to find a more suitable time. Applicants will be offered the right to an informal review before being removed from the waiting list.

Notification of Negative Action (CFR 960.208)

HADCO will notify, in writing, any applicant whose name is being removed from the waiting list. The letter of notification will state the applicant may request an informal review or a reasonable accommodation within ten (10) days from the date on the letter. Failure to respond within ten (10) days will result in the applicant being removed from the waiting list. 
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