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INTRODUCTION AND STATEMENT OF LOCAL OBJECTIVES

The overall objective of the Peekskill Housing Authority (hereinafter referred to as PHA) is to
provide housing for low-income families that is decent, safe, sanitary, and in good repair, on a
continuing basis. The PHA'’s residents play an important role in the PHA’s ability to accomplish
this mission. Selection and approval of housing residents and their continued occupancy of units
affects rental income, maintenance of dwelling units, safety and security of residents and PHA
employees, and the impressions or perceptions that the PHA makes on the general public.

Consequently, it is essential that an authority have written policies and procedures that provide
for adequate screening of applicants and for continued occupancy of dwelling units by residents.
This policy is also in compliance with the Rental Housing Improved Integrity Program (RHIIP)
as set forth by the Department of Housing and Urban Development (HUD) and is written to
prepare the PHA for the Rental Integrity Monitoring (RIM) visit.

This document contains the PHA’s policies pertaining to the admission and continued occupancy
of its residents. It is organized basically in the order of concerns that responsible PHA staff
members encounter in selecting and reexamining residents. These policies include requirements
in the Housing Act of 1937, as amended, Title VI of the Civil Rights Act of 1964 and other civil
rights requirements, HUD regulations, the Annual Contributions Contract, and state and local
laws.

PHA staff members in the housing management area are primarily responsible for implementing
the policies contained in the following sections of this document.

Local Objectives

In addition to the general statement above, the Admissions and Continued Occupancy Policy
(hereinafter referred to as the ACOP) is designed to achieve the following objectives:

» To provide improved living conditions for very low- and low-income families while
maintaining their rent payments at an affordable level;

» To operate a socially and fiscally sound public housing agency that provides drug-free,
decent, safe and sanitary housing with a suitable living environment for residents and their
families;

» To avoid concentrations of economically and socially deprived families in any one or all of
the PHA’s public housing developments;

 To lawfully deny the admission of applicants, or the continued occupancy of residents whose
habits and practices reasonably may be expected to adversely affect the health, safety,
comfort or welfare of other residents, or, the physical environment of the neighborhood, or,
create a danger to PHA employees.

© 2004 The Nelrod Company, Fort Worth, Texas 76109
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SECTION 1. NONDISCRIMINATION AND PRIVACY REQUIREMENTS

In making decisions concerning admission and occupancy of dwelling units, the PHA must
comply with requirements against discrimination contained in Civil Rights legislation enacted in
the 1960's and subsequent legislation concerning the disabled, familial status and the aged. The
following outlines the PHA’s general policy concerning the requirements and specific actions to
be taken in the admission and occupancy process.

A. General Policy

1.

The Peekskill Housing Authority will not discriminate against any person or family
because of race, color, creed, age, sex, religion, disability, national origin or familial
status in any phase of the occupancy process. The occupancy process includes, but is
not limited to, application processing, leasing, transfers, delivery of management and
maintenance services, access to common facilities, treatment of residents, and
termination of tenancy.

The PHA shall not deny admission to an applicant or participant who is or has been a
victim of domestic violence, or stalking, if the applicant otherwise qualifies for
admission or assistance.

There will be no intimidation or retaliatory actions by the PHA or its staff against any
applicant or resident because of participation in civil rights activities, or for having
asserted any civil rights under statute, regulations, or requirements pursuant thereto.

The race, color, or national origin of the residents of the dwelling units or of the staff
will not be a factor in the assignment of managers and other staff responsible for the
administration of the public housing program.

The PHA will abide by the nondiscrimination requirements of 24 CFR 960.203:

a. Title VI of the Civil Rights Act of 1964 (42 U.S.C. 200d), which prohibits
discrimination based on race, color, or national origin in programs receiving
Federal financial assistance. (24 CFR part 1)

b. The Fair Housing Act of 1988 (42 U.S.C. 3601-3619), also prohibits
discrimination in housing practices based on disability in residential real estate-
related transactions. (24 CFR parts 100, 108, 109, & 110)

c. Executive Order 11063 on Equal Opportunity Housing. (24 CFR part 107)

d.  Section 504 of the Rehabilitation Act of 1973 (29 U.S.C. 794), which prohibits
discrimination based on disability in programs receiving Federal financial
assistance. (24 CFR part 8)

e. The Age Discrimination Act of 1975 (42 U.S.C. 6101-6107), which prohibits
discrimination based on age in programs receiving Federal financial assistance.
(24 CFR part 146)

f.  Title Il of the Americans with Disabilities Act. (42 U.S.C. 12101-12213)

g.  Executive Order 13166 requiring agencies and grantees to take affirmative steps
to communicate with people who need services or information in a language
other than English. (Improving Access to Services for Persons with Limited
English Proficiency [LEP])
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h.  Obligation to Affirmatively Further Fair Housing. (24 CFR §960.103 (b) and 24
CFR §903.7(0))

B. Specific Actions

1.

The PHA will not, on the grounds of race, color, creed, sex, religion, age, disability,
national origin or familial status:

a.  Deny a person or family admission to housing;

b.  Provide housing which is different than that provided others, except for elderly
and/or disabled where accessibility features may be required;

c.  Subject a person to segregation or disparate treatment;

d. Restrict a person's access to any benefit enjoyed by others in connection with
housing programs;

e. Treat a person differently in determining eligibility or other requirements for
admission;

f.  Deny any person access to the same level of services provided to others;

g.  Deny a person the opportunity to participate in a planning or advisory group that
is an integral part of the housing programs.

It will not intimidate, threaten or take any retaliatory action against any applicant or
resident because of a person's participation in civil rights activities or assertions of
civil rights.

It will not deny physically disabled persons an opportunity to apply for housing due
to inaccessible application offices. Accessibility to the main office is available.

It will not assign employees in a way that would result in discrimination against
applicants or residents.

It will make sure that all employees of the PHA, especially those who are involved in
the admissions process, are familiar with discrimination and nondiscrimination
requirements.

It will prominently display a fair housing poster at: (a) each office where applications
are taken; and (b) each management office, except single-family dwellings.

It will maintain information on the race, ethnicity (Hispanic or non-Hispanic), sex and
age of the head of the household of all applicants and residents.

It will not discriminate in the rental of, or otherwise make unavailable or deny, a
dwelling to any renter because of a disability of:

a.  That renter;
b. A person residing in or intending to reside in that dwelling after it is rented, or

made available; or
c. Any person associated with that person.
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10.

11.

12.

Admission and Continued Occupancy Policy

It will not discriminate against any person in the terms, conditions or privileges of the
rental of a dwelling, or in the provision of services or facilities in connection with
such dwelling, because of a disability of:

a.  That renter;

b. A person residing in or intending to reside in that dwelling after it is rented, or
made available; or

c. Any person associated with that person.

It will not make an inquiry to determine whether an applicant for a dwelling, a person
intending to reside in that dwelling after it is rented or made available, or any person
associated with that person, has a disability, or make an inquiry as to the nature or
severity of a disability of such a person. Furthermore, the PHA will not inquire
whether an applicant or resident is “capable of living independently”. However, this
paragraph does not prohibit the PHA from making the following inquires, provided

that these inquiries are made of all applicants. whether or not they have disabilities:

a. Inquiry into an applicant's ability to meet the requirements of tenancy;

b. Inquiry to determine whether an applicant is qualified for a dwelling available
only to persons with disabilities or persons with a particular type of disability;

c. Inquiry to determine whether an applicant for a dwelling is qualified for a
priority available to persons with particular type of disability should such
priority be part of the PHA’s policies;

d. Inquiry to determine whether an applicant for a dwelling is a current illegal
abuser or addict of a controlled substance, except that such persons who claim
eligibility as disabled due to drug or alcohol abuse alone are not eligible for
housing; or

e. Inquiry to determine whether an applicant has been convicted of the illegal
manufacture or distribution of a controlled substance, or of any violent crime.

The PHA will not require that a dwelling be made available to an individual whose
tenancy would constitute a direct threat to the health or safety of other individuals, or
whose tenancy would result in substantial physical damage to the property of others.
Section 7. Applicant Screening and Denial of Admission, of this policy, will describe
in detail how such individuals will be identified prior to occupancy.

The PHA reviews its policies and procedures, at least annually, to assure compliance
with all civil rights requirements.

Service Policy/Reasonable Accommodations

1.

The PHA’s policies and practices are designed to provide assurances that all persons
with disabilities will be provided reasonable accommodations so that they may fully
access and utilize the housing programs and related services.

The PHA will identify and eliminate situations and/or procedures that create barriers
to equal housing opportunity for all. In accordance with Section 504, and the Fair
Housing Amendments Act of 1988, the PHA will make structural modifications to its
housing and non-housing facilities and make reasonable accommodations or
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combinations of structural modifications and reasonable accommodations, to permit
persons with disabilities to take full advantage of its housing program provided that
the modifications can be accomplished without undue financial and/or administrative
burden. If providing a requested modification results in a fundamental alteration in
the nature of the program or an undue financial/administrative burden, the PHA need
not provide that accommodation. However, the PHA is required to provide any other
accommodation that would not result in undue financial and/or administrative burden
or fundamental alteration of the program. If the PHA provides transportation to
functions or activities, or if transportation is necessary for a disabled person to
participate in such functions or activities, the PHA must ensure that accessible
transportation is provided to accommodate the disabled person and attendant and or
family/friends.

Requests for reasonable accommodation from persons with disabilities will be
presented to the occupancy staff person assigned to the applicant/resident who will
process the request and seek verification of the need for the accommodation. The
accommodation will be granted upon receipt of third-party verification that the
accommodation meets the need presented by the disability and does not result in
substantial alteration of the program or create an undue financial or administrative
burden on the PHA. Should the request be denied, an applicant may request an
informal meeting to appeal the decision and a resident may request a hearing under
the PHA’s Grievance Procedures.

Reasonable accommodations will be made for persons with a disability who require
an advocate, accessible offices, or alternative locations for making application,
including their home or a service agency. A designee will be allowed to provide
some information, but only with the permission of the person with the disability.

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

A reliable and knowledgeable professional will verify all requests for
accommodations or modifications.

The PHA will make a reasonable effort to provide accessibility to an individual with a
long-term but temporary disability that limits their mobility or other major life
activities. In such cases, their lease will specify that they will be required to relocate
to another unit when the need for the accessibility features is no longer required. The
temporary nature of the disability and the approximate length of time of disability
will be verified through a qualified health or services professional.

The PHA will not permit these policies to be subverted to do personal or political
favors. The PHA will not offer units in an order different from that prescribed by this
policy, since doing so violates the policy, Federal law, and the civil rights of the other
families on the waiting list.
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Translation of Documents

In determining whether it is feasible to translate documents into other languages or Braille
for the blind, the PHA will consider the following factors:

1.  The number of applicants and residents who do not speak English and speak another
language, or need Braille for adequate understanding.

2.  The cost per client of translating the documents into another language or into Braille.
3.  The availability of translation and/or interpreter services in the PHA’s jurisdiction.

Documents intended for use by applicants and residents will be made available in formats
accessible to those with vision or hearing impairments. Equally important, the documents
will be simply and clearly written to enable applicants with learning or cognitive
disabilities to understand as much as possible. It is also understood that many of the public
housing related concepts may need to be explained more than once to applicants/residents.
Sign language interpreters may be provided for hearing-impaired applicants/residents if
requested as a reasonable accommodation. For applicants/residents unable to read,
intake/occupancy staff will read and explain orally anything they would normally hand to
an applicant/resident to be read or filled out. Staff will assist in completing forms and other
required documents for persons unable to write.

4. At a minimum, the PHA will prepare the following information in a clearly written
and accessible format:

Marketing and informational material;

Application process information;

The application;

All form letters and notices to the applicant/resident;

The PHA’s general policy regarding reasonable accommodation;
New resident orientation materials;

The lease and any applicable house rules;

Guidance/instructions on care of the housing unit;

Information on opening, closing and up-dating the waiting list;
All information related to applicant/resident rights (informal/formal hearings,
grievance procedures, etc.).

Privacy Policy

It is also the PHA’s policy to guard the privacy of individual applicants and residents in
accordance with the Privacy Act of 1974, and to ensure the protection of those individuals’®
records maintained by the PHA. The PHA does not allow the disclosure of any personal
information (including, but not limited to information on disability, drug or alcohol
abuse/treatment or criminal background) contained in any of their records to any person or
agency without express written consent of the affected individual, or as required by law or
regulation. However, this privacy policy in no way limits the PHA’s right or ability to
collect such information as needed to determine applicant/resident eligibility, compute rent,
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determine the applicant’s suitability for tenancy or evaluate the resident’s suitability for
continued occupancy.

As required by the Violence Against Women Act (VAWA), the PHA shall notify
applicants and tenants assisted under Section 8 of the U. S. Housing Act of 1937 of their
rights under the VAWA, including their right to confidentiality and the limits thereof, and
to owners and managers of their rights and obligations under the VAWA.

The PHA shall retain in confidence all information pursuant to Violence Against Women
Act including the fact that an individual is a victim of domestic violence, dating violence,
or stalking.

The information shall neither be entered into any shared database nor be provided to any
related entity, except:

» To the extent that disclosure is requested or consented to in writing by the
individual; or

= Required for use in an eviction proceeding of an abuser, stalker or perpetrator of
domestic violence; or

= [s otherwise required by applicable law

CODE OF CONDUCT

In accordance with the Annual Contributions Contract, Section 19, Conflict of Interest, the
PHA has established a written code of conduct for conducting business in accordance with
core values and ethical standards. (See also PHA’s Conduct Standards Policy.)

1. Neither the PHA, nor any of its contractors or subcontractors, may enter into any
contract or arrangement in connection with tenant-based programs in which the
following class of persons has any interest, direct or indirect, during tenure or for one
year thereafter.

a. Any present or former member or officer of the PHA, or any member of the
officer’s immediate family; exempted is any present or former resident
commissioner who does not serve on the governing body of a resident
corporation, and who otherwise does not occupy a policy-making position with
the resident corporation;

b. Any employee of the PHA, any contractor or subcontractor, any agent of the
PHA, who formulates policy or who influences decisions with respect to the
PHA'’s programs;

c. Any public official, member of a local governing body, or state or local
legislator, or any members of such individuals’ immediate family, who
exercises, functions, or has responsibilities with respect to the PHA’s programs;

d. Any member of the Congress of the United States; and

e. Any member of the classes described in paragraph 1 of this section must
disclose their interest or prospective interest to the PHA and HUD.
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2. The PHA’s Code of Ethics Policy prohibits solicitation or acceptance of gifts or
(W* ) gratuities, in excess of nominal value, by any officer or employee of the PHA, any
contractor or subcontractor, or agent of the PHA.

The PHA shall adhere to this Code of Conduct and shall sanction and/or terminate any
officer, employee, or agent for violations consistent with applicable state or local law.

The conflict of interest prohibition under this section may be waived by the HUD field
office for good cause.
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SECTION2. OUTREACH PROGRAM

A. Overview

1. The purpose of the PHA’s outreach program is to inform eligible families of the
availability of the public housing program and to attract a sufficient number and
variety of applicants to fill all vacancies as they arise. At this time, the Peekskill
Housing Authority has a waiting list of at least two (2) years; however, should future
outreach be necessary, the PHA will subscribe to the following.

2. The PHA conducts affirmative marketing when needed to specified types and groups
of families to assure that all eligible participants have an equal opportunity to utilize
the program.

3. It will also conduct other outreach efforts from time to time if it finds that certain
categories of families are not making applications in sufficient numbers to keep all
dwelling units occupied.

B. Public Notice to Families

Each time the PHA receives or acquires an allocation of new units or its waiting list has
been depleted, it will make known to the public, through publication in a newspaper of
general circulation, minority media, and other suitable means, the availability and nature of
it's housing assistance for low-income families, unless it has earlier suspended application-
taking and the size of the new allocation of dwelling units does not warrant resumption of
such procedures. The public notice will:

» Advise families where they may apply for the program;

» give a brief description of the program;

+ State that applicants must submit a written application if they wish to apply; and

+ Itemize the income limits for eligibility, including the low-income limits up to eighty
percent (80%) of the local area median income (AMI).

C. Special Outreach

As needed, the PHA will take affirmative action in marketing the program, to assure that
opportunities for program participation are adequately publicized to the following:

1. Families identified by the PHA as being among those least likely to apply. These
families may include the frail elderly, homeless and disabled because of their inability
to travel to the PHA’s application office.

2.  Families identified in the jurisdiction’s Consolidated Plan as being expected to reside
in the PHA's jurisdiction because of present or planned employment.
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Equal Opportunity

All outreach efforts must be accomplished in accordance with the nondiscrimination
requirements of Federal and state laws, and HUD guidelines for fair housing that require
the use of the equal opportunity logo, statement, and slogan.

Planning for Outreach

Within the constraints of its financial resources and the number of applicants needed, the
PHA may utilize some or all of the following methods to attract eligible families:

o+ Identify local resources for performing outreach functions, such as the PHA staff,
community groups and agencies, elements of city and county governments, colleges
and universities;

e Post notices in places of employment, unemployment offices, welfare offices, Post
Offices, grocery stores, churches, community halls, city and county offices, utility
companies, day-care centers, Salvation Army offices, Laundromats, and senior citizen
centers;

» Place news stories in daily and weekly newspapers and other local publications;

» Request public service announcements by local radio and television stations in English
and any other language common to the area;

» Make oral presentations before organizations, groups and agencies that serve the
elderly, disabled, homeless, and victims of domestic violence;

» Place notices in church bulletins and newsletters; and

» Encourage applicants and residents to inform their friends and relatives about the public
housing program.

The Outreach "Message"

1. The outreach message will inform families of where, when, and how families may
apply for the program, and will also include information about the PHA’s application
procedures.

2. The PHA will also stress characteristics of the housing program which appeal to low-
income families, such as the fact that the rent is based on income and includes the
cost of utilities (except telephone, A/C and cable); and dwelling units may be more
attractive in appearance than the single-family homes or rental units where applicants
currently live. Applicants should also be advised that families, as well as elderly or
disabled residents may own a pet (service animals for the disabled are allowed in any
unit and are exempt from the PHA’s pet ownership rules on size, type and weight).

Outreach Techniques

Family characteristics, ethnic backgrounds, income levels, ages, health and employment
opportunities are all among the various factors which influence family decisions on
whether to apply for public housing. As needed, special efforts will be made to attract the
following types of families when the number of residents in these categories is low in
relation to all of the resident population.
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Non-elderly, "working poor" families receiving no welfare or other public assistance
income, and whose members are only marginally employed.

a.

Such families are usually less knowledgeable about government assistance
programs, and although eligible, may be reluctant to apply, since they perceive
such assistance as "charity" or "welfare."

To attract working poor families, the PHA will emphasize the confidentiality of
the application and income/assets information; the objective of providing
decent, safe, sanitary housing in good repair; and that having affordable housing
may help a family get back on its feet and improve its financial prospects.

Elderly families whose heads, spouses, or sole members are sixty-two (62) years of
age or older.

a.

Some senior citizens, like the working poor families, may be reluctant to apply

for public housing because of pride in home ownership, past record of having

"made it on their own" before, and associating the program with "charity" or

"welfare." Limited mobility, a desire to retain their possessions and remain in

familiar surroundings, and incorrect information about having to sacrifice assets

may all influence an elderly person's decision on whether or not to apply for

public housing.

To attract elderly families, the PHA will use some of the same techniques it uses

for working poor families, including the following:

(1) Contacting the elderly person or family personally;

(2) Providing information to groups and organizations representing the
elderly;

(3) Taking applications at the elderly person's home if transportation is
unavailable or mobility is a problem; and,

(4) Enlisting the support and assistance of groups, organizations and agencies
representing the elderly.

Homeless Families

The PHA will contact welfare agencies, churches, food centers, temporary shelters,
and other groups or locations serving homeless families.

Physically and mentally disabled individuals and families, including persons who
may be unable to complete an application without assistance.

a.

The definition of elderly families includes a family whose head or spouse (or
sole member) is an elderly or disabled person. The elderly family may include
two (2) or more elderly or disabled persons living together, or one or more of
these persons living with one or more live-in aides.

In hardship cases, the PHA may take applications at the home of applicants, or
by mail, if requested to do so by applicants or their guardians.

It may encourage interested service agencies to assist such persons in the
application process, and may contact organizations that provide services to the
disabled, to explain the public housing program and distribute information and
guidance on the program.
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d. Dwelling units of any size may be used to accommodate elderly or disabled
persons living alone, in pairs, or in small groups, in accordance with the PHA’s
Occupancy Standards.

5. Families expected to reside in the locality because of planned employment. If
additional families are needed to fill vacant units, the PHA will:

a. Determine the approximate number of new families expected to reside in the
PHA'’s jurisdiction;

b. Distribute pamphlets, brochures, posters and other types of information to
places where the new families will be employed, union offices, public
transportation areas (if any), and in commercial establishments in surrounding
areas;

c. Contact utility offices and city and county offices about the possibility of
including PHA brochures in monthly statements mailed to families.

6. Involuntarily displaced families, such as those affected by new streets, roads or
highways which make their current dwellings uninhabitable, or families whose rental
apartments have been converted into other types of housing, such as condominiums.
Possible actions that can be taken include the following:

a. Monitor local news media reports of code enforcement, community re-
development, rehabilitation, and new housing developments; _

b. Participate in the meetings of local governing bodies to monitor the responses of
affected families;

c. Contact the officials, agents, or representatives responsible for the new
situations and offer assistance in providing housing for their affected clients;
and

d. If possible, obtain the names and addresses of affected families and mail letters
to them on housing programs.

7.  Special efforts will also be directed towards minorities, agricultural workers, and
people who already receive some other form of government assistance.

Monitoring and Evaluating Outreach Efforts

The PHA will establish and maintain internal documentation and monitoring procedures
that will enable it to analyze the effectiveness of its outreach program. For example, it may
design an appropriate form and, as part of its application process, ask each applicant how
they heard about the public housing program, especially families among the groups
identified as those least likely to apply. Such procedures will help the PHA determine the
cost effectiveness of each method of outreach, as well as show where the outreach program
needs to be improved, discontinued, or emphasized.
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SECTION 3. APPLICATION FOR ADMISSION

The PHA has one location for submission of applications for dwelling units, the Administrative
Office at 807 Main Street, Peekskill, New York 10566. Each person or family seeking
admission to a unit must submit a written application. When applications are being accepted, the
PHA accepts them daily during business hours each week. Families may contact the PHA daily
during business hours to check waiting list status. Steps for processing applications are outlined
below. Accessibility is available or will be provided as a reasonable accommodation for the
disabled.

A.

Unless the PHA’s waiting list is closed, it will accept an application from any person or
family who wants to apply, even if an informal discussion indicates that the applicant may
not be eligible.

The application must be signed by both the applicant and the PHA, date-stamped, time-
stamped, and referred to a central resident selection and assignment office for processing.

Each application will be processed only to the extent necessary to determine whether the
applicant is apparently eligible.

The PHA will notify all applicants for general occupancy developments constructed prior
to 1978, especially those with children who are under six (6) years of age, of the dangers of
lead-based paint poisoning, and whether blood lead level screening is available for those
children. This notification will be done even though the PHA may have completed all
lead-based paint abatement requirements for all development units. If blood level
screening is available, the applicant will be advised to notify the PHA if any of the
applicant's children under six (6) years of age who are tested have an elevated blood lead
level.

During periods of time when application taking is closed, the PHA will not maintain a list
of individuals who wish to be notified when the wait list is reopened. However, the
Authority will maintain a recorded message providing current information on when the
wait list will or might be reopened.

The application may be filled out by the applicant or by the PHA, but must be signed by the
applicant and checked for completeness by the PHA in the presence of the applicant, before
the application is submitted.

The PHA may request documentation from the applicant needed to verify the information
provided at the time the application is taken.

In addition to obtaining information from the applicant, the PHA will respond to questions
from the applicant, and will provide whatever PHA-related information the applicant may
desire, including information about the public housing program, the dwelling lease, and the
number of bedrooms in units at various developments or sites.
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The PHA will also inform applicants of any other housing assistance programs the PHA
administers. If the applicant is interested, the PHA will advise the applicant how and
where to apply for those programs. The PHA will also advise applicants about housing
assistance programs in other localities, where available.

The PHA may take applications at more than one location, so long as the applications are
processed at a central location. The PHA may also take applications in outlying areas on
specific days. The PHA will make special arrangements to take the applications of persons
who are unable to come to the office, such as elderly or disabled persons. It may also
utilize other locations as will afford applicants the greatest opportunity to exercise their
rights under the resident selection and admission policies and procedures. The staff may
make accommodations for non-elderly/disabled families including, but not limited to,
making a home visit, mailing an application to the family, accepting applications
electronically or by telephone, etc.

The PHA will inform all applicants of the availability of any local preferences, and will
give all applicants an opportunity to show they qualify for a preference.

If the PHA determines that the notification of the availability of local preferences to all
applicants on a waiting list is impracticable because of the length of the list, it may provide
this notification to fewer than all applicants on the list at any given time. The PHA will,
however, have notified a sufficient number of applicants that, on the basis of its
determination of the number of applicants who are on the waiting list who claim
preferences, and the anticipated number of admissions:

1.  There is an adequate pool of applicants who are likely to qualify for local preferences;
and

2. It is unlikely that, on the basis of the PHA’s criteria for applying the local
preferences, that any applicant who has not been notified would receive assistance
before those who received notification.

In the application screening or admission of all applicants and residents, the PHA will
apply (if applicable) the definitions of "standard, permanent replacement housing";
"involuntary displacement"; "substandard housing"; "homeless family"; "family income";
and "rent" set forth in the PHA’s Definitions section of these policies.
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SECTION 4. RECORD OF APPLICATIONS AND WAITING LIST

The following are policies for documenting actions taken by PHA employees in processing
applications for dwelling units.

A.

Record of Applications/Waiting List

Each applicant's name will be placed on the PHA’s Record of Applications/Community-
Wide Waiting List, based on the date and time the application is received and any
applicable preferences. The PHA will assure that at least forty percent (40%) of annual
new admissions are families with incomes at or below thirty percent (30%) of local area
median income (extremely low-income families). This includes families, who at the time
of application are unable to provide evidence that they have any income. Annual family
income, if any, will be recorded on the waiting list.

The PHA will indicate on the Record of Applications/Waiting List the applicant's name;
date and time of application; race/ethnicity of the head of household; unit size required
based on PHA occupancy standards; whether the applicant is eligible or ineligible; the
applicant's preferences; the date and time the applicant was offered a unit; the unit number
and location; the date the applicant was assigned a unit, or the date the applicant rejected
the assignment; and any circumstances pertaining to assignment of a unit, such as removing
the applicant's name because the applicant requested it be done. Entry on the Record of
Applications is also made when the PHA makes a phone inquiry and/or sends a letter and
determines that the applicant is no longer interested or the applicant no longer qualifies.
Applicants on the waiting list shall contact the PHA every twelve (12) months to confirm
interest, qualifications, and application renewal.

Consistent with the objectives of Title VI of the Civil Rights Act of 1964, other statutory
requirements and HUD regulations and policies, the PHA will make offers from the Record
of Applications only based on the date and time of application, local preferences, and
bedroom size needed.

Organization of the Waiting Lists

1. The Record of Applications (Waiting List) will be organized in such a manner that
the PHA can easily identify the date and time the application was submitted, the
applicant's preferences for admission (based on the local preferences), the size and
type of unit needed, and other decision-making factors.

2. The PHA will not solicit a statement from any applicant regarding his or her desire to
live in a particular development or group of developments, except that the PHA may
allow applicants to designate the development(s) in which they wish to reside, or,
may establish separate waiting lists by development site(s).

3.  All waiting lists will be community-wide in scope, unless the PHA adopts a specific
policy allowing designation and/or site-based waiting lists. Such a policy will be duly
adopted by the Board of Commissioners and incorporated into this document by
reference following a period of thirty (30) days posting.
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The PHA may have one waiting list for mixed occupancy developments (formerly
elderly project) and another for general occupancy developments (formerly family
project), provided it permits an elderly family to be listed on either or both lists, if
unit size and type are appropriate.

In order to achieve the PHA’s goal of income targeting and income mixing, waiting
list skipping and other incentives such as waiver of pet or security deposits,
assignment of units based on one person per bedroom, etc., may be adopted by the
Board of Commissioners of the PHA. If so, that policy will be incorporated into this
document by reference.

Updating the Waiting Lists

1.

The PHA may update (purge) its waiting list at least every twelve (12) months in
order to remove the names of applicants who are no longer interested in being
admitted, no longer qualify for admission or who cannot be located.

The PHA will document the reason for removing any applicant's name from the
waiting list(s).

The PHA requires applicants to report, in writing, any changes in family composition
or circumstances, and any significant changes in income or assets that would affect
the family's eligibility, the type of development, the size and type of unit needed, or
the family's preference category for admission. A verified change in preference status
may result in the applicant being moved up or down on the waiting list.

The PHA also requires applicants to report, in person, every twelve (12) months,
whether they are still interested in being admitted to public housing. If there is no
response to the PHA’s efforts to contact the applicant they will be removed from the
waiting list and their application withdrawn.

Application Rejection and Removal from the Waiting List

The PHA will remove an applicant's name from the waiting list under the following
conditions:

a.  The applicant requests that their name be removed; or

b. The applicant has been advised in writing to inform the PHA of the applicant's
continued interest by a particular time, and the applicant failed to do so; or

c. The PHA has made reasonable efforts to contact the applicant to determine if
there is continued interest, but the PHA has been unsuccessful in locating the
applicant; or

d. The PHA has made reasonable efforts to contact the applicant to schedule
interviews necessary to complete the application process or to obtain
information necessary to process the application, and the applicant has failed to
respond; or

e. The applicant fails to keep a scheduled interview or provide necessary
information for application processing or waiting list maintenance. The PHA
will notify the applicant that he/she has ten (10) working days to reschedule or
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provide requested information. If the applicant fails to respond, their

application will be withdrawn. However, the PHA will consider mitigating

circumstances such as health problems or lack of transportation in determining
whether the application should be withdrawn.

f.  The PHA has notified the applicant of its intention to remove the applicant's
name from the waiting list(s), because the applicant no longer qualifies for
Public Housing;

g.  The applicant fails to complete any required pre-occupancy classes/orientation;

h. The applicant fails to pay an existing utility balance resulting in denial of
service by the utility supplier;

i.  If after initial determination of eligibility, a member of the applicant family has:
(1) A conviction as a sex offender or becomes required by law to register for

lifetime as a sex offender.

(2) Become involved in drug or violent criminal activity as determined by a
preponderance of evidence.

(3) Perpetrated domestic violence including dating violence or stalking.
Family members who were involved in such acts as victims may be
considered for admission only if the perpetrator is no longer in the
household.

j.  The applicant fails to satisfy Tenant Selection Criteria as outlined in this policy.

The PHA will notify the applicant of the rejection, in writing, and advise him/her of
their right to an informal meeting.

5. The PHA will take the following actions when updating the waiting list:

a. Mail a notice to each applicant on the waiting list advising them of the need to
update their application and including an update form to be completed and
returned to the PHA.

b.  Applicants will have one week from receipt of the update notice to respond by
mail or in person.

c.  If applicants fail to respond to either the update letter or if the letter is returned
postmarked by the post office as undeliverable, the PHA will withdraw their
application.

d. If the reason an applicant does not respond to the PHA’s attempt to contact
him/her is related to a disability, the PHA will, as a reasonable accommodation,
reinstate the applicant in their former position on the waiting list.

D. Closing the Waiting List

1. The PHA will not close its waiting list unless the PHA is not accepting any additional
applications. The PHA may close the waiting list if:

a. The PHA has enough applicants to fill expected vacancies over a period of one
(1) year, and;
. b. New applicants with preferences would not qualify before other applicants with
(ﬁh ) preferences already on the waiting list.
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Other Applicants

If the PHA has too many applicants who do not claim any preferences, it may close a
waiting list completely by type of development, or size and type of dwelling unit as
appropriate.

The PHA will not close a waiting list:

a. If closing the list would have a discriminatory effect that would be inconsistent
with applicable civil rights laws; and

b.  Unless it publicly announces any decision to suspend or to restrict the taking of
applications. It will not reopen the list until it publicly announces when it will
resume the taking of applications.

Prior to closing a waiting list, the PHA will assure that it has sufficient applicants to
fill expected vacancies for a minimum of one (1) year.

Opening the Waiting List

The opening of the Waiting List shall be announced through public notices as follows:

1. The notice shall be placed in a newspaper of general circulation, in a minority
publication and in plain view in the application office.

2. Postings may be made at locations throughout the community and may be sent to social
service agencies.

3. The notices shall contain where and when interested parties can apply.

4. The notice shall state limitations on who may apply (i.e. residents of jurisdiction,
working families, extremely low-income, etc.).

5. The notice shall contain the Equal Opportunity Housing logo and non-discrimination
statement in the advertising message.

Applicant Files

The PHA will establish and maintain an individual file containing information on each
applicant household. Such files will be retained for at least three (3) years after the audited
Public Housing Assessment System (PHAS) submission for that year.

Material secured under a criminal background check or drug treatment center check will
not be retained in the applicant file but will be segregated in a secure location under lock
and key. Following a decision on acceptability of an applicant, the criminal background
check and drug treatment program information will be removed and destroyed (shredded).
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This procedure is subject to delay if the applicant requests an informal review with respect
to denial of their application based on information received from either source. The PHA
may retain the information until the statute of limitations passes for filing a civil lawsuit if
the PHA believes there will be litigation.

Applications and material submitted by the family will be retained for a minimum of five
(5) years if there is a U.S. Citizenship and Immigration Services (CIS) [formerly the
Immigration and Naturalization Service (INS)] appeal and/or an informal hearing with the
PHA concerning the citizen/non-citizen documentation. The files will contain the
following:

1.

2.

The original application for financial housing assistance;

The form completed by the family for income reexamination (HUD-50058);
Photocopies of any original documents (front and back), including original CIS
documents. (Under no circumstances will photocopies of Federal checks be made or
retained in applicant/resident files.);

The signed verification consent form(s);

The CIS verification results (both primary and, if applicable, secondary);

The request for a CIS appeal;

The final CIS determination;

The request for a PHA informal hearing; and

The final PHA informal hearing decision.
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SECTIONS. BASIC ELIGIBILITY REQUIREMENTS

Pursuant to HUD regulation the Housing Authority is permitted to admit only eligible families to
the Public Housing Program. To be eligible, an applicant must meet the PHA’s definition of
family, must be income eligible and must be a citizen or a noncitizen who has eligible
immigration status. In addition, once the family is determined to be eligible, the family must
meet the PHA’s screening criteria that screen applicants for family behavior and suitability for
tenancy. These requirements are outlined below.

A. General Eligibility Requirements

The PHA will determine whether an applicant for participation in the low-rent housing
program qualifies as a family, is income-eligible, has disclosed and verified Social Security
Numbers of each household member, is a U.S. Citizen or National or meets eligible non-
citizen immigration status, and has no history of drug/alcohol abuse and/or record of
violent crime.

1.  Definition of a Family

The applicant must qualify as a family. A family may be a single person or a group
of persons.

Family includes but is not limited to the following, regardless of actual or perceived
sexual orientation, gender identity, or marital status:

(1) A single person , who may 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:

e A family with or without children (a child who is temporarily away
from home because of placement in foster care is considered a member
of the family);

e An elderly family;

e A near-elderly family

e A disabled family;

e A displaced family; and

e The remaining member of a tenant family.

Discrimination on the basis of familial status is prohibited, and a group of persons
may not be denied solely on the basis that they are not related by blood, marriage or
operation of law.
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The term “Disabled Person” (or “person with a disability”) does not include disability
based solely on the basis of drug or alcohol dependence.

Definitions of “disabled family”, “elderly family”, and “near elderly-family” are
found in Appendix F -“Definitions” of this document.

Special Eligibility Provisions Relating to Applicants Requiring a Live-In Aide

The live-in aide must submit information as requested and be reviewed by
management for eligibility under the Tenant Selection Criteria of this policy,
including the criminal background check. If the PHA determines an individual
proposed as a live-in aide to be ineligible, the resident or applicant may propose an
alternate live-in aide for screening or may appeal the PHA's determination to a review
officer.

Unit Size Consideration: The applicant or resident and the live-in aide may each be
allocated a separate bedroom. However, because the availability of 2-bedroom units
in mixed population developments may be limited, the PHA may allow the resident or
applicant to choose from the following options with the understanding that transfer
requests will not be honored after occupancy:

a. To be considered for a 2-bedroom unit in a mixed population development;
b. To be considered for a 1-bedroom unit in a mixed population development;
c. To be considered for a 2-bedroom unit in a general occupancy development.

Applicants requesting placement in a 2-bedroom unit in a mixed population
development will be placed on the 2-bedroom waiting list in the order of the
applicant's application date.

A live-in aide who has been approved for occupancy by management is added to the
lease by means of a live-in aide amendment. This amendment specifically states that
a live-in aide does not have rights to occupy a PHA unit as the Remaining Member of
a Tenant Family if the primary resident vacates the unit or dies.

The primary resident is responsible for all acts of all household members with respect
to the requirements of the dwelling lease. Any violation of lease provisions by the
live-in aide may be cause for eviction of the household.

Income Eligibility

a. Overall Income Eligibility for Admission
No family other than a low-income family as defined in regulations is eligible

for admission to Low-Rent Public Housing units. At least forty percent (40%)
of new admissions annually must be extremely low-income families (families
whose incomes fall at or below 30% of the local area median income). This
includes families who, at the time of application and/or admission, have no
countable income. See Section 7. Applicant Screening and Denial of

Admission, for policies applicable to applicants reporting “zero” income.
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Family Income
A family's annual income, at the time of admission, may not exceed the income

limits established by HUD and published in the Federal Register applicable to
the PHA's jurisdiction, for the current year. (See Appendix D.)

Generally, the PHA will complete verification of income eligibility
approximately sixty (60) to ninety (90) days prior to the family being offered a
unit. However, any change in income, family size or composition can occur
during the period of time between that verification and the offer of housing.
Since such changes can affect eligibility, the family must immediately report
such changes so that the correct rent and unit size can be determined.

The PHA shall comply with HUD prescribed reporting requirements so that
HUD may maintain reasonably current data. Records of admissions of low-
income families will be maintained by the PHA to ensure that admission
requirements and targets are met.

The PHA will not commence eviction proceedings, or refuse to renew a lease,
based on the income of the resident family unless:

(1) It has identified, for possible rental by the family, a unit of decent, safe,
sanitary housing in good repair, of suitable size, available at a rent not
exceeding the Tenant Rent; or

(2) Itis permitted to do so by state or municipal law.

Background

The following background factors will limit admission of families who have as a
household member any of the following:

a.

Persons convicted of manufacturing or producing methamphetamine on the
premises of any assisted housing are permanently denied admission to public
housing. The PHA will not waive this criterion;

Any person determined to be using an illegal substance will be denied
admission; .

Persons believed to be abusing alcohol in a way that will interfere with the
safety or right to peaceful enjoyment of other residents will be denied
admission;

Any household with a family member subject to a lifetime registration under a
state sex offender registration act will be denied admission. The PHA will not
waive this criterion;

Any person determined to be fleeing to avoid prosecution, or custody or
confinement after conviction, for a crime, or attempt to commit a crime, that is a
felony under the laws of the place from which the individual flees, (in the case
of the State of New Jersey is a high misdemeanor). The PHA will not waive
this criterion;
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f.  Any person violating a condition of probation or parole imposed under Federal
or State law. The PHA will not waive this criterion.

The PHA may waive the denial of admission if the drug or alcohol abuser can
demonstrate successful completion of a rehabilitation program acceptable to the PHA,
except that no exception will be made for persons convicted of methamphetamine
production or manufacture, those subject to the sex offender lifetime registration
requirement or those fleeing to avoid prosecution or in violation of parole or
probation conditions.

Mandatory Disclosure and Verification of Social Security Numbers (SSN)

Prior to admission, all family members must disclose the Social Security numbers
assigned to each member by the Social Security Administration. This includes any
SSN numbers assigned to applicant/participant family members under any other
names. The family must provide assigned numbers for newborns within ninety (90)
days.

All household members approved by the PHA to be added after admission are
required to disclose and provide documentation of Social Security numbers at the
time the request is made to add the member.

Elderly family members are required to provide their Social Security numbers and
may be granted a sixty (60) day extension if needed for them to provide verification
of their numbers.

Should a family member not have a Social Security number, they must certify that
they do not, in fact, have a number.

Penalties for Failure to Disclose and/or Provide Documentation of the SSN
In accordance with 24 CFR 5.218, the following penalties apply for noncompliance
with the SSN disclosure and documentation requirements:

a. Applicants
PHA shall deny the eligibility of an applicant if each member of the
household who is required to disclose their SSN fails to disclose and/or
provide documentation of their individual SSN.

If the family is otherwise eligible to participate in the public housing program,
PHA shall allow the family to maintain their position on the waiting list for a
period of 60 days to permit the family to obtain and disclose the required SSN
information. During this period, if a unit becomes available and the
household members have not disclosed their SSN, PHA shall offer the
available unit to the next eligible applicant family on the waiting list.
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b. Program Participants
PHA shall terminate the tenancy of the entire household of a public housing
participant family if the household members who are required to disclose and
document their SSN fail to do so.

If the family is otherwise eligible for continued occupancy, PHA, at its
discretion, may defer the family’s termination and provide the family an
opportunity to comply with the requirement within a period not to exceed 90
calendar days from the date PHA determined the family noncompliant with
the SSN disclosure and documentation requirement, if PHA determines:

(1) The failure to meet the SSN disclosure and documentation requirements
was due to circumstances that could not have been foreseen and were
outside the control of the family; and

(2) There is reasonable likelihood that the family will be able to disclose the
SSN and provide documentation of the SSN by the deadline.

PHA shall terminate the tenancy of the entire household if the family is unable
to comply with the requirements by the specified deadline.

Verification of Social Security Numbers

Social Security verification requirements are outlined in 24 CFR Part 5.210-5.238 -
Disclosure of Social Security and Employer Identification Numbers.

Social Security numbers (SSN) for each household member must be disclosed as a
condition of eligibility by all applicants and tenants in the public housing program (24
CFR5.216).

Exceptions to this requirement are:

e Those individuals who do not contend to have eligible immigration status.

o Existing tenants as of January 31, 2010 who have previously disclosed
their SSN and HUD has determined the SSN to be valid. PHA shall
confirm HUD’s validation of the tenant’s SSN by viewing the household’s
EIV Summary Report or the EIV Identity Verification Report.

e Existing tenants as of January 31, 2010, who are 62 years of age or older,
and had not previously disclosed a valid SSN. This exemption shall
continue even if the individual moves to a new assisted unit.

The PHA shall request applicants and tenants to disclose and provide documentation
of each household member’s SSN in the following acceptable forms:

Original SSN card issued by the Social Security Administration (SSA);
Original SSA-issued document, which contains the name and SSN of the
individual, or

e Original document issued by a federal, state, or local government agency.
Which contains the name and SSN of the individual
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To verify the disclosed SSN for each household member, the PHA, as required by
regulation, shall:

a. Obtain the documentation listed above;

b. Make a copy of the documentation submitted and retain the copy in the file
folder;

c. Record the SSN accordingly in the Family Report (HUD-50058) and transmit
the form to HUD within a timely manner. (NOTE: Not applicable to
applicants)

If an Applicant or Resident is able to disclose the Social Security number but cannot
meet the documentation requirements, the Applicant or Resident must sign a self-
certification to that effect. The Applicant/Resident or Family member will have an
additional sixty (60) calendar days to provide proof of the Social Security number. If
the documentation is not provided, the Family’s lease may be terminated and the
Family evicted or the Applicant not admitted.

Rejection of Documentation
PHA may reject the documentation of the SSN provided by the applicant or tenant for

the following reasons:
a. The document is not an original document; or
b. The original document has been altered, mutilated, or not legible; or

c. The document appears to be a forged document (does not appear to be
authentic).

The PHA shall explain to the applicant or tenant the reasons(s) the document is not
acceptable. The PHA shall then request the individual to obtain acceptable
documentation of the SSN and submit the document to PHA within thirty 30 days.

The PHA shall verify the SSN via the EIV Summary Report or the EIV Income
Report and shall maintain a copy of the report in the family file as confirmation of
compliance with SSN disclosure, documentation, and verification requirements.

Once the household member’s SSN verification status is classified as verified, the
PHA shall remove and destroy (by shredding or burning) the copy of the acceptable
form of documentation from the family file not later than by the next re-exam of
family income or composition. Retention of the EIV reports in the tenant file shall be
considered adequate.

Individuals without an assigned SSN
Examples of some individuals who may not have a SSA-assigned SSN are listed

below. This list is not all-inclusive.

e Newborn children
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¢ Non-citizens lawfully present in the U. S.
e Non-citizen unlawfully present in the U. S.

Newborn children will be issued a SSN upon SSA confirmation of birth.

Non-citizens lawfully present in the U. S. will be issued a SSN upon SSA
confirmation of the individual’s DHA documentation or confirmation that the
individual is required by law to provide a Social Security number in order to receive
assistance benefit that they already have qualified for.

Non-citizens unlawfully present in the U. S. cannot be assigned a Social Security
Number.

The PHA shall require that a citizen or lawfully present non-citizen who state that
they have not been assigned a SSN by the SSA to make such declaration in writing
and under penalty of perjury. The self declaration shall be maintained in the family
file.

Addition of a New Household Member
1. New household member at least six years of age or under the age of six and
has an assigned SSN:

When the family requests to add a new household member in this age
category, the Family must disclose to the PHA the assigned SSN number of
the new household member and provide the PHA with the acceptable form of
documentation at the time of such request. If the family is unable to provide
the PHA with the required documentation of the SSN, the PHA will not add
the new household member until the family provides such documentation.

2. New household member under the age of six

When the family requests to add a new household member in this age
category and the new member does not have an assigned SSN, the family
must disclose the assigned SSN and provide the PHA with the acceptable
form of documentation within ninety (90) calendar days of the child being
added to the household.

If the PHA determines that the family was not able to comply with the SSN
disclosure and documentation requirement due to circumstances that could not
have reasonably been foreseen and were outside the control of the family, the
PHA will, as required, grant the family an additional 90-day period to comply.

Examples of circumstances outside the control of the family include but are
not limited to:

Delayed processing of SSN application by SSA
Natural disaster

Fire

Death in family
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The PHA shall require the family to provide.documentation of the unforeseen
circumstances out of the control of the family the family has presented.

During the allotted time that THE PHA is providing to the family to comply
with the SSN disclosure and documentation requirements, the child shall be
included as part of the assisted household and shall be entitled to all the
benefits of being a household member.

If the family does not comply with the SSN disclosure and documentation
requirements by the expiration of the allotted time provided to the family, the
PHA shall terminate the family’s tenancy.

Authorization for the Release of Information/Privacy Act Notice

Each member of the applicant family who is eighteen (18) years of age or older, must
sign an Authorization for the Release of Information/Privacy Act form (HUD-9886)
annually authorizing HUD and the PHA to request information from specified
sources necessary to verify the household’s income. A household member who turns
18 during the year will be required to sign a HUD-9886 at the family’s next annual or
interim recertification.

U.S. Citizen, U.S. National or Eligible Non-citizen Immigration Status

All applicants for public housing who are admitted after June 19, 1995, must meet the
following requirements:

1.

For a U.S. Citizen or U.S. National: sign a declaration of U.S. Citizenship or status as
U.S. National;

For non-citizens who are sixty-two (62) years of age or older or who will be sixty-two
(62) years of age or older and receiving assistance under a Section 214 covered
program on September 30, 1996 or applying for assistance on or after that date, the
evidence consists of:

a. A signed declaration of eligible immigration status; and
b.  Proof of age document.

The PHA will require verification of this certification for all declarations submitted
after November 26, 1996.

For all other non-citizens:
a. A signed declaration of eligible non-citizen immigration status;

b.  Provide original documents which verify status; and
c.  Sign a verification consent form.
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All declarations submitted after November 26, 1996 will be verified.

Every adult family member must sign either a declaration of U.S. Citizenship or
eligible immigration status. For each child, an adult who is responsible for the child
and who is residing in the assisted dwelling unit, must sign a declaration. The family
must identify in writing, any household members who do not claim to have eligible
status.

Delay of Assistance to Applicant

Housing Assistance to an applicant family may not be delayed or denied based on delays
by the PHA, HUD, or CIS. However, the PHA will delay or deny assistance to a family
until at least one family member has been determined eligible for assistance.

1.

Delay to an applicant is permissible after the conclusion of the CIS appeal process but
assistance is not denied until the conclusion of the PHA informal hearing process if
the family requests an informal hearing.

Other events causing denial of assistance are:

a. Evidence of citizenship (i.e., the declaration) or eligible immigration status is
not submitted by the date specified in the written notice or by the expiration of
any extension granted in accordance with a written notice of an extension
period; or

b. Evidence of citizenship or eligible immigration status is timely submitted, but
CIS primary and second verification does not verify eligible immigration status
of a family member and:

(1) The family does not pursue CIS appeal or PHA informal hearing rights as
provided in this section; or

(2) The CIS appeal and informal hearing rights are pursued, but the final
appeal or hearing decisions are decided against the family member.

A notice of denial or termination of assistance shall inform the family:

a. That financial assistance will be denied or terminated with the reasons for the
denial or termination; and

b. That they may be eligible for prorated assistance; and

c.  That they have the right to request an appeal to the CIS of the results of the
secondary verification of immigration status and to submit additional
documentation or a written explanation in support of the appeal in accordance
with CIS appeal procedures to CIS; and

d.  That the family has the right to request an informal hearing with the PHA within
fourteen (14) days either upon completion of the CIS appeal or in lieu of the
CIS appeal; and
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e.  That the PHA cannot overrule the CIS decision regarding eligible immigration
(W““ ) status.

D. Appeal to the U.S. Citizenship and Immigration Services (CIS)

1.  Submission of the request for appeal. Upon receipt of notification by the responsible
entity that CIS secondary verification failed to confirm eligible immigration status,
the responsible entity shall notify the individual or family of the results of the CIS
verification. After notification of the CIS decision on appeal, or in lieu of an appeal
request to the CIS, the individual or family may request that the responsible entity
provide a hearing. This request must be made either within thirty (30) days of receipt
of the notice described in paragraph (d) of section 5.514, or within thirty (30) days of
receipt of the CIS appeal decision issued in accordance with section 5.514(e). The
family shall make the request for an appeal by communicating that request in writing
directly to the CIS. The family must provide the responsible entity with a copy of the
written request for appeal and proof of mailing. For good cause shown, the
responsible entity shall grant the family an extension of the time within which to
request an appeal.

2. Documentation to be submitted as part of the appeal to CIS. The family shall forward
to the designated CIS office any additional documentation or written explanation in
support of the appeal. This material must include a copy of the CIS document

(ﬂ’\ ) verification request form G-845S (used to process the secondary verification request)
or such other form specified by the CIS to record immigration status verification
results. The PHA will provide the family a copy of the G-845S that documents the
ineligible status of a family member.

3. Decision by CIS

a.  When the decision will be issued. The CIS will issue to the family, with a copy
to the responsible entity, a decision within thirty (30) days of the receipt of
documentation concerning the family’s appeal of the verification of immigration
status. If, for any reason, the CIS is unable to issue a decision within the thirty
(30) day time period, the CIS will inform the family and the responsible entity
of the reasons for the delay.

b. Notification of the CIS decision and of informal hearing procedures. When the
PHA receives a copy of the CIS decision, the PHA shall notify the family of its
right to request an informal hearing on the PHA’s ineligibility determination in
accordance with the informal hearing procedures previously noted, if the family
has not been admitted. If the family has been admitted, pending all appeals, the
grievance procedure will be used for the appeals process.

4.  There will be no delay, denial or termination of assistance until completion of the CIS
appeal process and/or the PHA appeal of a family member’s ineligible status is
) completed.
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E. Non-Eligible Immigration Status

@W\W Individuals who contend not to have eligible immigration status must identify themselves
to the PHA that they elect not to provide documentation of eligible immigration status or
sign a declaration of eligible non-citizen immigration status. However, family members
must identify in writing to the PHA the family member(s) who will elect not to contend
having eligible status. Family members who elect not to provide documentation
concerning eligible non-citizen immigration status shall be required to comply with other
program requirements or assistance may be denied to the entire applicant family.

If a family member has chosen not to contend to have eligible immigration status, the PHA
may admit the family under Prorated Assistance. See the section noted Prorated Assistance
to determine how the family’s rent will be calculated.

30 (10/03/11)



Admission and Continued Occupancy Policy

SECTION 6. SELECTION POLICIES AND PREFERENCE SYSTEM

In selecting applicants for dwelling units, personnel will be guided by the following requirements
established for local preferences. It is also the PHA’s policy that having a preference does not
guarantee any applicant admission to the housing program. Those policies and requirements are
presented below.

A. Policies and Requirements
1. These selection and preference policies are designed to:

a.  Be based on local housing needs and priorities as determined by the PHA using
generally accepted data sources, including its waiting list, public comment on
the PHA’s Annual Plan, and requirements of the Consolidated Plan;

b. Match characteristics of an applicant family with the type of unit available, for
example, number of bedrooms;

c. Select a family with household members who are disabled and give preference
by assigning a unit with the special accessibility features needed by those family
members;

d. Provide preference to elderly and/or disabled families for units in a public
housing mixed population (formerly designated elderly) developments;

e. Not automatically deny admission to a particular group or category of otherwise
eligible applicants (e.g., unwed mothers or families with children born out of
wedlock); nor apply any criteria or consider any information pertaining to
attributes or behavior that may be imputed by some to a particular group or
category. All criteria applied or information considered in administering this
policy shall relate solely to the attributes/behavior of the individual members of
the family being considered for assistance;

f  Assure that selection by the PHA among otherwise eligible applicants is
objective and reasonable;

g. Be consistent with the PHA’s responsibilities as a public body; and

h. Be in compliance with state, local and Federal laws and regulations, including
the nondiscrimination requirements of Title VI of the Civil Rights Act of 1964,
the provisions of the Annual Contributions Contract between HUD and the
PHA, and 24 CFR Part 5.210-5.238, "Disclosure and Verification of Social
Security Numbers and Employer Identification Numbers by Applicants and
Participants in Certain Housing Assistance Programs."

2.  Such preference policies will:

a. Be duly adopted;

b. Be made known to the applicants on the waiting list through written
notification. Applicants will be given an opportunity to show that they qualify
for such preference(s). If it is not feasible to notify all applicants because of the
length of the waiting list, the PHA may provide this notification to fewer than
all applicants at any given time;
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c. Be publicized by posting copies in each office where applications are received,
and by furnishing copies to applicants or residents upon request;

d. Be specific and describe in detail the criteria, standards and preferences to be
applied; and

e. Provide for verification and documentation of information relevant to the
acceptance or rejection of an applicant.

Requirements or preferences for those living in the jurisdiction of the PHA at the time
of application are permissible, subject to the following:

a. Requirements or preferences may not be based upon the identity or location of
the housing which is occupied or proposed to be occupied by the applicant, nor
upon the length of time the applicant has resided in the jurisdiction;

b.  Applicants who are working or who have been notified that they are hired to
work in the jurisdiction will be treated as residents of the jurisdiction;

c. A residency preference may not have the “purpose or effect” of delaying or
otherwise denying admission to a development or unit based on the race, color,
ethnic origin, gender, religion, disability or age of any applicant family member;

d. “Residency preference” refers to admission of persons who reside in a specified
geographic area that may not be an area smaller than a county or municipality.

The Ranking and Local Preferences

The Housing Quality and Work Responsibility Act of 1998 permanently eliminated the
Federal preference requirement; however, PHAs may adopt the Federal preference
language and criteria as their local and/or ranking preferences.

The PHA will select and house applicants in accordance with the following preferences and
priorities, in the order listed:

1.

Limitations on Admission

a.  Types of developments and units available;
b. Occupancy Standards (limitation on the minimum and maximum number of
household members permitted to live in dwelling units of specified sizes).

Selection Preferences, as follows, in the order listed
These two (2) preferences will have the same relative weight and importance.

a. Working families and those unable to work because of age or disability;
c.  Households that contribute to meeting income goals (broad range of incomes).

Other Local Preference Options
a. Applicant families whose head of household, or spouse is employed or has a

bona fide offer for employment, (this preference will not be based on the
amount of earned income and the PHA may not prefer higher income families
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over families with lower incomes to occupy a development or unit except to the
extent that the PHA has identified the need to implement economic de-
concentration and income targeting). Families whose head of household or
spouse is sixty-two (62) years of age or disabled automatically receive the
maximum level of local preference;

b.  Families that include a person with disabilities, but not for persons with a
specific disability;

c.  Single persons who are elderly, displaced, homeless, or persons with disabilities
over other single persons.

Date and Time of Application (in each of the above circumstances).

Applicants who meet all the eligibility requirements and who qualify for a preference
will be assisted first according to the date and time of application. After all applicants
with verified preferences are assisted, the PHA will then contact applicant families
who are next on the waiting list, according to date and time of application, and
bedroom size needed.

Denial of Local Preference(s) Claim

The family will be provided an opportunity to present documentation of their claim
for a local preference. Families who cannot provide the appropriate documentation to
the agency will be notified in writing that they do not qualify for a local preference.

The family will be informed they have ten (10) days to request a reevaluation of the
agency's determination.  The family may either provide the appropriate
documentation or have a conference with the Housing Manager or other designated
PHA representative.

If the Housing Manager or other designated PHA representative has been a party to
the decision to deny the local preference, the conference may be held with another
person designated by the Executive Director. In either case, a letter informing the
applicant of the final determination as to their local preference status will be mailed
within ten (10) days from the conference/hearing.
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SECTION 7. APPLICANT SCREENING AND DENIAL OF ADMISSION

In screening applicants, the PHA employees will follow PHA policies, procedures and
preference criteria, and will verify all information submitted by the applicants. (See Section 8.
Verifications for Eligibility.) The following outlines the actions to be taken in this process.

A. Applicant Screening

1.

The resident selection criteria established, and the information to be considered by the
PHA, will be reasonably related to the individual attributes and behavior of an
applicant, and will not be related to those which may be imputed to a particular group
or category of persons of which an applicant may be a member.

The criteria established in relation to avoiding the concentration of families with
serious social problems in PHA developments, and the information to be considered,
will be reasonably related to whether the conduct of the applicant in present or prior
housing has been such as would be likely to interfere with other residents by
adversely affecting their health, safety or welfare, or affect adversely the physical
environment or financial stability of the development if the applicant were admitted.
Relevant information concerning the habits or practices to be considered may include,
but is not limited to:

a.  Past performance in meeting financial obligations, especially rent, and prior
rental history with the PHA, if applicable;

b. Rental history from previous owners/landlords or another PHA;

c. A record of disturbance of neighbors, destruction of property, or living or
housekeeping habits at prior residences which may adversely affect the health,
safety, or welfare of other residents;

d. Information from personal references;

e. Information from previous owners/landlords concerning housekeeping that
would create health or sanitation problems;

f. A history of criminal activity involving drug-related activity, a pattern of
alcohol abuse, crimes of physical violence to persons or property, or other
criminal acts which would adversely affect the health, safety or welfare of other
residents;

g. A conviction for manufacturing or producing methamphetamine (speed). These
individuals will be permanently barred from public housing; or

h. Eviction from public housing, Indian housing, Section 23, or any Section 8
program because of drug-related criminal activity. These individuals and their
families are ineligible for admission to public housing for a three (3)-year
period beginning on the date of such eviction.

The PHA may waive this requirement if:

e The person demonstrates successful completion of a rehabilitation program
approved by the PHA, or;
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¢ The circumstances leading to the eviction no longer exist. For example, the
individual involved in drugs is no longer in the household because the
person is incarcerated.

Applicants must conform to the occupancy standards on family size, family
composition and extenuating circumstances discussed in Section 12. Occupancy
Standards.

The PHA will use up-front or third-party verification of all information whenever
possible and the return envelope will be retained in the resident’s file. If such up-
front or third-party documentation is not available, the reason must be documented in
the file.

The family will also submit, directly to the PHA, all documentation required for
purposes of determining or auditing a family's eligibility to receive housing
assistance, for calculating the family's adjusted income or Tenant Rent, for verifying
related information, or for monitoring compliance with equal opportunity
requirements.

Home Visits

The PHA may conduct a home visit to consider whether the conditions they observe
are the result of the resident’s treatment of the unit or are caused by the unit’s overall
substandard condition. The PHA will give at least two (2) days’ written notice to all
applicants or residents. Reasons for a home visit may include, but not be limited to,
the following circumstances:

Conflicting or negative rental history received from previous landlords;
Conflicting or negative information received from personal references;
Applicant provides no previous rental references;

Applicant provides only related personal references; or

Applicant has no credit history.

o e op

Consideration of Favorable Factors

In the event unfavorable information with respect to an applicant is received, the PHA will
give consideration to the time, nature, and extent of the applicant's conduct, and to factors
which might indicate a reasonable probability of favorable future conduct or financial
prospects, including:

1.

Evidence of successful completion of an appropriate rehabilitation program for drug
or alcohol-related problems (requiring certification from a health professional, or
State certified program). The applicant or family may be required to provide
evidence of otherwise being rehabilitated successfully (i.e., participation in AA,
ALANON, or other drug/alcohol support group);
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2. The seriousness of the offending action;

3.  The effect on the community of denial or the failure of the PHA to take such action;

4.  The extent of participation by the leaseholder in the offending action;

5. The effect of denial of admission on household members not involved in the
offending action;

6. The demand for assisted housing by families who will adhere to lease responsibilities;

7. The extent to which the applicant has shown personal responsibility and taken all
reasonable steps to prevent or mitigate the offending action;

8.  The effect of the PHA’s action on the integrity of the program;

9.  The willingness of the applicant to exclude the offending household member in order
to be admitted to the housing program, where the identified member has participated
in or been culpable for action or failure to act that warrants denial;

10. Evidence of the applicant family's participation in or willingness to participate in
social services or other appropriate counseling programs, and the availability of such
programs; and

11. Evidence of the applicant family's willingness to attempt to increase family income,
and the availability of training or employment programs in the locality.

Denial of Admission

The PHA has established standards that prohibit admission of a household to the PHA’s
public housing program for certain drug and criminal activities. In developing these
standards, the PHA may elect to deny admission for criminal activities in addition to those
required by statute, it may elect longer periods of time for denial than required by statute,
and it may consider rehabilitation, participation by household members and other
extenuating circumstances when unfavorable information is received. All standards shall
be applied uniformly. :

1.

Pursuant to 24 CFR Part 960.204 the PHA must deny admission to:

a. Persons evicted from federally-assisted housing for drug-related criminal
activity for ten (10) years from the date of eviction; (See Definition of federally-

assisted housing.)

A PHA may admit the household if the PHA determines:

(1) The evicted household member who engaged in the drug-related criminal
activity has successfully completed a supervised drug rehabilitation
program approved by the PHA; or
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(2) The circumstances leading to the eviction no longer exist (for example, the
responsible household member has died or is imprisoned).

b.  Persons currently engaging in illegal use of a drug or where the PHA determines
that it has reasonable cause to believe that a household member’s illegal use or
pattern of illegal use of a drug may threaten the health, safety, or right to
peaceful enjoyment of the premises by other residents;

c. Persons who have ever been convicted for manufacture or production of
methamphetamine on the premises of federally assisted housing; (See
Definitions to determine federally-assisted housing).

d. Persons subject to a lifetime registration requirement under a State sex offender
registration program. This check must be carried out with respect to the State in
which the housing is located and in States where members of the applicant
household are known to have resided;

e. Persons that abuse or show a pattern of abuse of alcohol that may threaten the
health, safety, or right to peaceful enjoyment of the premises by other residents.

2. Pursuant to the Violence Against Women Act, the PHA must and shall deny
admission to any member of the household who is a perpetrator of domestic violence,
dating violence, or stalking.

3.  In adopting local standards, supportive of or in addition to the mandated reasons for
denial of admission, the PHA may:

a.  Require an applicant to exclude a household member in order to be admitted to
the housing program where that household member has participated in or been
culpable for actions that would require denial under one of the mandatory
reasons for denial.

b.  Continue that prohibition for a longer period of time where a statute states that
admission be denied for a required period of time. (for example, 3 years after
being evicted from federally-assisted housing for drug-related criminal activity)

c. Consider a record of disturbance of neighbors, destruction of property, or living
or housekeeping habits at prior residences which may adversely affect the
health, safety, or welfare of other residents.

d. Consider a history of criminal activity involving drug-related activity, a pattern
of alcohol abuse, crimes of physical violence to persons or property, or other
criminal acts which would adversely affect the health, safety or welfare of other
residents.

e. Request information from a drug abuse treatment facility to determine whether
the drug abuse treatment center has reason to believe that the household
member is currently engaging in illegal drug use.

D. Falsified or Misrepresented Information

If the PHA determines that an applicant has falsified or misrepresented family income,
composition, circumstances, conduct or behavior, the PHA will, on the basis of such
falsification or misrepresentation, find the applicant ineligible for admission to a PHA
dwelling unit. In justifiable cases, the PHA may take such other action as deemed

advisable.
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E. Mitigating Circumstances

Screening applicants who claim mitigating circumstances:

L.

If unfavorable information about an applicant is received, the applicant will be
provided an opportunity to present mitigating circumstances. The PHA will consider
the time, nature and extent of the applicant’s conduct. These mitigating
circumstances must be verifiable.

Mitigating circumstances are facts relating to the applicant’s unsuitable rental history
or behavior which, when verified, would indicate both: (a) the reason for the
unsuitable behavior; and (b) that the reason for the unsuitable rental history or
behavior no longer applies or is under control and the applicant’s prospect for lease
compliance is an acceptable one, justifying admission. = Such mitigating
circumstances would overcome or outweigh information already gathered in the
screening process.

If the mitigating circumstances relate to a change in disability, medical condition or
course of treatment, the PHA shall have the right to verify the information or to
request further information which is reasonably needed to verify the mitigating
circumstances, even if such information is of a medically confidential nature.

If the mitigating circumstances relate to a family who claims to be a victim of
domestic violence, dating violence and stalking the family is afforded certain
protections pursuant to the Violence Against Women and Department of Justice
Reauthorization Act of 2005, as amended by a bill in August 2006.

PROTECTION OF VICTIMS OF DOMESTIC VIOLENCE

Incidents of domestic violence, dating violence, or stalking shall not be good
cause for denying victims access to or terminations from the Public Housing
Program or for termination a lease held by a victim of such violence.

Within fourteen days upon request by the Authority, victims of domestic violence,
dating violence, or stalking must certify via a HUD approved certification form
their status as victims and that the incident in question was a bona fide incident of
domestic violence, dating violence, or stalking by presenting appropriate
documentation to the Authority. The fourteen day timetable may be extended by
the Authority.

Victims of domestic violence, dating violence, or stalking may satisfy the
certification requirements by:

» Providing documentation signed by an employee, agent, or volunteer of a
victim service provider, an attorney, or a medical professional, from who
the victim has sought assistance in addressing domestic violence, dating
violence, or stalking or the effects of the abuse, in which the professional
attests under penalty of perjury (28 U.S.C. 1746) to the professional’s

38 (10/03/11)



Admission and Continued Occupancy Policy

belief that the incidents in question are bona fide incidents of abuse and
the victim has signed or attested to the documentation; or

* Producing a Federal, State, tribal, territorial, or local police or court
record.

At its discretion the Authority may provide benefits to a victim of domestic
violence, dating violence, or stalking based solely on the victim’s statement or
other corroborating evidence.

Nothing prevents a victim who has committed a crime or violated a lease from
being evicted.

5. Consideration of mitigating circumstances does not guarantee that the applicant will
qualify for admission.
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SECTION 8. VERIFICATIONS FOR ELIGIBILITY

A.

General Requirements

The verification requirements described in this section are applicable to initial screening for
eligibility, initial certification, interim re-certifications and annual re-certifications.

1.  The PHA will use up-front or written third-party verification of all information
whenever possible and the return envelope will be retained in the residents file. At
least two (2) documented attempts to obtain third-party verification shall be made
before the next level of verification is used. The PHA will send verification forms in
the mail along with a request that the form be returned by fax or mail. If up-front or
third-party documentation is not available, the reason must be documented in the file.

2.  While there is no regulatory limit on the acceptable age of verifications in the public

housing program, PHAs historically use only verified information that is less than
ninety (90) days old on the effective date of admission or recertification. Verified
information obtained after application intake that is less than ninety (90) days old
need not be re-verified. Verifications may be extended for an additional thirty (30)-
days with a telephone update. (A record of the update, including the name and title of
the individual contacted, and date contacted must be placed in the applicant’s file.)
Verified information not subject to change (such as a person’s date and place of birth)
need not be re-verified.

3. Information obtained that is subject to change and for which verifications are more

than ninety (90) days old, should be re-verified. HUD requires that verification forms
to support PHA’s admission decisions be placed in the applicant (and subsequently,
the tenant) files. Information that is subject to change, such as income, assets, family
composition, etc. should be verified close to certification or recertification.
Preferences must be verified once, just before admission. It is up to the PHA to
decide the acceptable term of the verification and whether re-verifications are needed.

Tiers of Verification as Mandated by HUD

Information will be verified in order through the six tiers of verification hierarchy
described briefly below. Should the highest level of verification techniques not contain any
employment and income information for the family, the PHA will attempt the next lower
level of verification technique and move down the hierarchy until an acceptable form of
verification is obtained. At least two (2) documented attempts to obtain third-party
verification shall be made at each level before the next level of verification is used. (Level
6 being the ‘highest’ form of acceptable verification and Level 1 being the ‘last resort’
method of acceptable verification.

» Upfront Income Verification (UIV) (Level 6): The highest mandatory level of third

party verification using HUD’s Enterprise Income Verification (EIV) system.

NOTE: NOT AVAILABLE FOR INCOME VERIFICATION OF APPLICANT
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* Upfront Income Verification (UIV) (Level 5): The highest (optional) level of third
party verification using non-HUD systems. Utilization of The Work Number (an

automated verification system) and state government databases to validate tenant-
reported income.

» Written Third Party Verification (Level 4): The high level of third party verification

mandated as follows:

- Mandatory to supplement EIV-reported income sources;

- Mandatory when EIV has no data;

- Mandatory for non-EIV reported income sources;

- Mandatory when tenant disputes EIV-reported employment and income information
and is unable to provide acceptable documentation to support dispute.

»  Written Third Party Verification Form (Level 3): The Medium-Low level of third

party verification mandated as follows:

- Mandatory if third-party written verification documents are not available or rejected
by the PHA;

- Mandatory when the applicant or tenant is unable to provide acceptable
documentation

= Oral Third-Party (Level 2): The Low level of third party verification mandated as
follows:
- Mandatory if written third-party verification is not available).

The PHA may use telephone verifications.

» Tenant Declaration (Level 1): The Low level of verification techniques. (Also
known as Self Certification)
- Used as a last resort when unable to obtain any type of third party verification. The
PHA will accept a notarized sworn statement (with penalty of perjury) from the
Applicant as Tenant Declaration when no other form of verification is available.

The PHA will not delay the processing of an Applicant beyond fourteen (14) calendar days
because a third-party information provider does not return the verification in a timely
manner.

For Applicants, verification may not be more than 120 calendar days old at the time of a
unit offer. For Residents, verifications are valid for 60 calendar days from the date of
receipt.

Regardless of these timeframes, Criminal History Reports will be useable as a valid
verification for no longer than 120 calendar days.
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C. PHA use of Verification Hierarchy

1. Up-Front Income Verification — Level 6

This is the highest ranked mandatory verification technique utilized by the PHA in
verifying employment and income information through an independent source that
systematically and uniformly maintains income information in computerized form for a
number of individuals.

Up-front income verification is available to the PHA via HUD’s Enterprise Income
Verification (EIV) System. Information in the EIV System is derived from computer
matching programs initiated by HUD with the Social Security Administration (SSA)
and the U. S. Department of Health and Human Services (HHS), for all program
participants with valid personal identifying information.

In accordance with §5.236 and administrative guidance issued by HUD, the PHA will
utilize HUD’s Enterprise Verification System, in its entirety, as a third party source to
verify tenant employment and income information during mandatory reexaminations or
re-certifications of family composition and income.

The PHA shall obtain an ‘Income Report’ from the EIV System for each household.
As required, the PHA shall maintain the Income Report in the resident file along with
the Family Report form (HUD-50058) and all documents used to support the income
and rent determinations for all mandatory annual reexaminations of family income and
composition.

If the Income Report does not contain any employment and income information for the
family, the PHA shall attempt the next verification technique level and document why
it moved to next lower level.

Use of EIV Data

EIV data is used by the PHA to validate tenant-reported income and supplement tenant-
provided documents. Pursuant to HUD guidelines, the PHA shall use information for
the sole purpose of determining eligibility and level of assistance for the public housing

program.

Upon obtaining the EIV Income Report for the family, the PHA shall compare the
information to the tenant-reported information. If no discrepancy is found, the PHA
shall calculate annual income using the tenant-provided documentation.

If there is a discrepancy between the EIV Income Report data and the tenant-reported
income, (i.e., income source not reported by tenant, substantial difference income
reported ($2,400+ annually), the PHA shall obtain additional information from the
tenant and/or the third party source, if necessary.

@ ) The PHA shall use the most current and reliable documentation obtained to calculate

annual income. EIV data shall not be used to calculate anticipated annual income
(except as specified in HUD guidelines).
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NOTE: EIV is not available for income verification of applicants or new admissions.

However, as mandated by HUD, the PHA will review the EIV Income Report for all
new admissions within 120 days of the PIC submission date (PHA submission of
Family Characteristic Report [formHUD-50058] to HUD) to validate the family-
reported income. Any discrepancy in income shall be resolved with the family within
60 days of the EIV Income Report date.

Tenant Dispute of EIV Data
When a tenant disputes the EIV Income Report data obtained by the PHA, the PHA

shall request the tenant to provide acceptable documentation to support the information
in dispute. If the tenant is unable to provide any form of acceptable documentation, the
PHA will request written third party verification.

Dispute Reveals Incorrect EIV information

1. EMPLOYMENT AND WAGE INFORMATION
Employment and wage information reported to EIV originates from the employer.
The employer reports this information to the local State Workforce Agency
(SWA). The SWA, in turn, reports the information to the HHS’ National
Directory of New Hires (NDNH) database.

If the tenant disputes the information the employer provided, it is the tenant’s
responsibility to contact the employer directly in writing to dispute the
employment and/or wage information that the employer reported to the SWA.
The tenant will be required to provide the PHA with a copy of the ‘written
dispute’. The ‘written dispute’ to the employer from the tenant should request the
employer to correct the erroneous information. If employer resolution is not
possible between the tenant and the employer, the tenant should contact the local
State Workforce Agency for assistance.

If provided to the PHA, the copy of the tenant’s correspondence to the employer
that disputes the employment and/or wage information will be maintained in the
tenant file.

2. UNEMPLOYMENT BENEFIT
Unemployment benefit information reported in EIV also originates from the local
SWA and thus the tenant shall follow the same process as stated in 1 above to
dispute the information, if applicable. If provided to the PHA, the copy of the
tenant’s correspondence to the employer that disputes the unemployment benefit
information will be maintained in the tenant file.

3. SS AND SSI BENEFIT INFORMATION
Social Security (SS) and Social Supplemental (SSI) benefit information reported
to EIV originates from the Social Security Administration (SSA). If the tenant
disputes the information the SSA provided, it is the tenant’s responsibility to
ﬁ\ ) contact the SSA at (800) 772-1213 or visit the local Social Security
Administration Office.
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