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SECTION I.
STATEMENT OF OVERALL APPROACH AND OBJECTIVES IN ADMINISTERING
SECTION 8 HOUSING CHOICE VOUCHER (HCV) PROGRAM
A.

Establishment of Housing Authority
On May 3, 1971, the Board of Supervisors of the County of Shasta enacted a resolution, which
formed the Shasta County Housing Authority (hereinafter referred to as the Housing Authority.)
Recognizing the need to assist low-income families to enjoy decent, safe and sanitary housing, the
Board named itself Commissioners of the Housing Authority. Subsequent meetings of this body
established policies and procedures for operating a Public Housing Authority in accordance with the
regulations set forth by the U.S. Department of Housing and Urban Development (hereafter referred
to as HUD.)
In October 1975, the Housing Authority was notified that an application for Section 8 Existing
Housing had been approved and a County Department was formed to administer the program. Since
that time the Housing Authority has assisted many low and moderate-income families, disabled
persons and elderly citizens. In addition, excellent working relationships have been established with
landlords, realtors and other community service oriented organizations. Housing Authority goals are
to assist eligible families to obtain and maintain decent and affordable housing, to enhance their
standard of living, to help them become self-sufficient, and assist the local economy.

B.

Purpose of the Administrative Plan
HUD requires that each Housing Authority have a document known as the Administrative Plan,
which describes stances on various policy issues as well as descriptions of specific programs. The
Administrative Plan is the guiding document for implementing the Section 8 Housing Choice
Voucher (HCV) program. HUD regulations and directives will control in the event that any statement
or policy within this Administrative Plan contradicts HUD rules and regulations.
The Housing Authority Board of Commissioners will review and approve any significant deviation or
amendment to this Administrative Plan. If a change is not a significant deviation or amendment to
the Administrative Plan, the Director of the Housing Authority will review and approve the change.
Definition of Substantial Deviation from the Administrative Plan:
Any change, which fundamentally and significantly alters the mission, goals or objectives of the
agency as, stated in the Administrative Plan.
Definition of Significant Amendment or Modification to the Administrative Plan:
Any change which fundamentally and significantly alters the approach to managing programs and
providing services that benefit the recipients of the HCV program. This includes the implementation
of any new program not identified in the Housing Authority Plan or the elimination of any program
currently being administered.
Note: An exception to this definition will be made for any of the above that are adopted to reflect
changes in HUD regulatory requirements or Housing Authority program/budgetary limits; such
changes will not be considered a substantial deviation or significant amendment. In addition, any
discretionary policies, procedures or administrative decisions, which do not negatively affect the
majority of the recipients of the program, will not be considered significant amendments or
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modifications to the Administrative Plan.
C.

Programs
The Shasta County Housing Authority administrative plan is applicable to the operation of the
Housing Choice Voucher program. Policies in the administrative plan are applicable to families
who participate in the Housing Choice Voucher (HCV) Program, Veterans Assisted Supportive
Housing (VASH) Program, Family Unification Program (FUP), Family Self-Sufficiency (FSS)
Program, Mainstream Voucher Program, Manufactured Homes Program, Homeownership
Program and the Project-Based Voucher (PBV) Program.

D.

Jurisdiction
The Shasta County Housing Authority jurisdiction for administering the Housing Choice Voucher
program includes: the unincorporated areas within Shasta County, the cities of Anderson and
Shasta Lake in Shasta County and the counties of Modoc, Siskiyou, and Trinity.
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SECTION II.
RECEIPT OF APPLICATIONS AND ESTABLISHMENT OF A WAIT LIST
A.

Public Notice to Very Low Income Families
The Housing Authority shall make known to the public, through publication in a newspaper of
general circulation, as well as through minority media and other suitable means, the availability
and nature of housing assistance for very low income families, including assistance with respect
to units already occupied by the family if the units qualify as existing housing. The notice will
indicate when the wait list will open/close, where to apply, how to apply as well as give other
pertinent information needed to ensure all persons interested in applying may do so.
A family initially determined to be eligible will be placed on the wait list or in an applicant lottery
pool, as indicated in the notice. (Because of limited HCV assistance, not all families in an
applicant lottery pool may be selected for placement on the waiting list. The Housing Authority
will indicate how many applicants from the applicant lottery pool will be placed on the waitlist
list in its notice.)

B.

Receipt of Applications
When the Housing Authority opens the wait list, applications will be accepted from families for
whom the list is open unless there is good cause for not accepting the application. Where the
family is determined to be ineligible, the Housing Authority will notify the family in writing. The
notice will specify the reasons for ineligibility, and will inform the family of its right to request an
informal review and explain the process for doing so. Applications must be submitted as
indicated in the public notice. Only one application per applicant/social security number will be
accepted; duplicate applications will not be accepted. No applicant has a right or entitlement to be
listed on the waiting list, or to any particular position on the waiting list.
The Housing Authority will require families to provide the information on the wait list
application that is needed to make an initial assessment of the family’s eligibility for assistance
and its self-certified preference category designation. Depending on its self-certified preference
category designation, a family initially determined to be eligible will be placed on the wait list or
in an applicant lottery pool, as specified in the notice. The family will not be required to provide
all of the information necessary to establish family eligibility and level of assistance until the
family is selected from the waiting list.
Regardless of whether or not the wait list is open, families in the following three categories shall
be eligible for placement on the wait list at all times:
1.

Families who have been involuntarily displaced (within no more than six months from
the date of preference verification) by governmental action, or whose dwelling has been
extensively damaged or destroyed as a result of a disaster occurring within Shasta County
Housing Authority jurisdiction, as declared by the Governor of the State of California or
due to extensive damage as a result of a federally-declared disaster (as listed with the
Federal Emergency Management Agency (FEMA)), pursuant to Federal disaster relief
laws.

2.

Families determined to be eligible for the Family Unification Program (FUP)
(Attachment A.)
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3.

C.

Families referred by the Shasta County Community Action Agency HOME Tenant Based
Rental Assistance (TBRA) program, up to the limitation of referrals as indicated in this
document.

Establishment of a Wait List
Only complete applications submitted by persons age 18 and older or emancipated minors, at the
time the application is submitted, will be accepted. Applications will not be accepted unless
completed sufficiently so that correct placement on the wait list can be determined. Applications
submitted without sufficient information for placement on the wait list, applications submitted by
minors and applications that do not contain the social security number of the applicant will be
sent a letter of denial. The denial letter will include direction for submitting a request for an
informal review. In cases where two wait lists overlap, applications on the pre-existing wait list
will be processed before applications from the new wait list.
Placement in the applicant lottery pool, if any, or on the waiting list does not indicate that the
family is, in fact, eligible for assistance. A final determination of eligibility will be made when
the family is selected from the waiting list.

D.

Special Admissions and Wait List Admissions
Special Admissions: A Special Admission is an admission of an applicant not on the Housing
Authority wait list or admission without considering the family’s position on the wait list when
HUD awards funding that is targeted for certain families.
FUP: Family Unification Program. (See Attachment A.) Since the Family Unification
Program is a special admission for assistance, placement onto the wait list will only occur
if an FUP slot is not immediately available for the family. In this case, the family will be
placed on the wait list until a slot becomes available. (See Attachment A.) (Applicable
to Shasta County residents only.)
VASH: Veterans Affairs Supportive Housing. (See Attachment H.) Since the VASH
program is allocated for a specific number of slots, those slots will be filled until the
number has been exhausted. No wait list will be maintained for the VASH program.

Wait List Admissions: Priority in the selection of families from the wait list for the issuance of
Vouchers will be determined based on the family’s preference designation, as follows:
2.

Due to funding constraints, it may become necessary to terminate participant families
from the Shasta County HCV program. (See Section VI, F.) In this event, the families
terminated from the program by Shasta County Housing Authority will have their name
added to the HCV wait list, with priority, according to their original wait list application
date. (50 points)

3.

Families referred by Shasta County Community Action Agency who are currently
assisted by the HOME TBRA Program who will exhaust HOME TBRA program
assistance and who reside or work within the Housing Authority jurisdiction and are
either 1) families with dependents, or 2) families whose head, co-head or spouse is
elderly, or 3) families whose head, co-head or spouse is disabled. The Housing Authority
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limits the number of families that are admitted using this preference to 40 families per
calendar year. (50 points)

E.

4.

Families who have been involuntarily displaced (within no more than six months from
the date of preference verification) by governmental action, or whose dwelling has been
extensively damaged or destroyed as a result of a disaster occurring within Shasta County
Housing Authority jurisdiction, as declared by the Governor of the State of California or
due to extensive damage as a result of a federally-declared disaster (as listed with the
Federal Emergency Management Agency (FEMA)), pursuant to Federal disaster relief
laws. (50 points)

5.

Families who are disabled non-elderly, between the ages of 18-61, and who are
transitioning out of institutional or other segregated settings, at serious risk of
institutionalization, homeless, or at risk of becoming homeless. (45 points)

6.

Families with dependents and families whose head, co-head or spouse is elderly and/or
disabled who reside or work within the Housing Authority jurisdiction. (40 points)

7.

Families with dependents and families whose head, co-head or spouse is elderly and/or
disabled who do not reside or work within the Housing Authority jurisdiction (30 points)

8.

Other applicants not described above, who reside or work within the Housing Authority
jurisdiction. (20 points)

9.

Other applicants not described above who do not reside or work within the Housing
Authority jurisdiction. (10 points)

Preference Verifications
1.

Preference designation as listed above for each application will be assigned at the time
the application is received. Changes to the preference designation of an application while
on the wait list can be made in the event that the applicant submits written information
regarding changes to the application.

2.

Verification of all preferences will be required at the time that eligibility for assistance is
determined (when the applicant name comes to the top of the wait list). If the applicant
no longer qualifies for the assigned preference previously indicated on the application or
application update form, but is apparently eligible for the program otherwise, the
application may be returned to the wait list without the benefit of the preference.

3.

For the purpose of determining a preference for families who reside in the Housing
Authority’s jurisdiction, residency is based on where the family lives or stays the
majority of the time immediately prior to being issued a letter initiating eligibility
determination with the exception noted in item 5, below. Evidence of residency will be
determined by the Housing Authority based on verifications such as rent receipts, utility
statements, wage information, school records and assistance benefit issuances by other
agencies.

4.

If an applicant indicates they are homeless, the applicant family must provide verification
of their homelessness status. Verification of homelessness can be obtained from a public
or private agency providing shelter to the family, a public or private agency or business
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who can verify the family’s living situation or from local police or a social service
agency.
5.

Families who indicate they have been displaced by government action or whose dwelling
has been extensively damaged or destroyed (within no more than six months from the
date of preference verification) as a result of a disaster must provide proof of residency in
the affected jurisdiction during the time of the disaster, as well as written verification by
the displacing unit or government agency, FEMA or a service agency such as the Red
Cross.

Note: The use of a preference will not have the purpose or effect of delaying or otherwise
denying admission to the program based on the race, color, ethnic origin, gender, religion,
disability, or age of any member of an applicant family.
F.

Denial of Preference
When the Housing Authority determines that a family does not qualify for a requested preference,
the family has the right to meet with a Housing Authority representative to review the decision.
The family may request the meeting verbally or in writing. Any person designated by the Housing
Authority may conduct this meeting. The family has no further right for appeal beyond this
process.

G.

Removal from Wait List / Denial of Wait List Application
Following are reasons families may be removed from the wait list or have their wait list
application denied. In the event that a family’s application is removed from the wait list, the
family must reapply in order to be placed on the wait list again. (See Section III, C. for
information on the denial of assistance at time of application.)
1.

The Housing Authority has sent an inquiry letter to the family in an effort to update the
wait list and has notified the family of their responsibility to respond to the letter by a
particular date and the family has failed to do so. (The Housing Authority will
periodically update/purge its wait list to ensure that the pool of applicants reasonably
represents the interested families for whom the Housing Authority has current
information, i.e. applicant's address, family composition, income, preferences.)

2.

If the Housing Authority sends notification of the Housing Authority’s intention to
determine the family’s eligibility for the program and has notified the family of their
responsibility to respond by a particular date and the family has failed to do so.

3.

If the family is notified of their denial of eligibility and the right to an informal review
but does not request an informal review by the date indicated on the notification, or if
after an informal review, the family is determined to be ineligible. (See III. D.)

4.

Failure of the family to supply required information or otherwise comply with the
eligibility process or accept assistance under the program at the time eligibility is offered.

5.

If a family requests, in writing, to have their name taken off the wait list.

6.

If a family submits a wait list application but it is determined that they are not incomeeligible for assistance.
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7.

If any letter is returned by the post office with or without a forwarding address, the
applicant will be removed from the wait list.
Note: It is the responsibility of the Housing Authority to move forward with
determination of eligibility at the time that an applicant reaches the top of the wait list
and a voucher is available. Applicants are responsible for updating contact information
by reporting in writing any changes in the family’s mailing address.
However, in the event that a family does not respond as required, or if the letter is
returned by the post office as undeliverable, the applicant may request that the original
application be returned to the wait list, as opposed to submitting a new application.
Reinstating an application may only occur if the applicant requests reinstatement in
writing within 60 days from the date of the letter and it is a reasonable accommodation
for a person with a disability or if the Housing Authority determines that there were
circumstances beyond the applicant’s control which prevented the applicant from
promptly replying.
The decision to reinstate the original application or require the applicant to submit a new
application is at the sole discretion of the Housing Authority. Reinstatement of an
original application for this reason will only be granted one time. Thereafter, a new
application for assistance must be completed. The Housing Authority cannot guarantee
the availability of a voucher in the future.
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SECTION III.
SELECTION AND ADMISSION OF FAMILIES
A.

Selection of Families from the Wait list
1.

When funds are available, eligibility letters will be sent to families by order of placement
on the wait list. Eligibility letters will inform the family that they must contact the
Housing Authority within a specific timeframe in order to start the eligibility process.

2.

Eligibility for initial assistance will be based on the household members listed on the
initial questionnaire form submitted to the Housing Authority during the eligibility
process.
Additional household members may not be added to the
certification/recertification form while the eligibility process for a Voucher is in process,
unless the person to be added is the result of a birth, adoption, foster care placement,
marriage or as a reasonable accommodation for a disabled household member.. At the
discretion of the Housing Authority, it may be allowed for a biological parent of a child
in the family to be added during the eligibility process.

3.

To be income eligible, the applicant must be a family in any of the following categories:
a.
b.
c.
d.

An ‘extremely low income’ family
A ‘very low income’ family
A ‘low income’ family that is ‘continuously assisted’ under the 1937 Housing
Act;
A ‘low-income’ family that meets additional eligibility criteria specified by the
Housing Authority.

4.

If a family is determined to be eligible for the program, they will be scheduled for a
briefing, at which time a Voucher will be issued. The Housing Authority must provide a
Voucher within 60 days of the date the Housing Authority receives information needed to
verify the eligibility of a family.

5.

If a family is determined to be ineligible, they will be sent a letter stating such and will be
informed of their right to an informal review of the denial.

6.

If a family is determined eligible for a residency preference (See Section II, D., 2 and 4)
based solely on the fact that they ‘work’ within the Housing Authority jurisdiction and
the family is granted a Voucher for participation, the family must enter into an assisted
lease within the Housing Authority jurisdiction for at least one year before they are
eligible to move to another Housing Authority. If a family is determined eligible for a
federally declared disaster preference, but does not reside or work in the Housing
Authority’s jurisdiction at time of eligibility determination, the family must enter into an
assisted lease within the Housing Authority jurisdiction for at least one year before they
are eligible to move to another Housing Authority. If a family is determined eligible,
receives a voucher and does not live or work in the Housing Authority jurisdiction the
family must enter into an assistance lease within the Housing Authority jurisdiction for at
least one year before the family is eligible to move to another Housing Authority.
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B.

Family Unification Program
The Housing Authority will operate a Family Unification Program (FUP) in coordination with the
Department of Social Services. The Family Unification Program provides Vouchers to families
who have been or may be separated due to lack of adequate housing. Family Unification
Program families must be referred by the Department of Social Services.
The Family Unification Program baseline effective June 14, 2012 is six (6) units. The Vouchers
will, to the extent practicable, be reissued to FUP-eligible families upon turnover. Once the
baseline is reached, Housing Authority obligation will be met. However, additional Vouchers
may be issued to eligible families, at the discretion of the Housing Authority, based on available
funding. The Family Unification Program Action Plan is included as Attachment A.

C.

Denial of Assistance
HUD regulations specify grounds for the mandatory denial of assistance, such as prohibiting
admission to the Housing Authority's HCV program if any member of the household is subject to
a lifetime registration requirement under a state sex offender registration program and prohibiting
admission to the Housing Authority’s HCV program if any household member has ever been
convicted of drug-related criminal activity for the manufacture or production of
methamphetamine on the premises of federally assisted housing.
(Note: The Housing Authority has access to a national database covering sex offender registries
in all states and will use this method in verifying sex offender registrants If the information is not
available in the national database but the Housing Authority has reason to believe a person to be a
registrant, contact with law enforcement authorities will be made.)
Additional grounds for denial of assistance include the following:
1.

No applicant will be admitted to the HCV program if they owe monies to any Housing
Authority unless repayment is made in full. Repayment must be made in full within 30
days of notice to the applicant or the application will be denied.

2.

No applicant will be admitted if it is determined by the Housing Authority that the
applicant is reporting fraudulent information or providing fraudulent verifications to the
Housing Authority during the eligibility process. The act of reporting information or
providing verifications to the Housing Authority which contradicts information or
verifications provided to other agencies or institutions is considered fraudulent in nature
and is reason for denial.

3.

The applicant will be provided three opportunities to attend an initial program briefing.
If the applicant does not attend any of the three scheduled briefings, they will be denied
assistance and will have to reapply to the wait list.

4.

If a family had been terminated from the HCV program in the past for a violation of a
provision of the ‘Family Obligations’ form (see Attachment B.), any subsequent
applications for assistance by any adult family member who had signed the Family
Obligations form will be denied for a period of three years from the date of the
termination of participation.
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5.

D.

Any violation of the Criminal Activity Policy (See Attachment D.) However, the
Housing Authority may reconsider eligibility if the family agrees to remove the culpable
member who participated in or were culpable for an action which resulted in the denial of
assistance from the application. As a condition of receiving assistance, the head of
household must certify that the family member will not be permitted to live, visit or stay
as a guest in the assisted unit. The family must present evidence of the former family
member’s current address upon request. If a violation of the Criminal Activity Policy is
found, the family will have the opportunity to dispute the accuracy and relevance of the
criminal record before assistance in the Section 8 Rental Assistance program is denied.

Informal Review
A family that applies to the program and is denied assistance has a right to an informal review of
that decision. The family must request the informal review, in writing, and the Housing
Authority must receive it within ten calendar days of the date of the denial letter. The review
may be conducted by any person designated by the Housing Authority, with the exception of the
person who made the decision or a subordinate of that person.
The family may present written or oral objections to the decision. Following the informal review,
the Housing Authority will notify the family in writing of the Housing Authority decision and the
reason for that decision.
A review will not be offered if the family’s objection is that they cannot apply because the wait
list is closed.
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SECTION IV.
ISSUANCE OF VOUCHERS FOR ELIGIBILITY
A.

Term of Voucher
Each Voucher issued will be valid for a period of sixty days. A Request for Tenancy Approval
form must be submitted, fully completed and signed, no later than the expiration date of the
Voucher. If the expiration date falls on a weekend or holiday, the Request for Tenancy Approval
form will be accepted no later than 4 p.m. on the following working day. Incomplete or unsigned
Request for Lease Approval forms will not be accepted. If the appropriate lease documents are
not submitted by the family by the expiration date of the Voucher, the Voucher will expire. If the
family who’s Voucher has expired still wishes to participate in the HCV program, the family
would have to reapply to the wait list when applications are being accepted.
Under special circumstances, the Housing Authority may authorize one additional 30-day
extension. Requests for an extension must be made in writing and be submitted to the Housing
Authority office, before the Voucher expires and will be granted at the Housing Authority’s sole
discretion. The following circumstances will be taken into consideration when evaluating an
extension request: medical conditions of household members, efforts made by the household
during the initial term of the voucher in finding a unit, and current funding utilization level.
The Housing Authority will brief each family in accordance with the Housing Authority Equal
Opportunity Plan. The Housing Authority will also brief the family on the applicable standards,
determination of the Housing Assistance Payment, and the minimum and maximum rent the
family may pay. Each family shall be advised that it may select a unit within this operating
jurisdiction. Families will also be advised of the HUD regulations regarding portability. The
family will be given a housing Voucher packet along with a Voucher and the lease documents for
initiating the leasing process.

B.

Suspension of Outstanding Vouchers
In the event that it becomes necessary to suspend outstanding Vouchers due to limited program
funding, the order of suspending Vouchers will occur as follows:
1.

Vouchers issued to applicants who have not yet submitted a Request for Tenancy
Approval to the Housing Authority office.

2.

Vouchers issued to applicants who have submitted a Request for Tenancy Approval to
the Housing Authority office but have not yet had the final lease up documents initiated
between the Housing Authority and the landlord.

3.

Vouchers issued to participants who have not yet submitted a Request for Tenancy
Approval to the Housing Authority office.

4.

Vouchers issued to participants who have submitted a Request for Tenancy Approval to
the Housing Authority office but have not yet had the final lease up documents initiated
between the Housing Authority and the landlord.

Those families whose Vouchers are suspended for this reason will be placed on the HCV wait list
in the order of original application date, behind those families, if any, that have had their HAP
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contracts terminated under Section VI, F.
C.

Responsibility of Voucher Holder to Find a Unit
Each family shall be responsible for finding a unit suitable to their needs and desires in any area
within the jurisdiction of the Shasta County Housing Authority, or the family may utilize
portability, if eligible. The family may select the dwelling they already occupy or may choose a
new dwelling unit.
However, if the family did not have legal domicile in the Housing Authority jurisdiction at the
time they came to the top of the wait list, the Housing Authority will not afford the family the
right to exercise portability until the family has been assisted for at least twelve months in the
Housing Authority’s jurisdiction.

D.

Incoming Portability Families
When a family who has transferred from another jurisdiction to the Housing Authority
jurisdiction, a Voucher will be issued with an expiration date of 30 days after the expiration date
of the Voucher issued by the initial Housing Authority, in accordance with HUD regulations
regarding portability. If the initial Housing Authority issues a Voucher for less than sixty days,
the Housing Authority will extend the term up to sixty days. Any additional extension will be
granted based on Housing Authority extension guidelines. (See Section IV, A.) The Housing
Authority has the right to absorb the family into the Housing Authority program or administer the
family’s eligibility and bill the initial Housing Authority, in accordance with HUD regulations.

E.

Outgoing Portability Families
If a family who has been issued a Voucher by the Housing Authority is eligible to move and
wishes to transfer to another Housing Authority’s jurisdiction, the Housing Authority will
determine if the transfer is feasible, based on the Housing Authority’s current funding limitations.
If the Director of the Housing Authority determines that there may not be sufficient funding to
support all families on the program, the family’s right to transfer their case will be limited, as
follows. The family may only be approved to move to a Housing Authority who will either
absorb the case or one who will afford a payment standard for the family that is equal to or less
than the Shasta County Housing Authority’s payment standard for the family.
If the family’s case is transferred, the receiving Housing Authority may either absorb the family
into their own program or administer the family’s eligibility. If the receiving Housing Authority
administers the family’s eligibility, reimbursement to the receiving Housing Authority will be
processed, in accordance with HUD regulations.
If the family owes the Housing Authority money, the Housing Authority will not allow the family
the right to move to another jurisdiction under portability unless the debt is paid in full before the
family’s Voucher expires.

F.

Subsidy Standards
Subsidy standards are the standards used to determine the appropriate subsidy for families of
different sizes and compositions. The subsidy standards do not indicate who must share a
sleeping/living area.
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The Housing Authority will issue each housing Voucher a subsidy standard based on family
composition. The family chooses a unit they would like to rent, subject to restrictions against
overcrowding and in accordance with HUD requirements.
An exception to the subsidy standards may be granted if the Housing Authority determines that
the exception is justified due to special needs of the family member(s).
For example, an
exception may be based on the need for an extra bedroom to store or utilize medical equipment,
or to accommodate a family member with a disability or medical condition. Documentation will
be required. If an exception to the subsidy standards is granted due to special needs of the family
member(s), the continued need for the exception will be evaluated periodically.
At the time the Voucher is issued, no additional household members will be approved by the
Housing Authority unless due to birth, adoption, foster care placement or marriage or as a
reasonable accommodation for a disabled household member. At the discretion of the Housing
Authority, it may be allowed for a biological or legal parent of a child in the family to be added.
Effective February 1, 2014, subsidy standards are based on the following guidelines:

G.

1.

One bedroom will be allocated for every two household members, regardless of the age,
sex, or relationship of the household members.

2.

The unborn of a pregnant woman will be considered in determining a subsidy standard If
there are no other family members in the home other than the pregnant woman (and
spouse/co-head or significant other, if applicable.)

3.

A child who is temporarily away from the home (see Section VI, D., 2) because of
placement in foster care is considered a member of the family in determining the subsidy.

4.

A live-in-aide will also be considered when determining subsidy standards, according to
HUD regulations. An approved live-in aide and their family members may reside in the
unit as long as their presence does not overcrowd the unit (more than two persons per
sleeping/living space). Note: Unless a live-in aide lives with the family, the subsidy size
for any family consisting of a single person will always be a one-bedroom unit. When
determined necessary, the continued need for a live-in aide will be reevaluated
periodically.

5.

Persons residing in the home for less than 50% of the time will not be considered
members of the household and, therefore, not considered when determining subsidy
standard. Evidence of percent of residency in the home will be determined by the
Housing Authority based on verifications such as court orders, tax returns, school records
and assistance benefit issuances by other agencies.

Request for a Reasonable Accommodation
If a member of a family has a disability and a request is made either verbally or in writing for a
reasonable accommodation for the disability, the Housing Authority will consider the request if it
does not conflict with regulations set forth by HUD for administering the HCV program.
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The SCHA may ask the family to make its request in writing using a reasonable accommodation
request form provided by SCHA. However, the SCHA will consider an accommodation request
any time a family indicates that an accommodation is needed, regardless of whether the request is
submitted in writing, and regardless of whether the request is submitted on the SCHA Reasonable
Accommodation form.
The family must explain what type of accommodation is needed to provide the person with the
disability full access to the SCHA programs and services.
If the need for the accommodation is not readily apparent or known to the SCHA, the family must
explain the relationship between the requested accommodation and the disability. There must be
an identifiable relationship, or nexus, between the requested accommodation and the
individual’s disability.
The request for a reasonable accommodations/reasonable modifications need not use a specific
written form and need not mention the Fair Housing Act, Section 504, or the ADA, or use the
phrase "reasonable accommodation" or “reasonable modification." Requests for accommodation
will be evaluated and decided upon by the Section 504 Coordinator.
Before providing an accommodation, the SCHA must determine that the person meets the
definition of a person with a disability, and that the accommodation will enhance the family’s
access to the SCHA programs and services.
If a person’s disability is obvious or otherwise known to the SCHA, and if the need for the
requested accommodation is also readily apparent or known, no further verification will be
required.
If a family indicates that an accommodation is required for a disability that is not obvious or
otherwise known to the SCHA, the SCHA must verify that the person meets the definition of a
person with a disability, and that the limitations imposed by the disability require the requested
accommodation.

The SCHA must approve a request for an accommodation if the following three conditions are
met:
1.
2.
3.

The request was made by or on behalf of a person with a disability.
There is a disability-related need for the accommodation.
The requested accommodation is reasonable, meaning it would not impose an undue
financial and administrative burden

Requests for accommodations must be assessed on a case-by-case basis, taking into account
factors such as the cost of the requested accommodation, the financial resources of the SCHA at
the time of the request, the benefits that the accommodation would provide to the family, and the
availability of alternative accommodations that would effectively meet the family’s disabilityrelated needs.
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Before making a determination whether to approve or deny the request, the SCHA may enter into
discussion and interact with the family, request more information from the family, request an
inspection of the unit be performed or may require the family to sign a consent form so that the
SCHA may verify the need for the requested accommodation.
After a request for an accommodation is presented, the SCHA will respond, in writing, within 15
business days.
If the SCHA denies a request for an accommodation because it is not reasonable or the
accommodation lacks a nexus, a denial notice will be mailed to the household. The denial notice
will inform the family of the right to appeal the SCHA decision through an informal hearing (see
Section VI of this plan).
If the SCHA denies a request for an accommodation because it is not reasonable (it would impose
an undue financial and administrative burden, the SCHA will discuss with the family whether an
alternative accommodation could effectively address the family’s disability-related needs without
a fundamental alteration to the HCV program and without imposing an undue financial and
administrative burden. The denial notice will inform the family of the right to appeal the SCHA
decision through an informal hearing (see Section VI of this plan).
If the SCHA believes that the family has failed to identify a reasonable alternative
accommodation after interactive discussion and negotiation, the SCHA will notify the family, in
writing, of its determination within 15 business days from the date of the most recent discussion
or communication with the family and the family will have the right to appeal the SCHA decision
through and informal hearing (see Section VI of this plan).
In the event that a family requests a reasonable accommodation to rent a unit from a relative due
to a family member’s disability, the justification must indicate the reasons the particular unit
better meets the needs of the disabled family member rather than a similar unit. The
determination that the need for a reasonable accommodation exists may be reevaluated at each
annual recertification.
In the event that a person(s) with a disability makes a request, as a reasonable accommodation, of
an extension of the 10-day deadline for requesting an informal hearing, the request must be
provided to the Housing Authority’s office within 30 days of the date of termination. The
Housing Authority will determine if the family does include a person(s) with disabilities and
weather it not the disabilities affected the family’s’ ability to request an informal hearing within
the 10-day period.
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SECTION V.
LEASING A UNIT
A.

Assistance to the Family in the Case of Alleged Discrimination
The Housing Authority will provide assistance in finding a unit for any family, which alleges that
discrimination is preventing them from locating a suitable unit. When requested, the Housing
Authority will provide information to the family in regards to filing a claim for illegal
discrimination regarding housing. Assistance will also be provided in finding units for those
families who, because of age, handicap or other reasons are unable to locate acceptable units.

B.

Leasing Process
The family must request that the Housing Authority initiate the leasing process for a particular
unit by submitting the required lease documents to the Housing Authority, which includes the
Request for Tenancy Approval (RFTA) form. The Housing Authority will review the lease
documents and discuss the program with the owner. If the information on the unit complies with
the limits of the particular family, an inspection of the unit will be scheduled. Once a RFTA has
been submitted for approval, the unit must be available for the initial inspection within thirty (30)
days from the date of the receipt of the RFTA form. When the unit passes inspection, appropriate
lease documents will be prepared.
The beginning date of the Contract and Lease will be the first day of the month on or after the
unit passes inspection and the tenant has taken possession of the unit.
The unit must pass an initial Housing Quality Standards inspection before the Housing Assistance
Payments Contract can begin. The Housing Authority is not responsible for any payment to the
landlord prior to the execution of the Housing Assistance Payment Contract.

C.

Rent Reasonableness
The Housing Authority will conduct a comparability study to determine if the rent being
requested by the landlord is reasonable compared to other similar, unassisted units in the area.
This comparability study will be performed in accordance with HUD regulations, which includes
studies at initial leasing of a unit and at any time that the landlord requests a rent increase. The
Housing Authority may also re-determine rent reasonableness at its discretion to monitor
compliance with HUD regulations.
The requested rent amount will be compared to at least two similar unassisted units within the
immediate area. If comparable units are not located within the immediate area, units located in
the near vicinity may be used. Documentation of the comparability study will be kept in the case
file. In the event that the Housing Authority cannot locate similar unassisted units that compare
to the rent being requested by the landlord, the Housing Authority will offer the opportunity for
the landlord to provide such comparables. If the landlord does so, the Housing Authority will
verify whether the comparables are adequate.
The following may be taken into account: location, unit size, unit type, unit age, amenities,
facilities, services and utilities to be paid by the owner. The Housing Authority solicits
information from local landlords regarding the rents being charged for unassisted units. The
Housing Authority may also use local agencies and real estate publication services. The Housing
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Authority may also use data collected from public advertisements. Other factors which may be
considered will include the Fair Market Rent (FMR) as published by HUD annually; Fair Market
Rents are housing market-wide estimates of rent plus utility costs and are established on an area
basis by HUD.
D.

Housing Quality Standards Inspections
The term, Housing Quality Standards, refers to the minimum quality standards for housing
assisted under the HCV program in accordance with HUD regulations.
1.

2.

Inspection of Contracted Units will occur:
a.

Prior to execution of a rental assistance contract and at least once every 12-24
months thereafter, unless otherwise specified by HUD;

b.

At the request of the family, or upon complaint by the family of uncorrected
deficiencies, which may develop during the lease/contract term;

c.

At the request of the owner due to a concern by the owner or to document the
condition of a unit at the time the tenant vacates the unit;

d.

At the Housing Authority’s discretion due to a complaint regarding the condition
of the unit or as required by law enforcement or HUD;

e.

As a Housing Quality Control measure, a sampling of units is inspected annually
on a random basis by a qualified inspector other than the person who regularly
performs inspections. (The minimum size of the Housing Authority quality
control sample is determined in accordance with HUD regulations); and

f.

All inspections will be scheduled, in advance, by contact with the family. A 24hour notice will be given unless the family agrees to a shorter time frame. If a
contact cannot be made with the family directly, a letter will be sent to the family
indicating the date and time of the inspection.

Notification of Inspection Determinations
The landlord and family will be notified in writing of any deficiencies noted during
inspections. Deficiencies which receive a “Fail” rating, in accordance with HUD’s
Housing Quality Standards, will require correction within a specified time frame, as
indicated in the notification letter. If fail items are not corrected as required, rental
assistance payments may be abated until the fail items are corrected or the Housing
Assistance Payment Contract may be terminated.
The correction of fail items may be documented either by a re-inspection by Housing
Authority staff or by the owner’s written certification, a receipt from a vendor, a photo of
the repair or tenant confirmation that the repairs are complete. The Housing Authority
will determine whether a Housing Authority re-inspection or landlord/tenant certification
will be needed, based on the number and severity of the fail items.

3.

Owner and Family Responsibilities
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a.

Family Responsibilities
The family is responsible for correcting the following HQS deficiencies:
1.
Tenant paid utilities not in service
2.
Failure to provide or maintain appliances owned by the family
3.
Damage to the unit or premises caused by a household member or guest
beyond normal wear and tear.

b.

Owner Responsibilities
Owners are responsible to the PHA for compliance with all HQS items except
those specifically stated above as family responsibilities.
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SECTION VI.
POLICIES FOR PARTICIPATION
A.

Unit Occupancy
1.

2.

Change in Family Size
a.

When a family size increases to the extent that there are more than two persons
per living/sleeping area, the family will be determined to be overcrowded for the
unit. In this event, a notice of Housing Assistance Payment contract termination
will be provided to the family and the landlord at least thirty days in advance of
the termination of the HAP Contract. Assuming the family remains eligible for
the program, the family will then be issued a Voucher of appropriate size and
will be required to move to an appropriately sized unit in order to retain HCV
eligibility.

b.

When the family size decreases to the extent that the current Voucher size is no
longer appropriate, the family is over housed. Effective the next annual
recertification following the decrease in family size, Voucher holders will have
their payment calculated based on the appropriate payment standard for the
family size at that time.

c.

The family must not allow anyone to move into the assisted unit without prior
approval by both the Housing Authority and the landlord. During the initial year
of a HAP Contract and Lease, no new household members will be approved by
the Housing Authority unless due to birth, adoption, foster care placement or
marriage or as a reasonable accommodation for a disabled household member.
At the discretion of the Housing Authority, it may be allowed for a biological
parent of a child in the family to be added during the initial year of the HAP
Contract.

d.

If the landlord does not approve a person to be added to the household, the
Housing Authority will not approve the person(s) to be added to the family’s
assistance case at that assisted unit. If the additional person(s) move into the unit
without approval, termination of family assistance may result.

Moving within the Housing Authority’s Jurisdiction:
The family’s eligibility to move with continued assistance is at the discretion of the
Housing Authority. Factors to consider include:
a.

the family’s eligibility for continued assistance;

b.

the family’s compliance with Family Obligations while participating in the HCV
program;

c.

available program funding;

d.

verification that any debt due to any Housing Authority has been paid
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A full reexamination of family income and composition will be completed prior to the
issuance of a moving Voucher unless a full reexamination was completed not more than
60 days prior to the date of issuance of a Voucher to move. The Housing Authority
reserves the right to deny a family’s request to move with continued assistance if the
family owes money to the Housing Authority.
The family may not move during the initial year of assisted occupancy in a unit without
prior written approval from both the Housing Authority and the landlord. The Housing
Authority will only approve a move in the first year of the assisted tenancy in a unit due
to extenuating circumstances which are beyond the family’s control including, but not
limited to health issues; participants who can document that they are a victim of domestic
violence, dating violence or stalking; participants who can document that they are a
victim of activity which threatens the health and safety of the family members.
If the Director of the Housing Authority determines that there may be a possibility of the
termination of families from the HCV program due to funding constraints, the family
may be denied the right to move with continued assistance, as follows. If a participant
family has already been issued a Voucher to move but the lease up process in a new unit
has not yet been finalized, the Voucher may be rescinded. If a participant family is in the
process of being issued a Voucher to move, the family will not be issued a Voucher until
further notice. In both cases, the families will have their name added to the HCV wait
list, with priority, according to their original wait list application date, so that assistance
can be offered to the family once funding does become available.
3.

Change of Ownership Due to Lender Foreclosure of Unit
The Housing Authority will make all reasonable efforts to determine the status of the
ownership of a property when it is made known that the property is in the process of
foreclosure, which includes, 1) Continuing to make payments to the original owner until
ownership legally transfers in accordance with the HAP contract, 2) Attempt to obtain a
written acknowledgement of the assignment of the HAP contract from the successor in
interest, 3) Inform the tenant that they must continue to pay rent in accordance with the
lease, 4) Inform the tenant if the Housing Authority is unable to make HAP payments to
the successor in interest, due to an action or inaction by the successor that prevents such
payments (e.g., rejection of payments or failure to maintain the property according to
HQS), or due to an inability to identify the successor, 5) Inform the tenant of continued
eligibility options should the HAP Contract terminate.

4.

Change in Ownership
A change in ownership does not require execution of a new Housing Assistance
Payments Contract. The Housing Authority will start to process a change in ownership
with a written request from the new or previous owner.
Ownership changes will not be processed until the new owner has completed a Change of
Ownership for Section 8 Contracted Units form, Tenant Reference Sheet, Owner
Certification form, W-9 and provided a copy of the grant deed or other documentation
showing transfer of title has occurred.
All ownership changes, not involving lender foreclosures, must take effect no later than
60 days from the date of the original request. Failure to complete the required
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documentation within 60 days will result in termination of the Housing Assistance
Payment Contract.
5.

Voucher Disbursement at Family Separation
If a family separates, the assistance will be allocated based in order of priority as listed
below.
a.

6.

The adult member of the family who retains the primary physical custody of the
majority of the minor children, with consideration of the following:
1)

If the family member who retains the primary physical custody of the
majority of the minor children is not the head of family and was not in
the home at the time the Voucher was issued, the Housing Authority will
determine which adult member will retain the assistance. Circumstances
to be considered will include, but are not limited to, recommendations
from a child welfare agency, domestic violence reports, and criminal
reports.

2)

If there are an equal number of children with each adult, the designated
head of the family will retain the eligibility unless the head relinquishes
assistance, in writing, to the other adult member.

b.

The adult member who was originally issued the Voucher.

c.

The adult member who has been in the family the longest amount of time.

d.

The adult member of the family who is elderly and/ or disabled.

e.

A non- family member, who is otherwise eligible to participate in the HCV
program, who moves into the unit to care for the minors in the event of the
unexpected absence of all other adult family members (i.e., death of a parent).

Absence from the Unit
Absence is defined as no family members residing in the unit. Such absence is allowable
for no more than a 60-day period, except in extenuating circumstances, as approved, in
writing, by the Housing Authority. Extenuating circumstances that may be considered
include vacation and hospitalization. Absences that exceed this 60-day limit without
approval by the Housing Authority will result in termination of the Housing Assistance
Payment Contract and Voucher.
The means that the Housing Authority will use to determine the family’s occupancy or
suspected absence from the unit will include, but are not limited to: letters to the family’s
unit, phone calls, home visits and questions to landlords or neighbors.

7.

Remaining Member of a Family:
When a family decreases in size to the extent that only one person remains, the individual
remains eligible for the program under this rule.
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B.

Income
1.

Verification of Income
a.

The Housing Authority may request third party verifications of income on all
families. The Housing Authority will allow up to fourteen days for the receipt of
the third party verification before processing a transaction. However, if third
party verifications are not received in time for the timely completion of a
transaction, the Housing Authority will use the verifications received to that date.
When the third party verifications are received, an interim change to the rent
shares will be processed if the change in income requires a change in rent shares,
based on recertification policies.

b.

The Housing Authority will utilize both HUD’s Enterprise Income Verification
(EIV) System as well as the California Welfare system database (ISAWS) for
verifying Social Security income and welfare benefits.

c.

If there are regular contributions to the family from an unknown source (such as
miscellaneous bank deposits), these contributions will be counted as income
unless the party making the contributions to the family certifies that the amounts
are a loan. In this case, both parties must provide written detailed verification as
to the amount of the loans, the duration they will continue and the details
regarding the repayment of the loan amounts.
Examples of regular contributions include: (1) regular payment of a family’s bills
(e.g., utilities, telephone, rent, credit cards, or car payments), (2) cash or other
liquid assets provided to any family member on a regular basis, and (3) “in-kind”
contributions such as groceries or clothing provided to a family on a regular
basis.

d.

The cash value of a life insurance policy available to a family member before
death, such as a whole life or universal life policy is included in the calculation of
the value of the family’s assets. The cash value is the surrender value. If such a
policy earns dividends or interest that the family could elect to receive, the
anticipated amount of dividends or interest is counted as income from the asset
whether or not the family actually receives it.

e.

In the case of the issuance of a Voucher, all income verifications must be dated
within sixty days of the effective date of the Voucher. In the case of an annual
recertification, all income verifications must be dated within 120 days of the
annual recertification effective date.

f.

To determine business expenses that may be deducted from gross income, the
Housing Authority will accept complete tax returns submitted to the Internal
Revenue Service (IRS) for verification of net income. If the family does not file
tax returns on a consistent basis or if the business is relatively new at time of
certification, self-employment income will be based on profit/loss statements
provided by the tenant, which include receipts for specified costs and
spreadsheets or journals for general costs such as gas/mileage.
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g.

A family with children is entitled to a deduction for child care expenses if they
are necessary to enable a family member to work or further his or her education.
To be deductible, child care expenses must also satisfy regulatory requirements.

h.

In some cases, HUD regulations require that a student’s income eligibility must
be examined along with the income eligibility of the student’s parents. If,
however, a student in these circumstances is determined independent from
his/her parents in accordance with the Housing Authority policy, the income of
the student’s parents will not be considered in determining the student’s
eligibility. The following criteria are used to determine independence from
parents for the application of the student regulation:
1)

The individual is of legal contract age under state law.

2)

The individual has established a household separate from his/her parents
for at least one year prior to application for occupancy.

3)

The individual was not claimed as a dependent by his/her parents
pursuant to IRS regulations, as demonstrated on the students’ most recent
tax forms.

4)

The individual provides a certification of the amount of financial
assistance that will be provided by his/her parents. This certification
must be signed by the individual providing the support and must be
submitted even if no assistance is being provided.

For any student who is subject to this regulation and who does not satisfy the
definition of independent student in this section, the Housing Authority will
determine the income eligibility of the student’s parents as follows:
1)

If the student’s parents are married and living together the Housing
Authority will obtain a joint income declaration and certification of joint
income from the parents.

2)

If the student’s parent is widowed or single, the Housing Authority will
obtain an income declaration and certification of income from that
parent.

3)

If the student’s parents are divorced or separated, the Housing Authority
will obtain an income declaration and certification of income from each
parent.

4)

If the student has been living with one of his/her parents and has not had
contact with or does not know where to contact his/her other parent, the
Housing Authority will require the student to submit a certification under
penalty of perjury describing the circumstances and stating that the
student does not receive financial assistance from the other parent. The
Housing Authority will then obtain an income declaration and
certification of income from the parent with whom the student has been
living or had contact.
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2.

C.

Reporting of a Change in Family Income
a.

The family is responsible to report and provide verification of changes in gross
family income within 15 calendar days of the change. If the family does not
report and provide verification of such changes within 15 calendar days,
termination of eligibility may result.

b.

Yearly cost of living adjustments issued by the Department of Social Security,
which increase the family’s share of rent, will not be considered in a change in
rent shares until the family’s next annual recertification after the increase
becomes effective. All other adjustments to Social Security benefits are required
to be reported and verified by the family at the time of the adjustment and may be
considered in a change in rent shares.

c.

If a family reports a change in income that the family is not required to report or
a change in income which does not require a change in rent shares, no
amendment to Contract and Lease will be made unless the family requests, in
writing, that an amendment be processed. The verifications will be maintained in
the case file for possible use at the family’s next annual recertification.

Amount Owed to Housing Authority by the Family
1.

Unreported Changes in Income and/or Household Composition
If it is determined that the family has had a change in household income or composition
since the most recent certification (admission to the program or annual recertification) but
did not report it in a timely manner (see Attachment B.), termination of benefits and/or an
overpayment of housing assistance may occur.
Termination of eligibility in the program due to unreported income can also occur based
the number of occurrences of unreported income by the family in the past. In the event of
termination for these reasons, reimbursement of the overpayment will continue to be
pursued until the amount is collected in full.
Unreported income will be determined based on the difference between the income that
was used to determine shares of rent versus what would have been used had the Housing
Authority known of the increase in income in a timely manner. The number of months of
unreported income will be determined based on when the amendment to Contract and
Lease would have been initiated had the Housing Authority known of the increase in
income in a timely manner versus the time the amendment was actually initiated.

2.

Fraudulent Representation of Family Income and/or Household Composition
If it is determined that the family did not accurately report and verify family income and
household composition at the most recent certification (admission to the program or
recertification), fraudulent activity may exist, and termination of benefits and an
overpayment of housing assistance may occur. In this case, an overpayment of the entire
Housing Assistance Payments will be calculated for the period between when an
amendment to Contract and Lease would have been initiated had the Housing Authority
known of the increase in income in a timely manner through the termination date of the
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family’s assistance.
3.

Tenant Repayment Policy
If it is determined that there is an overpayment due to the Housing Authority the family
will be required to enter into a repayment agreement in order to continue receiving
assistance. If the family does not agree to enter into a repayment agreement, the family
will be terminated from the program.

4.

Repayment Agreement Stipulations
The term repayment agreement refers to a formal document signed by a tenant and the
Housing Authority in which a tenant acknowledges a debt in a specific amount and
agrees to repay the amount by a specific date. The Housing Authority may not enter into
a repayment agreement if there is already a repayment agreement in place with the
family. (In this event, the family may be terminated from the program.)

D.

a.

The entire debt must be repaid in full before the family will be issued a Voucher
to move from the unit.

b.

No move will be approved until the debt is paid in full unless the move is the
result of the following causes, and the repayment agreement is current: family
size exceeds the HQS maximum occupancy standards; the HAP contract is
terminated due to owner non-compliance or opt-out; a natural disaster.

c.

If the family does not comply with a repayment agreement as required, the
Housing Authority will initiate termination of rental assistance benefits and/or
deny the right to move to a new unit with continued assistance. In the event that
the family is terminated/denied continued assistance, the balance of the
overpayment will continue to be pursued until the amount is collected in full.

d.

Payments will be made directly to the Housing Authority, or a third party
collection agency, in a lump sum or in periodic payments in the form of cashier’s
check, money order or check until the full amount due is recovered.

e.

The Housing Authority may use a collection agency to collect debts owed.

f.

If the family refuses to repay the debt, enter into a repayment agreement, or
breaches a repayment agreement, the Housing Authority may terminate the
assistance upon notification to the family and pursue other modes of collection.

Family Members
1. Live-In Aides
The Housing Authority may approve a live-in aide, in accordance with HUD regulations.
The Housing Authority must receive written documentation from a medical professional,
which verifies that a live-in aide is necessary for the well being of the family member
needing the live-in aide. The live-in aide must sign a form verifying that they
acknowledge the following:
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a.

A live-in aide resides with the family for the sole purpose of providing necessary
care and supportive services to the disabled or elderly family member(s).

b.

A live-in aide is not considered a member of the family and is not entitled to any
form of HCV rental assistance benefits

One additional bedroom will be allotted for the live-in aide. A live-in aide’s family
members may reside in the unit with the live-in aide as long as their presence does not
overcrowd the unit (more than two persons per sleeping/living space).
The Housing Authority may not approve a person as a live-in aide if the requested person
is a family member of the current household. Relatives who currently reside in the
household are not automatically excluded, provided however that such relatives must
comply with all applicable regulations, laws, and HUD requirements. Further, the relative
must meet the requirements stated in 24 CFR 5.403.
2. Foster Persons
a.

Foster persons temporarily out of the home of the assisted family: For purposes
of subsidy standards determination, a foster person who is out of the home will
be considered to be ‘temporarily out of the home’ if the foster care placement
agency responsible for the person’s placement can provide verification that there
is a reasonable expectation that the person will be returned to the home within six
months of the date the determination is being conducted.

b.

Foster persons living with the assisted family: Foster persons may be allowed to
live with the assisted family if the addition of the foster persons does not create
the condition of overcrowding. Payments received by the family for the care of
foster children or foster adults are not counted in family income if the foster
person is placed in the home by a foster care custodial agency and payments are
made by the foster care placement agency responsible for the person’s placement.

3. Co-Head
If an adult family member signs the application form or certification / recertification form
as the co-head of the family, that person will be designated as co-head of the family.
Also, if a head of household has a child in common with another adult in the home, the
other adult will be designated as co-head of the family.
4. Verification of Social Security Number
An original social security card or written verification from the Social Security
Administration office verifying a member’s social security number must be provided for
all household members. If a social security card is not available or unable to be copied, a
receipt showing that a duplicate card has been requested will suffice until the duplicate
card is issued. In this instance, written verification from the Social Security
Administration office verifying a member’s social security number must be provided.
Additional verifications may include a copy of a Medi-Cal or Medicare card, if the social
security number is evident on the card or written verification from another government
agency. If an applicant household member under the age of six (6) does not have a Social
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Security Number (SSN), the applicant family will have 90 days from the date of
admission to provide written verification of the SSN for the family member under the age
of six (6). In the case of a foster child, a signed and dated letter from the foster care
agency verifying the social security number can be provided as evidence.
E.

Family Self-Sufficiency
The Housing Authority will operate a Family Self-Sufficiency Program (FSS) in accordance with
a HUD approved Action Plan. Families who choose to participate in the FSS program must be
current participants in the HCV program, and will be bound by the regulations of both programs.
The Housing Authority will not terminate a family’s assistance in the HCV program solely due to
the family’s failure to meet its obligations under the Family Self-Sufficiency program.
The FSS Action Plan is included as Attachment C and is available to Shasta County residents
only.

F.

Termination of Assistance
HUD regulations specify grounds for the mandatory termination of assistance. In addition, if a
family violates any obligation listed on the ‘Family Obligations’ form or the obligations listed on
the HCV Voucher, they may be terminated from the HCV program. (See Attachment B.)
If a family vacates an assisted unit while an owner eviction process is taking place, but before a
court decision is made, termination of assistance may occur. The Housing Authority will base its
decision regarding termination of eligibility on the preponderance of evidence surrounding the
eviction and tenant compliance with Family Obligations.
The Violence against Women Act (VAWA) prohibits Housing Authorities from terminating
housing assistance and/or tenancy for a family participating in the HCV program due to actual or
threatened domestic violence, dating violence, sexual assault or stalking. (See Attachment F and
G.)
The termination notice will include the effective date of termination of HCV assistance, a
description of the specific reasons for the termination and will include copies of any documents,
which support the reason for the termination. The termination notice will also include the
information necessary for the family to file for an informal hearing regarding the termination of
assistance, if they wish to do so.
In accordance with 24 CFR 982.553 (c) of the Federal Register, where the Housing Authority has
the authority to determine denial or termination of benefits based on criminal activity, the
Housing Authority will base its decision on a preponderance of the evidence, regardless of
whether the household member has been arrested or convicted for such activity.
Note: The Housing Authority may consider the following factors when making its decision to
terminate assistance: The seriousness of the case, especially with respect to how it would affect
other nearby residents, the effects that termination of assistance may have on other members of
the family who were not involved in the action or inaction, the extent of participation or
culpability of individual family members.
In this case, termination may be avoided if the Housing Authority determines that it is feasible for
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the offending household member to vacate the unit, as a condition of continued assistance. The
head of household must certify that the culpable family member has vacated the unit and will not
be permitted to visit or to stay as a guest in the assisted unit. The family must present evidence of
the former family member’s current address upon Housing Authority’s request.
A Housing Authority may terminate HAP contracts if the Housing Authority determines, in
accordance with HUD requirement, that program funding is insufficient to support continued
assistance for families in the program. In the event that it is determined that insufficient funding
is available to support all families in the HCV and PBV program, the Housing Authority will
terminate HAP contracts, as needed to meet funding constraints, in order as follows:
1.

Households living in units within a housing complex that receives or received either
direct or indirect government subsidies used to finance the development or ongoing
operation of affordable rental housing units for low-income households, in order by
last in, first out.

2.

Non-disabled, non-elderly households without minor children in order by last in, first
out.

3.

Non-disabled, non-elderly households with minor children in order by last in, first out.

Those families terminated from the program for this reason will have their name added to the
HCV or PBV wait list, with priority, according to their original wait list application date, so that
assistance can be offered to the family once funding does become available. At that time,
continued eligibility will be determined in order to ensure they remain eligible to receive
assistance, according to HUD regulations and Housing Authority policies. In this situation, the
families will be added to the wait list whether or not the wait list is open for application at the
time.
G.

Informal Hearing
When the Housing Authority takes an action for which a hearing can be requested, the family will
be notified in writing of their right to request an informal hearing. The family must request the
hearing, in writing, which must be received or post-marked within ten calendar days of the date of
the termination letter. Housing Authority informal hearing procedures are described in
Attachment E. Only the following Housing Authority determinations are subject to a hearing.
1.

Family income and the use of that income to compute the housing assistance payment;

2.

Appropriate utility allowance from the Housing Authority utility allowance schedule;

3.

Family unit size under the Housing Authority subsidy standards or denial to an exception to
subsidy standards;

4.

Termination of assistance for a participant family because of the family’s action or failure to
act;

5.

Family’s absence from their assisted unit for longer than allowed under Housing Authority
policy and HUD rules.

6.

Denial of a request for a reasonable accommodation.
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SECTION VII.
DETERMINATION OF SUBSIDY AND RECERTIFICATION OF INCOME AND ELIGIBILITY
A.

B.

Determination of Family Contribution and Housing Assistance Payment
1.

Maximum Subsidy: In accordance with HUD regulations, the maximum subsidy for a
unit is determined by deducting the total tenant payment for the family from the gross
rent of the unit or the appropriate payment standard, whichever is less. The total tenant
payment is the greatest of 10% of the family’s gross monthly income, 30% of the
family’s adjusted monthly income or the minimum rent.

2.

Family Share of rent: In accordance with HUD regulations, the family pays the
difference between the contract rent and the maximum subsidy. The family may not pay
more than 40% of adjusted monthly income to rent and estimated utilities at initial
leasing.

Minimum rent
HUD regulations provide that the Housing Authority shall implement a minimum rent of zero to
$50. The minimum rent set by the Housing Authority is $50.00.
Exemption: If a family is unable to pay the family share of rent due to a financial hardship as
described below, they may request an exemption, in accordance with HUD regulations. A
request for an exemption must be supported by written documentation of the hardship. A hardship
may be temporary or long-term. Temporary hardship is defined as a financial hardship that is
expected to last 90 days or less. Long-term hardship is defined as a financial hardship that is
expected to last more than 90 days.
Financial hardship includes the following:

C.

1.

The family has lost eligibility for, or is waiting for an eligibility determination for a
Federal, State or local assistance program;

2.

The family would be evicted because it is unable to pay the minimum rent;

3.

The income of the family decreased due to change in circumstances including loss of
employment, death in the family or other circumstance determined by the Housing
Authority to be out of the family’s control.

Payment Standard
In accordance with HUD regulations, the Housing Authority may establish the payment standard
amount for a unit at any level between 90-110% of the HUD-published Fair Market Rent for that
unit size.
At least annually, the Housing Authority payment standard will be evaluated to determine if an
adjustment is necessary. The Housing Authority will give local market factors consideration in
determining the need for adjustments. Factors will include but are not limited to: local contract
rents, estimated utility costs, average time for finding eligible housing, rent reasonableness data,
the local vacancy rate as well as program funding.
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Any adjustments to Housing Authority Payment Standards will be made in accordance with HUD
regulations.
D.

Certifications / Recertification
All information regarding all household income will be verified at initial admission to the
program, at interim recertifications, as needed, and at annual recertifications. All income
calculations are projected on an annual basis. However, if the Housing Authority determines that
there is a substantial fluctuation in family income, the Housing Authority may re-verify and recompute income on a quarterly basis until the situation stabilizes. Quarterly evaluations of
income may also occur for families who report no income or whose maximum family
contribution exceeds 85% of adjusted household income.
1.

Interim Recertification
The family’s eligibility will be recertified when a change of family income and/or family
composition is reported and verification is provided by the family or is determined by the
Housing Authority to have occurred.
a.

b.

Increase to family income only (no change to household composition):
1)

Changes to the family’s total tenant payment of $100.00 or less due
solely to an increase in family income will not result in an amendment to
Contract and Lease until the family’s next annual recertification.
However, if a family requests in writing that the shares of rent be
adjusted, an adjustment will be made.

2)

If the family reports and provides verification that there has been an
increase in family income which causes the total tenant payment to
increase more than $100.00 per month, an amendment to family share of
rent will be made.

3)

If a full-time student has turned 18 years old since the last annual
recertification, any income earned by that student which could affect the
shares of rent will not be considered until the next annual recertification.
Consequently, the income earned by the student between the 18th
birthday and the first annual recertification after the 18th birthday will not
be considered undetected income.

Decrease to family income:
If the family reports and provides verifications that there has been a change in
family income, which causes the family share of rent to decrease, an amendment
to family share of rent will be made effective the first of the month following the
receipt of verifications needed to determine the new shares of rent. If a decrease
is reported and verified change is provided to the Housing Authority by the
twenty fifth of the month, staff will process the decrease in the family share of
rent effective the first of the next month.

c.

Changes to household Composition
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Changes to the family’s household composition will result in an interim
amendment, regardless of the change in amount of total tenant payment.
2.

Annual Recertification
An annual recertification of family income, composition and circumstances will be
performed at least once during each twelve-month period, in accordance with HUD
regulations. This applies to all program participants without exception.

3.

Notification Procedures
Shasta County Housing Authority will give the family at least 30 days advanced written
notice of any future increase in the family’s share of rent as a result of an annual or
interim reexamination as long as all aspects of the reexamination are completed by the
tenant and/or landlord in a timely manner.
However, if Shasta County Housing Authority determines that the family, , by their
action or inaction, has delayed the reexamination process, Shasta County Housing
Authority will, without advance notice, implement any increase in the family’s TTP
resulting from the reexamination, retroactively to the following effective date:
1.

Annual reexamination: The family’s anniversary date;

2.

Interim reexamination: The first day of the month following the month in which
the family provides information regarding income, assets, and expenses. In this
event, the family may owe the Housing Authority for overpayments made due to
the tenant-caused delay of reexamination of family income. The number of
months of overpayment is determined based on when the interim amendment
would have been initiated had the HA known of the increase in income in a
timely manner versus when the interim amendment was actually initiated.

Any overpayments must be reimbursed to the Housing Authority or termination of
assistance may result. (See Section VI, B., 3.)
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SECTION VIII.
MAINTAINING CONTRACTUAL RELATIONSHIP WITH OWNERS
A Housing Authority representative will explain contract terms to the owner at the time the Housing
Assistance Payment contract is signed. Prospective landlords must complete, sign and submit a Form W9, Request for Taxpayer Identification Number (TIN), Landlord Certification and a copy of the grant deed
or other documentation demonstrating the prospective landlord is the owner of the unit to the Housing
Authority to participate in the program. The owner’s address must not be the same as the assisted unit.
(The Housing Authority will not mail a payment to the owner at the participant’s unit or P.O. Box
address.)
Contracts and leases will be negotiated with the landlords based on HUD regulations and
requirements. A copy of the contract and lease will be sent to the landlord. A copy of the lease will be
sent to the family.
All owners participating in the program will be required to maintain their units in decent, safe and
sanitary condition. A monthly Housing Assistance Payment will be issued for units under a Housing
Assistance Payment contract, for so long as the contract is in effect and the unit and owner remain in
compliance with the contract.
A.

Screening of Family
The Housing Authority does not screen the family for behavior or suitability as tenants. Such
screening is the landlord’s responsibility.

B.

Information to Landlords
Upon request, the Housing Authority will provide the following information to a prospective
landlord: the name and addresses of owners at the family’s current and prior addresses, if known
to the Housing Authority.

C.

Encouraging Landlord Participation
The Housing Authority encourages landlord participation in the program. Landlords are provided
with general information packets when inquiring about the program. Flyers informing landlords
that they may contact the Housing Authority regarding any available units in the area, which may
be available to program clients, are sent along with recertification packets. When landlords
provide information regarding such units, the unit is added to an ‘available units listing’ which is
maintained for the purpose of assisting eligible HCV families in locating housing. This list is only
provided to families who have been issued a Voucher of eligibility.

D.

Amount Owed to the Housing Authority by the Owner
An owner may owe money due to a Housing Authority overpayment. The owner will be
responsible for repaying the Housing Authority for any overpayments made. The owner will be
advised as to the method for repayment of any overpayment.

E.

Denial of Owner Participation
HUD regulations require mandatory denial of owner participation when directed by HUD. This
applies to owners subject to federal sanctions for violation of the Fair Housing Act or other
federal equal opportunity requirements.
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The Housing Authority may also choose to deny participation to owners who have committed
fraud, bribery, or any other corrupt or criminal act with any federal housing program; who fail to
pay state or local real estate taxes, fines, or assessments; or who have a history of practice of
violating housing quality standards. Deliberate violation of program regulations for financial
gain, such as collecting more rent from the family than authorized by the Housing Authority, may
be grounds of denial of future owner participation. Landlords or owners who threaten or engage
in abusive or violent behavior toward Housing Authority staff will be denied participation in the
program.
When the Housing Authority decides not to execute HAP contracts with an owner, the decision
affects only prospective (future) contracts. Participants residing in units belonging to the
identified owner will not be asked to move solely because of a decision to disapprove the owner.
If there is a change in ownership during the term of the HAP Contract, the Housing Authority will
process the change after the new owner has been verified and approved by the Housing Authority.
F.

Expanding Housing Opportunities
The Shasta County Housing Authority implements an Equal Opportunity Plan which details the
Housing Authority’s efforts to increase housing opportunities to low-income families. One of
the objectives of the Plan is to promote greater housing opportunities for families outside areas of
low income and minority concentration.
1. The Shasta County Housing Authority jurisdiction for administering the Housing Choice
Voucher program includes: the unincorporated areas within Shasta County, the cities of
Anderson and Shasta Lake in Shasta County and the counties of Modoc, Siskiyou, and
Trinity.
2. The Housing Authority considers census tracts with poverty rates exceeding 20% to be areas
of poverty concentration. Due to the low percentage of minority populations in the Housing
Authority jurisdiction, the Housing Authority has no areas it considers to be an area of
minority concentration.
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SECTION IX.
ADMINISTRATIVE FEE RESERVE
A.

Required Use
The Administrative Fee Reserve will be used to pay program administrative expenses that exceed
program receipts for the Housing Authority fiscal year.

B.

Other Permitted Use
If funds in the Administrative Fee Reserve are not needed to cover Housing Authority program
administrative expenses to the end of the last expiring funding increment under the consolidated
annual contributions contract, the Housing Authority may use these funds for other housing
purposes permitted by Federal, State, and local law.

C.

Threshold Expenditures
The maximum amount of expenditures that the Housing Authority may charge against the
Administrative Fee Reserve for other housing purposes, without prior approval of the Board, is
set at $100,000 during any one fiscal year. Such expenditures must be appropriately budgeted by
the governing body.

- 39 -

SCHA HCV Admin Plan

SECTION X
MANUFACTURED HOMES
A.

Introduction
A manufactured home is a manufactured structure that is built on a permanent chassis, is designed
for use as a principal place of residence, and meets the HQS.

B.

1.

A family can choose to rent a manufactured home already installed on a space and the
SCHA must permit it. In this instance program rules are the same as when a family rents
any other residential housing, except that there are special HQS requirements as provided
below.

2.

HUD also permits an otherwise eligible family that owns a manufactured home to rent a
space for the manufactured home and receive HCV assistance with the rent for the space
as well as certain other housing expenses.

Special Policies for Manufactured Home Owners Who Lease A Space
1.

2.
3.

4.
5.

In determining the annual income of families leasing manufactured home spaces, the value
of the family’s equity in the manufactured home in which the family resides is not
counted as a family asset.
The PHA payment standard for manufactured homes is the payment standard used for the
HCV program.
The rent for the manufactured home space (including other eligible housing expenses) is
the total of:
a.
The rent charged for the manufactured home space;
b.
Owner maintenance and management charges for the space;
c.
The monthly payments made by the family to amortize the cost of purchasing the
manufactured home, including any required insurance and property taxes; and
The applicable allowance for tenant-paid unities.
Under either type of occupancy described above, the manufactured home must meet all
HQS performance requirements and acceptability criteria discussed in Section V of this
plan. In addition, the following requirement applies:
a.
A manufactured home must be placed on the site in a stable manner, and must be
free from hazards such as sliding or wind damage. The home must be securely anchored
by a tie-down device that distributes and transfers the loads imposed by the unit to
appropriate ground anchors to resist overturning and sliding.
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SECTION XI
HOMEOWNERSHIP
A.

Introduction
The homeownership option is used to assist a family residing in a home purchased and owned by
one or more members of the family. A family assisted under this option may be newly admitted
or an existing participant in the HCV program. The SCHA must have the capacity to operate a
successful HCV homeownership program as defined by the regulations.
The family must meet all of the requirements listed below before the commencement of
homeownership assistance.
1.

The family must have been admitted to the Housing Choice Voucher program and be in
compliance with their Lease and Program Regulations.

2.

At commencement of homeownership assistance for the family, the family must be any
of the following (1) A first time homeowner (defined in CFR 982.4); (2) A cooperative
member (defined in CFR 982.4); or (3) A family of which a family member is a person
with disabilities, and use of the homeownership option is needed as a reasonable
accommodation so that the program is readily accessible to and useable by such person,
in accordance with part 8 of CFR 982.627.

3.

The head of household must be a member of the Section 8 Family Self Sufficiency (FSS)
program and participating in the development of an Individual Training and Service Plan,
and is meeting the obligations of their FSS contract. Or the family may be a former
member of the FSS program who has successfully completed the program. The family
will be required to meet all other obligations and pre-requirements of the Homeownership
program. Elderly and disabled persons are exempt from the requirement to participate in
the FSS program, but are not prohibited from participation.

4.

The family must meet the Federal minimum income requirement, as defined by 24 CFR
982.627.

5.

For disabled families, the minimum income requirement is equal to the current SSI
monthly payment for an individual living alone, multiplied by 12.

6.

For elderly or disabled families, welfare assistance payments for adult family members
who will own the home will be included in determining whether the family meets the
minimum income requirement. It will not be included for other families.

7.

The family must satisfy the employment requirements by demonstrating that one or
more adult members of the family who will own the home at commencement of
homeownership assistance is currently employed on a full-time basis (the term ‘fulltime employment’ means not less than an average of 30 hours per week); and has been
continuously so employed during the year before commencement of homeownership
assistance for the family.

8.

The employment requirement does not apply to elderly and disabled families. In addition,
if a family, other than an elderly or disabled family includes a person with disabilities, the
SCHA must grant an exemption from the employment requirement if the SCHA
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determines that it is needed as a reasonable accommodation.

B.

9.

The family has not defaulted on a mortgage securing debt to purchase a home under the
homeownership option.

10.

Except for cooperative members who have acquired cooperative membership shares prior
to commencement of homeownership assistance, no family member has a present
ownership interest in a residence at the commencement of homeownership assistance for
the purchase of any home.

11.

Except for cooperative members who have acquired cooperative membership shares prior
to the commencement of homeownership assistance, the family has entered a contract of
sale in accordance with 24 CFR 982.63(C).

Eligible Units
The unit may not be any of the following:
1.

A public housing or Indian housing unit.

2.

A unit receiving Section 8 project-based assistance.

3.

A nursing home, board and care home, or facility providing continual psychiatric,
medical or nursing services.

4.

A college or other school dormitory.

5.

On the grounds of penal, reformatory, medical, mental, or similar public or private
institutions.

7.

The unit may be not a yet to be under construction, under construction or already exist at
the time the family enters into the contract of sale. If the unit is not yet under
construction, the SCHA shall not commence homeownership assistance until either the
responsible entity completes the environmental review required, HUD approves the
environmental certification and request for release of funds prior to commencement of
construction or HUD performs an environmental review and notifies the SCHA in writing
of environmental approval of the site prior to commencement
of
construction.
Additionally, prior to commencement of homeownership assistance the construction of
the unit has been completed and the unit passes the required Housing Quality Standards
(HQS) inspection and independent inspection.

8.

The unit must be a one-unit property or a single dwelling unit in a cooperative or
condominium.

9.

The unit must have been inspected by the SCHA and by an independent inspector
designated by the family.

10.

The unit must meet Housing Quality Standards.

11.

For a unit where the family will not own fee title to the real property (such as a
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manufactured home), the home must have a permanent foundation and the family must
have the right to occupy the site for at least 40 years.

C.

Reporting
It is the family’s responsibility to find a home that meets the criteria for voucher homeownership
assistance. The family’s deadline date for locating a home to purchase and closing escrow on the
home will be 180-days from the date the family is issued a homeownership voucher. The family
will be issued a homeownership voucher once they have completed all required pre-purchase
counseling and have received a mortgage pre-approval. Extensions may be granted on a case-bycase basis. If the family is unable to purchase a home within the maximum time established by
the SCHA, the SCHA may issue the family a voucher to lease a unit or place the family’s name
on the waiting list for a voucher. The SCHA will require periodic reports on the family’s progress
in finding and purchasing a home. The family will provide such reports on a monthly basis to the
SCHA.

D.

Homeownership Counseling
Before commencement of homeownership assistance for a family, the family must attend and
satisfactorily complete the pre-assistance homeownership and housing counseling program
required by SCHA.

E.

Home Inspections
The SCHA may not commence monthly homeownership assistance payments for a family until
the unit and has passed an HQS inspection.
An independent professional inspector selected by and paid for by the family must also inspect
the unit. The independent inspection must cover major building systems and components,
including foundation and structure, housing interior and exterior, and the roofing, plumbing,
electrical, and heating systems. The independent inspector must be qualified to report on property
conditions, including major building systems and components. The independent inspector must
provide a copy of the report to both the family and the PHA.
The SCHA may disapprove a unit for assistance based on information in the independent
inspector’s report, even if the unit was found to comply with HQS.

F.

Contract of Sale
Before commencement of monthly homeownership assistance payments, a member or members
of the family must enter into a contract of sale with the seller of the unit to be acquired by the
family. The family must give a copy of the contract of sale to the SCHA. The contract of sale
must:
1.

Specify the price and other terms of sale by the seller to the purchaser.

2.

Provide that the purchaser will arrange for a pre-purchase inspection of the dwelling unit
by an independent inspector selected by the purchaser.

3.

Provide that the purchaser is not obligated to purchase the unit unless the
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inspection is

satisfactory to the purchaser.

4.

Provide that the purchaser is not obligated to pay for any necessary repairs; and

5.

Contain a certification from the seller that the seller has not been debarred,
suspended, or subject to a limited denial of participation under CFR part 24.

6.

Contract of Sale for Units Not Under Construction:
a. If the unit is not yet under construction at the time the family is to enter into a
contract for sale, the contract for sale must also provide that:

G.

1.

The purchaser is not obligated to purchase the unit unless an
environmental review has been performed and the site has received
environmental approval prior to commencement of construction in
accordance with 24 CFR 982.628.

2.

The construction will not commence until the environmental review has
been completed and the seller has received written notice from the
SCHA that environmental approval has been obtained. Conduct of the
environmental review may not necessarily result in environmental
approval, and environmental approval may be conditioned on the
contracting parties' agreement to modifications to the unit design or to
mitigation actions.

3.

Commencement of construction in violation of environment review and
approval from the SCHA voids the purchase contract and renders
homeownership assistance unavailable for purchase of the unit.

Disapproval of a Seller
In its administrative discretion, the SCHA may deny approval of a seller for the same reasons the
SCHA may disapprove an owner under the regular HCV program.

H.

Financing Requirement
The family is responsible for securing financing. The SCHA has established financing
requirements, listed below, and may disapprove proposed financing if determined that the debt is
unaffordable. The SCHA may prohibit the following forms of financing:
1.

Balloon payment mortgages.

2.

Variable interest rate loans.

3.

Seller financing on a case-by-case basis.

4.

All mortgage payment costs cannot exceed 50% monthly gross income.

5.

Loans including persons other than those listed in the assisted family household for
Homeownership program participation.
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I.

Underwriting Guidelines
If the mortgage is not FHA-insured, the SCHA will require the lender to comply with generally
accepted mortgage underwriting standards consistent with those of HUD/FHA, Ginnie Mae,
Fannie Mae, Freddie Mac, California Housing Finance Agency (CalHFA), USDA Rural Housing
Services, The Federal Home Loan Bank or other private lending institutions.

J.

Down payment
The SCHA does not have a minimum family down payment requirement. Regardless the family
should expect to comply with secondary mortgage market underwriting down payment
requirements.

K.

Family Obligations
Homeownership assistance may only be paid while the family is residing in the home. If the
family moves out of the home, the SCHA may not continue homeownership assistance after the
month when the family moves out. The family or lender is not required to refund the SCHA the
homeownership assistance for the month when the family moves out.
The family must comply with the following family obligations:

L.

1.

The family must comply with the terms of the mortgage securing debt incurred to
purchase the home, or any refinancing of such debt.

2.

The family may not convey or transfer ownership of the home, except for purposes of
financing, refinancing, or pending settlement of the estate of a deceased family member.
Use and occupancy of the home are subject to 24 CFR 982.551 (h) and (i).

3.

The family must supply information to the SCHA or HUD as specified in 24 CFR
982.551(b). The family must further supply any information required by HACCC or
HUD concerning mortgage financing or refinancing, sale or transfer of any interest in the
home, or homeownership expenses.

4.

The family must submit a 30 day written notice to the SCHA before moving out of the
home.

5.

The family must notify the SCHA if the family defaults on the mortgage used to purchase
the home.

6.

No family member may have any ownership interest in any other residential property.

7.

The family must comply with the obligations of a participant family.

8.

Before commencement of homeownership assistance, the family must execute a
statement of family obligations in the form prescribed by HUD. In the statement, the
family agrees to comply with all family obligations under the homeownership option.

Amount of Monthly Homeownership Assistance
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The monthly homeownership assistance payment is the lower of: the voucher payment standard
minus the total tenant payment, or the monthly homeownership expenses minus the total tenant
payment.
At the commencement of homeownership assistance the payment standard for a family is the
lower of either the payment standard for the family unit size or the payment standard for the size
of the home.
At reexamination of income the payment standard for a family is the greater of either the payment
standard at the commencement of homeownership assistance for occupancy of the home or the
payment standard at the most recent regular reexamination of family income and composition
since the commencement of homeownership assistance for occupancy of the home.
In determining the amount of the homeownership assistance payment, SCHA will use the same
payment standard schedule, payment standard amounts, and subsidy standards as those described
in elsewhere in this plan for the Housing Choice Voucher program.
SCHA may pay the homeownership assistance payments directly to the family, or to a lender on
behalf of the family. If the assistance payment exceeds the amount due to the lender, SCHA must
pay the excess directly to the family.
Homeownership assistance for a family terminates automatically 180 calendar days after the last
homeownership assistance payment on behalf of the family. However, the SCHA may grant
relief from this requirement in those cases where automatic termination would result in extreme
hardship for the family.
1.

Homeownership expenses (not including cooperatives) only include amounts allowed by
the SCHA to cover:
a.

Principal and interest on initial mortgage debt, any refinancing of such debt, and
any mortgage insurance premium incurred to finance purchase of the home;

b.

Real estate taxes and public assessments on the home;

c.

Home insurance;

d.

SCHA allowance for maintenance expenses.

e.

SCHA allowance for costs of major repairs and replacements.

f.

SCHA utility allowance for the home.

g.

Principal and interest on mortgage debt incurred to finance costs for major
repairs, replacements or improvements for the home. If a member of the family is
a person with disabilities, such debt may include debt incurred by the family to
finance costs needed to make the home accessible for such person, if SCHA
determines that allowance of such costs as homeownership expenses is needed as
a reasonable accommodation so that the homeownership option is readily
accessible to and usable by such person.
Land lease payments where a family does not own fee title to the real property on
which the home is located.

h.
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i.
2.

M.

For a condominium unit, condominium operating charges or maintenance fees
assessed by the condominium homeowner association.

Homeownership expenses for a cooperative member may only include amounts allowed
SCHA to cover:
a.

The cooperative charge under the cooperative occupancy agreement including
payment for real estate taxes and public assessments on the home.

b.

Principal and interest on initial debt incurred to finance purchase of cooperative
membership shares and any refinancing of such debt.

c.

Home insurance.

d.

SCHA allowance for maintenance expenses.

e.

SCHA allowance for costs of major repairs and replacements.

f.

SCHA utility allowance for the home.

g.

Principal and interest on debt incurred to finance major repairs, replacements or
improvements for the home. If a member of the family is a person with
disabilities, such debt may include debt incurred by the family to finance costs
needed to make the home accessible for such person, if the SCHA determines
that allowance of such costs as homeownership expenses is needed as a
reasonable accommodation so that the homeownership option is readily
accessible to and usable by such person.

h.

Cooperative operating charges or maintenance fees assessed by the cooperative
homeowner association.

Portability
Subject to the restrictions on portability included in HUD regulations and the SCHA policies, a
family may exercise portability if the receiving PHA is administering a voucher homeownership
program and accepting new homeownership families. The receiving PHA may absorb the family
into its voucher program, or bill the initial PHA.
The family must attend the briefing and counseling sessions required by the receiving PHA. The
receiving PHA will determine whether the financing for, and the physical condition of the unit,
are acceptable. The receiving PHA must promptly notify the SCHA if the family has purchased
an eligible unit under the program, or if the family is unable to purchase a home within the
maximum time established by PHA.

N.

Moving with Continued Assistance
A family receiving homeownership assistance may move with continued tenant-based assistance.
The family may move with voucher rental assistance or with voucher homeownership assistance.
Continued tenant-based assistance for a new unit cannot begin so long as any family member
holds title to the prior home.
1.

The SCHA may deny permission to move to a new unit with continued voucher
assistance as follows:
a.

Lack of funding to provide continued assistance.
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b.

2.

3.

The SCHA must deny the family permission to move to a new unit with continued
voucher rental assistance if:
a.

The family defaulted on an FHA-insured mortgage; and

b.

The family fails to demonstrate that the family has conveyed, or will convey, title
to the home, as required by HUD, to HUD or HUD’s designee; and the family
has moved, or will move, from the home within the period established or
approved by HUD.

Notice of Move Out and Mortgage Default
a.
b.
c.

4.

At any time, the SCHA may deny permission to move with continued rental or
homeownership assistance in accordance with 24 CFR 982.638, regarding denial
or termination of assistance.

The family must notify the SCHA of its intent to move out of the home by
supplying the SCHA with an advanced written thirty-day notice.
The family will notify the SCHA in advance if any family member who owns, in
whole or in part, any ownership interest in the home moves out.
The family must notify the SCHA if the family defaults on a mortgage securing
any debt incurred to purchase the home within fourteen days of default.

Denial or Termination of Assistance
At any time, the SCHA may deny or terminate homeownership assistance in accordance
with HCV program requirements in 24 CFR 982.552 (Grounds for denial or termination
of assistance) or 24 CFR 982.553 (Crime by family members).
The SCHA may also deny or terminate assistance for violation of family obligations
described in Section VI of this plan.
The SCHA must terminate voucher homeownership assistance for any member of family
receiving homeownership assistance that is dispossessed from the home pursuant to a
judgment or order of foreclosure on any mortgage (whether FHA insured or non-FHA)
securing debt incurred to purchase the home, or any refinancing of such debt.

Q.

Maximum Term of Homeownership
Except in the case of a family that qualifies as an elderly or disabled family, other family
members (described below) shall not receive homeownership assistance for more than:
1.

Fifteen years, if the initial mortgage incurred to finance purchase of the home has
a term of 20 years or longer; or

2.

Ten years, in all other cases.

- 48 -

SCHA HCV Admin Plan

3.

Has an ownership interest in the unit during the time that homeownership
payments are made; or

4.

Is the spouse of any member of the household who has an ownership interest in the
unit during the time homeownership payments are made.

The maximum term of assistance does not apply to elderly or disabled families. In the case of an
elderly family, the exception only applies if the family qualifies as an elderly family at the start of
homeownership assistance. In the case of a disabled family, the exception applies if at any time
during receipt of homeownership assistance the family qualifies as a disabled family.
If, during the course of homeownership assistance, the family ceases to qualify as a disabled or
elderly family, the maximum term becomes applicable from the date homeownership assistance
commenced. However, such a family must be provided at least 6 months of homeownership
assistance after the maximum term becomes applicable (provided the family is otherwise eligible
to receive homeownership assistance).

N.

Compliance With the Mortgage
The family must comply with the terms of the mortgage securing debt incurred to purchase the
home, and any refinancing of such debt.
The family must obtain written approval from the SCHA before securing any refinance or equity
loan.
During the time the family receives homeownership assistance, no family member may have any
ownership interest in any other residential property.

O.

Prohibition Against Conveyance or Transfer of the Home
So long as the family is receiving homeownership assistance, they may not sell, convey or
transfer any interest in the home to any entity or person other than a member of the assisted
family residing in the home. If the family chooses to sell the home to another family member,
they must inform the SCHA of their intent prior to the sale, and receive written consent from the
SCHA before commencing with any sale, refinance or transfer of interest. The family is required
to provide the SCHA with applicable documentation related to any sale, refinance, or transfer.
Upon the death of a family member who holds, in whole or in part, title to the home or ownership
of cooperative membership shares for the home, homeownership assistance may continue
pending settlement of the decedent’s estate, notwithstanding transfer of the title by operation of
the law to the decedent’s executor or legal representative, so long as the home is solely occupied
by remaining family members. The family is required to inform the SCHA of the decedent’s
death within fourteen (14) days if its occurrence.
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SECTION XII
HCV PROJECT BASED VOUCHER PROGRAM
A.

Introduction
The Project-Based Voucher (PBV) program is administered by Public Housing Authorities
(PHA) who also administers the tenant-based Housing Choice Voucher (HCV) program. The
Shasta County Housing Authority (SCHA) will appropriate no more than 20% of the SCHA
Annual Contributions Contract (ACC). PBV is assistance that is tied directly to a unit in an
approved project, unlike the HCV program, where assistance is tied to the participant. The
policies of the HCV program apply to the PBV program, except where they are specifically
altered in this section.
In administering the Project-Based Voucher program, the goals of the Shasta County Housing
Authority are to:

B.

1.

Attract more affordable developments to the Shasta County Housing Authority’s
jurisdiction.

2.

Increase affordability of housing for families; and

3.

Further HUD and the Shasta County Housing Authority goals of deconcentration.

Selection of Project Based Voucher Owner Proposals
The Shasta County Housing Authority may use one of the following methods to select owner
proposals:
2.

Request for Proposal (RFP): Shasta County Housing Authority may issue a competitive
request for PBV proposals. An RFP may not be limited to a single site and may not
impose restrictions that practically preclude owner submission of proposals for PBV on
different sites. The Shasta County Housing Authority will publish an RFP in at least one
newspaper of general circulation, as well as post the RFP on the County of Shasta
website. The submission deadline will be included in the RFP and a detailed application
and selection criteria will be provided to all interested parties.

2.

At the discretion of the Shasta County Housing Authority, projects may be selected for
PBV assistance using proposals for housing developed using federal, state, or local
government housing assistance, community development, or a supportive services
program that requires competitive selection of proposals (e.g., HOME, competitivelyawarded Low-Income Housing Tax Credit, City of Industry Funds), where the proposal
has already been selected in accordance with such program’s competitive selection
requirements within three years of the Shasta County Housing Authority’s PBV selection
date, and the earlier selection proposal did not involve any consideration that the project
would receive Housing Authority PBV assistance.

The SCHA will notify the selected owner, in writing, of the owner’s selection for the PBV
Program. The SCHA will also notify, in writing, all owners that submitted proposals that
we’re not selected and advise such owners of the name of the selected owner. In addition, the
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SCHA will publish its notice for selection of PBV proposals in the same newspapers the SCHA
used to solicit the proposals. The announcement will include the name of the owner that was
selected for the PBV program.
The SCHA will make available, during normal business hours, to any interested party its rating
and ranking sheets and documents that identify the SCHA basis for selecting the proposal. These
documents will be available for review by the public and other interested parties for one month
after publication of the notice of owner selection. The SCHA will not make available sensitive
owner information that is privileged, such as financial statements and similar information
about the owner.

C.

Prohibition of Assistance for Certain Units
1.

2.

The following types of housing are ineligible under the PBV program:
a.

Shared housing units.

b.

Units on the grounds of a penal reformatory, medical, mental, or similar public or
private institution.

c.

Nursing homes or facilities providing continuous psychiatric, medical, nursing
services, board and care, or intermediate care (except that assistance may be
provided in assisted living facilities).

d.

Units that are owned or controlled by an educational institution or its affiliate and
are designated for occupancy by students.

e.

Manufactured homes.

f.

Transitional housing.

g.

Owner occupied housing.

h.

Units occupied by ineligible families.

The SHCA may not attach or pay PBV assistance to units in any of the following types of
subsidizing housing:
a.

A public housing unit.

b.

A unit subsidized with any other form of Section 8 assistance.

c.

A unit subsidized with any governmental rent subsidy.

d.

A unit subsidized with any governmental subsidy that covers all or any part of
the operating costs of the housing.

e.

A unit subsidized with Section 236 rental assistance payments (except that a
PHA may attach assistance to a unit subsidized with Section 236 interest
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reduction payments).

D.

f.

A Section 202 project for non-elderly with disabilities.

g.

Section 811 project-based supportive housing for persons with disabilities.

h.

Section 202 supportive housing for the elderly.

i.

A Section 101 rent supplement project.

j.

A unit subsidized with any form of tenant-based rental assistance.

k.

A unit with any other duplicative federal, state, or local housing subsidy, as
determined by HUD or the PHA in accordance with HUD requirements.

Number of PBV Units Per Building
The SCHA may only provide Project-Based Voucher assistance to up to 25% of the units in a
selected project. Units excepted from this rule are:
1.

Units that are exclusively for elderly and/or disabled families.

2.

Units housing households eligible for supportive services available to all families’
receiving PBV assistance in the project.

Approved supportive services are intended to help ensure stability and to maximize each tenant’s
ability to live independently. Support services must be easily accessible and available to the
tenant in the PBV assisted project. Approved supportive services may include: general supportive
services, education and instructional services, independent living skills, health and medical
services, mental health services, substance abuse services, vocational services and services for
families.
Support services do not have to be provided by the project. When supportive services are
provided, whether on site or not, the following conditions apply: The statement of family
responsibility in the lease must contain the family’s obligation to participate in the designated
service program. Failure of the family to comply is good cause to terminate the family from the
program. At least one member of the family must be receiving the supportive service for the unit
to remain excepted from the 25% cap.
Services monitoring participant compliance with a supportive service contract will be monitored
at least annually. The SCHA will request a status update for the participant’s supportive service
contract at the anniversary of said contract. The SCHA may request a status update on the
supportive service contract more frequently, at its discretion. Providers of supportive services
must provide the SCHA any changes to the program within thirty days of when those changes
occur. Providers must also immediately report to the Shasta County Housing Authority when a
family fails to meet the supportive service contract requirements. When a family living in an
excepted unit fails to meet the requirements of a supportive service contract, and is living in the
excepted unit because of the supportive services received, the SCHA will propose termination of
the contract. The family will not be issued a voucher to move. The owner and participant will be
given a thirty-day notice of the proposed termination of the HAP contract. The owner may at that
time terminate the lease and issue an order to vacate by the HAP contract termination date. If a
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family fails to meet the requirements of the supportive service contract for good cause, as
determined by the SCHA, and is qualified to become reinstated in the supportive service program
within a reasonable time period, the SCHA may counsel the family on its obligations and allow
reinstatement of the supportive service contract.
E.

Project Section Criteria
The SCHA may not select a proposal for existing, newly constructed, or rehabilitated PBV
housing on a site or enter into an agreement to enter into an AHAP contract or HAP contract for
units on the site, unless the SCHA has determined that PBV assistance for housing at the selected
site is consistent with the goal of deconcentrating poverty and expanding housing and economic
opportunities. The standard for deconcentrating poverty and expanding housing and economic
opportunities must be consistent with the PHA Plan under 24 CFR 903 and the PHA
administrative plan.
It is the SCHA goal to select sites for PBV housing that provide for deconcentrating poverty and
expanding housing and economic opportunities. The SCHCA may grant exceptions, where the
SCHA determines that the PBV assistance will complement other local redevelopment activities
designed to deconcentrate poverty and expand housing and economic opportunities in census
tracts with poverty concentrations greater than 20 percent, such as sites in a census tract where:

2.

a.

The PBV development will be located in a HUD-designated Enterprise Zone,
Economic Community or Renewal Community.

b.

The concentration of assisted units will be or has decreased as a result of public
housing demolition.

c.

The neighborhood is undergoing significant revitalization.

d.

State, local, or federal dollars have been invested in the area that has assisted in
the achievement of the statutory requirement.

e.

New market rate units are being developed that will positively impact the poverty
rate in the area.

f.

There has been an overall decline in the poverty rate within the last five years.

g.

There are meaningful opportunities for educational and economic advancement.

Requirements For Selecting Existing and Rehabilitated Housing
The SCHA will select only existing and rehabilitated housing projects that meet the
following criteria:
a.

The site is adequate in size, exposure, and contour to accommodate the number
and type of units proposed.

b.

Have adequate utilities and streets available to service the site.

c.

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

3.

d.

Be accessible to social, recreational, educational, commercial, and health
facilities and services and other municipal facilities and services that are at least
equivalent to those typically found in neighborhoods consisting largely of
unassisted, standard housing of similar market rents.

e.

Be located so that travel time and cost via public transportation or private
automobile from the neighborhood to places of employment providing a range of
jobs for lower-income workers is not excessive. This requirement does not apply
to senior projects.

Requirements for New Construction Housing
The Shasta County Housing Authority will select only new construction housing projects
that meet the following criteria:
a.

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

b.

Have adequate utilities (water, sewer, gas, and electricity) and streets must be
available to service the site.

c.

The site must not be located in a racially mixed area if the project will cause a
significant increase in the proportion of minority to non-minority residents in the
area.

d.

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

e.

The site must promote a greater choice of housing opportunities and avoid undue
concentration of assisted persons in areas containing a high proportion of lowincome persons.

f.

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

g.

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

h.

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

Environmental Review
The SCHA activities under the PBV program are subject to HUD environmental regulations in 24
CFR parts 50 and 58. The responsible entity is responsible for performing the federal
environmental review under the National Environmental Policy Act of 1969 (42 U.S.C. 4321 et
seq.). The SCHA may not enter into an agreement to enter into an AHAP contract nor enter into a
HAP contract until it has complied with the environmental review requirements.
In the case of existing housing, the responsible entity that is responsible for the environmental
review under 24 CFR part 58 must determine whether or not PBV assistance is categorically
excluded from review under the National Environmental Policy Act and whether or not the
assistance is subject to review under the laws and authorities listed in 24 CFR 58.5.
The SCHA may not enter into an agreement to enter into a AHAP contract or a HAP contract
with an owner, and the PHA, the owner, and its contractors may not acquire, rehabilitate, convert,
lease, repair, dispose of, demolish, or construct real property or commit or expend program or
local funds for PBV activities under this part, until the environmental review is completed.
The SCHA must supply all available, relevant information necessary for the responsible entity to
perform any required environmental review for any site. The SCHA must require the owner to
carry out mitigating measures required by the responsible entity (or HUD, if applicable) as a
result of the environmental review.

G.

Agreement to Enter into the HAP Contract
1.

If a rehabilitated or newly constructed project, as defined by regulation, is selected by the
Shasta County Housing Authority to receive Project-Based Vouchers, the Shasta County
Housing Authority will enter into an Agreement (AHAP) with the owner in the form
required by HUD. In the AHAP the owner agrees to develop the contract units to comply
with HQS, and the Shasta County Housing Authority agrees that, upon timely completion
of the development in accordance with the terms of the AHAP, the Shasta County
Housing Authority will enter into a HAP contract with the owner for the contract units.
The Shasta County Housing Authority may not pay or enter into an agreement if
commencement of construction or rehabilitation occurs after proposal submission.
Rehabilitation begins with the physical commencement of rehabilitation activity on the
housing. Commencement of construction occurs when excavation of site preparation
(including clearing of the land) begins. Delays in completion of rehab/construction may
result in termination of the agreement. The SCHA may extend the completion deadline
for unforeseen factors outside of the owner’s control. The owner must obtain the SCHA
approval for any changes in work. If the owner does not do so, the SCHA may set a lower
initial rent.

2.

The Shasta County Housing Authority may only provide assistance in accordance with
HUD subsidy layering regulations and other requirements. The Shasta County Housing
Authority will not enter into an AHAP with the owner until the project has successfully
passed a subsidy layering review by HUD or other HUD-approved agency. The owner
must certify in the HAP contract that the project has not received and will not receive any
other form of public assistance during the life of the HAP contract other than that
disclosed in the subsidy layering review.
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H.

Selection of Participants
The SCHA may select families for the PBV program from those who are participants in the
SCHA tenant-based voucher program and from those who have applied for admission. Eligibility
for admission must be determined at the commencement of PBV assistance.
Applicants for PBV assistance must meet the same eligibility requirements as applicants for the
tenant-based voucher program. The SCHA may not approve a tenancy if the owner (including a
principal or other interested party) of the unit is the parent, child, grandparent, grandchild, sister,
or brother of any member of the family, unless needed as a reasonable accommodation. An
applicant family must also meet HUD requirements related to current or past criminal activity.
1.

An eligible family residing in a proposed PBV contract unit on the date the proposal is
selected by the SCHA is considered an “in-place family.” These families are afforded
protection from displacement under the PBV rule. If a unit to be placed under contract
(either an existing unit or a unit requiring rehabilitation) is occupied by an eligible family
on the date the proposal is selected, the in-place family must be placed on the SCHA
waiting list. Once the family’s continued eligibility is determined (the SCHA may deny
assistance to an in-place family for the grounds specified in 24 CFR 982.552 and
982.553), the family must be given an absolute selection preference and the SCHA must
refer these families to the project owner for an appropriately sized PBV unit in the
project. Admission of eligible in-place families is not subject to income targeting
requirements. This regulatory protection from displacement does not apply to families
that are not eligible to participate in the program on the proposal selection date.

2.

The SCHA will provide a selection preference when required by the regulation. The
SCHA will maintain a separate waiting list for Project Based Vouchers. Applicants on the
PBV waiting list are subject to the housing choice voucher program local preferences set
forth in Section II of this Plan. The PBV waiting list will have admission preferences that
reflect the target population of each project.

3.

For the VASH program, referrals will be received from the VAMC administering the
VASH program in the SCHA jurisdiction. Should the referrals exceed the availability of
housing units available, a VASH wait list shall be established and offered on a first come
first serve basis.

4.

When the Shasta County Housing Authority opens the wait list, applications will be
accepted from families for whom the list is open unless there is good cause for not
accepting the application. Where the family is determined to be ineligible, the Shasta
County Housing Authority will notify the family in writing. The notice will specify the
reasons for ineligibility, and will inform the family of its right to request an informal
review and explain the process for doing so. Applications must be submitted as indicated
in the public notice. Only one application per applicant/social security number will be
accepted; duplicate applications will not be accepted. No applicant has a right or
entitlement to be listed on the waiting list, or to any particular position on the waiting list.
The Shasta County Housing Authority will require families to provide the information on
the wait list application that is needed to make an initial assessment of the family’s
eligibility for assistance and its self-certified preference category designation. Depending
on its self-certified preference category designation, a family initially determined to be
eligible will be placed on the wait list or in an applicant lottery pool, as specified in the
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notice. The family will not be required to provide all of the information necessary to
establish family eligibility and level of assistance until the family is selected from the
waiting list.
If a family refuses an offer of PBV assistance or the owner rejects a family for admission
to the owner’s PBV units, the Shasta County Housing Authority may remove the family
from the PBV waiting list. Such refusal will not affect the family’s position on the tenantbased waiting list.
I.

Information For Accepted Families
When a family accepts an offer of PBV assistance, the Shasta County Housing Authority will
provide the family an oral briefing. The SCHA has a mechanism for referring a family that
includes a person with mobility impairments to accessible PBV units. Attendance at this briefing
is mandatory. The oral briefing will include:

J.

1.

A description of how the program works.

2.

Family and owner responsibilities.

3.

Information packet that contains the following information:
a.

How the SCHA determines total tenant payment.

b.

Family Obligations.

c.

Criminal Activity Policy.

d.

Applicable fair housing information.

e.

Housing Quality Standard Inspection information.

f.

Annual and Interim Recertification Information.

Leasing of Contract Units
Owners must lease contract units only to eligible families, selected and referred by the Shasta
County Housing Authority from the waiting list, during the term of the HAP contract. Owners
must develop written tenant selection procedures consistent with the purpose of improving
housing opportunities for very low-income families, related to program eligibility and an
applicant’s ability to perform lease obligations. An owner must notify the SCHA, in writing, with
in 15 calendar days of any rejected applicant and the grounds for rejection. The owner must
comply with 24 CFR part 5, subpart L (Protections for victims of Domestic Violence, Dating
Violence, Sexual Assault, or Stalking). Owners must follow the Shasta County Housing
Authority’s subsidy standards when leasing units to referred families.

K.

Vacancies
The owner must notify the SCHA in writing within 5 business days of learning about any current
or expected vacancy in a contract unit. After owner notice, the SCHA will promptly refer a
sufficient number of families to the owner to fill the vacancy. If any contract unit has been vacant
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for at least 120 days, the SCHA may give notice to the owner amending the HAP contract to
reduce the number of contract units by the number of units that have been vacant for that period.
L.

Tenant Screening
The SCHA may take into consideration any admission criteria outlined in Section III of this Plan
in order to screen applicants for eligibility; however, it is the responsibility of the owner to screen
applicants for suitability for tenancy. Upon request, the SCHA will provide the owner with the
tenant’s current and former address, as well as the name and address of the current and/or former
landlord, if known. This policy is consistent with information provided to owners under the
Housing Choice Voucher program.

M.

Housing Assistance Payments Contract
The SCHA must enter into a Housing Assistance Payments (HAP) contract with the owner in
order to provide housing assistance payments for eligible families. The SCHA will make housing
assistance payments to the owner in accordance with the HAP contract, for contract units leased
and occupied by eligible families during the term of the HAP contract. The SCHA will use the
most recent HUD-approved form of the HAP contract.
1.

2.

Before the HAP contract can be executed, the SCHA will inspect each contract unit in
accordance with Section V of this plan. The HAP contract must be executed within 30
days of passed inspections for all units proposed under the HAP contract.
By execution of the HAP contract, the owner certifies:
a.

The owner is and will maintain all contract units in accordance with HQS.

b.

The owner will provide all services, maintenance, equipment and utilities as
agreed to under the HAP contract and in the lease with assisted families.

c.

Each contract unit is leased to an eligible family and the lease complies with the
HAP contract and HUD requirements.

d.

Members of the assisted family reside in the contract unit and it is their only
residence.

e.

The owner is not a relative of any member of the assisted family.

f.

The amount of the housing assistance payment is the correct amount due under
the HAP contract.

g.

The rent to owner for each contract unit does not exceed the rent charged by the
owner for other comparable unassisted units.

h.

The owner will not receive any other payments beyond the tenant rent and
housing assistance payments for the contract unit.

i.

The family does not own or have any interest in the contract unit.

The Housing Authority may enter into a HAP contract with an owner for an initial term
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of not less than one year and not more than fifteen years for each contract unit. The
SCHA and owner may agree at any time, including during the initial contract term, to
extend the term of the HAP contract for up to fifteen years. Under no circumstances may
extensions exceed 15 years cumulatively. The HAP contract may be terminated by the
SCHA for insufficient funds. If it is determined there are insufficient funds available to
continue to assist all contract units for the full term, the SCHA may give notice to the
owner for all or any of the contract units, in accordance with HUD instructions.
3.

N.

The SCHA may amend the HAP contract to substitute a different unit with the same
number of bedrooms in the same project for the previously assisted unit. Prior to the
substitution, the SCHA will inspect the proposed substitution unit and determine
reasonable rent.

Inspections
HQS inspections will be conducted in accordance with Section V(D) of this plan.
1.

2.

O.

The Shasta County Housing Authority will inspect PBV units at the following times:
a.

Pre-selection – the SCHA will inspect the proposed site before the proposal
selection date. For existing units, units must substantially comply with HQS
before the proposal selection date. Units must fully comply before the HAP
contract may be executed.

b.

Pre-HAP contract- SCHA will not enter into a HAP contract until all the units
fully comply with HQS.

c.

Turnover – Before providing assistance to a new family in a contract unit, the
SCHA must inspect the unit. The unit must fully comply with HQS before a HAP
contract can be executed.

d.

Annual/Biennial Inspections – The SCHA will conduct inspections on a random
sample of at least 20% of contract units in a building every 12-24 months.
Turnover inspections are not counted toward annual inspections. If more than
20% of the annual sample fails the HQS inspections, 100% of the contract units
in the building must be inspected.

e.

Other times – the SCHA will inspect PBV units at other times as necessary to
insure the contract units are in compliance with HQS and that the owner is
providing utilities, maintenance and other services in accordance with the HAP
contract.

The SCHA will abate and terminate PBV HAP contract for non-compliance with HQS
in accordance with the policies used in the tenant-based voucher program. These
policies are contained in Section V of this plan.

Leases
The tenant and the owner must enter into a written lease agreement that is signed by both parties.
If an owner uses a standard lease form for rental units to unassisted tenants, the same lease must
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be used for assisted tenants, except that the lease for assisted units must include a HUD-required
tenancy addendum. The tenancy addendum must include, word-for-word, all provisions required
by HUD. In case of any conflict between the provisions of the lease or any other agreement
between the tenant and the landlord, the requirements of the HUD-required tenancy addendum
shall control.”
The SCHA may review the owner’s lease form to determine if the lease complies with state and
local law. If the SCHA determines that the lease does not comply with state or local law, the
SCHA may decline to approve the tenancy.
1. The lease must specify:

P.

a.

Names of the owner and tenant.

b.

Any and all information needed to identify the leased contract unit.

c.

Term of the lease and any provision for renewal.

d.

The amount of tenant rent to owner.

e.

Specification of services, maintenance, equipment, and utilities to be provided by
the owner.

f.

The amount of any charges for food, furniture, or supportive services.

2.

If the tenant and owner agree to any changes in the lease, the change must be in writing
and must be submitted to the SCHA sixty days prior to the effective date of the change.
Such changes may only be made with approval of the SCHA. If the SCHA approves a
change in responsibilities for utilities or rent increases, rent reasonableness must then be
re-determined. The rent to owner will be re-calculated from the effective date of the
change.

3.

Grounds for owner termination and eviction reflect the policies outlined in Section VI of
this Plan. Except that an owner may not terminate tenancy after the initial term of the
lease for business or economic reasons, or to repossess the unit for personal, family, or
nonresidential rental purpose. If an owner refuses to renew the lease without good cause,
the family will be issued a tenant-based voucher and the unit will be removed from the
HAP contract. The lease terminates if the owner terminates the lease for good cause, or
the owner and tenant agree to terminate the lease. Owners who wish to terminate a HAP
contract by either allowing it to expire or refusing to renew it must give the Shasta
County Housing Authority and the tenant proper notice.

PHA Terminations
HUD regulations specify grounds for the mandatory termination of assistance. In addition, if a
family violates any obligation listed on the Family Obligations form or Criminal Activity Policy
the family may be terminated from the PBV program. (See Attachment B and D)
If a family vacates an assisted unit while an owner eviction process is taking place, but before a
court decision is made, termination of assistance may occur. The Shasta County Housing
Authority will base its decision regarding termination of eligibility on the preponderance of
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evidence surrounding the eviction and tenant compliance with Family Obligations.
The Violence against Women Act (VAWA) prohibits Housing Authorities from terminating
housing assistance and/or tenancy for a family participating in the PBV program due to actual or
threatened domestic violence, dating violence, sexual assault or stalking. (See Attachment F and
G)
The termination notice will include the effective date of termination of PBV assistance, and or the
families eligibility to the rental assistance program, description of the specific reasons for the
termination. The termination notice will also include the information necessary for the family to
file for an informal hearing regarding the termination of assistance, if they wish to do so.
Q.

Current Participant Right to Move With Tenant-Based Voucher
Eligible families may terminate the assisted lease at any time after the first year of occupancy.
Families who wish to move must first contact the Shasta County Housing Authority to request a
voucher before submitting a lease termination notice to the owner. Once the Shasta County
Housing Authority has received a written request for a voucher, the family will be issued a new
voucher. If the family terminates the assisted lease before the end of one year, the family
relinquishes the opportunity for continued tenant-based assistance. Requests to move for families
wishing to port to another jurisdiction must be submitted in writing. If a tenant-based voucher is
not available at the time of the family’s request, the SCHA will give the family priority to receive
the next available opportunity for continued tenant-based assistance.

R.

Family Occupancy of Wrong Sized Accessible Unit
If the Shasta County Housing Authority determines that a family is occupying the wrong-size unit
or a unit with accessibility features the family does not require, is needed by a family that requires
the accessibility features, the Shasta County Housing Authority will offer the family continued
assistance in another unit. The Shasta County Housing Authority may offer continued assistance
either in another PBV unit or a tenant-based voucher. If the family is given a tenant-based
voucher, policies under the Housing Choice Voucher program regarding voucher issuance and
expiration will apply. If a family fails to lease a unit with the tenant-based voucher, eligibility and
assistance will be terminated upon expiration of the voucher (and any subsequent extensions
granted by the Shasta County Housing Authority). If continued assistance is offered in the form
of a project-based voucher, the family will have ninety days to move to another unit. If the family
fails to move or refuses the offer of continued assistance in another unit eligibility and PBV
assistance to the family will be terminated.

S.

Determining Rent to Owner
The amount of estimated rent to owner must be included in the Agreement for rehabilitated or
newly constructed housing. The actual rent to owner must be determined at the beginning of the
HAP contract term for all types of housing. The amount of rent to owner is re-determined at the
owner’s request for a rent increase and when there is a 10% or greater decrease in the published
FMR. Except for certain tax credit units, the amount of rent to owner must not exceed the lowest
of: An amount determined by the SCHA that does not exceed 110% of the FMR (or any
exception payment standard approved by HUD), minus the utility allowance; the reasonable rent;
or the rent requested by the owner.
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T.

Payment To Owner
The SCHA will make HAP payments to the owner in accordance with the HAP contract for the
months in which the contracted unit is leased to and occupied by an eligible family. If a family
moves out of a contract unit, the owner may keep the payment for the full calendar month in
which the family moves out. The owner may not keep the payment if the SCHA determines that
the vacancy is the owner’s fault.
The owner may not require the family to pay charges for any meals or supportive services unless
the project is an assisted living development, in which case owners may charge tenants, family
members, or both for meals and supportive services. These charges may not be included in the
rent to owner and may not be used to calculate rent reasonableness. Nonpayment of such charges
is grounds for termination under the lease only in an assisted living development. The owner may
not charge tenants or family members extra amounts for items customarily included in the rent or
provided at no additional cost for unsubsidized tenants on the premises.
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SECTION XIII.
DEFINITIONS: Definitions of terms are as follows. If at any time, any definition below becomes or is
determined to be inconsistent with HUD definitions, HUD definitions apply.

Adult:

Person of age 18 or older, or legally emancipated with the capacity to enter into a
contract in accordance with State and local law.

Applicant:

A family or individual that seeks rental assistance under the program.

Bedroom:
(a) The determination will be based on the characteristics of the unit rather than the
characteristics of the family. The use of the room will not be a consideration in
determining the room type.
(b) A room will be classified as a bedroom if it was designed for use as a bedroom and if
it meets the HQS criteria for a living/sleeping room.
Child:

Person of age 17 or younger, who is not legally emancipated.

Co-head:

A co-head is an individual in the household who is equally responsible with the head of
household for ensuring that the family fulfills all of its responsibilities under the program,
but who is not a spouse. A family can have only one co-head.

Continually assisted: A family is considered to be "continuously assisted" if the family is already
receiving assistance from a Federal Housing Program when admitted to the
Voucher Program.
Dependent:

A family member who is under 18 years of age or a person of any age who is a person
with a disability or a full-time student.

Family:

The term “family” includes, but is not limited to the following, regardless of actual or
perceived sexual orientation, gender identity, or marital status:
(a)

A single person, who may be an elderly person, involuntarily displaced person,
disabled person, near-elderly person or any other single person; or

(b)

A group of persons residing together and such group includes, but is not limited
to:
(i)

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

(ii)

An elderly family;

(iii)

A near-elderly family;

- 63 -

SCHA HCV Admin Plan

(iv)

A disabled family;

(v)

A involuntarily displaced family; and

(vi)

The remaining member of a tenant family. Disabled family means a
family whose head (including co-head), spouse or sole member is a
person with a disability. Elderly family means a family whose head
(including co-head), spouse or sole member is a person who is at least 62
years of age.

Foster Person: Person who is in the legal guardianship of a State, county, or private adoption or foster
care agency, yet are cared for by foster parents in their own homes, under some kind of
short-term or long-term foster care arrangement with the custodial agency.
Gross rent:

The contract rent plus the utility allowance factor.

Head of Household: The head of household is the adult member of the household who is designated by
the family as head and has the legal capacity to enter into a lease under State/local law.
Emancipated minors who qualify under State law may be designated as head of
household.
Homelessness: A person or family who lacks a permanent, regular, adequate nighttime residence, or has
a primary nighttime residence that is a supervised publicly or privately operated shelter
designed to provide temporary living accommodations (including welfare hotels,
congregate shelters, and transitional housing for the mentally ill),or an institution that
provides a temporary residence for individuals intended to be institutionalized; or a
public or private place not ordinarily used as a sleeping accommodation for human
beings. A homeless family does not include anyone imprisoned or detained pursuant to
Federal, State, or local law or an Act of Congress.
Household:

A household is comprised of the assisted family unit and all other members who have
been approved by the Housing Authority to live with the family. While live-in aides,
foster children and foster adults all may qualify as household members, they are not
considered part of the family unit, and therefore are not entitled to benefits under the
program.

Housing Quality Standards: The minimum quality standards for housing assisted under the Housing
Choice Voucher program.
Involuntarily displaced family: Families who have been displaced by governmental action, or whose
dwelling has been extensively damaged or destroyed as a result of a disaster declared or
otherwise formally recognized pursuant to Federal disaster relief laws.
Medical Expenses: The Housing Authority will define medical expenses consistent with the Internal
Revenue Service (IRS) definition, per IRS Publication 502, “Medical and Dental
Expenses (Including the Health Coverage Tax Credit).
Participant:

A family receiving rental assistance under the HCV program.

Payment Standard: In accordance with HUD regulations, the payment standard for the family is the lesser
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of the payment standard allocated to the family based on family composition (subsidy
standards) or the payment standard for the size of the unit selected.
Preponderance of Evidence: A preponderance of evidence is evidence that is of greater weight or more
convincing than the evidence that is offered in opposition; it is based on the more
convincing evidence and its probable truth or accuracy, and not on the amount of
evidence. Violent criminal activity means any criminal activity that has as one of its
elements the use, attempted use, or threatened use of physical force substantial enough to
cause, or be reasonably likely to cause, serious bodily injury or property damage.
Priority within Rank: Priority among families of equal rank will be determined by date and time of
application. In addition, the Housing Authority may designate other local priorities that
take precedence over chronology.
TTP:

The total tenant payment is the greatest of 10% of the family’s gross monthly
income, 30% of the family’s adjusted monthly income or the minimum rent.

Utility Allowance: In accordance with HUD regulations, a utility allowance schedule is maintained for
purposes of establishing the estimated utility costs for utilities and services that are
necessary to provide housing that complies with Housing Quality Standards. Revisions
to the utility allowance schedule are made according to HUD regulations and
requirements.
Visitor:

A person(s) who is not a household member, who does not exhibit a pattern of
inhabiting the unit on a regular basis and can provide verification of permanent housing
elsewhere.
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SECTION XIV.
ATTACHMENTS
The following attachments outline Housing Authority policies and procedures, and are a part of this
Administrative Plan:

A.

Family Unification Program Action Plan

B.

Family Obligations

C.

Family Self-Sufficiency Action Plan

D.

Criminal Activity Policy

E.

Informal Hearing Procedure

F.

Violence against Women Act

G.

Shasta County Housing Authority Emergency Transfer Plan for Victims of Domestic Violence,
Dating Violence, Sexual Assault or Stalking

H.

Veterans Affairs Supportive Housing

I.

Code of Conduct

J.

Furthering Fair Housing
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