Chapter 4
TENANT SELECTION AND ASSIGNMENT PLAN
[24 CFR 960.203, 960.204, 960.205, 960.206]

INTRODUCTION

It is SMHA's policy that each applicant shall be assigned an appropriate place on a jurisdiction-
wide waiting list

Applicants will be listed in sequence based upon:
* Date and time the application is received,
* Size and type of unit they require,
* Factors of preference or priority

In filling an actual or expected vacancy, SMHA will offer the dwelling unit to an applicant in the
appropriate sequence, with the goal of accomplishing deconcentration of poverty and income-
mixing objectives. SMHA will offer the unit until it is accepted. This Chapter describes the
SMHA's policies with regard to the number of unit offers that will be made to applicants selected
from the waiting list.

SMHA's Objectives

SMHA policies will be followed consistently and will affirmatively further HUD's fair housing
goals.

It is SMHA's objective to ensure that families are placed in the proper order on the waiting list so
that the offer of a unit is not delayed to any family unnecessarily or made to any family
prematurely. This chapter explains the policies for the management of the waiting list.

By maintaining an accurate waiting list, SMHA will be able to perform the activities, which
ensure that an adequate pool of qualified applicants will be available to fill unit vacancies in a
timely manner. Based on SMHA's turnover and the availability of appropriate sized units, groups
of families will be selected from the waiting list to form a final eligibility "pool." Selection from
the pool will be based on completion of verification.

A. MANAGEMENT OF THE WAITING LIST

SMHA will administer its waiting list as required by 24 CFR Part 5, Part 945 and Part 960,
Subparts A and B. The waiting list will be maintained in accordance with the following
guidelines:



* The application will be a permanent file.

e All applicants in the pool will be maintained in order of preference and/ or in
order of date and time of application receipt.

* Applications equal in preference will be maintained by date and time sequence.

* All applicants must meet applicable income eligibility requirements as established
by HUD.

Opening and Closing the Waiting Lists

SMHA, at its discretion, may restrict application intake, suspend application intake, and close
waiting lists in whole or in part.

The decision to close the waiting list will be based on the number of applications available for a
particular size and type of unit, and the ability of SMHA to house an applicant in an appropriate
unit within a reasonable period of time.

When SMHA opens the waiting list, SMHA will advertise through public notice in the following
newspapers, minority publications and media entities. location(s), and program(s) for which
applications are being accepted in the local paper of record, "minority" newspapers, and other
media including:

To reach persons with disabilities, SMHA will provide separate notice to local organizations
representing the interests and needs of the disabled.

The notice will contain:
* The dates, times, and the locations where families may apply.
* The programs for which applications will be taken.
* A brief description of the program.

A statement that Section 8 participants must submit a separate application if they want to
apply for Public Housing.

Limitations, if any, on who may apply.

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

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



When Application Taking is Suspended

SMHA may suspend the acceptance of applications if there are enough local Preference holders
to fill anticipated openings for the next 12 months.

The waiting list may not be closed if it would have a discriminatory effect inconsistent with
applicable civil rights laws.

During the period when the waiting list is closed, SMHA will not maintain a list of individuals
who wish to be notified when the waiting list is open.

Suspension of application taking is announced in the same way as opening the waiting list.

The open period shall be long enough to achieve a waiting list adequate to cover projected
turnover over the next 24 months. SMHA will give at least 15 days' notice prior to closing the
list. When the period for accepting applications is over, SMHA will add the new applicants to the
list by:

Unit size, local preferences priority, and/or date and time of application receipt.

SMHA will update the waiting list at least annually by removing the names of those families
who are no longer interested, no longer qualify for housing, or cannot be reached by mail or
telephone. At the time of initial intake, SMHA will advise families of their responsibility to
notify SMHA when mailing address or telephone numbers change.

Reopening the List

If the waiting list is closed and SMHA decides to open the waiting list, SMHA will publicly
announce the opening.

Any reopening of the list is done in accordance with the HUD requirements.

Limits on Who May Apply

When the waiting list is open,

Any family asking to be placed on the waiting list for Public Housing rental assistance
will be given the opportunity to complete an application.

If there are sufficient applications from elderly, disabled, homeless, and displaced
singles, applications will not be accepted from other singles.

When the application is submitted to SMHA:

It establishes the family's date and time of application for placement order on the waiting
list.

Multiple Families in Same Household




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

B. WAITING LIST PREFERENCES

A preference does not guarantee admission to the program. Preferences are used to establish the
order of placement on the waiting list. Every applicant must meet SMHA's Selection Criteria as
defined in this policy.

SMHA's preference system will work in combination with requirements to match the
characteristics for the family to the type of unit available, including units with targeted
populations, and further deconcentration of poverty in public housing. When such matching is
required or permitted by current law, SMHA will give preference to qualified families.

Families who reach the top of the waiting list will be contacted by SMHA to verify their
preference.

Among applicants with equal preference status, the waiting list will be organized by date and
time.

Local Preferences

Local preferences will be used to select among applicants on the waiting list. Public notice with
opportunity for public comment will be held before SMHA adopts any more local preference.

The notice will be distributed following the same guidelines as those used for opening or closing
the waiting list.

SMHA uses the following Local Preferences:

¢ Date and time of receipt of a completed application.

e Veteran preference: state law definition.

* Involuntarily displaced.

* Homeless families as defined by HUD guidelines
* Rent Burden

* Elevated blood level

*  Working Family

Veterans and veterans’ families for the public housing waiting list carry a weight of “2”, and



the other admission preferences carry a weight value of “1” for first priority to include the
Date and Time admissions preference.

Treatment of Single Applicants

All families with children, elderly families and disabled families will have an admission
preference over "Other Singles".

Singles Preference

Definition of Singles Preference: Single applicants who are elderly, disabled, homeless
or displaced will be given a selection priority over all "Other Single" applicants
regardless of preference status.

"Other Singles" denotes a one-person household in which the individual member is
neither elderly, disabled, homeless or displaced by government action. Such applicants
will be placed on the waiting list in accordance with their preferences, but cannot be
selected for assistance before any elderly, disabled, homeless or displaced one-person
family regardless of local preferences.

Descriptions of these Preferences and "definitional options" (or sub-categories) follow.

Involuntary Displacement Preference

Families are considered to be involuntarily displaced if they are required to vacate housing as a
result of one of the following situations.

1. A disaster (fire, flood, earthquake, etc.) that has caused the unit to be uninhabitable.

2. Federal, state or local government action related to code enforcement, public
improvement or development.

3. Action by a housing owner which is beyond an applicant's ability to control, and which
occurs despite the applicant's having met all previous conditions of occupancy, and is other than
a rent increase.

If the owner is an immediate family relative and there has been no previous rental agreement
and the applicant has been part of the owner's family immediately prior to application, the
applicant will not be considered involuntarily displaced.

For purposes of this definitional element, reasons for an applicant's having to vacate a housing
unit include, but are not limited to:

* Conversion of an applicant's housing unit to non-rental or non-residential use;

* Closure of an applicant's housing unit for rehabilitation or non-residential use;



* Notice to an applicant that s/he must vacate a unit because the owner wants the
unit for the owner's personal or family use or occupancy;

* Sale of a housing unit in which an applicant resides under an agreement that the
unit must be vacant when possession is transferred; or

* Any other legally authorized act that results, or will result, in the withdrawal by
the owner of the unit or structure from the rental market.

4. To avoid reprisals because the family provided information on criminal activities to a law
enforcement agency and, after a threat assessment, the law enforcement agency recommends
rehousing the family to avoid or reduce risk of violence against the family.

The family must be part of a Witness Protection Program, or the HUD Office or law enforcement
agency must have informed SMHA that the family is part of a similar program.

SMHA will take precautions to ensure that the new location of the family is concealed in cases
of witness protection.

Definition of Standard Replacement Housing

In order to receive the displacement preference, applicants who have been displaced must not be
living in "standard, permanent replacement housing."

Standard replacement housing is defined as housing that is decent, safe and sanitary, that
is adequate for the family size according to local code, and that the family is occupying
pursuant to a written or oral lease or occupancy agreement.

Standard replacement housing does not include transient facilities, hotels, motels,
temporary shelters, and (in the case of Victims of Domestic Violence) housing occupied
by the individual who engages in such violence. It does not include any individual
imprisoned or detained pursuant to State Law or an Act of Congress.

Homeless Families

An applicant who is a "Homeless Family" is considered to be living in substandard
housing. "Homeless Families":

Lack a fixed, regular and adequate nighttime residence; AND

Have a primary nighttime residence that is a supervised public or private shelter
providing temporary accommodations (including welfare hotels, congregate
shelters and transitional housing), or an institution providing temporary residence
for individuals intended to be institutionalized, or a public or private place not
ordinarily used as a sleeping accommodation for human beings.



Rent Burden Preference

Families paying more than 40% of their income for rent and utilities for at least 90 days will
receive this preference.

For purposes of this preference, "Family Income" is Gross Monthly Income as defined in the
regulations.

"Rent" is defined as the actual amount due under a lease or occupancy agreement calculated on a
monthly basis, plus the monthly amount of tenant-supplied utilities which can be either:

The average monthly payments the family actually made for these utilities in the most
recent 12-month period, or if information is not obtainable for the entire period, the
average of at least the past 3 months.

An applicant family may choose which method to use to calculate utility expenses. Any amounts
paid to or on behalf of a family under any energy assistance program must be subtracted from the
total rent burden if included in Family Income. The applicant must show that they actually paid
the utility bills, regardless of whose name the service is under.

To qualify for the Rent Burden preference, the applicant must pay rent directly to the
landlord or agent.

Members of a cooperative are "renters" for the purposes of qualifying for the preference.
In this case, "Rent" would mean the charges under the occupancy agreement.

Working Family Preference

A family would be considered to be eligible for this preference if head, spouse, or other adult
member is gainfully employed and working at least 20 hours per week at no less than minimum
wage and has been continuously employed as such for at least the immediate past 60 days.

SMHA would verify this preference by either a signed statement from employer indicating dates
of employment, number of hours working, hourly wages, and anticipation of continuous
employment or by verification of original paystubs.

This preference would also be extended to all elderly families (age 62 and older) and all families
whose head, spouse, or other adult member is receiving income based on their inability to work.

C. ORDER OF SELECTION FOR GENERAL OCCUPANCY (FAMILY)
DEVELOPMENTS

SMHA has established the following local admissions preferences for general occupancy
(family) developments:

Date and time of receipt of a completed application, and list other local preferences.



SMHA has established the following system to apply local preferences:

Local preferences will be weighted with the Homeless Preference having
the highest priority.

D. ORDER OF SELECTION FOR MIXED POPULATION DEVELOPMENTS

A mixed population project is a public housing project, or portion of a project that was reserved
for elderly families and disabled families at its inception (and has retained that character).

In accordance with the 1992 Housing Act, elderly families whose head spouse or sole member is
at least 62 years of age, and disabled families whose head, co-head or spouse or sole member is a
person with disabilities, will receive equal preference to such units.

No limit will be established on the number of elderly or disabled families that may occupy a
mixed population property. All local preferences will be applied.

SMHA has established the following local admissions preferences for Mixed Population
developments. Per HUD regulations, equal preference must be given to Elderly Families and
Disabled Families:

First Priority: Elderly families or disabled families

E. VERIFICATION OF PREFERENCE QUALIFICATION

The family may be placed on the waiting list upon their certification that they qualify for a
preference. When the family is selected from the waiting list for the final determination of
eligibility, the preference will be verified.

If the preference verification indicates that an applicant does not qualify for the preference, the
applicant will be returned to the waiting list and ranked without the Local Preference

Change in Circumstances

Changes in an applicant's circumstances while on the waiting list may affect the family's
entitlement to a preference. Applicants are required to notify SMHA in writing when their
circumstances change. When an applicant claims an additional preference, s’he will be placed on
the waiting list in the proper order of their newly-claimed preference.

F. PREFERENCE DENIAL

If SMHA denies a preference, the applicant will be placed on the waiting list without benefit of
the preference.

SMHA will notify the applicant in writing of the reasons why the preference was denied and
offer the applicant an opportunity for an informal meeting. The applicant will have 10 working
days to request the meeting in writing. If the preference denial is upheld as a result of the



meeting, or the applicant does not request a meeting, the applicant will be placed on the waiting
list without benefit of the preference. Applicants may exercise other rights if they believe they
have been discriminated against.

Any applicant who falsifies documents or makes false statements in order to qualify for any
preference will be removed from the waiting list with notification to the family.



